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POSPORTAL - MANUAL
1. LOGIN TO POINT OF SERVICE

The overall controlling computer program for the point of service is POSPORTAL.

This program is the User Interface, it is connected to the scales, the receipt/journal printer(s)
and barcode reader(s), which may be used for scanning items or frequent shopper (loyalty) or
other functions.

For sales to be registered or made in the user interface it must be running and active and the
*“cashier” (person responsible for the money in the cash drawer) logged in.

Please note: What an operator logged into the POSPORTAL is able to do is determined by
the privileges associated with that person’s log in, and are not necessarily the same as an
administrator or some other sales assistant logged into the user interface.

If an operator appears not to be able to perform the range of activities desired, check the
operator’s log in privileges in the set up area of the Posportal program. In order to access this
area an administrator level log in is usually required.

Once an appropriate operator is logged in, the operator can perform the various tasks outlined
in this manual depending upon their particular privileges.

At this juncture the point of service is ready to receive transactions. Other point of service functions are
available from this point by selecting the required function by pressing the appropriate button on the
screen.

Note:
1. Functions which are not available are ““greyed out™ indicating they cannot be used at
this stage.
2. New operators or an existing operators password or other details must be created or

changed using the back office software — TRS or AMC CIT portal, and then sent to
the POS using the DISTRIBUTION function in TRS or the portal.
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USER INTERFACE —POINT OF SERVICE

The Pos Portal System is a specific user interface that emulates the store work flow using the
traditional scale entry common within the retail environment.

The electronic scales are plugged into the computer and “talk” to the user interface program
constantly sending the weight of the item on the scale.

A barcode scanner may be plugged into the equipment and this “talks” to the program
continually. This can be used in place of pressing keys associated with items or functions which
have a scannable barcode on them. For example this could be a price embedded barcode on a
pre-packaged meat item or a frequent shopper (loyalty) card.

The initial user interface screen is shown below:

... PPas Partal System - Yershen 2.00

PLU Sala Talal w 0 Tog Salling lema

PLU I

Dascpon 7 of

] 7|8]9

Wiasght 0.000 kg ——11 41 5| 6

Valen [ ' # Clear |

[ Fyices {ny-¥g Total Eind | I | 2 3

Totsl 4900 T 0
|Current Tranzacticns ||

Dymrdabor - Haorw Acfwy 1 00 Py 2000 L2 [ TN

Carefully note the various buttons appearing on this screen, as shown above.

The user interface has four (4) control buttons:

* Ring Off - Finalises the currently active customer transaction, collects the tender,
opens the cash drawer, if appropriate and prints a receipt, if required.

* Void - Allows the voiding of the active customer transaction. This button
dynamically changes to Delete to perform the void item function.

* Clear - Erases all the characters typed into the PLU window field.
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* Find - Opens a search window enabling the logged in operator to search the
item database for an item. The search can be by description or item code.
Once found the item can be inserted into the currently active transaction
by the operator.

« PLU - Tells the user interface the numbers entered into the PLU window are a
price look up (PLU).

One Shot Plu (OSP):

To the right of the user interface is a series of 9 buttons, these are One Shot Plu (OSP) buttons.
Pressing these buttons will with the one touch sell this item — either by weight or quantity.

Warning: The products (items) associated with the button(s) may change dynamically based
upon the “Top Sellers” if this facility is used, so always check visually you are about to press the
button you really mean to. Operators need to exercise care and look at the name on the button
that describes the product as it can change.

Menu:

This button controls the access of the user to a range of control functions and a great many
additional OSP buttons. Behind the menu button is a series of panels, which have 8 columns and
9 rows of buttons, that can be set up to be OSP’s. Above the top of the screen opened by
pressing the menu button is 8 buttons. The first 6 of these open up OSP item pages, the seventh
is used to set up “functions” and how the PosPortal program will behave and the eighth is a
“CLOSE” button, which returns the PosPortal program back to the “selling” screen. Supervisor
or administrator control can be configured over the use of these buttons and the various functions
they perform.

Sign On / Sign Off:

At the bottom of the OSP buttons are two buttons, which are used for signing on and signing off
from the user interface. At the bottom of the screen are two rows of buttons that correspond to
the operator(s) signed on currently to the system. These order of these buttons is reflected by the
“Function” keys on the top of a keyboard. The first button in the first row can be made the
active operator (sales assistant) by either pressing that key on the touch screen or by pressing the
F1 key on the keyboard. The second operator would be made active by either touching the
second button on the first row or by pressing the F2 key on the keyboard. To make operators 9
to 16 active you must press the ALT key before the F1 to F8 keys.

Numeric Pad:

In the centre of the screen is a numeric pad with an X button. The X button is used to indicate the
immediately previously entered number(s) are a quantity multiplier.

The numeric pad digits are pressed to enter the numbers in the PLU field on the user interface.
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Current Transactions:

There is a window below the numeric pad. This window shows the active customer transactions
within the system for the various logged in operators. This Current Transaction window is active
to touch and can be used for operators to retrieve active sales for further item sales or
finalisation.

Active Transaction:

The transaction currently being processed is displayed in a window immediately below the PLU
sold window. This window shows the active transaction with its comprising items and the
operator (or sales assistant) performing this transaction.

Plu Window:

The PLU window is on the top left of the user interface screen.

The top field is where the numbers from the numeric pad are visible.

Upon pressing the “PLU”” button the description, price, weight and extended price is shown to
the operator.

Note: The PLU window displays the information on the last Plu sold for a variable period of
time controlled by settings within the configuration file (PosFrontEnd.ini file which is contained
in the Windows or WINNT directory.

Note: The user interface will only accept a weight from the scale if the item number (PLU)
entered into the user interface is a “weighted” item. If the item entered is a fixed price or
undefined or item sold by the unit rather than by weight the scale entry is ignored by the
program.

The user interface requires the shop assistant to login to use the program.

1. Logqging in to User Interface:

a) Press the “Sign On”” button.

b) Press the buttons corresponding to the operator concerned login name, using
the numeric pad on the screen, this must be a *“sales assistant™ login name..

C) Touch the “Password” field with your finger to move the cursor to the
password field.

d) Enter the “Password” for this operator using the numeric pad on the screen.

e) Press the “Accept” button, if correct.

f) To re-enter a password then use your finger to highlight the password field.

9) To abort the Operator Sign On process press the “Cancel” button.
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Operator Sign On [x

User ID |

Fassword

7 8
4 5
12
0

D|mmm

O

[

S

The screen below shows the User ID 3 logging in.
Note the password is not visible when entered.

User ID £

Password |
7|8]9
o]
1(2]3
0 OO

o R

h) Following the successful entering of the “UserID” and “Password” the user
interface changes to the following example. Note: the UserID name(operator
Pos 3) is shown on one of the buttons at the bottom of the screen. The name
appears on the next available button and is not always in the same position
each login.
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i)

The active operator is shown in the status line of the screen, in this case the
active operator is Pos 3.

... Pas Parial Sysbem - Vershen 2.07

Achive PLL
PLU

Sala Talal [~ i,n “’D Top Salling lama

Deecripson
_— :
W'nig ht
Wnlmy

.00 kg

[l
perator Pos

Frices

1

el 7 5|9
— | 4|D|6
# Clear |

riy-Ea Tatal Eind | I | '2 3

Total 8900 T 0

|Current Tranzacticons

s—
=

S VS S S R p—o—

Dypmiratar = P 3

100 ol OO L5 518

2.  Logqging off from the User Interface

An operator can only log off from the user interface if there are no outstanding active
transactions for this operator. Secondly, to log off an operator may require a Supervisor
confirmation over log off, depending upon how the user has configured the system.

To log off:

a)

b)

c)
d)

e)
f)

Press the button corresponding to the operator (sales assistant) to be signed
off.

Press the “sign off” button on the right hand side of the screen.

Enter the Supervisor “UserID”’, example uses operator user id 1 as supervisor.
Touch the “Password” field with your finger ensuring the cursor has moved
to this field.

Enter the Supervisor “Password” using the numeric pad.

Press the “Accept” button to accept.

A successful log off is confirmed by the removal of the operators name from the shop
assistant buttons at the bottom of the user interface screen.

A sample logoff process is shown below:

Operator Pos3 was highlighted and the Sign Off button pressed, the following screen:
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Superviser far Log (41

Usar ID |'I

u-..l

Fassword

|Mf.l'lﬂ.'?

7
4
1
0

D|mmm

O

S [Rece

The operator button corresponding to an Administrator or Supervisor User ID is selected and entered their
Password is also entered into the respective field. The “Accept™ button is then pressed:

© Pas Partal Sysbem - Versisn 2.07

Auctive PLL Fale Tolal $0.00  Top Selling lams
PLU
- Gl ;oo
Prics
Weight 0000 g als5le
_ # Clear |
i —te Fyices {ny-¥g Total Eind | I 2 3
Total 50 .00 r:'L! [ D
Current Tranmactions “

Dymrator = Waorw Acfsw T Py OO L2430

User Interface screen after the operator, Pos3, has logged off is shown above.

Note: the button originally associated with the ““Pos 3 sales assistant no longer is visible, nor
selectable.
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3. Closing User Interface Screen:

Depending upon how the user interface is configured the user interface screen may not be
able to be closed (using the X on the right hand top border) if there are any operators still
logged in or if there are “active transactions” yet to be finalised.

If it is configured to allow the user interface to be closed with either sales assistants logged
in or active transactions pending then_simply press the “X”” in the upper right hand corner of
the user interface, otherwise follow the procedure:

To close the user interface, all active transactions must have been finalised and all
operators logged off.

4. Resizing User Interface Screen:

The screen size can only be resized if the configuration, which is set up through
the MENU and SETUP buttons, enables the resizing. Otherwise the screen size
by default is set up for an 800 x 600 screen resolution, which cannot be changed
by the operator.

If you need to change the size of the screen, for any reason and cannot, contact
your system administrator.
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5. Selling Items using User Interface

Items can only be sold using the user interface if they have a non-zero selling price (this is
referred to as a price lookup or PLU) and if the item exists in the butcher’s product or
inventory master file.

Items can be sold by the weight or by the unit. This is controlled by settings in the inventory
or product master file. An item, which is a weight PLU, cannot be sold as a unit under the
same PLU number. Likewise, a PLU, which is a unit PLU, cannot be sold by weight under
the same number.

The selling procedure, or workflow, is the same whether the item is a fixed unit or weight
(scale) price lookup and is described below:

Selling a Weight Item:

a) Place the item on the scales.

b) Press either the “one shot plu” key corresponding to the item on the right hand
side of the user interface, or press the item number, using the numeric pad,
and then press the PLU button.

C) Once the PLU has been selected the weight, selling price and the weight times
the selling price (extended price) of the item is shown on the user interface
screen and the customer display.

d) The sales assistant may either add or remove some of the product from the
scales and the weight will be automatically adjusted. This is referred to as
“active weight™.

e) When the sales assistant is satisfied with the weight of the item and wishes to
“ring” it up, the relevant sales assistant button is pressed.

An item, which is sold by weight displays, “Scale #0’” in the status line at the bottom
of the user interface. The **status line”” is the one with the date and time displayed on
the right hand side.

Selling a non-weight Item:

Quantity:

a) Select the item (PLU) by pressing the numbers & pressing the PLU button.
b) If more than a guantity of one of the item is being sold then:

i. Press the number of the item being sold, then

ii. Press the “X” button.
C) To finalise the item sale press the “sales assistant” button.
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Finalising the line item sale:

The pressing of the sales assistant button has several affects:

a) The last valid weight from the scales is accepted as the final item weight.

b) The item, its weight (if applicable), the selling price & extended price form part of this
sales assistant’s active transaction.

C) The scale and user interface is then available for another sales assistant to use or for the
same sales assistant to begin processing the customer’s next sales item.

Until the “sales assistant’ button is pressed:

a) The item may be freely changed.

b) An item sold by weight can continually have its weight changed.
C) The item entered is not added to the customer’s transaction.

d) Another sales assistant can use the scale and terminal.

Because of d) above, the sales assistant must ensure the rapid weighing or selling of an item
completion by pressing their sales assistant button as quickly as possible to finalise the items
inclusion into the customer’s sale.

Should either the item be changed or another sales assistant use the scale/terminal before the sales
assistant has pressed their sales assistant button to finalise the inclusion of the item into their
customer’s sale then the item will need to be re-weighted or re-entered prior to finalising the sale.

In screen below the item (PLU) number 1 (Minute Steak) has been entered, it is a weight
item, the weight from the scales is 1.213 kg:

- P Porlal Splem - Verbon 20T EE
Activs PLU Sale Total $0.00  Top Sellag Roms
FLU
Descrption (M| NUTE STEAK W
Frica | $1430 Puekg 7,89
‘Waighl I 219 K Walid Weigh 4 5 E
Mvmlms S $18.18 # Clear |
| Dz Prace OrysEg Tatal Ei“d 1 E 3

Total  &0.00 - =] 0
CRTTEnt TTaASHon1oEs

-
FPRTRRSSS JR R [R————
R[S R ————

Wald e - | [MPITE STESK] Doarator « Hore Aot Sraledt L= B 1] My TDOT: 184510
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‘Ml‘NUTE STEAK Price ‘ $14.99 X | 1.21
Sale Total ‘ $0.00 * valid Weight* $

did you know that for $100M USD we are

Operator - None Active

The descriptive display immediately above is the one shown to the customer and is generally occupies the
top 1/3" of the customer display screen.

Note: the Sale Total has not been added to yet. This is because the “sales assistant’ button has not yet
been pressed.

The next screen snapshot shows the screens after the pressing of the sales assistant button,

a) Note, now the Sale Total has been added to by this item’s value,

b) Note, the customer display no longer shows the detail of the item purchased but the
running sales total has been increased and is visible to the customer

C) Note, the “Current transaction” display has been updated by this transaction for sales

assistant “Pos1”

... Pos Parial Sysbem - Versien 2.07

PLU Sala Talal [— *-1 E 18 Tog Salling lema
FLU |
DeecripSon Ring OH ? 'B g
Prica . Par kg
; X Void
Waight 1.213 Kg Walid Weight | | ———— 4 5|6
Valee $18.18 # Clear
Ehnta::r po= EJ ica {Jrip-Ea Total Elnd |
HIEUTE STE &14. 5% 1. F13 S1E . i@ —_—
Total #1218 FLU u
|Curzent Tranzacticos
PS 1 518113

el
e R S
[ ————

Dpsraber < POE 1 10 Mg 200 LE: 5T 25
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Sale Total

$0.00 * Valid Weight*

X 1.213 Kg Weight

Value

|r:-r sale : Welcome to AMC Convergent Stores., did y

Cpesr sl - Mans Ective

This example has shown commencing a new transaction. What happens if the sales assistant wants to add

to an existing transaction.

In the following example let’s assume an additional item is to be sold to Pos 1’s Current Transaction.

The screen starts off as:

.. Pas Parial System - Yersien 2.0

Sasburcieer 10 May FTE1] 10:5T:5

Sale Tolal

008

Togp Salling lams

Auctive PLL

FLU

Deecripson Ring Oft

Prica Far kg

X — X Woid

Waight 1213 g Wealid Weight

Wolen

[es F; B L Total

l."?-e;-:-l::r Bs luw ek - Elnd |

HINOTE STE %14, %% 1. 313 S1E .18

ELALE STELR 5895 1.213 #%L0.90 1—L||

Totsl 2% 08 -

Curzent Tranmackionx
P 1
Pax I

E2W. 08
£31.53

kel O

Dyt = FLS 1

T8 iy 2000 LB :23)

The terminal is in the state with the journal on the left indicating the last item processed was by sales

assistant “POS 1”.

The “Current Transaction” window in the lower centre of the screen shows there are current transactions

for both sales assistants “Pos 1” & “Pos 2”.
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For sales assistant Pos 1 to continue its sale:

Additional Items Method 1:

a) Press the button “Pos 1” — this retrieves Pos 1’s active transaction:
... Pas Partal System - Yersien 2.07
PLU Sala Talal m“ﬁ Tog Salling lema
FLU
e Y
Frics ' Par Kg
: — X Yoid
Waight 121363 ValdWeigh —— ' = A4 | § | §
Valee # Clear |
nnta vor POS EJ ica {Jrip-Ea Total Elnd |
HINUTE STE %14 %% i x13 S1& 1@ —_—
ELALE STELR L 1.213 #&Ld.580 D
Total 2% .08 -
:l'_u::lr.l. Tranzact icnx
!F'-'u 2 ] 3 —_—

Dpsraber < POE 1 10 My 2000 L9023

Note: the “Sale Total” and journal now reflects sales assistant Pos 1’s current transaction. The items in the
journal on the left are Pos 1’s customer’s.

b)

Pos 1 can now continue to sell its customer’s item(s) remembering to press their sales
assistant button (Pos 1) after each item is either weighed or sold to put it into the
transaction.

Additional Items Method 2:

a)

b)

Sell a new item in the standard way — enter the number, press PLU and then press the
appropriate sales assistant button.

The current active transaction for this sales assistant is brought up in the journal window
showing the previously items in this customer transaction.
The item sale is placed against the sales assistants current active transaction.
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6 Finalisation of a Customer Sale

A customer sale is finalised by the tendering process, i.e. money tendered and
completed, in the PosPortal software.

All customer sale functions are performed in the PosPortal module including:

» Discounts, at either item or subtotal level, are given in this module.
* ltem corrects, i.e. varying the quantity, is performed in this module.
e Item void.

» Sales void.

» Debtors sales, this is a specialised form of tender.

» Frequent Shopper or Loyalty transactions.

» Tendering and sale finalisation.

6.1 Processing Tender of Customer Transaction:

a) In the user interface select the transaction you wish to finalise and tender. If
this is not the active transaction displayed in the journal window then:

i. Press your sales assistant button to make your current
transaction the active transaction. The items in your customer
sale will be shown in the journal window.

ii. Press the “Ring Off” button. This finalises the sale and
automatically opens a tendering screen.

Chegqiie 7 ii
v 419]6]
1723
0| 00 |
.| #0ear
il i i i e s
Sales Total
ub Tora I o
Dvigersad Tl | 10 Cacaes| 3000
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Note:

6.2

The Sale Total is displayed, in this case $29.08.

The permitted functions are shown with icons (buttons — non greyed).
Tender buttons CASH, VISA or CHEQUE are visible & can be selected.
The actual tender types shown here depend on those configured for any
specific system. The number of keys could be a few as one or as many as
160.

A Discount function is available.

