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Value-Added Reseller (VAR) Language
Oracle Retail VAR Applications

The following restrictions and provisions only apply to the programs referred to in this section
and licensed to you. You acknowledge that the programs may contain third party software (VAR
applications) licensed to Oracle. Depending upon your product and its version number, the VAR
applications may include:

(i) the MicroStrategy Components developed and licensed by MicroStrategy Services
Corporation (MicroStrategy) of McLean, Virginia to Oracle and imbedded in the MicroStrategy
for Oracle Retail Data Warehouse and MicroStrategy for Oracle Retail Planning & Optimization
applications.

(ii) the Wavelink component developed and licensed by Wavelink Corporation (Wavelink) of
Kirkland, Washington, to Oracle and imbedded in Oracle Retail Mobile Store Inventory
Management.

(iii) the software component known as Access Via™ licensed by Access Via of Seattle,
Washington, and imbedded in Oracle Retail Signs and Oracle Retail Labels and Tags.

(iv) the software component known as Adobe Flex™ licensed by Adobe Systems Incorporated of
San Jose, California, and imbedded in Oracle Retail Promotion Planning & Optimization
application.

You acknowledge and confirm that Oracle grants you use of only the object code of the VAR
Applications. Oracle will not deliver source code to the VAR Applications to you.
Notwithstanding any other term or condition of the agreement and this ordering document, you
shall not cause or permit alteration of any VAR Applications. For purposes of this section,
"alteration" refers to all alterations, translations, upgrades, enhancements, customizations or
modifications of all or any portion of the VAR Applications including all reconfigurations,
reassembly or reverse assembly, re-engineering or reverse engineering and recompilations or
reverse compilations of the VAR Applications or any derivatives of the VAR Applications. You
acknowledge that it shall be a breach of the agreement to utilize the relationship, and/or
confidential information of the VAR Applications for purposes of competitive discovery.

The VAR Applications contain trade secrets of Oracle and Oracle's licensors and Customer shall
not attempt, cause, or permit the alteration, decompilation, reverse engineering, disassembly or

other reduction of the VAR Applications to a human perceivable form. Oracle reserves the right
to replace, with functional equivalent software, any of the VAR Applications in future releases of
the applicable program.



Preface

Oracle Retail Xstore is point-of-sale (POS) software. This guide describes the activities
supported by Oracle Retail Xstore.

Audience

This guide is for staff who implement, support, or use Xstore.

Documentation Accessibility

For information about Oracle’s commitment to accessibility, visit the Oracle
Accessibility Program website at
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=docacc.

Access to Oracle Support

Customers that have purchased support have access to electronic support at My
Oracle Support. For information, visit
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit

http://www.oracle.com/pls/topic/lookup?ctx=acc&id=trs if you are hearing impaired.

Related Documents

For more information, see the following documents in the Oracle Retail Xstore Suite
Release 15.0 documentation set.

®  Oracle Retail Xstore Suite Implementation and Security Guide
®  Oracle Retail Xstore Suite Release Notes

®  Oracle Retail Point-of-Service User Guide

®  Oracle Retail Point-of-Service Mobile User Guide

*  Oracle Retail Point-of-Service Reports Guide

®  Oracle Retail Shipping, Receiving and Inventory Guide

Customer Support
To contact Oracle Customer Support, access My Oracle Support at the following URL:
https://support.oracle.com
When contacting Customer Support, please provide the following:

® Product version and program/module name


http://www.oracle.com/us/corporate/accessibility/index.html
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=info
http://www.oracle.com/pls/topic/lookup?ctx=acc&id=trs

¢ Functional and technical description of the problem (include business impact)
* Detailed step-by-step instructions to re-create
e Exact error message received

¢ Screen shots of each step you take

Review Patch Documentation

When you install the application for the first time, you install either a base release (for
example, 15.0) or a later patch release (for example, 15.0.1). If you are installing the
base release and additional patch releases, read the documentation for all releases that
have occurred since the base release before you begin installation. Documentation for
patch releases can contain critical information related to the base release, as well as
information about code changes since the base release.

Improved Process for Oracle Retail Documentation Corrections

To more quickly address critical corrections to Oracle Retail documentation content,
Oracle Retail documentation may be republished whenever a critical correction is
needed. For critical corrections, the republication of an Oracle Retail document may at
times not be attached to a numbered software release; instead, the Oracle Retail
document will simply be replaced on the Oracle Technology Network Web site, or, in
the case of Data Models, to the applicable My Oracle Support Documentation
container where they reside.

This process will prevent delays in making critical corrections available to customers.
For the customer, it means that before you begin installation, you must verify that you
have the most recent version of the Oracle Retail documentation set. Oracle Retail
documentation is available on the Oracle Technology Network at the following URL:

http://www.oracle.com/technetwork/documentation/oracle-retail-
100266 .html

An updated version of the applicable Oracle Retail document is indicated by Oracle
part number, as well as print date (month and year). An updated version uses the
same part number, with a higher-numbered suffix. For example, part number E123456-
02 is an updated version of a document with part number E123456-01.

If a more recent version of a document is available, that version supersedes all
previous versions.

Oracle Retail Documentation on the Oracle Technology Network

Oracle Retail product documentation is also available on the following web site:
http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html

(Data Model documents are not available through Oracle Technology Network. You
can obtain them through My Oracle Support.)


http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html
http://www.oracle.com/technetwork/documentation/oracle-retail-100266.html

Conventions

The following text conventions are used in this document:

Convention Meaning

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

italic Italic type indicates book titles, 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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Documentation and Screen Conventions

Overview

This chapter describes the Oracle Retail Xstore Point of Service Back Office screen and
documentation conventions and provides brief descriptions and examples of the
methods used in Oracle Retail Xstore Point of Service’s Back Office features.

® Refer to the Documentation Conventions Overview section for a description of the
documentation conventions used throughout this Manager’s Guide.

e Refer to the Back Office Screen Conventions section for a description of the Oracle
Retail Xstore Point of Service application features.

® Refer to the Oracle Retail Xstore Point of Service Shipping, Receiving & Inventory Guide
for step-by-step instructions on shipping and receiving functions, as well as the
procedures required for counting and managing inventory through Xstore.

e Refer to the Oracle Retail Xstore Point of Service User Guide for Register Conventions
and touch-screen navigation.

Documentation Conventions Overview

The following explains the conventions used in the Oracle Retail Xstore Point of Service
Manager’s Guide.

Table 1-1: Documentation Conventions in the User Guide

When you see... Then...

Select xxxxx This refers to a menu button or list option displayed on the
Oracle Retail Xstore Point of Service application screen. The
bold text is the button or menu option text. Since all menu text
is configurable, the text you see on your screen may be
different from the text used in the procedure.

Press [xxx] This refers to a key on the keyboard. The text inside the
brackets is the name of the key.

Blue, underlined This indicates the tagged text is a link to another area of the

text user document. Click on the link to jump to related

information. This feature is used when viewing the document
online. For printed documents, a page number has also been
provided.

Documentation and Screen Conventionsl



Where to Look for Additional Help

Information Conventions

Note: This information is provided to improve your understanding,
simplify a task, or point out special circumstances.

Important:  This information is important for the user to be aware of.
For example, information that can help prevent the loss of data.

Tip: This information is related to the task at hand, but not required
to perform the task. For example, this information may include best
practices or practical information that can help the user in the
performance of the task.

Where to Look for Additional Help

A variety of guides provide you with complete information about the Oracle Retail
Xstore Point of Service POS system.

The Oracle Retail Xstore Point of Service User Guide provides detailed information for
entering sale, refund, and miscellaneous transactions, and is designed to provide
training assistance for cashier-level employees. It also provides detailed basic
navigation information such as touch-screen components.

The Oracle Retail Xstore Point of Service Reports Guide contains a description of each
report, step-by-step instructions on how to run each report, an explanation of the
criteria selection options, and a report sample.

The Oracle Retail Xstore Point of Service Shipping, Receiving & Inventory Guide provides
step-by-step instructions for shipping and receiving functions, as well as the
procedures required for counting and managing inventory through Oracle Retail
Xstore Point of Service.

Back Office Touch-Screen Navigation

Xstore uses multi-touch gesture navigation throughout to allow for full touch-screen
transactions.

Important: Touch-screen navigation is configurable by your
corporate office; all features may not be activated on your system.
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Back Office Touch-Screen Navigation

The following figure illustrates list navigation options for touch-screen users. The up/
down arrows and side-scroll bar will only display if there is a large list.
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Figure 1-1: Touch-Screen Selection Navigation

Table 1-2: Touch-Screen Navigation

Touch-Screen Component

Description

1. Touch item

Selects and enter the item. Depending on
the screen, you may need to select Ok to
enter the item.

2. Hold and slide

Moves the list up or down without
changing your selection.

3. Side scroll bar

Scrolls list up or down.

4. Tap up arrow

Moves the list up.

5. Tap down arrow

Moves the list down.

Note: For more information regarding touch-screen and virtual
keyboard navigation see the Oracle Retail Xstore Point of Service User

Guide.
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Active Keyboard Keys

Active Keyboard Keys

Use the following guidelines to navigate through the Oracle Retail Xstore Point of
Service system using a keyboard:

Table 1-3: Active Keyboard Keys

Key Description

arrows Use the up and down arrow keys to browse through list boxes.

Enter Press [Enter] to select Ok at any prompt that includes Ok (Enter)
as an option. Also, press [Enter] in active list boxes to select the
highlighted option.

Esc Press [Esc] to exit any prompt that has Back or Cancel as an

option. You can also press [Esc] to exit the current menu and
return to the previous menu. In either case, if changes were
made that were not saved, you must verify that you want to exit
without saving your changes.

Function keys

On each Oracle Retail Xstore Point of Service window, the [F1]
through [F12] function keys correspond to the menu options.
Press the function key that corresponds to the option to choose

it. See Function Keys.

Home/End

Use these keys to jump to the top (Home) or bottom (End) of the
current page of a report that you are viewing.

Plus (+)/Minus(-)

Use these two keys to increase (+) or decrease (-) the on-screen
magnification level of a report that you are viewing,.

Shift-Tab

Press [Shift]-[Tab] to move to the previous list box on an Oracle
Retail Xstore Point of Service window. When the first list box is
reached, press [Shift]-[Tab] to activate the last list box on the
window.

Tab

Press [Tab] to move from the first list box to the next list box on
the window. When the last list box is reached, press [Tab] to
activate the first list box on the window.

Spacebar

Press the spacebar to select items in multiple-select lists.

Ctrl-Tab

Press [Ctrl]-[Tab] to access the Information, Task, Message, and
Sales Goals tabs and move one tab forward on the Register
Login screen and the Back Office Login screen.

Ctrl-Shift-Tab

Press [Ctrl]-[Shift]-[Tab] to access the Information, Task,
Message, and Sales Goals tabs and move one tab backward on
the Register Login screen and the Back Office screen.
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Back Office Screen Conventions

Back Office Screen Conventions

Most Manager tasks are performed using Xstore’s Back Office features. To review the
screen convention for the register see the Oracle Retail Xstore Point of Service User Guide.

Note: The Register can be accessed from the Back Office by
selecting the Register Menu Button.

Bread Crumbs

The bread crumbs keep track of your steps throughout the Back Office menus. When you
first enter the Back Office menu, the bread crumb area contains Main Menu.

Tip: Touch-screen users, tap one of the bread crumbs in a Back
Office menu header to return to the menu selected in the bread
crumb.

WORK ORDER OPTIONS a

Mzin Manu b Customer Maintenance agd Accounts » Work Ordar Oplions

Menu List Options

The Back Office functions are available from the Main Menu that is displayed when you
log in to the Back Office. Some functions on the list may not be available to all
employees. Individual access is based on menu configuration. Security may be different
for each employee, employee group, or register group.

There are several ways to select a menu item:
¢ Type the corresponding number from your keyboard or virtual keyboard.
¢ [TOUCH-SCREEN] Tap the menu option.

e If there is a long list of options, up and down arrow keys display. Touch-screen users
press these arrows to navigate the list. Keyboard users press the keyboard arrows to
move the menu list.
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Back Office Screen Conventions
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Figure 1-2: Back Office Main Menu

The number to the left of a menu option
represents the keyboard number that
executes this option. For example, pressing
the number 8 on the keyboard launches the Price Change Report option as shown in

Figure 1-2 above.

8 Price Change Report

This symbol to the right of a menu option indicates that there are additional sub-
menus for this option. If you select a menu option with submenus, Oracle Retail
Xstore Point of Service displays additional functions that are available for that

option

If an option is grayed out, the option is not
available to the current user. This is configurable
by security level. Other menu options may not be

7 Tender Exchange

available when the register or store is closed.

A menu option with a key icon
. . . . . I b
indicates that a security ID is required. [Lufy, Sheckfortipdates
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Back Office Screen Conventions

Screen Layout
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Figure 1-3: Screen Layout Areas

For more information about these Back Office screen areas, refer to:

1. Static Information Area

2. Tabs
3. Information Areas
4. Screen Title (Changes per function)
5
Menu Buttons.
6. Message Bar see Message Bar

. Menu Buttons (availability determined by function and the user’s security). See
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Back Office Screen Conventions

Tabs

To open tab screens:

* Select the Previous tab or Next tab menu button. Keyboard users can press the
associated function key.

* Touch-screen users, can tap the desired tab.

Menu Buttons

The menu button options can be found on the bottom of most menus and forms. If you
are using a keyboard, you can press the associated function key. Menu buttons with the
following icons denote additional functions:

Icon Description

This icon indicates there are more sub-menu choices associated
E with this option. Selecting an option displaying this icon opens
another menu with additional options.

This icon indicates this function is not available to the user currently
signed on to Oracle Retail Xstore Point of Service, without manager
override. This function is based on security levels.

The ellipsis (...) after the word “More” indicates that there are
additional menu options available at this screen. Selecting the
“More...” option displays another set of menu buttons.

Function Keys

Note: Touch-screen users do not use function keys. Instead, tap the menu option
to select.

The Xstore menu buttons show the functions that are available for each Xstore window.
Each menu button has a function key ([F1] - [F12]) assigned to it. Because each Xstore
menu is configurable, the button functions on your system may appear in a different
order or have different text than shown throughout this manual.

Some of the functions on a menu may not be available to some employees. Availability of
a function depends on menu security, and it may be different for each employee,
employee group, or register group.

Note: Due to the flexibility of the system, menu options in this
guide are not identified by a function key number [F2, F3, etc.].
Instead, the procedures and processes that follow use the name
of the button.
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Back Office Screen Conventions

Figure 1-4: Back Office Menu Buttons

Tip: Touch-screen users: When your virtual keyboard is
visible, you can still access the menu buttons. Tap the desired
button above the keyboard.

Message Bar

The message bar is located above the status bar and indicates if there are any new orders.
The yellow portions fade in and out when messages are available.

Note:

Note: To view the message bar information here, you must
have a touch-screen or a mouse. This additional information is
view-only.

Figure 1-5: Message Bar

Select the message to view information.

*  Total New Orders - The total number of

new orders. MEW ORDER STATISTICS ‘
*  Ship Orders - The number of orders

waiting to be shipped from this store. o i dadais: W

*  Customer Pick Up Orders - The Ship Orders %
number of orders for pick up in this Customer Pick Up Orders 10
StOI‘e. Eems .Aw;mng Pick ®0

*  Items Awaiting Pick - The number of AN Ordirige, Nowre
items to set aside for the orders. Oldest Order Age  113damdies

Unfullllable Qrders ™

Average Order Age - The average age
of the orders awaiting fulfillment, in

days and hours, or minutes. _

*  Oldest Order Age - The age of the
oldest order awaiting fulfillment, in
days and hours, or minutes.

*  Unfulfillable Orders -The number of orders that cannot be filled. When an
order is rejected and cannot be filled at another location, the status becomes
unfulfillable.
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Back Office Screen Conventions

Status Bar
The Status Bar is a screen component that displays several sections containing store-
related information. It is located immediately below the message bar and is always
visible from every Register screen and Back Office screen.
Urgency levels - Stoplight-like color indicators convey urgency:
*  Red =High Urgency
*  Yellow = Medium Urgency
*  Green = Low Urgency (Informational conditions)
hax Dack Office  John Hashbeown Dastinvantage Home Office 101 PRugister: 1 12142012 1245 PM
Q@ @ @ € i Q@ @

an
©

Figure 1-6: Status Bar

Table 1-4: Status Bar Components

Component # Description
1. Keyboard For touch screen monitors, this icon opens the keyboard.
icon

2. Area Locator

Indicates where you are within the system (i.e., Back Office).

3. Signed-In
User Identifier

Identifies the user that is currently signed into Xstore.

4. Database
Status Indicator

Green indicates the Datasources are
online. Yellow indicates at least one
WAN Datasource is offline. The
system is using the local Datasource.
Red indicates at least one LAN
datasource is offline. Touch-screen -
users tap the indicator to view the '
Datasource Status.

5. Store Identifies your store name and store number.

Identifier

6. Register Identifies the register number.

Identifier

7. Date Displays the current register date.

8. Time Displays the current register time. Touch-screen users swipe the

clock area to clock-in/clock-out.
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Back Office Screen Conventions

Table 1-4: Status Bar Components

Component # Description

9.?F1 This icon is available from all screens. Clicking or touching this
icon opens the Xstore's help feature.

Note: The [F1] key is a configurable key. It is not automatically
assigned to the Help option. If the help option is enabled and
available for the function, pressing the [F1] key displays a
context-sensitive HTML page.

Static Information Area

The Static Information Area of a record is located in a horizontal bar across the top of the
record. The information displayed here is usually some basic identifying information
about the current record such as a customer name, an employee ID, or other important
information. When viewing a record, the information in the Static Information Area does
not change, regardless of which tab is selected for the current record.

The information shown depends upon the kind of record being viewed. If the data
originates from another system, the Static Information Area displays the data source
where the current record is located. The source varies depending on your system’s
configuration.
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Figure 1-7: Static Information Area - Employee Maintenance Screen

When viewing a customer transaction in the Electronic Journal, the Static Information
area displays information about a particular customer transaction.
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el Dty SUTRTNNE | Dol ) (0

RETAN SALE -

£ raa

Uil Wdapm |80 e el GRTRONLE B8 T8 BY Sk Bijediates 15D
Cuviomas W1 ol i b Bl Erd DubuiTopn  ORITRTELE B0 I0 60 A Wk (AR L

Figure 1-8: Static Information Area - Electronic Journal
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Back Office Screen Conventions

When viewing a customer record in the Customer Maintenance screen, the Static
Information area displays the customer name, customer account number, enrollment
date, and loyalty points (if applicable).
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Figure 1-9: Static Information Area - Customer Maintenance

Information Areas

The Information Areas on the screen display information that varies depending on
which tab is selected on a record. In that way, the Information Area of a screen is
different from the Static Information area at the top of the screen. In the Static
Information area, the same set of data displays, regardless of which tab is selected.

For example, when viewing the Contact Information tab on a customer record, the
system displays an Activity Stream section. However, when viewing the Groups &
Personal tab, the system displays a Personal Information section. An information area is
a way of grouping related bits of information that are pertinent to the specific tab
currently being displayed.
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Figure 1-10: Information Display Areas: Contact Information Tab

There may be several different Information Areas on a screen, each one containing
related information, and visually contained within a boxed area. For example, the
customer record may show both Contact Information (such as address and phone
information) and Activity Stream information on the Contact Information tab.

Data can usually be entered and edited in an Information Area when you are working in
an Edit mode.

12 Oracle Retail Xstore Point of Service Manager’s Guide



Back Office Screen Conventions

Prompts and Forms

During various system operations, you may be prompted to confirm that a process may
continue, select from a list of options, acknowledge a system action, enter/select
information, and so on. Oracle Retail Xstore Point of Service provides several different
types of prompts and forms to help you complete a task.

Response Required Prompt

During a Back Office process, you may be required to confirm an action. For example, in
Figure 1-11, below, press [Y] (Yes) to confirm that you want to close the register or press
[N] (No) to remove the prompt and return to the transaction.

Do you want lo close this regisier?

Figure 1-11: Response Required Prompt Example

Selection Required Prompt

During a Back Office process, you may be required to select from a list of options. For
example, in Figure 1-12 below, you would select a shift from the list. Keyboard users can
use the up and down arrow keys to select from the list. To continue with the process,
press [Enter] to choose Ok. To exit without making a selection, press [Esc].
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Figure 1-12: Selection Required Prompt Example
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Back Office Screen Conventions

Tip: Touch-screen users tap to select an option and then tap
Ok. See Back Office Touch-Screen Navigation.

Required Prompt

During a Back Office process, you may be required to enter a value before continuing,.
For example, in Figure 1-13 below, you are prompted to enter your employee ID number
and password to continue. To continue with the process, enter your employee ID
number and password and select Process to continue. To return to the previous screen,
press [Esc] or select Back.

SECURITY ﬂ ‘

Enter employes 1D and password for averride.
Employes ID

Pasaword

Figure 1-13: Entry Required Prompt Example

System Information Prompts

Throughout Oracle Retail Xstore Point of Service, the system displays prompts and
messages to indicate that it is processing a request or a transaction, or to provide
additional information about a process or error. For example, the following system
message displays when running a report.

Figure 1-14: System Information Message: Running Report

Search Form

In a search form, you enter parameters, or criteria, to initiate a database search. Oracle
Retail Xstore Point of Service displays a search form automatically when you must
retrieve specific information.

Some forms (but not all of them) require that you enter at least one letter or one number
into a field, the minimum requirement to initiate a search.
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Back Office Screen Conventions

Note: For example, the Employee Lookup form in the Back
Office Employee Maintenance function may not require any
criteria to be entered. If you select Process without entering
criteria, all employee names are retrieved.

The more parameters you enter, the narrower the scope of the search becomes, and fewer
records are listed. When one of the parameters is not matched, the system uses the
remaining parameters to conduct a broader search. If the system cannot find any
matches, Oracle Retail Xstore Point of Service displays a message indicating no match
was found.

When applicable, the Change Country menu option provides the ability to search for
customers from countries other than the country where the store is located. For example,
if you change the country to Canada, the State form field lists Canadian provinces, and if
Mexico is selected as the country, then the State form field lists Mexican states.

Because each

Xstore Point

of Service Fimes 8

search form -
is configurable, the search parameters on your system Lt
may appear in a different order or have different field "
names than the search forms shown in this guide. —
An arrow on the right side of a field indicates the Pt
information for this field must be selected from a drop- pzii Lo
down list of options rather than typed into a free-text T
- L L L

Data Entry Form

A data entry form is used to capture information that is transferred to the database. For
example, the figure below shows a Customer Maintenance form where you can enter
various kinds of information about a customer. The same form may be used to display
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information (read-only) and to update, or edit, information. Usually, you must select an
Edit option from the menu before the current information may be changed.
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Figure 1-15: Data Entry Form in Edit Mode (Back Office Example)

Icon Description

An arrow on the right side of a field indicates the information
for this field must be selected from a drop-down list of
options rather than typed into a free-text field.

A red triangle in the upper left corner of a field indicates that
= information must be entered.

A grayed out field indicates the field is non-editable. In some
@ | cases, select the Edit menu option to modify the field.

Enter the information into the form as required and select Save Changes to continue, or
press [Esc] to return to the previous screen without saving the data. If you select Save
Changes before completing all the required fields, Oracle Retail Xstore Point of Service
displays a message explaining the error.
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Customer Maintenance

Customer Maintenance Overview

Customer Maintenance includes activities related to entering a new customer into the
customer database, updating customer information, and viewing or printing customer
information. Customer Maintenance is typically initiated when an employee performs
a register transaction and discovers that the customer’s name is not in the database and
must be entered for the first time. Customer maintenance is also required when
customer information is found to be incorrect and must be changed, or when it is
incomplete and additional data must be entered.

The Customer Maintenance screens are essentially the same whether accessed through
the Back Office or through the register. Refer to the Oracle Retail Xstore Point of Service
User Guide for detailed instructions on modifying customer records.

Note: The Customer Maintenance activities that may be
accessed are controlled by each user’s security level. An
associate must have the proper security privileges to perform
any customer maintenance.

Accessing the Back Office

Note: Because each Oracle Retail Xstore Point of Service menu
is configurable, the button functions and the menu options on
your system may appear in a different order or have different
text than the examples shown in this guide.

Associates with the correct security privileges may access Customer Maintenance from
the Back Office Main Menu.

In addition to all the customer maintenance functions available from the register, the
Back Office Customer Maintenance Menu also offers a Customer List Report. Refer to
the Oracle Retail Xstore Point of Service Reports Guide for more information.
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Accessing the Back Office

1. Select the Back Office menu button from the Register Login screen.

REGISTER LOGIN

Scan o key your esployes 10 1o sign on

Figure 2-1: Back Office Menu Button

2. When prompted, scan or enter your employee ID and press [Enter].

Figure 2-2: Employee ID Prompt

3. Enter your password and press [Enter].

BACHK OFFICE LOGIN

Koy your password to completo ©ign an

Figure 2-3: Password Prompt

Note: If your system is set up to use a Biometric Fingerprint
device, an Employee ID Login prompt displays. Use the device
to scan your fingerprint rather than entering your user ID and
password. Typing your user ID and password is also supported
at this prompt.
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Accessing Customer Maintenance and Accounts

Accessing Customer Maintenance and Accounts

1. From the Back Office Main Menu, select the Customer Maintenance and Accounts
option and press [Enter].

gy Sy L
ki, Fewas Mastenunce st Paprnd L]
ikl My Ty L]
II_In_ Ipar i g L]
WL

. BT .
B, e .

-

Figure 2-4: Back Office Main Menu

2. Several sub-menu options appear:

*

Figure 2-5: Customer Maintenance and Accounts Options

Customer Maintenance - Select this option to maintain customer data as
explained in this chapter.

Customer List Report - Select this option to run the Customer List Report.
Refer to the Oracle Retail Xstore Point of Service Reports Guide for more
information about this report.

Order Options - Select this option to maintain Oracle Retail Order Broker
Cloud Service (formerly Locate) order accounts. Refer to Order Broker
Maintenance, for more information.

Special Order Account Maintenance - Select this option to maintain special
order accounts. Refer to Special Order Maintenance.

Layaway Maintenance - Select this option to maintain customer layaway
accounts. Refer to Lavaway Maintenance for more information.
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Accessing Customer Maintenance and Accounts

Work Order Options - Select this option to maintain customer work order
accounts. Refer to Work Order Maintenance for more information.

Gift Registry - Select this option to maintain gift registry accounts. Refer to
the Oracle Retail Xstore Point of Service User Guide Gift Registry chapter.

Customer Maintenance

1. From the Customer Maintenance and Accounts menu, select Customer
Maintenance.

2. Enter your search criteria and then select Process.

EUSTOMIR SEARCH

Lust Kame
First Hame
Gy

i21 1 ¥
Poucsl Cooe
Loyuiry @

Curat et

Figure 2-6: Customer Search Form

Tip: Enter as much information as possible in the Customer Search form to limit
the number of customer records that are returned. You may enter partial names in
the Last and First name fields.

The maximum number of returned records is configurable. If your search results
exceed that number, you may see a message indicating there are too many results.
If the name you want is not listed, select the Back option to return to the
Customer Lookup form. Enter the customer’s full name or make additional
entries in the other searchable fields. Select Process to search again.

When applicable, the Change Country menu option provides the ability to search
for customers from countries other than the country where the store is located.
For example, if you change the country to Canada, the State form field will list
Canadian provinces, and if Mexico is selected as the country, then the State form
field will list Mexican states.
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Accessing Customer Maintenance and Accounts

If more than one customer record matches your search criteria, the system displays a
list of customers.

CUSTOMEN SEARCH
o Sy

-

Figure 2-7: Customer Search Results

Note: The Source field underneath the header Customer
Search indicates the data source from which this information

CUSTOMER SBEARCH
donarcn: Ralate

Depending upon your system'’s configuration, the system may
automatically display the Customer Maintenance screen when
only one name matches the search criteria, rather than showing
a list with only one customer name.

was retrieved.

3. Choose one of these options:
e Back - Returns to the Customer Lookup form where you can begin a new search.

* Select & View — Opens the selected customer record for viewing, editing, or
printing.

e New - Opens the Customer Maintenance screens with blank fields for adding
information.

Adding a New Customer Record

If you search for a customer name and it is not found in
the customer database, you can create a new record for oo S
the customer. The system displays a message indicating
there are no customers available.

Thaes are ne cusiomses svailabis for
salachon
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Accessing Customer Maintenance and Accounts

1. Select New to display the Customer Maintenance Screen in edit mode. The form
consists of tabs, each containing a different type of information about the customer.

Note: The information you entered in the Customer Search
form automatically populates the appropriate fields on the
customer maintenance screen.

Molty Reymolds -i_ Combenres B COSLI00DOMNINN | Custurmer Smce BV T0G013

post e R oo -+~ TR
e S——

Activity Stream

#4 ADDRESS
Badnss T 73 Fecd Ral
Agariman
Pestal Code * 40087 cmy * Twinstung same * on . Onie a
1P -« LMITERD STATES
[ PHOMNE / EMAIL
Om e Caresr™
Hionme ™ L anguagn o
Wik " e Prefermnce o
Mubrs Tay Ermail e mipls  jas a
Crnasl Tew

Fasfie 1% Coftiblots m—

EE @& & AN

Figure 2-8: Customer Maintenance Screen
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2. Enter the customer information.

Select a field, such as the Postal Code (Zip) field or the Prefix field, where you want to
make an entry:

I' |Any field that requires an entry is marked with a red triangle in the
upper left corner of the field.

| & |Any field that has a selectable list of options displays a down arrow
on the right side of the field.

Note: When you enter a valid postal code for the customer, the system
automatically enters the city and state information.

Table 2-1: Contact Information Fields

Field Name Description

Customer Number May be manually entered or automatically
assigned, per your store policy.

First name, middle initial, last The system automatically creates an initial cap
name for the first letter you type here if you don't
press the [Shift] key when entering the
customer’s name.

Company If you enter a company name here, the
Organization Type field becomes active.

Type Associated with Company entries; for
example, Club, Company, School, etc. This
field is only active after a Company name is
entered.

Address Two address lines are provided. This is the
customer’s primary address.

Apartment # Optional field.

Postal Code The system automatically supplies the city and
state if it recognizes the Zip/Postal code that
you enter.

City Automatically populated if the system

recognizes the Zip/Postal code that you
entered first.

State/Province If you begin typing, the system auto-fills the
field with states/provinces defined for your
store.

Country Defaults to the country in which the store is

located, but can be changed using the Change
Country option.
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Table 2-1: Contact Information Fields (continued)

Field Name Description

Phone Numbers As you enter data in these fields, the associated
contact permission check marks become
active. Check mark whether or not it is okay to
contact the customer by selecting the
corresponding yes box.

Email address Format this email address correctly so it can be
used to contact the customer. If the customer
would like to receive receipt copies via email,
this must be a valid email address and the
Email flag (Email?) must be set to “Yes”.

Language The language code for the customer's
preferred language.

Preference The customer’s preferred method of contact.

Email receipts “Yes” indicates the customer would like to
have email receipts automatically selected
when purchasing items.

3. Select the Groups & Personal tab to make additional entries for personal
information such as birth date, anniversary date, gender, tax exemptions. See
Groups & Personal Tab.

