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Preface

This document describes how to use Oracle Retail Back Office.

Audience

This document is intended for Store Managers and System Administrators who need
to manage beginning and end-of-day procedures, employee status, roles, cash, items,
pricing, and time management.

Related Documents

For more information, see the following documents in the Oracle Retail Back Office
Release 12.0 documentation set, Oracle Retail Point-of-Service Release 12.0
documentation set, or Oracle Retail Strategic Store Solutions Release 12.0
documentation set:

»  Oracle Retail Back Office Release Notes

»  Oracle Retail Back Office Installation Guide

»  Oracle Retail Back Office Operations Guide

»  Oracle Retail Point-of-Service Operations Guide

»  Oracle Retail Strategic Store Solutions Configuration Guide

Customer Support
m https://metalink.oracle.com
When contacting Customer Support, please provide:
= Product version and program/module name
s Functional and technical description of the problem (include business impact)
»  Detailed step-by-step instructions to recreate
= Exact error message received

»  Screen shots of each step you take

xiii


https://metalink.oracle.com/

Review Patch Documentation

For a base release (".0" release, such as 12.0), Oracle Retail strongly recommends that
you read all patch documentation before you begin installation procedures. Patch
documentation can contain critical information related to the base release, based on
new information and code changes that have been made since the base release.

Oracle Retail Documentation on the Oracle Technology Network

In addition to being packaged with each product release (on the base or patch level),
all Oracle Retail documentation is available on the following Web site:

http://www.oracle.com/technology/documentation/oracle_
retail.html

Documentation should be available on this Web site within a month after a product
release. Note that documentation is always available with the packaged code on the
release date.

Conventions

Xiv

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated
with an action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for
which you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs, code
in examples, text that appears on the screen, or text that you enter.
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Overview

Oracle Retail Back Office provides a means of accessing, maintaining, and monitoring
store business. The general Oracle Retail Back Office user is a store manager, assistant
manager, or system administrator. Occasionally, store employees may have access to
time maintenance functions. From one central server, you can access and manage
employee status and roles, items, pricing, and store transactions. You can also perform
basic store operations such as opening and reconciling tills, adding items, and
applying price promotions.

This chapter provides an introduction to Oracle Retail Back Office, including
navigational tools, screen region functions, and an overview of the Oracle Retail Back
Office features, which enables you to successfully access and manage store operations.

The following topics are discussed:
»  Getting Started
s User Interface

= Security and Errors

Getting Started

This section explains how to start Oracle Retail Back Office, log in, and log out.

Starting the Application

To access Oracle Retail Back Office, open a browser by double clicking the browser
icon on your desktop. To access the login screen, enter the URL for your Oracle Retail
Back Office web page into the browser address bar:

http:/ / <hostname>:<portnumber> /backoffice
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Logging In

You must log in to Oracle Retail Back Office before any of the functions can be
accessed. Logging in is done from the login screen that appears when Oracle Retail
Back Office is launched.

Enter your user ID and password on the Login screen and click Login.
For information on how passwords are handled by Oracle Retail Back Office, see

Passwords.

Figure 1-1 Login Screen

ORACL €’ Back Office

Help  About
Home

UserID:
Bate: 76407 Welcome to Back Office

Enter a User ID and Password to log in.

Password: essssss

Copyright {c) 2001, 2007, Cracle. Al rights

If you entered a temporary password or a password that has expired, the Change
Password screen is displayed. See Figure 1-3. You must change your password before
you can access the application.

After entering a valid user ID and password, the Dashboard is displayed.

Note: When you are done using Back Office, log out and close the
browser window. This ensures that your session information is cleared
and prevents another user from accessing Back Office with your login
information.

1-2 Oracle Retail Back Office User Guide



Dashboard

Logging Out

You must also log out when you wish to terminate use of the application. Click the
Logout link in the top right hand corner of the screen. The application logs out the
current user and displays the Login screen.

Dashboard

The Dashboard is displayed after logging in or when you click the Home tab. The
screen enables you to access the features of Oracle Retail Back Office and to change
your password.

Figure 1-2 Dashboard Screen

ORACLE’ Back Office

Help  About  Logout
Home | Item | Reports | Employee | StoreOps | Pricing | Admin | Labels and Tags

UserID: pos
StorelD: 04241 Welcome to Back Office

Date: 7/19/07  Select the appropriate tab to access a feature.
Dashboard

Change
Password

Select Logout to exit the system.
G ]

e

ORACLE’

RETAIL

01, 2007,
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Change Password

To change your password:

1. On the Dashboard, click the Change Password left navigation link. The Change
Password screen is displayed.

Figure 1-3 Change Password Screen

Change Password

Enter your current Password, then enter your New Password and select Update.

User ID: pos

Current Password: eesssess

Enter New Password: ssssssss *

Confirm New Password: eeeessse *

* = Required Field

Enter your current password.
Enter your new password.

Enter your new password again to confirm the change.

a0 DN

Click Update. Your password is changed to the new password.
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User Interface

This section provides an introduction to the application screen.

Screen Regions

The following figure shows the parts of the application screen.

Figure 1-4 Example Showing Parts of the Application Screen

Status Region hain Tabs Subtabs Locator Links

ORACL €’ Back Office

Help  About  Logout

Ttem | Reports | Employee || StoreOps | Pricing | Admin | Labels and Tags

Job|Manager Parameter Maintenance  Back Office Parameter Maintenance  Exchange Rate Maintenance
UserIlD: pos
StorelD: 04241 Job Schedule Import = Source = Schedule = Motification = Complete =

Date; 7/21/07  Select Run Date settings, enter run
! " time(s) and press Add. Press MNext et

Tmport when complete,

Available
Imports
Scheduled
Irmports

Run Date Schedules Post Processor

® Immediate
O Scheduled

Export

Fvalable Exports
Scheduled
Exports

Left Navigation Links Content Window Action Button—!

Main Tabs

The main tabs show the main functions of Oracle Retail Back Office.

Subtabs

The subtabs appear below the main tabs when a main tab is clicked. The subtabs that
appear correspond to the chosen tab. For example, clicking the Employee tab displays
employee-related subtabs.

Left Navigation Links

The left navigation links appear or change when a subtab is clicked. The left
navigation links enables you to choose a specific function within that subtab. For
example, clicking the Clock In/Out subtab displays a new screen and the left
navigation links specific to that subtab. You can click one of the left navigation links to
perform that specific function.

Content Window

You can view or perform tasks in the content window; for example, add employees,
create price promotions, or running a report. You can perform these tasks by typing
information into a field, choosing an item from a menu, or checking a box. These
functions allow for easy updates or changes to information.
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Action Buttons and Links

The action buttons and links in the content window aid you in performing tasks in the
content window. The action buttons and links, if available, provide you with multiple
options for each screen.

Locator Links

Some functions involve a sequence of steps. When this occurs, the locator links show

the steps in the process to complete that function. The step that you are currently on is
highlighted in bold.

For example, in Figure 14, this screen is the third step of the process to create an
import job. You can see that the next step in the process would be to choose the users
to be notified of the import job success or failure.

Navigation

Knowing the screen regions and how to access them makes Oracle Retail Back Office
easy to navigate. To select a tab, link, or button, click the object. Selecting one of these
objects accesses its functionality.

Main Tabs

The main tabs provide the main functions of Oracle Retail Back Office. Table 1-1 lists
the tabs and describes the features accessible from each tab.

Table 1-1 Main Tabs

Tab Functions

Home The Home tab enables you to view the Dashboard and change
your password.

Item The Item tab enables you to search for and add items and kits.

Reports The Reports tab enables you to view reports on store sales and

financial status. You can also export reports, save reports, print
reports, and view report schedules in this feature.

Employee The Employee tab enables you to search for and add employee
roles and temporary employees. You can reset employee
passwords. You can also clock employees in and out as well as
enter and adjust time entries made at Oracle Retail
Point-of-Service or Oracle Retail Back Office and enter special
hours. You can view employee time reports.

StoreOps The StoreOps tab enables you to open and close the store, open
and close registers, open and reconcile tills, and create a bank
deposit. You can also access store, register, and till reports.

Pricing The Pricing tab enables you to search, create, and add price
promotions, price changes, and discount rules.

Admin The Admin tab enables maintenance of store and Oracle Retail
Back Office parameters, as well as provides available imports
and exports for the job manager. You can also set and maintain
foreign currency exchange rates.

Labels and Tags The Labels and Tags tab enables you to access the Oracle Retail
Labels and Tags product. This tab is only available if the Oracle
Retail Labels and Tags product has been purchased and
installed. For more information on using this product, see the
Oracle Retail Labels and Tags User Guide.
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Help

Use the Help tab to get information about the feature you are using. When you click
Help, a separate window opens to display the information.

About

Use the About tab to view copyright and version information for Oracle Retail Back
Office. When you click About, a separate window is opened to display the
information.

Locale Support

Locale support means tailoring the information displayed on a screen and accepting
user entered data in a format that meets the conventions of the locale, or geographic
region, where the application is being used. In Oracle Retail Back Office, limited locale
support is provided to enable the date, time, currency, and calendar to be displayed in
the default locale chosen for the application. For more information, see the Oracle
Retail Back Office Operations Guide. All screens and examples in this guide use the
English - United States locale.

Note: Reports do not use the application default locale but are
displayed in the English - United States locale. Dates are displayed in
MM/DD/YYYY format. Time is displayed in HH:MM format.
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Security and Errors

Passwords

This section provides an overview of how security and errors are handled in Oracle
Retail Back Office.

Passwords are used to restrict access to Oracle Retail Back Office. The requirements for
passwords are defined by the retailer. Requirements can include the definition of
password length and content. For example, you may need to enter a password that is
at least five but not more than ten characters and includes at least one numeric
character. For information on your password requirements, consult your system
administrator. For information on setting up password requirements, see the Oracle
Retail Back Office Operations Guide.

Passwords can be set to expire within a specific number of days after being set. During
login, if you are warned that your password is about to expire, you can choose to
change your password at that time. If you do not change your password before it
expires, you may be locked out from logging into the application. If you are locked
out, a system administrator must reset your password. You will be assigned a
temporary password that you must change immediately at your next login. You may
also be locked out after a specific number of invalid login attempts.

For information on changing your password, see Change Password.

User Messages

A message is displayed to notify you of an error or task completion. Common error
messages include not entering specified fields or an incorrect user ID or password. You
must correct the specified error before continuing.

Timeout Interval

If you attempt to perform a task after several minutes of inactivity, the screen defers

back to the login screen for security purposes. The default screen timeout interval is

five minutes, but this time is configurable during installation. If the screen returns to
the login screen, enter your user ID and password. The Dashboard or the last screen

viewed is displayed.
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Item Maintenance

Item Maintenance provides the functionality to maintain the store database of items
and kits that are available in the store. A kit is a collection of items grouped under one
price. You can search for and modify existing items or kits as well as add items or kits
to the database. You can also add or modify the items included in a kit.

Note: If item information is being downloaded through Oracle Retail
Merchandising System, any changes made through the Back Office
Item tab will be overridden the next time item information is
downloaded.

The following topics are discussed:
= Searching for an Item or Kit
s Managing Items

= Managing Kits

Searching for an Item or Kit

On the Item Search screen, you can search for items or kits by item number or
description and optionally select to add a new item or kit to the database if it is not
found. To avoid duplication, a search must be made before you can add an item or kit
to the database.

To search for an item:
1. Click the Item tab.
2. Click the Search subtab. The Item Search screen is displayed.
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Figure 2—1 Item Search Screen

Item Search

Enter Ttem Mumber or Description, select a Search Type, and select Search.

Ttem Number:

Description:

Search Type : Kit

’ Search l ’ Clear Search ]

3. Enter an item number or description. If the exact description is unknown, you can
search by entering part of the description with a wild card (*). For example, you
can search for "computer*" to yield any items or kits with "computer” in the name.

4. Select a search type from the menu. The search type is either item or kit. You can
search for both an item and kit by multisecting both words in the menu.

5. Click Search. Depending on the result, do one of the following;:

= If a matching item description is not found, enter new criteria and retry the
search.

» If an item or kit number is not found, the Item Not Found screen is displayed.
You can add the item or item or retry the search. To add the item or kit to the
database, click Yes. To return to the search screen, click No.

= If a matching item or kit is found, the Item Maintenance or Kit Maintenance
screen is displayed. See Managing Items or Managing Kits.

= If multiple kits or items are found, a search results screen is displayed. See
Selecting an Item or Kit.
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Selecting an Item or Kit

On the Search Results screen, you select an item or kit and view or modify details
about it.

Figure 2-2 Search Results Screen

Item Search Results

Select the appropriate link to

continue,
N{Jtrﬁ[)ner Poir;tez:iffle Classification Description RegularPrice
1091 1091 Flight Deck Mount Kit for &7.20
MNexave
1100 1100 Gift Card $100 100.00
1111 11111 17 inch Color TV B99.95
11112 1112 Pistal, 45 cal. §9.95
11113 11113 Shotgun, 12 ga. 894995
11114 1114 Rifle, 30-06 8985
11115 1115 Laser Printer §9.85
11116 11116 WHF-FM Radio §9.95
117 1117 Laptop PC §9.95
11118 11118 YWideocam, Bmm 8595
11114 11119 Palm Filot §9.85
1128 1128 Gift Card $125 125.00
1234 1234 CoolBox 10.00
1409 1409 Crow Bar Race Riser Bars 55.01
1411 1411 Race Modified Mountain Bars 34.50
141420 141420 1 Piece Skin Suit 79.00
1422 1422 EAYD Mountain Bars g63.70
1437 1437 B Handlebars 5501
1444 1449 ProLite Flat Bars 45.88
1478 1478 B-piece Criio Handlebar 126.00

Table 2-1 describes the information on this screen.

Table 2-1 Search Results Columns

Column Description
Item Number Unique identifying number or SKU number used to identify the item
or kit

Point of Sale Identity Unique item or kit SKU number referenced by Oracle Retail
Point-of-Service

Classification Classes used for reporting and assignment of discount rules or items
Description Description of the item or kit
Regular Price Regular or permanent price assigned to the item or kit

Click the item or kit number to view its details. See Managing Items or Managing Kits.
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Managing ltems

On the Item Maintenance screen, you can add a new item or modify an existing item.

Note: If you are not allowed to edit items, the Item Maintenance

screen is displayed as read only.

Figure 2-3 Item Maintenance Screen

Item Maintenance

Update itemn information and select Save.

Item Number: 5151
Description: | Spt Ll Stroller

Long Description |Spart Utility Stroller

Department: | Miscellansous

Item Type: | Stock tem v
Unit of Measure: | Units v
Style: | Mone v
Color: | MNane v
Size: | MNone v

Regular Price: 390.99
Selling Price: 390,99

Cost: |0.00
Taxable: ®Yes OMNo

Tax Group: | Advanced Pricing Tax GroupB
Merchandise Hierarchy Group: . Baby Stuff>E§aby Strollers

Planogram 10

Minimum Age for Purchase: |0

Labels/Tags Template Type: | "DEFALLT

Available Classes

Apparel Bottoms ~

Apparel Ties
Apparel Tops

Balls

Board games
Chess Accessories
Coke Drinks

Drinks %

* = Raquired Field

Table 2-2 describes the information on this screen.
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Discountable:
Serialized:

Restocking Fee:

Price Modifiable:
Quantity Modifiable:
Activation Required:
Authorized for Sale:
Price Entry Required:
Registry Eligible:
Special Order Eligible:
Employee Discount Eligible

Damage Discount Eligible
Size Entry Required

Assigned Classes

Save

@Yes
Ofes
OYes
@Yes
®Yes
Oes
®Yes
Ofes
@Yes
@es
@Yes
®Yes
OYes

CNo
@Mo
@No
CNo
ONo
@No
OMo
@MNo
OMo
OMo
OMNo

OMo
®NMNo
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Table 2-2

Item Maintenance Fields

Input Field

Description

Item Number

SKU number assigned to the item.

Description

Short description of the item.

Long Description

Long description of the item. This description is displayed in
Oracle Retail Point-of-Service.

Department Department where the item is defined, generally used for
reporting.
Item Type Whether the item is a stock item or a service item, delivery for

example.

Unit of Measure

How the item is measured, pounds or liters for example.

Style Style of the item, generally used for apparel.
Color Color of the item, generally used for apparel.
Size Size of the item, generally used for apparel.

Regular Price

Regular or permanent price of the item.

Selling Price Price currently displayed in Oracle Retail Point-of-Service.

Cost Cost of the item. Used for reporting.

Taxable If the item is taxable, click Yes. If the item is not taxable, click No.
Tax Group Group that determines how tax is calculated.

Planogram ID Identifier of where the item is located in the store.

Merchandise Hierarchy | Group in the merchandise hierarchy where the item is defined.
Group This is used for reporting.

Minimum Age for
Purchase

The minimum age required in order to purchase the item.

Labels/Tags Template The template type assigned to the item for printing with Oracle
Type Retail Labels and Tags.

Available Classes and Classes used for reporting and assignment of discount rules or
Assigned Classes items. Up to nine classes can be selected.

Features Feature that control how the item is used in Oracle Retail

Point-of-Service. For a description of each feature, see Table 2-3.

To modify or add an item:

1.

Enter or update the item information.

= Enter the item description and cost. Description, Long Description, and Cost
are required fields and may not be left blank.

= Select options from the available menus.

»  Click Yes or No for each provided item feature. An administrator can
customize these features. The available features are shown in Table 2-3.
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Table 2-3 Item Maintenance Features

Feature Name Description

Discountable When set to No, the markdown and discount buttons are not be
available

Serialized When set to Yes, you are prompted to enter the item’s serial
number

Restocking Fee When set to Yes, and the item is returned, a percentage of the
item price is included as a fee

Price Modifiable When set to No, the Price Override button is not available

Quantity Modifiable When set to No, the Quantity button is not available. This is set
to No on all gift cards.