Cash Tender

A fast currency note bar is available, in our example they are yellow keys
with denominations of $100, $50, $20, $10, $5. The left most button is a
rounded cash tender key. In this example it is $29.10 as the rounding
policy configured in the system is to round both up and down. The exact
amount owing is $29.08 this is rounded up to $29.10 and generates a
rounding figure of 0.02 in the rounding window, if configured to be shown
on the bottom of the tender screen. This rounding only occurs for CASH
tenders.

Tandar Greap 1 E.

Cheque
Visa

29.10

2|3
00

i lear

i i) i i sl i

Sales Total| $20.08

Sub Tota! [IISE0 Kol W W

Change [ $0.00 s Tad I Dacessn | 3000 Roursig | 102

o = &N
o
23]

The fast cash note keys are shown above, these are configured in the SETUP
EDIT function under the TENDER folder. The denominations are user
definable.
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6.3 Cheque Tender

To process a cheque from a customer to pay a transaction or even if it is a part
payment of the transaction, or debtor account, touch the cheque field and then
use the numeric pad on the right hand side of the panel to enter the amount of
the cheque.

When complete press the ““Accept’ button.

Cash ]
Cheque 29,08 l 8 9
Visa I 415 6
1123
0 00
L ear
Sales Total [ $29.08
subTora e ol B
Change $0.00 ugra t s B oot | B0

Once the *““Accept” button is pressed on a cheque tender a window pops up for
the operator to fill in the following information:

0 Cheque number (this can be any number of characters, numbers or
characters from 1 to 16).

0 The name of the bank who is the issuer of the cheque, e.g. National
Australia Bank or St. George, etc.

o0 The drawer of the cheque, i.e. the person or company whose
cheque it is.

Once the cheque details are entered the screen looks as below:

Copyright © 2002, 2003 AMC Convergent IT
C:\Program Files\Adobe\Acrobat 4.0\Acrobat\plug_ins\OpenAll\Transform\temp\POS PORTAL MANUAL draft.doc



POS MANUALS MLA Page 23 of 145

Callection 0 Cheque details

Cheque Mumber 1234567 7T 89
Bank National Australia Bank 4 5 6
Customer Mame
{ 1D Number |P-.I'.-'IE ar I |3
0 OO

Once the details are completed press the “Accept” button and the transaction is
finalised and the screen returns to the PosPortal selling screen.

6.4 Credit Card Tender
6.5 Split Tender

Press the tender button corresponding to the type of credit card you are
presented with, or if only a generic credit card tender is being used press that
button. The different types of credit cards are setup in the “Menu”, “Setup”,
“Tenders” section of the program.

To perform a credit card tender, in this example a Visa card, do the following
in the tender screen:

e s
— _ 7/8]9
Viea 4|58
1]2]3]
i 00
0
il
o $e0E1
vl ———— =
D Teod BlE pecme || w0
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Touch the Visa or Credit Card field to put the cursor in it.

Use the numeric keypad to fill in the amount of the tender that is to be made
by the credit card concerned. In this example that is 60.61 .

Press the ““Accept” button to complete the credit card tender.

sl il
—
cree I | 789
Visa ‘60.0| 4 ﬂ 8
1]2[3]
0| 0O
) #llear
il
Sales Total
st Tout s Ml il
Dl Tl | [T Iy T

Once the ““Accept™ button is pressed a pop up screen requiring details
including authorisation, if internally required, is shown to the operator.

This form is only shown where an automatic EFTPOS interface is not in use
and is referred to as a manual EFT or credit card transaction.

Complete the information requested and then press the *“*Accept’ button.
In this particular case the outstanding amount was $60.61 and we have

tendered $60.01 on the Visa credit card. This leaves an outstanding balance of
60 cents on this customer’s transaction.

Cradhi Card Bwialk Calsciicn

Card Number  2333222211112222

EspiyDate 8 -| J [2003

Authorisation  |mick

CashOuw 10000

D—l-h-|'hl
Pa | n | €O
Lo | p | W@

Q0
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The outstanding balance is shown in the window on the tender screen towards
the bottom right hand side, here it shows a balance of 60 cents.

Tiersded Gigup 1 EI
s e
e 7|89
visa 4 56
1|23
0 QO
RN S ear
e e e i s s
Sales Total | $060
bty ———— =T
Dviginal Tosal | W& [heoend | B0

We can now tender out the balance of this transaction using CASH and we
will have performed a ““split tender™.

6.6  Split Tenders

A ““split tender”” is a situation where a customer tenders more than one type of
form of payment. This could be a mixture of cash, credit card or cheque.

The user simply has to realise that until the balance outstanding on a
transaction is zero, then the tender screen will continually be shown to the
operator or the transaction will not disappear from the selling screen.

Please review the tender methods outlined in 6.1, 6.2, 6.3, 6.4 and 6.5 for a
discussion of each of the tendering methods.

6.7 Tenders & Cash Up

Cash control within a store is a major function of systems or management. To
facilitate accurate and rapid cash up procedures the operators must be
encouraged to accurately perform the tendering process. The system cannot
know how any transaction was paid unless it has been told.
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The cash up procedure involves counting the various tender types in the cash
drawer a store is running and then filling in the tender type in the cash up
procedure either at the portal or the TRS back office.

The process is not complicated and can be achieved rapidly providing
operators have done their tasks correctly and with due care during trading.

Cash control is paramount in preventing or detecting fraudulent activities
within a store. Do it properly to avoid suspicion.

7. Finding Items

A button is provided on the main selling screen that enables the operator to
within a sale transaction to find an item to include in the transaction.

... Pas Parial System - Yershen 2.00

Axctive PLLU Change $0.0 [ Top Salling lama
FLU
— Wl 7o
Prics Far “.g
Wiight 1213 kg valdweigt, ———— A4 | § | §
i # Clear |
D Frica {iy-¥Ka Total Eind | I 2 3

Total 8000 1_|__'| u |

Current Tranmacticonx

Dyeiratar - Mo AcEsw Saker O 8 Pty 00 X S

On pressing this find button:
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HINUTE STELE
ELADE 3TELE
FOOTCH FILLET
EBD ZTERE

BEEF ETRIFE
BICED HEEF
STEAF & FIDNEY
BEUNF STEAE
STIRLOTIN STEARE
TOPSIDE STEAE

11 ROUHE STEAE

1z {HUCE 3TELE

17 OG30 pirceo

i4 CHUCE oW TEE BO
15 ©GPRANVT BEEF

16 BEEF BERISEET
17 EEEF SPARE RIEE
13 SEIRT STEAK

13 EEEF BINEZ

Z0 ERISEET BONES
1 O KIDMEY

23 (COFNED 3ILVERSI
28 ©CORNED ROLL

Z6 EUDGET WHOLE RO

o O
i Find

X Corcel

Semch By
™ Daecriphon

1% [tem Mumber

4|15|6

11213

0 #Clear

By examining the upper right hand side options at the top, it is evident the search can

be made by either description or by item number. The default is item number.

The following screen shows a find or search operation by using the item number. In
this case the number was 0200.

PLL! Ssarch -

Gowch  [ED

i F
03
o4
20§

zoe
r0g
21D
iy
212
i3
214
T1%
214
T17
I1g
Tzl
EE3
124
4
2T
IEg
131

HARIHATED CHICE
CETCKEN LOWELT
EIY-CARVE CHICE
THICK PORE SADS
TASTY THICE BAD
THIN FORK SAUSL
TEIN FAUVALGER
REXICAN (FLAV)
TOHATO & ONICH
HERE & CAELIE |
AATAYT |FLAY| 3k
BEATUERST SAUSL
JATHAFE NIRCE
CRUHBED RESSOLE
HEXICAR (FLAV)
GARLIC [FLAWV) ®
AWEET CUREY 54T
TOH CGHICH & BAC
CETPOLATA'S
TEIN EEEF =2AlUEL
TEICK BEEF SATS
PORE ZAUBAGER H
CEEESE FRARKFOR

| w0 I
£ Find
M Conanl

Beach By

I e

e Hinied

O = n|~
3
(#7]

# Clear
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The display shows items commencing with this item number range. Where there are
more than a screen window number of these items, scroll bars are shown in the
window that can be used to scroll through the items listed until the required one item
is found.

Using find with item description:

Enter the first character in the description of the item the operator wants to find, here
we have entered the letter “G”.

Goorch [ | o OF |

et Find

POMELEST LEG NA& 151 £l

EBELESS LEG Hi 1151 3 Carcel

BOMELTESS LEG NE 2151

ETEH'S EZY-CARWY 135 )

BUSH'S EZY-CAFRVY 1300 I,chﬂ:'l

ETEH'S EZY-CARW 1138 & Diesoinkon

EUSH'S EZYV-CAFRY 1130

ETEH'S EZY-CARW 1138 T e Hunibet

EUSH'S EIYV-CAFY 2120

ETEH'S HALF LES 133

EUSH'S HALF LEG 1133

ETEH'S HALF LEG 1133 9

EUSH'= HIRN1 =00 13& ? B

BUSH'S NINI 50 1136 NN

EUSH'= MIM] =00 L1338

BUSH'S WEOLE LE 133

ElU=H'= §EJLE LE 1132 4 5 E

BFUSH'S UEGLE LE 3132

CHICKEM GIBLETS a1k

CHICET GINLETS 1915 I 2 3

CHICKEM GIBLETS 1418 |

| GARLEIE (FLAG R gmm |
GARLIC (FLAV) R 1Z1E u
FARLIC (FLAW R 2218 - f Dlear

Once again scroll bars are shown where there are more items that will fit in the
window. Use the scroll bars to reach the item wanted.

Find by Item Number or by Description

When the item has been found and highlighted with the coloured bar, press the “OK”
button to select the item. This returns the operator to the main selling window and
accepts the weight on the scale or a unit quantity depending upon the individual setup
of the item concerned.

8. Void Transaction
Transaction Void

To void a transaction or perform a transaction void select the operator’s transaction.

The Void button becomes visible.
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Press the Void button

A confirmation window pops up
— press ““Accept” to continue with the void.
- press “Cancel” to abort the void.

If “Accept™ is pressed, dependent on the configuration, a supervisor or administrator
verification window may pop up and require entry:

Supervissr tar Todd Toassaction

Usar ICx

Password

If the Supervisor verification pops up enter the User ID and Password and then press
the “Accept™ button.

Once this is done the transaction is voided.

Note: Voided transactions are tracked by the system and are referrable to the operator
making the void transaction. This information is reported upon at the portal and TRS
back office level.
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Post performing the transaction void the selling screen in our example looks like:

- Pas Partal Sysbem - Yersien 2.07

Prica Far kg
1213 K3 Yalid Weight

[ Fyices {ny-¥g Total

Total 50.00

Sale Tolal

# Clear

Find

PLU

il

000
7 9
4 6
1 3
0 X

Tog Salling lema

Current Tranmactions

o

e

Dymrator = Waorw Acfsw

L ]

plole gros injrrdiiHigl
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9. Void Item

To void or delete an item from a transaction, firstly select the transaction so that the
items in it are visible.

The delete button becomes visible when you have selected the transaction.

© Pas Partal Sysbem - Versisn 2.07

Activa PLL Sale Total “12'3 Tiop Solling eme
PLU I
Descripson ? E g
Prica Par kg
X — X Delete
Waight 1.213 Kg Walid Weight | | ———— 4 5|6
olps
i Fyices {ny-¥g Total I 2 3
sbor POFS ]
EIADE STEL 44 %% 1 1% &10. 580 D
RIIEF STEAE £19.%% 1.212 #24.25
STEAR & EL 20 %R 1.#13 S18.90
Toral #6423 Current Tranmactions

Fax 2 242 43 ——

Dpsraber < POE 1 Sealed O 10 My 2000 2353 14

Then press the delete button.

Supervisor control is usually on this function, and if it is the following window is

shown and must be completed by a supervisor before you can choose the item to
delete..
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When completed, press the “Accept™ button to enter the delete or void item function.

The screen shown to the user is:

Selecl Bem Ba Waid

Oesc Prica Qty-KEq Tatal
Operator POS 1

MINUTE STE £14.9% 1.213 s51g.18
ELADE STEA £8.95 1.3213 &10
FUMFP STEAK 513 9% 1.213% 524,25
STEAE E FI £8.99 1.21% 510.490

+ Dalabe

X Cancel

Using your finger touch the item to be deleted and press the Delete button.

The item being deleted above in this example is BLADE STEAK for $8.99 per KG

and weighing 1.213 kg with an extended price of $10.90

The item has now been removed from the transaction and the item void is complete:

_.I:IIIII

Aciiea PLU Sk Tatal t65 35 | Top Sellisg hews
PL R —

i Ring OH
owrpin "o OF PP
i iphia % Vold
Wit | 213 Ky vk Weight 4|/ 5 B
‘o'l | # Cloar
:il.:-:““ b rI'rH:l Oip-lg  Tatal Ei"d | I 2 | 3
BTy L sen o B x
STEAL & I SE.%3 1,211 slom L M

Totsl #5331

Cerrent Trarmsctioam

PiS 1
Poa 2

PTG | ETReei T
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10. Park Sale

To park the current sale for a particular operator:

10.1  Highlight the transaction to be Parked or Suspended . Here we are
suspending or parking the current transaction for operator POS 1.

Sedpc] Aciive | rassaction

|Curcent Transackicns o Selesl
Pos 2 £42.43 e
-
Active PLU Sale Talal | §E3 093 Top Seilmg Enme
PLLI |
Ouscson sl 789
Price P Eg .
. * Yoid ]
Weluight 1212 Fig Wlid Wesght 4| 5| 6
Wl | & Claar |
e .= on e Find
HINOTE =TE 514.9% 13213 51418 v
RUTHF STEEE &i4 4% L. i3 424 IR ﬁ u B
STERK & KL 84.9% 1213 810.30 ’
Totkl §81.31
[Giraent Transsl o

St e - PR 1 (T i (R S E= AT T

10.2  Press the MENU button and then press the FUNCTION button on the top
row of buttons.
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S i i il i el sl

Clean

10.3 In the body of the buttons under this option find the button, which is labelled
Park and press it. (row 3 column 1 in our example layout).

The current transaction for operator POS 1 has been parked or suspended
and the operator can proceed to another new transaction.

* P Porel Syalem - Vemion 20T

Auctive PLU Sale Total | $000  ToP Sellag homs
PLU
— sl
Pee | plietn AVoid | Ll B B
i 1 213 Ky Walid Waeight 4|5 B
| o Clear |
" 1123
ﬁ;uta: FlE ;‘L:ce InyEa Tatal Elnd
Tatal %000 0
CRTTENS TOARSHD0 D0ES:
Pox 2 542 43
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A receipt with a reference number for retrieval is issued to be kept by the operator
or given to the customer.

11. Retrieval of Sale

To be able to retrieve a sale it must have been parked first. When a sale is parked a

receipt is printed with a reference number on it. This reference number should be
used to retrieve the transaction later.

Steps:

11.1  Select the logged in operator to retrieve the sale for. Use the 2 rows of buttons
on the lower part of the selling screen.

— P Panal Sypuiem - Yemion 207 EH
Artive PLU Sale Total | $0.0n  Top Seliag Roms
L
BN, e
Frica | Fur Kiy | 7,89
Wmighl | 219 K Welid Weighl 4 5 E
e # Clear

: 1123
ﬁ;“m - :I.'.\:E' drw-Egq Total Elnd
CRTTENT TrARSHOE I0Es
Pox 2 TERE R
M Ssqn 0N

P
J—— el

The operator is confirmed selected by it appearing in the left hand window.

Here we have chosen POS 1 confirmed by the Operator POS 1 in the left
window.

Doarator < FOE 1 Scated 0 1] Fiay 00T Ik 28201
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11.2  Press the MENU button and press the FUNCTION button on the top row.

. Furcimn Selaciics

= [
| e e e

11.3  Find the button, which says Retrieve and press it.

Lolers Hequired Farked Sale For Sed redval

Terminal 01

X Canecial

Select the required parked sale, using its reference number and then press the Retrieve
button. The reference number is usually the journal number.
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Once the retrieve button has been pressed the transaction is recovered to the selling
screen:

... Pat Parial Syviem - Verglan 2,07

Active PLU Sale Todal [ §nz a3 Top Sellisg Heme
FLU
e = IR
Prcn | Pas Eg X Void
o
Weight | 1213 KO Vel Weight 4 5 E
Walup | & Claar
Temc Pricm dty<km  Toted Eind I E 3
r:!fﬁﬁr"-.‘l-t:.ﬁ-: g 4% L.¥l: 81k 1E
HIHF STEE I-\. =EF A9 L. 313 &34 ZE T u
STEAE & &I 5@.9%9 L.713 §10. 9C r I
lokal 853 33
SFEEOL TroasichLons
PG 1 M3 33
PFox 2 42 43

il
SRR R[S RR - ——
e s sl e vl el s

Operater « FIE | 10/ Py 3000 I3 00 2E.

The operator, POS 1, can now continue to add items or delete items or tender and
finalise this transaction as they would normally do, as if the sale had not been parked.

12. Discounts Subtotal - standard

Discounts can be given at sub total level from the tendering screen or at item level
after the operator and transaction have been selected. This section discusses the
subtotal discount.

#FClaar

i e s s i s

Sales Total [ 88854

Sub Total [SGS l W [Becert |

D Tatd [ S T T MR
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The previous screen shows a transaction for $53.33 and a rounding of 2 cents.
To apply a discount:
12.1  Press the Discount button.

After the entry of the supervisor userID and password, if required, this opens
up a window showing all the permitted discounts, which could be given to the
customer. These discounts are set up using the FUNCTIONS page and
Discount Editor facility.

Usad I

Paxvword

L=
M | Ch | o
W o W

00
(o= Rl

T |

|Staff Special Discowrdt : 0% 5
Custemer Discount [1%) © 1%
Customar Discount [2.5%]) : 3.5%
Customer Discount [5%) 5%
Customer Dissount [TE] : TE
Customar Discount [10.8%] : 10.58%
Custemer Discount [12%) 1 12%
Customer Discount [15%) : 16%
Customer Discount [200) : 20%
Cenire Discound [5%) - 5%

Sanior Discount (B3] | 8%

Centre Discount [(43%) - 43

Bush Stall Discound [ 10%) - 100
Bush Stall Discouwnd [20%) - 20%
Bush Staf Discownd (3052) - 305

Maal amiss - 17EY

o R

Use the scroll bar to see the discount sought and press your finger on it.
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Staff Special Discount ; 0% 5
Custemer Discount [1%) : 1%

Customar Discount [2.5%) : 3.6%

Customer Discount (53] - 52

Customer Discount [ 7] : 7E

Customer Discount (10.5%] ; 10.5%
Custemer Discount [12%) 1 12%
Customer Disocount [18%) : 16%
Customer Discount (20%) 205
Cenfre Discound (5%) - 5%

Senior Discount (B%) | 2%

Canire Discount [43) - 43

Bush Stafl Discowrd (10%) - 100
Bush Stall Discound (205) - 205
Bush Stafl Discownd (30%) - 30

ol amims o AN

12.2  Press the “Accept” button.

i e e e s i

Sales Total 84T

Sub Total —W W [“ecert

i1 Geeowrd| 150 Rouden | 000

In this example the sale total has been reduced by 10.5%, the selected discount to
$47.33 and the discount window shows a monetary discount of $5.60 has been
applied to the transaction.