4. Select the Addresses tab to add and manage multiple addresses for the customer.
See Addresses Tab.

Note: The non-editable tabs are Purchase History, Customer Account, and Wish
List. Depending on your store policy, you may be able to create and maintain
House Accounts. See the Oracle Retail Xstore Point of Service User Guide
Customer Maintenance chapter to create and modify House Accounts.

When you save the data, a prompt may display asking if the customer would like
to join the loyalty program so you do not need to go the Loyalty & Rewards tab.
The Customer Account tab contains options to Print Balance Receipt and Print
Account History, see the Oracle Retail Xstore Point of Service User Guide Customer
Maintenance chapter.

5. To create a comment for the new customer, see Adding a Comment to a Customer
Record.

6. After completing all of the data entry for the new customer, select the Save Changes
option to store the new customer record in the database.

7. Select Cancel to return to the Customer Search list.

Groups & Personal Tab
To add Groups & Personal information to a new members account:

1. In the Group membership section, select group(s) from the list.
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Accessing Customer Maintenance and Accounts

2. Add Personal Information. The anniversary date displays as today’s date.

WALLUE

Hormal Lawel

Llita Peaograsn Mambar

Cmployes

Emplayes Family

Parsonal Information
Anniversary Date  DRATI2013 HOL DR LXP DATE PLASON

Birth Dade 03N THEED

Gandar  Famakn |
Farty @ 643001000021

Figure 2-9: New Customer Groups & Personal Tab

Table 2-2: Groups & Personal Tab Fields

Field Name Description

Group Membership Select a membership if applicable. Your
store may have badges such as silver

: assigned to various group
memberships. The badge appears on the
header of the Customer Maintenance
Screen as well as the Customer Loyalty
Banner on various sales screens.

Personal Information Anniversary date, birth date, and
Gender. The gender will determine the
avatar picture in the contact information
tab.

Customer Attributes [NON-EDITABLE] Attribute categories are defined by the
home office and provide additional
information about the customer.

Tax Exempt Information If a customer has a tax exemption, that
information is displayed in this section.
A customer may have one or more
exemptions, and they may be updated as
required. To add tax exempt information
see the Oracle Retail Xstore Point of Service
User Guide.
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Table 2-2: Groups & Personal Tab Fields (continued)

Field Name Description

Customer Segments [NON-EDITABLE] Segments are groupings that share
common criteria. This information is
provided by Oracle Retail Customer
Engagement Cloud Services (formerly
MICROS Retail Relate CRM). Identifying
a customer with a segment may be
helpful in customer analysis and in sales
promotions.

Addresses Tab

Select the Addresses tab to add and manage multiple addresses for the customer. The
Contact Information address will automatically be set as the primary. To change this see
the Oracle Retail Xstore Point of Service User Guide Customer Maintenance chapter.

Malty Reynolds Customer & CERI00M0ER3S | Cumbomes Since 03182012

R
ADDRESSES

Customer Addresses

|
ROOFESS TYPE | ADDRESS

Pramary Hama 123 Feed R
Torirmburg, O 44007

Figure 2-10: New Customer Address Tab
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Adding a Comment to a Customer Record

To add a comment to your new customer:
1. Select the Comments tab to view or add comments for this customer.

2. Select the Add Comment menu button.

Froai James -[ Comtomar & CHEIM1AMMT | Cumsomer Since:  MOWIN1E

OYALTY &
E COMMENTS

Coammaents

CREATED ON CREATRD @Y

el | 1 e
o #a g

Figure 2-11: Comments Tab - Add Comment Menu Option

3. Type a comment.

ADD COMMENT

Enins 8 commmnt fof the cument cuslomer.

Updated the home phone niembear, 4615

Figure 2-12: Add Comment Form
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4. Select Ok. The comment displays on the Comments tab.

Frosi.Jamess |— Camtomer 8 CRIRTRITEOINIT | Cumtomer Bince:  BATRTHE

CREATED OW

Aprll 29 008 10 S8 0 AN 100
Updated the b phoe rember, 86715

Figure 2-13: Comments Tab

Viewing a Customer Record

A customer record always opens in a read-only mode and cannot be edited unless you
change to the editing mode. If you only need to see information or confirm that it is
correct, just navigate between the tabs on the customer record.

1. At the Customer Search form, select a customer name and select the Select & View
option (see Accessing Customer Maintenance and Accounts).

Note: The system may display the customer record
automatically if only one record matches the search criteria you
entered at the Customer Search form. The source for the customer
record is also noted near the top of the results list.
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The customer record opens in a read-only mode.

Rty Saream

[TSFTSE—-

P —

Figure 2-14: Customer Record in Read-Only Mode

Note: The photo area is always present. When a customer’s
image is not present, an avatar takes its place.

2. Choose one of these options:
- Back - Returns to the Customer Search form.
- Edit Customer - Allows you to change information in the customer record.
- Customer Options — Displays a list of customer options. Options include:
*  Add a new customer record to the customer database
*  Print the customer record
*  Enroll the customer in the loyalty program
*  Maintain the customer’s tax exemption information

*  Create a House Account for the customer

See also: Refer to the Oracle Retail Xstore Point of Service User Guide, Customer
Maintenance chapter - Additional Customer Options for customer options instructions.

3. Navigate between the tabbed sections on the customer record by selecting the
Previous Tab and Next Tab menu options.

*  Contact Information Tab: Displays the customer’s address, contact, and
loyalty card information. It also contains an activity stream of recent
transactions.

*  Groups & Personal Tab: Displays information about the customer group,
customer attributes, segment, tax exempt record, and personal data such as
gender, anniversary date, etc.
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Customer List Report

Purchase History Tab: Displays sales history information about the
customer

Customer Account Tab: Displays information about the customer’s
accounts, including loyalty, and other transaction-related accounts

Tasks Tab: Displays customer related tasks and appointments (see also
Reviewing Task Management Information). You can add and edit tasks from
this tab but updates to the status must be made from the My Tasks screen.
See the Xstore User Guide for instructions on how to update status.

Loyalty & Awards: If your system is set up to use Oracle Retail Customer
Engagement Cloud Services, this tab displays loyalty award information.

Comments Tab: Displays comments that have been entered about the
customer

Addresses Tab: Displays the customer’s primary address and any other
addresses on file.

House Account Tab: Displays information about the House Account
associated with this customer. This tab is only active if the customer has a
house account.

Wish List Tab: If your system is set up to use Oracle Retail Customer
Engagement Cloud Services, this tab displays the customer’s wish list items.
Otherwise, this tab is not active.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide,
Customer Maintenance chapter for information about each tab
section and how to modify a customer. The instructions are the

same.

Customer List Report

The Customer List Report is available from the

Back Office Menu. It is accessed from the LT O IAINTHPRE. & 8 ACC LN al

Customer Maintenance and Accounts menu as
well as from the Reports Menu. The report can be

viewed on the screen or printed. m

The Customer List Report shows customers who et Oy 2

fall within specified data ranges (for example, oS00 e fecuen Mo
spends over $500.00 per year) or who follow a ey
! Wl [ i L]

particular pattern of shopping (for example, most
purchases are from the children’s department).

The selection criteria allow you to include
customers in the report based upon customer

location, type of merchandise purchased, amount
of merchandise purchased or returned, and - - _ E

certain demographic information.

v b Desizmun i s

The Customer List Report can be produced at either a summary level or a detail level.

Note: Refer to the Oracle Retail Xstore Point of Service Reports
Guide for more detailed information about this report.
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Customer List Report (Summary)
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Figure 2-15: Customer List Report
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Gift Registry

Overview

The Gift Registry feature is a tool to assist the customer in purchasing gifts for someone
registered. Items in a sale transaction can be associated to a registry; additionally, gift
registries can be set up and maintained in the system from the Back Office. Gift
Registry is available if you are using Oracle Retail Customer Engagement Cloud
Services.

You can sell, return and cancel gift registry items in the Register mode of Xstore. To sell
an item off of a gift registry, you must first assign the gift registry to the sale or order.
Gift registry sales can be added to special orders as well as Oracle Retail Order Broker
Cloud Service orders.

If an item on the registry is returned with the original receipt, the gift registry is
automatically updated.

Refer to the Xstore User Guide for more information about the point of sale functions.
To conduct the following, you must log in to the Back Office:

e Accessing the Gift Registry

e  Modifying a Gift Registry

* Drint Registry

Accessing the Gift Registry

1. From the Back Office Main Menu, select Customer Maintenance and Accounts
and then press [Enter].

2. Select Gift Registry and then press [Enter].

e e et
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3. You have the following options at the Gift Registry Search prompt:

Ragisary #
Regisiry Namea

Crevier Lt Nasme

Owner First Mamea
Event Type | |
Haby Shower
Wadding Shower

Fu

Figure 3-1: Gift Registry Search Prompt

* To create a new registry, select New. Skip to Creating a New Registry.

¢ To search for a gift registry, enter one or more search criteria and the select Process.
You can search by: Registry #, Registry Name, Owner First Name, Owner Last
Name, Event Type, or scan a registry id with the handheld scanner. Continue with
step 4.

4. If Xstore retrieves more than one registry, select the registry you wish to view.

VRAKL L LVENT EVEWT DATT BLGEETIY @
aanwr, hmarts

S St

SR, AA AT

i Wintilorng A o

SR, LB

L ikl T Ll

Figure 3-2: Multiple Search Results

Note: To create a new registry, select New. See Creating a New
Registry.
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5.
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Choose Select & View to view the Gift Registry options.

aTY arr |

@ = ; B | | PRECE | PURCHASED | DREIR

4mi

Ragivher ¥ oty s D

Figure 3-3: Gift Registry Options

You have the following options at this screen:

Select Change Quantity Desired to update the desired item quantity. See Changing
the Quantity.

Select Delete Item to remove the item from the gift registry. See Deleting an Item.

Select View Details to review and edit the gift registry information. See Viewing and
Modifying Details.

Select View Owners to view and edit registry owner information. See Viewing and
Modifying Owners.

Select View Attributes to see additional attribute information such as wedding date,
baby’s gender, etc. See Viewing and Modifying Attributes.

Select View Addresses to view any addresses associated with the registry.
Addresses include before event, after event, and vendor’s address. See Viewing and
Modifying Addresses.

Creating a New Registry

1.

To create a new registry, select New from the Gift Registry Search prompt or the
search results list. The Customer Search form displays.

Gift Registry 35



2. Enter the search criteria for the person for which you wish to create a gift registry.
Select Process.

Phora #

Lt Marrw

Fuet Wome

Chy

Bima

b

Prestal Coce
Loyany #

Camtomer #

Figure 3-4: Customer Search Form

3. Select the customer from the retrieved list. If the customer is not listed, create a new
customer record by selecting New. See the Xstore User Guide for instructions on
Adding a New Customer. Once you've added a new customer, the Registry Details
screen displays.

4. Complete the required fields and select Process:

HEGISTRY DETAILS

Ender (Fm @1 1egaley slormebor

Customor # G 0000068
Cuntnmes Moo Lss R o
Rasgtairy Mame
Evert Typa
Event (inta "
Exgpilntion (ot i

Commantn

Figure 3-5: Registry Details

Table 3-1: Gift Registry Fields

Field Description

Registry Name Describe the event.

Event Type Select an event from the drop-down list.

Event Date Event date must be equal to or earlier than the expiration date.
Expiration Date Expiration date must be later than the current business date.
Comments Optional field.
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5. The gift registry screen displays. The Registry information can be viewed and
modified using the View Details menu option.
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Figure 3-6: New Registry Setup

6. To add or modify registry information see Modifying a Gift Registry.

Modifying a Gift Registry

1. With a gift registry displayed (Figure 3-3 and Figure 3-6), add or modify the registry

information as needed.

Table 3-2: Add or Modify Gift Registry

To Refer To

Add an item Adding Items

Change the quantity Changing the Quantity

Delete an item Deleting an Item

View/Modify Details Viewing and Modifving Details
View/Modify Owners Viewing and Modifyving Owners
View/Modify Attributes Viewing and Modifving Attributes
View/Modify Addresses Viewing and Modifyving Addresses

Adding Items
1. From the Gift Registry screen, scan or enter the UPC to add items to the gift registry.
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2. If prompted, enter the quantity in the Enter Quantity field and press [Enter].

Enter Chusntity

ibam quantity

F&0mi

Figure 3-7: Enter Quantity

3. Asyou add items to the gift registry, the line count and number of items on the

registry are updated accordingly.

arr ary
TR E | FURCHASED | (MG

Gnmer Down i TR
e

p—
Tutal Fegisiry ibens:

Figure 3-8: View Port - Line Count and Item Quantity

Changing the Quantity

1. From the Gift Registry screen, select the Change Qty Desired button menu option.
2. Select the item you wish to modify and press [Enter].
3.

Enter the Quantity and press [Enter]. The change displays in the View Port.

Enter Chusntity

s tha itam quantity
7001
Cabarnel TE0mI

Figure 3-9: Enter New Quantity

Deleting an Item

1. From the Gift Registry screen, select the Delete Item menu button.

2. Select the item you wish to delete and press [Enter]. The item no longer appears in

the view port.

Viewing and Modifying Details

The View Details option displays the information that was initially entered when setting

up the registry.
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1. From the Gift Registry screen, select the View Details menu option.

2. Modify the information as needed and select Process.

Customar ® C1973001000068

Custemer Mame Lisa Fagler

Rarggiar-hlilbier Whisddng

Registry Mamae i
Event Type " Wedding Showsr - |
Event Date 12082013

Expiration Datde i 12113

Comments Regisiry set up by maid of honor,

-“
i

Figure 3-10: View and Modify Registry Details

Viewing and Modifying Owners
1. From the Back Office Gift Registry screen, select the View Owners menu option.

2. The Registry Owners list displays. The check mark next to the Customer # indicates
the primary owner.

Figure 3-11: Registry Owners List

To modify the primary owner
If the registry has more than one owner, perform the following steps to change the

primary owner.
1. From the Registry Owners list, select the owner you wish to change to the primary.

2. Select the Make Primary button.
3. When prompted, press [Y] to confirm the change.
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The new primary owner is moved
to the top of the list and has a green
check mark by the name.

REGISTRY OWHERS

seociated with this registry

PHRAA YT CLUSTOMLEF @ HAsAL

1973001 4 dasd Cathenne Poter

CH 10001 000889 Mary Eing

To create a new owner
Perform the following steps to create a new owner.

1. From the Registry Owners list, select New (see Figure 3-11).

2. The customer search screen displays. Enter your search criteria for the person you
wish to add as an owner. Select Process.

Note: If the customer is not listed, create a new customer
record by selecting New. See step 3 for more information.

3. If more than one customer matches your search criteria, select the customer from the
retrieved list.

4. Verify the address, modify if needed, and select Save Changes.
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Figure 3-12: Gift Registry Owner Information

Important: The address information will be saved in the Customer Maintenance
Screen Addresses Tab with the address type of Gift Registry. Any modifications
you make to the address will not change the primary customer address
information.

5. Repeat steps until all owners are listed.

6. To modify the primary owner, see To modify the primary owner.

To edit registry owner information
1. From the Registry Owners list, select the owner you wish to edit. (See Figure 3-11).

2. Select Edit.
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3. At the Gift Registry Owner Information window, make your edits as needed.
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Figure 3-13: Gift Registry Owner Information

4. Select Save Changes.

To delete an owner
1. From the Registry Owners list, select the owner you wish to remove.

Important:  You cannot delete a primary owner. Press [Esc] to
close the prompt: the primary registry owner cannot be deleted.

Designate a different primary owner prior to deletion. See To_
modify the primary owner.

2. Select Delete.
3. When prompted, press [Y] to confirm the deletion.

4. The Registry owner screen displays without the deleted owner. Select Back to return
to the gift registry. To modify the primary owner, see To modify the primary owner.
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Viewing and Modifying Attributes

The message window of the Gift Registry screen displays only three attributes. To see
additional attributes, or to modify an attribute, select View Attributes.

1 1 | | ary I anry
n PFECE | PURCHMASED | DESIF
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Figure 3-14: Gift Registry Screen - Attributes Area Display

To create a new attribute
1. From the Gift Registry screen, select the View Attributes menu button.

2. From the Registry Attributes list, select New.

Figure 3-15: Registry Attributes List
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3. Select the attribute you wish to add and then select Ok.

SELECT ATTERIBUTE

Saluct tha g regeiry afinlate

i1 Wedding
Baly's Gandar

Coler Falafs

Figure 3-16: Select Attribute List

4. When prompted, enter the Attribute value and press [Enter]. The new attribute will
be associated with this gift registry.

5. Select Back to return to the Gift Registry screen.

To edit an attribute
1. From the Gift Registry screen, select the View Attributes menu button.

2. From the Registry Attributes list (Figure 3-15), select the attribute you wish to edit.
3. Select Edit.

4. Depending on the type of attribute, you may need to add a value to the attribute
value focus bar or select from a list of values then press [Enter]. The attribute value is
updated accordingly.

To delete an attribute
1. From the Gift Registry screen, select the View Attributes menu button.

2. From the Registry Attributes list (Figure 3-15), select the attribute you wish to delete.

3. Select Delete. The attribute is removed.

Viewing and Modifying Addresses
1. From the Gift Registry screen, select the View Addresses menu option.

2. View address information:
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- If addresses are associated with the gift registry they are displayed.

Figure 3-17: Gift Registry Address List

- If no addresses are associated with the gift registry, this message displays. Press
[Enter] to close the message prompt or select New to add an address for this
registry.

There are cumently no addresses associated
with this registry.

Figure 3-18: No Addresses Prompt

To create a new address
1. From the Gift Registry screen, select the View Addresses menu option.

2. From the Gift Registry address list (Figure 3-17) or the No Address on file prompt
(Figure 3-18), select New.

44 Oracle Retail Xstore Point of Service Manager’s Guide



3. When prompted, enter the required fields:

CAFT REGISTRY ADDRESS INFORMAT IOM

Entae tha gift segesiry st inkuimetsn

¥
Addme Typs |

[.. —
Addiwad MJ.I"I-I D Evearsl
|M-'I'-l-'l'
r
Addraii

Figure 3-19: Address Information Form

4. Select Save Changes.

To edit an existing address
From the Gift Registry screen, select the View Addresses menu option.

1

2. From the Gift Registry address list (Figure 3-17), select the address you wish to edit.
3. Select Edit.
4

Modify the information and then select Save Changes.

To delete an existing address
1. From the Gift Registry screen, select the View Addresses menu option.

2. From the Gift Registry address list (Figure 3-17), select the address you wish to
delete.

3. Select Delete.
4. When prompted, press [Y] to confirm that you want to delete the address.
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Print Registry
1. From the Back Office Gift Registry screen, select Print Registry.
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Figure 3-20: Gift Registry Menu Button Options

2. With the report displayed, select Print Report to print the report.

Gift Registry - King Shower

Event Date: 08002013 Lina Count: 2

Total Fegistry lema: 7
Wi

Rsgintry I 113
| em 1D Description Price Purchased Desired
s PEASANT TOP JERSEY DRESS TRES a 3
BO0E Goose Down Pllow a5 a 4

Figure 3-21: Gift Registry Report

Note: The bar code on the report allows quick access to
assigning a registry to a sale.

Note: See the Xstore Reports Guide more information about
reports.
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Employee Maintenance

Employee Maintenance Overview

Oracle Retail Xstore Point of Service maintains various kinds of information about store
associates. Associates who have the proper security privileges may add, view, update,
terminate, and void an employee record. The employee maintenance screen is
organized into five categories, each one accessible by selecting an on-screen tab. The
tabs are named General, Human Resources (HR), Security, Fingerprint, and Comment.
The Employee Maintenance Menu also provides additional functions including an
Employee Productivity Report, the ability to borrow an employee from another store in
the organization, and an employee payroll advance function.

Note: Because each Oracle Retail Xstore Point of Service menu is configurable,
the button functions and the menu options on your system may appear in a
different order or have different text than the examples shown in this manual.

Accessing Back Office Employee Maintenance Functions

1. Afterlogging in to the Back Office (see Accessing the Back Office), select the
Employee Maintenance and Payroll option and press [Enter].

BACH OFFICE

[EFE N

p— =
|l Dasinend _J
2 Flaan Suas
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5 Barigs 1% -]
_e Cpenl lowe Upfar -]
! leindei Lax Suiign
_l Rugasts -]
L &
& r ...—--.u.vn..-_.-.

Figure 4-1: Back Office Main Menu

Tip: Access a menu option with a single keystroke. Just press the keyboard
number or letter associated with any menu option to use that function.
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Maintaining Employee Information

2. At the Employee Maintenance and Payroll menu, select one of the options and press
[Enter].

The following options are available:

* Employee Maintenance - Select this option to maintain employee records. Refer to
“Maintaining Employee Information”.

¢ Time and Attendance - Select this option to maintain employee timecard and
payroll information. Refer to “Payroll and Timecard Maintenance”.

* Employee Scheduling Maintenance - Select this option to create and edit

’

employees” work schedules and manage employees’ time off. Refer to “Employee
Scheduling”.

¢ Task Maintenance - Select this option to create and maintain employee tasks. Refer
to “Message Maintenance and Task Management”.

* Message Maintenance - Select this option to create and maintain employee
messages. Refer to “Message Maintenance and Task Management”.

Maintaining Employee Information

1. When the Employee Maintenance menu displays, select the Employee Maintenance
option and press [Enter].

EMFPLOYEE MAINTENANCE AND PAYROLL d

Main Menus » Employes Mainlenanon and Payroll

1 Uiy inn RS enanc o

z Tima and ARarassts ]
3 Lengioyan Schaduling Mastsnancn L]
4 Tk Msarenanda

& Migniage Mainlanance

Fi

Figure 4-2: Employee Maintenance Menu

Tip:  You can also press the number associated with the menu option on the
keyboard to access the maintenance function.

Note: The following options are also available here:

* Employee Borrow - Select this option to borrow an associate from another store to
work in your store for a specific and limited period of time. Refer to Borrow

Employee.
¢ Employee Productivity Report - Select this option to run the Employee Productivity

Report. Refer to Employee Productivity Report and the Oracle Retail Xstore Point of
Service Reports Guide for more information.
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Maintaining Employee Information

* Associate Advance - Select this option to provide payment in advance of an
employee's scheduled payday. Refer to Associate Advance.

Oracle Retail Xstore Point of Service displays the Employee Lookup form,
prompting for employee information.

Employe 1D

Last Mame
First Mamae

Terminated? No B

Figure 4-3: Employee Lookup Form

2. Enter the criteria you want to use for finding an employee record and select Process.

Tip: If you enter an Employee ID, Oracle Retail Xstore Point of Service may
immediately display that employee’s record if the ID exists and if it is unique.

If you enter search criteria that results in more than one record being found or your

system is set up to always display a list, you must select the record you want from
the list.

EMPLOYEE LOOHLUP

Figure 4-4: Employee Lookup Results List

Choose one of these options:

* Back - Returns to the Employee Lookup form.

Employee Maintenance 49



Editing an Employee Record

* Select & View — Opens the selected employee record for viewing, editing, or
printing.

* New - Displays a form for adding a new employee record to the employee database.

Viewing an Employee Record

An employee record always opens in a view-only mode and cannot be edited unless you
change to the editing mode. After an employee record displays, you can navigate
between the tab sections using the Previous Tab and Next Tab options to select any of
them. Refer to Employee Maintenance Tabs Overview for screen images and more detail
about the information found on each tab.

Note: When a screen or field is grayed out, it cannot be edited until you
change to the editing mode. The edit functions are controlled by security and
may not be available to all users.

lark {Empl-wl} DEAPDDIDDDDDd | Seoaw: 643 | Source:  ShodePeimary

BECURITY

Mama & Addmmaa Prarsonil nbormaaticn
Firet Mama VinEEiE Clamk | 8GN | 223-TraE2
Pagts Firgt Aiddhe Lasi 5y Langusgs  English (Uniied Staiss} E
Bisgital SAstus  Mawried E

Addiais 12048 Chatham Circla hth Date 012N 8960
Gandsi  Female E
PFatal Coda 44007 Oy Twinitewg Spouta Hama
Stale OH | Country  US-UMITED STATES

Emergency Contact Infommaton
Email

First Hama  Bolb

Phona  216-FFF-3333 = FFFFR L Phona  222-3F2-2222 1 FF2

e  Back Dda ok Smith [er | atavantages Homa Office 643 | Ragishes: 1 TRERNIT 112 PMW m

Figure 4-5: Employee Record (Read-Only Mode) Showing Five Tab Sections

Editing an Employee Record

After viewing an employee record you may decide that some of the information must be
changed, or you may want to enter additional information in some fields. You must enter
the editing mode to make any changes to the record.

1. With the employee record displayed, select the Edit Employee option to go into an
editing mode. The fields are no longer grayed out.

2. Use the Next Tab and Previous Tab menu options to navigate to the tab you want.

3. Tomake changes to any of the fields, select the field you want to change, and replace
the old entry by typing over it with the new information.
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Editing an Employee Record

* Any fields that require entries are marked with a red triangle in the upper left corner
of the field.

* Any fields that have lists attached display a down arrow on the right side of the
field.

Vanessa Clark - Gmgloyws @ 0909007000003 | Store: 101 | Source: SeseePvimany

Hame & Address Personal information

first Mams | Vanassa " Clark s IR

o |
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Pl Fry [ICYS Lag B Langisgs  Englinh [Linded Stabes)
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Marial Satus  blaiised
Radnan | XRS5 Chatham Cice ButhDate 01021960

Genelet  Female 08

Pastal Code | HOE7 iy " Teensiburg Spauss M Bah
Statn " 04 - Couniry " LIS . UNITED STATES =
Emargency Contact Information
frmu
Fires Mame:  Blah
Ppons | 2163711112333 - Phone  Z2IRIRTEIIE

AT Tt

".:h' | | | | EI IE““
1]

Figure 4-6: Employee Record in Edit Mode

4. Save any changes you made before exiting from the Employee Maintenance screen.

Select the Save Changes option to keep your changes. If you decide not to keep the
changes you made, select the Undo Changes option.

Note: If you select Undo Changes you are prompted to confirm that you want
to exit edit mode without saving any changes that you made. When the prompt
“Are you sure you want to lose changes?” displays, and you select Yes, your
changes are discarded.

Changing an Employee’s Password

This option allows you to change a password for an employee. Passwords for new
employees are created when a new employee’s record is added to the database. You must
have security privileges in the system to change a password.

Note: You must have the employee’s record open to change the password and
not be in edit employee mode.

1. Open the employee record for the user whose password you want to change.
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Editing an Employee Record

2. Select the Change Password option.

Note: You may also change a password from both the Register Login screen
and the Back Office Login screen see Changing Your Password.

Sally Wall - Dsyplsyss K G8I001000003 | Stevw: 840 | Gavere.  Shorefvimary
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Potal Cods 6087 City  Twinitary AELs M
Giats O | oty  LES - LINITHD STATES -
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Figure 4-7: Change Password Menu Option

3. Oracle Retail Xstore Point of Service may prompt to verify your identity. If
prompted, enter your own employee ID and password to verify that you have
security privileges to change an employee’s password. If you enter this information
incorrectly, the system displays the message “The password entered was incorrect.”
Select Ok to continue and reenter the information.
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Editing an Employee Record

Oracle Retail Xstore Point of Service prompts you to enter a new password for the
employee. Type the new password for the employee and retype the same new
password on the line below to confirm it.

HEW PASSWORD

Erfer pnd confam 3 news payed

Enter the new password

Figure 4-8: Prompt for New Employee Password and Confirmation

Tip: Passwords may be case sensitive, so notice whether the Caps Lock key is on
or off when you enter and confirm the new password.

5.

Select Process to verify the new password. If the system accepts the password, a

confirmation message indicates that the password was changed.

Note: The system may enforce certain rules regarding passwords such as the
minimum number of characters required or whether you can reuse an old
password. If the new password does not meet the requirements, the system
displays a message. If prompted, follow the instructions to correct any errors.

Establish Password Challenge Questions

This configurable function allows your associates to reset their own password after
answering several questions. Your store may not have this option available.

To establish password challenge questions:

1.

maintain.

Open the employee record for the user whose challenge questions you want to
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Editing an Employee Record

2. Select the Password Challenge Questions menu option.
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Figure 4-9: Password Challenge Questions Menu Option

3. Select a Challenge Question from the drop-down menu and type the answer in the
Challenge question answer field.

4. Select Next Question.

Question 1 of 3

Choons i chalangn guson

v
B sl il e s T 2
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Figure 4-10: Password Challenge Questions Maintenance
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Editing an Employee Record

5. Repeat steps 3-4 until the confirmation prompt displays. Press [Enter].

PASSWORD CHALLEMNGE TUESTIONS MAINTEMANCE

Challenge questions have been saved
successfully.

Figure 4-11: Challenge Questions Saved

Note: The number of challenge questions is configured by your store, up to ten.

Setting Up an Employee Fingerprint Record

If you use a biometric device for employee ID verification, use the Fingerprint tab to
enroll the employee’s fingerprints.

1. With the employee record displayed, select the Fingerprint tab. Use the Previous
Tab and Next Tab menu options to navigate from one tab to another.

Note: The first screen that displays depends upon the current view mode:
¢ If you are in view-only mode, the Fingerprint Enrollment Status screen
displays. See Figure 4-12.

You must select Edit Employee to enter into edit mode.
e If you are already in edit mode, the Fingerprint Scans screen displays. See
Figure 4-14.

2. If you are in view-only mode, the Fingerprint Enrollment Status screen displays the

employee’s current fingerprint enrollment status in the Finger Selected panel of the
screen.

Employee Maintenance 55



Editing an Employee Record

In the following example, the employee has no fingerprint records on file (currently
Enrolled Count=0).

Fivsgerpinn

Fingerprint Scans Finger Selected
Maxt Finger Suggestiad

Select "Edit Employee” to start enrollment process ' Finges (] Successhully Enolled

Mawieriin Erwellad Count 4 Civemnily Ermallod Count: @

— 2 . H e . i
Livngpbiryss
(]

Figure 4-12: Fingerprint Enrollment Status Screen - View Only Mode

Tip:  On the hand image, a green finger represents the finger selected for enrollment.
A blue finger indicates the finger has already been enrolled in the system.

3. Select the Edit Employee menu option to begin the enrollment process.

4. By default, the system prompts to enroll the right index finger. To choose a different
finger to enroll, select the Select Different Finger menu option and select a finger
from the Fingerprint Enrollment list.

FINGERPRINT EMROLLMENT

M Eiw ol Come | il iy g sl C im0
Lo L Fingal
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Faght Middia | ngst

Figure 4-13: Fingerprint Enroliment List
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Editing an Employee Record

5. Inedit mode, begin the fingerprint scan by following the on-screen prompts.

(Eange ;. DAIB00 1000074

Fingarprini

Fingerprint Scans Finger Selected
Wt Frger Suggeared
Place Right Index Finger an scanner or select "Save . - EIe
Changes” to continue TENSRERN Sl iy

Place your finger on the biometric device 4 times.
(Center your finger on the device and be sure to place
your finger the same way each time.)

Scan B Place finge on scanns
Scan FE Het complebed
Scan I Kol complaled

San 21 Hot compheted
Ekxewitman End olsd Coumi: 4 Currmirly Enrolisd Count 0

Lvazi F Chaa ] 5aer B
Chinges Firgeaprins Changes Tl
I [ n Fi8

Figure 4-14: Fingerprint Scans Screen - Edit Mode

Note: Selecting the Save Changes menu option at the Fingerprint Scans screen
(Figure 4-14) returns to the Fingerprint Enrollment Status screen (Figure 4-12).