Activation Required When set to Yes, a message appears at the end of a transaction
when a gift card is sold to state it should later be used as tender

Authorized for Sale When set to No, the item is not allowed to be sold at
Point-of-Service

Price Entry Required When set to Yes, you are prompted to enter a price for the item

Registry Eligible When set to No, the Item Registry button is not available

Special Order Eligible When set to No, the Special Order button is not available

Employee Discount Eligible | When set to No, the item may not have an employee discount
applied

Damage Discount Eligible When set to No, the item may not have a damage discount
applied

2. Select one or more classes from the Available Classes menu.

To add the classes to the Assigned Classes, click Add. To remove items from the
Assigned Classes, click the class name, and click Remove.

Note: No more than nine classes can be assigned to an item.

3. To save the updated information, click Save. The Item Search screen is displayed.
See Figure 2-1.
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Managing Kits

A kit is a set of items grouped under one promotional price. On the Kit Maintenance
screen, you can modify existing kits or define a new kit.

Note: If you are not allowed to edit kits, the Kit Maintenance screen
is displayed as read only.

Figure 2—4 Kit Maintenance Screen

Kit Maintenance

Select to Add Items to the list of components,

modify the component quantity, or Remove

existing components; and select Save.

Kit Item Number @ 9373

Kit Description 1 |Bikers Ensembls #
Department: | Outdoor v
Components:
Select
to Item Number Description Quantity
Remove
O 4380 Serotta Pro Short 1
O 4385 Mondial Mation Jersey M 1
O 43851 2000 ATAC Carbon FPedals 1
O 8187 Cx 100w Road Bike Shoe 1

* = Required Field

Sawve Remove

Table 2—-1 describes the information on this screen.

Table 2-4 Kit Maintenance Fields and Columns

Data Field or Column

Description

Kit Item Number SKU number assigned to the kit.
Kit Description Description of the kit displayed in Oracle Retail Point-of-Service.
Department Department where the kit is defined, generally used for reporting.

Select to Remove

A checked box means the item is selected to be removed from the
kit.

Item Number

SKU number assigned to the item.

Description

Short description of the item.

Quantity

The number of this item that is included in the kit.
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To modify or add a kit:

1. Enter or modify kit information.
= To set the kit description, enter a new description into the field.
s To set the department, select a new department from the menu.

= To set the quantity of items, delete the number in the Quantity box and enter a
new number.

s Toremove an item, check the box next to the item number, and click Remove.

2. To save the kit information, click Save. The Item Search screen is displayed.

Adding Items to a Kit

On the Kit Component Maintenance screen, you can add items to an existing or new
kit. The items must exist before they can be added to a kit.

To add items to a kit:

1. Run a kit search using steps 1-5 in Searching for an Item or Kit. Choose to modify
an existing kit or add a new kit to the database. The Kit Maintenance screen is
displayed. See Figure 2-3.

2, Click Add Item. The Kit Component Maintenance screen is displayed.

Figure 2-5 Kit Component Maintenance Screen

Kit Component Maintenance

Modify the component information and

select Add, or select Done to return to Add| | Done
Kit Maintenance.

Kit Item Number : 9873
Kit Description ! Blkers Ensemble
Department: Cutdoor

Ttem Number: |3214567 (2

Component Quantity: |1 *

* = Required Field

3. Enter the item number in the given field.
4. Enter the quantity in the component Quantity field.

5. Toadd the item, click Add. The Kit Maintenance screen is displayed. The new item
appears at the bottom of the screen.
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Store Operations

Store Operations provides communication and activity between Oracle Retail Back
Office and Point-of-Service and enables you to perform daily functions associated with
store opening and closing and register and till maintenance. The operations performed
in Back Office affect the status of the store as well as the registers and tills at
Point-of-Service. For more information on daily operations at Point-of-Service, see the
Oracle Retail Point-of-Service User Guide.

The following topics are discussed in this chapter:
= Opening the Store

s Closing the Store

= Bank Deposits

Some of the functions performed during opening and closing stores is determined by
the values assigned to parameters and system settings. For information on setting
parameters, see Parameter Maintenance in Chapter 7. For information on the available
parameters and system settings, see the Oracle Retail Strategic Store Solutions
Configuration Guide.

Opening the Store

Opening the store includes defining the business date, setting the opening cash fund
for the day, opening registers, and opening tills. The store must be open in order for
the store employees to perform transactions.

Note: Registers and tills may be opened at any point during the day.

Starting the Business Day

The Start of Day function must be performed before registers and tills can be opened.
To run Start of Day:

1. Click the StoreOps tab.

2. Click the Store subtab.

3. Click the Start of Day left navigation link.

Note: If the store is already open, you are not allowed to run the start
of day operation.
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4. Enter the new business date and click Next. The Operating Fund Count screen is
displayed. See Counting Operating Funds. Once the system accepts the amount,
the store is successfully opened and you can continue with other store operations.

Counting Operating Funds

On the Operating Fund Count screen, you enter the amount of the store operating
fund for the start or end of the business day. To enter the count:

1. Enter the cash amount of the store operating fund.
s To enter the amount for the start of the business day:

—  If the Count Operating Funds at Start of Day parameter is set to No, you
are not asked to enter an amount.

- If the Count Operating Funds at Start of Day parameter is set to Summary,
enter an amount.

- If the Count Operating Funds at Start of Day parameter is set to Detail,
enter an amount for each type of currency and click Refresh Total.

= To enter the amount for the end of the business day:

- If the Count Operating Funds at End of Day parameter is set to No, you
are not asked to enter an amount.

- If the Count Operating Funds at End of Day parameter is set to Summary,
enter an amount.

- If the Count Operating Funds at End of Day parameter is set to Detail,
enter an amount for each type of currency and click Refresh Total.

2. Click Next.

= If the cash amount is not what the system expects, a Count Error Notice is
displayed. To accept the amount, click Yes. To enter the count again, click No.

s Otherwise, opening or closing the store can continue.

Opening Registers

A register must be opened before a till can be assigned to it. Registers can be opened at
any time during the day.

To open registers:
1. Click the StoreOps tab.
2. Click the Register subtab.

3. (Click the Open Registers left navigation link. The Register Open screen is
displayed. For each register, the register number and current status of the register
are displayed.
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Opening Tills

Figure 3—-1 Register Open Screen

Register Open

Select Register(s) to open, then select Open.

Select to Open Register Number

O 001
002
003
004
005
006
007
008
009
010

Ooooooo

0=

Register Status

Closed
Closed
Closed
Closed
Closed
Clozed
Closed
Closed
Closed
Closed

25 26 [Mext »>]

Open Select All

4. Select the registers to open by checking the boxes next to each register number or
click Select All to select all the registers. To view more registers, click a page

number link at the bottom of the screen.

5. To open the selected registers, click Open. The register status changes to Open.

A register must be open before the till can be opened. Tills can be opened in Oracle

Retail Back Office or Point-of-Service.

To open a till in Oracle Retail Back Office:

1. Click the StoreOps tab.
2. Click the Till subtab.

3. Click the Open Till left navigation link. The Till Open Screen is displayed.

Figure 3-2 Till Open Screen

Till Open

Enter till information and press Next
Register ID: [120 | *
Till ID: 129 *
pos
Operator ID: +

* = Required field

et

4. Enter the register ID, till ID, and operator ID for the till to be opened.
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5. Click Next. Depending on the Count Float at Open parameter, a currency count
may be required.

= If the setting is No, you are not asked for a currency count.

s If the setting is Summary, the Summary Float Count screen is displayed. Enter
the float amount and click Next.

s If the setting is Detail, the Detail Currency Count screen is displayed. Enter the
amount for each currency and click Next. For more information, see Setting
the Detail Currency Count.

6. If the count was done and the amount is not what the system expects, a Count
Error Message is displayed. To accept the amount, click Yes. To re-enter the
amount, click No.

7. The Till Function Successful screen is displayed. Click Enter. The till is opened.

Closing the Store

The store should be closed at the end of every workday. Store financials are closed for
the day and are then reset when the next is next opened. To close the store, all registers
must be closed and all tills reconciled.

At the completion of reconciling tills, closing registers, and end of day processing,
reports are displayed that document the counts made at each of those points. The
reports can be printed or exported. For more information on printing and exporting
reports, see Chapter 4.
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Reconciling Tills

Reconciling a till means counting the funds in a specific till and comparing the count
with the expected amount. A till can be reconciled at any time during the day. By
default, a till can only be reconciled in Oracle Retail Back Office. Tills must be closed in
Oracle Retail Point-of-Service before they can be reconciled. Refer to the Oracle Retail
Point-of-Service User Guide for information on closing tills.

To reconcile a till:

1.
2.
3.

Click the StoreOps tab.
Click the Till subtab.

Click the Reconcile Till left navigation link. The Till Reconcile Information screen
is displayed.

Figure 3-3 Till Reconcile Information Screen

Till Reconcile Information

Enter till information and select Next.

Register ID: 129 *

Till ID: 129 *
* = Required field

et

Enter the register ID and till ID in the given fields.

Note: You are prompted if the till is not yet closed or if the till has
already been reconciled.

Click Next. Depending on the setting for the Count Float at Reconcile parameter,
do one of the following:

»  If the setting is No, you are not asked for a currency count.

»  If the setting is Summary, the Summary Float Count screen is displayed. Enter
the float amount and click Next.

»  If the setting is Detail, the Detail Currency Count screen is displayed. Enter the
amount for each currency and click Next. See Setting the Detail Currency
Count.

If the count was done and the amount is not what the system expects, a Count
Error Notice message is displayed. To accept the amount, click Yes. To re-enter the
amount, click No.

Click Next. Depending on the setting for the Count Till at Reconcile parameter, do
one of the following:

»  If the setting is No, you are not asked for a currency count.
»  If the setting is Summary, the Count Reconcile Summary screen is displayed.
»  If the setting is Detail, the Count Reconcile Detail screen is displayed.

For more information on these screens, see Setting the Detail Till Count.
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8. If the count was done and the amount is not what the system expects, a Count
Error Notice message is displayed. To accept the amount, click Yes. To re-enter the
amount, click No.

9. If the system is configured for foreign currency, the Foreign Currency Count screen
is displayed. See Setting the Foreign Currency Count.

10. If the system accepts the till count, the Till Reconcile Successful message is
displayed. A transaction number is assigned to the till reconcile and the till data is
saved.

11. Reports are displayed that can be printed or exported:

a. For the reports dependent on the Count Float at Reconcile and Count Till at
Reconcile parameters, see Till Reports.

b. The Till Summary Report is also displayed. For an example, see Figure 3-10.

Setting the Summary Float Count
The Summary Float Count screen is used to enter the float amount under the following
conditions:

s When a till is being opened and the Count Float at Open parameter is set to
Summary.

= When a till is being reconciled and the Count Float At Reconcile parameter is set to
Summary.

You enter the float amount and click Next.

Setting the Foreign Currency Count

If the system is configured to accept foreign currency, the Foreign Currency Count
screen is used to enter a count of foreign currency during a bank deposit or till
reconcile.

Figure 3—-4 Foreign Currency Count

Foreign Currency Count

Select foreign currency to count or select Next.

Japanese Yen : 0.00
Canadian Dollars : 0.00
Euros : 0.00

United Kingdom Pounds : 0.00
Mexican Pesos : 0.00

et

To set the foreign currency count:
1. Click the link for the foreign currency to be counted.

2. The Count Reconcile Detail screen for the selected currency is displayed. See
Setting the Detail Till Count.

3. When you are done counting foreign currency, click Next.
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Setting the Summary Till Count

The Count Reconcile Summary screen is used to enter the count for each tender when
the Count Till at Reconcile parameter is set to Summary.

Figure 3-5 Count Reconcile Summary Screen

Count Reconcile Summary

Enter the amount of each tender. Press Refresh Total to view the total amount entered. MNext

Cash |785.57 Debit Card |0.00
Deposited Checl |0.00 Gift Card (0.00
E-Check |0.00 Gift Certificate 0.00
Visa |0.00 Mall Certificate |0.00
MasterCard 0.00 Traveler's Check 0.00
AMEX |7.95 Coupon |0.00
Discover |0.00 Store Credit |0.00
Diners |0.00 Purchase Order (0.00
House Card |0.00 Money Order |0.00

JCB |0.00

Total: 793.52 Refrash Total

MNext

Enter an amount for each type of tender. To see an updated total, click Refresh Total.
When you have finished entering amounts, click Next.

Setting the Detail Till Count

The Count Reconcile Detail screen is used to enter a detailed count for each tender
when the Count Till at Reconcile parameter is set to Detail.

Figure 3-6 Count Reconcile Detail Screen

Count Reconcile Detail

Select a tender to count. When finished select Next,

Cash 0.00 Debit Card 0.00
Deposited Check 0.00 Gift Card 0.00
E-Check 0.00 Gift Certificate 0.00
Visa 0.00 Mall Certificate 0.00
MasterCard 0.00 Traveler's Check 0.00
AMEX 0.00 Coupon 0.00
Discover 0.00 Store Credit 0.00
Diners 0.00 Purchase Order .00
House Card 0.00 Money Order 0.00
JCB 0.00
Total: 0.00
MNext
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To count a tender, click the link for the tender. If cash is selected, the Detail Currency
Count screen is displayed. See Setting the Detail Currency Count. For any other type
of tender, a detail screen is displayed. See Setting the Tender Detail. When you have
entered all the counts, click Next.

Closing Registers

Closing a register means setting that register status to Closed when the register is not
in use. All tills at a register must be reconciled before that register can be closed.
Registers must be closed one at a time.

To close registers:

1. Click the StoreOps tab.

2, Click the Register subtab.

3. (Click the Close Registers left navigation link. The Register Close screen is
displayed.

Figure 3—7 Register Close Screen

Register Close

Select a register to close.

Register Number Register Status
129 Cpen

Results 1 of 1

Note: If all registers are closed, the Register Close screen displays
Results 0-0 of 0.

4. To close the register, click the register number link. The Register Status screen is
displayed. See Checking the Register Status.
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Checking the Register Status

End of Day

The Register Status screen shows the list of registers selected to be closed and the
status of each register.

Figure 3-8 Register Status Screen

Register Status

Select Print to print the Register Summary Report or Close More to close more registers.

Register Number Register Status
121 Closed
122 Closed
123 Clased
124 Clased
125 Closed
126 Closed
127 Clased
128 Clased
129 Closed
130 Closed

[Mext ==]

’Print” Close More ]

To print this Register Summary report, click Print. To close another register, click Close
More.

The End of Day function closes the store for the day and sets the store’s financial status
for the current business date. After End of Day is run, no more financial transactions
can be performed for that business date. All registers must be closed before you can
run the End of Day function and close the store. If one or more registers are open, a
message prompts you to close all registers before End of Day can run successfully.

To run End of Day:

1. Click the StoreOps tab.

2. (Click the Store subtab.

3. (Click the End of Day left navigation link.
4

If suspended transactions exist, you can cancel or complete those transactions. The
Suspended Transaction report is displayed. See Suspended Transactions Report.

L

The Operating Fund Count screen is displayed. See Counting Operating Funds.

6. The system displays the Store financial totals summary collected from Oracle
Retail Point-of-Service. The summary includes amounts for starting float, ending
float, till loans, and till pickups.

7. To accept the end of day summary, click Next. The store is successfully closed.

8. To view the Store Summary report, click Enter. For an example, see Figure 3-10.
The report can be printed or exported. To return to the Start of Day screen, click
Done.
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Suspended Transactions Report

This report is displayed when end of day processing is performed for a store and
suspended transactions exist. All transactions that are currently suspended are
included in the report.

Figure 3-9 Suspended Transactions Report

Display Report

Select to Print or Export the report. Select Done to

continue,

08/02/2007
Store: 04241

Transaction &
1302
1293
1291

[Print] I Export | [ Dione |

Suspended Transactions Report

Register Till
129 137
129 135
129 135

Cashier
20027
20027
20027

Table 3-1 describes the columns in the report.

08:04 A

Reason Code Total
OperatorRequest £99 .95
CustormerRequest 290,99
OperatorRequest 7.50

[Print] I Export | [ Done |

Table 3-1 Suspended Transactions Report Columns

Column

Description

Transaction #

The identifier of the suspended transaction.

Register

The register number at which the transaction was suspended.

Till

The identifier of the till in the register at the time.

Cashier

The employee number of the cashier who suspended the transaction.

Reason Code

The reason why the transaction was suspended.

Total

The total amount of the transaction.
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Reports

The following type of reports are available when closing the store:
= Summary Reports

» Till Reports

= Suspended Transactions Report

Reports can be printed or exported. For information on printing and exporting reports,
see Chapter 4.

Note: Reports are not displayed in the default locale for the
application. Dates are displayed in MM/DD/YYYY format. Time is
displayed in HH:MM format.

Summary Reports

The summary report that is displayed is dependent on the processing that was
completed:

= At the completion of reconciling a till, the Till Summary Report is displayed.

= At the completion of closing a register, the Register Summary Report is displayed.
This report only includes till information for transactions rung up on the register.

= At the completion of end of day processing, the Store Summary Report is
displayed. This report shows summary information for the store at the end of day.

Information presented in a summary report is categorized into the following sections.
These sections are the same for all summary reports.

s The Tender Summary section shows information on the tenders used during the
business day. The summary shows the expected amounts taken in and out for each
tender, the actual amount counted at reconciliation, and any count that is over or
under the expected amount.

s The Transaction Summary section shows information for all transactions for the
business day. A count and amount for each type of transaction is shown.

s The House Account Enrollment Summary section shows information on
applications for house accounts. A count of the approved applications and
declined applications is shown.

= The Statistical Summary section shows additional information including
discounts and fees charged during the business day. For each entry, a count and
amount is shown.

s The Count Summary section shows a count of the price changes and cancelled
transactions.

s The Tax Summary section shows information on taxable and non-taxable sales.
The total amount of sales tax for each tax jurisdiction and the total amount for all
jurisdictions is shown.

The following should be noted concerning the information in the reports:

s The financial information presents the tenders that were actually taken in and out
during the business day.

s The financial information on web orders that have been tendered (completed) is
included in the Till Summary Report.
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m Taxable transactions with non-taxable items are included in the Net Transaction
Taxable line of the Transaction Summary section. Items with tax overridden to
zero are considered non-taxable items.