12.3  The operator then tenders out the transaction either in CASH, CHEQUE or
CREDIT CARD (Visa).

12.4  Once tendering is completed the program returns to the selling screen.
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13 Discounts Subtotal — special (including staff discounts)

Special discounts, such as staff discounts, can be given. To apply these discounts do
the following:

13.1  Select the transaction.

13.2  Press the Ring Off button to reach the tendering screen.

13.3  Press the Discount button.

13.4  Enter the Supervisor user 1D and password if required.

13.5 Highlight the staff special discount line & press the “Accept” button on the
discount type window.

13.6  The previous step brings up the staff special discount window.

13.7  Enter the amount of Free Goods and the percentage discount to be applied to
the balance of the sale value.

Amounit Of Free Goods | 7189
Percentage Discount | 4, 5|6
New SalesTofal .~ s
TowDiscount  [NINSER 0| OO
wWClear
drcami Fm
o

In this example we give $10.00 of free goods and a 30% discount on the sale balance
after the free goods have been deducted.

Amourit Of Free Goods | 10,00 7189
Percentage Discount |30 4 5|86
Sales total - seam
* 11213
New SalesTotal . s
TomDiscount  [IIISE 0| 00
#FClear
Argam i
Chremund 0 g

Note the sale value has been reduced by the free goods ($10.00) and a 30% discount
has been applied to the reduced sales balance of $43.33 resulting in a total discount of
$23.00 and a new sales total of $30.33 for this transaction.
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Tendering is completed in the usual way.

All discounts are tracked in the financial and cashing up facilities in the system, either
in the back office TRS modules or the Portal reporting.

14 Discounts Item level
Discounts can be given at an item level, the process is:

14.1  Select the transaction containing the item(s) to be discounted.
14.2  Press the MENU button.

14.3  Press the FUNCTION button.

14.4  Find the DISCOUNT button and press it.

. Fancifos Selecibin

ﬁﬁmmwwmm

Clean

Dasc Frice Qty-Fg Total " Discount
Cperator FOS 1

L5 .00
10. 50

5.00 1.000
.92 1.z13

FEUHF STERE
STEAE & KI

1o
1o 1 ]

Tatal S44.03

14.5 Highlight the item to discount and press the Discount button.
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Staff Special Discount ; 0% =
Custemer Discount [1%) 1%
Customer Discount [2.5%) - 3.6%
Customer Discount [5%) 5%
Customer Dissount [TE] : TE
Customer Discount [1008%]  10.5%
Customer Discount [12%) - 12%
Customer Discount [15%) : 16%
Customer Discount (20%) 205
Cenire Discound [5%) - 5%

Sanior Discount (B3] | 8%

Cenfre Discound (43%) - 45

Bush Stall Diseownl [ 10%) - 106
Bush Stafi Discownd [20%) - 205
Bush Staf Discownd (3052) - 305

Toad amibas 1 0P g

Select and highlight the discount to be given and press the “Accept™ button.

14.6  The discount is applied to the item selected.

- E=
Acfno PLU Sala Tatal | %41 55 ~Top Bolieg Ao
FiLi
IJIHHHIH_
Fiica
Wkl
Woluw

9

Ll
El

ploje

[ 1] Frice Thy-Kg Total
Dpasstor Pl 1

HLRUTE =TE  ®Ld .39 1.413 EIE 43
FINF STEAE &15.00 1. 000 1% B0
GTEAR & K ] L ] i 33 wIn 0

al

oo - B34 1 Sl O 1L Py 20000 Ol S0

14.7  To apply item discounts to other items in the same transaction, repeat the steps
in this process.
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15 Price Change (Override)

To alter or override the price of an item in a sale:

15.1  Select the transaction in which the item appears.

15.2  Press the MENU button.

15.3  Press the FUNCTION button on the top row right hand side.
15.4  Press the PRICE CHANGE button in the button matrix & the following screen

is shown:

|Deac Frice Qtw-Kg
Cperator FOS 1

HIHUTE STE =14.%9% 1.213
RUUHF STEAE E19.52 1.z213
STEAE & KI 24 .42 1.213

LoTal
Z18.18
ZZd . I5
Z10.580

353,33

K Carcs|

15.5  With your finger highlight the item to change the price of and then press the

Update button.

Dag: PFrice Qiy-Kg
Cparatar PO 1
MIHUTE STE %14.99 L.21%

Here we will change the selling price of the item rump steak from $19.99 per kg to
$15.00 per kg. After we have selected the item and pressed Update we see:
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Prige Owarride Tar RUMP STEAE - Driginal Price is 519.9%

s o oo 7819
4| 5|6
-l| +1| 1213
0| 00 |

15.6  Use the —1 and the +1 finger size buttons to decrease and increase the selling
price per kilogram or unit by a whole number of dollars.

15.7  To alter the number of cents or as an alternative to 14.6 use the numeric
keypad to alter both the dollars and cents. You may need to use the clear
button to remove the price numbers.

Remember: The decimal point on the numeric pad must be used to indicate the
decimal digits.

Frice Dverride for FUMPE STEAK - Original Price is 51999

Price 1500

00

o = | b~
o
)

15.8  Press the “Accept” button when you are satisfied the price change is correct.
The screen below shows the successful price change of our item in this
transaction with the transaction value reduced from $53.33 to $47.28.
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Pos Parial System - Veiskea 207

Active PLU Sala Total | $47.28 | Top Solliag foms
H—u S
oo 10K
Prioi [
I % Void |
Vemight 1213 K] Walid Weght 4| 5| 6
b # Clear | —
IEI?;‘.E-.*I-:L e Fl'nl.-:e Jtg-kg Tatal End
T T 0
STEAK & EI  &E 9% B3 410 30
oral  REF IR
CUFTEnt TrAMRESEE L EnE
Fis 1

Fom 2

Egmniar - Fra 0 ke a1 Hawy 5000 D Cle S

Note: Price changes made in this way are for this particular transaction only. This
style of price change does not change the price in the product master. To
permanently change the price, it must be changed in the product master on either the
back office TRS or the Portal in the inventory file maintenance functions.

16  Quantity Override

To change the quantity or the weight of an item that has already been included in the
transaction:

16.1  Select the transaction.

16.2  Press the MENU button.

16.3  Press the FUNCTION button.

16.4  Press the QUANTITY CHANGE button, which shows the following screen:

Skci lem P Qaardity Ower ride

Tk ¢ Frice Qry-Hg Tatal « Updale
Operator FOE 1

HIHUTE STE %14. 93 1.2131 %16.13 ®O ||

STEMAE L EI 5693 1.213 10, 9
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Here we have chosen the RUMP STEAK to change the quantity of. Its original
quantity is a weight of 1.213 kg. To change highlight the item and press the Update
button.

G [Tl R p—

Use the same process as for the price change method to alter the quantity.
For whole unit changes use the —1 and +1 buttons.
For changes to the numbers after the decimal point use the numeric pad.

Alternatively, press the clear button and re-enter the entire quantity including the
decimal point.

In our example let’s change the quantity to 1.000 kg.
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16.5 The resultant transaction is show below:

Fes Porlal Sydiere - Varwen L0077

Ao PLU Saba Tatal $44 ap  Top Balisg Aow
Py =
Fing Ot

s Bl 78 9
Frica Pm K X Void
Wmght 1213 K ek Waigh ' 415 | B
N | o Clear | pr— —

- = 112 | 3
If::nua — Irl-ﬂ'l rr-kg Total Flnd
HLNUTE STE ®L4.95 1.7 1818 e —
T 0 |

Toral  #dd B .
PSS 1 TR L] H

- LL S B

o

e - O 1 12 Py 200 O

Note, the quantity of the RUMP STEAK has been changed from 1.213kg to
1.000 kg with the resultant price change.

17 Advance

An “advance” is where the operator or supervisor puts money into the cash drawer.
This could be to increase a cash float or to provide sufficient cash for a petty cash or
other pay out from the cash drawer that requires cash.

To perform an advance.

17.1  Press your operator button.

17.2  Press the MENU button.

17.3  Press the FUNCTION button on the top row of buttons.

17.4  Press the ADVANCE button and the following window is shown:

7|8 9
Amount 4|5 6
' $20000 1|2 3

0| oo

(e e
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17.5 Using the numeric touch pad fill in the amount of cash to be advanced & press
Accept.

Note: The numbers are entered into the top row of the screen. The decimal
point is implied and the second screen row shows the actual amount that will
be advanced to the cash drawer attributable to this operator performing the
function. In the case above the numbers touched on the pad are 20000 in the
first row this shows as $200.00 in the second row.

17.6  Once the advance has been made the system returns to the selling screen.

18 Handover

A handover is where cash, cheques or credit card vouchers are removed from the
terminal’s cash drawer for interim placing in a safe or for banking purposes. When a
handover is performed the system knows what has been “handed over” in terms of
both amount and type of tender. Whatever has been handed over must be accounted
for at the time of performing the cash up. The amounts and type of tender handed
over is attributed to the operator performing the handover.

To perform a handover:

18.1  Press your operator button.

18.2  Press the MENU button.

18.3  Press the FUNCTION button.

18.4  Press the HANDOVER button and the following screen is shown:

(T —
Uszer ID =]
Pakeword

T 8|8

4| 5|86

23

0 OO

Rl il

Because handover is usually configured as a secure function requiring a
second person (the supervisor) to know it is being done. Enter the
supervisor’s user 1D & password and then press Accept.

Once this is done the following screen is shown:
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Chsqua 7 8 9
Visa 415 6
L e
0| 0O
. | #Clear

i i s s
Handover e bl

HT D Hm

The operator now enters in the amount of cash (using the fast currency buttons
or numeric touch pad. For example below $200.00 in cash is being handed

over.

ey s [7[8]9
Visa I 4[58
1|2]s

0| 0O |

e ar

. e s e i i
andover e i L

Ol Tatd [ WD Dt | MO Pasrakeg | 0D

Note: The operator may only handover one type of tender at a time, in this
example the operator has selected CASH and the CHEQUE & VISA fields are
automatically coloured BLUE and are disabled (cannot enter anything in
them).

When happy with the amount of cash to be handed over then press the Accept
button.

If accepted the selling screen is shown to the operator.
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18.5 To perform a CHEQUE handover do the same procedure however enter the
numbers into the CHEQUE field and the CASH & VISA fields will be
disabled (appear BLUE). Enter in the amount of the actual cheque you are
handing over, not a total of all cheques.

':'|r.-:|m ©

ofs
s
-

#laar

Handover (ST I w W

Dol Tl [ W00 G| 000

With cheques each cheque is handed over and the cheque details as per the
cheque tender process are requested, thus you will see the following screen:

Callection 0 Cheque details

Cheque Number |1234567858 T 8 9

Bank NAB 4 5 6

C’“;ET::E::B |AMC Corwergent IT] 1123
0 00

In this window enter in the details of the cheque you are handing over for the
amount declared in the earlier screen.

Each individual cheque must be handed over separately by repeating this
process.

When completed & the Accept button is pressed the screen reverts to the
selling screen.
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19 Petty Cash Out

All money in the form of cash or other tender types removed from any cash drawer
within the store must be accounted for if the store is to balance — this is referred to as
cash control and it is an integral component of point of service systems. The need to
buy items from an outside source can occur for many reasons in a store, this could be
milk or tea or coffee or power boards or anything else. The correct way to reflect
such miscellaneous purchases is by way of petty cash. Petty Cash is used for the
purchase of small cost items and not major capital expenditure, although the system
does not normally prohibit such purchases. Unusually large petty cash purchases may
result in the tax authorities interest being pricked with undesirable auditing outcomes
following.

Petty Cash is a two sided transaction, firstly, there is the taking out of money from the
cash drawer with which to buy the item, this is referred to as petty cash out and the
change is put back in the cash drawer as well as the details of the petty cash purchase,
petty cash in. It is not possible to control petty cash without both the petty cash out
and petty cash in transactions being performed. If both sides are not performed the
store will not balance the cash drawer and financial control will have been lost.

19.1 Petty Cash Out

This is the first leg of a petty cash transaction and it involves the removal of cash
from the cash drawer from which to buy the goods. At this stage it is not generally
known exactly how much the item costs and so more than is actually required is
usually taken out. For example to buy milk perhaps $5.00 is taken out but the milk
actually costs $2.70, this means there should be change returned to the cash drawer of
$2.30.

The process is:

19.1.1 Select operator.

19.1.2 Press the MENU button.

19.1.3 Press the FUNCTION button.

19.1.4 Press the PETTY CASH OUT button and the following screen is shown:

Patty Cash (st =

Fecipient © |

Srmailant ;

O = | B~
N o | o
W oW
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Enter the recipient, generally an alphanumeric keyboard is required for this,
and enter the amount being handed to the operator using the numeric buttons.

When completed the form looks like the following:

Palty Cash Oul

Amount: 500

e

Recipient :  Bilboas Milk Bar

G500

TR

[
7|89
456
112|3
0 0O
_ | #Clear

19.1.5 Press the “Accept™ button to complete the petty cash out transaction.
19.1.6 The program returns to the selling screen and a line entry appears against the
operator to whom the money was given in their current transaction.

Pos Portal Sysiem - Vervion 208

Actve PLU

Walght 0000 kg
Walue

i

= ‘
(=1

[mac Fricm Oey-Kg Taeal
perator POS 1

HIHUTE STE S14 ¥% 1. 211 1%, 41
RIUHF STEAK %15 .00 1.000 &i5.00
STEAE & KI #3.%% 1.213 &®10.90
Petty Camh fut -25 00

Total  §36.33

Sale Total

Himg Off

£36 23 Top Selling Rams

X Void

&F Claar

L

7,89
4 5 6
1123
0

[Curre=nt Trasssotions

PS5 1
Pos 2

Copeerabar - (F05 |

13 Pl STN1] MR 29

Note, that the petty cash out of $5.00 appears in the current transaction of the operator
it does alter the balance of the customer transaction whose balance was $41.33 and
now is $36.33, this means petty cash transactions should not be done by an operator
with an active customer transaction.
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A journal entry is created, which in our case is mixed with a customer transaction:

MINUTE STEAK

1.213kg @ $14.99/kg $15.43
Inclusive of Discount of $2.75
Price Override : Original Price $19.99

RUMP STEAK

1.000kg @ $15.00/kg $15.00
STEAK & KIDNEY

1.213kg @ $8.99/kg $10.90
Petty Cash Out -$5.00
Recipient Name : Bilboas Milk Bar
Sub Total $36.33
Rounding $0.02
Total $36.35
Cash -$36.35
Change Due $0.00
OPERATOR: POS1
ITEMS: 3
TERMINAL: 1

JOURNAL: 00010 13-May-2003 00:09

The petty cash out transaction journal or tracking number is 00010 and this must be
used in the petty cash in transaction.

19.2 Petty Cash In

This is the process of returning change to the cash drawer from a petty cash out
transaction or alternatively returning the receipt for the item purchased to the store to
formally account for the money advanced to the operator under petty cash out.

The process for petty cash in is:

19.2.1 Select your operator button without a pending customer transaction.
19.2.2 Press the MENU button.

19.2.3 Press the FUNCTION button.

19.2.4 Press the PETTY CASH IN button and the following screen results:
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Trsasacion Mumber - Aecipient ;
ECCOUM : | rLp Mpst Parchases = Ameunt | T | 'E 9
|
4/5 6
1 | 21 3
0 00
Pitad | sigemove| Advaase: [0 I #Clear
e e

Complete the Transaction Number by entering the receipt number of the petty
cash out transaction using the numeric buttons. The system verifies this
receipt number exists. It is not possible to record a petty cash in transaction
unless the transaction number exists.

Use the drop down box beside the Account to select the store general ledger
account the petty cash transaction item purchased is to be reported against.

Enter the amount of the petty cash purchase.

Petiy Cash
Tranzaion Mumbies © r Flecipien? ! Hilboms kilk Elar
Anoeain : .;!“-I:I Wil i Pwrchssmn --l AR ; 2.0

250 Mesl Purchnuoes

55 Lawd ary
7D Acpairafaim Shapeaing
U1 Sepple el ame Sparies

w*Claar

Note, the drop down list of general ledger petty cash items which can be
allocated to. Here we have selected advertising.

Note, also the Transaction Number is 00010, which is the petty cash out
transaction number printed when the petty cash money was taken from the
cash drawer.

Note, the actual item purchased cost $2.70 and the advance amount of $5.00 is
shown on the screen.
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19.2.5 To accept the details entered in, press the Add button. The specifics of our
petty cash in transaction then appear in the screen window.

Travsnilinn Paanier - Qoo Fgipheat : Ehinans 0 e
Accours : |V -| Amene: E | 8l g
:
4/5/6
1]2]3]

0 OO
Siad | rhpemes|  Abeso — . 1
e e

Note, the remaining unaccounted for advance has changed from $5.00 to
$2.30 because the petty cash in transaction has accounted for $2.70 with the
purchase.

19.2.6 The next step depends upon the circumstances.

19.2.6.1 Further petty cash in transaction:

19.2.6.1.1 Use the drop down box to select the general ledger account for this next
item in the same petty cash in transaction.

19.2.6.1.2 Enter the cost of this item in the amount field.

19.2.6.1.3 Press the Add button and the screen window is as follows:

Trasssrfon Membsr i o 1§ Facipiend; Dilbaas Mak Der
Accoust : EETETTTPOP N -| *enert
. 7/8 9
A0 Asheartieing &
CECTEENTEE 4 (5|6
1123
0 OO0
Cifomon| A —
aLolear

Note, the two items appear in the window. This denotes these two items
were purchased from the same supplier — Bilboas Milk Bar.

Note, each item has been allocated against a different general ledger
account, with the $2.70 against account 305 Advertising & $2.30 against
account 430 Stationary.
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Note, the Advance (i.e. the petty cash out) amount remaining to account
for is now $0.00 .