For example, if you change your mind and want to select a different finger for
enrollment, select Save Changes to return to the Fingerprint Enrollment Status screen
where you can select a different finger. See step 3.
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Editing an Employee Record

6. Instruct the employee to place a finger on the biometric device. This process must be
repeated 4 times to enroll the finger. An image of the fingerprint is shown in the
Fingerprints Scans panel during the enrollment process.

g W 902

Fingerprint Scans Finger Selected
Next Fnger Supgested
Place Right Index Finger on scanner or select "Save

Fmgen|e] Siicorsslully B olled
Changes” fo continue . 2

Place your finger on the biometric device 4 times.
(Center your finger on the device and ba sure to place
your finger the same way each time.)
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Figure 4-15: Fingerprint Scan In Process - 2 Scans Complete

About this screen:

e Fingerprint Scans panel - Shows an image of the fingerprint for each scan and
the process steps and status.

e Finger Selected panel - Shows the right index finger is being enrolled (GREEN).
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Editing an Employee Record

7. When the scan is complete, the system returns to the Fingerprint Scans screen where
the employee can enroll another finger or you can select Save Changes to complete
the employee fingerprint enrollment process.
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Figure 4-16: Fingerprint Scan Complete

About this screen:
¢ Fingerprint Scans panel - Shows the enrollment process steps for the next
finger.

¢ Finger Selected panel - Shows the right index finger has been enrolled (BLUE)
and suggests the next finger for enrollment (GREEN).

Note: To remove an employee’s fingerprint record from the
system, select the Clear Fingerprints option from the menu.
When prompted for confirmation, select Yes. This removes the
entire fingerprint record (all fingers).

To choose a different finger to enroll, select the Select Different
Finger menu option and select a finger from the Fingerprint
Enrollment list.

Adding a Comment

Oracle Retail Xstore Point of Service allows you to add a text comment to an employee’s
record. The comment can be viewed on the Comment tab window and printed.

Important:  If you are creating a new employee record, select Save Changes first and
then open the Comment Tab to create a comment.

1. Select the Comment tab.

2. Select the Add Comment option. Oracle Retail Xstore Point of Service displays a text
form where you can enter a comment.
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3. Select Ok to save the comment with the employee’s record.

Adding a New Employee

Although some employee records may be downloaded from the home office
automatically, you may need to create a new employee record at the store level.

1. You must first log in to the Employee Maintenance Menu. Refer to Accessing Back
Office Employee Maintenance Functions.

2. Check to see if the employee record already exists by entering the new associate’s
name in the Employee Lookup form.

Tip:  You may search by partial names if needed.

EMPLOYEE LOCKLIP

Ermad paarrh cr far

Emplayas D
Lasi Name Clairk
First Nome  Vsnessa

Torminatod? Mo |-

Figure 4-17: Employee Lookup Form

3. Select Process to continue.
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If your search for an employee name did not return a valid employee record, the

system displays the message shown below. Select the New option to create a new
employee record.

EMPLOYEE LOCELF

There are no employees available for
zalection,

Figure 4-18: No Employee Record Found Message

Note: After you finish adding the new employee and you have saved the new record,
you can add an additional new employee record by selecting the New Employee option
from the Employee Maintenance screen.

5.

confirming it in the New Password form.

HEW PASSWORD
S T

Ented (e new paswword.

Corfirm the raw pasewsnd

Figure 4-19: New Password Form

The system prompts you to create a password for the new associate by entering and

Note: The system may enforce certain rules regarding passwords such as the
minimum number of characters required, or whether you can reuse a previous

password.

Employee Maintenance 61



Editing an Employee Record

6. Select Process to continue. Oracle Retail Xstore Point of Service displays a blank
form with the five tab sections.

Note: Any information you entered in the fields on the Employee Lookup
form automatically populates the associated fields on the Employee
Maintenance General tab.

7. Enter the new employee’s information on the appropriate tabs. For more details
about the type of information on each tab, refer to Employee Maintenance Tabs
Overview.
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Figure 4-20: Employee Maintenance General Tab

8. After completing all of the data entry, select Save Changes to store the new
employee record in the database.

Voiding (Terminating) an Employee Record

The employee Status field specifies whether an employee is considered to be actively
employed or terminated. The Status field is found on the Human Resources (HR) tab of
the employee record.

1. Open the record of the employee that you want to terminate.

2. Navigate to the Human Resources (HR) tab; the system displays the HR
information.
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3. Select Edit Employee.
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Figure 4-21: HR Tab

4. Select the drop-down arrow on the Status field to list the available options.
5. Select the Terminated option from the list.

6. The Termination Date field is now a required entry as indicated by the red triangle
in the field. Enter the employee’s termination date.
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Figure 4-22: HR Tab - Changing Employee Status
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7. Select the Save Changes option to complete the termination process. The employee’s
record is now marked as voided (terminated). The employee’s security privileges are
also terminated.

Tip: The employee record is still in

selecting Yes in the Terminated field
on the Employee Lookup form. s
Last Nama:
First Namuo:
Terminated? T8 ]
No

Employee Maintenance Tabs Overview

There are five tabs on the Employee Maintenance window. This section shows the five
tabbed sections, gives a brief description, and shows the menu options available for each
tab.

Note: Because the fields on the Employee Maintenance screens are
configurable, your screens may differ from the screens shown here.

e GENERAL TAB- Displays employee name, address, contact and personal
information.
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Figure 4-23: General Tab
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General employee information can include any combination of the following fields, any

of which can be configured to require an entry:

Employee Name & Address Information

Name prefix (Mr., Ms., Dr., and so on)

State/Province

First name, Middle name/initial, Last
name

Zip/Postal Code (system will populate the
city and State based on the entered zip
code)

Name suffix (Jr., Sr., III, etc.)

Country (defaults to the country in which
the store is located, but can be changed)

preference, French, United States English,
etc.)

Address Email address
City Phone Numbers
Employee Status & Personal Information

Social Security Number Birth Date
Language (the employee’s language Gender

Marital Status

Spouse’s Name

Emergency Contact Information

Emergency Contact Name

Emergency Contact Phone Number

e  HUMAN RESOURCES (HR) TAB - Displays information about hiring date,
employee status, and pay status, title, salary, vacation and personal time, and

discount group membership.

Vanessa Clark |: Ermployes 1 S19DIGO0008) | Store 101 | Seerce

Wi RAL MR

Emplayes Prafile Tims Off
e ihas ORPOOEN Sckbam 3
St Aciive Ed  vecslonDas 5
Bctave Nt Pesona s 7
T (haitw [ 2ot Rerll g
Giosp  Chosing Stafi (v | Narmal Lised
Ehequartivseil E e Py oo i At rabeid
PoBian - |
ype - |
Job Tile  Sales
Overinme Eliginba? Yo - |
Olechk in HoguivedT  Yea E Py Simius  Hoarky
1l flsden Lt Py
(hewt {Lmiem Exiv a il

-

[ I 1
Changes

Figure 4-24: Human Resources Tab
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Information on the Human Resources Tab is organized into the following sections.:

Employee Hire & Status Information

Hire Date

Group membership

Status (Active, Inactive, Terminated)

Department assignment

Active Date

Position

Termination Date

Type (used to further define the
employee’s position within the
organization)

Employee Pay Information

Pay Status (Salary or Hourly)

Clock In Required?

Base Pay (Amount)

Last Review date

Extra Withheld (extra amount withheld
from the employee’s pay check)

Next Review date

Job Title

Overtime Eligible?

Employee Time Off Information

Sick Days (Allotment)

Sick Used

Vacation Days (Allotment)

Vacation Used

Personal Days (Allotment)

Personal Used

Employee Group Information

Discount Groups
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e SECURITY TAB - Displays information about the groups with which the employee is

Vanessa Clark l- Fimjrloyws R 0101002000003 | Slore 100 |$‘-|-:ur.

associated to determine system privileges.

SECUITY

181 - DTV Hisne OMce

T B o

“"r |
|

Security Profile

Trawmg Slales Exermgl - | Legnil 211

FrmaryGaoup | Everyne Bl lockedowt He

feret 2

Store Auvtigrmant STORE ASSICHNENT ENDIHG | TENSORMERT

BAFUFOLY

1T i Py ey
| Tk
| |
| | il

Figure 4-25: Security Tab

Employee Security Permissions & System Access Information

Training Status (for example, Exempt,
Restricted Trainee, Unrestricted Trainee)

Login ID (may be different from the
employee ID)

Primary Group (security assignment)

Locked Out? (if Yes, the employee cannot
access any area of the system)

Groups (lists the available security
groups set up for your store)

Store Assignment (used for borrowed
employee functions)
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¢ FINGERPRINT TAB - Provides the ability to create an employee fingerprint data
record in addition to the conventional user ID and password data. This tab is only
active if you are using a fingerprint device.

Fingerprint
Fingerprint Scans Finger Selected
Mt Firger Suggestnd
Select "Edit Employee” to start enrollment process ' Finfen{s) Succtsstully Enfolled

Wairmen Lrwolled Count: 4 Cumpenily Lrwolled Count: 0

A chunge I
Paswmard

18 Maw Ordars

G BsckOMce Mo Hashbrown Pefomas Mlls 478 uzeenz 1z (EHED

Figure 4-26: Fingerprint Tab
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Information on the Fingerprint Tab is organized into the following sections.

Fingerprint Scans Panel
. To enroll an employee’s fingerprint, you must select the Edit Employee menu
option and follow the instructions on the screen.

Once in editing mode, the four windows in this section display an image of the
scanned fingerprint as the employee performs the enrollment process. The
same finger must be scanned 4 times to create the record.

See Setting Up an Employee Fingerprint Record for more information.

Finger Selected Panel

¢ This image defines the
color-codes for the fingers
on the hand images.

Finger Selected
Next Finger Suggested

. Finger(s) Successfully Enrolled

¢ This image shows which finger(s) on each hand are recorded in the system:
* Blue indicates this finger is successfully recorded in the system

* Green indicates the finger to scan next, but can be changed if you prefer
to use a different finger

¥ e Bamma. B g R

High! Irmsdes Finger Soanned Suctssahdly Contirus with narl siggested lngsr
or malect “Buve Charges™ | derw szaniing

Place yeur fingsr on the bisrmetric devide 4 Bmes. (Center your finger on the
device and ks surs ta place your finger the sams way sach Bme.)

olly YW
e

Bome 1 o m g e e
Biaadd A pm—_
]
L ]

i o Wt G 2y B et T |

e A count of the

maximum Maximum Enrolled Count: 4 Currently Enrolled Count; 0
number of

fingers that may be enrolled and the number of enrolled fingers are also shown
here.
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e COMMENT TAB - Displays notes and comments about the associate.

GENE AL L] FImGE HPamsT COMMENT

Comments
Crealed On Amgust 18, 2013 012700 PR
Craatad By 106

Kathy will ba i charge of 1he new empkoyes FAMING se51kon on Juns 20H

= | Maxt Tab
CisrrEen
[ il

Figure 4-27: Comment Tab

The date and time and the ID for the person who created the comment is associated with
the text of the comment. The most-recent comment is listed first. An option to add a new
comment for the associate’s record is available here.

Borrow Employee

This function provides the capability to search the corporate database for an employee.
Once the employee record is found, the employee can be assigned to work in a new
location by setting up an expiration time limit for this temporary position. This
functionality can be used when sharing employees between stores.

1. Afterlogging in to the Back Office, select Employee Maintenance and select the
Employee Borrow option.

EMPLOYEE MAINTENANCE

Mam b 8 Ernpaorss Masdsnancs and Fan

-—.J. By Praaucirey Fapat

4 Ausncisle Advance

Figure 4-28: Employee Maintenance Menu, Employee Borrow Option
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Borrow Employee

2. At the Employee Borrow search form, enter your criteria for finding the employee

you want to borrow and select Process.

EMPLOYEE BORROW

Employaa 10 |
Leat Mame

Firaf Mama

Figure 4-29: Employee Borrow Search Form

Tip:

If you know the employee’s ID, you can enter it in the Employee ID field
so that only that employee is listed.

3.

EMFLOYEE BORRDW

L
Bab gai

iy, o

YR B e Wit Py
Soken, 08 84130

G, Lina

M TAMARAL BLYD 0197

WRLLOUAGHEY, Do S400
Geotga, Ling

M TAMARLE BLYD 0197

W LDl Y O i
Lshwieg. Lucy

FI7H Lals Strest

Harpsines Haights. FL 10054
B b 1, Seiaf e

B WAPLE 58

Pospans Basch, FL 13043
It hritin

B8 LAXE &T

If the results include more than one employee, choose the employee you want and
select the Select & Continue option.

Figure 4-30: List of Employees Available for the Borrow Function
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4. After you select one of the employees listed, or if only one employee is found, the

Employee Borrow Details form displays:

EMPLOYEE BORRONW

MName: Joe Smith
Start Date
End Date

Temporary Yes

Figure 4-31: Employee Borrow Details Form

a. Enter the Start Date and End Date.

b. Indicate whether the employee is being borrowed temporarily by selecting Yes
or No from the list in the Temporary field.

Select Continue.

The system displays a confirmation message when the process for borrowing an
employee is complete. Select Ok to continue. The system returns to the Main Menu.

This employee is now available for employee functions in the borrowing store.

Note: Borrowed employees may change their login password at the store where they
are temporarily assigned. The password at their home store does not change.

Employee Productivity Report

This Employee Productivity Report shows employees’ sales productivity and
employees’ sales information, including multiple sales, dollar amounts per sale, net
sales, returns and markdowns, for selected date and employee ID ranges.

This report allows you to specify an employee and generate the employee’s sales results.
The results can be viewed on the screen and/or printed.

This report includes the following information:

Employee Name and ID

Tot. Trans # - Total number of transactions rung by the employee.
Avg. Items per Sale - Average number of items per sale per employee.
Avg. Amt per Sale - Average dollar amount per sale per employee.
Net Sales Amount - Net sales amount per employee.

Net Return Amount - Returns dollar amount per employee.

Returns % to Total - Percentage of total returns per employee.

Markdowns % to Total - Percentage of total markdowns per employee.
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Refer to the Oracle Retail Xstore Point of Service Reports Guide for more details about the
Employee Productivity Report.

Associate Advance

The Associate Advance function allows a payment to an associate in advance of the
associate's scheduled payday. Examples of associate advances include cases of
emergency or to pay a new employee in a timely manner.

1. Afterlogging in to the Back Office, select Employee Maintenance and Payroll and
press [Enter].

i Draskioadd

2 Flash Sales

3 ImeeT Aoy | ]
[ Beaanaegre: Wadis | ]
& OpanCioss Opticn: L]

. Tandar Exchanga
L] Hapar: L]

§  Joawnal L]

- l'll'!l_nu-llwnd Arrraels ]

Figure 4-32: Main Menu - Employee Maintenance and Payroll

2. Select Employee Maintenance and press [Enter].

EMFLOYEE MAINTENANCE AND PAYROLL i

sdain M ¢ Employee Maimlenance and Paymoll

1 Empleyss Maintananes

2 Tamwrp aed Atlandancs L]
F] Lmplapss Schaduling Maintanancs -]
Il Tatk Maintananes

] Wndzagn Mamtsnanon

Fi3

Figure 4-33: Employee Maintenance Option
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3. Select Associate Advance and press [Enter].

EMPLOYEE MAINTENANCE

g Bana & Expitess Burienscs snd Pos il @ Eopiives Bantetor

Figure 4-34: Associate Advance Option

4. The system prompts you to enter the lookup criteria. Enter the criteria you want to
use for finding an employee’s record and select Process.

EMPLOYTEE LOOKUP

Employes 1D

Last Nama

Firs! Nama

Figure 4-35: Employee Lookup Form

e If you enter an Employee ID, Oracle Retail Xstore Point of Service may
immediately display a prompt for the cash advance amount.

e If you enter search criteria that results in more than one record being found, or if
your system is set up to always show a list, you must select the employee you
want from the list.

5. At the prompt, enter the cash advance amount and press [Enter] to continue.

A ouand

Figure 4-36: Cash Advance Amount Prompt

The system records the transaction and returns to the Main Menu.
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. Both a store copy and an employee

Oracle Retail Xstore Point of Service prints a receipt with the associate’s advance

information and an employee signature line

copy are printed.

6.

Figure 4-37: Associate Advance Receipt Example

The cash drawer opens to remove the cash advance.

Toem 24

ou 33
Cabiiar - D00 R LR

Anpcciate Advaoos

If the system prompts you to close the cash drawer, press [Enter] to respond to the

prompt.
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Message Maintenance and Task
Management

Overview

Messages can be viewed from both the Register Login screen and the Back Office Login
screen. You may also be able to view messages from the transaction screens depending
on your store configuration.

Task Management is a feature that encompasses tasks assigned to associates in a store
for completion as well as tasks that are customer-focused such as appointments. Tasks
have workflows associated with them so at any time a manager can easily see the
current status of the task. This section also includes instructions on how to use the
Black Book feature to view your associate’s primary customers.

Creating and Maintaining Messages

Messages are for information purposes only, and require no action by the employee.
Messages may be downloaded from the corporate office, and messages can also be
created and maintained at the store level using the Back Office Message Maintenance
menu option.

Messages can be store-based or register-based, and provide the ability for both the
corporate office and the store managers to share information with all employees. See
Creating and Maintaining Messages.

Messages can be maintained at the corporate office or using the Back Office functions.
Only store-created messages can be edited at the store level. Messages from the
corporate office cannot be changed or deleted.
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Creating and Maintaining Messages

Perform the following steps to create and maintain messages:

1. At the Back Office Main Menu, select the Employee Maintenance and Payroll menu
option and press [Enter].

Fa Y
TR o ee—
i, P ety
P a
armgn [y L]

L]
r---lr—-ru-—hv Berrame L]

Figure 5-1: Main Menu - Employee Maintenance and Payroll

2. At the Employee Maintenance and Payroll menu, select the Message Maintenance
menu option and press [Enter].

EMFLOYEE MANTENANCE AND FATROLL

Mo b 5 | e Mammm i Fagrad

VLo M L]

B P el st L]
ke

b bt ke e L]

Figure 5-2: Employee Maintenance and Payroll Menu
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3. The Employee Messages search form displays. You have the following options on
the search form:

EMPLOYEE MESSAGES

Sttt Data
End Diata

Priority e

Figure 5-3: Employee Messages Search Form

* To create a new message, select New Message. See Creating a New Message.

¢ To find an existing message:
¢ Enter the search criteria in the search fields provided and select Process.
Search fields include:
*  Start Date: The date the message is to be displayed.
*  End Date: The date the message is to be removed from the message list.
*  Priority: The message importance: High, Medium, Low.
<OR>

e Leave all the search fields blank and select Process to return a list of all active,
store-level messages.

See Editing a Message and Deleting a Message.

Creating a New Message

Messages can be displayed on all registers, or only a specific register. However, all
employees have the ability to see the messages. Messages cannot be directed to specific
employees or employee groups. Any messages created are automatically flagged as
Store Created.

1. At the Employee Messages search form (Figure 5-3), select New Message.

Note: You can also create a new message by selecting the New
Message option from the Employee Messages list. See Figure 5-6.
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2. Enter data as required to create a new message:

EMPLOYEE MESSAGES

Wemage Merenance

Store Crerted. Yy
Start Date ©

e Oats "
Friaemy "

Reginar Speofic Mo b Registar s
Message URAL: |

Mettage "

L
=t
[

Figure 5-4: Employee Messages - New Message Form

¢ Start Date: The date the message is to be displayed.

* End Date: The date the message is to be removed from the message list.
®  Priority: The message importance: High, Medium, Low.

¢ Register Specific/Register #:

*  Register Specific: Yes or No - If No, the message is displayed on all
registers. If Yes, the message is only displayed on a specific register.

*  Register # - If Register Specific is set to Yes, this is the register on which the
message are displayed.

¢ Message URL: If applicable, enter a URL address. The URL will appear as an
attachment to the message. See Figure 5-5 below.

* Message: The message text.
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¢ Select Save Changes to create the new message.

O 8 © = =

NFQ TASKES AL S MEGBAGEYS EEYPAD

STORE MESSAGES
¥ Clews up nales cacka

T ol custoreny i Sy mart S v e produch

REGISTER LOGIN

Sean or iy your amployss 1D o shgn en

Figure 5-5: Register Store Message with URL attachment.

Editing a Message

Only messages created at the store level can be edited or deleted. For this reason, any
messages downloaded from the corporate office are not displayed in the list of messages
returned from a message search.

Note: To find and display the list of store-created messages, refer to step 3.

1. At the Employee Messages list, use the up and down arrow keys to select and
highlight a message, then press [Enter] to display the Employee Messages
maintenance form.

EMPLOYEE MESSAGET

T OOANGTUN] D g e i

1 DWOWI0T] Ak cumbnrmers § Pary vt i view e products

Figure 5-6: Employee Messages List
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2. At the Employee Messages maintenance form, select Edit Message to make the
fields active and available for editing.

EMFLOYEE MESSAGESD

Wessngn Mamisnsice

Fete Crawisd. Yau
Start Dwts  O0SRVZ0TY
End Dete. 002003
Priority  Mesdies E
Registar Spacific  MNo £ Ragioter #
Mannmge LIFL

Massage  Sign up now for The annusl esocinte
IR TSRO [T

[
M pnnge
-

Figure 5-7: Employee Messages Menu Options

3. At the active Employee Messages maintenance form, make your changes as needed:

EMPLOYEE ME

Mussage Maint

Gtore Creatnd: Yas
" s
st Cato " ETETEDIR
¥
Erstl Distas - DUFM2013

Pty -m

d

Ragisies Bpecdie Mo Ll Ragiwiad #
Mennags LHL

Wanniigs ™ Sign wup now for the anaies] maocint
sppreciabion pHonic

Figure 5-8: Employee Messages Maintenance Form - Active View

e Start Date: The date the message is to be displayed.

e End Date: The date the message is to be removed from the message list.
e Priority: The message importance: High, Medium, Low.

* Register Specific/Register #:

*

Register Specific: Yes or No - If No, the message is displayed on all
registers. If Yes, the message is only displayed on a specific register.

Register #: The register on which the message is displayed. This only applies
if Register Specific is set to Yes.

* Message: The message text.

4. After making your changes, select Save Changes to apply your edits to the message.
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Deleting a Message

Only messages created at the store level can be deleted.

1. At the Employee Messages list (Figure 5-6), use the up and down arrow keys to
select and highlight a message, then press [Enter] to display the Employee Messages
maintenance form.

EMFLOYEE MESSAGESD

Wessngn Mamisnsice

Fete Crawisd. Yau
Start Dwts  O0SRVZ0TY
End Dete. 002003
Priority  Mesdies v |
Registar Spacific  MNo £ Ragioter #
Mannmge LIFL

Massage  Sign up now for The annusl esocinte
IR TSRO [T

[
M pnnge
-

Figure 5-9: Employee Messages Maintenance Form

2. At the Employee Messages maintenance form, select Delete Message to delete the
message.

3. At the Delete Message confirmation prompt, select Yes to remove the message. If
you do not want to delete the message, select No to return to the Employee Messages
search form.

DELETE MESSAGE

Are you sure you want to delete this
message?

Figure 5-10: Delete Message Confirmation Prompt
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Reviewing Task Management Information

Use the My Task screen to review all tasks assigned to associates (see Viewing Task
Progress). Use the Black Book to view primary customer’s assigned to your associates
(see Viewing Black Book Customers).

Viewing Task Progress
1. From the Back Office select Associate Tasks --> My Tasks.

2. Use the filter bar to search by Associate, Activity, Status, Start Date, or End Date. To
filter:

a. Select a Heading or Date field from the filter bar:

Task List Asepciste Shres Sakihl Actipity APPOINTMENT Stajus Qpsin Shar Dabe End Date
P | DATE *mu: L | DU RATION *NIIT | Dé"ﬂﬂﬂ | CUSTO | STATUS |

BAREIIE LLELE AFFOMTVENT Drews Fimng Liwa Brrith
[-1-Fi- 10 FANAM 1 hosar APFOMNTMENT Absrations L b P Heceany Ogan. Shres Sakite
- - il i et it g, p—— s, ot * N gt

Figure 5-11: Filter Bar

Note: You can also use the following menu options to filter:
* Associate List Filter

*  Activity List Filter
e Status List Filter

b. If you selected:

*  Associate - select a value and then select Ok.

ATRQCLATE LIBT FL YRR

[y anmng T
[ - armo

(o S RS
P, -u

o 3

R i -us
-

Figure 5-12: Associate List Filtering
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*  Activity - select a value and then select Ok.

AETRATY LT Pl TN G
[

Figure 5-13: Activity Filtering

*  Status- select a value and then select Ok.

& P

Figure 5-14: Status Filtering

*  Start Date - override the default value.

*  End Date - override the default value.
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Oracle Retail Xstore Point of Service displays tasks that meet your filter values.

Task List Aswociste Shres Sakthl Activity APPOINTMENT Statue Open Start Date JECEEILEY End Diabe [0

P I DATE START TV DURATION ACTNITY | DESCRIFTION | CUSTOMER STATUS ASSOCIATE
A 1 1 1

BAREDIE LLE LR AFFOMTMENT Dress Fitting Lima Brmith Dypmn Bhren Gabibi

BARTRIE AR AM 1 AFFDMTMENT Aberatons Les e B Brvam Dpmn Bheen Gabibi

Ei “- .
Fid

Figure 5-15: Filtering Results

Table 5-1: Task List Fields

Field Description

Priority (P) . .
The Importance of the task (High ( ¥ ), Medium (none),
orLow ( 4 ).

Date The date the task should be started.

Start Time The time the task should begin.

Duration The length of time for the task.

Activity Type of task.

Description Detailed description the task.

Customer The customer assigned to the task.
Note: Select View Customer to view the Tasks tab of the
Customer Maintenance screen which displays all tasks
assigned to the customer. See description on page 30 and
the Xstore User Guide for more information.
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Table 5-1: Task List Fields

Field Description

Status Indicates the progress of the task:

Open - The appointment is open, but not started.

In Progress - The appointment has been started, but not
completed.

Cancelled - The appointment has been cancelled and
cannot be reopened or edited.

Closed - The appointment has been completed and cannot
be reopened or edited.

Associate The employee or employee group responsible for
completing the task.

Note: The Xstore User Guide for editing tasks and adding comments.

Viewing Black Book Customers

[Oracle Retail Customer Engagement Cloud Services only]

1. From the Back Office select Associate Tasks --> Black Book. The Associate filter
prompt displays.

2. Select an associate and press [Enter].
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Figure 5-16: Associate List Filtering
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Xstore displays the primary customer’s assigned to the associate you selected.

My Customers Aspotiste Gyl Graham

AT A

[TE A [CETETEE. e S M-I
Balsrm Aaron wabrirmaam ronllie bos.com BIRTRE TR
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Brands Tangh rochme Bt collyn hoo. com EETRY

Figure 5-17: Black Book Screen

Table 5-2: Black Book Fields

Field Description

Customer Name The primary customer’s name.

Email The primary customer’s email address.
Phone The primary customer’s phone number.

3. To view the customer information select View Customer. The Customer
Maintenance screen displays the purchase history. Select Back to return to the Black
Book screen.

Note: Refer to step 3 (Purchase History Tab) as well as the Xstore User Guide
Customer Maintenance chapter.
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Overview

Employee Scheduling

Employee Scheduling allows you to perform a variety of scheduling activities:
® Create and maintain employee work shifts

® Schedule and maintain employee time-off events such as vacations and other times
when employees may not be available for work

e Assign employees to defined work shifts

Employees can view and print their schedules at the Register Login screen. They may
also view a list of other employees who are assigned to work on a specific day. Refer to
the Oracle Retail Xstore Point of Service User Guide for more information.

Work shifts

Work shifts may be created to define a specific set of working hours or days (weekday
mornings, weekend evenings, etc.), or with the intent that individuals who belong to a
particular group (day managers, night managers, etc.) may be assigned to it. After a

shift has been created, an individual employee may be assigned to it. See Maintaining

Employee Shifts.

Time Off

Use the Maintain Employee Time Off function to define times when an employee is not
available to work. These times can be set up as recurring events that span several days
or as single events. See Maintaining Employee Time-Off Schedules.

Reports

The following scheduling reports are available:

¢ Employee Performance Report - This report shows the scheduled hours for an
employee or all employees, the hours actually worked, and the difference between
scheduled and worked hours. The employee’s total sales and average sales for the
period are also shown.

e Employee Schedule Detail - This report shows the employees who are scheduled
for each day in the selected week. Each day of the week is listed, the employees
scheduled, their individual start and end times, and the total hours for each day.
This report also includes the total scheduled hours for the week.

Employee Scheduling 89



Creating An Employee Schedule

¢ Employee Time Off Summary Report - This report lists all employees who have
time off scheduled for the selected week, and it shows the time-off days, hours (if
less than a full day), and the reason for the time-off.

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for detailed
information about these reports

Creating An Employee Schedule
Use this procedure to create an employee schedule for a designated week.

1. After logging in to the Back Office (see Accessing the Back Office), select Employee
Maintenance and Payroll and press [Enter].

2. At the Employee Maintenance and Payroll Menu, select Employee Scheduling
Maintenance and press [Enter].

3. Select the Employee Schedule option.

EMPLOYVEE SCHEDULP MANTEMAMNCE

Figure 6-1: Employee Schedule Menu Option

4. Oracle Retail Xstore Point of Service prompts for the week to be scheduled. Select the
week you want to schedule and press [Enter] to continue.
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Figure 6-2: Schedule Weeks List

Note: The current week is selected by default.
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5. Oracle Retail Xstore Point of Service displays the Employee Schedule screen for the
selected week. This is the view used to create an employee schedule.

Select the Edit option to begin creating a new employee schedule.

Schad Hre: 1§
Schad Ama

Employes Schaduls

Figure 6-3: Employee Schedule Screen

Oracle Retail Xstore Point of Service provides several options for creating a new
schedule:

Create New Schedule Options
* Add Manual Shift - Use this option to create a shift to apply to a specific
employee/day on the schedule. See Adding a Manual Shift.

* Add Shift From List - Use this option to apply a pre-defined shift to a specific
employee/day on the schedule. See Adding a Pre-Defined Shift.

Note: To define the shifts, see Creating a New Shift.

* Copy Day Schedule - Use this option to copy an existing schedule from one day
to a day (or days) in this new schedule. See Copying a Day Schedule.

* Copy Week Schedule - Use this option to copy an existing weekly schedule
from one week to this new weekly schedule. See Copying a Week Schedule.
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Note: Scheduling Exceptions...

e If you schedule a shift for an employee with approved time off for the
period, Oracle Retail Xstore Point of Service displays a prompt alerting
you to the conflict.

* Select the Add to Schedule option to schedule the employee and override
the time-off event.

<OR>
*  Select the Remove From Schedule option to remove the conflicted shift(s)
from the schedule.

You cannot edit records for any date that precedes the current date.

Note:
*  You can assign multiple shifts to the same employee, on the same day.
This is useful if you employ many part-time employees.

e If desired, you can schedule multiple shorter shifts during the day for just
one employee. For example a three-hour INVENTORY/STOCK shift in the
morning and a two-hour CASHIER shift in the afternoon.