Table 3-2 describes the columns in summary reports.

Table 3-2 Summary Report Columns

Column

Description

Tender Summary

Type of tender counted.

In Amount of that tender when the register was opened.

Out Amount of the tender expected when the register was closed.
Net The In amount minus the Out amount.

Counted Amount of that tender as counted by the cashier.

Over/Short The Net amount minus the Counted amount. If the count is over

the expected amount, a plus sign (+) is displayed next to the
value. If the count is under, the amount is enclosed in
parentheses.

Transaction Summary

Type of transaction counted.

House Account Enrollment
Summary

The number of house account applications approved and
declined.

Statistical Summary

Type of item, discount, or fee counted.

Count Summary

The number of price changes, cancelled transactions, no sale
transactions, and post voids.

Tax Summary

Amount of taxable and non-taxable sales.

Count

The number of times the transaction or price change occurred.

Amount

The total amount for the transaction, item, discount, or fee.

The next two figures show an example of a summary report. The Register Summary
Report is used as the example.
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Figure 3-10 Register Summary Report - First Part

Display Report

Select to Print or Export the report. Select Done to ’ Print ] ’ Export ] I Oore ]
continue,

Summary Report
Store 04241 /Register £#129
0772472007 12:20:55 P
Cashier: pos
Starting Date: 07/15/2007

Till Summary for #: 101

Open Float 200,00
Closing Float 220.00
OverfShort 20,00
Tender In Out Net Counted QOwver /Short
Summary

Cash 120.00 2.25 117.75 11775 0.00
e-Check 2750 0.00 2750 27.50 0.00
Deposited

Check 0.00 0.00 0.00 0 0.00
Ilail Barik,

Check MR 0.00 0.00 NS NS
\iza 0.00 0.00 0.00 0 0.00
IasterCard 0.00 0.00 0.00 0 0.00
AMER 0.00 0.00 0.00 0 0.00
Discowver 0.00 0.00 0.00 0 0.00
Diners 0.00 0.00 0.00 0 0.00
B 0.00 0.00 0.00 0 0.00
House Card 0.00 0.00 0.00 0 0.00
Diekit 0.00 0.00 0.00 0 0.00
Gift Card 0.00 0.00 0.00 0 0.00
Gift

Cartificate 0.00 0.00 0.00 0 0.00
Travelzrs 60,00 000 8000 £0.00 0.00
Checks

Revblore 0.00 000 000 0 0.00
Coupon

Store Credit 0.00 0.00 0.00 0 0.00
Mall Gift

Certificate 0.00 0.00 0.00 0 0.00
PO Tender 0.00 0.00 0.00 0 0.00
Money Order 40.00 0.00 40.00 40.00 0.00
Totals 247.50 2,25 245,25 245,25 0.00
Transaction Summary Amount
Met Transacton Taxabls 147,50
MNet Transacton MNon-Taxable 0.00
Til Fickip 0.00
Till Pickup (CAD) 0.00
Til Loan 0.00
Til Pay In 0.00
Til Pay Ot 0.00
House Account Payment 0.00
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Figure 3-11 Register Summary Report - Second Part

Layamay Mew 0.00
Ly away Pickup 0.00
Layaway Payment 0.00
Layaway Delete 0.00
Special Order Mew 97 75
Special Order Complete 0.00
Special Order Cancel 0.00
Special Order Partial 0.00

House Account Enrollment Summary

House Account Applications Count
Approved 0
Declined 0
Statistical Summary Amount
Gift Cards Issued 0.00
Gift Cards Reloaded 0,00
Gift Cards Credit 0.00
Gift Cards Redesrmed 0,00
Gift: Certs, Issued 0.00
Gift Certs. Redeemed 0,00
Store Credits Issued 0.00
Store Credits Redesmed 0,00
Itern Employes Disc, 0,00
Trans. Employes Disc, 0,00
Transacton Discount 0.00
Item Discount 0.00
Itern Markdown 0.00
Paost Veoid Transacton 0,00
Mon-Merchandise 0.00
Line Itermn Delste 0.00
Layaway Fee 0.00
Layaway Delets Fee 0.00
Restocking Fee 0.00
Shipping Charges 0,00
Count Summary Count

Price Overrides 0
Frice Adjustrernts 0
Cancelled Trans. 1
Mo Sales 1
Post Voids 0
Tax Summary Amount
Sales Taxable 147 50
Sales Montaxable 0.00
Total SalesTax 0.00

End of Report

’Printl ’ Export ] ’ Done ]
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Value Added Tax

Value added tax (VAT) is a tax added at various stages of production based on the
value added to the product at that stage.

When VAT is enabled, there is no sales tax. Sales tax is not shown in the Transaction
Summary section. In the Tax Summary section, a summary of the VAT is shown
instead of sales tax. The following figure shows an example.

Figure 3-12 Tax Summary Section with VAT Enabled

Tax Summary Amount
Sales Taxable 147 50
Sales Montaxable 0.00

Tax Authority

VAT A 50,00
Total VAT 30.00
Till Reports

The till reports display financial information about a till at till reconcile. The Count Till
at Reconcile and Count Float at Reconcile parameters determine which reports are
displayed. For more information on the parameters, see the Oracle Retail Strategic
Store Solutions Configuration Guide.

Summary reports show counts and totals for each denomination. Detail reports show
the count and total for each type of tender defined for a denomination. For example, a
summary report shows totals for all credit cards. A detail report shows the count and
amount for each type of credit card.

s When Count Till at Reconcile is set to Summary, the Till Count Summary Report is
displayed.

= When Count Till at Reconcile is set to Detail, the Till Count Detail Report is
displayed.

= When Count Float at Reconcile is set to Summary, the Till Float Summary Report is
displayed.

= When Count Float at Reconcile is set to Detail, the Till Float Detail Report is
displayed.

»  If the parameter is set to No, the report is not displayed.

The following figures show examples of a Till Float Detail Report and a Till Count
Detail Report. The summary versions of each these reports show only the totals for
each denomination.
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Figure 3—13 Till Float Detail Report

Display Report

Select to Print or Export the report. Select Done to continue, ’ Print ] ’ Export ] ’ Done ]

Reconcile Till Float Count Report
Store 04241 /Register #129
02,04, 2007 1102 An
Cashier: pos

Till TD: 110
Denomination Cash Amount
Count
Pennies S0 0.50
Pickels 10 0.50
Dimes 15 1.50
Cuarters 10 2.50
Half-Ciolars 0 0.00
$1 Cains 0 0.00
$1 Bils 20 20.00
42 Bils u] 0.00
45 Bils =) 25.00
$10 Bils 3 20.00
$20 Bils 1 20.00
150 Bils u] 0.00
$100 Bils 0 0.00
Totals 100,00

[Print] [ Export ] [ Done ]

3-16 Oracle Retail Back Office User Guide



Closing the Store

Figure 3—14 Till Count Detail Report - First Part

Display Report
Select to Print or Export the report. Select Done to continue.

Reconcile Till Count Report
Store 04241 /Register #129

08/04,2007 11:10 AM

Cashier: pos
Till ID: 110

Denomination Cash Count

Pennies
MNickels
Dimes
Quarters
Half-Dallars
%1 Coins
31 Bills
32 Bills
35 Bills
310 Bills
$20 Bil
450 Bills
$100 Bilz
Totals

Denomination Deposited Check Count

Totals

Denomination E-Check Count

Taotals

Denomination Credit Count
Visa

IWlasterCard

Armerican Express

Discover

Diners

Haoze Card

B

Taotals

Denomination Coupon Count

Totals

Denomination Gitt Certificate Count

Totals

Denomination Mall Certificate Count

Totals

Denomination Gift Card Count

Totals

S0
10
15
10

[l

OO WO

[on e i e I Y o I o Y o B e

[Prlnt] [ Export ] [ Done ]

Amount

0.50
0.50
150
250
0.00
0.00
20,00
0.00
25.00
30.00
20,00
0.00
0.00
100,00

Amount

423.25

Amount
0.00

Amount

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Amount

0.00

Amount

0.00

Amount

0.00

Amount

0.00

Store Operations 3-17



Bank Deposits

Figure 3—15 Till Count Detail Report - Second Part

Denomination

Totals

Denomination

Totals

Denomination

Totals

Denomination

Totals

Denomination

Totals

Totals

CA Totals

Bank Deposits

Traveler's Check

Debit Count

Store Credit Count

Purchase Order Count

Money Order Count

End of Report

=

Amount
1,400.00

Amount

0.00

Amount

0.00

Amount

0.00

Amount

0.00

2,252.82

0.00

lPrmt] [ Export ] [ Dane ]

The Bank Deposit function creates a bank deposit and displays a report detailing
individual totals that make up the deposit. The store must be open in order to perform
a bank deposit, but it may be performed at any time during the day. The type of count
performed depends on the setting for the Count Deposit Tender parameter. The
parameter can either be set to Summary or Detail. Follow the set of steps for the

appropriate setting:

= For a Summary count, see Creating a Summary Bank Deposit.

s For a Detail count, see Creating a Detail Bank Deposit.
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Creating a Summary Bank Deposit

When the Count Deposit Tender parameter is set to Summary, the Select Bank Deposit
Tender screen is used to enter the total amounts for deposit for each tender type.

To create a summary bank deposit:

1. Click the StoreOps tab.
2. Click the Store subtab.

3. Click the Bank Deposit left navigation link. The Select Bank Deposit Tender screen

is displayed.

Figure 3-16 Summary Bank Deposit Tender Screen

Select Bank Deposit Tender

Select a tender type for deposit, or select Save.

Tender Type

Cash

Deposited Check
Traveler's Check
Money Order
CAD Cash

CAD Check

CAD Traveler's
Check

Total
CAD Total

Expected
Total

919.68
781.65
1,020.00

40,00

2,761.33
0.00

Refrash Total ] [ Save ]

Entered Total

0.00

0.00

0.00

0.00

’ Refresh Total ] ’ Save ]

4. In the Bank Deposit Tender screen, enter the total for each type of currency in the

given fields.

5. Click Refresh Total.

6. To save the total, click Save. A report is displayed. See Store Bank Deposit Report.
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Creating a Detail Bank Deposit

When the Count Deposit Tender parameter is set to Detail, the Select Bank Deposit
Tender screen is used to select a tender type and then enter detailed information for
the deposit. Only one tender type may be selected at a time. On this screen, you also
calculate the amount for deposit.

To create a detail bank deposit:

1. Click the StoreOps tab.

2. Click the Store subtab.

3. Click the Bank Deposit left navigation link. The Select Bank Deposit Tender screen
is displayed.

Figure 3—-17 Select Bank Deposit Tender Screen

Select Bank Deposit Tender

Select a tender type for deposit, or select Save.
TenderType | PPIERT S

Cash 919.68 919.68
Deposited Check 260,55 260,55
Traveler's Check 1,020,00 1,020.00
Money Order 40,00 40,00
CAD Cash 55.00 55.00
CAD Check 0.00 0.00
ﬁraveler's 0.00 0.00
Total 2,240.23 2,240.23
CAD Total 55.00 55.00

4. To select a tender type for deposit, click the tender type name. The Detail Currency
Count screen is displayed.

5. Enter the quantity of each type of tender.
= To count cash, see Setting the Detail Currency Count.
= To count checks, see Setting the Tender Detail.

6. Select another tender type or save the bank deposit. To save the bank deposit, click
Save. A report is displayed. See Store Bank Deposit Report.
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Setting the Detail Currency Count

The Detail Currency Count screen to used to count cash for a bank deposit, till
reconcile, and till open. For each type of currency, enter the count. To view the total
amount entered, click Refresh Total. When you are done entering counts, click Next.

Figure 3—18 Detail Currency Count Screen

Detail Currency Count

Enter the quantity of each type of currency. Select Refresh Total to view the total amount entered.

Pennies: |45 1 Dollar Bills: 100
Nickels: |20 2 Dollar Bills:
Dimes: 55 5 Dollar Bills: |20
Quarters; 150 10 Dollar Bills: 20
Half-Dollars: 20 Dollar Bills: |15
1 Dollar Coins: 50 Dollar Bills:

100 Dollar Bills:

Total: 744 .45

Refresh Total

[ et

Setting the Tender Detail

The Detail screen is used to count tender for a bank deposit or till reconcile. All entries
and the total amount of all the entries are displayed.

Enter an amount for the tender and click Add. To remove an entry, check the box in the
Select to Remove column next to the amount and click Remove. When you are done
entering amounts, click Next.

Figure 3-19 Deposited Check Detail Screen

Deposited Check Detail

Enter the amount of each Deposited Check and select Add. When finished [ Mext l [ SN
select Next.
Deposited Check: 500,00 Add
Select to Deposited Amount
Remove Check
O 1 100.00
O 2 200.00
Total: 300.00

Results 1-2 of 2

[ I et H Remove
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Store Bank Deposit Report

When a bank deposit is saved, the Store Bank Deposit report is displayed.

Figure 3-20 Store Bank Deposit Report

Bank Deposit Report

Select to Print or Export the report, Select Done to continue.

07 /17 /2007
Store: 04241

Count

Count

Count

Count

Count
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Store Bank Deposit Report
11:25 AM
Cashier: pos

Cash Total
919.68
Check Total
ArmoLint
260,55
Traveler's Check Total
ArmoLint
1020.00
Money Order Total
ArmoLint
40.00
Canadian Cash Total
55.00
Canadian Check Total
Amount
0,00
Canadian Traveler's Check Total
Amount
0,00

Total Deposit
2240.23

Total Canadian Deposit
55.00

[F’rintl [ Export ] [ Dane ]
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This report contains the following information:

Date and time the bank deposit was created

Store where the bank deposit was created

User ID of the cashier who created the bank deposit

Total amount for each type of tender and a count of the tender

Total amount of the deposit

To export the report, click Export. To print the report, click Print. To return to the Select
Bank Deposit Tender screen, click Done.
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Reports

The Reports tab enables you to view, export, and print reports. The reports provide
summaries of store activity and performance. The report output can be tailored based
on ad hoc report settings. Reports viewed frequently can be added to a list of Favorite
Reports. Favorite reports can be scheduled on a repeating basis.

Note: Reports do not use the application default locale but are
displayed in the English - United States locale. Dates are displayed in
MM/DD/YYYY format. Time is displayed in HH:MM format.

For more information, see the following sections:
s Overview

m  Accessing Reports

s My Favorite Reports

= Report Schedules

s Descriptions of Available Reports

Overview
From the Reports tab, you can access summary reports on the status of sales and
financial data collected through Oracle Retail Point-of-Service.

Report Subtabs

Under the Reports tab, a report is accessed by choosing the appropriate subtab and left
navigation link. Table 4-1 lists the available reports. For a description of each report,
see Descriptions of Available Reports.

Table 4-1 Available Reports

Reports Subtab Reports

Sales = Flash Sales
= Sales Summary by Register

= Hourly Productivity

Financial = Over and Short by Cashier
= Over and Short by Register
= Bank Deposit
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Report Action Buttons

The action buttons in a report screen provide you with a variety of options specific to
that screen. Table 4-2 lists the action buttons and describes what they do.

Table 4-2 Report Buttons

Button Function

Add Adds a report schedule

Add to Favorites Adds a report to My Favorite Reports

Adhoc Enables you to select criteria for viewing a report

Done When viewing an ad hoc report, returns you to the displayed

report screen where the Adhoc button was selected

Export Exports a report to an external file

Print Prints a report

Remove Removes a favorite report

Save Saves a report schedule definition

Schedule Report(s) Adds reports to a report schedule

View Displays a report based on the ad hoc report settings selected
Ad Hoc Report Settings

The Report Settings screen is used to tailor the report content. The start and end dates
covered by the report and the report information that is included can be chosen.

The start and end dates for the report are chosen by selecting a reporting period or
entering start and end dates. The following reporting periods can be selected from a
menu:

s Today

»  Week to Date

= Month to Date

»  Year to Date

s Previous Day

= Previous Week
= Previous Month
s Previous Year

Report information sets which data is included in the ad hoc report. A store number
can be entered and other options can be selected from menus. Each report with ad hoc
capability has a subset of the following options enabled for selection:

s Store

s Department

»  Merchandise Hierarchy
= Cashier

= Register

s Time Increment
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An report information option may include the selection of All and None. None selects
a summary of the data. For example, if you select All for Register, one row of data for
each register is displayed in the report. If you select None, only one row is displayed
with the data totalled for all registers.

For an example of a report settings screen, see Figure 4-2. To see the list of settings
available for each report, see Descriptions of Available Reports.

Drill Down Reports

If you select a hyperlink within the report data, the drill down report is displayed with
data for the selected hyperlink. For example, in a report that shows a list of
departments, you can drill down to see data for a specific department. In most
instances, the columns do not change when the drill down report is displayed. Drill
down reports do not have the ad hoc capability.

Unavailable Data

Unavailable data in a report is handled in the following ways:
» If no data is available for a report, "No Data Available" is displayed.

»  If specific data in a report is not available, dashes are displayed.

Report Header

The header portion of a report contains the following information:
»  Title of the report

»  The business start and end dates covered by the report or the current date for
those reports which cover only the current business day

»  The system date and time when the report was generated
Additional information is also included in the report when applicable:
= Store number, register number, and till number

= Name of the cashier responsible for the data covered in the report

= Report settings selected

Accessing Reports

You can view, export, and print reports. You can also save reports as favorite reports.

Viewing a Report

You can view any of the reports listed under the Reports tab. You can also select
criteria for the report content.