19.2.6.1.4 When all relevant entries have been made press the ““Accept™ button. The
program returns to the selling screen, which appears as below:

Pos Portal Sysiem - Vervion 208

: FLU Sale Total £0 00 Top Selling Rams
FiL
Rl 7 8/9
P X Void |
e =2 1l a]s]e
valua | # Clear

— - 12| 3
ey |

Total 50,00 T

[Carrent Tramssorions

Copsr b - (DG | 13 Pl TR0 DT 405

Note: The two entries in the left window, firstly, the Petty Cash with a total of
$5.00 (this is a debit) and then the Petty Cash In line with a negative $5.00

(this is the credit), the net is of course zero. This means no cash was returned
to the cash drawer.

19.2.6.2 Change is to be returned to the cash drawer from the petty cash taken

19.2.6.3 In 19.2.5 the petty cash in transaction reflected a purchase of $2.70
from an initial petty cash out of $5.00 this leaves $2.30 to account for.
For clarity the screen to this stage is shown again below:

Trampmrion Nuwber  rgaia Frrigre Edkpey Wil B
el s L
7|8
[ I =
456
L I
0 00 |
-m o e A N ——
e [ . | Wl |
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19.2.6.4

19.2.6.5
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This time there is no further petty cash transaction. Thus we were
advanced $5.00 under the petty cash out transaction, journal number
00010 & we have accounted for $2.70 in the petty cash in transaction,
there remains $2.30 to account for.

Press the ““accept’ button and the selling screen returns wanting $2.30
from the operator to be placed in the cash drawer from operator POS 1:

=— | EE7[e[s]

- Rricm Cip Bm Tokald E d
Ormraior B | ||1

Felly Caik s -ad I8

= L]
Sadu Total §2 50 Top Huikeg ke

= “lss)
g 123
A TN — |

FLLI il

arrenl Trassss i oss

[ al. i
Pos & A4l 43

T=cal 0118

—d
o

11 Mgy 0 U TR

Chprabm - BT |

19.2.6.6 To complete the transaction opening the cash drawer to receive the
$2.30 from POS 1 press the Ring Off button and complete the tender
screen.
19.2.6.7 This completes the petty cash in transaction.
o T [ som r:-psunqhm-

R ﬁJJJ

- Ericm Cir Bm Tokald E d
Gomraiar B | ||1

o == [ Ts[e)
a2
v o i o [ ¥ |

—d
o

Chprabm - BT |

11 My 1 YA
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A receipt and journal entry is generated as below:

Petty Cash In

Transaction Ref.: 12

305 Advertising $2.7
Advance $5.0
Recipient Name : Bilboas M
Petty Cash Out $5.00
Petty Cash In -$2.70
Total $2.30
Cash -$2.30
Change Due $0.00
OPERATOR: POS1

ITEMS: 2

TERMINAL: 1

JOURNAL: 00013 13-May-2003 00:54

Receipt Format:

Petty Cash In

Transaction Ref.: 10

305 Advertising $2.7
430 Stationary $2.3
Advance $5.0
Recipient Name : Bilboas M

Petty Cash Out $5.00
Petty Cash In -$5.00
Total $0.00

Change Due $0.00

Copyright © 2002, 2003 AMC Convergent IT
C:\Program Files\Adobe\Acrobat 4.0\Acrobat\plug_ins\OpenAll\Transform\temp\POS PORTAL MANUAL draft.doc



POS MANUALS MLA Page 59 of 145

OPERATOR: POS1

ITEMS: 2

TERMINAL: 1

JOURNAL: 00011 13-May-2003 00:47

This shows $2.30 was returned to the cash drawer from the petty cash out
amount of $5.00 and the transaction reference is 00012.

The petty cash out transaction for $5.00 is shown below with the reference

number 00012:

Petty Cash Out -$5.00
Recipient Name : Bilboas Milk Bar
Total -$5.00
Refund - Cash $5.00
Change Due $5.00
OPERATOR: POS1

ITEMS: 0

TERMINAL: 1

JOURNAL: 00012 13-May-2003 00:49

Petty Cash In

Transaction Ref.: 12

305 Advertising $2.7
Advance $5.0
Recipient Name : Bilboas M

Petty Cash Out $5.00
Petty Cash In -$2.70
Total $2.30
Cash -$2.30
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Change Due $0.00

OPERATOR: POS1

ITEMS: 2

TERMINAL: 1

JOURNAL: 00013 13-May-2003 00:54

20 Returns (method 1)

This process enables the operator to both bring an item back into stock as well
as refund money to a customer. The process is fully audited and keeps track
of the returns made by each of the operators for later reporting on either the
back office computer or the portal.

Method 1 involves the operator scanning the item to be returned and then
selecting the Return Item function.

In essence the operator selects the Return Item function from the
FUNCTIONS menu and the system automatically makes the quantity
negative.

Steps in the process are:

20.1  Select your operator button to make you the currently working operator.

20.2  Ring up the item to be returned, as if a sale of it was to be made.

20.3  After the item has been rung up.

20.4  Press the MENU button and then the FUNCTION button, this opens the
following window to you:

= Fusbontactin [
i s i i i e il

Clean
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20.5 Press the Return Item button to choose the return item function.

20.6  The following screen is shown and on this screen select the item to be
returned:

Spleci Fam bow Helurm

Dasc Price Qtystg Total | + Beturn |

Dpsrator FOS 1
MIMLITE STE 1 =E 1.213 H1=2.18 % Caruss|

20.7 The item sale is automatically converted to a negative quantity and a negative
sale amount, this is reversed off the transaction. However, the actual final step
of incrementing stock and making the financial refund to the customer only
occurs when the Ring Off button is pressed and the transaction is finalised.

Pea Parlal Sywien - Temaiae 1.0

Acitem PLU Sala Total | fiEin  Top Seling e
L
e
e . 7/ 89

. o
Wiaght 1 215 Ki} iadied Winsght 4 5 E
Wolue # Claar |
: , 1123
El:nvr =~ f“ " Ui T Elnd |
HERUTE STE 84 8% —L 313 —410 LE ————————

Tesl -%10.110 u

CLTTENE TrkE Rl Lorl

TS 1 =41a. 13

Toat FERT] e —
Crmegien PO | Sealed 1

200 P NN | - 1Y

Above shows the Return Item transaction completed apart from the ring off process.
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20.8  Press the Ring Off button shows the tender screen that reflects this is a

RETURN:

Chaguea 7| 8|9

b ' 4/5 86
112]3)

0| OO

. #Filear
i e e el i i
Sal T I_ RETURMN B RETURM
o oo M

D Pkl A0 [egewn [ 2200

Note the words, RETURN in the lower part of the screen, this indicates the
item is being returned. If the return item is part of a multi item sale in which
there is a balance owing to the operator the screen shows the following:

- Pat Poartal Sygiem - Rervion 700

BLU Galo Todal ‘!Iﬂ a6 T Sinllag Hems

m-l T
Deecnphinn Hh"'l!;l O ?- | B g
Frec Pu | 1 1 |
. i X Void | ]

am E13 K valid Waight 4 5 B
‘Walui # Clear | —_—
Te=a, . Fric= (5w K3 Toral Find 1 | E 3
MENETE ETE 81491 -1 217 —218. 18
SCOTCH FIL 325,91 1.211 #31.%]1

Ioiml 515,30 -

CHEFTEnL T a1 1ok

Note, here the MINUTE STEAK of $18.18 has been returned (negative) and
the SCOTCH FILLET of $31.53 has been sold to the customer. This leaves a
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20.9

20.10

balance owing by the customer to the operator of $13.35, which is shown in
the transaction window.

At Ring Off the tender screen shows:

e el

SN 7,89
Visa i Ei
1]2]3]
0] 00 |
#FCloar |
i RRTSTIVI R 0 R ST -

Sales Total INNIIIiEES
ey ——— e e
Dviginad Taind N3H Cacmst| FUE) Amundeg | 000

Note: The $13.35 amount and particularly note there is no RETURN message
next to the “Sales Total” line. This indicates the $13.35 is due to be paid to
the cash drawer and not the customer. The actual receipt is shown as sample
receipt 2 below.

Enter in the tender method the amount to be returned to the customer and press
the Accept button.

The RETURN ITEM process is completed, the item has been into stock and the
tender type has been decremented for cash-up. A receipt is printed as shown
below:

Sample Receipt 1 — Return item only in transaction

AMC CIT DEMO

MINUTE STEAK

-1.213kg @ $14.99/kg -$18.18
Sub Total -$18.18
Rounding -$0.02
Total -$18.20
Refund - Cash $18.20
Change Due $18.20
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OPERATOR: POS1

ITEMS: 1

TERMINAL: 1

JOURNAL: 00016 20-May-2003 11:49

Sample receipt 2 — Multiple items in sale
AMC CIT DEMO

MINUTE STEAK

-1.213kg @ $14.99/kg -$18.18
SCOTCH FILLET

1.213kg @ $25.99/kg $31.53
Total $13.35
Cash -$13.35
Change Due $0.00

OPERATOR: POS1

ITEMS: 2

TERMINAL: 1

JOURNAL: 00017 20-May-2003 12:16

21 Return Item (Method 2)

Fundamentally, method 2 is the same as method 1 in all aspects except the
order in which the return item button sequence and processing is performed.

In method 1 the item is scanned and then the Return Item button is selected.
In method 2 the Return Item button is pressed and the item is scanned.
Otherwise the results and procedures are identical in methods 1 & 2.

21.1  Select the operator button.

21.2  Press the MENU button and then the FUNCTION button.

21.3 Press the RETURN ITEM button.
21.4 Scan or enter the PLU code and the item is returned.
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22

a)
b)

c)

Tare Editor

This function enables the allowance for the packaging in weighed items to be
made. When an item is sold by weight and is has been pre-packaged there is
an additional weight of the item caused by the weight of the materials (plastic
& polystyrene, etc) in which it is wrapped. This generally means the item
with packaging weighs more than the item. The tare editor is a means
whereby this additional weight due to the packaging is taken off the total
weight when placed on the scales and the customer is charged for the actual
weight of the item only.

Packaged items sold by weight frequently, if not always, have a label on them
that indicates what the weight of the product is. The label reflects the weight
without the packaging. This means if the operator does not setup the tare then
the weight of actual product in the pack purchased by the customer will be less
than they have been charged for. This is a serious weights & measures issue
and should not be disregarded.

To select the tare editor go to the MENU then FUNCTIONS area and then
press the TARE EDITOR button.

The following screen is shown:

Inlam T|I I : ® ? B | 'Q m
Turw 4 5 E
1123
m 0 « Clear|

In the screen note the following:

There is a drop down list in the first field for the item to select.

Once the item is selected its description appears in the description field.
The third field is where either an existing tare is shown or where the
operator uses the button numeric pad to setup the tare.

22.1 Tare —to view an existing

a) Position your finger over the arrow on the right hand side, or use the
numeric pad buttons to enter the PLU number you wish to see. In this
example PLU 123 has been selected and it has no tare setup.

Copyright © 2002, 2003 AMC Convergent IT
C:\Program Files\Adobe\Acrobat 4.0\Acrobat\plug_ins\OpenAll\Transform\temp\POS PORTAL MANUAL draft.doc



POS MANUALS MLA Page 66 of 145

Hami : - ? H g
Desonphon |FOAE CUTLET

- 4| 5| 6

I 1123

0 | #Clear

Note the description shows PORK CUTLETS.

22.2 Tare-to set up

A tare can only be setup for an item that is a weighed item. If the item you are
looking for does not appear in the tare list box or cannot be found by entering
numbers of the numeric pad you should:

a) Check the item exists in the product master for your store.
b) Check the item is an item sold by weight.

Once the item has been displayed to setup the tare weight, that is the weight
allowance for the packaging that will be subtracted from the combined weight
of the item and its packaging when placed on the scales, simply:

a) Enter, using the numeric pad buttons, the packaging allowance in
GRAMS.
b) Press the SAVE button.

The tare weight for this item sold by weight has now been setup.

Copyright © 2002, 2003 AMC Convergent IT
C:\Program Files\Adobe\Acrobat 4.0\Acrobat\plug_ins\OpenAll\Transform\temp\POS PORTAL MANUAL draft.doc



POS MANUALS MLA Page 67 of 145

23 Labels

The ability to print labels to place on items, both pre-packaged and unit sold
products is provided in the system. The Label printing module is located
under the FUNCTIONS button. A price embedded barcode can be generated
for the item on the label. This means the label can be scanned at the point of
service and the weight calculated based upon the price contained in the
barcode label attached to the item.

These labels can include the information shown in the screen below:

PLL

oPer
iy T18°% x5
Price per Kqg 000 4_ 5 6
Tare ' 0 am 1 213
Net Weight | 1.213 kg 0 | #Claar | Find |
Nat Valus $0.00
™ Print Price Embedded Barcode

A complete example is shown below:

w0 b
Descriphon [MINUTE STEAK li ° " Close
Price per Kqg 1499 = _ 5|6

Tars ' 10 gm 1123

Net Weight | 1,208 kg 0 | #Claar | Find |
Nt Valua $18.03
T Print Price Embedded Barcode

In this example, the price is shown @ $14.99 per kilogram, the tare of 10
grams and the net weight (weight after allowance for tare) and the Net Value.

This module’s purpose is to enable the packaging and labelling of products
requiring to be weighed.
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23.1
23.2
23.3
23.4
235

23.6
23.7

The process is:

Press the MENU then FUNCTION buttons.

Press the LABELS button.

Place the item to be labelled on the scales

Use the numeric pad to select the item PLU being weighed to be labelled.
Change the tare, if need be, this is the only field on the screen you may
change.

Select the Price Embedded Barcode option, if desired.

Press the print key when a steady weight has been reached to PRINT the label.

The FIND button can be used to search for an item, by either description or
Item Number, if the PLU code is not known.

[T TR |
Spmch | | W OE |

£ Find

1 NINUTE STEAE -
2 BLADE STEAR % Carcel
a SCOTCE FILLET |
4 BEQ BTEAE )

s BDEEF STRIFS Seach by

& DICED EEEF T D sk
T STERE & KIINEY

& RUHF STEAE W e Hunied
§ SIRLOIN STEAK

10 TOFIIME BTEAE

11  ROWRD STEAK

1z CEBCE STEAK

13 2= EUCCO ?

14 CHEHIE O THE BQ —_—

152  GEAVY EEEF

1§ DBEEF BRISEET 4

L HEEF EFARE RIE=

10 SEIRT STEAK

1% BEEF BIBES I

&0 DPETSEET RORES
&1 OX KIDHEY
#1 CORNED STLWERS]D

T4 CORMED ROLL
& ATLCET WHOLE FU - # ClEar

NU"I|'CI!'
w o W

Once the item required is found press the OK button.

The procedure to use this facility is exactly the same as that for FIND ITEM.
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24

FUNCTION WINDOW

A wide range of configurable functions or specialised processes can be
configured on the matrix of buttons found on the MENU / FUNCTIONS
button sequence. There is a matrix (or grid) of 8 columns times 9 rows of
individual buttons on this FUNCTION screen. This means there is a total of
72 possible buttons that can be allocated to various functions.

Each particular clients or user’s system may be configured differently. In
view of this fact, this manual will explain the major functions frequently
allocated on this screen. If you have buttons with different names or processes
allocated to them please check to see if there are supplementary pages to your
manual that explain these, or alternatively, speak to your system administrator
if either there are buttons discussed in this manual that are missing or
additional to those discussed in this manual in your implementation.

A simple FUNCTIONS screen is shown below:

. Funciion Seleclian

wwwwwwmm

Clean

[ T
[ = R e
| e e

System Administrators should take great care in how they use these buttons
and be very sure of how they either remove or implement additional functions
behind these buttons.

This approach provides an extremely flexible and powerful tool to system
administrators that allow them to tailor their systems to meet their business’
needs both current and future.
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24.1

Page 70 of 145

Warning: Before any buttons are changed make sure you are fully aware

of the implications.

The many of the buttons configured in the prior screen are basic Point of
Service functions, which we have discussed previously in this manual. These
particular functions are not discussed in this section.

From the screen layout shown on page 63 button colours, button text and the
underlying function called when the button is pressed can be controlled.

The function controlling the configuration of this FUNCTION screen and also
the other top row buttons that show when the MENU button is pressed is
called the Functions Edit.

Functions Edit

This button provides access to the process that controls the allocation of
processes to the buttons, not only on the FUNCTION screen, but also ALL the
other major GROUP buttons on the TOP row of the buttons accessed when the

MENU button is pressed on the SELLING SCREEN.

Pressing the Functions Edit button shows the screen:
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" GhphBmas 1 Epdifgh i Shol PLLI | W35 L]
7 Ghphlal 1 Ghpkiop fanctioes |
r— o | | e | i
Loararasnd Lire
Samplas
Sy ﬁ S - h# I:F:

This window appears quite complex, and it indeed does require some
understanding to make proper use of. DO NOT USE UNLESS you really

know what you are doing!
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This structure means there are:

a) TOP ROW -7 GROUP or TITLE buttons.

b) UNDER EACH TITLE BUTTON - there are 8 columns of 9 buttons
corresponding to 72 buttons under each “title” button. There are a total
of 504 programmable buttons under the MENU button.

LEFT SIDE PANEL

Basic screen construction means that always the left side of the panel shown is
always the TITLE button setting.

RIGHT SIDE PANEL

Is always the individual button within the top title row button.

DEFAULTS

Where possible, absolute defaults are configured and options are selected from
a drop down list. These fields are identifiable by the presence of an arrow on
the right hand side of the field. You can only choose from the shown options
in these cases.

PANELS

The Function Editor is divided into several panels.

SAMPLE PANEL

This panel shows the results of the changes the user makes to the
configuration.

24.2.1 Selecting Group & Specific Button

The major button groups, of which there are seven (7) permitted, are also
referred to as PAGES. The eighth is always the CLOSE button.

Page 1 is the left most TITLE button and Page 8 is the right most TITLE
button.
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Let’s choose the “Page 2” to work on in our examples, the view usually
presented to the operator is shown below:

Fusciicn Selecilan

Notes:

a) The TITLE button on Page 2 is called “Dry Goods”.
b) There are currently only three (3) specific function buttons configured.
These are “eggs”, “tray eggs” and “taylor marina”.
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C) The balance of the TITLE buttons are shown, with the exception of the
FUNCTIONS button, with the default caption “Group3”, “Group4”,
“Group5” and “Group6”.

In the FUNCTIONS EDITOR selecting “Page 2” shows us the following

screen. The editor defaults to the first button in the first row, in other words,
Row 1, Column 1 which is captioned “eggs”.

Funciism Ediior

Sechon  |EREFENNEN -
Title |Dry Geods
Bufton |EI.I‘|T"'.II'I Row 1. Colmrmn 1 =] Capton |f=-gg'5-
Tille BeRons oy Salacisd Hutioss Batlings
Bution Cokes | clack - Bution Cokesr | cilrman =
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Saaction Hufon W #ictian Eutin e I I | o |

24.2.2 Altering grid button

24.2.2.1 Colour of Button

The button “eggs” is currently “Cream” (clCream) as shown in the
right hand panel Selected Buttons Settings under the button colour.