® See Figure 6-6 for an example of an employee (Frank, Fern) with 2 shifts in
a single day.

Adding a Manual Shift

Use this option to create a new shift for an employee on the schedule.
...continued from step 5.

1. Select the employee and the day you want to schedule. Use the arrow keys to
navigate the scheduling screen grid. The highlighted area indicates the selected cell
in the grid.

Note: Touch-screen users, tap the desired cell to select the employee and the
day you want to schedule.
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Figure 6-4: Selecting the Cell to Schedule - Edit Menu

2. From the Edit Menu, select the Add Manual Shift option.

Tip: Make sure you have a valid shift selected, not a cell in the Total Hours column.

3. Oracle Retail Xstore Point of Service prompts for schedule information for the
selected employee and date. Enter the information as required, then select Ok to
continue:
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Figure 6-5: Employee Schedule Data Form

e Shift Start Time - Enter the starting time for this shift.
* Shift End Time - Enter the ending time for this shift.
*  Work Code - Select a work code for this shift.

¢ Number of Non-Working Hours - Enter the hours and/or minutes that are
counted as non-working hours, such as meal breaks.
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Oracle Retail Xstore Point of Service totals the scheduled hours for the week

Q and calculates the scheduled budget amount (if it is configured for your store)
as you build the schedule. The total scheduled hours and scheduled dollar
amount is shown in the top panel of the screen. It is updated automatically
each time you add or remove a shift.

-~ Oracle Retail Xstore Point of Service displays the Weekly Summary

@ Scheduling screen that shows the shift you created for the employee on the
scheduled day. Information on this screen includes the starting and ending
times, the work code, break times, and the amount of working time.

-I Schad He: 1630 From: 01352018
E""P'“)'" Echadule Schad Ami: DM | Toc M1ARMS

Bewar. Barah

Sakite, Shess

Figure 6-6: Weekly Summary Scheduling Screen, Employees Scheduled Example

4. Continue scheduling all employees for the week as needed and select the Save
Changes option to save your schedule.

Note: Depending on your system’s configuration, Oracle Retail Xstore Point of Service
may provide a warning if you schedule an employee who has a conflict with
restrictions defined by your store’s policy. For example, there may be a maximum
number of scheduled hours that cannot be exceeded.

Adding a Pre-Defined Shift

Use this option to apply an existing shift type to the schedule for a selected employee/
day.

...continued from step 5.

Note: To create these pre-defined shifts, refer to Creating a New Shift.
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1. Select the employee and the day you want to schedule. Use the arrow keys to
navigate the scheduling screen grid. The highlighted area indicates the selected cell
in the grid.

Note: Touch-screen users, tap the desired cell to select the employee and the
day you want to schedule.

Schad Hm: 16300
Employes Schedule -{ ey

Becean. Sarah

Sakih, S hews

Figure 6-7: Selecting the Cell for a Defined Shift

2. On the Edit Menu, select the Add Shift From List option.

Tip: Make sure you have a valid shift selected, not a cell in the Total Hours column.
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3. Oracle Retail Xstore Point of Service displays the list of pre-defined shifts. Select a
shift from the list that you want to apply to the selected employee and day, then
select Ok to continue.

CASHIER Caamens - AM WG A = 108 P
CASHIER Canksan - Fid B0l P = 0 P
R TT— TN
LRI Alaraenn - PR S P - 00 P
SALES oy - A 00 AM - 500 PM
AL A - PR S50 P - 00 P
CASHIER Cairee - AM (WaEREHT] B0 AL = 13 P
CASHIER Canmagr - biinrighh {Gala) B Al - B P

Figure 6-8: List of Pre-Defined Shifts

Oracle Retail Xstore Point of Service displays the Weekly Summary Scheduling
screen showing the shift you applied to the employee/day. Information shown here
includes the pre-defined starting and ending times, the work code, the time allotted
for breaks, and the amount of working time. Oracle Retail Xstore Point of Service
also totals the scheduled hours for the week as you build the schedule and the
scheduled budgeted dollar amount (if configured for your store).

e . Schad Hm: 17100 From: MZ82018
oy he Schad Ami: 0 T AN S

Betean, Sarah

Figure 6-9: Pre-defined Shift Added

4. Continue scheduling all employees for the week, and select the Save Changes
option to save your schedule.
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Copying a Day Schedule

Use this option if your daily schedules are consistent within the week you are currently
scheduling. For example, if your Monday through Wednesday staffing needs are similar,
use this option to simply set up one day’s schedule (Monday) and copy it to the other
days (Tuesday and Wednesday) in the current week.

Note: This option copies the schedule that every employee has on the selected day and
duplicates it to the additional days that are selected. Therefore, any employee’s cell
may be selected, as long as it is in the correct day from which the schedule is copied.

For example, Bob works sales from 9:00 a.m. to noon on Monday, and Mary works
inventory from 1:00 p.m. to 5:00 p.m. on Monday. If the Copy Day Schedule duplicates
the Monday schedule to Tuesday and Wednesday, then Bob works from 9:00 a.m. to
noon on Monday, Tuesday and Wednesday. Mary works inventory from 1:00 p.m. to 5:00
p-m. on Monday, Tuesday and Wednesday.

...continued from step 5.
1. Select the day you want to copy the schedule from. Use the arrow keys to navigate

among the days on the scheduling screen grid. The highlighted area indicates the
selected cell and day in the grid. In Figure 6-10, the Monday schedule is selected.

Note: Touch-screen users, tap the desired cell to select the day you want to copy the
schedule from.

[ Sched He: 17100 | From: HZEI0TE
L Bebed Aei: 000 Te: HIIRNTE

Hecan, Sarah

Figure 6-10: Copying the Monday Schedule

2. Select the Copy Day Schedule option from the Edit menu.
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3. Oracle Retail Xstore Point of Service prompts for the day (or days) you want to copy
the selected day schedule to. In this example, select the day or days you want to copy
Monday’s schedule to and press [Enter].

coPY DAY SCHEDULE

Seluct the days of the week (o popilste Trom the Bonday &cheduds

Tomn vy

W e g

Bamarday

Figure 6-11: Copy Day Schedule Form

Tip: To select multiple days, use the [Spacebar] to select each day. In this example,
Monday’s schedule is copied to Tuesday, Wednesday, Thursday, and Saturday.

Oracle Retail Xstore Point of Service copies the schedule to each day you selected.
Oracle Retail Xstore Point of Service totals the scheduled hours for the week as you
build the schedule and the scheduled budgeted amount (if configured for your
store).

Employes Echadule '[ Sched Amt: 000 | Too M1BIG0NS

TOTAL

Beerar. Barah

Sakite, hees

Crangs Delete St e I 1 1 1
Shaft Changes
v [ r

Figure 6-12: Copied Day Schedule
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4. Continue scheduling all employees for the week as needed. Select Save Changes on
the Edit Menu to save your schedule.

Note: If configured, Oracle Retail Xstore Point of Service warns of an attempt to
schedule an employee when it conflicts with your store’s hourly constraints or other
restrictions.

Copying a Week Schedule

Use this option if your weekly schedules are relatively consistent from week to week. For
example, if your weekly summer staffing needs are similar, use this option to set up one
week’s schedule and copy it from week to week. Once the existing schedule is copied to
the week you are scheduling, you can easily make adjustments to the schedule as
needed.

1. At the Employee Scheduling Maintenance Menu select Employee Schedule.

2. At the Schedule Weeks form, select the week that you want to schedule and press
[Enter].

3. At the Weekly Summary screen, select the Edit option.
4. Select the Copy Week Schedule option.

Schad Mre: 2 | Feoomc I2M13015
Schad Ame 000 Toc ZMTEAA1E

Employes Scheduls
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Schedule | Changes

Figure 6-13: Copy Week Schedule Option
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5. Oracle Retail Xstore Point of Service displays a list of weeks that have been
scheduled previously. Use the up and down arrow keys to select a week from the list
and press [Enter] to continue.

COPY WEEK SCHEDULE

Select the date of the schedule you want 1o copy.

LRlpl trd 2 k] - EATS
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Figure 6-14: Copy Week Schedule

Oracle Retail Xstore Point of Service copies the schedule from the displayed week to
the selected week. Oracle Retail Xstore Point of Service totals the scheduled hours
for the week as you build the schedule and the scheduled budgeted amount (if that
is configured for your store).

Bebed Heic 17T | From: B20I2015
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Figure 6-15: Copied Week Schedule

6. Continue scheduling all employees for the week and make any edits as needed.
Select the Save Changes option to save your schedule. Refer to Editing a Schedule
for more information about changing schedule information.
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Editing a Schedule

Use this function to make changes to an existing employee schedule for a designated

week.

Note: Schedule records from previous days cannot be edited.

1. At the Back Office Main Menu, select Employee Maintenance and Payroll and press

[Enter].

2. At the Employee Maintenance and Payroll Menu, select Employee Scheduling

Maintenance and press [Enter].

3. At the Employee Scheduling Maintenance Menu,
select Employee Schedule and press [Enter].

4. Oracle Retail Xstore Point of Service prompts for a
schedule week. Use the up and down arrow keys to
select the week that you want to edit and press
[Enter] to continue.
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Figure 6-16: Schedule Weeks List

il

WL OVER

BCRMEDUL NG MANTERANCT

Note: The current week is selected by default. You cannot edit a record from a

date that is earlier than the current date.
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5. Oracle Retail Xstore Point of Service displays the Employee Schedule screen for the
selected week. This is the view used to edit the existing employee schedule. Select
the Edit option to begin editing this employee schedule.

Note: You can select the Print Schedule option to print the
displayed schedule on the report printer.
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Figure 6-17: Weekly Summary Scheduling Screen - Edit Mode

Edit Existing Schedule Menu Options

* Change Shift - Use this option to edit an existing shift on the schedule. See
Changing a Shift.

* Delete Shift - Use this option to remove a shift from the schedule. See Deleting a
Shift.

*  You can also add shifts to the schedule as needed. Refer to Adding a Manual
Shift, Adding a Pre-Defined Shift, Copying a Day Schedule, and Copying a
Week Schedule for more information.
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Changing a Shift
Use this option to edit an existing shift for an employee on the schedule.

1. Inedit mode, select the shift you want to change. Use the arrow keys to navigate the
scheduling screen grid. The highlighted area indicates the selected shift in the grid.

Note: Touch-screen users, tap the desired cell to select the shift you want to change.

Sched Hrs: 1TT00 | From 8IQS2HE
Sehed At 000 Te: BIEAEHE
MOoN WED
616 1 A8 E
200 AN

140PH &
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Employes Schadule [

Hromen, Sash

Figure 6-18: Selected Cell Containing the Shift to be Changed

2. Select the Change Shift option.

3. Oracle Retail Xstore Point of Service displays the Employee Scheduling Data form
that shows the current schedule information for the selected shift. Change the
information as required:
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Figure 6-19: Employee Scheduling Data Form

e Shift Start Time - Enter the starting time for this shift.
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¢ Shift End Time - Enter the ending time for this shift.
¢ Work Code - Select a work code for this shift.

¢ Number of Non-Working Hours - Enter the hours and/or minutes that are
counted as non-working hours, such as meal breaks.

4. Select Ok to continue.

Oracle Retail Xstore Point of Service displays the Weekly Summary Scheduling screen
showing the shift you changed for the employee/day. Information shown here includes
the starting and ending times, the work code, the time allotted for breaks, and the
amount of working time. Oracle Retail Xstore Point of Service also totals the scheduled
hours for the week as you build the schedule and the scheduled budget amount (if
configured for your store).
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Figure 6-20: Schedule before Shift Change Figure 6-21: Schedule after shift change

5. Make additional schedule changes as needed and select the Save Changes option to
save the edited schedule.

Note: If configured, Oracle Retail Xstore Point of Service warns you if an employee’s
schedule conflicts with hourly constraints or other restrictions as determined by your
store.

Deleting a Shift
Use this option to remove a shift from the schedule for a selected employee/day.

1. Select the shift you want to remove from the schedule. Use the arrow keys to
navigate the scheduling screen grid. The highlighted area indicates the selected shift
in the grid.

Note: Touch-screen users, tap the desired cell to select the shift
you want to remove.
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2. Select the Delete Shift option. Oracle Retail Xstore Point of Service displays a
prompt to verify that the selected shift is the one you want to delete.

EMPLOYEE SCHEDULE

Are you sure you want lo delete the
selected schedule?
Schedule Record for;

2013-03-27
Work Code:CASHIER
Start Time:05:00:00 PM
End Time:0x9:00:00 PM

Figure 6-22: Delete Shift Verification Prompt

3. Press [Y] for Yes to delete the shift from the schedule.

Oracle Retail Xstore Point of Service displays the Weekly Summary Scheduling
screen, removing the shift you deleted for the employee/day. Oracle Retail Xstore
Point of Service also recalculates the scheduled hours for the week and the
scheduled budget amount (if configured for your store) as you edit the schedule.

4. Continue making any changes to the schedule as needed and select the Save
Changes option to save the edited schedule.

Maintaining Employee Time-Off Schedules

To create and edit time-off events, Oracle Retail Xstore Point of Service prompts you for
information such as the type of time-off period (whole day, half day, partial day),
whether the time-off period spans multiple days or a single day, and the dates and times
of the time-off period. This information is shown during the employee scheduling
process, alerting you to scheduling exceptions if you try to schedule an employee with
previously-approved time off for the time period you are scheduling.

Adding Time-Off Periods

Use this function to add employees’ time-off requests to the schedule.
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1. From the Back Office Employee Scheduling
Maintenance menu, select the Maintain Employee
Time Off option and press [Enter].

2. Oracle Retail Xstore Point of Service prompts you
to select a schedule week. Select the week for the
time-off event and press [Enter] to continue.
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Figure 6-23: Schedule Weeks List

SCHEDULBI MARTENANCE -

Note: The current week is selected by default.
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3. Oracle Retail Xstore Point of Service displays the Employee Time Off Scheduling
screen showing any previously scheduled time-off events for this week. Select the

Chamrigge ] 1 Com Tiee [e—— E | 1
ek | o Time: FT

Figure 6-24: Employee Time Off Scheduling Screen

Select Previous Week to view time-off from the week before the week

Tip:
@ that is displayed.

Select the Next Week option to view time-off for the week after the
® week that is displayed.

To view any other time-off schedule, select the Change Week option to
@ select a specific schedule date from the list of weeks.
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4. Oracle Retail Xstore Point of Service prompts for the employee’s information. Enter
the employee’s information and select Process to continue.

EMPLOYEE LOOHU™

Empleyes ID
Last Name |

First Name

Figure 6-25: Employee Search Form

5. Oracle Retail Xstore Point of Service displays a list of employees who match the
search criteria. Select an employee from the list and choose Select & Continue.

EMPLOYEE

Salect amployas from the list. StiesaPrimary
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Figure 6-26: List of Matching Employees
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6. After the employee has been selected, Oracle Retail Xstore Point of Service prompts
for the type of time-off event information. Select the time-off type to continue:

EMPLOYEE TIME OFF

Select the type of time off request.

FB = Full Day
F7 = Half Day
F8 = Partial Day

Figure 6-27: Time-off Event Type Prompt

® Select the Full Day option if the employee has requested time off for the entire
day or days.

® Select the Half Day option if the employee has requested half of the day off,
such as morning or afternoon.

® Select the Partial Day option if the employee has requested part of the day, such
as 2 hours off.

7. Oracle Retail Xstore Point of Service prompts for the time-off event date. Enter the
starting time-off date and select Save Changes to continue.
SCHEDULING TiME OFF

Pawue svear (i fame off dale
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Figure 6-28: Time Off Date Prompt

e FULL DAY - If you chose the full day option, Oracle Retail Xstore Point of
Service prompts for the number of days for this time-off event. Enter the number
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of full days the employee has requested off and select Save Changes to continue.
Go to step 8.

SCHEDULIMG TIME OFF
Tims T

Ernter e snmmbsst of doys ol anchidey ihe wlar dals

Simrbier o [y

Figure 6-29: Number of Days Prompt

e HALF DAY - If you chose the half day option, Oracle Retail Xstore Point of
Service prompts for the part of day. Select whether the time off is morning (AM)
or afternoon (PM). Go to step 8.

EMPLOYEE TIME OFF

Which half day?

F7 =AM (Morning)

F& = PM (Afternoon)

Figure 6-30: Half Day Time-Off Prompt

Note: The number of hours allotted for the half-day time-off option is
determined by your store’s policy.
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e PARTIAL DAY - If you chose the partial day option, Oracle Retail Xstore Point
of Service prompts for the start and end times. Enter the information as required
and select Save Changes. Go to step 8.

TIME OFF
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Fradie emted i VLA d#d sitd Time o Uins of

Tirvss O 54861 Tomss |

Tima O End Tima

Figure 6-31: Partial Time-Off Prompt

Oracle Retail Xstore Point of Service prompts for the time-off reason. Select a reason
for the time-off event from the list and press [Enter] to continue.

REASON CODE

Peruoaal Tovs DT

Figure 6-32: List of Time-Off Reasons
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Oracle Retail Xstore Point of Service adds the employee’s time-off event to the Employee
Time Off Scheduling screen for the selected week.

Figure 6-33: Employee Time Off Scheduling Screen

Time Off Exception
If the employee has already been scheduled to
work on that day (or days), the system prompts m
you that there is a time-off exception.
* Select the Add to Schedule option to
schedule the employee’s time off as
requested. feumn Wdemesta, Jomriry B4, 3010 S0:60:04

® Select the Back to cancel the request. e ey
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Removing an Employee Time-Off Period

Use this function when an employee wants to cancel a previously-scheduled time-off.
This function removes the time-off event from the schedule.

1. From the Back Office Employee Scheduling Maintenance Menu, select the Maintain
Employee Time Off menu option and press [Enter].

EMPLOYEE SCHEDULING MARNTENANCE ‘
ki bwwi & Ervslayes Misntenants 5na Payst » Dngsayes Sones

Figure 6-34: Maintain Employee Time Off Menu Option

2. Oracle Retail Xstore Point of Service prompts for a schedule week. Select the week
for the time-off event and press [Enter] to continue.
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Figure 6-35: Schedule Weeks List

Note: The current week is selected by default.

Employee Scheduling 113



Maintaining Employee Time-Off Schedules

Oracle Retail Xstore Point of Service displays the Employee Time Off Scheduling screen
showing the previously scheduled time-off events. Select the employee time-off event
you want to remove from the schedule, and select the Remove Time Off option.

BT

EMPLOYEE TIME OFF SCHEDULING -I PR

DATE TRAE REASON

Simith, Jdos WED - R B.00 A - 3 00 PR Wedical

Figure 6-36: Employee Time Off Scheduling Screen

Tip: Select the Previous Week and the Next Week options to view the time-off
schedule for the week before, or after, the current week you are viewing. To
view any other time-off schedule, select the Change Week option to select a
specific schedule date from the list of weeks displayed.

3. Oracle Retail Xstore Point of Service prompts
you to confirm the time-off event to be m
removed from the schedule. Press [Y] for Yes
to remove the selected employee time-off
event. Oracle Retail Xstore Point of Service
removes the selected time-off event from the
schedule.

Are you sure you want to remove the
selected time off request for Joe Smith?
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Editing an Employee Time-Off Period

Use this option to change an employee’s previously scheduled time-off request. You can
change the type of time off (full day, half day, or part of day), change the time-off date,
the number of days for the time-off period, the time-off hour duration, and the time-off
reason.

1. From the Back Office Employee Scheduling Maintenance Menu, select the Maintain
Employee Time Off menu option and press [Enter].

EMFLOYEE SCHEDULING MAINTEMAMNCE i

Figure 6-37: Maintain Employee Time-Off Menu Option

Oracle Retail Xstore Point of Service prompts for a schedule week. Select the week
for the time-off event and press [Enter] to continue.
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Figure 6-38: Schedule Weeks List

Note: The current week is selected by default.
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2. Oracle Retail Xstore Point of Service displays the Employee Time Off Scheduling
screen showing the previously scheduled time-off events. Select the employee time-
off event you want to change and select the Edit Time Off option.

EMFPLOYEE TIME OFF SCHEDULING BRI TR0
- E i} b =
- EE = AL onm e

Sl Jud - BPEI W00 AM - 200 P Mladidal

o=
Coll Tims | Pmmove | [Er——
o Tt 1

r? "

Figure 6-39: Employee Time Off Scheduling Screen

Tip: Select the Previous Week and the Next Week options to view the time-off
schedule for the week before, or after, the current week you are viewing. To
view any other time-off schedule, select the Change Week option to select a
specific schedule date from the list of weeks displayed.

3. Oracle Retail Xstore Point of Service prompts for the type of time off (full day, half
day or partial day), the time off date, and other information as required. Refer to
Adding Time-Off Periods for detailed information about the time-off prompts.

Enter/select the time-off information as required. Oracle Retail Xstore Point of
Service replaces the employee’s original time-off event on the schedule with the

updated request.

Printing the Time-Off Schedule

You can print the Employee Time-off Summary Report from both the Employee Time
Off Scheduling screen and from the Back Office Employee Scheduling Maintenance

menu.

Employee Time Off Summary Report

Schedule Date Ramge:06/05/2001 & R a1l

Fuqﬂb" Name/E0 Date Free Erazon
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Figure 6-40: Employee Time Off Summary Report
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¢ Printing the schedule from the Employee Time Off Scheduling screen (Print
Schedule button) prints the current schedule shown on the screen.

* Printing the schedule from the Back Office Employee Scheduling Maintenance
menu prompts you to select a week to be printed.

e

mm e 6 v —— P | v e M 1

Figure 6-41: Back Office Employee Scheduling Maintenance Menu

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for detailed
information about running reports

Maintaining Employee Shifts

To make employee scheduling easier, you can create and edit pre-defined shifts that may
be applied during the employee scheduling function.

Creating a New Shift

Use this procedure to create a new shift to be used during employee scheduling.
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1. From the Back Office Employee Scheduling Maintenance Menu, select the Shift
Maintenance menu option and press [Enter].

EMPLOYEE SCHEDULING MAINTEMANCE i

Lars M) & 1 rrgedirpe e Abanfie dee s wnd P *®

Figure 6-42: Shift Maintenance Menu Option

2. Oracle Retail Xstore Point of Service prompts for the shift information. Select the
New option to create a new shift type.

SHIFT MAINTENANCE

Shift Nama
Shilt Dese

Waork Coda v |

Figure 6-43: Shift Criteria Prompt
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3. Oracle Retail Xstore Point of Service prompts for the shift detail information. Enter
the information for the new shift:

SHIFT MAINTENANCE

Shi Hams " |
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=it Dage
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End Time
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Figure 6-44: Shift Detail Prompt

e Shift Name - Enter a name for this shift. This is the label that is shown in the list
of pre-defined shifts.

e Shift Description - Enter a short description for this shift.

¢ Start Time - Enter the starting time for this shift. If you enter the time as military
time, it is converted to a.m. or p.m. For example: 16:00 is converted to 04:00 PM.

¢ End Time - Enter the ending time for this shift. If you enter the time as military
time, it is converted to a.m. or p.m. For example: 16:00 is converted to 04:00 PM.

¢ Number of Non-Working Hours - Enter the hours and minutes that are counted
as non-working hours, such as meal breaks.

e Work Code - Select a work code for this shift.

4. Select the Save Changes option to create the new shift.

Note: During employee scheduling, this new shift is available as an option in
the pre-defined list of shifts. See Adding a Pre-Defined Shift for detailed
information about using the Add Shift From List schedule option.
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Editing an Existing Shift
Use this procedure to change the information for a pre-defined shift.

1. From the Back Office Employee Scheduling Maintenance Menu, select the Shift
Maintenance option and press [Enter].

EMPLOYEE BLHEDULING MAMNTENAMNCE

Figure 6-45: Shift Maintenance Option

2. Oracle Retail Xstore Point of Service prompts for the shift information. Enter the
required information and select the Process option to continue. If you do not enter
any information, Xstore displays a list of all shifts.

LHIFT MAIKTENANCE

Bl M
B Dase

Wk e B

3. If more than one pre-defined shift matches the
search criteria you entered, Oracle Retail Xstore _
Point of Service displays a list of shifts. Select
the shift you want to change from the list and
press [Enter] to continue.
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4. Oracle Retail Xstore Point of Service displays the shift’s detail information.
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Figure 6-46: Shift Detail Example

Note: To delete the shift entirely, select the Delete Shift option here. The
deleted shift will no longer available as an option when setting up employee
schedules.

5. Change the shift information as needed and select the Save Changes option to
continue.

Schedule Reports

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for
detailed information about creating these reports.

Schedule reports are available from the Schedule Reports menu.

1. At the Back Office Main menu, select Employee Maintenance and Payroll and press
[Enter].

2. At the Employee Maintenance and Payroll menu, select Employee Scheduling
Maintenance and press [Enter].

3. At the Employee Scheduling Maintenance menu,
select Employee Schedule Reports. e S e D

il T Bt
B e

A Wamies §mgyes e 0
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4. Select a report from the Schedule Reports list.

EMPLOVEE SCHEDULE REPCHRTE
~wrreas Hgmmr gy AP s 8 [T

Figure 6-47: Schedule Reports List

Employee Time Off Summary Report

The Employee Time Off Summary Report provides a listing of employees who have
scheduled time off during the weekly period selected for the report. For every employee
selected, the report shows the date, amount of time off, and the reason for the time off.

Employee Time Off Summary Report
Sehedule Dave Range:048/23/2006 - 04,29/37006
Employes Nmme 10 Date T Beason
Adgees Tona {033 EO0NEDOCONTY G2 008 - DdS2ET008 Fal® Dy WACATTIN
Chasvricieer, Cimdy (0505000000004 O 30008 - 047008 Full Dy FERSORAL
Figlds, Mary (010000 Oar25 0E - GaTL2008 oo AW 0700 M AVATLARLE
e, Sl A g R e Bl G P S A i i, o IS B ) i S iy G o - gy

See Printing the Time-Off Schedule for more information.

Employee Performance Report Overview
This report shows employee performance information within a selected date range for a
specified work code (or all codes), for an individual employee, or for all employees.

This report includes the following employee information:

Total scheduled hours for an employee or all employees

The hours actually worked by the employee

The difference between the scheduled hours and the hours worked
The employee’s total sales amount for the period

The number of sales for the period

The average dollar amount per sale
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¢ The average number of sales per hours worked

Employee Performance Report

Date Range: 04/01/2006 - 04/30/2006 work Code: ALL Esployea: ALL
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Figure 6-48: Employee Performance Report

Schedule Detail Report Overview

This report shows employees scheduled for each day in a selected week. It contains the
following information:

¢ Date
¢ Employee name

e Work Code

e The individual start and end times and hours scheduled for sales and non-sales
(work code)

e Total hours for each employee per day

e A report total for the schedule week is shown on the last page of the report

Employee Schedule Detail Report

Schedule Date Range: 06/05/2011 - 06/11/2011

Fm- taplowes word Code Srart Tiee o Time nlm-1
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Figure 6-49: Employee Schedule Detail Report
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Payroll and Timecard Maintenance

Overview

Payroll Maintenance refers to the system functions that allow you to view, analyze,
edit, and post weekly payroll information to the home office. Payroll information
includes the daily hours—by work assignment—for each employee for a given week,
including overtime hours. This payroll information for each week is derived from the
timecard shift data.

Timecard Maintenance refers to system functions that allow you to view and edit
timecard entries created through the clock-in/clock-out process. You may also create
new timecard entries and void existing ones, whether they were created automatically
or manually. For example, use Timecard Maintenance to modify an employee's
timecard when the employee fails to clock-in or clock-out properly. Timecard entries
also directly translate into payroll data, assuming the payroll data is not modified later.

Note: Refer to Employee Scheduling for information about scheduling and
maintaining employee time-off events such as vacations and other times when
employees may not be available for work, creating and maintaining employee
work shifts and assigning employees to defined work shifts.

Accessing Back Office Payroll & Timecard Maintenance
Functions

Associates with the proper security permissions may access Payroll Maintenance and
Timecard Maintenance from the Back Office Employee Maintenance and Payroll Menu.
Use these functions to maintain the timecard entries that were created through the
clock-in/clock-out process and the payroll entries that were derived from the timecard
entries.

In addition to the employee payroll and timecard maintenance functions, a Posted
Timecard Report and a Payroll Report are also available.

1. Select the Back Office option.
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2. Afterlogging in to the Back Office (see Accessing the Back Office), select the

Employee Maintenance and Payroll option from the Main Menu.
BACHK OFFICE

Figure 7-1: Employee Maintenance and Payroll Option

3. Select the Time and Attendance option from the Employee Maintenance and Payroll
menu.

EMPLOYEE MAINTENANCE AND PATROLL
1 Pan

e bigng & §mpteess Maistpnancs &

Figure 7-2: Time and Attendance Option

Note: Because each Oracle Retail Xstore Point of Service menu is configurable,
the button functions and the menu options on your system may appear in a
different order or have different text than the examples shown in this manual.
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4. Select one of the options from the Time and Attendance Menu.

TIE AND ATTENDANCE '
e B ¢ Wi Mg s gad Sugred | |ims gl Bpmady
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Figure 7-3: Time and Attendance Menu Options

The following options are available:

Payroll & Timecard Maintenance - Select this option to maintain employee
payroll records. Refer to Payroll and Timecard Maintenance.

Payroll Summary Report - Select this option to run the Payroll Report. Refer to
Payroll Summary Report.

Payroll Detail By Employee Report - Select this option to run the Payroll Detail
By Employee Report. Refer to Payroll Detail By Employee Report.

Posted Timecard Report - Select this option to run the Posted Timecard Report.
Refer to Posted Timecard Report.

Open Timecard Report - Select this option to run the Open Timecard Report.
Refer to Open Timecard Report.
Regenerate Payroll File - Select this option to recreate the payroll file.
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Payroll and Timecard Maintenance

Use the Payroll and Timecard Maintenance menu option to maintain Payroll and
Timecard information.

Note: The payroll categories are configurable, so the categories available on
your system may differ from the examples shown here. The starting work day
of the week display is also configurable. Your first day of the week may be
different from the day shown in the example.

1. At the Time and Attendance Menu, select the Payroll and Timecard Maintenance
option. Oracle Retail Xstore Point of Service prompts for the payroll week you want
to manage. Select a payroll date from the list and select Ok to continue.

PAYROLL WEEK
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Figure 7-4: Payroll Week List

2. Oracle Retail Xstore Point of Service displays the Employee Lookup form,
prompting for employee information. Enter the criteria you want to use for finding
the employee payroll record you want to review and select Process:

EWPLOTEE Lo
Kt aarih comesa
Employes i)

il Marma

Figure 7-5: Employee Lookup Form

¢ Ifyou enter an employee ID and Oracle Retail Xstore Point of Service finds it, the
name is displayed in a list. Press [Enter] to continue.

e Ifyour search criteria produces more than one record, you must select the record
you want from the list and press [Enter].
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When you have located and selected the employee, Oracle Retail Xstore Point of Service
displays the Payroll Maintenance record for the employee. The record includes the
following tabs:

e Payroll Maintenance Tab

e Payroll Comments Tab

e Timecard Maintenance Tab

e Timecard Comment Tab

Payroll Maintenance Tab

Use the Payroll Maintenance tab to verify and enter payroll hours for a selected payroll
period. All payroll records should be reviewed manually and saved before the payroll
finish date. This includes hours automatically fed to payroll from the timecard clock in/
clock out records. Posted payroll information is uploaded to the home office at closing.