To view a report:

1. Click the Reports tab.

2. Click the subtab of the report category you want to view.
3. Click a specific left navigation link to display that report.
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Figure 4-1 Example of Displayed Report Screen

Today's Flash Sales Report Reports > Sales = Today's Flash Sales Report

Select to Ad hoc the
report, Print the report,

Export the report, Add to [ Adhoc ] [Prlnt] I Export I [ Add to Favorites
Favorites.
Report Period: | Today h
Today's Flash Sales Report
Start 07/21/2007 Run 07/21/2007
Date: Date:
End 07/21/2007 01:03 P
Date:
Store MNumber of  Number S\{?reg]e Average Total Total SLaIes
Name Transactions of Units IS Per  Transaction Sales Returns €55
Transaction Returns
Lakeline 1 2,00 2,00 129094 129094 0.00 129094
Ml
Total 1 2.00 200 129094 129094 0.00 1290.94

[ Adhoc | [Print] [ Export | [ Add to Favorites |

4. To see data for a different reporting period, select a report period from the menu.

5. To select criteria for the report content, click Adhoc. The Report Settings screen is
displayed.

Figure 4-2 Example of Report Settings Screen

Report Settings - Flash Sales Reports = Sales = Flazh Sales

Enter criteria and select View, [ Wiew ] ’ Add to Favorites

Date Range:

© Run report by
Reporting Period:

@ Run report by date range:

Eyﬂ.rz»]m? [ )
Start Date: | 1 End Date: | | =
(M) 5] (Midhey) :..?"I:2 107 | =

Report Options:
Store:
Department: All v

Merchandise Hierarchy: :'A|| I

[View” Add to Favorites ]

Changes to criteria can be made by entering new information into the fields or
choosing different options from the menus.

6. To display the ad hoc report, click View.
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Figure 4-3 Example of Adhoc Report Screen

Flash Sales Ad hoc Report Reports = Sales > Flash Sales Ad hoc Repart

Select to Print the report,
Export the report, Add to

Favorites; or Done to ’Print] ’ Export ] I Add to Favorites ] ’ Done ]
continue,
Flash Sales Ad hoc Report
Start Date: 07/21/2007 Run Date: 07/21/2007
End Date: 07/21/2007 01:11 PM
Store:  04241- Lakeline
I
Department: Al
Merchandise Al
Hierarchy:
Number of Number Sv-?i?e Average Total Total IS_aIes
Transactions of Units NS PEr  Jransaction Sales Returns €55
Transaction Returns
Mizcelaneous 1 2,00 2.00 129094, 1290.94 0.00  1290.94
Equiprment 1 1,00 1.00 29995 89995 0.00 899,95
Sl 1 1.00 1.00 39099 390,99 0.00 390,99
Stralers
Total 1 2,00 2.00 129094 1290.94 0.00  1290.94

[Print] [ Export ] I Add to Favorites ] [ Done ]

7. To add the report to your favorites, click Add to Favorites. The report is added to
the My Favorite Reports list. See Figure 4-4.

8. When you are done viewing the report, click Done.

Exporting a Report

The Export Report screen is used to export a displayed report. Exporting a report
creates a new external file of the report that can be viewed outside of Oracle Retail
Back Office.

To export a report:
1. Click Export. The Export Report screen is displayed.
2. Change the name of the exported file.

3. Select an output format from the menu. Table 4-3 describes the available formats.

Table 4-3 Output File Formats

Format Type Definition

PDF Portable Document Format, a read-only file that can be read
using Adobe Reader

RTF Text format, viewable in an application such as Notepad

HTML A file with HTML tags that can be viewed as a web page

Csv Comma separated values that can be read in software such as
Microsoft Excel

4. To export the report, click Save. When you are done exporting the report, click
Done.
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My Favorite Reports

Printing a Report

To print the report being displayed, click Print. Your web browser displays a print
setup dialog box.

My Favorite Reports

Reports can be saved for easy access. These reports are saved under My Favorite
Reports. The list of favorites is created by choosing the Add to Favorites button when
viewing a report. You can schedule or view favorite reports, or remove the reports
from the favorites list.

Viewing Favorite Reports

On the My Favorite Reports screen, you can view your favorite reports:
1. Click the Reports main tab.

2. Click the My Favorite Reports subtab. The My Favorite Reports screen is
displayed.

Figure 4-4 My Favorite Reports Screen

My Favorite Reports

Select areport to view, or edit the settings. [ Schedule Report(s) ] ’ Remove
Select to
Schedule or Favorite Name Settings
Remove

Previous Week, Hierarchy: Commerce
O Weekly Bank Deposits Hierarchy == Fnterprise == South ==

Texas = Austn

Today, Herarchy: Cormmerce Hierarch
O Daily Hash Sales = Enterprise = South => Texas >

Austin

[ Schedule Report(s) | [ Remave

Table 4—4 describes the information shown for each favorite report.

Table 4-4 My Favorite Reports Columns

Column Description

Select to Schedule or A checked box indicates the report is selected to be added to a
Remove report schedule or removed from this list

Favorite Name Name assigned to the report

Settings Report period and hierarchy chosen for the report

3. To display a report, click the link for the report in the Favorite Name column.

4. To add a report to a schedule, check the box in the Select to Schedule or Remove
column and click Schedule Report(s). The Report Schedule Definition screen is
displayed. See Figure 4-6.
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Editing Report Settings
On the Favorite Report screen, you can edit the settings for a favorite report. To edit
the report settings:

1. Click the My Favorite Reports subtab.

2. Click the settings link across from the report name. The Favorite Report screen is
displayed.

3. You can change the name of the favorite report and the date range. When you
have made your changes, click Save.

Removing Favorite Reports

On the My Favorite Reports screen, you can remove any of the reports. To remove
reports:

1. Click the My Favorite Reports subtab.

2. Check the boxes in the Select to Schedule or Remove column next to the reports to
remove.

3. Click Remove. The reports are removed from the schedule.
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Report Schedules

The Report Schedules screen displays a list of the define report schedules and enables
you to add and remove report schedules.

A report schedule is used to execute favorite reports on a repeating basis. A report
must be defined as a favorite report before it can be added to a report schedule.

To work with scheduled reports:

1. Click the Report Schedules subtab. The Report Schedules screen is displayed.

Figure 4-5 Report Schedules Screen

Report Schedules

Select an existing schedule, or select to Add or Add
Remowve a schedule.

Selzat Report Schedule Name Favorites Included Outputs
Remove
Weekly Austin Bank Deposits ‘weekly Bank Deposits Dashboard:
Repeating ; DailyfStartTime Email;

Table 4-5 Report Schedules Columns

Column Description

Select to Remove A checked box indicates the report schedule has been selected to
be removed

Report Schedule Name The name of the report schedule and the run date and time

Favorites Included List of favorite reports included in the report schedule

Outputs List of recipients and the type of output received when the

report schedule executes

2. To edit an existing report schedule, click the name of the report schedule. The
Report Schedule Definition screen is displayed. See Defining the Report Schedule.

3. Toadd a new report schedule, click Add. The Report Schedule Definition screen is
displayed. See Defining the Report Schedule.

4. To remove a report schedule, check the box for the Report Schedule in the Select to
Remove column. Click Remove.

Defining the Report Schedule

On the Report Schedule Definition screen, you select the settings for a report schedule.
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Figure 4-6 Report Schedule Definition Screen

Report Schedule Definition

Enter Schedule Name, Favorites Included, Run Date, Run Time, S .
: : ave
and Qutput information, and press Save.

Schedule Name

Name: Daily Austin Flash Sales [

Favorites Included

Choose Add to add a new favorite to this schedule, or to remove a favorite select the checkbox and
choose Remove.

Favorites: ‘Weekly Bank Deposits » |>|<

Select to
Remove

O Daly Flash Sales

Favorite Name

Run Date

|Select a Begin Date and set Repeating options as needed

BeginDate:  [7/31,9 7 m
calnDate: 7/21/07 ™

Repeating

End Date: ® Last Run Date: | 7/21/08 ]
o Duraton: [ | Days
O Mo end
Repeat: \Daily | v||StartTime v |

'Run Time

Choose Add to add a new scheduled time, or to remove a scheduled time select the checkbox and
choose Remove.

Time:
R e B
[AM v
L —]
Select to Scheduled Times
Remove
o 7:00 PM
Outputs
Choose Add to add a new output, or to remove an existing output select the checkbox and choose
Remove.

Send via: | EMail ~ [ To: [pos@oracle.corlx File Type: |[PDF v Rermove

Select to
Remove

O EMAIL pos@orack.com POF

Send to Recipient File Type

* =

Required
|field

|
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To set the report schedule:
1. Enter the schedule name.

2. To add a new favorite report to the schedule, select a report from the Favorites
menu and click Add. To remove a report from the schedule, check the box in the
Select to Remove column and click Remove.

3. Choose the run date and time.
a. Enter the begin date.

b. If you want to run the report on a repeating basis, click Repeating. Choose the
end date and how often you want the report to be executed.

c. Enter the run time. If you choose the report to be executed daily at an interval,
enter the interval. For example, to execute the report every 30 minutes, enter
00:30. Otherwise, enter a time between 00:00 and 23:59 when you want the
report to run. Click Add. The time is added to the list. Multiple times can be
chosen. If you want to remove a time from the list, check the box in the Select
to Remove column for the time and click Remove.

4. To send reports to an e-mail account, choose Email from the menu. Enter the
e-mail address and choose the file type. Click Add.

5. Click Save. The report schedule is saved.

Removing Report Schedules

On the Report Schedules screen, you can remove any of the report schedules. To
remove report schedules:

1. Click the Report Schedules subtab. The Report Schedules screen is displayed. See
Figure 4-5.

2. Check the boxes in the Select to Remove column next to the report schedules you
wish to remove.

3. Toremove the selected schedules, click Remove.

4-10 Oracle Retail Back Office User Guide



Descriptions of Available Reports

Descriptions of Available Reports

Sales

These following types of reports are available through the Reports tab:
= Sales

s Financial

Sales reports present data on store sales. To access the reports, select the Sales subtab.
The following reports are available by selecting a left navigation link:

= Flash Sales
= Sales Summary by Register
»  Hourly Productivity

Flash Sales

The Flash Sales report displays information regarding store sales performance.

Figure 4-7 Flash Sales Report

Today's Flash Sales Report Reports = Sales = Today's Flash Sales Report

Select to Ad hoc the report,

Print the report, Export the [ adnoc | [Print] [ Export | [ Add to Favorites
report, Add to Favorites,

Report Period: | Today e
Today's Flash Sales Report
Start 07/21/2007 Run 07/21/2007
Date: Date:
End 07/21/2007 02:15 PM
Date:

Average
Units Per
Transaction

Store Mumber of  Mumber
Mame Transactions of Units

Average Total Total Sales Less
Transaction Sales Returns Returns

Lakeline 2 5.00 2.50 73546 147093 0.00 1470.93
E
Total 2 5.00 2.50 73546 147093 0.00 147093

[ Adnoc | [Print ] [ Export | [ Add to Favorites
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Table 4-6 describes the columns in flash sales reports.

Table 4-6 Flash Sales Report Columns

Column

Description

Store Name

Identifier of the store whose flash sales are shown.

Department

Department whose flash sales are shown.

Merchandise Hierarchy

Level in the merchandise hierarchy whose flash sales are shown.

Number of Transactions

Total of the sales transactions sold plus the picked up layaway
transactions plus the completed special orders transactions
minus any post void transactions.

Number of Units

Total of the sale units sold plus the picked up layaway units
plus the completed special orders units minus any post void
units.

Average Units Per
Transaction

Number of Units divided by the Number of Transactions.

Average Transaction

Total Sales divided by the Number of Transactions.

Total Sales

Total of the taxable sales plus the non-taxable sales.

Taxable Sales equals the total of taxable items sold minus voids
(tax not included). Includes the extended price of the item when
a layaway or order is picked up.

Non-taxable Sales equals the nontaxable items sold minus
voids. Includes the extended price of the item when a layaway
or order is picked up.

Total Returns

Total of the non-taxable returns plus the taxable returns minus
tax.

Sales Less Returns

Total Sales minus Total Returns

Non-merchandise items, gift card sales, and gift card reloads are not included in the
reports. Sales are reflected at the kit component level.

The order of the rows in any of the Flash Sales reports is based on the Sales Less
Returns column. The entries are listed in descending order starting with the highest
amount. For example, if the report shows a list of departments, the list starts with the
department with the highest sales less returns amount. This makes it easy to identify
the departments producing the most sales.

The following ad hoc criteria is available for this report:

= Reporting period or date range

s Store

s Department (All, None, or department name)

s Merchandise hierarchy (All, None, or merchandise hierarchy level)
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Flash Sales Department Drill Down Selecting a store name link in the Flash Sales report
displays this drill down report. Specific sales performance for each department in the
store is shown.

Figure 4-8 Flash Sales Department Drill Down Report

Teday's Department Drilldown Reports = Detall = Today's Department Drilldown Report
Report
Select to Print the report, Export ’ Print ] ’ Export ] ’ Add fo Favorites

the report, Add to Favorites.

Flash Sales Department Drilldown Report
Start Date: (7/21/2007 Run Date: 07/21/2007

End Date: 072172007 02:23 P
Store: (04241 Lakeline Mal

Department Number of  Number L?r:(:;aF?;' Average Total Total Sﬁ'alse;
P Transactions of Units - Transaction Sales Returns
Transaction Returns
2 4.00 2,00 705,46 141093 0.00 1410.92

Miscelaneous

Wornen 1 1.00 100 B0.00 60,00 0.00 £0.00
fpparel
Total 2 5.00 2,50 735460 147093 0.00 1470.93

[Print] [ Export ] [ Add to Favorites

For a description of the columns in this report, see Table 4-6.
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Flash Sales Merchandise Hierarchy Drill Down Selecting a department in the Flash Sales
Department Drill Down report displays the specific sales performance for the
merchandise hierarchy in that department.

Figure 4-9 Flash Sales Merchandise Hierarchy Drill Down Report

Today's Merchandise Hierarchy Reports = Detail » Today's Merchandise Hierarchy Drilldown Report
Drilldewn Report

Select to Print the report, Export

the report, Add to Favorites. [Print] [ Export ] [ Add to Favorites ]

Flash Sales Merchandise Hierarchy Drilldown Report
Start Date: (077212007 Run 07 2172007

Date:
End Date: 07,/21/2007 02:25 P

Store: 04241-
Lakeline Mal
Department: Miscelaneous

Merchandise  Number of MNumber S‘{?r?e Average Total Total ?_ales
Hierarchy  Transactions of Units NS P Jransaction Sales Returns €S8
Transaction Returns
Equiprment 1 1.00 1.00 89995 83995 0.00 899,95
B2y 1 1.00 1.00 29099 390.99 000 39099
Strollers
Bzgz, Rede 1 1.00 1.00 9999 9999 000 99,98
& Carriers
Jeans 1 1.00 1.00 20,00 20.00 0.00 20,00
Total 2 4.00 2.00 141093 1410.93 0.00 1410.93

[Print] [ Export ] [ Add to Favorites

For a description of the columns in this report, see Table 4-6.
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Sales Summary by Register

The Sales Summary by Register report shows a summary of store sales by register for
the current store. Register sales are based on gross sales and do not include sales tax.

Figure 4-10 Sales Summary by Register Report

Today's Sales Summary by
Register Report

Select to Ad hoc the report,
Print the report, Export the
report, Add to Favorites.

Report Period: | Today

Start 07/21/2007

Reports = Sales = Today's Sales Summary by Register Report

[ Adhoc ] lPrmt] [ Export ] [ Add to Favorites

Today's Sales Summary by Register Report

Run 07/21/2007

Date: Date:
End 07/21/2007 02:27 PV
Date:
Regist Number of Average MNumber 'j\u_(iraqe Total Total SLaIes
€9ISter  Transactions Transaction of Units Mits per Sales  Returns €55
Transaction Returns
Register 2 735.46 5.00 250 147093 0.00 1470.93
129
Total 2 735.46 5.00 2,50 147093 0.00 1470.93

[ Adhoc ] lPrmt] [ Export ] [ Add to Favorites

Table 4-7 describes the columns in this report.

Table 4-7 Sales Summary by Register Report Columns

Column

Description

Register

Register whose sales are shown.

Number of Transactions

Total of the sales transactions sold plus the picked up layaway
transactions plus the completed special orders transactions
minus any post void transactions.

Number of Units

Total of the sale units sold plus the picked up layaway units
plus the completed special orders units minus any post void
units.

Average Units Per
Transaction

Number of Units divided by the Number of Transactions.

Average Transaction

Total Sales divided by the Number of Transactions.

Total Sales

Total of the taxable sales plus the non-taxable sales.

Taxable Sales equals the total of taxable items sold minus voids
(tax not included). Includes the extended price of the item when
a layaway or order is picked up.

Non-taxable Sales equals the nontaxable items sold minus
voids. Includes the extended price of the item when a layaway
or order is picked up.
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Table 4-7 (Cont.) Sales Summary by Register Report Columns

Column Description

Total Returns Total of the non-taxable returns plus the taxable returns minus
tax.

Sales Less Returns Total Sales minus Total Returns

Non-merchandise items, gift card sales, and gift card reloads are not included in the
reports. Sales are reflected at the kit component level.

The order of the rows in any of the Flash Sales reports and the Sales Summary by
Register report is based on the Sales Less Returns column. The entries are listed in
descending order starting with the highest amount. For example, if the report shows a
list of departments, the list starts with the department with the highest sales less
returns amount. This makes it easy to identify the departments producing the most
sales.

The following ad hoc criteria is available for this report:
= Reporting period or date range
= Store

= Register (All or register number)
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Hourly Productivity

The Hourly Productivity report shows flash sales broken down by time increments,
such as hours. Each row, or time increment, shows the cumulative total of each column
since the start of the reporting period. To calculate the sale's performance for a specific
time increment such as an hour, you need to manually subtract the hour's sales
information from the next hour's sales information.

Figure 4-11 Hourly Productivity Report

Today's Hourly Productivity Report Reports = Sales » Today's Hourly Productivity Report
Select to Ad hoc the report, Print

the report, Export the report, Add to [ adnoc | [Print] [ Export | [ Add to Favorites
Favorites.