To change the button colour press the arrow on the right hand side of
the Button Colour field:
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The allowed colours are shown to the operator.

To change the colour of the “eggs” button to SkyBlue then touch the
line that says clISkyBlue.

Seslion |==-gi~.:" | Clase
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HuHon |I'-!||rh'.r. Fow 1, Colurin 1 =|  Caphion  |#ggs
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Bk ot ] e
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Do T | cvoboms - [ PR P
el Caarend soder o il i e aciews
Tl Bl Tosi 4w |4 b ™ Test Feid Tk S | B -
Erncherd §ide G e Shle
7 Mors. 7 Hewdd, © Prosl 5 Vel W Hee,  C Holemd O Puwd  © Vel
coiigl = Uractan SU pogan
M‘uﬁ L - - -
" Do | Lot iphitata* Bhphfigrd
B Sinker e
R S Hewsl T e Core Mol Shgh | 7 SR T i
HuF Ppatim e
" Gippiliokrs T ikt D Bt P 37 e |
U Glepdls 0 Rlphlep Faratiss
|"-|M'| r:-] I [ | (L] I
Corerars Lira
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Note the button in samples has changed to reflect our selection.

Let’s change the colour to red.
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Once again see the row button has changed colour to reflect our
choice.

To make the change active press the SAVE button on the right hand
panel — we are altering a row button, not a title button.

Farction Salsciian ':

-

24.2.2.2 Grid button text colour

In the right hand panel under Selected button settings is a field called Button
Text — this field controls the colour of the text on the grid button.
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Only the colours shown when the arrow on the right of the field is pressed can
be selected.

24223 Grid button text bold

Ticking the Text bold field results in the text on the button being shown in
bold.

24224 Grid button text size

By altering the value in this drop down box, the size of the text printed on the grid
button is increased or decreased.

Remember, there is a limit to the number of characters that can be displayed on a
button. This also means there is a limit to the size of characters on the button. The
greater the size of the characters the fewer characters will fit on the grid button.

24.2.2.5 Gradent Style

This refers to the shape of the button, this is irrespective of whether it is a grid or title
button that is being changed. The best means of gaining an understanding of these
effects is quite literally to play with the functions. A limited number of optional
“look” effects are offered — namely, NONE, HORIZONTAL, PYRAMID or
VERTICAL.

24.2.2.6 Direction, BMP Position, Border Style

These effects produce different looking buttons, either grid or title buttons are
affected. It is safe to play with these, but as a precaution make sure you record the
standard button settings for these features, before you start making changes to them.

The buttons, both grid & title, can have bitmaps positioned on them. The positioning
is controlled by the settings of the BMP Position check box. The actual bitmap to
display on the button is set in the field headed Image. The image field has a search
facility to assist in browsing for the image to display on the grid button.

In all cases these effects are produced by checking the radio button. To select a
specific effect touch your finger over the feature and press. When selected the radio
button is shown selected with the presence of a dot in the otherwise empty circle.

A radio button is deselected when there is no dark dot in the centre of the circle.

24.3.1 One Shot PLU allocation to Grid Button

One shot PLU items can be allocated to grid buttons, they cannot be allocated to title
buttons. However, please remember that you must select the appropriate Section
which by default means you must know which title grouping you want the OSP to be
allocated to a grid button within.
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Having selected the correct Section, the choose the grid button, using the drop down
box at the top of the screen page, and then touch the “ONE SHOT PLU?” field on the
right hand side of the screen page. No numeric pad is provided and to select a
specific item to allocate as an OSP to this grid button press the “Pointing Finger”
icon to the right of the ONE SHOT PLU field. When selected the following screen is

seen:

Fumclion Edilor E.
Section R <
Title  |Dry Goods
Button  |Button Row 1. Column ] = Caplion  [egos

I'iis BeRons otings wolected DuRones ethings
Button Calor | B lsck =| Subon Cdor | dFed =|
Hlack Frad
Rudiee Tod off e = Sl Ted [ ol
Tt Caaned ciokod o sl iy wivdind
B Tamad Bokd Ted e |9 - — Tex Bald Toat 5w |7 -
et 5 i Girwit 3 b
Ko, Hicaomrdsl, [ Pamsd  F Wadcsl T P, " Morgondd, T Passd. 7 Yedes
I:-:l?hﬁ 3 Damcion BMP Poxion
e ¥ Doserlighe, ( Liglalt I i phBation ™ Dipphiighi
Boade S Bk Sipla
s v Fowal ¢ Snge P T o & [jpphlsk ™ [ipphTop
AUF Pl
I GhohBosen ™ Ghphigh {ina St PLL [437 vl
A Ohphlal 1 Ghphdop Fanctoes |
— orf | | Eece [ o |
'.u'nr:l.r.ll
Samples
S ﬁ :‘:.:-IFI-M- Iw ! 1}:

Note: Here TITLE page “DRY GOODS” has been selected (Section is Page 2) & the
grid button that will be effected is BUTTON ROW 1, COLUMN 1 (by reference to
the Button field). The grid button is currently set for the OSP “EGGS” which is item

number (PLU) 437.

Lets say we want to change this from “EGGS” to “TRAY EGGS” which is item
number 438. BY pressing the finger icon we see:
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Note that it is possible to select the OSP item by using either the description or the

item number and a search for facility is provided.

Caution to make use of the search facility make sure the numeric pad buttons on the
screen image are used and not a keyboard. Using the touch panel provided results in
the building up of a number of digits as they are pressed, using a keyboard erases the

digit previously pressed when a new key is depressed.

Using the numeric touch pad press the number required to get to the TRAY EGGS in

this case the item number is 438.

Press the OK button when the item required has been highlighted this confirms the

selection.
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This has changed the OSP (One Shot PLU) associated with this grid button from item
number 437 to item number 438. When this grid button is depressed in the DRY
GOODS MENU page it will now sell a TRAY of EGGS at its price.

If the description radio button is highlighted in the search screen, the items are
displayed in alphabetical order and to select an item touch the item description to
highlight it and then press the OK button.

Caution: There is no alphanumeric touch button panel provided by which to make
selections. Most frequently the item number is used and this is the default.
Consequently, generally the required OSP item number to insert is known to the
operator prior to entering this screen. So be prepared.

A sample of the OSP search in description mode is shown below:

T — ]

EFRISTT & PEETA kLo L
IELT & BACOH B4 X Corcel

IELF & BACTH B4 22T
1ELF £ FLOA ITL 1
1ELF & FLOA TL L42
JELF & FLOA jTL L]
CHIESE i HACOH L]
CHIEIE & BACOH Li?
CHIEIE ¢ BACOH i
CHICKEN ¢ HENGD i
CHICKEN ¢ HERGD Ld5d
CHICKEN @ HMEMG 4

CHICKEN (HETHE LE

CHICEER HECED FL N
SARLIC CFLAVE F LB
GARLIC CFLAYE T LILE
GARLIT CFLAYE T e
SEFD & GARLIC | 112
SEREE £ GABLIC | L1212
SERE & GIBLIC | TIlz
EERE & TOMATD | qild
EERE & TOHATD | LdlLd
EEED o TOHATD | AR -

Normally, OSP buttons are allocated from the STORE SERVER application TRS or
from the CENTRAL PORTAL. Under these circumstances all the terminals
connected to the network in any particular or all stores are simultaneously updated.

If buttons are changed on a POSPORTAL terminal the changes will only affect that
particular terminal. Be very very cautious about changing buttons on a single
terminal unless that is the exact intention — this is perfectly allowed within the
POSPORTAL system.
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24.4.1 Functions

The “FUNCTIONS EDIT” allows various functions to be allocated to grid
buttons. This facility should be used with caution and unless there is a new
function to implement or very good reason why they are to be altered the
allocation of functions to grid buttons should be left to the support service
provider and done under instruction.

The following screen image shows the FUNCTION that “locks the screen so it
can be cleansed” configured on page 7, grid button row 1 column 1.

Funciion Edilor E|
Secton TN -|
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T sl
Al Tod o = Sulpe Ted [ EE il
Tl Pk
P T Biokd Tedd Sarm |3 - ¥ Tl Bl Toal 5w |5 b
et Shie i Sl
K, Hosgmisl, T Passd & Wwicy T B, T Momondd, T Pawmd,  © Wedecsd
I:.:umn 3 Cornciion BMP Poiion
+ [osrfigie,. ™ Lpladl T Bomrfight, ™ Liplafl r Dipphotiors ™ Gipphitight
Bided By Boackes Grpla
sl v Fowa ¢ Sirgle Pl ® Bawa & fjpphiak  Oipphiop
ALP Pojior
I GhohBmws G Cina et PLLI rr]
o Ghphlal 7 Ghphliop Fgwimns Il:l:-uc'l\.lun = | Blows Towch Screen ki be chrared
— o | | e [ vl
'.ﬂ'ml"l
EIH'I'IFI|95 Ty Farpasd
S w e | e .

The function is called “fCleanScreen” and there is a text description of the function to
the right hand side of the function name, in this case “Allow Touch Screen to be
Cleaned”.

A list of the functions available is shown to the user by touching the arrow to the right
of the “Functions” field:
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This list is continually added to as more and more functions become available.
Descriptions of the exact function’s purpose is generally supplied to the
support provider.

Warning: It is dangerous to the operation of the system for these functions to
be altered by untrained staff.

24.5.1 Executables

The PortalPos programs are capable of causing configured programs to
commence running. These programs can be any executable and are not
limited to those provided by the supplier or developers of the PortalPos
program. In view of this some knowledge of what an executable will do when
it runs is required to successfully configure these buttons.

Executables can only be configured to grid buttons.

In the screen image below note the “search” icon on the right hand side of the
field called “Executable”.
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Pressing this finger icon opens a directory selection from which the required
directory and indeed executable can be selected.

In the following example the directory selected is TILLMAST and the
executable program highlighted is “LLEXE” (internet explorer)

?)X)

® oF E-

Open

Lack jri: | 2 TILLMAST

[~

il svsELLExE

i GYTEND EXE
(- HCANCLUR,EXE
L HCANROLL.EXE
(B HIRECAN.EXE

B HIREPAY EXE
B HIRERET.EXE
B HIREROLL.EXE
B HITEMING.EXE
B HPAYCLUP.EXE

(B HRETCLUP.EXE
B HRETROLL.EXE
B HTRAMING EXE

B HIRECLUP.EXE B HPAYROLL.EXE L’Jﬂ IMIT.DLL
48 |
File name:  |.EXE Open

Cancel

i

Files of type: |E:-:ecutibles

=

To accept the 1.LEXE program to link to this button when it is pressed touch the
“OPEN” button.
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The selected executable is now linked to this button, as shown below:
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Look at the “EXECUTABLE” field and see the full path and program name are
displayed.

To the person using the terminal (PortalPos) this button now appears as:

Wwwmm

Clean

--mgmmm-
| EEREsEEEREd
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24.6.1 Command Line

DO NOT USE THIS FIELD OTHER THAN UNDERC SPECIFIC INSTRUCTION
BY SUPPORT PROVIDER. IT IS DANGEROUS AND COULD RESULT IN
DAMAGE TO THE SYSTEM CONFIGURATION AND OPERATION.

24.7.1 SUPERVISOR REQUIRED

In circumstances the store manager or indeed the store owner may wish to put certain
features and functions under what is referred to as “SUPERVISOR CONTROL”.
This is where this is done. To place a function or feature under supervisor control
simply, touch this box.

The first screen image on the next page shows the “FUNCTION” the Tare Edit
initially not requiring a supervisor identity & password to use.

The second screen image shows the Tare Edit function configured to require
supervisor control in order to use.

Caution: Some functions it may appear are not configured for supervisor control
when in fact they are under it. This is because the function internally requires
supervisor control.

This facility is provided to enable the manager or store owner to place selectively
functions under supervisor control should they wish to do so.
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BACK OF OFFICE & INSTORE MAINTENANCE
PROCESSES

25.1 SETUP EDITOR

This function is used to configure how the system works within the store and
business. It controls many processes either preventing them, or allowing them or
determining the way in which they execute when selected from within the POS Portal
terminal software.

Because of the potential ramifications of changes made in this section, access to and
the use of this function must be limited within the business. Uneducated use of this
function and what is can control may result in the system either no longer working or
not working as desired.

The “SETUP EDIT” function is found, if enabled, on the MENU, FUNCTIONS
pages and when selected the screen shows:
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Notice at the top of the form the six (6) “tabs” each with a specific name. Each
individual “tab” controls the process of various functions. By touching each tab what
each controls can be seen.

Note: The SAVE button, the operator may make changes to various fields in various
TABS at the same session, however, these will only be committed when the SAVE
button is pressed.

In the screen image above the “MAIN SETUP” tab is shown.
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25.1.1 Main Setup tab

This tab controls and contains the setup of major items in the terminal’s configuration,
incorrect changes in this tab may result in the terminal no longer working as expected.

25.1.1.1.1 Working Directory

This specifies whereabouts on the terminal the various data tables are found.
In the example shown on the previous page the “Working Directory” is
c:\PosPortal. This is also the default directory when the system is installed.

UNLESS A SUPPORT PERSON DO NOT CHANGE THIS.
25.1.1.1.2 Ring Up Description

This field specifies what text is displayed on the POSPORTAL terminal
screen during transactions to identify the button used to complete a transaction
and begin the tendering process.

The default is shown in the example screen on the previous page, it is “RING
OFF”. The cases may be mixed and the case is not converted. The PosPortal
user screen is shown below where the SUB TOTAL button or the button to tell
the terminal the operator wishes to begin tendering an no longer sell items is
shown as “Ring Off”.
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This text can be changed to anything the operator wishes, however, it should
be descriptive to avoid confusion amongst the various store assistants who will
use the Pos Portal terminal.
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25.1.1.1.3 Ring Up Text Size

This value controls how large the text within the SUB TOTAL or RING OFF
button is. The default value is 15 point font size.

25.1.1.1.4 Operator Timeout

This value determines the length of time in seconds before a selected operator
(shop assistant) in the Pos Portal terminal is automatically temporarily logged
off from being the active operator. In the case previously shown, it is set to 20
seconds.

This means that if an operator has logged in as POS1 and their name appears
in the operator buttons at the bottom of the PosPortal screen that 20 seconds
after they press their button (POSL1) to perform a function, e.g. sell an item, the
terminal will automatically suspend their transaction and make the terminal
available for other users, unless the operator POS1 has pressed a button. If
they have pressed a button the operator has 20 seconds from the last button
pressed before they are automatically suspended.

This function does not result in the loss of any completed line entry of a PLU
sale or of any other completed transaction, however, if the operator is in the
middle of a PLU sale or function and has not pressed their operator button (in
this case POS1) the task has not been completed and if the 20 second timeout
elapses the customer transaction is suspended as if this incomplete function
was never performed.

25.1.1.15 PLU Timeout

This is the time following the entry of a PLU number on the Pos Portal
terminal screen before the item numbers (PLUs) description and pricing
information will disappear from the customer display and operators screens.

In practical terms the value set in this field is the amount of time an operator
has once they have selected the PLU number to complete the line item sale of
that item number, including weighing if required, and pressing the operator’s
button.

The default value for PLU timeout is usually set to 20 seconds.

25.1.1.1.6 Supervisor Required for Void Sale

This flag is an overall controlling indicator that if set requires a supervisor to
enter their password whenever an operator wishes to void a sale, i.e. remove
all items from a non-tendered transaction as if they had not been sold and
return the items to the store’s stock on hand.
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25.1.1.1.7 Supervisor Required for Void Item

This flag, if set requires the supervisor to enter their UserID and Password
whenever an operator wishes to void an item which has been rung up. This
must be done prior to the commencement of tendering the sale. Once
tendering has commenced an item cannot be voided but must be returned in
the standard method described in this manual under returns.

25.1.1.1.8 Supervisor Required for logoff

If this flag is set an operator may not sign off or logoff the Pos Portal terminal
unless a supervisor is present and enters their User ID and Password.

If the flag is not set then an operator may logoff at their sole discretion.

25.1.1.1.9 Supervisor may use own number

If set it means a supervisor may supervise themselves. This means any
function or process that requires supervisor control can be performed by the
operator without further checks if they are a supervisor.

If this flag is not set then any operator, even if they are a supervisor, requires a
supervisor to perform functions that are under supervisor control. In the event
of an operator who is also a supervisor this means that a different supervisor
User ID and Password is required to perform the functions.

25.1.1.1.10 Supervisor Required for Zero Priced Items

In live businesses it is not unusual that a customer will wish to buy an item
which is found to not be priced within the system’s product master. The Pos
Portal provides a means of scanning or selling such an item as a PLU it detects
the item has no price and the operator is given the opportunity of entering the
price at the time of the sale of the item.

If this flag is set then a supervisor’s password is required in order to enter the
price of the zero priced item manually.

If this flag is not set the sales operator can if the next flag is checked enter the
price of the item manually without requiring a supervisor User ID and
Password.

25.1.1.1.11 Manual Entry of Zero Priced ltems

This flag controls whether the Pos Portal terminal is allowed to enter the price
of an item that has a zero selling price in the product master. If set the
operator is permitted to manually enter the selling price for the item. This
flag’s actions are subject to the settings of the Supervisor Required for Zero
Priced Items flag.
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25.1.1.1.12 Allow Screen Size to Change

This flag, if set, enables the operator to increase the screen size of the Pos
Portal window by “dragging” the corners to expand or indeed decrease the size
of the screen.

The screen is designed to fill an 800 x 600 resolution SVGA screen and not
normally allow the size to be altered.

The default on this flag is unchecked, i.e. cannot change the size.

On higher resolution screens there may be a case for enabling the screen size
to be increased, in this case to do so the box must be checked and a tick appear
in it.

25.1.1.1.13 Run as Multiple Operators

There are a number methods of how the operators interact with the terminal
cash drawer provided.

25.1.1.1.13.1  Multiple Operators Single Cash Drawer

This is where more than a single operator or teller uses the same cash drawer
and in essence there is a single pool of money in that drawer. This is the
method used by shop assistants in a store where each teller or assistant does
not have their own cash drawer.

This means that at the end of the day, a cashier, not a teller, cashes up the
single drawer. In other words one of the assistants is designated as the teller
for that particular cash drawer and it is they who cash up. In this
configuration cash control is in the hands of the cashier cashing up that cash
drawer and it is not possible to make each individual assistant responsible for
the cash in the cash drawer.

To run the Pos Portal in this way with a single cash drawer and multiple shop
assistants using the same cash drawer this box must be ticked.