You must find and display an employee payroll record for a specific payroll week so that
you may view it or change it.

Payroll Mainisnancs -[ Sicenc U0 - Dwisvunts ga Homes Dilice
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Figure 7-6: Payroll Maintenance Screen

The Payroll Maintenance tab shows the following information:

Employee information: Employee ID, name, and department.

The days of the week and the date for each day; for example, Sunday through
Saturday.

Regular Hours Worked - These hours are determined from the timecard records
and cannot be changed here. Refer to Editing a Timecard Record for more
information on changing timecard records.

Overtime Hours - These hours are calculated automatically by the system,
based on the overtime rules established by the home office. These hours cannot
be changed here. Refer to Editing a Timecard Record for more information on
changing timecard records.
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Double Overtime Hours - These hours are calculated automatically by the
system based on the overtime rules established by the home office. These hours
cannot be changed here. Refer to Editing a Timecard Record for more
information on changing timecard records.

Non-Working Hours Categories - These types of payroll hours can be edited in
Payroll Maintenance using the Edit Non-Working Hours option. Examples of
non-working hours include:

*  Vacation Hours

*  Sick Hours

*  Personal Hours

*  Other Hours

*  Holiday Hours

*  Bereavement Hours
*  Jury Hours

*  Funeral Hours

Total Hours - The total working hours for each category by day and by week.
Totals - The total hours by day and by week.

Note: Refer to Editing a Payroll Record for information about editing non-
working hours.

The following options are available from the Payroll Maintenance screen:

Select Employee List to see a list of active employees for the payroll week you
are viewing.

Select Edit Non-Working to edit the hours for the non-working categories. Non-
working categories include Vacation Hours, Sick Hours, Personal Hours, and
Other Hours as determined by your store policy. Hours that are calculated from
the timecard records cannot be edited through Payroll Maintenance. See Editing
a Payroll Record.

Select Review Payroll after you have reviewed the employee’s payroll record.
This function adds a timestamp to the record along with your ID and the payroll
record is now ready for posting to the home office.

Select Post Employee to post the employee’s record to the home office.
Select Post Payroll to post all employees’ records to the home office.

Select Previous Employee to move backward or Next Employee to move
forward and view additional employee payroll records for the payroll week.

Use the Previous Tab and Next Tab options to navigate between the tabs on this
screen:

*  Use the Timecard Maintenance tab to review or edit the timecard records
that correspond to this payroll record. Refer to Timecard Maintenance Tab
for more information about editing timecard records.

*  Use the Payroll Comment tab to view and/or add a comment.

Select Register to go to the register screens.
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Editing a Payroll Record

Note: Only non-working hours such as sick time, vacation time, personal
time, etc. can be edited from Payroll Maintenance. To edit working hours
(derived from the timecard records), use Timecard Maintenance.

1. To make a change to a non-working-hour payroll record select the Edit Non-
Working option from the Payroll Maintenance screen (Figure 7-6).

2. Select a non-working hour payroll record and make the change by typing the
number of hours in the selected field:

Employee I 100

0.00

0,00

0.00 {
0.00

5,00

0.0

Figure 7-7: Payroll Maintenance Screen, Edit Non-Working Hours

*  You can use up to 2 decimal places when entering hours; for example, 2.75 for 2
hours and 45 minutes.

*  You cannot enter more than 24 hours or less than 15 minutes (.25 hours) in a day.

¢ Depending upon your store policy, you may have additional time restrictions.

3. Select the Save option to save the edited payroll record. Oracle Retail Xstore Point of
Service updates the hours for the payroll record.

Reviewing a Payroll Record
After you have verified the information for an employee’s payroll record, you can mark
this record as reviewed.

1. At the Payroll Maintenance screen, select the Review Payroll option to add a
timestamp to the currently displayed employee record.

2. Press [Enter] to close the prompt: the payroll has been reviewed. The Payroll
Maintenance screen displays.

Oracle Retail Xstore Point of Service marks the record as reviewed. This information
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is displayed in the information panel at the top of the Payroll Maintenance screen as
shown below.
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Figure 7-8: Payroll Reviewed Timestamp

3. Continue reviewing additional employee records as needed by selecting the
Previous Employee and Next Employee options. When all records have been
reviewed, the payroll records are ready for posting to the home office.

Posting the Employee’s Payroll Record
After you have verified the information for an employee’s payroll record and marked the
record as reviewed, you can post the record to the home office.

Tip:  You also have the option to post all employee payroll records at once.
Refer to Posting all Employee Payroll Records at One Time for procedural
information.

1. To post the employee’s payroll record to the home office, select the Post Employee
option.

2. Oracle Retail Xstore Point of Service prompts to confirm the selection. Select Yes to
post the employee’s payroll record and Oracle Retail Xstore Point of Service displays
a message notifying you that the employee’s payroll record has been posted.

Note: If you have not marked this employee payroll record as reviewed
before choosing to post the record, Oracle Retail Xstore Point of Service
displays a message asking if you want to post the record anyway.

Select Yes to post the record or select No to return to the Payroll Maintenance
screen where you can review the payroll record.

Pout employes 100 payroll for 1/25/15 -
1157

Figure 7-9: Post Employee Payroll Record Confirmation Prompt

3. Press [Enter] to close the prompt: payroll has been posted. The Payroll Maintenance
screen displays.

132 Oracle Retail Xstore Point of Service Manager’s Guide



Payroll and Timecard Maintenance

Oracle Retail Xstore Point of Service marks the employee’s payroll record as posted.
This information is displayed in the information panel at the top of the Payroll
Maintenance screen as shown below.
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Figure 7-10: Payroll Posted Timestamp

4. Continue reviewing and posting additional employee records as needed by selecting
the Previous Employee and Next Employee options.

If the system identifies a payroll exception error (as determined by your store’s policy)
when you post an employee’s payroll record, you are notified that a payroll exception
exists.

5. If any payroll errors are found, select an employee from the list and press [Enter] to
return to the employee’s payroll record where you can review the record and make
changes as required.
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Figure 7-11: Payroll Errors at Posting

Note: To edit an employee’s regular hours, you must use the Timecard
Maintenance tab.

Posting all Employee Payroll Records at One Time
You can also post all employee payroll records at the same time rather than individually.

1. To post the entire payroll to the home office, select the Post Payroll option.

Note: If the system identifies a payroll exception error (as determined by your
store policy) when you post payroll records, you are notified that a payroll
exception exists. See Figure 7-11
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Oracle Retail Xstore Point of Service prompts to confirm the selection.

Post payroll for 8/4/13 - 81013 7

Figure 7-12: Post Payroll Confirmation Prompt

2. Select Yes to post the payroll to the home office.

3. If any records have not been marked as reviewed, Oracle Retail Xstore Point of
Service displays a list of employee payroll records that require review.

e Toreview a record, select the name on the list and then select Ok to display the
Payroll Maintenance screen where you can review the record.

<OR>

* To post payroll to the home office without reviewing the records, select the
Continue Post Payroll option.

EMEPLEYEE W1 ERPLETEE HAME BEPARTWMENT
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Figure 7-13: List of Non-reviewed Employee Payroll Records
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When payroll has been posted, Oracle Retail Xstore Point of Service displays a
message indicating that the records have been posted and marks all records with a
timestamp for the posted date.

PAYROLL

Payroll has been posted.

Figure 7-14: Payroll Posted Message

Viewing and Editing Posted Payroll Records

Once payroll records have been posted, you can view the information at the Payroll
Maintenance screen and edit information if you have the proper security permissions.

1. When you select an option to edit timecard and/or payroll information for a posted
payroll record, Oracle Retail Xstore Point of Service displays a message informing
you that payroll has been posted. Any changes you make to a posted record must be
re-posted to the home office manually.

The payroll has been posted. Manual payroll re-posting is
required if there is any timecard and payroll changes made
afterwands.

B e I ————— =—

Figure 7-15: Payroll Posted, Edit Message

2. Press [Enter] to acknowledge this message and make your edits as required.

Payroll Posting Day

On the day payroll must be posted to the home office, Oracle Retail Xstore Point of
Service may display a message indicating that payroll records are due. This message
displays when you exit the Payroll Maintenance function without posting the payroll
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records. Select Yes to continue maintaining the payroll records or No to exit Payroll
Maintenance.

Today is posting payroll day

Press Y to return fo payroll maintenance or press M o exil.

—— ——

Figure 7-16: Payroll Posting Day Prompt
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Payroll Comments Tab

To view payroll record comments, use the Previous Tab and Next Tab options to
navigate between the tabs on this screen and select the Payroll Comment tab.

Oracle Retail Xstore Point of Service displays any comments associated with this payroll
record. In addition to the text, the date the comment was added and the ID of the person
who created the comment are also included.
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Figure 7-17: Payroll Comments

Adding Comments

An option to add a new comment to this payroll record is also available. You can add
additional comments to a record, or add comments to a record that has no current
comments associated with it.

1. Toadd a comment to the payroll record, select the Add Comment option (Figure 7-
17 above). Oracle Retail Xstore Point of Service displays the Add Comment form.
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2. Type a comment and select Ok to add the comment to the employee’s payroll record.

ADD COMMENT

Nead to review payroll with Deb.

Figure 7-18: Add Comment Prompt

Timecard Maintenance Tab

The Timecard Maintenance tab shows the following information:
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Figure 7-19: TimeCard Maintenance Tab

* The days of the week and the date for each day; for example, Sunday through
Saturday:.

Note: The week day order is configurable, so your beginning day of the week
may differ from the first day shown here.

* The work code and the times the employee clocked in and out for each work code.
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¢ If the employee uses multiple work codes while clocking in during the day, multiple
entries display. For example, in Figure 7-19, on Monday, the employee worked on
the selling floor (Cashier) and then worked in the Back Office (Admin).

* Anicon ¥4 associated with a timeclock record indicates that it has been entered or
modified through Timecard Maintenance and it is not the original clock-in or clock-
out record, or that the record has an exception to a timecard rule. Select the record
and the View History option for details about this modified record.

e The hours scheduled for each day. Available if the scheduling option is used.
® The actual hours worked each day.

® The total number of hours worked for the week.

The following menu options are available from the Timecard Maintenance screen:

e Payroll Dates - Select this option to view the list of payroll dates. Select a new date
from the list to view the selected employee’s timecard record for the new payroll
week.

e Employee List - Select this option to view a list of active employees for the payroll
week you are viewing.

e Edit Timecard - Select this option to edit the timecard record.

* View History - Select this option to view the details about a specific timeclock
record.

* Previous Employee/Next Employee - Select these options to move backward/
forward to view additional employee timecard records for the payroll week.

e Exception List - Select this option to view a list of employee records that have
exceptions for this payroll week. Exception rules are set up by the home office.

® Use the Previous Tab and the Next Tab menu options to navigate between the
Timecard Maint tab and the Timecard Comment tab.

e Timecard Comment Tab- Select this tab to view and/or add a comment.
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Editing a Timecard Record

1. To change a timecard record, select the record that you want to change on the
Timecard Maintenance screen and select the Edit Timecard option.

Payroll Stari Date: 12515 |, Paymol Reviewsd Dwis:
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Figure 7-20: Timecard Maintenance Screen

2. The following editing options are available:

* Add Timecard record - Use this option to add a timecard record for the selected
day. Refer to Adding a Timecard Record.

* Change Timecard record - Use this option to change a timecard record for the
selected day. Refer to Changing a Timecard Record.

* Delete Timecard record - Use this option to remove a timecard record for the
selected day. Refer to Deleting a Timecard Record.

Adding a Timecard Record
1. Select Edit Timecard.

2. Select the day to be edited and select Add Timecard.
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3. Oracle Retail Xstore Point of Service displays the Timecard Maintenance form. You
must select a work code and enter the start time and end time for the timecard

record.
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Figure 7-21: Timecard Maintenance Form

4. Select the Save Changes option to create the new timecard record.

5. Depending upon your store policy, you may be prompted to enter a comment about
the change to the timecard record. Type a comment and press [Enter] to continue.

ADD COMMENT
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Figure 7-22: Timecard Comment Form
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The system prints receipts for your records and the record is added to the selected
day.

Timerard Acvepramee Farm

Timecard Dave: kxd wad wx
Wark Code: SALES
saeck Int D00 AR
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Figure 7-23: Edit Timecard Record Receipt Example - Forgot To Clock In And Out

On the Timecard Maintenance screen, this record is preceded by an icon @
indicating that it has been modified and is not an original clock in/clock out record.

The system recalculates the actual hours worked for the day, the total hours worked for
the week, and updates the timecard record accordingly.

PayrollSeart Dutec L2518 | Payeoll Reveesd Date: 13615
Payvell Malntenance = koo — 3 offen | Payroll Ead Datec 831 Payeoll Post Dats:

TIMECARD MAINTENANCE PAYROLL COMMENT

[HET]
e Ll

LUMCH_BREAK

13:00 PM FE T

1:48 FE A:0 P

ADEN ADVaN

1:48 FE A:0 P

EA0 PE P -
Fchoduled
T — ~ , : . . :
Acnal

Total Howrs 40

Vet T 1
Timgphryes
T

Figure 7-24: Timecard Maintenance Screen - Timecard Record Added

Changing a Timecard Record
1. Select Edit Timecard.
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2. Select the day to be edited and select Change Timecard.

Note: If no timecard exists for the day you are editing, select Add Timecard.

Oracle Retail Xstore Point of Service displays the Timecard Maintenance form where
you can change the work code and start time and end times for the timecard record.
The data on the form defaults to the current record information for the selected day.

TIE C AR AN TERANMCE
Yisb el Data

g d R
[
i b T

i il Ti

Famm oy e

Far 1 U0 AN wemes 910 o WA
i P WO 11

LI L el
#

]

Figure 7-25: Timecard Maintenance Form - Timecard Record Inset

Make the changes as needed and then select the Save Changes option to replace the

current timecard record with the edited timecard record.

Depending upon your store policy, you may be prompted to enter a comment about

the change to the timecard record. Type a comment and press [Enter] to continue.

ADD COMMENT

Erviar 4

LT ]

Figure 7-26: Timecard Comment Form
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The system prints receipts for your records and the edited record is updated for the
selected day.

e Ty B i PO
ToifWeET =132 Bkt T¥71% 10

Figure 7-27: Edit Timecard Record Receipt Example - Forgot to Clock Out

This record is preceded by an icon @ indicating that it has been modified and is not
an original clock in/clock out record. The system recalculates the actual hours worked
for the day and the total hours worked for the week, and updates the timecard record
accordingly.

Deleting a Timecard Record
1. Select Edit Timecard.

2. Select the day to be edited and select Delete Timecard.

144 Oracle Retail Xstore Point of Service Manager’s Guide



Payroll and Timecard Maintenance

3. Oracle Retail Xstore Point of Service prompts to confirm that you want to delete the
selected record. Select Yes to delete the record.

TMECARD MAINTENANCE

Are you sure you want to delete timecard
information?
Timecard Record for:
2015-01-27
Weork Code:Inventory/Stock
Clock In Time:09:00:00 PM
Clock Out Time:10:00:00 PM

Figure 7-28: Delete Timecard Record Confirmation Prompt

4. Depending upon your store policy, you may be prompted to enter a comment for
this change to the timecard record. If prompted, type a comment and select Ok to
continue.

The system prints receipts for your records.

xﬁ‘lﬂu:.i_
Timeeurd Acoyprinis Fars
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SELEIED
Timscard Date:

WAk

T
My errcr, encered record for the woeg

AFSDClATE.

K
Employee’s Signasure

x

Hanages s Signatura

Figure 7-29: Delete Timecard Record Receipt Example
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The record for the selected date is deleted as indicated on the Timecard Maintenance
screen.

CASHIER
00 AM S:00 PM 508 AM 00 Al 100 Pl
108 M

fzan pPw

LUHCH_BREAK LUNCH_BREAK

LFETT] S 12:00 PM 1200 FM
MYVENTORYT
1:68 FMA o Pl 1:48 P 100 PM
08 FWA
ADMVIN ADWRN ADVIN
0 P 00 FM 1:00 P
A0 P | L0 FM | S PM =]
Bekwduied
Actusl
[ — : ! ) ; 3 ;
Tiotwd Howrs X3

o Wawt I 1
rpires
—

Figure 7-30: Timecard Maintenance Screen, Timecard Record Deleted Example

This record shows DELETED indicating that it has been removed. The system
recalculates the actual hours worked for the day and the total hours worked for the
week, and updates the timecard record accordingly.

Viewing Timecard Exception Records

Exception criteria are set up by the home office. For example, an exception may include
employees who worked more than 14 hours per day or employees who worked less than
1 hour per day. Other exceptions include mismatched clock in/clock out records.

1. At the Timecard Maintenance Screen, select the Exception List option.
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2. Oracle Retail Xstore Point of Service displays a list of employees with exceptions for

the current payroll date. Select a name from the list and select Ok to view the

timecard record with the exception.

TION LIST

[N OWEE W

| EMPLOVEE MANE:

PRI

Figure 7-31: List of Employees with Timecard Exceptions

Oracle Retail Xstore Point of Service displays the Timecard Maintenance tab for the

selected employee:
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Figure 7-32: Timecard Maintenance Screen, Timecard Record Exception

e To view the details about the exception, select the record and then select the
View History option. Refer to Posted Timecard Report for more information.

e To edit the exception record, select the record and then select the Edit Timecard
option. Refer to Editing a Timecard Record for more information.
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Viewing Timecard Record History

The timecard record history shows a list of all the activities for a specific record. This
information includes the clock in and clock out times, the work codes, and any edits that
pertain to the record.

1. To view the timecard record history, select the timecard record and then select the
View History option at the Timecard Maintenance screen.

Oracle Retail Xstore Point of Service displays the history for the selected timecard

TIMECARD RECORD HISTORY

record.

VORI DK P
At
LivalodMadiins Ity

W b

Cladh b N

Chac Cu T

EHUGOTE GETEET PN

Actior: Uipdats
Crmaled Mo Iy Juhn Browm 190
Wk e SALTS
Chach b Wimia (R
Clock Ol Tima: = e

Figure 7-33: Timecard Record History

2. Press [Esc] to return to the Timecard Maintenance screen.

Timecard Comment Tab

To view timecard record comments, use the Previous Tab and Next Tab options to
navigate to the Timecard Comment tab at the Timecard Maintenance screen.
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Oracle Retail Xstore Point of Service displays the comments associated with the current
timecard record. In addition to the text of the comment, the comment’s date and time of
entry, and the ID of the person who created the comment are also shown.

PayroliBtact Dae: 10516 | Payrol Reviewed Date: 12615
PayrollErd Date:  1EHHE | Payrol Post Dete: HINE

Payroll Maintenance |_mm. 161 < Diataants g Home Office |

FAYROLL MAINTENAMCE TIMECARD MAINTERANC] PAYROLL COMMENT TIMECARD COMMENT

Buminews Date EE2NAE Created On BARETH B BT A2 PW Created By: AL
Sarah wwe axch

Bumimews Date: AT Created On EIAWEH B P Created By: AL
e bed moft 0 work B0 s

e

Figure 7-34: Timecard Record Comments

Adding Comments

An option to add a new comment to this timecard record is also available at the
Timecard Comment tab. You can add additional comments to a record, or add
comments to a record that has no current comments associated with it.

1. To add a comment to the timecard record, use the Previous Tab and Next Tab
options to navigate to the Timecard Comment tab.

2. Select the Add Comment option (Figure 7-34 above).

3. Oracle Retail Xstore Point of Service displays the Add Comment form. Type a
comment and press [Enter] to add the comment to the timecard record.

Figure 7-35: Add Comment Form
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Posted Timecard Report

This report shows a day-by-day breakdown of employee time-card records when payroll
is posted. For each employee, the report includes the total hours for each day and for the

week. If this report is printed, it includes signature lines for the employee and manager.
This report includes the following information:
¢ Date

e Timeln

¢ Time Out
e Category
¢ Hours

¢ Day Total

e Week Total

Refer to the Oracle Retail Xstore Point of Service Reports Guide for details about this report.

Open Timecard Report

The Open TimeCard Report provides a listing of employees who have time cards with
Clock-In times but who have not yet clocked out from work. The report lists the
employee name and ID, the clock-in time and the work code selected at clock-in time.
This report includes the following information:

* Employee ID
* Name

* C(Clock-In Time
* Register

e Work Code
Refer to the Oracle Retail Xstore Point of Service Reports Guide for details about this report.

Payroll Summary Report

The Payroll Summary Report shows all of the hours displayed on the Payroll
Maintenance screen for all active employees for a pay period.

This report includes the following information:
* Employee Name/ID
* Date/Weekday
* Reg Hours - The regular hours worked, excluding overtime hours.
¢ Over Time Hours - The overtime hours worked.
¢ Double Time Hours - Overtime hours worked at a double pay rate.

¢ Non-Working Hours - Non-working categories include Vacation Hours, Sick
Hours, Personal Hours, and Other Hours as determined by your store policy.

¢ Total Hours - The total hours worked for each employee and category.
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* Report Total Hours - The sum of all hours for all employees on the report.

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for details
about this report.

Payroll Summary Report

Date Renge: 03/80,/2013 - 83,709/201%

fi80] Grows, John
bate Regular OverTise DoubleTine Non-Working Total
Harch B, 2013 (Wednesday) 7] 0 [ 0 FT]
Total FT] 0 0 0 FT]

f101] Saktml, Shree
bate Regular OverTine DoubleTine Non-Warking Total
March &, 2013 (Wednesday) 24 a B a FIl
Total 24 [ o [ FT]
REPORT TOTAL: 48 o 1] ] 48

Figure 7-36: Payroll Summary Report

Payroll Detail By Employee Report

The Payroll Detail By Employee Report shows a detailed breakdown for each employee’s
payroll record by day and payroll category. This report includes the following
information:

e Payroll Period

¢ Regular Hours

e Overtime Hours

e Double-time Hours
e Vacation Hours

e Personal Hours

e Sick Hours

e Funeral Hours

e Other Hours

e Total Hours

The report also includes lines where employees may sign and date the printed report to
indicate they reviewed the payroll information.

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for details
about this report.
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Payroll Detail By Employee Report

Esployee Signature:

Date Ramge: 8101720013 - B3/08/2013 {100} Brown, John
roll Period: Regular OverTise DoubleTisme Wacation Personal sick Funeral Other Total
Hours Hours Hours Hours Hours Hours Hours Hours Houl
January 1, 2813 16 L [ ] ] 1 2] ] 16
[ Tuwesday
February 3, 2813 16.5 @ L} 8 B L 8 ] 16.5
{Sunday)
February 3. 2013 ] [0 L1 ] ] [0 i) 3 3
(Sunday)
February 6, 2813 7 L [ ] ] 1 2] ] 7
(Wednesday)
February &, 2813 ] L L] 8 B 1 8 ] 1
(Wednesday)
March &, 2013 24 [ L1 L] ] [ 1] ] 24
(Wednesday )
EMFLOYEE STORE 63.5 o 0 ] ] 1 '] 3 &7.5

Figure 7-37: Payroll Detail By Employee Report
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Register Open and Close

Overview

Open the register to ring sales. Close the register to reconcile the cash drawer and to
lock the register from further sales.

Accessing the Back Office Register Open/Close Functions

1. After logging into the Back Office (see Accessing the Back Office), select the Open/
Close Options menu option and press [Enter].

Tip:  You can also press the number/letter associated with the menu option on
the keyboard to access the open and close functions.

2. Select an option from the Open/Close Options menu and press [Enter].

O G L CRE-DITTRONT

Wy by 4 b

hers Cinre J

x
L ] Cimne Creddtietd Bowt

iangs Biamsid fums

W
A Femis Ciss
PR ] pee————
)

Figure 8-1: Open/Close Options Menu

Tip: The Register Close and Store Close menu options toggle between open
and close. In Figure 8-1 above, note that the register menu option is “Register
Close”. This indicates that the register is opened. The “Store Close” option tells
you that the store is currently open.

* To close the register, select the Register Close option. See Closing the Register.
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* To open the register, select the Register Open option. See Opening the Register.

e To print a till summary receipt, select the Print Till Summary Receipt option.
See Print Till Summary Receipt.

Closing the Register

1. At the Open/Close Options menu, select the Register Close option and press
[Enter].

2. The system prompts to confirm that you want to close the register. Select Yes to close
the register.

Depending upon the configuration of your system, you may be prompted to
perform a close count. Refer to To Perform a Close Count for procedural
information.

If you are not prompted to count the till, the register is closed at this point.

BACK OFFICE LOGIM

ORACLE

PSS Back DM Legin Ciline Datavanisgs Heme Offsee 843 Fagister: 1 SR

Figure 8-2: Register Closed Status Indicator

Note: If configured, you can still access functions that do not require a till
such as Clock In and Clock Out, Item Lookup, and View Timecard even though
the register is closed for sale transactions.

To Perform a Close Count

After confirming that you want to close the register, Oracle Retail Xstore Point of Service
displays the Close Count screen where you can count the tenders in your till and enter
the amounts into the system.

1. Select the tender group you
want to count and then select
the Count Selected option.

Note: Depending upon the configuration of your system and your store
policy, the over/short amounts as shown above may not be displayed.
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2. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. The following are Xstore base examples.

Table 8-1: Tender Count Screen Xstore Base Examples

Tender Count

Example

Credit Card
(Totals' Count)

The focus bar prompts to enter the Count and then the Amount.

Teatu i omitdl
Comas 0. 100 T8 maws Topl 1o § L Caiil

= T T e — warinmeia e s IR

Cash

(Denomination’
Count)

The focus bar prompts to enter the Count for each denomination. In
the example below, the Fifty dollar denomination is being counted.
Once [Enter] is pressed, the hundred dollar denomination will be
highlighted. The system calculates the amount based on the quantity
entered and displays a running total at the bottom of the screen.

Daarte
[T
Dot Caima
[ET

P Dttt
Ver Tl
Twsnty Duftan
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Table 8-1: Tender Count Screen Xstore Base Examples

Tender Count Example
Checks The focus bar prompts to enter the Serial # and then the Amount. The
(Totals! Count) system calculates the amount based on the quantity entered and

displays a running total at the bottom of the screen.

Totsbs Catt
Cmihesy £ 188 Tl besis Ttk Pl |

LE LETRR]

[y

Enter Sarisl B

Frvius & swtonl @ i Chaii

1.A Totals Count prompts for a total number of the tender type and the total amount.
2.A Denomination Count requires that you specify the number of items (Count) and the value of
each item in the tender group (Amount) that you selected.

Tip: The type of count is labeled on the upper left portion of the count screen
view port. The tender type is identified in the upper right portion of the count
screen view port.

3. Continue counting all the tender types in your till.

Tip: Use the Prior Group and Next Group menu options to move up and
down in the tender type list without returning to the Summary screen.

4. When counting is complete, select the Done Counting option at the Count Summary
screen.

e If all tenders are in balance—your counts match
the system expected amounts—Oracle Retail _
Xstore Point of Service displays a message

indicating that the till is in balance.

Press [Enter] to acknowledge this message and continue
with step 5. Test Til 1 in in balance.
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¢ Ifany tenders are out of balance —your counts do not match the system expected
amounts—Oracle Retail Xstore Point of Service displays a list of tenders that are
out of balance:

Tha following tenders or tender types Bre
oul of balance:

Cash, Austrafian Cash, Canada Cash, Euro
Cash

Do wou wanl to accepl the difference?

Figure 8-3: Tenders Out of Balance Prompt

*  Select Yes to accept your counted amounts. If prompted, select a reason for

the count discrepancy and/or type a comment about the discrepancy.

<OR>

*  Select No to recount any tenders as needed. Oracle Retail Xstore Point of

Service re-displays the Close Count screen where you can make your
changes as needed. When finished, select the Done Counting option.

5. Oracle Retail Xstore Point of Service displays the suggested amount to be deposited
in the store bank, if your store is set up for this function. Choose one of the following

options:

Suggested Austrakan Cash deposi amount

in $200.00. Prosa F4 to accept thal mmount

or press FG to change the total cash deposit
armounl.

Figure 8-4: Suggested Cash Deposit Amount

Note: The amount suggested here takes the float amount to be left in the cash
drawer into account if float amounts are used in your store.

* Select the Accept Deposit option to deposit the amount shown on the prompt.

<OR>
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* Select the Change Deposit option to enter a different amount. If you select this
option, Oracle Retail Xstore Point of Service prompts for the amount you want to
deposit. Enter the amount and press [Enter].

Deposit
Enter total cash deposit amount.

Figure 8-5: Deposit Amount Prompt

<OR>

* Select the Deposit Calculator option to display a till audit count screen where
you can recount the deposit amount. Select Done Counting when you have
completed your audit count for the deposit.

Note: The Deposit Calculator function allows you to recount denominations
and see a running total of the deposit amount to assist you in counting out the
correct deposit amount. After recounting the deposit amount, the system
prompts you to decide if you want to accept the amount shown on the Deposit
prompt or enter a new amount. See step 5.

6. Oracle Retail Xstore Point of Service prints a deposit receipt for your records and
may print a close receipt.

End Count Deposit Receipt Sample Close Receipt Sample

Tewce
— imsza: WD Hagiater: |

Ewilacwd bavunt

Byizes T

Trfferencs 3

=ash
feclared Amoomt 0T Register Closwed
----- FE s s s EEEEE B R E R R

Fystam Trral

Trifferencs

Total Declared Amount ot

Lesal Cuspency

Till Opéning Ascrst
Total Cash Mmcent L
Total Cask Degoait F42.0
Cash Femained In Till E LR

Total Cash Fickup
Aodbas Qoilder
Enchaorpn Fale

Porvign fawranits
Comrared Ay e b A o
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Forcing a Register to Close

This register is now closed as indicated by the Register indicator color change (from
green to red).

Back Ts @ pges

cun i oy yrur wenphayes i ngr o
|
= . ] m wraesk vk D

Figure 8-6: Back Office View, Register Closed

Forcing a Register to Close

If register equipment fails for any reason and a register cannot be closed using the
normal procedure, the Force Close option may be used. By forcing a register to close,
despite equipment failure, the store closing procedure may then be started.

1. At the Back Office Main Menu, select Open/Close Options press [Enter].
2. Select Force Close press [Enter].

Oracle Retail Xstore Point of Service displays a list of any open registers (if no
registers are still open, Oracle Retail Xstore Point of Service displays a message).

3. Select the register that you want to close from the list. Use the up and down arrow
keys to go to the register you want to close, and press [Spacebar] to select it. Press
[Enter] to continue.

Oracle Retail Xstore Point of Service displays a message indicating that the register
has been forced to close.

Print Till Summary Receipt

This option allows you to print a summary recorded during the last till count.
1. At the Back Office Main Menu, select Open/Close Options press [Enter].
2. Select Print Till Summary Receipt.
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3. When prompted, select Yes to print the receipt. The
system prints the till summary for the register to a _
receipt printer. The receipt includes a breakdown of
the various tenders (quantity and amount), a
configurable list of various transactions that
occurred at the register (/paid out, returns, refunds,
discounts, account setups, etc., and the quantity and P you'iemnt 1o prink the ) sevmany
amount for each), and taxes.