Report Period: | Today 2

Today's Hourly Productivity Report

Start Run
Date: 072172007 Date: 072142007
End .
Date: 07/21/2007 01:24 P
Time Number Of Average Number L‘?:S;a;:r Total Total IS_E‘:_ISZS Percent of
Transactions Transaction Of Units - Sales Returns Sales
Transaction Returns
10000 -
10,59 - - - - - - - -
Al
11:00 -
1159 1 129094 2.00 2.00 129094 000 129094 28%
Al
1200 -
1259 2 73546 5.00 250 1470493 000 1470593 100%
P
01:00 -
01:59 2 T3040 500 2500 147093 000 147092 100%%
P

[ Adnoc | [Print ] [ Export | [ Add to Favorites
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Table 4-8 describes the columns in this report.

Table 4-8 Hourly Productivity Report Columns

Column Description
Time Time period for which sales are shown.
Number of Transactions Total of the sales transactions sold plus the picked up layaway

transactions plus the completed special orders transactions
minus any post void transactions.

Number of Units Total of the sale units sold plus the picked up layaway units
plus the completed special orders units minus any post void
units.

Average Units Per Number of Units divided by the Number of Transactions.

Transaction

Average Transaction Total Sales divided by the Number of Transactions.

Total Sales Total of the taxable sales plus the non-taxable sales.

Taxable Sales equals the total of taxable items sold minus voids
(tax not included). Includes the extended price of the item when
a layaway or order is picked up.

Non-taxable Sales equals the nontaxable items sold minus
voids. Includes the extended price of the item when a layaway
or order is picked up.

Total Returns Total of the non-taxable returns plus the taxable returns minus
tax.

Sales Less Returns Total Sales minus Total Returns

Percent of Sales Sales less Returns for the time period divided by total Sales Less

Returns for the business day.

Non-merchandise items, gift card sales, and gift card reloads are not included in the
reports. Sales are reflected at the kit component level.

Note: The default report displays every hour increment of the
calendar day from 12:00 AM to 11:59 PM for all cashiers and all
registers. Whenever a retailer has business hours other than the
default 12:00 AM to 11:59 PM, the ad hoc report should be used.

The following ad hoc criteria is available for this report:

= Reporting period or date range (Year to Date and Previous Year are not available
for this report)

s Store

s Time increment of 15, 30, or 60 minutes
= Register (All or register number)

»  Cashier (All or cashier name)

If you select a reporting period other than Today, the time increments reflect
productivity across the selected reporting period. For example, if you select the Month
to Date reporting period, sales information for the month up through the current date
is displayed broken out by the time increment. This enables you to identify special
characteristics about the sales time periods across the reporting period.
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Financial

Financial reports cover financial information. To access the reports, select the Financial
subtab. The following reports are available by selecting a left navigation link:

= Bank Deposit
= Over and Short by Cashier
= Over and Short by Register

Bank Deposit

Throughout the course of a day, a retailer may need to deposit funds in a bank in order
to reduce the amount of cash kept in the store. To track these deposits quickly and
easily, the Bank Deposit Report is used.

The information about a deposit is entered in Back Office. The order of the deposits
shown in the report is based on the creation date and time and starts with the most
recent deposit for a given time period.

Figure 4-12 Bank Deposit Report

Today's Bank Deposit Report Reports = Financial = Today's Eank Deposit Report
Select to Ad hoc the report, Print the report, Export
the report, Add to Favorites. [ Adhoc ] [ Frint ] [ Export ] [ Add to Favorites
Report Period: | Today b
Today's Bank Deposit Report
Start Date: 07/17 /2007 Run Date: 07/17 /2007
End Date: 07/17/2007 12:08 PM
Creation Date Creation Time Cashier Deposit Amount
07/17 /2007 11:25 AM Guest User 919.68 (CASH)
07 /A7 2007 11:25 AM Glest User 55,00 (Canadian CASH)
07/17 /2007 11:25 AM Guest User 260.55 (CHCK)
07 /17 /2007 11:25 AM Guest User 40,00 (MNYO)
07 /17 /2007 11:25 AM Guest User 1020.00 (TRAV)
0717 {2007 07:57 AM Guest User 500.45 (CASH)
07 /A7 /2007 0757 AM Glest User 106 .50 (Canadian CASH)

[ Achoc | [Print] [ Export | [ Add to Favorites |
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Table 4-9 describes the columns in the report.

Table 4-9 Bank Deposit Report Columns

Column Description

Creation Date The date on which the deposit was made.

Creation Time The time the deposit was made.

Cashier The first and last name of the cashier who made the deposit.

Deposit Amount | The total amount of the deposit for the tender type. The following tender
types are displayed:
= CASH

s CHCK - Check
= MNYO - Money Order
s TRAV - Traveler’s Check

The following ad hoc criteria is available for this report:

= Reporting period or date range

Over and Short by Cashier

The Over and Short by Cashier Report is a record of reconciliations which resulted in a
tender count over or under the expected amount. The main purpose for the report is to
detect fraudulent behavior.

This report is useful for retailers who have a business practice of cashier responsibility.
In some stores, a cashier is assigned a till with a certain amount of money. The till must
have an appropriate amount of money in it at the end of the cashier's shift. This report
enables the retailer to view the exact amounts the cashier is over or short on the
assigned till for a given time period.

This list of cashiers shown in the report is listed alphabetically by name.

Note: The Accountability parameter in the Point-of-Service
Reconciliation parameter group must be set to "Cashier". Otherwise,
this report displays the "No Data Available" message.
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Figure 4-13 Over and Short by Cashier Report

Today's Over and Short by Cashier Report Reports = Financial > Today's Over and Short by Cashier

Report
Select to Ad hoc the report, Print the report, - -
Export the report, Add to Favorites. l SUTE ] [Prlnt] [ Eoit ] l A0 D Fa oS
Report Period: | Today e
Today's Over and Short by Cashier Report
Start 07/21/2007 Run Date: 07/21/2007
Date:
End 07/21/2007 02:19 PV
Date:
Cashier Tender Type Ower /Short Amount
Guest User Cash (81.94)
E-Check +0.00

[ Adhoc | [Print| [ Bport || Add to Favorites

Table 4-10 describes the columns in the report.

Table 4-10 Over and Short by Cashier Report Columns

Column Description

Cashier The first and last name of the cashier who was responsible for
the count.

Tender Type The type of tender in the register. The tenders are displayed in

the same order as defined in the Tenders to Count at Till
Reconcile parameter. See the Oracle Retail Strategic Store
Solutions Configuration Guide for information on parameters.

Over/Short Amount The amount the register is over or short. If the amount is over, a
plus sign (+) is displayed next to the value. If the amount is
under, the amount is enclosed in parentheses.

The following ad hoc criteria is available for this report:
= Reporting period or date range
= Store

»  Cashier (All or cashier name)

Over and Short by Register

The Over and Short by Register Report is a record of the reconciliation for a register.

The report provides a set of data that can be compared with the expected tender
amount in the Point-of-Service. Typically, this report works in conjunction with the
Over and Short by Cashier Report. If the retailer sees a persistent inconsistency in the
Over and Short by Register Report, the retailer can access the Over and Short by
Cashier Report and compare the register and the cashier who have worked on that
register. The main purpose of this report is to detect fraudulent behavior.

This report is useful for retailers who have a business practice of register
accountability. In some stores, several different employees may use the same register.

Reports  4-21



Descriptions of Available Reports

The Over and Short by register report enables the retailer to view the exact amounts
any registers are over or short for a given time period.

Registers are displayed in the report whether the registers are open or closed. The
registers are listed in order by register number.

Note: The Accountability parameter in the Point-of-Service
Reconciliation parameter group must be set to "Register”. Otherwise,
this report displays the "No Data Available" message.

Figure 4-14 Over and Short by Register Report

Today's Over and Short by Register Report Reports = Financial = Today's Over and Short by Register Report
Select to Ad hoc the report, Print the

report, Export the report, Add to [ Adhoc | [Print| [ Bport || Add to Favorites
Favorites.

Report Period: | Today e

Today's Over and Short by Register Report

Start Date: O7f21/2007 Run Date: 07/21/2007
End Date: 07/21,/2007 03:22 PM
Date Register ID Tender Type Over /Short Amount
072172007
129 Cash (81.94)

[ Adhoc | [Print| [ Bxport | [ Add to Favorites |

Table 4-11 describes the columns in the report.

Table 4-11 Over and Short by Register Report Columns

Column Description

Date The date on which the over or short occurred.

Register ID The identifier of the register where the over or short occurred.
Tender Type The type of tender in the register. The tenders are displayed in

the same order as defined in the Tenders to Count at Till
Reconcile parameter. See the Oracle Retail Strategic Store
Solutions Configuration Guide for information on parameters.

Over/Short Amount The amount the register is over or short. If the amount is over, a
plus sign (+) is displayed next to the value. If the amount is
under, the amount is enclosed in parentheses.

The following ad hoc criteria is available for this report:
= Reporting period or date range
= Store

= Register (All or register number)
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Pricing

The Pricing tab enables you to create or edit prices through Price Promotions, Price
Changes, and Discount Rule options. Price promotions are temporary price reductions
for a set period of time while price changes are permanent changes in the price of an
item or group of items. Discount rules are used to apply price promotions to
combinations of items or multiple items for a temporary time period.

Note: If pricing information is being downloaded through Oracle
Retail Price Management, any changes made through the Back Office
Pricing tab will be overridden the next time pricing information is
downloaded.

The following topics are discussed:
ms  Price Promotions
»  Price Changes

s Discount Rules

Price Promotions

Price promotions are temporary price reductions for a set period of time. You can
search for, create, and edit price promotions. When creating a price promotion, you
enter the name and description of the promotion, the starting and ending dates, the
type of price reduction, and the amount of the reduction. You can then add items
included in the price promotion. You can also search for a price promotion, edit
summary information, change promotional prices, and add or remove items from the
promotion.
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Price Promotions

Searching for Price Promotions

The Price Promotion Search screen enables you to search and edit pending price
promotions.

To search for price promotions:

1. Click the Pricing tab.

2, Click the Price Promotion subtab.

3. (Click the Search left navigation link. The Price Promotion Search screen is
displayed.

Figure 5-1 Price Promotion Search Screen

Price Promotion Search

Enter Search Criteria

Search ] [ Clear Search
Promotion ID:
Promotion Name!
Start Date Later Than (M/d/yy): 7/1/07 sl Before (M/d/yy): |
End Date Later Than (M/d/yy): T Before (M/d/yy): ]
[ Search ] [ Clear Search |

4. Enter search criteria and click Search. You can search by promotion ID, promotion
name, start date, or end date.

5. If more than one matching result is found, select a promotion ID from the
displayed list. The details of the promotion are displayed. See Adding or Editing a
Price Promotion.

Note: If only one matching result is found, the details of the
promotion are automatically displayed, and step 5 is skipped.

Adding a Price Promotion

The add promotion function enables you to create a new price promotion.
To add a price promotion:

1. Click the Pricing tab.

2. Click the Price Promotion subtab.

3. Click the Add left navigation link. The Price Promotion Detail screen is displayed.
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Adding or Editing a Price Promotion
You can edit an existing price promotion or a newly created price promotion on the

Price Promotion Detail screen.

Figure 5-2 Price Promotion Detail Screen

Price Promotion Detail

Add Promotion Details, or Add and Remove items from the Price Promotion Detail. Select Done to return to
Price Promotion Search

Remove | [ Save ] [ Done ]

Promotion ID: NEW PROMOTION

Promotion Name: |End of surmmer clearance *

Description: |For seling summer seasonal merchandise

Start Date (M/d/yy): [7/18/07 | > Start Time (h:mm a): |9:00 || AW
End Date (M/d/yy): |7/28/07 | = > End Time (h:mm a): |8:00 ||[PM v %
Promotion Type: iPercent Off v # Amount: 20,00 | *

Priority: :1 |
Promotion Template Type: | "DEFAULT
Ttem Number: | | Add

* = Required Field

Select to Remove Ttem Number Description Template Type Regular Price Promotion Price
O 1234 CoolBox *DEFAULT v | 10.00 8.00
O 4435 Noosa Sunglasses |*DEFAULT v | 99.99 79.99

Results 1-2 of 2

Remove l [ Save ] [ Done ]

To edit or add a price promotion:

1. Enter the required fields. Required fields include promotion name, start date, end
date, promotion type, priority, start time, end time, and amount.

Note: Enter a numerical value for promotion priority. The higher the

number, the higher the priority. For example, 99 is a higher priority
than 1.

2. Toadd an item to the promotion, enter the item number and click Add. A
promotional price for the item is generated. Select a template type for the item.

Note: You can edit the promotional price that is calculated by the
system. The new price is displayed on the Promotion Detail screen.

3. To save the promotion, click Save. To return to Price Promotion Search page, click
Done.
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Editing the Item Price for a Price Promotion

On the Price Promotion Item Detail screen, you can change the new regular price of an
item within a price promotion.

To change the price of an item:
1. Click the current price of the item you wish to change. The Price Promotion Item

Detail screen is displayed.

Figure 5-3 Price Promotion Item Detail Screen

Price Promotion Item Detail

Edit the Promotional Price Amount

Item Number: 1234
Description: CoolBox
Selling Price: 10.00

Promotional Price: |3.00 *

2. Enter a new selling price.

3. To save the new price, click Save. The Price Promotion Detail screen is displayed.
See Figure 5-2. You can select another price to change.

5-4 Oracle Retail Back Office User Guide



Price Changes

Price Changes

The price change function enables you to create and edit a permanent price change for
a group of items or to search for a pending price change based on specific criteria. You
can search for price changes, add a price change, or edit the details of an existing or
new price change.

Searching for Price Changes
On the Price Change screen, you can search for existing price changes.
To search for a price change:
1. Click the Pricing tab.
2. Click the Price Change subtab.
3. Click the Search left navigation link. The Price Change Search screen is displayed.

Figure 5-4 Price Change Search Screen

Price Change Search

Enter Search Criteria, or select Price Change ID.

Price Change ID:

Description:

Effective Date Later Than: - Before:

(M/d/yy) T Midygy) 7 4

Ttem Number:

[ Search H Clear Search ]

4. Enter the search criteria. If no criteria is entered, the search is done for all pending
price changes.

5. Click Search.

6. If more than one matching result is found, select a price change ID from the
displayed list. The details of the price change are displayed. See Adding or Editing
a Price Change.

Note: If only one matching result is found, the details of the
promotion are automatically displayed and step 6 is skipped.
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Adding or Editing a Price Change

The Price Change Detail screen enables you to edit price change details, add a new
item to a price change, or change the price of an item within a price change.

Figure 5-5 Price Change Detail Screen

Price Change Detail

Edit price change details, or Add and Remove items

from the Price Done

Change. Select Done to return to Price Change Search.

Price Change ID: 042410000101
Price Change Type: @ Future
C Immedate
Description: [End of Year Clogeout

Effective Date | -
M7d/yy): |12/25/03 | 5] *

Price Change Template Type: MDEFALLT »

Item Number: *

* = Required field

e Existing Regular v
to Item Mumber Description Template Type pg_ g Regular
rice ;
Remove Price
O 7800 Dreliriurm BMX Bike HOEFALLT (v 279,99 219.99
0o 7801 Sup Charger BIVIX Bike | *DEFAULT v 199,99 149.99

Results 1-2 of 2

To edit or add a price change:
1. Edit or enter the details for the price change:

»  Select a price change type. For a price change that takes effect at a later date,
click Future. For a price change that takes effect immediately, click Immediate.

= Type in a new price change description.
= Enter a new effective date.

= Remove an item from the price change. Check the box next to the item and
click Remove.

= Add an item to the price change. Type in an item number and click Add. The
new item appears at the bottom of the screen.

= Change the price of an existing item. See Editing the Item Price for a Price
Change.

s Change the template type for the item.

2. To save all changes, click Save.

3. To return to the Price Change Search screen, click Done. The previous results are

displayed at the bottom of the screen.
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Editing the ltem Price for a Price Change

On the Price Change Item Detail screen, you can change the new regular price of an
item within a price change.

To change the price of an item:

1. Click the current price of the item you wish to change. The Price Change Item
Detail screen is displayed.

Figure 5-6 Price Change Item Detail Screen

Price Change Item Detail

Madify the Price Change and select Next, or select Done to return to Price )
ave
Change Detail.

Ttem Number: 7800

Description: Daliriurm BMx Bike
0ld selling Price: 279,99

Mew Selling Price: |219.99 *

* = Required field

2. Enter a new selling price.

3. To save the new price, click Save. The Price Change Detail screen is displayed. See
Figure 5-5. You can select another price to change.

Adding a Price Change
To add a price change:

1. Click the Pricing tab.
2. Click the Price Change subtab.

3. Click the Add left navigation link. The Price Change Detail screen is displayed. See
Figure 5-5.

4. Enter the price change information. Refer to Adding or Editing a Price Change.

Discount Rules

Discount rules are created to temporarily reduce the price of an item or group of items.
The discount rules apply to multiples or combinations of items. You can search for,
create, edit, or end discount rules.
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Discount Rules Terminology

Table 5-1 provides a list of terms used in the discount rules subtab.

Table 5-1 Terminology

Term Definition

Source Product that must be purchased before the target is eligible for a
discount

Target Product that is eligible for a discount once the source is met

[tem A specific product (for example, Levi’s 501 Jeans)

Class A group of items whose members have an attribute, (for
example, jeans)

Department A large collection of items that share a common denominator
(for example, Women’s Apparel)

Searching for Discount Rules

On the Discount Rule Search screen, you can search for existing discount rules by
discount rule ID, name, type, start and end dates, source, or target.

1. Click the Pricing tab.
2. Click the Discount Rule subtab.
3. Click the Search left navigation link. The Discount Rule Search screen is displayed.

Figure 5-7 Discount Rule Search Screen

Discount Rule Search
Enter search criteria.

Discount Rule ID: |

Discount Rule Mame: |

Discount Rule Type : :_Bu_\‘;f\.l.ofXgef‘.(.épZ%off v
Start Date Later Than: | = Before: =
6f1/07 | (B ]
M/d/yy) o = M/d/yy) -
End Date Later Than: | = Before: =
M/d/yy) ' (M/d/vy)
Source: |[tem - Target: | Item et
Sort By: '.Star_t Cate ks Include Expired Discount Rules: CYes ®@hNo
[ Search | [ Clear Search |

4. Enter the search criteria in the given fields. If no criteria is entered, the search is
done for all active discount rules.