25.1.1.1.13.2  Single Operator (teller) per cash drawer

This is where each individual sales assistant or teller has their own cash
drawer. When they are serving they insert their cash drawer into the Pos
Portal terminal and all sales they perform have the tender amount and tender
type placed into their particular cash drawer. At the end of the day this
particular shop assistant or teller cashes up their own cash drawer using the
TRS cash up facilities. In this scenario the individual is responsible for the
money within the cash drawer because no other person is permitted to use it.
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To run the store in this mode the Run as Multiple Operators check box must
be unticked.

25.1.1.1.13.3  Multiple or Single Operators per cash drawer

Any particular terminal in a store can only run in one or other of the modes
described in the previous sections. The terminal runs with either multiple or
single operator mode, it is not possible to have the same terminal run in both
modes.

However, different terminals in the same store may operate in the different
modes. Some of them may have multiple operators per a cash drawer others
may run in a dedicated single operator per cash drawer mode.

Care must be taken at cash up to ensure it is performed correctly.

25.1.1.1.14 Touch Screen Cleaning Time

The time figure in seconds set in this field determines the length of time the
screen is locked to users and non-responsive to touch when the CLEAN
button, if configured is pressed in the Pos Portal FUNCTIONS page.

The default is 60 seconds.

25.1.1.1.15 Rounding

Depending on the business practices in countries and even States within
countries there is a need to be able to handle sales resulting in a total sales
amount of:

a) The exact sales amount — no rounding

b) Round the sales amount to the nearest amount neglecting individual
cents — rounding up or it could be rounding down.

C) Round the sales amount either up or down to the nearest amount —
round up & down.

The Pos Portal system provides all potential scenarios.

No rounding

— the sales amount is not modified in any way and the exact amount is what is
expected to be tendered to the operator.

Round Up & Down

— the sales amount is either increased or decreased depending on the
proximity it is to the 5 cent increment. E.g. A sale of $2.52 would be tendered
as $2.50 with the odd 2 cents being reported in the “ROUNDING” figure in
the financial reports. On the other hand a sale of $2.53 would be tendered as
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$2.55 with the 2 cents gained due to rounding reported as such in the financial
reporting.

Round Up

— the sales amount is taken to the next highest denomination. E.g. A sale of
$2.51 would be tendered as $2.55 as would a sale of $2.54 , a second example
would be a sale of $2.96 would be tendered as a sale of $3.00 and so on.

Round Down

— in this scenario it works exactly the same as the “round up” case however,
rather than the tender being rounded up it is rounded down. E.g. A sale of
$2.54 would be tendered as $2.50 and so on.

To set the desired rounding

1. Touch the arrow on the right of the field to display the options.
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2. Highlight the method desired by touching it.
3. Press the SAVE button to commit the change.

25.1.1.1.16 Set Return ltem Before Scan

Two methods of initiating a return of an item are provided by Pos Portal.

The first is where the RETURN button is pressed prior to the scanning of the
item to be returned. This leads to the quantity being negative at the time of
scanning.

The second is where the item is scanned first and then the RETURN button is
pressed, in this case the quantity is initially positive.
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If this flag, Set Return Item Before Scan, is set it indicates to Pos Portal the
method elected to be used on this terminal is the first one described, i.e. Press
RETURN button and then SCAN the item.

25.1.1.1.17 Enable AMC CIT Portal

Setting this flag means that selective information will be prepared by the end
of day process or other processes for transmission to the AMC CIT retail
portal and inserted into databases (tables) for your use there if you have
subscribed to this service.

The AMC CIT portal enables the store management or owners depending
upon their log ins to peruse reports and even make changes to item pricing and
so on which are transmitted back to the affected store(s).

If this flag is not checked the data is not prepared for sending to the portal
applications and will not be available on the portal for perusal by anyone.

Note: The portal access is a monthly subscription service.

25.1.1.1.18 Enable TRSDBH Interface

This flag must be checked in all situations where there is a back office server
present or information relating to cashup, product master file maintenance,
etc. is being handled in the store.

Where the AMC CIT ASP portal model is in use, this is different to the AMC
CIT portal, this interface is not required and the flag is unchecked.

If this flag is incorrectly unchecked then sales information will not decrement
stock on hand, user information will not get to the terminals and cash up
cannot be performed. It is a critical flag.

25.1.1.1.19 Manager Password required for Discounts

Discounts can be given at a variety of levels, see earlier in the manual under
Discounts and their types, this flag enables a store manager or owner to ensure
the management control of the given of discounts or some of the discounts by
requiring supervisor intervention.

Note: this is a global terminal flag. If it is set then all discounts on this
terminal would require supervisor intervention.

25.1.1.1.20 Tax Description

Two choices are provided for what tax description is printed on the receipts
and in fact throughout the Pos Portal terminal in receipt, journal and other
documentation. In Australia GST is used and should be checked.
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25.1.2 Customer Display tab
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This tab controls both where and what is displayed on the customer display of
the Pos Portal terminal.

The Pos Portal terminal uses a screen on which to display to the customer the
information on item sold, weight or units sold, price per unit or weight and the
extended line item price.

The additional space on the customer screen can be used for advertising and
other purposes.

25.1.2.1.1 Customer Display Top

This field determines the vertical positioning of the top of the customer
display. The values entered in the field are numbers only and represent pixels
from the top of the screen.

For example a value of 1 puts the customer display right at the top of the
screen.

A value of 100 puts the customer display well down towards the middle of the
screen.

25.1.2.1.2 Customer Display Left

This field determines the horizontal positioning of the customer display on the
screen. The values entered are numbers only and represent pixels and a value
of 0 is the left most part of the screen in relation to the left border of the
customer display.
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A value of 600 places the left edge of the customer display approximately in
the middle of the screen.

25.1.2.1.3 Show Message on Customer Display

This is a check box which when checked shows the message set up in the
Customer Display Message at the bottom part of the customer display. This is
a revolving message and can be used for greetings or promotional messages
the store manager or owner wishes the customers to see.

If this check box is unchecked the message will not appear to the customer.

25.1.2.1.4 Show Status on Customer Display

The customer display can show some information relating to the date and time
and which operator is active to the customer.

For this information to be visible on the customer display the check box must
be ticked.

25.1.2.1.5 Customer Display Rate

This field determines the rate at which the Customer Message moves across

the customer display. The default is 250 milliseconds. A millisecond is
1/1000 of one second.

If you want the display message to move faster decrease the time to less than
250 milliseconds.

If you want the message to move more slowly then increase the time to more
than 250 milliseconds.

25.1.2.1.6 Customer Message

This field is used to enter the message that will be shown to the customer on
the customer display. The message is a revolving message and moves at the
speed set up in the previous flag. The message is case sensitive and both
numbers and letters can be entered into the field.

The width of the message is greater than the field length indicated by the size
of the box.

25.1.2.1.7 Background Colour

This field is a drop down list of the colours that the customer display
background can be made.
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To change a colour of the background press the arrow to the right of the field
and highlight the desired background colour. The ACTION BUTTON below
the drop down box shows the operator the new background colour selected.
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Here the colour cskyBlue has been highlighted.

The screen below shows the ACTION button colour change.
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25.1.3 One Shots tab
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The one shots tab enables the user to set up the buttons on the right hand side of the
main Pos Portal terminal screen, indicated in the screen below under the heading of
Top Selling Items.
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This tab cannot be used to set up the buttons on the MENU pages.
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25.1.4 Printers tab
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This tab controls the printers attached to the Pos Portal terminal.

All the printers attached to the Pos Portal utilize the OPQOS standards. This ensures
the maximum number of different make printers can attach to the Pos Portal terminal
because of the common interface and common control methods used by OPOS drives.

However, some specific manufacturers printer features may not be supported by the
OPOS standard because of its generic nature. This can mean some features are not
available from some printers.

The printers tab provides control over the receipt printer in particular. It enables the
user to set up the headers and footers to be printed, whether the receipt headers are to
be centred on the printed receipt or not and whether there is a journal printer in the
configuration.

Some fields in this tab are for user information only and cannot be changed.

By way of example the Company name is decrypted from the licence registration key
and displayed. Even though the user may change the name in the Company field, it
cannot be saved in its modified form and will revert to the decrypted registration key
name when the screen is refreshed.

Equally, the check boxes at the bottom of the screen entitled Receipt Available,
Journal Available and Slip Available are statuses determined by the OPOS drivers
specified in the Directory field at the top of the page. As such these fields are for
information purposes only and the user cannot change the check boxes.

The fields the user can change are dealt with below:
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25.1.4.1.1 Centring the Receipt Headers

This is a flag that tells the Pos Portal terminal program to print the headers
specified in the Headers section of the Printers tab centred on the paper
receipt or not.

If this field is checked (a tick) then the printing of the headers is centred.

If this field is not checked (no tick) then the header printing is not centred.
25.1.4.1.2 Directory

This field tells the Pos Portal terminal configuration where abouts on the
computer’s hard disk the OPOS log files and data files are to be written to and
found. DO NOT CHANGE THIS FIELD UNLESS YOU ARE A SUPPORT
PERSON. In this configuration the Directory is C:\OPOS\Data.

25.1.4.1.3 Headers

There are 8 lines of headers that can be printed on the receipt produced by a
transaction being processed by the Pos Portal terminal.

If a line is BLANK it is not printed unless there is something to print in the
following line, in which case a BLANK line is printed between the two lines
containing something to print.

25.1.4.1.4 Footers

There are 8 lines of footers that can be set up to be printed on the receipt to be
issued to the customer from the processing of a transaction by the Pos Portal
terminal.

If a line is BLANK it is not printed unless there is something to print in the
following line, in which case a BLANK line is printed between the two lines
containing something to print.

25.1.4.1.5 Journal Printer enable
This flag determines whether a journal printer is used by Pos Portal or not.
25.1.4.1.6 Receipt Printer enable

This flag determines whether a receipt printer is used by the Pos Portal
terminal.

25.1.4.1.7 Print on Demand
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25.15

If this flag is set a receipt will only be printed when a PRINT RECEIPT button
is pressed.

If this flag is not set the receipt, providing the enable receipt printer flag is set
and the OPQOS drivers detects the receipt printer, is printed after the tendering
process is completed.

The Pos Portal system does not enable line by line printing as a transaction is
entered. This is to facilitate promotions, specials and other functions as well
as to save paper.

Tenders tab

This is an important tab function. The tenders, limits, opening of the cash
drawer and other controls are set up in this tab. This tab determines what
forms of tender are allowed and also determines the fast cash keys that appear
on the tender screen.
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The form is reasonably self explanatory. The Tender User Exit field is not currently
active.

The above screen shows the typical CASH configuration.
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25.1.5.1.1 Tenders number of and Tender Types
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There are 48 different Tenders including CASH. To select a tender use the arrow at
the right of the field and scroll bar if necessary to see it and then highlight the one
desired.

There are 6 Tender Types possible for each Tender. This means it is possible to setup
272 different tender formats.
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25.1.5.1.2 General Information on Tenders
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All the Tenders, except CASH, are known by the acronym Tender01, Tender02,
Tender03 to Tender47 the actual name shown in the Pos Portal tender screen is not
these names but the description entered into the Description field. In the screen above
note the Tender is Tender01 and the Description is Cheque.

By using the description to name each tender on the tendering screen and the
standardized “Tender01”, etc in the Tenders tab an extremely flexible configuration is
possible with no fixed tenders other than the CASH tender.

Adding tenders or changing descriptions and limits in this tab become effective after a
small pause.
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25.1.6 Terminal tab
——
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This tab provides some control information that is used by the Pos Portal terminal.

25.1.6.1.1 Base Operator

This field is only used in those systems that are configured to run as Multiple
Operators in the Main Setup tab.

Where the Multiple Operators is checked the Base Operator is the effective
Teller to be used for the store cashup procedure.

Remember: The multiple operators is the situation where there are more than
one operators using the same cash drawer.

It is this operator number that the cash drawer is cashed up to and by.

If the Multiple Operator flag is not checked this field is ignored.

25.1.6.1.2 Terminal ldent

This is the number by which the specific Pos Portal terminal is known in the
network.

DO NOT CHANGE THIS FIELD
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Altering this field can mean the terminal is no longer connected to the network
and the communications may not work and data may not be applied to the
back office systems or included in the transmission files to be forwarded to the
portal, if configured.

25.1.6.1.3 Site Code

This is the site code of this specific site in the overall network.
This code is used by a wide range of systems and should not, without
consultation to the support personnel, be altered under any circumstances.

Changing this value from the figure as installed on the site can result in
significant charges being levied for restoring the system to the network and
functioning.
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26.1 Cashing Up

The Pos Portal and TRS solution provides a number of different mechanisms for cash
balancing within the store. The ultimate aim of a Point of Service system, such as Pos
Portal in a business is to ensure two major things, cash control and stock control.

Businesses operate under differing rules and procedures, consequently there are a
number of different methods provided to cater for these differences. However, it is
poor business practice to not cash up a teller or cashier or terminal on any single day.
There are no shortcuts to proper cash management. If routinely performed the
processes become second nature, take little time and provide a secure knowledge that
all is well in the store concerning the handling of the various negotiable instruments
accepted by the business.

26.1.1 Types of Cash Control

Pos Portal supports the following cash control methods:

a) Teller with their cash drawer.
b) Common cash drawer with multiple tellers or shop assistants.
C) Cashier cash drawer.

d) Head Cashier Cash up.

The first, a) is the situation where there is only one operator at a time using the
terminal. This makes it possible for the cash drawer inserts to change with a change
in operators. This scenario enables each individual teller to be made responsible for
the cash in their particular cash drawer.

The second, b) is the situation where there are more than one operator that uses the
cash drawer at the same time. In this situation it is impossible to make any one person
responsible for the cash in the cash drawer due to the number of different people both
putting money in and taking money out of the same drawer in the same shift.
However, in the cash up process it is important that even where there are many
operators sharing the same cash drawer at the same time, one individual is made
responsible for counting the money in that cash drawer. Remember: in the Terminal
tab of the Setup Editor (Section 25.1) part of the setup for the terminal is to specify
which operator is the one who will count the cash drawer and perform the back office
cashup process — this person is referred to as the Base Operator.

In this option rather than the cash being attached to the specific teller all that is known
is the cash came from a specific cash drawer and should become money within the
store or department or unit. It is possible to have the same Base Operator cash up all
the cash drawers in the store.

The third method, c) is a more complex situation in which the various shop assistants
ring up sales but do not accept cash or money. In reality there terminals do not need
to have a cash drawer as no money is either put in or removed from them, rather all
the transactions are tendered by a single cashier at a specific terminal which does
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have a cash drawer. In this scenario the cashier is responsible for all the cash in the
store as well as the cash drawer. Any shorts or overs are referable to this individual to
explain.

The fourth method, d) the Head Cashier Cash Up is a specialized cash up procedure
in which each of the tellers using method a) or for that matter b) or ¢) hands the cash
collected from their drawer to the Head Cashier who then becomes responsible for the
money. Itis like a double in store check. This method is generally used in
supermarkets or department stores where there is a need to have a large number of
actual tellers who handle the money and there may be relatively large distances
between the terminals and the cash office.

POS PORTAL handles all of these cash up options.
The cashing up process generally occurs at the end of the day or shift.

The cash up procedure is performed on the Back Office and generally away from
public scrutiny for security purposes.

Please remember, a teller or cashier must be cashed up, not a shop assistant. This is
important because the logins are frequently different between the two groups.

26.1.2 System Updating of Pos Portal processed information

The Pos Portal terminal software makes use of a highly sophisticated but
transparent to the user communications process called TillGate.

The Pos Portal transactions are processed by the terminal and are placed into a
data file, which is referred to as a Store & Forward file. The communications
program (TillGate) takes the transactions from the store & forward file and
passes them to another process that puts the transaction into the tables of the
TRS application and makes the information accessible to the TRS application,
this process is called TRSDBH.

TRSDBH can be made visible to the operator on the server screen by double
clicking on the icon in the system tray of the terminal.

If either of the processes, TillGate or TRSDBH, are not operating then the
information cannot be passed from the Pos Portal terminal to the back office
application, TRS. To prevent this possibility happening, either accidentally or
purposefully, an application called TillMonitor continually checks to make
sure both TillGate & TRSDBH are running on the server system.

Sample screen shots of these processes follow, these are purely for instruction

purposes. The operator does not need to do anything at all in relation to these

processes, they are automatic in all respects. The screen shots are included for
the purposes of clarity only.
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TillGate Screen Sample:
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In this screen, note the line that says Outstanding Store and Forward messages, which
in this example shows there are zero messages outstanding for the TRSDBH process.

Should there be a problem with the communications between TillGate & TRSDBH
this message will show an increasing number of outstanding store & forward
messages.

TRSDBH Screen Sample:

= Database Handler

Eile Options Help

Tenders Advahce |Sales |Hand|:|ver |
Cash $2.429.00 : $7.069.10 -$3.050.00
Cheque $0.00 $2.022.00 $0.00

Credit $0.00 $100.63 $0.00

Other $0.00 $474.52 $0.00

S ales | 0% |

Item
Department F9.052.15

TG Framez 0 a0

Frames Proceszed = 989
Ayerage Rate 4854 per Hour
07 Jun 2003 21:54:45
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This is the TRSDBH process screen and it shows the store transaction processing
results in terms of tenders, sales at department & item level, advances and handovers.
The TRSDBH screen also indicates the number of frames processed, this is a
reference to the frames passed to it by the TillGate process and the Average Rate of
transaction processing per hour. These values are for information purposes only.

A horizontal bar is shown to the right hand side of the screen. This shows how hard
the server is working to process the volume of transactions being passed to it by the
TillGate process. This bar with its percentage loading and colouring provides rapid
visualization of the hardware load. The bar colour is normally yellow for a low to
medium loading and becomes red when the loading becomes heavy.

The TillGate process automatically controls the speed of presentation of transactions
from the Pos Portal terminal through the Store & Forward process to the TRSDBH
process. When the horizontal bar becomes red, TillGate slows the rate of transaction
processing, this allows TRSDBH time to catch up and avoids and errors or loss of
information.

TRSDBH checks the validity of the information presented to it from the Pos Portal
terminal with a range of sophisticated checks and balance points. If there is an
imbalance in any of these a message in red appears in the TRSDBH window. In the
vast majority of situations this reported error is of absolutely no significance to the
balancing of the terminal and the store. Most errors reported by TRSDBH are alerts
that there is a price difference between the item price sold on the terminal and the
item’s price in the TRS database. This error is frequently caused by the application of
discounts, or by zero priced items being sold or weighed items, etc., and are not
errors at all.