_ _ ==
Opening the Register

1. After logging on at the Back Office (see Accessing the Back Office), select the Open/
Close Options from the Main Menu and then press [Enter].

Note: Touch-screen users tap the register status bar to open the
register. The focus bar prompts for your employee ID and
password. Enter the information when prompted. Proceed to
step 3.

B e T

2. Select the Register Open option and press [Enter].

FEFEEE
i
i

3. Oracle Retail Xstore Point of Service prompts: Do you want to open this register?
Select Yes to open the register.

Depending upon the configuration of your system, you may be prompted to
perform an opening count. Refer to To Perform a Begin Count for procedural
information.

If using dual cash drawers, you may be prompted to select a cash drawer and attach
the till before performing an opening count. Refer to Chapter, “Till Management” .

If you are not prompted to count the till, the register is opened at this time.
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To Perform a Begin Count

1. After confirming that you want to open the register, the Count Summary screen
displays, select the tender type to be counted and then select the Count Selected
button to display the tender group’s count screen.

SR AR
£10n 8a T

(%100 o0j

e aaj
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Figure 8-7: Begin Count Summary Screen

2. Enter each value as required in the focus bar and press [Enter]. Xstore will highlight
the next denomination in the list.

Note: Depending upon the configuration of your system, you may be
prompted to enter the total opening amount rather than prompted to count by
denomination. See Tender Count Screen Xstore Base Examples

Erber Cours
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B e Gl ek L
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Figure 8-8: Denomination Count - Cash
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3. Select Next Group until all tenders are counted.

Tip: Select Prior Group to go back to the previous count screen.

4. Repeat steps 2-3 until all tenders are counted and then select Summary to return to
the Count Summary screen.

5. Review the amounts. If the totals are correct, select the Done Counting button.

6. If the starting cash amount for all currencies matches the system expected amount,
Oracle Retail Xstore Point of Service may prompt to verify the starting amount you

entered:

Yeu have antered the following starting
cash amounts. |s this conrect?

Cash $100.00
Australian Cash $100.00
Canada Cash $100.00
Euro Cash €100.00

Figure 8-9: Verify Starting Amount Prompt

* Select Yes if the amount is correct.
¢ Select No to recount the starting amount.

After the opening amount has been verified, Oracle Retail Xstore Point of Service
opens the register.

7. If the starting cash amount does not match the system
expected amount, Oracle Retail Xstore Point of
Service displays a prompt indicating which tenders

are different.

The starfing cash botal s different than e
mausd siaring cosh amround for ths
Holkrairsg Benders

Cash. Ausiraken Cash
D you wanl 1o accepl the diflerence?

* Select Yes to accept the amount you entered as
the starting cash amount in the till. You may be required to enter a comment and

then press [Enter].
® Select No to recount the starting cash amount.

After the opening amount has been entered, Oracle Retail Xstore Point of Service
opens the register.
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Overview

Store Open/Close

Store Close

The store is closed to lock out certain business transaction functionality. The store close
process clears daily data, accepts downloads from the home office, and prepares your
store to open for a new business day. The store close is divided into multiple,
individual processes. Oracle Retail Xstore Point of Service guides you through each
step in the process.

Store Open

The store open process opens the store for the new business day. The store is opened to
allow business transactions in the system. The store open process begins when an
associate signs on for the first time after a store close is finished. Oracle Retail Xstore
Point of Service guides you through each step in the process.

Closing the Store

Prerequisites: To begin the store close, all of the tills and registers must be closed for
the business date and all associates should be signed off, except for the closing
associate and the till open for that register. The store bank must be counted and
reconciled.

The store close function is highly configurable and your process may be different from
the instructions below. Every effort has been made to include notes or examples of
additional steps that may be configured for your store.

Note: If your store has a lead register where the database is hosted, the lead
register must be the last register closed. If you attempt to close the lead register
before all other registers are closed, the system prompts you to close the other
registers before closing the lead register.
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Closing the Store

1. After logging into the Back Office, (see Accessing the Back Office, select the Open/
Close Options menu option and press [Enter].

i Daskk-caad
—

] Flash Salas
—

3 ImeeT Aoy | ]
—

i Emnpioyan Masrienans and Payrodi L]
—

[ Beaanaegre: Wadis | ]
—

7 Tandar Exchange
—

] Raporis | ]
—

] Soaanal ]
—

& sy L nd A essdn B

“ _
i 12

Figure 9-1: Back Office Main Menu

Note: Store Open and Store Close activities are controlled by user security. An
employee must have the proper security privileges to open and close the store.

Tip:  You can also press the number associated with the menu option on the
keyboard to access the open and close functions.
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Closing the Store

2. At the Open/Close Options Menu, select the Store Close option and select Ok.

OPEN/CLOSE QOPTIONS
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Figure 9-2: Open/Close Options Menu

Tip: The Register Close and Store Close menu options toggle between open
and close. In Figure 9-2 above, note that the register menu option is “Register
Open”. This indicates that all registers are closed and you can begin closing the
store. The “Store Close” option tells you that the store is currently open.

3. The system prompts: Do you want to close this store? Select Yes to begin the store
close process.

4. Oracle Retail Xstore Point of Service verifies that all registers are closed. If any
registers are still open, the system displays a list of open registers and prompts you
to close each register before the store close process can continue.

Refer to Chapter, “Register Open and Close” , for more information about closing
the register.

5. Oracle Retail Xstore Point of Service searches for and lists any transactions created
on the current business date that were suspended and not subsequently resumed
and completed or cancelled. If any suspended transactions are found, the system
displays a list showing the suspended transactions.

You have the following options:

*  Press [Enter] (Continue) to automatically cancel all listed transactions and

continue with the store close process (step 6. below).

<OR>
*

Press [Esc] (Back) to cancel the store close process and reconcile the
suspended transactions per your store policy.

In addition, the system may also list any pending orders that require attention. The
associate performing the store close can either cancel the store close process, or allow
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Oracle Retail Xstore Point of Service to continue with the store close. The pending
orders retain the same status and are not changed in any way by this notification
prompt.

If prompted, select the bank or institution for the bank deposit and press [Enter].

Depending upon the configuration of your system, you may be prompted to enter a
message that displays when the store is opened for the next business day. If
prompted, type a message and press [Enter].

Figure 9-3: Closing Message Prompt

8. Depending upon your system'’s configuration, you may be prompted to respond to a

store closing question. If prompted, select an answer to the question and press
[Enter].
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Figure 9-4: Store Closing Question Prompt

Depending upon your system’s configuration, you may be prompted with other
messages concerning the status of various functions within the store. For example,
you may be notified that a cycle count for inventory is due or that items are ready to
be received.

Acknowledge these messages by pressing [Enter] to continue with the store close
process.
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10.

11.

If configured, you may be prompted to count the amount to be deposited in the store
bank (safe) at the Store Bank Deposit Count screen. If prompted, count the tenders
for deposit and select the Done Counting option when you are finished. Follow
instructions for a Till Audit.

If there is a difference between your count and the amount that the system expected,
a message displays. You may return to the Count Summary screen and make
changes, or accept the difference.

When the counting is complete, a Confirm Bank Deposit prompt displays. Select yes,
the system prints deposit receipts for your records.

If prompted, press [Enter] to begin the nightly close process. Some events that occur
during a nightly close are configurable. For example, certain reports may be
generated at every closing.

From this point on, no user intervention is required and the store closing process begins.
The Message indicator on the status bar may display information about the process as it
is occurring.

Note: Depending upon your store policy, you may have access to some Back
Office functions while the store is closed.

The system prints receipts as required by your system configuration and store policy.
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Store Bank Deposit Receipt Sample Deposit Receipt Sample
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Figure 9-6: Store Bank Deposit Receipt
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The closed store status is indicated by the color change in the store status area of the
screen.

womms nxw WD

Figure 9-8: Back Office View - Store Closed Status

Opening the Store

The store open process is performed on only one register. The store open procedure
signals that the store is open to all registers. Once the store is open, sales cannot be rung
until the register is opened and a till is counted for the register.

During the store open process, the system may also list any pending orders that require
attention. Once the store is open, the associate can take any action as needed on the
orders.

1. At the Back Office Login screen, log in with your user name and password.

Note: Touch-screen users tap the store status bar to open the store. The focus bar
prompts for your employee ID and password. Enter the information when
prompted. Proceed to step 4.

OPEN STORE

Sean or kay your ampkanea 10,

Fewd  Pusgidter Legin natavanlag 3 Pagisted; 1 CRITONE 1063 Ak m
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2. The Back Office Main Menu displays. Select the Open/Close Options menu option
and press [Enter].
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Figure 9-9: Back Office Main Menu

3. At the Open/Close Options menu, select the Store Open option and select Ok.

DPERMCLOSE OFTIGNS
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Figure 9-10: Open/Close Options Menu

Tip: The Register Open and Store Open menu options toggle between open
and close. The Store Open menu option indicates that this store is currently
closed. The Register Open menu option indicates that this register is also
closed.

4. The system prompts: Do you want to open this store? Select Yes to continue with the
store open process.

5. If prompted to confirm the business date, verify the default date shown is correct
(today’s date) and press [Enter].

Business Data
DBI30/2013

Figure 9-11: Business Date Prompt
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Tip: If this date is incorrect, enter the new business date at the prompt. Oracle
Retail Xstore Point of Service prompts you to confirm the date you entered.
This function is controlled by security.

6. Oracle Retail Xstore Point of Service displays a prompt showing the date the store
has been opened for. Press [Enter] for Ok to continue the store open process.

7. Depending upon the configuration of your system, you may be prompted with other
messages concerning the status of various functions within the store. If prompted,
acknowledge these messages to continue with the store open process.

For example, you may be notified that a cycle count for inventory is due or that
items are ready to be received.

8. A message that was entered during the store close may be displayed. If displayed,
press [Enter] to acknowledge this message and continue with the store open process.

9. If prompted, enter the starting cash amount for the store bank. Refer to Open the
Store Bank for more information about opening the store bank.

10. The system may print a store open receipt for your records.

Date: 3722708

Store: 301 Begister: 1
Cashier: 1
w & ok ok & & ok k * ok o o ok ok ok & ok A

Store Open

*E K K E K K K E KR E KKK E K HE

Figure 9-12: Store Open Receipt

Tip: Note that the store status _ .

Datavartage Home Office 643 ster: 1
indicator has changed to green £ -
indicating the store is now open. However, the Register status indicator is red
indicating that this register is still closed.

11. The system prompts: Do you want to open this register? Select Yes to open the
register. Refer to Chapter, “Register Open and Close” for more information about
opening the register.

The store and register are opened for the new business day.

Note: If you select No at the Open Register prompt, the system
returns to the Open/Close Options menu.

Once the store is open, sales cannot be rung until the register is
opened and a till is counted for the register.
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Calling the Update Service

Note: This process is controlled by user security and is only
available for authorized users.

The Check for Updates process allows Oracle Retail Xstore Point of Service to request the
download manifest on demand. This option provides the ability to bypass the scheduler
normally run during the store close, and to initiate the download manifest when called.

1. Select the Back Office option and log in with your user name and password.

2. The Back Office Main Menu displays. Select the Check for Updates menu option
and press [Enter].
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Figure 9-13: Check for Updates Menu Option

3. The system prompts: Xstore has requested updates. Press [Enter] to confirm.

Note: Some system updates may not take immediate effect in Oracle Retail
Xstore Point of Service.
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Overview

Till Management

There are two types of till management: Register Accountability and Till
Accountability. Register Accountability is the default system mode and is used unless
the system is configured to use Till Accountability.

Register Accountability: A till is assigned to a register and can be used by any cashier
that uses the register. The first associate who signs on to the register is responsible for
opening the till. The associate is then required to count the drawer. This process assigns
the drawer to the current register.

Depending upon your store policy, the cashier enters the total amount of cash in the till,
or enters the quantity of each cash denomination. If a float amount (a configurable
value) has been left in the till, the system calculates the difference between the float
amount and the actual opening amount entered, and if there is a difference, allows the
cashier to recount the till or accept the new amount.

Till Accountability: A till is assigned to a specific cashier. The assigned till can be
attached to any register the cashier may work on during the day. The cashier must
count the assigned till and then attach the till to a cash drawer/register before ringing
transactions. The system can be configured to allow the cashier to enter a total amount
counted, or to count by denomination. For denomination counts, the cashier counts
and enters each denomination separately and each count is saved into the system.

At the end of the cashier's shift, the cashier must count and return the assigned till to
the cash management office for reconciliation. This process transfers responsibility for
the assigned till back to the cash manager.

Till Accountability also allows Dual Cash Drawer functionality, in which one register
can use two separate cash drawers. This allows two cashiers to share a single POS
register while keeping their tills separate.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide for detailed
information about counting tills.
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Till Accountability Process

The till accountability process follows a sequence of steps that require till counts
whenever the till is moved or given to another person. These steps provide additional
checks and balances each time the status of any till changes.

Till Accountability
Till Start
b Assign/Issue
=) Tills
m
c
]
= !
Open Store Bank Count Tills
@
=)
2 Log In to Register, ‘
(W) n [
o m—tthch & Count TP L’ @
2 —
< Associate Associate Register Ring Sales
Till End
i
w .
= ’ Mark Till as Till Available for
c l Retumed Reassignment
[
= Return Till Count and
To Manager ~ Manager Reconcile Till

[ ]
: J
)
o
o End Count and
2 Remove Till P> !.l
0
< Register Associate

Figure 10-1: Till Accountability Process Flow

Till Start

1. Manager opens and counts the store bank (safe).

2. Manager assigns/issues tills to associates and confirms the starting cash amount in
each till.

3. Associate picks up the assigned till and goes to a register.

4. Associate logs in to a register.

5. Associate is prompted to attach the till to the register. If multiple cash drawers are
available, the associate is prompted to select a cash drawer.

6. Associate attaches the till to the cash drawer in the register.

7. Associate counts the beginning amount of cash in the till.

8. Associate is ready to ring sales.
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Till End

1.

Associate can either end count the till at the register (Count Till) or remove the till to
count it in the Back Office (Remove Till). The counting process is the same in either
location.

Associate counts the till.
Associate removes the till and returns the till to the manager.

Manager marks the till as Returned in the system. The manager has now accepted
responsibility for the till.

Manager performs the reconciliation count on the returned till.

The till is now available and can be issued to another employee, starting the process
over again.

Accessing Back Office Till Management Functions

Associates with the proper security permissions may access Till Management from the
Back Office Main Menu. The Back Office Manage Tills menu offers till management
functions such as assigning and reconciling tills, till audit functions, changing the float
amount, and making bank deposits.

1.

After logging in to the Back Office (see Accessing the Back Office), select the Manage
Tills option from the Main Menu and press [Enter] for Ok.

Depending on the configuration of your system, the Manage Tills option may also
be available from the employee login screen and the Register screen.
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Figure 10-2: Back Office Main Menu
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Tip:  You can also type the number associated with the menu option to access
the function.
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2. At the Manage Tills menu, select one of the menu options and press [Enter] for Ok.

i ’ T rmrter m oy B

PR Sy ey Peep— B

Figure 10-3: Manage Tills Menu

The Manage Tills menu has the following options:

¢ Till Options - Select this option for all functions that apply to a till in use by the
register. This submenu contains the following functions:

* Post Void - Select this option to perform a post void transaction. See Post
Voiding Transactions for more information.

* No Sale - Select this option to perform a no sale transaction to open the cash
drawer.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide for a step-by-
step procedure describing the no sale transaction.

¢ Paid In - Select this option to perform a paid in transaction. This option requires
an attached till. See Performing Paid In/Paid Out Transactions.

e Paid Out - Select this option to perform a paid out transaction. This option
requires an attached till. See Performing Paid In/Paid Out Transactions.

* Foreign Currency Maint. - Select this option to update the exchange rate
between the local currency and foreign currencies that are acceptable tenders.
See Foreign Currency Maintenance.

¢ Tender Exchange - Select this option to perform a tender exchange transaction,
which allows you to exchange one form of tender for another. For example,
accept a customer’s check for some amount and give them the same amount as
cash.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide for a step-by-
step procedure describing the tender exchange process.

* Change Float - Select this option to change the amount of cash that remains in
each till after the end count is performed. See Changing the Float Amount.

¢ Till Maintenance - Select this option for all manager-level till functions, including
the opening, issuing, attaching, removing, and closing of a till. Some options may
also be available to non-managers, depending on your store policy. This submenu
contains the following functions:
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Register Accountability Mode Options

Cash Pickup - Select this option to perform a cash pickup transaction. See Cash
Pickup.

Cash Transfer - Select this option to transfer cash to a till. See Cash Transfer.

Till Audit - Select this option to perform a till audit (a count performed on an
active till).

Note: Till audit does not adjust the till counts; it is used only to count the till while it
is attached to a register. See Till Audit.

Mid-day Deposit - Select this option to perform a mid-day deposit transaction,
which allows a manager to place funds into a store bank (safe) during the course
of a working session. See Mid-Day Deposit.

Till Accountability Mode Only Options
When using till accountability, the following options are available, in addition to the
options listed above for register accountability.

Issue/Return Till (Till Accountability Mode Only) - Select this option to assign
a till to a cashier and to enter the starting cash amount, or return an issued till.
See Issue a Till (Till Accountability Mode Only).

Count Till (Till Accountability Mode Only) - Select this option to perform a
begin count or close count on a till. If a begin count was not performed on the
till, this option starts a begin count. If a begin count was performed on the till,
this option starts a close count.

*  See To Perform a Begin Count for a description of the begin count

procedure.

*

See To Perform a Close Count for a description of the close count procedure.

Attach Other Till (Till Accountability Mode Only) - Select this option to attach
a till to the register. This option can attach a till that is assigned to you or to
another associate. See Attaching a Till (Till Accountability Mode Only).

Remove Till (Till Accountability Mode Only) - Select this option to remove a
till that is assigned to you and attached to the register. See Remove a Till (Till
Accountability Mode Only).

Remove Other Till (Till Accountability Mode Only) - Select this option to
remove any employee’s till that is attached to the register. See Remove a Till (Till
Accountability Mode Only).

End Count Other Till (Till Accountability Mode Only) - Select this option to
end count a till assigned to any employee. See End Count Other Till (Till
Accountability Mode Only).

Reconcile Till (Till Accountability Mode Only) - Select this option to count a
returned till and compare your counts with the cashier’s counts. See Reconciling
a Till (Till Accountability Mode Only).

* Store Bank Maintenance - Select this option for all functions related to the store
bank. This submenu contains the following functions:

Register Accountability Mode Options

Store Bank Audit - Select this option to perform an audit count of the store bank
(store safe). See Auditing the Store Bank.
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Store Bank Cash Deposit - Select this option to make a cash deposit into the
store bank. See Store Bank Cash Deposit.

Bank Deposit - Select this option to remove money from the store bank so that it
can be deposited into a bank. See Preparing the Bank Deposit.

Till Accountability Mode Options

When using till accountability, the following options are available, in addition to the
options listed for register accountability.

* Open Store Bank (Till Accountability Mode Only) - Select this option to open
the store bank. See Open the Store Bank.

¢ Reconcile Store Bank (Till Accountability Mode Only) - Select this option to
reconcile the store bank. See Reconcile the Store Bank.

Issue a Till (Till Accountability Mode Only)

Associates can only be assigned to one till at a time.

Important:  Prerequisites: No tills can be issued until the store bank is open.
See Open the Store Bank for more information.

1. From the Manage Tills Menu, select the Till Maintenance option and press [Enter]
for Ok.

2. From the Till Maintenance menu, select the Issue/Return Till option and press
[Enter] for Ok.
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Figure 10-4: Till Maintenance Menu - Issue/Return Till Option
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3. The system displays the Till Details screen, showing the current status of the tills.
Select the Issue Till option from the menu.

TILL DETAILS

Tha detsils of each tll are dhewn, Select an optsen from the menu below.

TiLL iD ISSUED | ChRPLOVEE 0 EMPLOYEL HAMIE | ATTACHED | CASH DFA | BEGIST. | COLHT 6TA
TastTim x x
TeaiTiinz .4 b1
TaulTilEd 4 =
ToriTilid x x
TeatTind x x
ToalTilsh x =

aNEE R =

Figure 10-5: Till Details Screen
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About this screen - Figure 10-5

* Ared X (¥ )in the Issued column indicates that the till has been returned to the
cash office and is available for assignment.

* A green check mark (4~ ) in the Issued column indicates that the till has already
been issued to an associate and is not available.

Note: All the tills listed in this example are available for
assignment.

4. The system displays a list of available tills. Select a
till from the list and press [Enter] for Ok.

[ [T

5. An Employee Lookup prompt opens. Enter the
search criteria (Employee ID, First Name and/or Last Name) for the employee to be
assigned to the till and select Process.

Employes 10

Lot Hams

Fur Hams

Figure 10-6: Employee Lookup Prompt
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6. The system displays a list of employees matching the entered search criteria. Select
the employee’s name that is being issued the till and press [Enter] to continue.

Tty bl arh

Figure 10-7: Employee Selection List

7. Oracle Retail Xstore Point of Service prompts for the amount of starting cash in the
till, and may show the default starting cash amount set up for this till. Accept the
default cash amount or enter the starting cash amount and press [Enter].

Till Accountability
100.00

Entar 1c1al starting Cash amount

Figure 10-8: Starting Cash Prompt

Note: If your store allows foreign cash to be given as change, additional
prompts may display in the focus bar for each denomination. Continue to enter
the amount and press [Enter] for each prompt until the confirmation prompt

displays.
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8. The system displays a message confirming that the till is now issued to a specific
employee. Press [Enter] for Ok to close the confirmation prompt. A receipt is also
printed for your records.

Trdc.it. 51:-::5&1 Dats m.x.
Hore: 301 Ragiser 1
Cashier. 100

Issued Till i T2
Cashser T 100

Startng Amcunt: 35000

Emplayes's Sipnahas

Manager's Signalure

Figure 10-9: Till Assigned Receipt

9. Oracle Retail Xstore Point of Service assigns the till to the cashier and returns to the
Till Details screen. The till is now listed as Issued.

TILL DETAILS

The detsils of each till are shown.  Solect an option from the menu below

TILL ID ISSUED | EMPLOYEE ID i EMPLOTEE NAME | ATTACHED | CASHORA. | REGIST. | COUNT STA
[ Ta#tTiii - 100 Jahm Sman x UKCOUNTED I
Tastliliz x ®
TaiTilEa b4 x
TaaiTilid b4 =
TaziTiEs b4 =
TasiTilg b -4

| | . —
- i i d & d 45 k d

Figure 10-10: Till Details - Issued Till

About this screen - Figure 10-10
* A green check mark () in the Issued column indicates that the till has been issued

to the employee.

* Ared X () in the Attached column indicates that the till has not yet been attached
to a cash drawer and register.
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Oracle Retail Xstore Point of Service generates a new session ID to identify the
session that was started by assigning a till to a cashier.

Note: A cashiering session begins when the till is withdrawn from the cash
management office and assigned to a cashier. The session ends when the till is
reconciled.

The till is now assigned to a specific cashier. When the cashier logs in to the register,
Oracle Retail Xstore Point of Service prompts the cashier to verify the starting
amount in the till and to attach the till to the register before ringing sales..

Note: Refer to the Oracle Retail Xstore Point of Service User Guide for more
information about using till accountability at the cash register.

Attaching a Till (Till Accountability Mode Only)

Attach Other Till Option
After a till has been issued to a cashier, the till must be attached to a register for it to be
used for transactions.

Normally, an associate has the ability to attach a till assigned to them after logging in to
the system where the till is located. However, if a manager is attaching another
employee’s till to a register, this must be done through the Attach Other Till option.

1. From the Manage Tills menu, select the Till Maintenance option and press [Enter]
for Ok.

2. From the Till Maintenance menu, select the Attach Other Till option and press
[Enter] for Ok.

3. The system displays a list of tills available to be

attached. Select a till from the list and press “

[Enter] for Ok.
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4. If your system is configured to allow two (2) tills
on the register and both cash drawers are still
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available, the system prompts for the cash drawer to use for the till. Select the cash
drawer to be used, then press [Enter] for Ok.

IHTAHFLITY
g thmer B2 bl
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Figure 10-11: Cash Drawer

5. Perform the Begin Count on the till.

See To Perform a Begin Count for the Begin Count procedure.

At the confirmation prompt, select Ok.

Till TestTill3 has Boan msusd ta Jahn
Smith

Remove a Till (Till Accountability Mode Only)

Oracle Retail Xstore Point of Service gives managers and associates the option to remove
their own till from a register or remove a till assigned to someone else, depending on the
option chosen in the Manage Tills menu.

To remove a till, do the following:

1. From the Manage Till menu, select the Till Maintenance option, then press [Enter]
for Ok.

2. From the Till Maintenance menu, select Remove Till or Remove Other Till option,
then press [Enter] for Ok.

e If you selected Remove Till, skip to step .

* If you selected Remove Other Till, continue with step 3.
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3. If you selected Remove Other Till, Oracle Retail Xstore Point of Service displays a

list of tills attached to the register. Select the till you are removing, then press [Enter]
for Ok. Skip to step 5..

NTABILITY

T i | e OvEE M
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Figure 10-12: Till to Remove Selection List

4. The system prompts whether to remove the till from the register.
e Press [Y] or select Yes to remove the till.

* Press [N] or select No to keep the till attached to the register and return to the
Manage Tills menu.

5. Oracle Retail Xstore Point of Service displays a message confirming that the till has
been removed from the register. Press [Enter] for Ok to close the prompt.

* A receipt prints for the till removal and Oracle Retail Xstore Point of Service
returns to the Till Maintenance menu.

End Count Other Till (Till Accountability Mode Only)
To end count a till assigned to any employee, do the following:
1. From the Manage Tills menu, select the Till Maintenance option, then press [Enter].

2. From the Till Maintenance menu, select the End Count Other Till option, then press
[Enter] for Ok.
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3. The system prompts you to select the till that is being end counted. Select the till,
then press [Enter] for Ok.

TILL ACCOUNTARILITY

TiLL D | EAAPLOVLE Belbdl

TaafTill dahn S

Teerling Tim Nrowe,

Figure 10-13: Till Selection for End Count

4. Continue the end count process as with a normal closing count.

See To Perform a Close Count for a description of the closing count procedure.

Return a Till (Till Accountability Mode Only)

Before a till can be reconciled, the till must be marked as Returned. This indicates that
the till has been transferred from the control of the associate/cashier to the manager.

Prerequisites: The following steps must be completed before you can return a till.
1) The till must be end counted

<AND>
2) The till must be removed

See End Count Other Till (Till Accountability Mode Only) and Remove a Till (Till
Accountability Mode Only).

1. From the Manage Tills Menu, select the Till Maintenance option and press [Enter]
for Ok.
2. From the Till Maintenance menu, select the Issue/
Return Till option and press [Enter] for Ok. m
=T
ik b i e
gl St e
e
3. The system displays the Till Details screen, showing “-ﬁ
the current status of the tills.
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Select the Return Till menu option.
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Figure 10-14: Return Till

Table 10-1: About this screen - Figure 10-14

Component # Description

1. Count Status A Count Status of ENDCOUNT indicates that the
till has been end counted by the associate.

2. Attached A red x in the Attached column indicates that

the till has been removed from the register.

3. Issued A green check mark (% ) in the Issued column

indicates that the till has not yet been returned to
the manager.

4. The system displays a list of tills that can be

returned. Select the till from the list and press _

[Enter] for Ok.
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Return a Till (Till Accountability Mode Only)

5. Oracle Retail Xstore Point of Service displays a message confirming that the till has
been returned. Press [Enter] for Ok to acknowledge the message.

Till TestTill1, issved to John Smith, has
been returned.

Figure 10-15: Till Accountability Returned Till

6. The system returns to the Till Details screen, with A red X next to the Till showing
it as Returned. Select the Back option to return to the Back Office.

The detads of sach il are shown. Salect an option from the maens below

| 1SSUED | EMPLOTEE i EMPLOTEE AL | ATTACHED | CAGH DRA REGEST_ | COUMT STA

Tasrfimi ® (L] Jotn Smith 1 ENOCOLNT
Taadlims - L1y Ttaws Sadani = UHEOUNTER
Tal} ] o

el ® 4

LU = =

TeafTios X 4

Figure 10-16: Till Details - Returned Till

About this screen - Figure 10-16

A red x in the Issued column indicates that the till is Returned. The till can now be

reconciled.
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Reconciling a Till (Till Accountability Mode Only)

The final check of a till is performed at till reconciliation, when the till is counted and
checked against the amount the cashier counted for the till. Following till reconciliation,
the till is closed.

Important:  Prerequisites: The following steps must be completed before you can reconcile
a till:
® 1) The till must have an ENDCOUNT status. Activity: The associate has
performed a close count on the till.

®  2) The till has been removed from the register. Activity: The associate has
performed the Remove Till function at the register.

e 3) The till has been returned, indicating the till has been transferred from
the control of the associate to the cash manager. Activity: The cash
manager has marked the till as returned using the Issue/Return function.

See also: End Count Other Till (Till Accountability Mode Only), Remove a Till
(Till Accountability Mode Only), and Return a Till (Till Accountability Mode Only).

7. From the Manage Tills menu, select the Till Maintenance option and press [Enter]
for Ok.

8. From the Till Maintenance menu, select the Reconcile Till option and press [Enter]
for Ok.

TILL MAINTENANCE
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Figure 10-17: Till Maintenance Menu - Reconcile Till Option
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Reconciling a Till (Till Accountability Mode Only)

9. Select a till to reconcile from the list of tills and press [Enter] for Ok.

Figure 10-18: List of Tills for Reconciliation

10. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

| Cownt Summary

Cashiar I0; 101 Tll Kame:; Tesi T2 Balancs Summary OverfShort

COUNT CROUP DECLARED AMOGUNT | EYETEM AMOUNT | OVERBHORT
Corwdd Card $0.00 £0.00 §0.00
lesue Floew Credit $0.00 §0.00 §0.00
‘Btome Credd $0.00 §0.00 §0.00
S Traveler Chack $0.00 §0.00 §0.00
GIFT CARD $0.00 §0.00 §0.00
Cash $0.00 §125.02 I
Britssh Pownd Ed.09 E1on.on 19909
Agstralian Cesh $0.00 F100.00 32 X21
Canads Cesh $0.00 F100.00 32 X21
Euwro Cash .99 €000 fn.on
r =
ENEE

| Detavarage Herms OHics 181 | Regisier:2 wamis  arre SR

Figure 10-19: Reconcile Count Screen

Note: Depending upon the configuration of your system, the over/short
amounts as shown above may not be displayed.

Select the View Over/Short Reasons button to review comments regarding the
end count.

11. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
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Open the Store Bank

12.

13.

14.

perform. For examples of count screens, see Tender Count Screen Xstore Base
Examples.

After you complete the count for the selected group, select the Next Group option,
and repeat this step for additional groups that you want to count.

After you count all groups that you want to audit, select the Summary option to
return to the Count Summary screen.

The system records the information, prints a reconcile receipt for your records, and
returns to the Till Management menu.

Figure 10-20: Reconcile Receipt Sample

Note: Deposits from the reconciled till are made to the store bank (safe).

Open the Store Bank

Note: This function may be part of the store open process.

To open the store bank, do the following:

1.

From the Manage Tills menu, select the Store Bank Maintenance option, then press
[Enter] for Ok.