5.  You can choose how to sort search results. If you do not choose to sort results, the
results are sorted by the default criteria.

= Select which criteria to sort by from the menu.

»  To include expired discount rules, click Yes. Otherwise, click No.

6. To search for a discount rule, click Search. To clear the search criteria, click Clear

Search. The search results are displayed.
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7. If more than one matching result is found, select a discount rule ID from the
displayed list. The details of the discount rule are displayed. See Editing a
Discount Rule.

Adding Discount Rules

On the Discount Rule Add screen, you can add new discount rules to the database.
To add a discount rule:

1. Click the Pricing tab.

2. Click the Discount Rule subtab.

3. (Click the Add left navigation link. The Discount Rule Add screen is displayed.

Figure 5-8 Discount Rule Add Screen

Discount Rule Add

Enter discount rule information and select Next.

Discount Rule Mame: | Travel package *
Discount Rule Type: | Buyhofrgetyatz Yooff v
Source ! | Item v Target: Item v
Start Date: - Start Time: [
811707 il * 300 AM v | %
(M/d/yy) & (humm a)
End Date: - End Time: [, -
10431707 il * 10:00 P w |
(M/d/yy) & (humm a)
n=quantity or $n—amount :
K=source !
y—=target:

z=price or discount ;
* = Required Field

MMead

4. Enter the discount rule name. This is a free text field to describe the discount rule.

5. Select the discount rule type from the menu. See Discount Rule Types for examples
and definitions of the different discount rules.

6. Select the source and target from the menus. You can select item, class, or
department for the source and target.

7. Enter start and end dates or select from the calendar next to the field box.
8. Enter starting and ending times.

9. Click Next.

Note: If not all fields are entered, you receive an error message
asking you to complete all fields before continuing. If successful, a
message is displayed with the assigned rule ID.
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Editing a Discount Rule

On the Discount Rule Detail screen, you can view, edit, or end an existing discount

rule. If the discount rule is pending or expired,

you can edit the name of the rule, the

start and end dates, the start and end times, the limit and threshold amounts, quantity,
items, classes and departments eligible for specific group discounts. If the rule is
active, you can only edit the end date and time.

To edit a discount rule:

1.  On the Discount Rule Search screen, click the Discount Rule ID. The Discount Rule

Detail screen is displayed.

Figure 5-9 Discount Rule Detail Screen

Discount Rule Detail

Edit discount rule information or select Done to
return to the previous
screen.

Discount Rule ID: 042410024001
Discount Rule Name: | Travel package
Discount Rule Type: BuyMofget'y stz Yaoff

Start Date; |8/1/07
(M/d/yy) [ *

End Date: |10,/21/07
(M/d/yy) [E *
Source Threshold: |
Target Threshold: |
Percent Off: [20.00 IE
Accounting Method: @ Discount O Markdown
Allow Source to Repeat: ®Yes Oko

Deal Distribution:

Add Source and Target
Source
Item:

Target |
Item:

7463 Quantity: 1

924 Quantity: 2
Sources

Select to
Remove

O

Description
7463 - Lg Trvir Dfl Bag

Results 1 of 1
Targets

Select to
Remove

O
O

Description

1234 - CoolBox
3214567 - Water bottle

Results 1-2 of 2

* = Required Field

5-10 Oracle Retail Back Office User Guide

Start Time: |5:00
(himma) | am « | *

End Time: | 10:00
(himma) | ppg « | *
Source Limit: |
Target Limit: |

Number of times per [
transaction:

OTarget & Source and Targat

Add

Add

Quantity Price

1 9999

Quantity Price

2 7.50
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Discount Rules

Table 5-2 describes th

Table 5-2 Discount Rule

e fields on this screen.

Detail Screen Fields

Field

Description

Discount Rule ID

Identifier of this discount rule.

Discount Rule Name

Name for this discount rule.

Discount Rule Type

Type of discount for this rule.

Start Date and Start Time

The date and time when this discount rule goes into effect.

End Date and End Time

The date and time when this discount rule expires.

Source Threshold

Minimum price allowed for a source to be part of this rule.

Source Limit

Maximum price allowed for a source to be part of this rule.

Target Threshold

Minimum price allowed for a target to be part of this rule.

Target Limit

Maximum price allowed for a target to be part of this rule.

Percent Off, Dollar Off,
Fixed Price

Discount percentage or amount applied to the target.

Number of Times per
Transaction

Maximum number of times this rule can be applied in a
transaction. Used when Allow Source to Repeat is set to Yes.

Accounting Method

Determines if this rule is described as a discount or markdown
for accounting purposes.

Allow Source to Repeat

Determines if this rule can be applied more than once in a
transaction. If set to Yes, the Number of Times per Transaction is
used to set the maximum number of times this rule can be
applied in a transaction.

Deal Distribution

If set to Source, the discount amount is applied only to the target.
If set to Source Target, the discount amount is divided between
the source and target.

Add Source and Target fiel

ds

Source Item Number

SKU number assigned to the source.

Quantity

Quantity of the source that must be purchased to get the discount
on the target.

Target Item Number

SKU number assigned to the target.

Quantity

Quantity of the target that must be purchased to get the discount.

Sources fields

Select to Remove

A checked box indicates the source has been selected to be
removed from the rule.

Item Number

SKU number assigned to the source.

Description Description of the source item.

Quantity Quantity of this item that must be purchased to get the discount
on the target.

Price Price of the item.
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Table 5-2 (Cont.) Discount Rule Detail Screen Fields

Field

Description

Targets fields

Select to Remove

A checked box indicates the target has been selected to be
removed from the rule.

Item Number

SKU number assigned to the target.

Description Description of the target item.
Quantity Quantity of this item that must be purchased to get the discount.
Price Price of the item without the discount applied.

2. Change the rule information.

3. Change the source and targets for the rule.

= To add a source, enter the item number and quantity and click Add. The item
is added to the Sources list.

= Toadd a target, enter the item number and quantity and click Add. The item is
added to the Targets list.

= Toremove a source or target, check the box in the Select to Remove column.

Click Remove.

4. To end a discount rule, edit the end date and time to the current date and time.

5. To save your changes, click Save. The Discount Rule Search screen is displayed.

Discount Rule Types

Table 5-3 describes the variables used in the discount rule examples in Table 5-4.

Table 5-3 Discount Rule Definitions

Letter Name Description

X Source Product that must be purchased before the target is eligible for
a discount

y Target Product eligible for a discount once source is met

z Price/Discount Discount amount or percentage applied to the target

n Quantity Number of source that must be purchased to receive a
discount

a Amount Amount of source that must be purchased to receive a
discount

Note: x(source) and y(target) can be the same item.
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Table 54 lists examples of discount rules.

Table 5-4 Discount Rule Examples

Discount Rule

Example

Buy n of X, get Y at Z% off

Buy 2(=n) pair of jeans(=x), get a sweater(=y) at 50%(=z) off

Buy n of X, get Y at $Z off

Buy 1(=n) suit coat, get a dress shirt (=y) for $10 off

Buy nof X, get Y at $Z

Buy 2(=n) shirts, get a pair of pants (=y) for $10

Buy n of X, get the highest
priced X at Z% off

Buy 3 items, get 10% off highest priced item.
Item A is $19.99, item B is 15.99, item C is 10.00.

Since item A is the highest item, $1.99 (10% of $19.99) is taken
off the total.

Buy n of X, get the lowest
priced X at Z% off

Buy 3 items, get 10% off lowest priced item.
Item A is $19.99, item B is $15.99, item C is $10.00

Since item C is the lowest item, $1.00(10% off $10.00) is taken off
the total.

Buy a or more of X, get item
Y at $Z off

Buy $20 (=a) of Sporting Goods (=x), get $10(=z) off a basketball
item (=y)

Buy a or more of X, get Y at
Z% off

Buy $20(=a) of Sporting goods(=X), get 10%(=z) off a baseball
cap (=y)

Buy a or more of X, getY
for $Z

Buy $500(=a) worth of jewelry(=x), get a pair of earrings(=y) for
$25(z)

Group Discounts

Group discounts allow the customer to purchase a specified quantity of a particular
item (x) to receive a discount on that item.

Table 5-5 describes the variables used in the group discount examples in Table 5-6.

Table 5-5 Group Discount Definitions
Letter Name Description
n Quantity Number or amount of X purchased to be eligible for discount
X Source/Target Item or group of items that must be purchased to receive
discount on that item or group of items
z Discount Discount applied to X
Note: Prices for X can be different.

Table 5-6 lists examples of group discounts.

Table 5-6 Group Discount Examples

Group Discount

Examples

Buy n of X, get purchase for
$Z

Buy 2(=n) pair of jeans(=X), get them for $50(=Z)

Buy n of X, get Z% or $Z off

Buy 3(=n) pair of jeans(=X), get 35%(=Z) off total
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6

Employees

The Employees tab enables you to manage employee information. You can search for
employees, add new and temporary employees, and edit employee security roles.
Employees can clock in and out and view their collected time for the week, while
managers can adjust time, confirm hours, and view employee time reports.

The following topics are discussed:
»  Employee Management
s Clocking In/Out

s Time Maintenance

Employee Management

You can search for employees and modify an employee’s name, role, or status. You can
also add permanent and temporary employees to the database. However, employees
may not be removed from the database.

Searching for Employees

On the Employee Search screen, users can search for employees based on employee’s
first and last name, ID, or role as well as modify employee information. Employee
information consists of the employee name, employee ID, login ID, password, role,
and status.

To search for an employee:

1. Click the Employee tab.

2. Click the Employee subtab if it is not chosen.

3. Click the Search left navigation link. The Employee Search screen is displayed.
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Figure 6—-1 Employee Search Screen

Employee Search

Enter employee search criteria or select an employee, Search

Employee ID:
—OR-—
First Mame: |Guest
Last Name: |User
—OR-—

Role: |Mone v

4. Enter the search criteria. You can search by employee’s ID, first and last name, or
role.

When searching by first and last name, you can enter the employee’s full name or
at least the first two characters of the first and last names.

5. Click Search.

»  If the employee is found, the details of the employee are displayed on the
Employee Master screen. This screen has the same fields as the example in
Figure 6-3. If the employee is temporary, the Temporary Employee Master
screen is displayed. This screen has the same fields as the example in
Figure 6-4.

= If more than one employee is found, the list of matching employees is shown
in the Results section.
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Figure 6-2 Employee Search Screen with Results

Employee Search

Enter employee search criteria or select an employee,

Employee 1Dy
__OR__
First Name: guest

Last Name: user

__OR__
Role: | MNone v
Results

Possible Matches
Name Status ID

First MName: guest User, Guest Active 20027

Last Mame: user User01291, Guest Active 20024

User(4242, Guest Active 20083

Results 1-3 of 3

Role
Adrrinistrator
Adrrinistrator
Adrrinistrator

Click the employee name link of the employee to view that employee’s

information.

Employees 6-3



Employee Management

Adding a Permanent Employee

The Add Employee screen is used to add new permanent employees to the database.
You enter employee information and assign a security role to the employee.

To add an employee:

1. Click the Employee tab.

2. Click the Employee subtab.

3. Click Add. The Add Employee screen is displayed.

Figure 6-3 Add Employee Screen

Add Employee
Enter employee Information and select Save.

First Name: [Michael *

Middle Name: [Matthew

Last Name: |Guest *
Employee ID: 10003
Employee Login ID: |mguest *
Role: |Store Support A

Status: | Active | v | ¥

* = Required

4. Enter the employee’s first and last name in the given fields. The employee’s
middle name is optional.

5. Enter the employee ID. The employee ID should be a number from 1 to 99999.

6. Enter the employee login ID. A temporary password is automatically assigned to
the employee.

7. Select a role from the menu. A role defines the amount of access the employee has
to specific Oracle Retail Back Office and Point-of-Service functions.

Note: Roles can be specified by the manager. Refer to Security Roles
for information on editing security roles.

8. Select an employee status from the menu. If the employee is actively working,
click Active. If the employee is not currently working, click Inactive.

9. To save the information, click Save.

»  If the information matches an existing employee, the Duplicate Employee
screen is displayed.

s The temporary password is displayed. It should be written down and given to
the new employee. This is the only time the password is displayed.
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Adding a Temporary Employee

The Add Temporary Employee screen is used to add new temporary employees to the
database. You can enter employee information and assign a security role to the
employee. An employee ID is automatically assigned for a temporary employee.

To add an employee:

1. Click the Employee tab.

2. Click the Employee subtab.

3. Click Add Temp. The Add Temporary Employee screen is displayed.

Figure 6—4 Add Temporary Employee Screen

Add Tempeorary Employee
Enter employee Information and select Save,

First Name: |Davidson *
Middle Mame: |Steven

Last Name: |GLest *

Employee ID: 5

Employee Login ID: |dguest *
Role: |INo Access A4
Store &: 04241 *

Days Valid: | 14+
Status: |Actve v

* = Required

4. Enter the employee’s first and last name in the given fields. The employee’s
middle name is optional.

5. Enter the employee login ID. A temporary password is automatically assigned to
the employee.

6. Select a role from the menu. A role defines the amount of access the employee has
to specific Oracle Retail Back Office and Point-of-Service functions.

Note: Roles can be specified by the manager. Refer to Security Roles
for information on editing security roles.

7. Enter the store number and select the number of days the employee will be
working.

8. Select an employee status from the menu. If the employee is actively working,
click Active. If the employee is not currently working, click Inactive.
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To save the information, click Save.

= If the information matches an existing employee, the Duplicate Employee
screen is displayed.

s The temporary password is displayed. It should be written down and given to
the new employee. This is the only time the password is displayed.

Changing Employee Information

The Employee Master screen is used to make changes for permanent employees. The
Temporary Master screen is used to make changes for temporary employees.

To change employee information:

1.
2.

Change the employee’s name, employee ID, or login ID.

Select a new role or status from the available menus. The Confirm Status Change
dialog is displayed.

s To confirm the change, click Yes.
s To not change the role assignment or status, click No.

If the employee is a temporary employee, enter the store number or select the
number of days the employee will be working.

To reset the password, click Reset Password. The Reset Password dialog is
displayed.

s To confirm the password reset, click Yes. The temporary password is
displayed. It should be written down and given to the employee. This is the
only time the password is displayed.

= Tonot reset the password, click No.

Click Save. The Employee Search screen is displayed. See Figure 6-1.
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Duplicate Employee

If the permanent or temporary employee entered has the same information as an
existing employee, the Duplicate Employee screen is displayed. The current employee
and any possible matches are displayed.

Figure 6-5 Duplicate Employee Screen

Duplicate Employee
The employee entered is a duplicate. Select an existing employee to view information or S

. . o ave | | Back
select Save to keep the information for the added or modified employee.

Current Employee

Name Status D Role

uzer, guest Autive 10012 Ful Access
Results 1-1of 1
Possible Matches

Mame Status D Role
User, Guest Active 20027
User01291, Guest Active 20084
Userfd4242, Guest Active 20083

Results 1-3 of 2

You can choose to select an existing employee or save the information for the newly
added employee.

s To view the information for the existing employee, click the employee’s name link.
s To save the new employee’s information, click Save.

s Toreturn to the Add Employee or Add Temporary Employee screen, click Back.

Security Roles

The role assigned to an employee enables that employee access to specific functions in
Oracle Retail Back Office and Point-of-Service. The administrator can define and
modify security roles and may allow employees access to all or certain applications or
modules (parts of an application). The access points set for a role determine what
functionality is available to the user. If the functionality is not available to the user, the
button or link that executes the function is not displayed.

To access roles:

1. Click the Employee tab.

2. Click the Employee subtab.

3. Click the Roles left navigation link. The Roles screen is displayed.
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Figure 6-6 Roles Screen

Roles

Select to work with a security role. Add

Select
to Role
Remove

Accountant
Adrrinistrator
AmericanExpress Users
Customer Service
DiscoverCard Users

Ful Access

Loss Prevention
[Manager
MasterCard Users
Minimeal

Mo Access

oooooobooooooao

Power User
Reports Orby

Store Support
\iza User

Oo@E

4. To view the settings for a role, click the name in the list. The Role Settings screen is
displayed for that security role. See Figure 6-8.

5. Select an application from the menu to include in the chosen role. To include all
applications, click All. Applications are the software applications used by the
store, including Oracle Retail Back Office and Point-of-Service.

6. Select a module from the menu. A module is one part of an application. For
example, the Employee tab is one module of Oracle Retail Back Office.

7. Select specific features to include in the role setting. Check the boxes next to the
feature names or click Select All to select all features in the list.

8. Click Save. The Roles screen is displayed.

9. Click another role in order to view or change the settings.

Changing a Role

To change the features selected for a role on the Roles screen:

1. Click the name in the Role column. The Role Settings screen is displayed. See
Figure 6-8.

2. Choose the features to be added or removed for this role.

3. Click Save. The changes are saved.
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Removing a Role
To remove a role on the Roles screen:

1. Check the box in the Select to Remove column for the role you want to remove.
2. Click Remove. The Confirm Role(s) Removal screen is displayed.

= If you want to remove all the selected groups, click Yes. The roles are
removed.

= If you do not want to remove all the selected groups, click No. The role is not
removed and the Select to Remove box remains selected.

Adding a New Role

To add a new role on the Roles screen:

1. Click Add. The Role Name screen is displayed.

Figure 6—-7 Role Name Screen

Role Name

Enter a Role Name and press Mext.

Role Name: Weekend Manager

* = Required Field

[RI=Vs

2. Enter the name for the role. click Next. The Role Settings screen is displayed. See
Changing the Settings for a Role.
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Changing the Settings for a Role

The Role Settings screen enables you to define the allowed access for the role.

Figure 6—-8 Role Settings Screen

Role Settings for Weekend Manager

Select All to grant access to all features, or select specific features for access and press
Save. Select an Application and Module to work with a subset of the features.