TRSDBH is so intelligent that where there are price differences, or other differences
between the item on the terminal(s) and the server that it requests the sending of an
item change automatically from the server to the relevant terminal.

These processes between the terminal or terminals and the databases on the server,
TillGate & TRSDBH, ensure the data integrity of the Pos Portal & TRS applications.

A sample of a TRSDBH Exception is shown in the next screen shot:
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B Database Handler
File Qptions Help

Tenders Advance | Sales | Handawer |
Cash $2.429.00 : $7.069.10 -$3.050.00
Cheque $0.00 $2.022.00 $0.00

Credit £0.00 10062 £0.00

Other $0.00 F474.5: $0.00

Sales ‘ | | 0% |
L= TG Framesz: 0 a0

Department | $3.052.15

Exceptionz! See TRSDBH.LOG + TRSDEH.ERR

Frames Processed = 9339
Ayverage RBate 4854 per Hour

07 Jun 2003 21:34:05

Because the TRSDBH window is usually hidden and minimized in the system tray
operators do not generally or normally see these screens. Should it be visible the red
text line can be removed by double tapping it with your finger or double clicking the
mouse on it.

26.1.3 Cash Up procedure

At the end of a TillMaster™ operator’s shift, or at the end of the day, the operator’s
cash should be counted and entered. This cash count may then be balanced against

the sales figures accumulated from the teller’s transactions. Discrepancies may then
be identified and investigated.

The Cash Up function allows you to enter all cash, cheque, credit card and other
tender totals for an operator. TRS™ will notify you if the counted figures do not
balance within the cash up threshold of the expected amount. The cash up balancing
threshold may be set in TRS™ initialisation file. By default, the cash up threshold is
five dollars.

After you have cashed up an operator, or all operators, you may print the Teller
Balancing report to record the cash and other tender balancing figures. The Office
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Balancing report may also be run to report terminal balancing for the entire retail
system.

The cash up procedure is performed within the TRS modules unless the store
is performing the operation on the Portal.

The TRS application automatically logs the operator off after a period of time
and so not infrequently the operator will need to login.

It is not always true that because you have a Pos Portal login that you are
permitted to login to the TRS application, so please check and make sure the
correct login is used.

In the screen below, operator 9 is logging into TRS, a password must also be
supplied.

The Retailer's Salution

=]

A N {' Tm‘”“‘“"‘“ 7 8 q
J%“’! . H:-?:;Pasmd- q 5 &

Langusge 1 z 1

convergent!! | o 3

Warion | 602 408
D : 1770772002 o OK 3 Cancel |

1] Clear

Once logged into TRS the following screen is shown:

T
0 s | I P | B ety | B i | o i | O P et | i i, Bt | W i | o i

A S SN

The cash up procedure is under the Point of Sale tab.

L The Furnailer's Smlrion : | 150] bmgged i
[ ien e e
B by N Pt of S | By i | [ oo | 13 Conalors | 6. P Tt | i Tt Mg | B T | o T

e dP B

Move the mouse cursor over the icons shown on the screen. As the mouse moves
over each icon pause slightly and a context help message becomes visible. This
message tells the operator what the function is.
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26.1.4 Select Cash Up

Select the cash up icon and click on it, the following screen is shown:

Uszer Mame: || o OK
Pazsword; | X Cancel
Cash up date: |05/06/2003 1

26.1.5 Enter Teller or Cashier being cashed up

[= Cashing Up EoX
Uszer Mame: |-| N/ (I8
Passwaord: |°‘m X Cancel

Cazh up date:

26.1.6 Enter Date being Cashed Up

By default today’s date is automatically filled in to the “CASHUP DATE?”, if this is
not the actual date to be cashed up click on the calendar icon to the right of the date
field. This opens up a calendar that can be used to navigate to the correct date to be
cashed up.

= Enter the ID of the operator you are cashing up in the User ID field.
= Enter the operator PIN number, or ask the operator to type in their PIN.

= The current date is automatically set in the Cash up date field. If you are
cashing up for a different day, then enter that date.

= Click the OK button. A warning will be displayed if an incorrect User ID or
PIN number is entered.
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Error Eq

Q Incomrect uzer id or PIN! Please try again!

Incorrect id or PIN message

= A warning may be displayed if this User has not been cashed up for a
previous shift.

Confirm

WARMING! You will be cashing up for ALL transactionz beginning
@ from Monday, 14 October, 1996 Shift 1 until Fiday. 3 January. 1937
Shift 1! Continue?

VIESEQ Mo

Cashing for all transactions message

= If you click the Yes button, the Cashing Up screen will appear, but the
tellers totals for this shift will include the figures for all the shifts that were
not cashed up, including the current date.

= The operator you are cashing up must have at least logged in to the
PosPortal™ terminal and logged off before you can cash up. A warning
will be displayed if the operator you are attempting to cash up has not
logged in or out of the terminal.

This teller has no record of logging infout on 25/03/193971 Cazh up
aborted.

Teller not logged out or in message

= The Cashing Up screen will appear displaying the Teller Number, Name and
Date entered. All the available tender types will be listed. You must enter
the float, cash and cheque amounts. The other tender type fields will
display the amounts that TRS™ has accumulated for the operator’s
transactions. These amounts may be changed if they are not correct.
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m Cashing Up =]
Teller Humber: 1 Syztem Administrator 2420621997  Shift 1

FLOAT: $0.00
CASH: $0.00 |
CHEQUE: $0.00| |
CREDIT CARD: $0.00|
DINERS CLUB: $1507.15
AMEX: $725.55
JCB: $0.00
IN HOUSE CREDIT CARD: $0.00
GIFT YOUCHERS: $379.90
FOREIGM EXCH: $212.80

Cashing up screen showing all tenders

Entering the Float Amount (if used)

The float is the amount of cash advanced to the operator at the start of the shift to
ensure that there is cash in the terminal to perform transactions and give change. This
amount is not part of the daily sales cash, therefore must be taken out and declared
separately. Each cash denomination should be counted manually, then entered into
the Calculate Float screen.

Click the Calculate button beside the Float field.

The Calculate Float screen will appear.
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Calculate Float ;
D enomination M Yalue v‘, oK
$100.00 0 Ciallie i ee s

$50.00 0 $0.00 X Cancel
$20.00 0 $0.00
$10.00 0 $0.00
$5.00 0 10.00
$2.00 0 $£0.00
$1.00 0 $0.00
$0.50 0 $0.00
3020 0 $0.00
3010 0 10.00
$0.05 0 10.00
30.02 0 10.00
$0.01 0 $0.00
Total: $0.00

Calculate Float screen

» For every denomination of cash, enter the quantity that was advanced in
each field. The value of each cash denomination will display beside the
denomination field. The total of all advanced cash denominations will
display at the bottom of the screen.

= When you have completed the entries for all denominations, click the OK
button.

= The Cashing Up screen will appear with the entered float amount displayed.

Entering the Cash Amount

Once you have entered the float amount, you may declare the amount of cash received
from sales. Each cash denomination should be counted manually, then entered into
the Calculate Cash screen.

= Click the Calculate button beside the Cash field.
= The Calculate Cash screen will appear.
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Calculate Cazh ;
Denomination e Value | v‘, QK """"
$100.00 a s,
$50.00 0 $0.00 X Cancel
$20.00 0 $0.00
$10.00 0 $0.00
$5.00 0 10.00
$2.00 0 $£0.00
$1.00 0 $0.00
$0.50 0 $0.00
3020 0 $0.00
3010 0 10.00
$0.05 0 10.00
30.02 0 10.00
$0.01 0 $0.00
Total: $0.00

Calculate Cash screen

= For every denomination of cash, enter the quantity counted in each field.
The value of each cash denomination will display beside the denomination
field. The total of all cash will display at the bottom of the screen.

=  When you have completed the entries for all denominations, click the OK
button.

= The Cashing Up screen will appear with the amount shown in the Cash
field.

Entering the Cheque amount

All cheques tendered during sales entered by the operator may be selected to be
cashed up and banked. The Cheque Selection screen displays all cheques processed
from the TillMaster™ terminal. You can elect to hold cheques and exclude them
from the cash up due to incorrect dating or if they were not found.

= Click the Select button next to the Cheque field. The Cheque Selection
screen will appear. All cheques processed and any previously held cheques
will be displayed in a list showing the following information:

Status Indicates whether the cheque is to be cashed up or held.
Cheque Date Shows the date the cheque was processed by TRS™
Cheque No. The cheque number as entered by the operator at Point
of
Sale.
Bank The bank the cheque was issued from, if entered.

Customer Name The customer that tendered the cheque, if entered.
Cheque Value The cheque tender amount.
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Cheque Selection E
Double Click or press Space to Select/Deselect Cheques to be hanked
Status Cheque Date [Cheque Ho Bank Customer Hame Cheque Value | «
0K 11/09/1997 |2541050512 Common'w ealth Mr. P. Smith $61.32 |88
0K 11/09/1997 | 0506326995 Westpac Mis. J. Jones $116.54
Total value of cheques to be banked: $177 86

Cheque Selection screen

= The Total Value of cheques to be banked will be calculated from all cheques
in the list that have a status of OK.

= To select a cheque for exclusion from the cash up, either double click the
cheque entry in the list, or highlight the cheque and press the space bar.
The Select Reason screen will appear.

Select Reason Ed |

—Heazon

" Mizzing

\/ (1] x LCancel

Select Reason screen

= Select the reason the cheque is to be held from the Reason radio buttons.

= Click the OK button. The cheque will show the reason it is held and will be
excluded from the cheque total.

= To select a previously excluded cheque for inclusion in the cash count,
either double click the cheque entry in the list, or highlight the cheque and
press the space bar. The cheque will show a status of OK and be included
in the cheque total.

= Click the OK button when all cheques have been correctly included or
excluded from the count.

= The Cashing Up screen will appear with the amount shown in the Cheque
field.

Handing over the remaining Tenders

The amount calculated by TRS™ as tendered will be displayed for each remaining
tender. If this is not correct, click on the tender field and enter the correct amount.
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Finalising the Cash Up
= \When all amounts for all tenders have been entered, click the OK button.

= |f the operator’s tender totals balanced within the cash up threshold of the
expected amount, the Cashing Up screen will disappear with no messages.
The figures entered will be displayed in the Teller Balancing report.

= |f the amount entered for any tender is more or less than the expected
amount by the cash up threshold, a warning message will appear for each
tender found to be over the threshold.

Warning

& You have a CASH SHORTFALL of more than $5.00. Would you like to

check your figures?

\/ Ies%@ Mo

Shortfall warning message

= |f you click the Yes button, the Cashing Up screen will be displayed
to re-enter or check your figures.

» |f you click the No button to accept the shortfall/surplus amount, a
Surplus/Shortfall screen will appear, showing the tender type and the
shortfall or surplus amount.

Surplus/Shortfall i
You have a CASH SHORTFALL of $87.901

Explanation:

W OK

Surplus/Shortfall screen

= Enter the explanation why the amount is more or less than the
expected amount. Click OK when finished. The explanation you
entered will display in the Teller Balancing report.
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Coupons Declaration

Retailers may elect to accept coupons from customers, which may entitle the
customer to a monetary discount, or may be used as a type of tender discount. The
coupons received at POS should be declared at the end of an operator’s shift during
the cash up process. The Coupons Declaration function is used to declare coupons.
The Cash Up module (see Cash Up) allows you to enter the total amount of coupons
tendered for each operator. However, the Coupons Declaration function allows you to
enter the quantity of each coupon type received for all operators. You should declare
coupons after you have cashed up all operators.
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Declaring Coupons
= Select the POS folder.
= Click the Coupons Declaration Icon.

= The Coupons Declaration screen will appear. If there are tellers which have
not cashed up, a message will appear in red on the screen.

E Coupon Declaration |_ O] x|
Date:  [11/09/1997 | £ JJ1 Close
Location: |He|huume j| Erirt

Mot all tellers have cashed up for 110971997
w Eiralize
Coupon Type: ITest Coupon j| x Bemove Coupan
Coupon Type|Description Aty Total

| | »

th Add Unit... Edit Unit... T Delete Unit

e

Total Declared:

Total Cazhed Up:

Surplus:

Coupons Declaration screen

= Enter the date you are declaring the coupons for, or click the calendar icon
next to the date field to select the date from the Calendar screen.

E Calendar | _ O] x]

September 1997

Sun | Mon | Tue |Wed | Thu | Fri | Sat |
1 2 3 4 h G

7 8 9 10 JEEE 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30

o Select <= =g x Cancel

Calendar screen

= Select the location you are declaring the coupons from the Location drop
down list.
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= Select the type of coupon you are declaring from the Type drop down list.

= Click the Add Unit button to add a coupon unit. The Add Coupon Unit
screen will appear.

5 Add Test Coupon Unit =] E3

Coupon Unit Yalue: |:| \/ ok
Number of Units: | X Cancel
Coupon Total: ? e

Add Coupon Unit screen

= Enter the monetary value of the coupon in the Coupon Unit Value field.

= Enter the number of coupons, of that value, in the Number of Units field.
The Coupon Total field will display the total monetary value of the coupon
unit entered.

= Click the OK button to enter the coupon into the declaration. The coupon
unit will be displayed in the list showing the following information:
Coupon Type The type of Coupon declared.

Description The Coupon description.
Qty The number of coupons declared for the coupon type
Total The total value of the coupon typed declared.

= The Total field near the bottom of the screen will be updated with the
coupon type total. The Total Declared Coupons shows the total amount for
all coupons declared using the Cash Up function. The Surplus field shows
the difference between the coupons declared and the coupons tendered in
the Cash Up module.

= Repeat steps 6 to 10 for each coupon type you wish to declare.

= To display coupon units for other coupon types, select the coupon type from
the Coupon type drop down list. The Coupon Unit list will show units
declared for that coupon type.

= To change the quantity of a coupon unit, double click the unit in the list, or
highlight the unit then click the Edit Unit button. The Edit Coupon Unit
screen will appear.

= Change the Number of Units as required. When complete, click the OK
button to save the change, or click the Cancel button to discard.

E Edit Test Coupon Umt M [=] E3

Coupon Umit ¥alue: ’/’ aK
Mumber of Units: |2 x Cance
C Total: 20.00

oupon Tota i ? i
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Edit Coupon Unit screen

= To delete a coupon unit from the coupon declaration, highlight the unit in
the list then click the Delete Unit button.

= A warning message will appear, prompting you to confirm that you wish to
delete the coupon unit.

Are you zure pou wish to delete unit $10.00 for Coupon type Test
Coupon?

‘/ ies%@ Mo

Delete coupon unit warning message

= To delete all units for the selected Coupon Type, click the Remove Coupon
button. All coupon units for the coupon type displayed will be cleared.

= When you have completed declaring coupons, click the Print button. A
message will appear, prompting you to select whether you wish to view the
report on screen before it is printed.

® Do you wizh to view the report before it 1z printed?

:V’ Yes @ Mo x Cancel

Print confirmation message

= ReportSmith will be activated to display and / or print the coupon
declaration report.

= After you have checked the figures on the report, click the Finalise button.
This will finalise the coupon declaration. Once you finalise the declaration,
you cannot make any changes.
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Foreign Exchange

This function is used to define Foreign Currency and Exchange Rates, to be used
when foreign currency is received at POS.

Edit Exchange Rates
= Click the relevant Folder (the default Folder for this icon is POS).

= Click the Edit Exchange Rates Icon.
= The Foreign Exchange Editor Screen will appear.

%2 Foreign Exchange Editor

S0 I I ST I (S (e e I ﬁ;luse

[+ Use Denaminations

Deszcription: [Japaneze Yen |
Exchange Rate: 22
Commizzion Amount: 0| [ % Commission
Commizzion Department: | FOREIGH ExCH j|
Decimals: 1]
Currency Symbol: ¥ . Ll

Denominations:

100 Yen -+
¥200 200 Yen +i4dd
¥R00 A00 Yen
¥1.000 1000 Yen )
Change
1': Delete

Foreign Exchange Editor Screen

= Use the navigator Toolbar at the top of the screen to scroll through foreign

currencies.

Use Denominations This checkbox indicates that specific note and coin
denominations are used. If this box is ticked the screen
will include a list of denominations.

Description The name of the foreign currency.
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Exchange Rate The exchange rate of the foreign currency. For
example, a 3 in this field would mean 1 Australian
Dollar would buy you 3 of this currency. (Currency
Exchange based on Windows Setting).

Commission Amount ~ The amount of commission the customer must pay to
exchange the cash.

% Commission The Commission Amount is a percentage amount. If
this box is not checked, then the Commission Amount
will be taken as a monetary amount.

Commission DepartmentThe department the Commission Amounts are to be
credited to may be selected from this drop down list.

Decimals The number of decimal places used in the
denominations after the exchange.

Currency Symbol The currency symbol for the currency. For example
ZAR is South African Rand, RR is Russian Roubles.

Change button The Change Button is used to select a Bitmap picture
(.bmp file) to represent the countries flag.

Denominations A list of the denominations accepted if the Use

Denominations checkbox is ticked.

Add Foreign Exchange
= Click the “+’ button on the Navigator Toolbar.

= The Foreign Exchange Editor screen will appear with all fields blank ready
for entry.

= Enter the required details in the appropriate fields.
= Select the required bitmap to re[resent the country’ flag (if available).
= Click the Tick button on the Navigator tool to save the Foreign Currency
details, or click the Cross-button to cancel.
Edit Foreign Exchange

= Use the Navigator Toolbar arrows to scroll to the Foreign Currency
required.

= Edit the required fields.

= Click the Tick button on the Navigator Tool when complete to save the
details, or click the cross to cancel the changes

Delete a Foreign Exchange

= Use the Navigator Toolbar arrows to scroll to the Foreign Currency
required.

= The confirm deletion warning message will appear.
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@ Delete record?

¥ OK | |X Cancel

Deletion warning message

= Click the OK button to confirm deletion, or click the Cancel button to cancel
the deletion.
Add Denomination

= Use the Navigator Toolbar arrows to scroll to the Foreign Currency
required.

= Click the Add Button in the denominations box.

= The Add Denominations screen will appear.

Add Denomination Eq |

Denomination ¥alue: I |

Dezcription: I |

\/ 1] 4 x Cancel ? Help

Add Denominations screen

= Enter the amount of the denomination i.e.50 will be ZAR50 or ZAR50.00
depending on the Currency symbol and Decimal specified above.

= Enter the name of the denomination i.e. Fifty Rands or 50 Rand.

= Click the OK button when complete to save the details, or click the Cancel
button to exit without saving.

= The denomination will be displayed in the list.

Edit Denomination

= Use the Navigator Toolbar arrows to scroll to the Foreign Currency
required.