From the Store Bank Maintenance menu, select the Open Store Bank option, then
press [Enter] for Ok.

Till Management 191



Open the Store Bank

3. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

Coaund Suemmary
Cambvms - 1F0 THMame: Siom Hank Balancs Rimemary OverlSharl

COUNT GROUWP DECLARED AMOUNT | BYSTEM AMOLUNT OVEREHORT
Cash w00 1$300.00)
Briieh Poind £o.on [0 {E200.00)
Aimiralian Cash $0.00 ¥R {5200.00)
Caneds Canh $0.00 [ ¥R fE200.00)

Dl wnsta o lisime Dflice 101 | [EETE PR T I 7 v ]

4. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. For examples of count screens, see Tender Count Screen Xstore Base

Examples.

5. After you complete the count for the selected group, select the Next Group option,
and repeat this step for additional groups that you want to count.

6. After you count all groups that you want to audit, select the Summary option to
return to the Count Summary screen.

7.  When all denomination quantities have been entered, select the Done Counting
option.
e If the opening amount in the store bank does not equal the amount that was in
the store bank at the prior store bank close, the system prompts whether to
accept or reject the discrepancy.

*  Select Yes to accept the discrepancy. You may be prompted to enter a

comment and then press [Ok].
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Auditing the Store Bank

*  Select No to reject the discrepancy and return to the denomination counts.

The amount entered does not match the
amount from the previous end count.

Do you want to accept the discrepancy?

Figure 10-21: Store Bank Discrepancy Prompt

e If the opening amount in the store bank equals the amount that was in the store
bank at the prior store bank close, the system displays a message confirming that
the store bank is in balance. Acknowledge the message to continue.

8. Oracle Retail Xstore Point of Service opens the store bank, prints a receipt for the
opening of the store bank with the denomination count, and returns to the Main
Menu.

Auditing the Store Bank

The store bank audit function is used to count the tenders in your store bank (store safe).
This audit function provides the capability to select a tender type, record its total current
value, and compare that value with the system-recorded amount for the same tender.
The system calculates and displays any difference (over/short) between the expected
amount and the actual amount.

Note: An audit does not change the expected amount in the store bank.

1. From the Manage Tills Menu, select the Store Bank Maintenance option and press
[Enter] for Ok.
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Auditing the Store Bank

2. From the Store Bank Maintenance menu, select the Store Bank Audit option and
press [Enter] for Ok.

STORE BANE MAINTENANGE

bl b LS b 5 FLITE

1 ‘Antee Wi Audi

m Cipen Siore Bk
A filard QA Cadh Ragsan

i e e

Figure 10-22: Manage Tills Menu - Store Bank Audit Option

Tip:  You can also type the number associated with the menu option to access
the function.

3. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

Cound Summery
Cambims 0 18 Tl bame S ek Balance Sumsmary OweriShart

COUNT GROWP | DECLARED AMOUNT | SYSTEM AMDUNT | VERSHOHRT
UE Trawmbar Chacic §0.00 (L1 L2
Cash 50,00 L2 K] fR500.00)
Britinh Pound En,0n L1500 {E150,00)
Aimiralisn Caah 0,00 L3l X ] fE100.00)
Canada Cash 0,00 1000 fE100.00)
Exiro Cash 0,00 (i1 ] LT 0]
Chack 0.00 ji X pi X
Miscellanaows §0.00 000 Sag

4 Now Ordors

Dot sommbargen Fosrrn Ofirm 181 | rrew (SR

Figure 10-23: Store Bank Audit Screen

Note: Depending upon the configuration of your system, the over/short
amounts as shown above may not be displayed.
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Reconcile the Store Bank

Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. For examples of count screens, see Tender Count Screen Xstore Base

Examples.

After you complete the count for the selected group, select the Next Group option,
and repeat this step for additional groups that you want to count.

After you count all groups that you want to audit, select the Summary option to
return to the Count Summary screen.

When you have counted all the tenders in the store bank, select the Done Counting
option to complete the audit and return to the Main Menu.

Reconcile the Store Bank

Note: Before you can close the store bank, all tills must be reconciled. See
Reconciling a Till (Till Accountability Mode Only).

To close the store bank, the store bank must also be reconciled. In Oracle Retail Xstore
Point of Service, the store bank is automatically closed once it is reconciled. To reconcile
and close the store bank, do the following:

1.

From the Manage Tills menu, select the Store Bank Maintenance option, then press
[Enter] for Ok.

From the Store Bank Maintenance menu, select the Reconcile Store Bank option,
then press [Enter] for Ok.

The Reconcile Store Bank screen opens. Select each count group and count the
tenders in the store bank.

Note: Depending upon the configuration of your system, the over/short
amounts may not be displayed.

When you have counted all the tenders in the store bank, select the Done Counting
option to complete the reconciliation and return to the Manage Tills Menu.

Oracle Retail Xstore Point of Service prints a receipt for the store bank reconciliation
and closes the store bank. The system returns to the Main Menu.

Preparing the Bank Deposit

1.

From the Manage Tills Menu, select the Store Bank Maintenance option and press
[Enter] for Ok.
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Preparing the Bank Deposit

2. From the Store Bank Maintenance menu select, the Bank Deposit option and press
[Enter] for Ok.

TORE BANK MAINTEMANCE

PP — [ A —

IR BERR ALaS
Aper Liers Bare

FEEF

Shmrw Bank oA Dnpoa ®

Figure 10-24: Store Bank Maintenance Menu - Bank Deposit Option

Tip:  You can also type the number associated with the menu option to access
the function.

3. Depending upon your store policy, you may be prompted to select the bank where
the money should be deposited. If prompted, select a bank from the list and press

[Enter] for Ok.
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Preparing the Bank Deposit

4. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

:' Coiant Surmmary
Caabiar €1; 100 Till Hamm; Swew Dank Balsnce Susnmary OvafBhon

COUNT CROUP | DECLARED AMOUNT . EYETEM AMOUNT | OVERMBHORT
UE Towvs lur Chack ! #0.00 H0.00
Cash 000 §300.00 RS
Buitiah Pownd (L8] E1H0.00 (LRl K]
Aamtralian Cash S §100.00 L3l X ]
Canads Cash S §100.00 el X ]
Ewro Caah Lot €n.00 0.0
Check TR §0.00 §0.00
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Figure 10-25: Bank Deposit Count Screen

Note: Depending upon the configuration of your system, the over/short
amounts as shown above may not be displayed.

5. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. For examples of count screens, see Tender Count Screen Xstore Base

Examples.

6. After you complete the count for the selected group, select the Next Group option,
and repeat this step for additional groups that you want to count.

7. After you count all groups that you want to audit, select the Summary option to
return to the Count Summary screen.

8. Select the Done Counting option when you have finished counting.

9. The system displays a confirmation prompt showing the bank deposit tenders and
amounts you counted. Select Yes to accept the bank deposit amounts as shown or
select No to return to the Count Summary screen to make any adjustments as
needed.
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Store Bank Cash Deposit

When the bank deposit count is complete, the system prints a deposit slip showing
all tenders to be deposited and returns to the Store Bank Maintenance menu.

Bank Deposit Receipt Sample - Detail Bank Deposit Receipt Sample - Summary

T

Tezal Cash Depasic 0.00
ZE Trawveler Checi
Cansda Cash Q.00

ur Card ATadiAn TrTaveler [CResi

Total DepoSit Ffmount 451.B4

L R i I B

Figure 10-26: Bank Deposit Receipt - Detail Figure 10-27: Bank Deposit Receipt - Summary

Store Bank Cash Deposit

Note: Once the Store Bank has been reconciled, you cannot
make cash deposits into it.

During the day, there may be times when you must deposit cash into the store bank. Use
this procedure when a cash deposit is to be made into the store bank.

1. From the Manage Tills menu, select the Store Bank Maintenance option, then press
[Enter] for Ok.

2. From the Store Bank Maintenance menu, select the Store Bank Cash Deposit option,
then press [Enter] for Ok.
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Store Bank Cash Deposit

3.

If your store is configured for foreign cash currency tenders to be given as change,
select the type of currency you are depositing and press [Enter].

Bram Fuod
Ammaks e
B B

W om T

Figure 10-28: Store Bank Cash Deposit List

The system prompts for the cash amount you are depositing into the store bank.
Enter the amount, then press [Enter].

Store Bank Cash Deposit

Enfer the Cash that you would Mo (o deposit
Inte the stem bank.

Figure 10-29: Store Bank Cash Deposit Amount Prompt

Oracle Retail Xstore Point of Service prints a receipt for the deposit and returns to
the Store Bank Maintenance menu.

Empieyes’s Signacurs

TR

Figure 10-30: Store Bank Cash Deposit Receipt
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Performing Paid In/Paid Out Transactions

A Paid In transaction allows you to move funds into a till from non-sale sources such as
returned check charges, found money, and change from a Paid Out transaction.

A Paid Out transaction moves funds out of a till for non-refund purposes such as
business expenses and office supply purchases.

Store policy controls the list of valid reasons that you can select for performing a Paid In
or Paid Out transaction. In addition, store policy controls whether or not receipts are
produced by these two transactions.

The Paid In and Paid Out transactions may also be available on the Till Options Menu at
the register.

Note: A till must be attached to the register to perform Paid In/Paid Out
transactions. If a till is not attached and one of those options is selected, a
message is displayed indicating that a till must be attached for the transaction
to be performed.

Paid In Transaction

1. From the Manage Tills Menu, select the Till Options option, then press [Enter] for
Ok.

2. From the Till Options menu, select the Paid In option and press [Enter] for Ok.

TILL CFTIONS
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1 Foul Vol
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Figure 10-31: Manage Tills Menu, Paid In Option

Note: If the register has more than one cash drawer, you may be prompted to
select the till to be used for this process.

200 Oracle Retail Xstore Point of Service Manager’s Guide



Performing Paid In/Paid Out Transactions

3. The system prompts you to enter a paid out receipt barcode. If you are now placing
funds back into the till from a previous paid out transaction and you have the
receipt, scan or enter the barcode and press [Enter]. Otherwise, just press [Enter] to
bypass this prompt.

Paid Out Receipt Barcode
Nean o kay II|.r|. arcoda, Miass

ENTER § nd raos T {5 availabie

Figure 10-32: Paid Out Receipt Barcode Prompt

4. Select a reason for this Paid In transaction and press [Enter] for Ok.

L

Emmw boaw

Figure 10-33: List of Paid In Reasons

Note: There may be additional prompts for information (such as a comment)
depending upon the specific reason code that you select.

5. At the Amount prompt, enter the cash amount you are adding to the till and press
[Enter].

Entar smousn .

Figure 10-34: Enter Amount Prompt
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Performing Paid In/Paid Out Transactions
6. Oracle Retail Xstore Point of Service promptsyou ... . .

to close the cash drawer (if configured to do so), o

prints a receipt, and returns to the Main Menu. ——

Note: Note the reference to the original paid out trans

number shown in this example. This information associ
the original paid out transaction with the current paid i
transaction for accounting purposes.
T B st AR
Fmd H
;—;'.:_u 1 Sigrarare
LR

Paid Out Transaction
1. From the Manage Tills Menu, select Till Options and press [Enter] for Ok
2. From the Till Options menu, select the Paid Out option and press [Enter] for Ok.

Figure 10-35: Manage Tills Menu - Paid Out Option

Note: If the register has more than one cash drawer, you may be prompted to

select the till to be used for this process.
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Performing Paid In/Paid Out Transactions

3. Select a reason for this Paid Out transaction and press [Enter] for Ok.

Cormuris Samass
B e

Pritsgs
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Figure 10-36: List of Paid Out Reasons

Note: There may be additional prompts for information (such as a comment)
depending upon the specific reason code that you select.

4. At the Amount prompt, enter the cash amount you are removing from the till and
press [Enter].

Entar smousn

Figure 10-37: Enter Amount Prompt

5. Oracle Retail Xstore Point of Service prompts you to close the cash drawer (if
configured to do so), prints a receipt, and returns to the Main Menu.
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Figure 10-38: Paid Out Receipt Sample
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Cash Pickup

A Cash Pickup moves cash from the till to the store bank.

Note: This procedure may differ from the cash pickup transaction performed
by a cashier. See the Oracle Retail Xstore Point of Service User Guide for more
information about this transaction type.

To perform a Cash Pickup:
1. From the Manage Tills menu, select the Till Maintenance option, then press [Enter]
for Ok.
2. From the Till Maintenance menu, select the Cash Pickup option, then press [Enter]
for Ok.
3. If your store is configured for foreign cash currency tenders to be given as change,
select the type of tender from the list.
T —
Figure 10-39: Cash Pickup Currency List
4. If the register has more than one cash drawer, you are prompted to select a till for the
pickup. Select the till and press [Enter] for Ok.
5. You are prompted to enter the amount of the pickup. Enter the amount and press
[Enter].
Cash Pickup
Ezlﬂnr“;:;mr::::“:: :'_“Tnuuu Casl e pick up
Figure 10-40: Cash Pickup Amount
6. A receipt prints for the Cash Pickup. Oracle Retail Xstore Point of Service returns to

the Main Menu.

Cash Transfer

A Cash Transfer moves cash from the store bank to a till. To perform a Cash Transfer, do
the following:

1. From the Manage Tills menu, select the Till Maintenance option and then press

[Enter] for Ok.
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2. From the Till Maintenance menu, select the Cash Transfer option and then press
[Enter] for Ok.

Note: If the register has more than one cash drawer, you may be prompted to
select the till to be used for this process.

3. If your store is configured for foreign cash currency tenders to be given as change,
select the type of tender from the list.

Cank

AnqmEban Cail

Figure 10-41: Cash Transfer Currency List

4. You are prompted to enter the amount of the Cash Transfer. Enter the amount, then
press [Enter].

Cash Transfer
Enter the Canada Cosh that you would like

ta transfar 1o this il

Figure 10-42: Cash Transfer Amount Prompt

5. A receipt prints for the Cash Transfer and Oracle Retail Xstore Point of Service
returns to the Main Menu.

Till Audit

Till Audit provides the capability to select a tender type, record its total current value,
and see if that value balances with the amount that the system shows for the same
tender. The system calculates and displays any difference (over/short) between the two
amounts.

A Till Audit may be performed any time after the Beginning Count and before the
Ending Count. The till does not need to be removed after the audit is completed.

1. From the Manage Tills menu, select the Till Maintenance option and press [Enter]
for Ok.

2. From the Till Maintenance menu, select the Till Audit option.

Note: If the register has more than one cash drawer, you may be prompted to
select the till to be used for this process.
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Till Audit

3. At the Count Summary screen, select the tender type you want to count and select
the Count Selected option. Use the up and down arrow keys to scroll through the
list if necessary.

Count Summery
Cambms (VB0 Tl Maoe Tow) Tl 1 Balancs Sursmary OwerfShort
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GFFT CARD L) #0.00 50,00
Cash E T 407,20 B0T.28)
Britiuh Pound [T £H0T 4T E107.07)
Avmtralian Cash s £0.00 0,00
Canada Cash FET ) 300,00 L3R
Euro Cash LT 0,00 0,00
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Figure 10-43: Audit Count - Count Summary Screen

4. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. For examples of count screens, see Tender Count Screen Xstore Base

Examples.

5. After you complete the count for the selected group, select the Next Group option,
and repeat this step for additional groups that you want to count.
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6. After you count all groups that you want to audit, select the Summary option to
return to the Count Summary screen. Check the Over/Short column to see if your till
is now balanced with the system values for each tender type.

| Colant Sursmary

Casbiar K1 108 TH Warree Trsd T Y Balanes Suemmary OvenShen
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Figure 10-44: Count Summary Screen - Audit Complete

7. Select the Done Counting option when you complete your audit of the till.

8. The system prints a Till Audit receipt for your records.
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Figure 10-45: Till Audit Receipt Sample (section only)

9. Close the cash drawer. The system returns to the Till Options menu.
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Mid-Day Deposit

Mid-Day Deposit allows you to place funds from a register into the store bank (safe)
during the course of a working session. This activity is not necessarily restricted to a
specific time, and may be used as often as necessary.

1. From the Manage Tills Menu, select Manage Tills to display the Manage Tills
menu.

2. Select Till Maintenance from the Manage Tills menu.

3. At the Till Maintenance menu, select the Mid-Day Deposit option. The system
opens the cash drawer when you select this option.

Note: If the register has more than one cash drawer, you may be prompted to
select the till to be used for this process.

4. The Count Summary screen displays a list of tender groups that may be removed
from the till and deposited in the store bank. Select the tender type you want to
count and select the Count Selected option.

.' Coiant Surmmary
| Cmakhiar € 108 Tl Wapwm: Tess Tl § Balanos Summary OweriShart

COUNT CROUP DECLARED AMOUNT BYBTEM AMOUNT OVEREHORT
UE Tomva lnr Chack w000 X e
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Figure 10-46: Count Summary Screen - Mid Day Count

5. Enter each value as required in the focus bar and press [Enter]. The tender type you
select and your system’s configuration determine the type of count you must
perform. For examples of count screens, see Tender Count Screen Xstore Base

Examples.

6. If additional funds are to be placed into the store bank, select the Next Group option
to display the input screen for the next tender type.

a. Enter the count and amount values for the next tender group that you selected.

Tip:  You may select Prior Group to return to the previous tender group in the list.
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b. Select the Summary option to return to the list of all tender groups.

7. At the Count Summary screen, select the Done Counting option.

Eoient Ssimenary |
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Figure 10-47: Mid-day Count Summary Screen - Done Counting

Note: The difference between the Declared Amount (your count) and the
System Amount is the amount remaining in the till.

Till Management 209



Post Voiding Transactions

8. The system prints a receipt for the Mid-Day deposit.
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Figure 10-48: Mid-Day Deposit Receipt Sample

9. Close the cash drawer. The system returns to the Main Menu.

Post Voiding Transactions

Performing a Post Void transaction changes the status of a sales transaction to Void. Only
transactions for the current business date can be post voided.

All records in the system are reset, almost as if they had never occurred during the
original transaction, and the transaction record is retained in a voided state.

Certain kinds of sale transactions may involve extended —|
transactions — activities related to the transaction that occur

outside of the system. For example, special orders, work
orders, and layaways are extended transactions.

Although the system checks for such conditions when a post | e ssiected tursacton & an sanded
void is executed, some aspects of the transaction may need to

be reversed by an additional transaction such as a return. If
the system detects an extended transaction, a prompt to
continue or discontinue the post void process displays.

The types of transactions that may be post voided are &
determined by the home office.

If you scan or enter a barcode for a transaction type that
cannot be post voided (such as a timecard transaction), the
system displays a message indicating that the transaction Traeichion Bs ot mpoed e
type cannot be post voided. Press [Enter] for Ok to pelocted hunctisn
acknowledge the message and the system returns to the
Manage Tills menu.

Would wou Be o sontinue™
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Post Voiding Transactions

You can post void transactions from the register (see the Oracle Retail Xstore Point of
Service User Guide), from the Electric Journal (see Post Voiding a Transaction), or from
the Manage Tills menu:

1. At the Manage Tills menu, select Till Options, then press [Enter] for Ok.
2. From the Till Options menu, select the Post Void option, then press [Enter] for Ok.

3 Hogam
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Figure 10-49: Till Options Menu, Post Void Option

Note: A till must be attached to the register to perform a transaction void. If a
till is not attached, this option may be grayed out on the menu (Register
Accountability mode), or a message may be displayed if the Post Void menu
option is selected (Till Accountability mode). If the register has more than one
cash drawer, you may be prompted to select the till to be used for this process.

3. At the Post Void prompt, scan or enter the transaction information and select
Process to continue.
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Figure 10-50: Post Void Prompt

4. Oracle Retail Xstore Point of Service prompts: Are you sure you want to post void
the selected transaction? Select Yes to continue with the post void transaction.
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Changing the Float Amount

5. The system prompts for the reason you are performing the post void. Select a reason
from the list and press [Enter] for Ok.

Caghinr Emo

Supanirer Discraton

Cutlomst Satizlachen

Figure 10-51: Post Void Reasons

6. The system may prompt for a comment about the post void. If prompted, type a
comment and press [Enter] for Ok to continue.

7. Oracle Retail Xstore Point of Service post voids the transaction, prints receipts, and
returns to the Main Menu.
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Figure 10-52: Post Void Receipt Sample

Changing the Float Amount

The Float is the total value of cash counted and removed from the till, but not included in
the bank deposit. This cash remains in circulation to be used the next time the till is
opened. This option can be used whenever you need to change the amount withheld
from the bank deposit, and can be adjusted per till. For example, you may want to
change the float amount during the December holiday shopping season to plan for
increased sale activity.

1. At the Manage Tills menu, select Till Options, then press [Enter] for Ok.
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Changing the Float Amount

2. At the Till Options menu, select the Change Float option, then press [Enter] for Ok.
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Figure 10-53: Till Options Menu - Change Float

3. The system prompts for the reason you are changing the float amount. Select a
reason from the list and press [Enter] for Ok to continue.

4. Depending upon the reason you selected, you may be prompted for additional
information/comments. If prompted, enter the information as required and press
[Enter] for Ok.

5. If your store is configured for foreign cash currency
tenders to be given as change, select the type of float — [SSSEAESE
tender from the list.

CEANGT TLAT

Ry g

Till Management 213



Changing the Float Amount

6. The system displays a list of tills. Use the up and down arrow keys to select the till(s)
you want to change (press the [Spacebar] to select multiple tills). After you select all
of the tills you want to change, press [Enter] for Ok.

CHANGE FLOAT
Salwct tHin 1o change far Canads Cash

FLOAT AMOLINT

$100.00

Tazrfam?

Tagafmy

TaaTa

Tazniond

$100 0o
$100.00

$100 00

$100 0o

Figure 10-54: Till List - Two Tills Are Selected

7. The system prompts for the new float amount for the selected tills. Enter the new
float amount for the tills in the list and press [Enter].

REGISTER TILL I

Tas1Tiln
TasTillE

Change Float Amount

Entar s naw Ncat
Cash

- @ 4

Figure 10-55: New Float Amount Prompt

e
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Foreign Currency Maintenance

8. The system prompts to confirm the new float amount for the selected tills. Press [Y]
for Yes to accept the new float amount. The system updates the float amount to the
new value for the selected tills and returns to the Main Menu.

CHARDE FLOAY

Save §200.00 as the new fAoal amount for
the selected tills7

Figure 10-56: Confirm New Float Amount Prompt

Foreign Currency Maintenance

You can edit the currency exchange rate for the foreign currencies that are accepted as
tenders for sale transactions, if your store policy allows it. Some currency rates fluctuate
frequently, so you can edit the exchange rate as often as necessary.

Note: Your system’s configuration may make Foreign Currency Maintenance
available from the Register Till Options menu as well as from the Back Office
Manage Tills menu.

1. At the Manage Tills menu, select the Till Options option, then press [Enter] for Ok.

2. From the Till Options menu, select the Foreign Currency Maint. option, then press
[Enter] for Ok.

3. If the system prompts for a security login, enter your employee ID and password
and select Process.

4. Oracle Retail Xstore Point of Service displays a list of
currencies. Select the currency whose exchange rate ——
you are changing, then press [Enter] for Ok.
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Foreign Currency Maintenance

5. The system displays the current information for the currency you selected. Enter the
new exchange rate and a comment, then select Save New Rate.

CURFENCY EXDIANGE

L s s marhmrys rats

laes Cusrsney; G0 Canth
Tanget Cutrency; EUR Dure Casl
Caarerll Excliusnge P 085
¥
Mew Excluange Fisle: 085
CrmpEnts

Uptale requasted by J. Tellman

Figure 10-57: New Exchange Rate

6. Oracle Retail Xstore Point of Service prompts whether to change the exchange rate.
Select Yes to continue.

Are you sure you wani to change the USD
to EUR {Eurg Ceah) exchange rate from
0.85 to 0.867

Figure 10-58: Confirmation Prompt

7. The new currency exchange rate is now effective and the system prints a receipt with
the new exchange rate. Oracle Retail Xstore Point of Service returns to the Main
Menu.

Note: About exchange rate calculations in currency conversions:
¢ The exchange rate with the base currency ID of the local
currency ID is the value that is used to calculate a converted
currency amount. The exchange rate is stored as a factor of
the local exchange rate.

e The conversion is calculated by multiplying the local
currency by the exchange rate.
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Overview

Flash Sales Reports

The Flash Sales Reports include four different reports, each of which may be displayed
on the screen or printed:

* Flash Sales Summary Report
* Flash Sales By Department

e Flash Sales By Hour

e Flash Sales By Employee

The Flash Sales reports provide an instant snapshot of sales at the moment that you
select one of the reports. Three of the four reports display data in a column format and
also in graphic format as bar charts and pie charts. The exception is the Flash Sales By
Employee Report, which does not include graphs.

Each of the reports provides a criteria selection screen where you may set the
parameters that are used to select the data included in the report.

All of the reports may be viewed online and printed immediately, or saved so that they
may be viewed later. Saved reports may be preserved with the original selection
parameters or with the original data.

All of the Flash Sales reports are also accessible from the Back Office Reports Menu.

Note: Refer to the Oracle Retail Xstore Point of Service Reports
Guide for details about the Flash Sales Reports.

Flash Sales Summary Report

The Flash Sales Summary Report provides current sales results for the entire store. It
includes looks at sales results from two perspectives:

Sales - The count of transactions and the dollar amount of the transactions in the
following categories: gross sales, net sales, returns, discounts and total tax.

Tenders - The count of transactions and the dollar amount for each tender type that
was used, such as cash, various credit cards, store credit, gift certificates, etc.

The last page of the Flash Sales Summary report includes a pie chart of the tenders used
and a bar chart of the sales results.
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Flash Sales By Department Report

Flash Sales By Department Report

The Flash Sales By Department Report provides current sales results for the entire store
for each department. It includes the department name and number, count of transactions
in each department and the dollar amount of the sales per department.

The last page of the Flash Sales By Department Report includes a vertical bar graph
showing dollar values per department.

Flash Sales By Hour Report

The Flash Sales By Hour Report provides current sales results for the entire store in
hourly increments. It includes an hour by hour breakdown of sales and shows the
transaction count per hour, item count per hour and net sales per hour.

The last page of the Flash Sales By Hour Report includes a horizontal bar graph showing
sales dollars, item count, and transaction count per hour.

Flash Sales By Employee Report

The Flash Sales By Employee Report provides up-to-the-moment sales results on a
specified date for every employee. It includes the employee name and ID, number of
transactions and the total dollar value of those transactions.
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Electronic Journal

Overview

The electronic journal is an electronically-captured record of all transactions. The
search capabilities allow you to quickly locate any transaction and to view the detailed
information on the receipt associated with a specific transaction. You may also print gift
receipts, reprint receipts, and post void transactions from the Electronic Journal if you
have the proper security permissions. A Journal Report showing detailed transaction
information is also available.

Accessing Back Office Journal Functions

Employees with the proper security permissions may access the Electronic Journal
from the Back Office Menu. The Journal menu provides options to view the Electronic
Journal and to run the Journal Report.

1. After logging in to the Back Office (see Accessing the Back Office), select the
Journal option from the Main Menu and press [Enter].

Dazhboar:

Vissh Sabet
lirea iy
Employes Maimenata and Payoll

Manags Tills

OpeniCistn Dptishe
Tenget Enghargs

Prpors B

_- |'uil\nlﬁ-rLd-lwl-w-m.lirﬁuhh ]

Figure 12-1: Back Office Main Menu - Journal Option

Tip:  You can also press the number or letter on the keyboard associated with
a menu option to access the Journal functions. Touch-screen users can tap to
select from the list.
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Viewing the Electronic Journal

2. At the Journal menu, select one of the options and press [Enter].

Figure 12-2: Journal Menu

The Journal menu has the following options:
* Electronic Journal - Select this option to view the Electronic Journal records.

* Journal Report - Select this option to run the Journal report. Refer to Journal Report
for more information.

Viewing the Electronic Journal

1. At the Journal menu, select the Electronic Journal option and press [Enter].

2 Apumal Repor
atgmca.

Figure 12-3: Journal Menu - Electronic Journal Option

2. The system displays the Transaction Search form. Enter your search criteria and
select Process.

Note: Depending on your store's configuration, a Check Account Number
search field displays as well as a Read Check from MICR button.
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Viewing the Electronic Journal
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Figure 12-4: Transaction Search Form

The following search parameters are available:

Register Number - Enter the identifier for a specific register, a range of registers,
or leave these fields blank to view information for all registers.

Ticket Number - Enter a transaction identifier for a specific transaction, a range
of transactions, or leave these fields blank to view information for all
transactions.

Date/Time - Enter a start date and time, an end date and time, or accept the
default for today.

Cashier ID - Enter the identifier for a specific associate, a range of associates, or
leave these fields blank to view information for all associates.

Customer - Enter a customer name or number to view information about a
specific customer.

Transaction Type - Select a transaction type from the list or select ALL to view
all transaction types. Transaction types include options such as TIME CLOCK,
NO SALE, RETAIL SALE, POST VOID, etc.

Tender - Select a tender type from the list or select ALL to view all tender types.
Tender types include options such as Store Credit, Cash, Check, etc.

Credit Card # - Enter the credit card number used for a transaction.
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Viewing the Electronic Journal

ELECT

Oracle Retail Xstore Point of Service displays the Electronic Journal screen.
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Figure 12-5: Electronic Journal Screen

following options are available at this screen:

View Detail - Select this option to view additional information about the selected
transaction. Refer to Viewing Transaction Detail for more information.

Reprint Receipt - Select this option to reprint a receipt for the selected transaction.
The receipt is clearly labeled as a reprint. Refer to Reprinting a Receipt for more
information.

Gift Receipt - Select this option to print a gift receipt for the selected transaction.
Refer to Printing a Gift Receipt for more information.

Rebate Receipt - Select this option to print a Rebate Authorization receipt. Refer to
Printing a Rebate Receipt for more information.

Post Void - Select this option to post void the selected transaction. Refer to Post
Voiding a Transaction for more information.

Viewing Transaction Detail

No

te: The detail information shown is specific to each tra4.1nsaction type. For

example a Time Clock journal includes the Employee number and name, Clock

In

or Clock Out, and the time. A Post Void Journal includes the Original

Transaction Location ID, Register ID, and Business Date.

With the transaction record selected, select the View Detail option.
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Reprinting a Receipt

Oracle Retail Xstore Point of Service displays the Electronic Journal transaction detail
screen for the selected record.
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Figure 12-6: Electronic Journal Transaction Detail Screen - Sale Transaction Type
The detail information for a RETAIL SALE transaction, (sale, return, send sale, special
order, layaway, order, etc.) includes the following data:

* Item Detail: Quantity, item ID, description, discounts, price, and the extended
price for each item

¢ Tender Detail: Tender types and amount of each type

e Totals: Subtotal, fees, tax, and totals as shown on the original receipt

Note: Some transaction types, such as Assign Till transaction type and
Workstation Open transaction type, do not show any detailed information.

Reprinting a Receipt
This function may also be available from the Register Login screen.

1. With the transaction record selected, select the Reprint Receipt option.

2. Oracle Retail Xstore Point of Service prompts to confirm: Do you want to reprint the
receipts associated with the transaction? Select Yes to reprint the receipts.
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Reprinting a Receipt

The printed receipts are clearly identified as reprints.
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Figure 12-7: Reprint Receipt Example

Note: If reprints of the receipts are not permitted for the transaction type you
selected, Oracle Retail Xstore Point of Service displays a message indicating
that reprints are not allowed. You must acknowledge the message to return to
the Electronic Journal screen.
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Printing a Gift Receipt

Printing a Gift Receipt

This function may also be available at the Register Login screen.