Application
|Back Office

Select All (]

Back Office

M ([

Back Office
Back Office

3

Back Office

&

Back Office

O

Back Office

&3]

Back Office
Back Office
Back Office

L. L R

Back Office
Back Office

3

Module

| [Employee v Feature
Employes add_employes
Ermployes add_termp_employes
Ermployes dock_in/fclock_out
Ermployes ermployes_time_maintenance
Errployes modify_employes
Ermployes reset_amployes_password
Ermployee roles_permissions
Ermployes roles_permissions_add
Employes roles_permissions _remove
Ermployes roles_permissions_update
Ermployes wiew_my_time

Table 6-1 describes the information shown for each feature.

Table 6—-1 Role Settings Column

Column

Description

Select All

A checked box indicates that this role is granted access to the
feature. If the box is not checked, access to the feature is denied
and a user ID assigned this role will not be able to use that
feature.

Application

Available applications from which the functions can be selected.

Module

Sets of functions available for an application. For the Oracle
Retail Back Office, this corresponds to the available subtabs.

Feature

Features available for the application and module. For the
Oracle Retail Back Office, this corresponds to the left navigation
links and action buttons available for each subtab. In some
cases, additional fields can be secured such as the viewing of
credit card numbers.
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To change the settings for the role:
1. Choose the features that can be accessed:
a. Click Application. Click the application whose features you want to choose.

b. Click Module. Click the module whose features you want to choose. The
features available for that function are shown.

To grant access to all the features, check the Select All box. To grant access to a
specific feature, check the box in the Select All column.

To deny access to a feature already selected, check the box in the Select All
column. The check is cleared from the box.

2. When you have made choices for all the applications and modules that you want,
click Save. The role settings are saved.

Clocking In/Out

The Employee Time Capture screen is used by employees clock in and out. Employees
must clock in and out at the beginning and end of a shift, break, or meal. Capturing
employee time is necessary in maintaining payroll, attendance, and time-related
benefits. Clocking in and out in Oracle Retail Back Office eliminates the use of manual
timesheets as the time capture saves the employee clock in and out times and compiles
them into a report.

To clock in or out:

1. Log in to Oracle Retail Back Office using your employee user ID and password.
For information on logging in, see Logging In in Chapter 1.

2. Click the Employee tab.
3. Click the Clock In/Out subtab. The Employee Time Capture screen is displayed.

Figure 6-9 Employee Time Capture Screen
Employee Time Capture

Select an entry type and reason code, then select Next.

Last Time Entry: 7/20/07 7:16 AM
Entry Type: In
Current Time Entry: 7/20/07 7119 AM
Entry Type: | In v

Reason: | StartOfDay v

4. Select an entry type from the menu. The entry type is either In or Out.

5. Select a reason from the menu. Reason options are: Break, lunch, Start of day, and
End of day.

6. Click Next. The Successful Time Entry screen is displayed.

7. To return to the Employee Search screen, click Enter.
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Time Maintenance

The Time Maintenance function enables you to view employee time summaries and
time reports. You can confirm employee hours as well as view and edit employee
hours. Authorized managers can enter and edit time entries made at Oracle Retail
Back Office or Point-of-Service. You can also export a list of employees and their
collected hours.

Viewing or Changing Employee Time
On the Employee Time Summary screen, a manager can view the hours for any
employee and print a report of a single or multiple employees.

To view employee time:
1. Click the Employee tab.
2. C(Click the Time Maintenance subtab.

3. Click the Employee Time Maintenance left navigation link. The Employee Time
Summary screen is displayed.

Figure 6-10 Employee Time Summary Screen

Employee Time Summary

Select an employee's ID to review their hours, or select

Confirm Hours to accept the hours entered. RiARSeE ] [ el
Work Week: 7/5/07 - 7/14/07 Regular Hours; 0.00
Other Hours: 0.00
Employee ID Last Name, First Name M Hours | Print
10001 Carny, Robert oo O
20027 Iser, Glest 0.00 O
200832 User04242, Guest 0.00 O
20084 User01291, Guest 0.00 O
S Guest, Davidson Steven 0.00 O

7 = Missing Time Entry

[ Frint Report H Confirm Hours

From this screen, you can do the following;:

= View the time for an employee by clicking the employee’s ID. See Viewing or
Editing Employee Time.

s Confirm hours by clicking Confirm Hours. Refer to Confirming Employee
Hours for more information on confirming hours.

= Print the employee data. Check the box in the Print column for the employee
data you want to print. Click Print Report. See Employee Time Reports.
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Exporting Employee Data

The Export Employee Data screen is used to export the data displayed on the
Employee Time Summary screen. To export the employee data:

1. Click the Employee tab.
2. C(lick the Time Maintenance subtab.

3. Click the Employee Time Maintenance left navigation link. The Employee Time
Summary screen is displayed. See Figure 6-10.

4. Check the box in the Print column next to the name of each employee you wish to
include.

5. Click Export. The Export Employee Data screen is displayed.

Figure 6—-11 Export Employee Data Screen

Export Report

Enter File Name and type of Qutput, and press Save.

File Name; EmployeeTimeMaintenanceReport 07202007 *
Output; |FDF »
* = Required field

6. Enter a file name in the field.
7. Select an output from the menu. You can select HIM or PDF as the output format.

8. To save the data as an external file, click Save. To return to the Employee Time
Summary screen, click Done.

Viewing or Editing Employee Time

The Employee Hours by Date screen is used by managers to view or edit employee
hours for the current week. For example, editing employee hours may be necessary
when an employee forgets to clock in or out.

To edit an employee’s time:
1. Click the Employee tab.
2. Click the Time Maintenance subtab.

3. Click the Employee Time Maintenance left navigation link. The Employee Time
Summary screen is displayed. See Figure 6-10.

4. To review an employee’s hours, click the employee ID link of the specific
employee. The Employee Hours by Date screen is displayed.
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Figure 6—-12 Employee Hours by Date Screen
Employee Hours by Date

Select a date to view the employee's hours,

Employee ID: 20027 Total Week's Hours: 40.00
MName: Lser, Guest Week Ending: 7/14/07
Day Date Total Hours
SLnday 718407 0,00
Ty 79407 2.00
Tuesday 70407 g.00
Wednasday 71407 g.00
Thursday 71207 2.00
Fridzy FAz07 .00
Saturday 714407 0.00

? = Missing Time Entry

5. Click the date link of the hours you wish to view. The Edit Employee Hours screen
is displayed.

Editing Employee Hours

On the Edit Employee Hours screen, you can view and change the time entries for a
specific day.

Figure 6—-13 Edit Employee Hours Screen

Edit Employee Hours

[ Save ] I Remaove

Employee ID: 20027 Total Week's Hours; 0.00
Mame; User, Guest Week Ending; 7/14,/07
Day of Week: Saturday Total Hours for Day: 0.00
Reason for Eealz
In Out Type . Hours to
Edit
Remove

12:00 Fhd s | 500 Pl w | Regular  « || |Correction O
500 PM | |8:00 Ph + | |Personal ~ | |Correction « O

? = Missing Time Entry

[ Save ] I Remaove

Note: Question marks (??:??) indicate a missing time entry.
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To edit the employee hours:
1. Edit the time information.

s To edit time, enter a new time as HH:MM and select AM or PM from the
menus.

= Toadd a type and reason for edit, select from the provided menus.
s Toremove a time entry, check the box next to the entry and click Remove.
s Toadd a time entry, click Add. Another time entry option is added.

2. To save the changes, click Save. The information on the Edit Employee Hours
screen is updated.

Confirming Employee Hours

The Confirm Employee Hours screen enables a manager to validate an employee’s
hours for the given week. The hours can only be confirmed at the end of a work week.

To confirm an employee’s hours:

1. Click the Employee tab.

2. Click the Time Management subtab.

3. Click the Confirm Employee Hours left navigation link.

Note: The Confirm Employee Hours screen can also be accessed
from the Employee Time Summary screen.

4. To edit the employee’s hours, click Edit. The Employee Time Summary screen is
displayed. See Figure 6-10. To edit the hours, see Viewing or Editing Employee
Time.

5. To return to the confirmation screen, click Confirm Employee Hours.

Viewing Employee Time Reports

The Time Report Options screen is used to select the type of time report you want to
view, export, or print. You can work with a summary or detailed report. For
information on printing and exporting reports, see Chapter 4.

Note: Reports are not displayed in the default locale for the
application. Dates are displayed in MM/DD/YYYY format. Time is
displayed in HH:MM format.

To view employee time reports:
1. Click the Employee tab.
2. Click the Time Maintenance subtab.

3. Click the Employee Time Reports left navigation link. The Time Report Options
screen is displayed.
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Figure 6—14 Time Report Options Screen
Time Report Options

Enter report options, then select Mext.

Employee: :A.II. v
Start Date: [7/20/07 ®
End Date: | 7/20/07 i«

Report Type: @ Summary O Detal
* = Required tield

Mext
Select an employee from the menu. To select all employees, click All.

Enter starting and ending dates.

Select a Report type, either Summary or Detail.

N o a &

Click Next. The time report is displayed. See Employee Time Reports.

Employee Time Reports

Employee time reports are displayed from the Employee Time Summary screen and
through the Employee Time Reports left navigation link.

On the Time Report Options screen, you can select the report type. If Summary is
selected, the Summary Employee Time Report is displayed. See Summary Employee
Time Report. If Detail is selected, the Detail Employee Time Report is displayed. See
Detail Employee Time Report.

When you are done viewing the report, click Done. To export the report, click Export.
To print the report, click Print.
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Summary Employee Time Report This report shows a list of employees and the total time
entered in each category for each employee during the selected dates.

Figure 6-15 Summary Employee Time Report

Summary Employee Time Report

Select to Print or Export the report, Select Done to [ Prirt ] [ Export ] [ Do ]

continue,
Summary Employee Time Report
Start Date:  07/10/2007 Run Date: 07/20/2007
End Date: 07,/20/2007 08:42 AM
Store: 04241- Lakeling Mal

. . Comp  Jury Regular Other Total

18] Employee Sick Wacation Tev | (S Personal Bereave Hours Hours Hours

20027 Guest User 0.00 8.00 0.00 16,00 8.00 0.00 7977 2400 7.7

Total Hours: 0.00 8.00 0.00 16.00 8.00 0.00 TRIT 2400 9777

’Print] ’ Export ] [ Done ]

The following information is displayed in the report:
= Report header:
- Start and end dates and times covered in the report
- Date and time the report was run
- Store number and name
»  For each employee:
- Employee ID

- Employee first and last name

Total hours for each time entry type

Totals for regular hours, other hours, and total hours

» Total hours for each time entry type for all employees in the report
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Detail Employee Time Report

This report shows a list of employees and the time entries made for each employee

during the selected dates.

Figure 6—16 Detail Employee Time Report

Detail Employee Time Report

Select to Print or Export the report. Select Done to continue.

Detail Employee Time Report

Start Date: 07,/10/2007
End Date: 07/20/2007

Store: 04241- Lakeline Mal

(3] Employee Date DOW Type

20027 Guest User
071042007 Tuesday

Reqgular
07112007 Wednesday
Jury Duty
07122007 Thursday
Jury Duty
07132007 Friday
Wacation
07 2042007 Friday
Regular
Sick: Wacation:
Jury Duty Personal;

The following information is displayed in the report:

= Report header:

In

9:00 AM

9:00 AM

9:00 AM

9:00 AM

07:16 AM

- Start and end dates and times for the report

- Date and time the report was run
- Store number

»  For each employee:
- Employee ID

- Employee name
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Run Date: 07,/20/2007

Out  Edited
5:00 "
Pl
5:00 "
Pl
5:00 "
Pl
5:00 "
Pl

Tota Hours:

’Print] I Export l ’ Done l

02:45 AM

Regular ©Other

Hours  Hours
3.00 0.00
0.00 3.00
0.00 3.00
0.00 3.00

777 0.00

777 24.00

Cormp Dary:
Bereave:

Total
Hours

8.00

8.00

8.00

8.00

e

e

[Prlnt] I Export | [ Done |
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Viewing My Time

— For each date in the report range that had a time entry:
*  Day of the week

*  Type of entry with the in and out times, reason if hours were edited, and

total hours for that entry type
— The totals for regular hours, other hours, and total hours

Total hours for each time entry type for all employees in the report

The View My Time feature is only available to the employee logged into Oracle Retail
Back Office. The employee can use this option to view time entries and any adjusted
time for the current work week.

To view my time:

1.

Log in to Oracle Retail Back Office using your employee user ID and password.
For information on logging in, see Logging In in Chapter 1.

Click the Employee tab.
Click the Time Maintenance subtab.

Click the View My Time left navigation link. The Employee Hours by Date screen
is displayed. Refer to Figure 6-12.

To view or edit hours for a particular day, select that date from the list. The Edit
Employee Hours screen is displayed. Refer to Figure 6-13.

Edit the time information if needed. For help editing the information, refer to
Viewing or Editing Employee Time.

s To edit time, enter a new time as HH:MM and select AM or PM from the
menu.

= Select type and reason for edit from the provided menus.
s Toremove a time entry, check the box next to the entry and click Remove.
s Toadd a time entry, click Add. Another time entry option is added.

To save the changes, click Save.
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7

Administrative Functions

The Admin tab provides access to job schedules and parameters. The job manager
functionality enables you, if authorized, to create and schedule jobs, edit currently
scheduled jobs, or remove jobs. You can also edit parameters that affect various
application functions and maintain foreign exchange rates.

The following topics are discussed:
= Job Manager

s Parameter Maintenance

Job Manager

The Job Manager function enables you to create and schedule data movement jobs
such as parameter distributions, file transfers, and the run of reports. A job is a system
process that can be scheduled to perform an operation in Oracle Retail Back Office.
When a job runs, the system writes the data from an imported file to the database in
the system. For example, the Job Manager can choose to import a file of parameter
updates and then schedule the system to execute those updates at a specific time. The
job manager function enables you to add jobs, edit existing jobs, select registers as
recipients of jobs, enter notifications of failure and success of jobs, and view and edit
job settings.

Importing and Exporting Files

XML files are created on another system to be imported into Oracle Retail Back Office.
Files can also be exported from Back Office to other systems.
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Importing Data

On the Available Imports screen, you can select XML files are created on another
system to be imported into Oracle Retail Back Office.

Table 7-1 describes the available import tasks.

Table 7-1 Description of Import Tasks

Trigger Processor

Task Description
Import Labels and Tags = Used to import templates for labels and tags to stores.
Template s This import is only available if the Oracle Retail Label and
Tags product has been installed.
= Zip files can be distributed.
Import Labels and Tags = Used to import corporate batches for printing labels and
Batch tags.
s This import is only available if the Oracle Retail Label and
Tags product has been installed.
= Imports XML of the labels and tags content to be printed.
Labels and Tags Batch = Used to import batches created by triggers.

This import is only available if the Oracle Retail Label and
Tags product has been installed.

Imports XML of the labels and tags content to be printed.

Transaction Post Processor

Creates summary data for use in reporting.

Should be scheduled to run on a repeating basis, after
system installation, so that the transactions coming in via
the POSlog are summarized for reporting.

Import Parameters for
Distribution

Used whenever new parameters must be added to the
master set.

Must be performed initially when the application is
installed.

Imports XML divided into parameter groups. Defaults to
include the distributable and master set, both XML and
database-stored parameters for the Oracle Retail Back
Office and Point-of-Service applications.

Import BackOffice
Parameters

Used whenever new parameters must be added to the
Oracle Retail Back Office set.

Must be performed initially when the application is
installed.

Imports XML divided into parameter groups. Includes the
parameters used to control behavior in the Oracle Retail
Back Office application.

For more information on specific parameters, see the Oracle
Retail Strategic Store Solutions Configuration Guide.

To import files:

1. Click the Admin tab.

2. Click the Job Manager subtab.

3. Click the Available Imports left navigation link. The Available Imports screen is

displayed.
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Figure 7-1 Available Imports Screen

Available Imports

Import = Source = Schedule = Motification = Complete

Select a source to schedule the import

torun.

Import Task Name
Import Labels and Tags
Termplate

Irnport Labels and Tags
Batch

Labels and Tags Batch
Trigger Processor

Transacton Post Processor
Irmport Parameters for
Distribiton

Irmport BackOffice
Parameters

Task Description Source
Irmports Labels and Tags Termplate. Ele:
Imports Labels and Tags corporate created batches. Ele
Imparts batches created by triggers. Schedule
Post Processor Scheduler, Schedule
Irmports parameters to add 1o the master parameter set Fle
for distribution to other applications. -
Imparts parameters for the BackOffice application. Fle

Table 7-2 describes the information shown for each available import.

Table 7-2 Available Imports Columns

Column Description

Import Task Name The task that is performed

Task Description The type of data that will be imported

Source File means you first choose the source file to be used for the

import and then set the schedule for the distribution

Schedule means you do not choose a source file, you only need
to set the schedule

4. Click the source link of the task to import. The Select Source-File screen is

displayed.

Note: If the link is a schedule, the Job Manager screen is
automatically displayed and you do not need to select a file.
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Selecting the Source File

On the Select Source - File screen, you can select the file to be imported.
Figure 7-2 Select Source - File Screen

Select Source - File Import = Source = Schedule = Motification = Complete

Enter file location and name, and Mext
Select Next.

Import Parameters

Import file path/name: C:\tmp'j2eciboistaging'y *

* = Required field

1. Enter the path name of the file to be imported or click Browse to choose a file.

2. Click Next. If the job is not yet scheduled, the Job Schedule screen is displayed.

Scheduling a Job

The Job Schedule screen enables you to select the run frequency of an import or export
job. You can schedule a job to run at a specific time or interval.

To schedule a job, click Immediate or Scheduled on the Job Schedule screen.
Figure 7-3 Job Schedule Screen

Job Schedule Import = Source > Schedule = Maotification = Complete =

Select Run Date settings, enter run time(s)

and press Add. Press Mext when complete. L
Run Date Import Parameters
® Immediate
O Scheduled

et

= To run the job immediately, click Immediate. The Notification screen is displayed
and you do not enter scheduling information.