= Highlight the Required denomination in the Denominations list.
= Click the Change Button in the denominations box.
= The Edit Denominations screen will appear.
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Edit Denomination Eq |

Denomination ¥alue: |EE!!E

Description: IFi“!-' dollars |

\/ 1] 4 x Cancel ? Help

Edit Denominations screen

= Alter the details you require.

= Click the OK button when complete, or click the Cancel button to exit
without saving.

Delete Denomination
= Use the Navigator Toolbar arrows to scroll to the Foreign Currency require.
= Highlight the Denomination you wish to delete in the Denominations list.
= Click the Delete Button in the denominations box.
= The Denomination will be removed from the list.
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26.1.7

26.1.8
26.1.9

26.1.10
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27.1 Safe Balance Procedure

The software provides a number of cash management options, amongst these is the
ability to monitor the amounts of CASH that may no longer be in a cash drawer and
subject to the monitoring of the Pos Portal program. This store cash management
function is referred to as SAFE BALANCE procedure and it enables the manager or
store owner to keep track of cash that is within the store and yet to be deposited at the
bank.

Some businesses use this function because they are unable to bank directly all the
money that has been handed over during the course of a day’s trading and have a
procedure in place whereby some of the day’s takings are banked on the day of
trading and some is banked on the following day. At times some of this money is
used for change or cash drawer “floats” within the store.

SAFE BALANCE keeps a track of such money.

It is important to realize that the SAFE is a generic term referring to any other storage
facility other than the cash drawers or bank for money within the store.

The safe balance procedure is essentially a cash up procedure and requires the
supervisor to count the cash in the safe and then enter the various money counted into
the safe balance procedure.

In order to use the SAFE BALANCE function the operator must be a supervisor and
be logged in.

27.1.1 Starting the Safe Balance Procedure

The safe balance procedure may be located in different places depending upon
the store’s specific configuration. It will normally be found by:

a) Press the MENU button.

b) Press the FUNCTION page button.
C) Press the SAFE button.

27.1.2 Logging On

On a touch screen based terminal the supervisor identities must be numeric.
Using the numeric pad of the right hand side of the screen form press the
supervisor login identity (ident) to be used for the safe balance procedure.

Enter in the Supervisor Password using the numeric pad.

27.1.3 Select Date that you wish to balance
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The default is to today’s date

To change the month use the Up and Down arrows which will move the calendar by
one month forward or backward respectively.

The screen image below shows Supervisor Ident 9 entered and the Date of 6 May
2003 selected.

% Logm For Sime Sale Balance

Supervisor ldent 94

Supenisor Password

Balanca Datea
Sun [Mon | Tue [Wed| Thu [ Fri [ Sat |
1 2 3

4 5 I 7 8 a |10
1212 [ 14 [ 15 | 16 | 17
18 | 19 | 20 | 21 | 22 | 23 | 24
2o | 26 | ZF | 28 | 29 | 30 | 3

F

S|=|h |~
(%)}
N

m

#Clear

Tuesday 06 May 2003

[ Concel™ [Recept

To accept these entries press the ACCEPT button.

27.1.4 Possible Error / Warnings
a) Site did not either trade or a cash drawer was not cashed up
Cashup

Site not Cazhed Up for Thiz Day

If this message is shown it means that for date selected there is a cash drawer that has
not been cashed up or there are no records (no trading) for this day in the sites.
(Technically this means the “Tender balance” tables contain no data.)
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b) Either one or more days are being skipped due to the Date selected

Confirm |

y “Warhing - Lazt Balance done an
\h?/ 09 &pr 2003

t'ou will not be able to Balance migzing daps
if wout finalise

FProceed 7

If this message is shown it means the supervisor has selected a date to perform
the safe balance which will skip one or more days since the last safe balance
was performed. The procedure asks the supervisor to confirm they wish to
skip these days. If the days should not be skipped the supervisor must press
the “NO” button and then reselect the date in step 3 of this procedure.

If dates are skipped you are not able to go back and balance a day in between
the last safe balance and the one being performed now.

27.1.5 Entering the Cash

You may only enter “CASH DECLARED?” after a cash drawer cash up has been
performed. The figure is obtained from the “cash up” process.

The “CASH IN SAFE” can only come from counting the cash in the safe.

To enter the CASH IN SAFE following counting it, press the green “DECLARE”
button to the right hand side of the “CASH IN SAFE” field. Once pressed a cash
declaration screen in which the various denominations are entered is made visible
to the supervisor.

The “POS Floats” are a store elective amount that is normally put into the cash
drawers at the commencement of each day and removed from the cash drawers at
the end of each day. If Floats are used and you wish to declare the float money,
press the green “DECLARE” button beside the “POS FLOATS” field. Once
pressed a cash declaration screen in which the various denominations are entered
which comprise the floats is made visible to the supervisor.

The “MONEY BANKED? field is where the money which has been taken from
the safe to be deposited into the bank is entered into the system. Any amount
entered into this field is subtracted from the amount of money in the safe. This is
the only means by which cash can leave the safe balance. In other words unless
money is entered into this field the safe balance will continue to increase. The
safe balance represents the CASH IN THE STORE.
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The screen below shows the “CASH DECLARED?” figure of $1,055.60 that was
passed from the CASHUP of the Cash drawer using the normal CASHUP
PROCEDURE (not safe balance).

Safe £ Store Balamce Edibor

Money Banked | $0.00

Fee | o

O |=|& |~

27.1.6 Safe Balance

The safe balance is calculated by adding together the “CASH IN SAFE” and “POS
FLOATS”.

If your store does not use the “POS FLOATS” then do not use the associated
“declare” button.

If your store uses “POS FLOATS” then these must be declared separately to the
remaining cash in the safe. This is because this is the fixed float for cash drawers
which would be put into the cash drawers the following morning or shift. In other
words the POS FLOATS are simply being stored in the safe for safe keeping.

The declaration screen shown to the user after they have pressed the “DECLARE”
button associated with the green “CASH IN SAFE” or “POS FLOATS” buttons is
shown on the next page.
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Declaration

$100 |1
$50

$20
$10

$5
$2
$1

50c
20c
10¢
5c

O [ = |~
n
(o}

OO0

#Clear

$100.00

[“Concel” [ Rccept™

Same screen will appear for both safe and float declarations. It calculates running
balance. Enter in the numbers of the various denominations counted from either the
SAFE or the POS FLOAT as appropriate. DO NOT MIX THEM UP.

A running total ($100.00) is shown above the CANCEL & ACCEPT buttons, use this

as a point of reference in your calculations.

When satisfied with the count of each of these, then press the ACCEPT button.

Once the ACCEPT button has been pressed the supervisor is taken to the next screen
shown. You cannot go back to this calculation screen as was completed, although you
can ABORT the SAFE BALANCE declaration by pressing the green “DECLARE”

button associated with the field amount you wish to

re-enter.

If you press the “DECLARE” button again for a field already calculated you will need

to re-enter the various denominations for that field.

This screen shows:
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a) CASH DECLARED from the normal CASHIER CASH UP procedure of
$1,055.60 and,

b) CASH IN SAFE counted of $1,055.60 this is inclusive of the CASH UP
money.

C) MONEY BANKED of $200.00

Gafe £ Shore Balance Edibon

Cash Declared $1,055 60

caninsae  [NNNLLL
PosFioats [ e

Money Banked [200 $200.00

B [e==n I

O |= ||~
&)}
o)}

The supervisor must enter the amount that has been banked as this is no longer in the
safe or the store — this figure is taken off internal *“safe balance” figure.

27.1.7 Safe doesn’t balance
Coniim |

\?) Safe doez not Balance - Do pou wizh to re-count
-

The safe balance procedure is aware of the cash in the safe from previous day(s) and
based upon the differences between the previous day(s) and today’s cashier cash up
cash declared, cash in safe declared and Money banked declared the safe may either:

a) BALANCE,
b) Be OVER
¢) Be UNDER
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The safe balance procedure is said to BALANCE if there is a discrepancy of less than
$5.00, otherwise the safe balance procedure will report either an OVER or UNDER
depending upon the circumstances. The tolerance is user configurable.

Where the SAFE BALANCE does nor balance exactly, the supervisor is given the
opportunity to re-count the entire safe balance.

If the supervisor wishes to accept the imbalance, either an over or under the
supervisor must enter the reason for the imbalance (an example reason is shown
below).

Miz: Halance ieazon

Reason |Misser:l counting a float

—_—

IMPORTANT:

The amount of the OVER/UNDER is deliberately not displayed to the supervisor.
This is a security audit feature to avoid potentially fraudulent activities.

27.1.8 SAFE BALANCE which balances

Safe £ Store Balamce Edibor

Cash Declared pjfc=E-0

Coshinsee [T
Pos Fioas (L Ste Balanced o

Tuesday 06 May
Money Banked | 200 szonon 2008 - Shors{Overs

Caneel” [~

The screen above shows the information displayed to the supervisor when the safe
actually does balance within the tolerances ($5.00 default) that have been set.
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27.1.9 SAFE BALANCE & END OF DAY

The safe balance information is transmitted to the central portal as part of the end of
day procedures. This information is then available for perusal as part of the portal
BALANCE report for that specific store in the appropriate store chain.

This report can be printed from the portal, there is no in-store report printed.

The store report is accessible on the portal by either the store or any authorized person
with the appropriate UserID and Password to gain access to that store’s information.
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28.1 Distributing Changes

Changes to either the Users, Items, Departments, Tenders or Price changes must be
initiated from the Distribute Changes icon in the back office modules or via the AMC
CIT portal, as appropriate for the particular business concerned.

In order to use the Distribute changes function the operator must log in to the TRS
application. Please remember that just because an operator has a POS terminal login
does not mean the same login is applicable to access to the TRS functions.

Please ask your system administrator for an appropriate TRS login.

The process is:

28.1.1 Loginto TRS

The Retailer’s Salution
f 'T'ow bogin reme 7 g g
AMC |

Tow pssswond 4 5 B
|....|

convergent!l femem—— 1 2 1 °

Wersoe ; B.0-2 4000
Dals 17072002 | W O I X Caeel

0 Clemr

28.1.2 Select the Distribute icon (the dart/plane)

T The Retsers Seletion 1150 legged it

The distribute files icon is found under the Point of Sale tab in the main TRS menu
bar.
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28.1.3 Distribute screen image

[ pistribute Files

Fil=s To Distabute
Fila Tups Checstnaton SipelBiplag]
Terasi: LLLE 15440 E’. Digtribede |
o Seecial |
5 Clear 81 |
_ Do |
Humber ol hems Selachsd | 0 Totd Size of e Selecthad 1] ? Hedp

This Distribute Files screen shows a file relating to Tenders is available for
distribution to the Pos Portal terminals within the store.

28.1.4 To Distribute Files — press Distribute button

[T Distribute Files

Fi=s T Distabuts
Fila Tops Dhecstnaton SpslBpleg) E

| eradeis 1830

Husrks=r ol lems Selachsd | 1 Totd Size of lers Selecied 15,920 T Helo

Highlight the file to be distributed and then press the Distribute button.
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28.1.5 Distribution Confirmation

Confirmation PX|

=

Y'ou are about to distribute 15,920 bytes of data to the tillz. Continue?

Unless the number of bytes to distribute is a ridiculous number (such as 100,000,000)
press the Yes button, this commences the communications to the terminals in the store
and the sending of the changes to update the terminals.

The communications process sends the information using a communications program
that is designed to ensure the changes get to the terminals. It will retry if it fails, even
if one of the terminals is faulty it will continue to try and send the information which
has changed. When the terminal that was faulty is repaired and returned to the site the
communications program will send all the previous unsuccessful changes to that
terminal.

The communications program achieves this by putting the changes into a state that is
called STORE AND FORWARD. When the changes have been sent by using the
Distribute button, the operator will see the changes file has been moved into STORE
& FORWARD - this as far as the operator is concerned is a SUCCESSFUL
transmission.

I: Diglribwle Files - Fimished

Drstnbaition Log
| Sreld T Fisrayres Fil Serm Shahum
000 ot THOGROUP DAT  7EE] 0F . HOVED INTD STORE & FOAWSAD
oo o THOLIMITDAT  B.240 OF - HOVED INTD STORE & FOAWSAD

7 beo

The operator will see the screen above informing them the file has been moved into
STORE & FORWARD. At this point the operator can press the Close button as the
process is completed from the TRS point of view.
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28.1.6 Close the Distribute Files window

[ pistribute Files

Fi=s T Distabute
- H Cioos
| Fia Type Drptnaton SipelEiples]
Tarakeis: (LLIL 1h420 E’p Diciribe d
Huambei ol lbsms Sedached | i Tiakd Size of |b=ns Selecied ] 7 Heo

By pressing the Close button.

28.2 Distribute files other buttons

28.2.1 Select All
This button highlights all of the Files to Distribute shown in the window and is

simply a short cut method to select all the files. Otherwise the distribute files function
and steps is the same as in 28.1

28.2.2 Clear All

This button deletes or removes all the files listed in the Distribute Files window.

If this button is pressed whatever was in the changes files will be deleted, so if the
information had not been already sent to the terminals the information in them will
have been lost and the work, whatever it was, will if possible, have to be re-done.

28.2.3 Refresh

The button refreshes or re-checks for files that need to be sent to the terminals via the
communications program. It does not actually send the files. The actual process to
transmit the files is described in section 28.1 previously.
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29.1 Batch Update

This is a process that enables the immediate updating of item or department
information from the TRS back office application to the Pos Portal terminals.

This process does not need to use the Distribute files options within the TRS
application and avoids the security issues that logins to TRS requires.

The Batch Update process is readily called from the MENU button and then the
FUNCTIONS page in the Pos Portal terminal program where the Pos Portal program
is running on hardware upon which the TRS application is also running. That is one
of the in store Pos Portal terminals is also the server for the store.

29.1.1 Starting Batch Update program

Identify the server terminal in the store and then press the MENU button followed by
the FUNCTION button and find the button with the words Batch Update on it and
press it.

The following screen will open:

EJ Batch Update Process Version 2,00 - o] |

| oo =] N Lo

AML CIT Shoee 0210

L‘lr] Find | m

DCrrrip Dipins
[ Dept | [ Pice Fite

[ Scale | (2

o %4 Clow EEWH:H—|

8 9
9|6
2|3

Enter

#Clear\ &

4 |_||_

O = b~
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29.1.2 Changing an individual item

Search by =} Select
+ Item ID —_—
(" Item Description 1}: Search
" Barcode E—

Enter Item ID m

? Help

10 Topszide Steak —

100 Lamb Loin Roast

1001 Minute Steak - 2kg zpecial

1002 Blade 5teak - 2kg zpecial

1003 Scotch Fillet - 2kg special

1004 BBQ Steak - 2kg special

1005 Beef Strips - 2kg special

1006 Diced Beefl - 2kg special j

Record Count = 1105

The items to send to the Pos Portal terminal by Batch Update can be selected using a
search facility, press the FIND button just below the site code, in this instance 0020.

The screen above is shown when this is done.

The search facility allows multiple items to be selected using search criteria of either
Item ID, Item Description or Barcode.

The Scroll bar to the right can be used by dragging the finger down or up it.

Highlight the item to be included in the particular batch update and press the Select
button to the top of the screen.

The screen window below these options shows the items.

The next screen image shows that the items 1005, 1006 and 1008 have been selected for batch
update.

As each item is selected the information shown on the next screen image is shown to the
operator.

If an item has been accidentally included unfortunately the entire batch must be discarded using
the CLEAR button.
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29.1.3 Reviewing items selected for a batch update

EJ Batch Update Process Version 2,00

| | J i Done
}gg; AMC CIT Sioes 020
1008 - By Update
Do Diptiores 0
O Ciept | [ Pice File

FIR Scale | @Ec&ﬁte| 7 ﬁ 9
* Stow | zemrie 4|56

Ibar - 1008 S -Kg Pack 1
[so - Fump Stesk - Jog special
Pos - RLUMPSTESE - 260G SPECIAL 1 2 3

Price is $10.99 [Scale Price $0.00] 0 | Enter

Depaitmanl BEEF Rarge BEEF -

Scale B 1003 - Weighed llem f':lEﬂ.r\ 2
A 0

The items included in the batch update can be reviewed by moving the highlight onto them.

When this is done the items details are displayed in the panel below the windows items included
in the batch update.

29.1.3 Clearing items from batch update

To clear a batch update press the CLEAR button and the following message is shown.

Confirm ['E|

Remember: The entire batch will be discarded if the YES button is pressed.

To discard the items in the batch update press the YES button, to abort the CLEAR
press the NO button.
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29.1.4 Editing the price of an item in a batch update

Press the Edit Price button

x]

Scale Price Edit Screen
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Location [0020] -
Mew price . Lancel
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0.00
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MHew Uze By date

0ld Uze By date

| [

' = Criginal - “eighed

Current plus 1 Day(z]

Scale Label Type
Qld Scale label Type

Drefault

6
2|3

# Clear

o=~
o

Use the numeric touch pad to enter the new price.
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The fields related to Use By date is automatically filled in based upon configurations
set within the configuration file for the batch update and the TRS application and for
non weighed items these cannot be overridden.

Scals Price Edit Scoses
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# Clear

29.1.5 Completing the Batch Update list
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To send the completed list of items placed into the batch update press the UPDATE
button.
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Approximately 1-2 minutes after the UPDATE button has been pressed the Pos Portal
terminals will receive the update to their item files. The price changes cannot take
effect whilst the terminal is in the middle of a sale.

29.1.6 Exiting Batch Update

To exit the batch update process press the DONE button.

29.2.1 Other Functions of Batch Update

29.2.1.1 Department Refresh of terminal

This process is also used to refresh the department structure within the Pos Portal
terminals. The department structure is created from the TRS department structure and
transmitted to the Pos Portal terminal(s).

To perform a department refresh press the DEPT button under the Dump Options.

This puts the department structure into a file to be sent to the terminals, to effect the
transmission press the UPDATE button.

29.2.1.2 Price File

A price file prepared from another machine or transmitted from another site or even
the AMC CIT portal can be applied to the terminal item files.

To use this facility press the Price File button under the Dump Options.

Sglection O a Price File E

R —— | ...................... o1 Eind | Cancal

M.arnsal Sberction of & Frice File ¥} Find |

[ S | Mon | Tue | Wed | T | Fi Sn
1 Z L 4 [ E |

b 3 i 1 12 13 14

1% 1e L 18 13 20 21

22 P 24 2 26 2r Fil j
s I

Salurden 0T i STHIG
| Fiedoad Full Price Crange Date
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The previous screen is shown, from which the appropriate price file can be found by
either entering in the exact name or by using the FIND button to search for the file.
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