= To run the job at a future date and time, click Scheduled. The Job Schedule screen
is expanded. You must enter scheduling information.
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Figure 7-4 Expanded Job Schedule Screen

Job Schedule

Select Run Date settings, enter run time(s)
and press Add. Press Next when complete,

Run Date

© Immediate

® Scheduled

Begin Date: 715,07 I
(M7 Mk |
Repeating
Eng ~ Last Run Date: |7/16/07
Date: @)
(Miding
© Duration: |0 .Days
@ Mo End
Repeat:  Dailly |~ It StarfTime |
Run Time
Time: - | -
oy (1054 J[AME

Irmport = Source = Schedule = MNotification = Complete =

[ et

Import Parameters

Choose Add to add a new scheduled time, or to remove a scheduled time select the

checkbaox and choose Remove

Scheduled Times

O 11:00 AM

Mexd

If scheduling a job to run at a future time, you enter scheduling information on the
expanded Job Schedule screen.

If you want the job to run on a repeating schedule, click Repeating. If you do not

If you select Last Run Date, enter a date or select one from the calendar.

If you select Duration, enter the number of days the job will run. Select to

Enter a run time between 00:00 and 23:59. To add the time, click Add. To remove a
time, check the box next to the time and click Remove. You may add multiple

To schedule a job:
1. Enter or select a begin date.
2.
want to run the job on a repeating schedule, skip this step.
a. Select Last Run Date, Duration, or No End.
notify you of Success, Failure, or All from the menu.
b. Select to repeat Daily, Weekly, or Monthly from the menu.
c. Select to run at a Start Time or Interval from the menu.
3.
times if desired.
4.

Click Next. The Notification screen is displayed.
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Adding a Notification

On the Notification screen, you can set the system to notify recipients of the failure or
success of jobs. You may want to notify yourself and other store managers if a job runs
successfully.

Figure 7-5 Notification Screen

Notification Import = Source = Schedule = Netifieation » Complete =
Enter settings and press Add to add to
e MNext
the notification list.
Add Notification Import Parameters
Motify of:| Success % | Method: Emsl v | Recipient: Add

Existing Notifications

Remove

Select to Remove Nc:)ti:fy Method Recipient

O Success Emal pos@araclke. cam

et

To add a notification:

1.
2.

Select to notify of Success, Failure, or All from the menu.
Select a delivery method from the menu. The default delivery method is Email.

Enter a recipient’s email address and click Add. To remove a recipient, check the
box next to the name and click Remove.

Click Next.
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Completing the Job Distribution

After setting a notification, the Distribution Summary screen may be displayed. This
provides a summary of information about the job to be scheduled. The Distribution
Summary enables you to edit the job name and approve the job schedule.

Figure 7-6 Distribution Summary Screen

Distribution Summary Import = Source = Schedule = Notification = Complete

Select Submit Job to schedule the job. Submit Job

Task Information

Task Name: Fie Transfer
Job Mame: |& set of fles for transport o impaortng

Job Description: A set of files for transport or importing
Next Scheduled Run: M/A
Schedule: M/a
Recipients: [mport: 1:Central Office 04244
Motifications: Email: pos@oracke.com

Submit Job

To distribute the job:

1. Enter or edit the job name or accept the default.

2. Click Submit Job. The Distribution Confirmation screen is displayed.
Confirming the Job Distribution

The Distribution Confirmation screen shows the job ID and name of the job to be

scheduled.

Figure 7-7 Distribution Confirmation Screen

Distribution Confirmation Import = Source = Schedule = Motification = Complete

The following is the JOB TD for the A set of files for transport or importing:
5

Select to view job status and details.

Click Done to return to the Available Imports or Available Exports screen where the
process started.
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Exporting Data

On the Available Exports screen, you can select data to be exported to other stores.
Table 7-3 describes the available exports.

Table 7-3 Description of Available Export Tasks

Task Description

File Transfer = Used to distribute any type of file for which a custom listener has
been created at the receiving application.

= One or more of any type of file can be attached for distribution.

Audit Log = Used to distribute the employee time maintenance audit log.

= Exports an XML formatted journal of the time maintenance
operations.

To export data:
1. Click the Admin tab.
2. Click the Job Manager subtab.

3. Click the Available Exports left navigation link. The Available Exports screen is
displayed. This screen lists the available exports and a description of each export.

Figure 7-8 Available Exports Screen

Export = Properties = Recipient = Schedule = MNotification =

Available Exports Complete

Available Exports

Export Task Name Task Description
Fle Transfer Transfer a file or set of fies,
Lwdit Log Export audit logs

4. Click the link in the Export Task Name column for the task to export. The File
Selection screen is displayed.
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Selecting the File to Export

On the File Selection screen, you select the files to be exported.

Figure 7-9 File Selection Screen

File Selection

Export = Properties = Recipient = Schedule = MNotification =
Complete

Enter a file name and press Add File to
add it to the list, Once all of the files

have been added to the list, Select

Next,

Export File Set

File path/name:

Browse.. Clear

Selected Files

Select to
remove

O backoffice <l tewtml 20164 byhes

File Name File Type Size

1. Enter the path name of the file or click Browse to choose a file. To add the file to
the list, click Add.
2. When you have added all the files for the export, click Next. The Job Schedule
screen is displayed. To complete the export, see Scheduling a Job.
Viewing Scheduled Jobs

On the Scheduled Job Summary, you view a list of currently scheduled jobs as well as
the summary for any specific job that scheduled.

To view scheduled jobs:

1.
2.
3.

Click the Admin tab.
Click the Job Manager subtab if it is not selected.

Click the Scheduled Imports or Scheduled Exports left navigation link. The list of
scheduled imports or exports is displayed. The screen contains the job description,
scheduled run, recipient (if any), action date, and job status.

Click the job description link to view the summary for that job. The Scheduled Job
Summary screen is displayed.
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Figure 7-10 Scheduled Job Summary

Scheduled Job Summary

Select Done when finished viewing

i Fle Transfer
¢ IMPORT _PARAMETERS
» Import mew parameters

i Import: 1:Central Office:04241
s Emal pos@orade.com,

or editing.
Information
Task Name
Job Name
Job Description
Schedule:
Recipients
Notifications
History
Date

720407 7:04 AM

Status changed from Created to Subrritted.

7120007 7:.04 AM

Status changed from Submitted to Executing.

Ff20/07 7104 AM

Status changed from Executing to Succesdad.

FI20/07 7110 AM

Statuz changed from Succeeded o Subrmitted.

FI20/07 710 AM

Status changed from Submitted to Bxecuting.

Ff20407 7110 AM

Status changed from Executing to Succesded,

Acknowledgements

Destination ID

Status Status Date

Table 7-4 describ

es the information shown in the Scheduled Job Summary screen.

Table 7-4 Scheduled Job Summary Details

Detail

Description

Information

Type of task performed.

Name and description of the job.

runtime is shown.

Recipients of the data distribution or file transfer.

If the job is scheduled on a repeating basis, the next scheduled

Type of notification and the user IDs that receive notification of
the job’s progress.

History

Log of the status changes that occurred and the data and time of
each change.

Acknowledgements

For a data distribution job, Oracle Retail Back Office can receive
an acknowledgement back from each store that the data
distribution was received. The acknowledgement includes a text
field that can be completed by the store with any type of status
information applicable to the job. The store ID number, status,
and the date and time the status occurred are shown on this
screen. Acknowledgements are only available for data
distribution jobs.

5. Click Done. Click another job description link to view the summary for that job.
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Editing Scheduled Imports and Exports

You can edit any of the jobs that appear on the Scheduled Imports or Scheduled
Exports screens. You can remove a job, select to run a job immediately, edit the job
schedule, or change and add notifications for the job. Both of these screens have the
same format. The Scheduled Imports screen is shown here as an example.

Figure 7-11 Scheduled Imports Screen

Scheduled Imports

Select the appropriate link or action

button to continue,

Fun Immediately ] [ Remove

Select to
Run Descrintion Scheduled Recipient Action Job
Immediately P Run P Date Status
or Remove
Import new parameters
- July 20, 2007
] Schedule: Custom: One Time Icgnfﬁcogz.ui.gf?tral 7}26}07 Succeeded
Motifications: pos@oracle.com ! 7:04 AM
Required Approval;
A set of files for transport or importing
- July 19, 2007
O Schedule: Custom: One Time gwfﬁp[oélt.ua.gf?tral 71907 Created
Motifications: ' 8:55 &M
Required Approval:
Import Back Office parameters
- July 20, 2007
O Schedule: Custom: One Time gnfﬁcogz.ui.gfytral 7}26}07 Succeeded
Motifications: pos@oracle.com ! 7:04 AM

Required approval:

[ Fun Immediately H Remove ]

Table 7-5 describes the information shown for each available import on the Scheduled
Import screen and for each available export on the Scheduled Export screen.

Table 7-5 Scheduled Imports and Scheduled Exports Columns

Column Description

Select to A checked box indicates the import can be selected to run
Run Immediately or immediately or removed

Remove

Description Description of the import or export

Scheduled Run Date and time when the job will next run

Recipient Method of notification of job success or failure

Action Date Date and time is determined by the status

Job Status Status of the job

= Toremove or run a scheduled job, check the box next to the job description.

— To remove the schedule from the list, click Remove. You are asked to confirm
the task removal. To remove the job, click Yes. To return to the previous screen,

click No.

- To run the import or export, click Run Immediately. The job status changes
depending on the success of the action.
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= To edit the job schedule, click the Schedule link under the job description. The Job
Schedule screen is displayed. Refer to Scheduling a Job to edit the job schedule.

= To edit the notifications, click the Notifications link under the job description. The
Notification screen is displayed. Refer to Adding a Notification to edit the
notifications.

Parameter Maintenance

The parameter maintenance function enables you, if authorized, to create, manage, or
remove parameter lists. The parameter values set to a parameter list override the
current values that the store uses. You can edit, delete, or modify the parameters
within a list or edit the values of specific parameters.

For more information on parameters, see the Oracle Retail Strategic Store Solutions
Configuration Guide.

Maintaining Parameter Lists

On the Parameter Lists screen, you can create a list of parameters to be applied to
Oracle Retail Back Office or Point-of-Service functions, view an existing list of
parameters, or remove a parameter list.

To create or view a parameter list:

1. Click the Admin tab.

2. Click the Parameter Maintenance subtab.

3. Click the Parameter Lists left navigation link. The Parameter Lists screen is
displayed.

Figure 7-12 Parameter Lists Screen

Parameter Lists

Select the appropriate action button
Add| | Remove
or link to continue,

Select to
Remove

O MNewr Store 7/20/07 7:.07 AM pos

Parameter List Name Created by

For each parameter list, the following information is displayed:

m A checked box in the Select to Remove column indicates the list is to be
removed

s Parameter list name
s When the list was created

s User ID that created the list
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4. You may remove, add, or edit a parameter list.
s To remove the list, check the box next to a parameter name and click Remove.

s To create the list, click Add. The List Details screen is displayed. See Adding or
Changing Parameter List Details.

s To view an existing list, click the link of the parameter name. The List Details
screen is displayed. See Adding or Changing Parameter List Details.

Adding or Changing Parameter List Details

You can edit the parameters of a newly created or previously existing list on the List
Details screen. You may add or change the list name and description, add parameters
to the list, or remove parameters from a list.

Figure 7-13 List Details Screen

List Details

Select the appropriate action button

e iy I Save ] [ Save & Distribute |

New Store

|Parameters for S|

List Name: [Mew Store List Description: :
opening new store v |

Last Modified: 7/20/07 7:07 AM by pos

Parameters in List

Select to add parameters to the list, or select parameters and Remowve them from the list,
Select the Parameter name to update its value in the list,

Select to

R Group Parameter Name Value
emove
] Base StoresVATMHNUMber 5728421 28
[Save | [ Save & Distribute |
To edit the list:

1. Enter or edit the list name and list description.
2. Add parameters to or remove parameters from the list.

= Toremove a parameter from a list, check the box next to the parameter name
and click Remove.

s Toadd a parameter to a list, click Add. Follow the steps in Adding Parameters
to a List.

3. To save the list, click Save. To distribute the parameters to the registers, click Save
and Distribute.
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Adding Parameters to a List

On the Select Parameter screen, you can add parameters to a new or existing list.
To add parameters to a list:

1. To add parameters to the list, click Add. The Select Parameter screen is displayed.
See Figure 7-14.

2. Select a group name from the menu and click Refresh. The screen displays the
parameters for the chosen group.

3. To choose the parameters to add, check the box next to the parameter name and
click Update List. To add more parameters, select a new group and click Refresh
to display new parameters.

4. Click Return to List. The List Details screen is displayed containing the newly
added parameters.

Distributing a Parameter List

Once you have saved a list and chosen to distribute it, the Select Recipient-Registers
screen is displayed. You can distribute the list to all the registers or to specific registers.

To send the list to all registers, click All Registers and click Next. The Job Schedule
screen is displayed. Refer to Scheduling a Job to schedule the distribution.

To send the list to specific registers:
1. Click Individual Registers.
2. Select a register number from the menu.

3. (Click Add. The register number appears under "Registers included in
distribution." To remove a register, check the box next to the register number and
click Remove.

4. Click Next. The Job Schedule screen is displayed. See Figure 7-3.
Click Next. The Job Schedule screen is displayed.

Viewing Parameter Distributions

You can view parameters scheduled to be distributed to the registers.
To view parameters:

1. Click the Admin tab.

2. Select the Parameter Maintenance subtab.

3. (Click the Distributions left navigation link. The Scheduled Exports screen is
displayed. This screen shows a list of the export jobs that have been scheduled to
run.

4. Edit any of the scheduled distributions. To edit the distribution schedules, see
Editing Scheduled Imports and Exports.

7-14 Oracle Retail Back Office User Guide



Parameter Maintenance

Setting Parameters

On the Select Parameters screen, you can view and change parameter values. You may
set the parameters that affect both Oracle Retail Back Office and Point-of-Service. To
set a parameter, change or enter a new value for that parameter. This consists of
choosing a value for each parameter.

To set parameters:
1. Click the Admin tab.
2. Click the Back Office Parameter Maintenance subtab. The Select Parameters

screen is displayed.

Figure 7-14 Select Parameters Screen

Select Parameters

Select a group to view its parameters
and their values.

Groups: |Reconciiation v

Parameter Name Walue
BlindClose I
CountDepositTender Detail
CountOperatingFundsAtEndOfDa SUMIMAry
CountOperatingFundsAtStartOfDa Summary
Operate\WithSafe Y
OperatingFundExpectedArmount 1,000,00
PickupTenders Cash , AlternateCash , Check , AlternateCheck

Cash , Check , E-Check , Credit |, Debit |, TravelCheck |
GiftiZert , Coupon , GiftCard | StoreCredit , MallZert |
PurchaseCrder , MoneyOrder , CADCash ,
TendersToCountAtTilReconcls CADTraveltheck , CADCheck |, CADGICert ,
CADStoreCradt , MyNGHCert |, MeMNStoreCredit |,
CEPGIftiZert , GEPStoreCradit | ELURGIft et ,
EURStoreCredit , IPYGifCert , Py StoreCredit

3. Select a group from the menu to view the parameters within that group.

4. Click the parameter name link of the parameter you wish to view. The Edit
Parameter screen is displayed. See Editing a Parameter.

5. Select another link to view the details of that parameter.
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Editing a Parameter
On the Edit Parameter screen, a new value can be selected for the parameter.

Figure 7-15 Edit Parameter Screen

Edit Parameter

Enter a New Value and press Save.

Application Parameters

Parameter Group: Fecondliation
Parameter Name: BlindClose

Value: M

New Walue: [N v

1. Enter or select a new value for the parameter. The edit screen displayed depends
on the parameter:

If the parameter uses a value field, enter the new value. The minimum and
maximum allowed values are displayed on the edit screen.

If the parameter uses one value chosen from a list of possible values, select the
new value from the list.

If the parameter allows more than one value from a list, select a value from the
list and click Add. Repeat this for each value you want to choose.

If the parameter uses a created list, enter the new values separated by
commas.

2. Click Save. The Select Parameters screen is displayed.

Distributions

Distributions enables you to work with the currently scheduled parameter distribution

jobs.

Note: The parameter list that is distributed contains the parameters
and their values that existed in the list on the date and time the
distribution job was saved. If the data distribution includes any store
groups, the stores included in a group are determined when the
distribution job actually runs.

Click Distributions. The Scheduled Exports screen is displayed. Only parameter
distribution jobs that have been scheduled are shown. From this screen, you can set a
job to run immediately, remove a job from the schedule, and change the run date and
notifications. See Editing Scheduled Imports and Exports for more information.
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Maintaining Exchange Rates

On the Foreign Currency Exchange Rates screen, each type of currency is listed with
the currency name, ISO, exchange rate, and the date last updated.You may adjust
exchange rates for foreign currency.

To adjust exchange rates:
1. Click the Admin tab.

2. Click the Exchange Rate Maintenance subtab. The Foreign Currency Exchange
Rates screen is displayed.

Figure 7-16 Foreign Currency Exchange Rate Screen

Foreign Currency Exchange Rates

Select the appropriate IS0 to set foreign currency's exchange rate

Currency IS0 Exchange Rate Last Updated
Canadian Dollars CAD 0.650580 1/1/90
Mexican Pesos [T 0.001083 1/1/90
United Kingdorm Pounds GEP 1.777600 12/1/01
Euros ELR 0.854700 1/1/90
Japanese Yen Py 0.009030 12/1/01

3. To change an exchange rate, click the ISO link of the exchange rate. The Set
Exchange Rate screen is displayed.

Setting the Exchange Rate
On the Set Exchange Rate screen, the exchange rate for the currency selected on the
Foreign Currency Exchange Rate screen can be changed.

Figure 7-17 Set Exchange Rate Screen

Set Exchange Rate

Enter exchange rate for Canadian
Dollars.

Exchange Rate 1 |0.650580 *

To set the exchange rate:
1. Enter a new exchange rate as a numerical value.

2. To save the new exchange rate, click Save. The new value and the current date are
displayed on the Foreign Currency Exchange Rates screen.
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