1. With the transaction record selected, select the Gift Receipt option.

Oracle Retail Xstore Point of Service displays a list of items in the transaction that are
eligible for a gift receipt.
GIFT RECEIFT

Wl T Caowash fiess friaw

g ¥

Oukdry Pala e | mordy Sing.. 1

Figure 12-8: List of Items Eligible for a Gift Receipt

2. Use the up and down arrow keys to select an item and then press the [Spacebar] to
mark it for a gift receipt. You may use the Select All option to print gift receipts for

all of the listed items.

Note: If there are multiple items that have been labeled as
requiring a gift receipt, you may be prompted whether or not the
items should be grouped on separate gift receipts. For example, 2
items on one receipt, and 3 items on another receipt.

See Multiple Gift Items - Grouping Items for Gift Receipts.

3. Press [Enter] to continue. Oracle Retail Xstore Point of Service prints the gift
receipt(s) for the selected item(s).

I

ELft Becaipt

Figure 12-9: Gift Receipt Example
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Multiple Gift Items - Grouping Items for Gift Receipts

The items that you issued a gift receipt for are now labeled with the Gift icon.

» [ Tiekat @ Ragisied - 1
RERAILE J| Ausiness Date 2 Castinr 0 102

DETAIL

Cuslomer Mama: Gisgly Campbell  Begin OalefMima. S80I 1200 18 M0 Associates: 150
Cugtomar i1 = Ena DatefTims:  SEISHTITI0E AL Telal (18]

Puarpie Ervelops Dresn

10% € Any nen-Price Ovarmidasn from Dept 25008 82 20)
Terdar asl $31 65
Sulbitotal $28.76
Fees $0.00
T $2.30
Total $31.05
Sald Iems: 1 CHANGE DUE $0.00
IE et Rege il [ 1 1 1
Frragd Pt Finr et

Datavantage Home Office 883 | Raglitar 1 oeztzons 1200 e (GERRD

F@E  Electronic Joumal Ondina

Figure 12-10: Electronic Journal - Transaction Detail

Note: If gift receipts are not permitted for the transaction type you selected,
Oracle Retail Xstore Point of Service prompts with a message indicating that
gift receipts are not allowed. You must press [Enter] to acknowledge the
message to return to the Electronic Journal screen.

Multiple Gift Items - Grouping Items for Gift Receipts

...continued from step 2.
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Multiple Gift Items - Grouping Items for Gift Receipts

If prompted whether or not you want to group the gift receipt items, you have the
following options:

MULTIFLE GIFT RECEIFTS

Would you like to group Gift Receipts?

Figure 12-11: Multiple Gift Items - Group Receipts Prompt

* To group the items, select Yes, and continue with To Group Gift Items below.

¢ If you do not want to group the items, select No and continue with To Continue
without Grouping Gift [tems.

To Group Gift Iltems

After selecting Yes at the Multiple Gift Receipts prompt (Figure 12-11), the system
displays the list of items requiring gift receipts. Press the [Spacebar] to highlight and
select the gift items for the first gift receipt, then select one of the following options:

Finish and Print Option
* Select Finish and Print to print a gift receipt with the grouped items you selected.
e If there are at least two or more gift items still available after setting up the

grouping, you are prompted whether or not you want to print a separate gift
receipt for each remaining gift item:

*  When prompted, select Yes to print a separate gift receipt for each
remaining gift item.

<OR>

*  Select No to print the remaining gift items on a single gift receipt.

e If only one gift item is still available after setting up the grouping, the system
automatically prints that gift item on a separate gift receipt.

Add Grouping Option
* Select Add Grouping to create multiple grouped gift receipts, beginning with the
first group of gift items you selected.

¢ The system then displays the gift item list again showing only the items that are
still available for grouping. Select the next gift receipt items.

*  You can continue grouping the items using the Add Grouping option as long as
there are at least 2 remaining items in the list.
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Printing a Rebate Receipt

*  When only 1 item remains in the list, the Add Grouping option no longer is
available. Select Finish and Print to create a gift receipt for the remaining gift
item.

To Continue without Grouping Gift Items

1. After selecting No at the Multiple Gift Receipts prompt (Figure 12-11), the system
prompts whether or not you want to print a separate gift receipt for each gift item.

MULTIPLE GIFT RECEIFTS

Would you like to print a separate gift
receipt for each item?

Figure 12-12: Multiple Gift Receipts - Print Separate Receipts Prompt

2. Select one the following options:
* Select Yes to print one gift receipt per gift item.

® Select No to print a single gift receipt with all gift items.

Printing a Rebate Receipt

Rebate receipts may be offered to customers so they can retain the original receipt for a
purchase, and use this Rebate Authorization receipt to mail in as proof of purchase.
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Post Voiding a Transaction

With the transaction record selected, select the Rebate Receipt option. Oracle Retail

Xstore Point of Service prints the rebate authorization receipt if an
rebate.
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Figure 12-13: Rebate Authorization Receipt

Post Voiding a Transaction

item is eligible for a

Important:  Only transactions for the current date can be post
voided. If you try to post void a transaction from a previous day,
the system displays a message and you are not permitted to post
void the transaction.

This function may also be available at the Register Login screen.

1. With the transaction record selected, select the Post Void option.
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Post Voiding a Transaction

2. Oracle Retail Xstore Point of Service prompts to confirm that you want to post void
this transaction. Select Yes to post void the transaction.

Are you sure you want to post void the
selected transaction?

Figure 12-14: Confirm Post Void

3. Oracle Retail Xstore Point of Service prompts for the reason you are post voiding this
transaction, if required by your store policy. Select a reason from the list and press

[Enter].

Sapervipors Discrstion

Cutlomar Salitistion

Figure 12-15: Post Void Reasons

4. Oracle Retail Xstore Point of Service may prompt for a comment for this post void
transaction. If prompted, type a comment and press [Enter].
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Post Voiding a Transaction

Oracle Retail Xstore Point of Service post voids the transaction and prints a post void
receipt. The printed receipts are clearly identified as voided.
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Figure 12-16: Post Void Receipt Example
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Post Voiding a Transaction

The journal record status is updated to Void.
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Figure 12-17: Updated Record Status After Post Void

Note: e If post voids are not supported _
for the transaction type you
selected, Oracle Retail Xstore
Point of Service prompts with a
message indicating that it is not _
allowed. You must press [Enter] e Sy oL MO e
to acknowledge the message to
return to the Electronic Journal
screen.

e If the transaction is an extended _
transaction type such as a
layaway or a work order, Oracle

Retail Xstore Point of Service

displays a message and prompts | the sstscted trarescsan s an xtsoded
rrarEachon.
you to respond.

Wiuld ou ke ba cantinus?
e An extended transaction

includes other activities after the
initial transaction is completed.

Post voiding an extended --
transaction impacts the other

activities that follow the initial transaction.

e If you want to continue with the post void, select Yes to
void the transaction; otherwise, select No.
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Journal Report

The Journal Report shows detailed transaction information exactly as it was rung. Data
can be displayed for an individual employee or for all employees, or for transaction
codes, transaction line codes, and tender codes. Transactions are sorted by date, register
number, and transaction number.

This report includes the following information:

Transaction Type

Register ID

Business Date

Total

Cashier

Transaction ID

Customer Name

Status

Item section: Commissioned Emp ID, Item ID, Description, Quantity, Unit Price, and Ext
Price

Tender section: Taxable Amount, Non Taxable Amount, Sales Tax, Total, and Tender
Type

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for
details about this report.

Journal Report

i . SEL
Frms Type:  ALL Custoser AL

LTS TITEL L

Transsct loms: ALL

Trans

Total

s o

Retail Sale
132,55

Type

Forst, Jases

Item ID

bDa
TBEZ
Iscal

Tender

Teader Type
Tanable Asoust;
Med Tawsble Assunt

Saled Taa:
Total:

Tender

Cazh

Register: 1 BesinessDate: B4/01/ 013
Caghier: 184 Transld: 57
States: (OMPLETE
Ceam, Assoc: 101,101,100
Descriptisa Gty Usit Price [Dxt Price
Birkeaitoch Sheridas 1 R R
Ranck Snack 1 .59 0.9
Grees L Tee Shirt 1 12.50 12.50
kncunt
113,48
o_da
9.07
E2T.55
122.55%
i bt

Figure 12-18: Journal Report Example
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Overview

Order Broker Maintenance

An Oracle Retail Order Broker Cloud Service (formerly Locate) transaction allows a
store to sell an item that is not in stock and to direct another location to fulfill and ship
the customer’s order to a specified location. The menu options described here allow
you to manage these accounts.

After an Order Broker order account is set up at the POS, use the Order options to
maintain the account.

Note: Refer to the chapter Order Broker Transactions in the
Oracle Retail Xstore Point of Service User Guide for more
information about Order setup.

If your store has been assigned as the source to fulfill an Order Broker order, you need,
to ship the items to the customer. If the Order Broker order was set up in your store,
you can use these options to track the progress of the order as it is processed

Use the Order Status Report to view detailed information about Order Broker accounts
based on user-selected criteria. This report includes details about the Order Broker
account itself (ORDER section), the purchasing customer information (CUSTOMER
section), as well as details about the items that are on the order (ITEMS section).

Note: Refer to the Oracle Retail Xstore Point of Service Reports
Guide for details about this report.

Use the Unfulfillable Items Report and Order Status Report to track orders and
follow up with customers.

Note: Refer to the Oracle Retail Xstore Point of Service Reports
Guide for details about these reports.
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Order Status

Note: To view status information about new orders you must
have a touch-screen or a mouse. The additional information, as
shown below, is view-only.

Oracle Retail Xstore Point of Service periodically checks for orders to be fulfilled. If there
are orders to be fulfilled by this location, you will see a message in the message bar
indicating the number of new orders pending fulfillment by this store.

Figure 13-19: Message Bar, showing 6 New Orders

MEW ORDER STATISTICS ‘

Total New Qrders 40

Click/select the message bar to view the New Order
Statistics window:

e Total New Orders - The total number of new
orders.

e Ship Orders - The number of orders waiting W Peden. M

to be shipped from this store.

Customer Pick Up Ordars 70

Eems Awalting Fick %0
e Customer Pick Up Orders - The number of
orders to be picked up in this store.

Average Order Age  0days Ihws

Oldest Order Age 119 damdies

Unfullllable Qrders ™

N

® Oldest Order Age - The age of the oldest order awaiting fulfillment, in days and
hours, or minutes.

e Unfulfillable Orders - The number of orders that cannot be filled. When an
order is rejected and cannot be filled at another location, the status becomes
unfulfillable.

e Items Awaiting Pick - The number of items
that must be set aside for the orders.

e Average Order Age - The average age of the
orders awaiting fulfillment, in days and hours,
or minutes.

The following table describes order and item status values:

Table 13-1: Order and Item Status Values

Order Status Value

Item Status Value

Open - If one of the items is in the
following status: New Order, Polled,
Accepted, or In Transit.

Note: Itis possible for an open order to
be under review and unable to be
processed during this time.

New - Indicates the item has been added
to the order.

Ready for Pick Up - All items are in
Reserved or Received status (can also
include cancelled item).

Polled - Indicates the source/fulfilling
location got the item request.
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Table 13-1: Order and Item Status Values

Order Status Value

Item Status Value

Ready to Ship - This is applicable only
for customer delivery or delayed pickup
(aka pickup from this store). All items
must be Reserved. Can also include
cancelled items.

Accepted - Indicates the source location
has confirmed it can satisfy the order
request.

Complete - The order has been
completed.

Reserved - Indicates the item has been
put aside for the customer at the
source/fulfilling location.

Cancelled - All items are cancelled.

Unfulfillable — All items are
unfulfillable or a mix of unfulfillable and
cancelled. Unfulfillable items are those
that have been rejected either manually
by the receiving store or automatically
by the Order Broker.

In Transit - Indicates the item has been
shipped.

Received - Indicates the item has been
received in the store.

Fulfilled - Indicates the item has been
picked up/delivered.

Cancelled - Indicates the item has been
cancelled.

Rejected - Indicates the source location
has rejected the order and the item is
sourced from another location.

Unfulfillable -Indicates the item has
been rejected and an alternative location
could not be determined.

Fulfilling an Order

1. To fulfill an order, select the Customer Maintenance and Accounts option from the
Back Office Main Menu.
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2. Select the Order Options option from the Customer Maintenance and Accounts

menu.

CUSTOMER MAINTENANCE AND ACCOUMNTS ‘

i 3 Cumioe' Wisnisnancs »

Curtamar Maumrdsnasg s

Cuslaimat Lisl Megen

Gpagiad Dader Arcosal Maimsnaee
Ly away Maimensnce

Wik Dader Ogions

=il Pegavhy

Figure 13-20: Customer Maintenance and Accounts Menu

3. At the Order Options menu, select the Order Worklist option, then press [Enter] to
display a list of orders to be fulfilled by this store.

2 Cirses Baintsnancs

a Cirgar Ghalus Faeger]
=

K] Lintuiliistde Gsder Sistus Aapoit

Figure 13-21: Order Options Menu - Order Worklist Option

Note: The orders shown in the Order Worklist are the orders that
require action: either fulfillment, or rejection if you cannot fulfill the

request.
Depending on your store configuration, delivery orders may be listed
before customer pickup orders.
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4. Select an order from the Order Worklist and then select one of the following:

Table 13-2: Order Worklist Options

Option Description

View View additional information (see View Order).

Accept Order Accept the order and go to the Accept Order step on
page 242.

Accept All Accept all orders.

Print Pick List Prints a single pick list for all accepted orders

Important: The Action column may indicate “Under Review.” When
the order is under review, you cannot accept or reject items. The

customer can, however, cancel the order.

If you select Accept All a prompt displays indicating orders under
review will not be changed. If you select Accept Order a prompt
displays indicating the order is under review.

ORDER WORKLIST
Salect an order

[ Rl Rl
L
1T 1T
Fanap
oI ReI T
A0 0D 1
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S4TmN0 HHI T
DTG W02
Fang

SO0 Wo2I e

40 T
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Kitrmrre Want
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Alna Aerount
Alna Acrrend
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L e b

ST

SF aprs 1 by

N

gy I3
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B ey I

MTE )

B dwyn I3

SEEIRY)
dnpu A
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ML)

¥ iays IV A

7103 1)

Bdnpn e

ALCTION 7

P Rrusren

proeen

[ T

PicuPyssren

Arceph M ot

Arcephe ot

Accepifect

Figure 13-22: Order Worklist

Note: Orders that are still pending beyond a specified age
threshold are shown in red text in the list. In the example shown
above, any orders that have been pending for 4 days or more are

flagged.
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View Order

View Order displays the Order maintenance screen.

PICKUP ORDER | Maney D Bmith | Orddes®  BVIZOBISANIZN

AGE § daicinl, @ hejsll, 18 mesls) REFERENCE®

@

& customer o @

[[] oRoERiNFO

SITETI-ME

| TeEM
Ll

ITEM STATUS

Pobeid 9 i Pichug
Datavarts o Home C8ties 18

SOURCE LOCATION | OROER DESTIMATEON

vars g Horme Oflice
oo industnisd Fuey
OH 84139

€3 OROER TOTALS @

Order Cimbe:  BRIFID 247 PUA BokdTe:  Mancy D Brmith Subicint i

Geder Origin: 112 Solon Lines Lak 1870 HARTER STREET Freight e

Undlar Bavia: Mo DAYTON, OH &54a2 Tas [N T]

Comenerss Total s
oy Balincs Due 313704
Corad ST micrs rwisd cam

| oy | EXTPRICE

1 1805

Dby Pakarimsd Temrsty Gungl

3 Irders

Clovton m rvim g Mo O 1001 | Ragmtes: |

Figure 13-23: Order Maintenance Screen

The following information is displayed on this screen:

Table 13-3: Order Maintenance Screen Components

A3 BT M

Component

Description

1. Static Area

Contains the type of order, Customer Name, order
number, age information, and reference number.
The reference number is an optional value that
identifies the order. The status displays on the far
right. See Table 13-1 for status definitions.

Order Type values include the following:

®  Transfer Pickup Order (Pickup This Store)

*  Pickup Order (Pickup Other Store)
* Delivery Order (Customer Delivery)

*  Web Pickup Order (Ordered Online, Pick Up In
Store)
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Table 13-3: Order Maintenance Screen Components

Component Description
2. Order Information e Order Date - The date and time the order was
created.

¢  Order Origin - The location in which the order
was created.

e Under Review - Yes or No.

¢ Comments - Any notes associated with the
order.

3. Customer Information ¢ Sold To - The purchasing customer’s name and
address information.

¢ Company - The purchasing customer’s
company, if applicable.

¢ Email - The purchasing customer’s email
address.

* Phone - The purchasing customer’s telephone
number(s).

4. Order Totals ¢ Subtotal - The order subtotal (the shipping fee
amount is not included in the subtotal).

e Freight - The freight cost associated with the
order.

e Tax - The tax on the order.

e Total - The total for the order (the shipping fee
amount is included in the total).

e Balance due - The amount due for the order.

5. Item Information e Status - The item status. See Order and Item
Status Values.

e Source Location - The location name and ID
that sourced the order request.

®  Order Destination - The delivery method and
delivery address, or pickup location for the
order.

* Item - The item identifier and description.
®  Qty - The item quantity.

e Ext Price - The item’s extended price (the item
quantity x the item unit price - discounts).

Select an option from the menu to process the order: Check Inventory (page 242), Accept
Order (page 242), or Reject Order (page 247)
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Check Inventory

1. To verify you have enough stock on hand to fulfill an order, select the Check
Inventory menu option. The Order Inventory Levels form shows the item quantity
ordered and the current quantity on hand.

2. Press [Enter] to close the form.

ORDER INVENTORY LEVELS

You tan compars the ordered quanity o your quaniity on baed ta detsrmine il
vou e s bl 1o socepl andicr resarvs B order

are ary
OADER O AN

Figure 13-24: Order Inventory Levels Form

Accept and Reserve Order
To Accept an order:

1. At the Order Maintenance screen, select the Accept Order menu option.

2. At the confirmation prompt, select Yes to accept the order.
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Oracle Retail Xstore Point of Service automatically prints a pick slip.

XSTOIRE.
20500 Bruce Tedmiria! Py
Saton, (M 44138
A40=45G-44 14
icket; 36230 T hete: B2/
storaz 101 =egteter: 1
ashier: 100
Dusit omir -
Nancy D Smith
Phigkup
Order #
0112001000128
|
T
i ] Oty Price _ hsount
Jeic ey Polarized Teenly Sungl
L 15] 1 150.50
et wa
Plck 511p

Figure 13-25: Pick Slip

3. At the Order Accepted prompt, press [Enter] to continue.

ORDER ACCERPTED

Please retrieve and put aside items
with the order pick slip prior to
setting the order to picked/reserved.

If items are unavailable, the order
may be rejected.

Figure 13-26: Order Accepted Prompt

Order Broker Maintenance 243



Fulfilling an Order

4. Once you have retrieved the items for the order, select the Pick/Reserve Order menu
option. If you cannot fulfill the order for some reason, you can reject the order at this
point. See Reject Order for more information about rejecting an order.

PICKUP ORDER -I Wancy O Smith | Order® 3112001000120 OPEN
AGE:  § dayinl, § brjs), 53 minds} REFERENCE &

[ oroeriwFo & CUSTOMER INFO §) ORDER TOTALS

Do Dt A T8 PR Buddd T Harery O Serth il L 5=

Order Ovigie 117 Soles Lisen Lalb 1670 HARTCR STREET Froiglt tLH-)

Under Bevere: Mo DAYTON, OH L54ea tax 1108

Gy s Taosial L IE=E

Comparey

Balosce D $1ITAd
Ermail Fou{Triiiciim -retail oom

Phore BAT-ET2-HAE

MEMSTATUS SOUACE LOCATION : ORDER DESTIMATION | Mes | ary | EXTPRICE

L ] LLL] Pictagr (- LL 1 LR ]

Dt varms pe Hote OMics 189 Qs e na g Homs Of e Cinkbery Podarimmd Twasry Bangl
0500 Bres e induidlal Flowy
Salen. OH 4133

S 84 85 4=

Figure 13-27: Order Maintenance Screen - Pick/Reserve Order - Delivery Order Example

Note: The Pick/Reserve Order menu option is only available
after you accept the order.

If the Under Review field indicates yes, the Accept Order, Reject
Order and Pick/Reserve Order buttons are grayed out.

5. Select Yes to reserve the order.

6. Oracle Retail Xstore Point of Service displays a prompt confirming the items for the
order have been reserved and provides additional instructions needed to fulfill the
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order. The message displayed here varies with the order type. Press [Enter] to close

the prompt.

ltems for this order are now resered.

A shipping documant has been created
for this order. Please use the ship order
function to complete the order delivery
process.

Figure 13-28: For Delivery Prompt

Notes:

tterns for this order are now reserded.
Place item(s) with plck ticket{s) in the
customer pickup ama.

The customaer will ba notified via email
that the order is ready to be picked up.

Figure 13-29: For Pickup Prompt

¢ For Delivery type orders, use the Ship Order function to complete the order delivery

process. See Shipping an Order.

¢ For other Order types, the status for each item is updated to Reserved, and the Order

status is updated to Ready for Pickup.

ATADY FOR PICHUP

PICHUP ORDER < Merep DBeis | Grdee® 011380001
al WIFEMENCLH
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Figure 13-30: Reserved Ready for Pickup

Un-reserve Order
To un-reserve an order:

1. Since the order has been accepted it will no longer appear in the Order Worklist.
From the Back Office main menu, select Customer Maintenance and Accounts -->

Order Options -->Order Maintenance.
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2. Enter the search criteria and select Process.

Ordar #

Last Name
First Mama
Primary Fhone
Dato

Status -

Figure 13-31: Order Search

3. If more than one order is returned, select the order you wish to modify and press

[Enter].
ORDER SEARCH
Galact an order

OADEH & | cROER TYPE

EURTOMER | FREEAATY FHOME
HEaaIeaaTe Fichup Lormpaan
Mty Brvarhy RELE LI b] AELIRET
ERELETTE ] Fickup Compics
Uty Brrth ERLE=E B L2 k)

ARETETTELED Pickiap Dymn

Harcy Sreih AT ATE-BAGD BRTLREEY

Figure 13-32: Order Search Results
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4. Select Un-reserve Order.

PICKUP ORDER - Mancy O Seh | Order® B1I228108E12E READY FOR PICKUP

AGE: 6 dayiel B brin]. 55 minks] REFERERCES
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Figure 13-33: Un-reserve Order Menu Option

The order status changes to Open and the Item Status changes to Accepted.

Reject Order

When you reject an order it changes the order status to open sends it back to the Order
Broker where another source/fulfillment location is determined.

1. At the Order Maintenance screen, select the Reject Order menu option.

2. At the Reject Order confirmation prompt, select Yes to reject the order.

Are you sure you want to reject this
order?

Figure 13-34: Reject Order Confirmation Prompt
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3. If prompted, select a reject reason code.

HEAROM CODE

Balnr] & mmsre pode tram W bl

Figure 13-35: Reason Code Prompt

Note: This order is sent back to the Order Broker where

another source/fulfillment location is determined. If a
source location is not found, the order status becomes
unfulfillable. It may take a few minutes for the status

to change from Open to Unfulfillable.

If the order is unfulfillable, you will want to cancel it

and refund the customer. Orders are cancelled

through the Register, see the Oracle Retail Xstore Point

of Service User Guide.
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Figure 13-36: Rejected Order - Unfulfillable Example
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Shipping an Order

For Delivery type orders, select the Ship Order menu option to ship the items. Oracle
Retail Xstore Point of Service creates the Shipping Document for this order. This option
is only available at the order sourcing location when the status of the items on the order
is Reserved.

1. At the Order Maintenance screen, select the Ship Order menu option.

TRARSFER PCKUP OADEA | Gaewsitmes | s i0rsissems READY TO g
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-
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Figure 13-37: Order Maintenance Screen - Ship Order Menu Option

When prompted, select Yes to confirm you want to ship the order.
When prompted, select Yes to print a shipping label.

If prompted, enter the total weight for the shipment and select Process.

g w DN

When prompted whether to accept the shipping method chosen when the order was
set up, perform one of the following steps:

Continue with originally selected
shipping method of "USPS Friority Mail’

Figure 13-38: Shipping Label - Original Shipping Method Prompt

* To accept the shipping method selected during order setup, press [Enter] and go
to step 6.
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*  To change the shipping method selected during order setup, select Override
Shipping Method, select a shipping method from the list and press [Enter].

Note: The Override Shipping Method = m—t=oer
option is controlled by security. Overricke
You are prompted for Manager Methodt”

Fo ]

override if you do not have the
required level of security to perform
this function as indicated by the
Security Override icon shown here.

6. Print the shipping label. If the shipping carrier’s label cannot be printed for any
reason, you can print a label manually by following the prompts for label location
selection and printing.

7. If prompted, enter the tracking number for the shipment and select Process.

8. If prompted, to print a packing slip for the shipment, select Yes to print the packing
slip.

Oracle Retail Xstore Point of Service returns to the Order maintenance screen. The
status for each item is updated to In Transit.
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Figure 13-39: Updated Item and Order Status - In Transit
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Maintaining/Viewing an Order

If an Order Broker order was set up in your store, you can use the following steps to
track the progress of the order as it is processed.

1. To maintain/view an order, select the Customer Maintenance and Accounts option
from the Back Office Main Menu.

2. Select the Order Options option from the Customer Maintenance and Accounts
menu, then select the Order Maintenance option from the Order Options menu. See

Figure 13-21.

3. At the Order Search form, enter the search criteria needed to find an order:

Tip: To find all pending orders for fulfillment, select the Open
Order Status value as the search criterion.

e Order ID - The order identifier number.

e Last Name - The customer’s last name.

e  First Name - The customer’s first name.

® Phone - The customer’s phone number.

® Order Date - The date the order was set up.

e Order Status - See Order and Item Status Values.

ORDER SEARGCH

Ordar &

Last Name
First Mama
Primuory Phors
Dato

Status

- "E
twr

Figure 13-40: Order Search Form
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4. At the Order Search results list, select an order and press [Enter].

ORDER SEARCH
Galact an order

OADEH & | cROER TYPE sTATLS
EURTOMER FREEAATY FHOME | DATE
HEaaIeaaTe Fichup Lormpaan
Mty Brvarhy IAR319-3333 AELIRET
ERELETTE ] Fickup Compics
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Harcy Sreih AT ATE-BAGD BRTLREEY

Figure 13-41: Order Search Results List

The system displays the Order maintenance screen. See Order Maintenance Screen
for details.

Allocating an Item

If you do not use the Oracle Retail Xstore Point of Service Back Office receiving module
to receive items, select the Allocate Items menu option at the Order maintenance screen
to automatically mark the item as received and ready for pickup. This allocation process
performs all the Order Broker updates, local status updates, and customer e-mailing
rules typically performed by the Oracle Retail Xstore Point of Service receiving module,
and moves ON_HAND inventory to the ORDER bucket for allocation purposes.

The Allocate Items menu option is only be available when the following conditions are
true:

* Your system is not set up to auto-generate receiving documents
* The order type is either Transfer Pickup or Web Pickup

¢ This is the store where the order is to be picked up

* The items on the order have a status of In Transit

1. To allocate items, select the Allocate Items menu option at the Order maintenance
screen.

2. When prompted, select Yes to confirm you want to receive the item(s). The system
updates the item status to Received and the order status is updated to Ready for Pick
Up.
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Balance Inquiry

Overview

The system creates accounts to track the activities that are related to various customer-
related transactions. The status of an account may change from time to time as different
events occur that affect the account. An individual customer may have several different
kinds of accounts open at the same time. The Balance Inquiry process is associated
with customer accounts and is used to check the amount remaining on a customer’s
store credit voucher, gift card, or gift certificate.

Important:  Other customer account types such as Work
Orders, Special Orders, Layaways, and Orders are documented
in separate chapters in this book.

House Account information can be found in Customer
Maintenance.

About Store Credit and Gift Certificate Balance Inquiry

When a balance inquiry for a store credit or gift certificate is performed, Oracle Retail
Xstore Point of Service first determines which currency the store credit or gift certificate
is in. If this currency is different than your store’s local currency, then the foreign tender
amount of the store credit or gift certificate is automatically converted to the local
tender and amount using the current exchange rate on file. This localization is shown
on the screen and on the receipt, if printed.

Balance Information

The Balance Inquiry function allows you to see the current balance on various types of
accounts that a customer may have. The types of inquiries available depend upon the
types of accounts that are offered by a store. For example, balance inquiries may be
performed for:

e Gift Cards

e  Gift Certificates

e Store Credit accounts
¢ Loyalty accounts

* Gift Receipts
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1. Afterlogging in to the Back Office (see Accessing the Back Office), select the Balance
Inquiry option to view the inquiry functions available in your store.
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Figure 14-42: Back Office Main Menu

2. Select the type of inquiry you want to perform by selecting the appropriate option
from the Balance Inquiry menu.
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Figure 14-43: Balance Inquiry Menu

3. Oracle Retail Xstore Point of Service prompts for a card or account number. The
information required here varies with the type of balance inquiry you are
performing. Enter the information or scan it from a card and press [Enter] to
continue.

Balance inguiry

Figure 14-44: Store Credit Account Number Prompt
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4. Please wait while the system queries the centralized database for the balance
information.

Note: The system displays a message if the account is closed or cannot be
located.

If a deal or discount was applied to the gift item at the time of purchase, you
cannot use Balance Inquiry to look up the price. No item price barcode is
printed on the receipt.

5. Oracle Retail Xstore Point of Service retrieves the account balance information and
displays the information on the screen.

The available balance is $§152.38.
The item price is $69.50

Would you like a receipt?

Figure 14-45: Available Account Balance Figure 14-46: Item Price From Gift Receipt

* Press [Y] to print a receipt for this balance information.
® Press [N] if you do not need a printed receipt for this balance information.

e If the option to print a receipt is not available, press [Enter] to close the prompt.
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If you chose to print a receipt, the information shown on the receipt includes the
date of this inquiry, the card or account information (masked), and the available
balance on the card or account.

Store Credit Example Loyalty Card Example

BALANCE INQUIRY BALANCE INQUIRY

Date: &/6/11
Dat=: &/12/11

Arcount Number: vr&ddsrdsdafnag
Remaining Balance: 106.31 Card § FAEAEEAAAAEA] g7
P T W VS " Program Names: ¥ST Loyalty

Program Lewvel: H3T Loyalty 1
Loyalty Pts.: 2328

Awards: T795.0Z

Figure 14-47: Sample Balance Inquiry Receipts
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Overview

Layaway Maintenance

Layaways are similar to special orders and work orders because they are persistent
sales. Generally, this indicates that the sale transaction in which the layaway is created
is not the end of the transaction's life-cycle. Persistent sales can have an arbitrary
number of transactions in their life-cycles, but non-persistent sales consist of a single
transaction (and a possible void of that transaction).

The operational rules for layaways may also differ from those for non-persistent sales
or even other types of persistent sales. For example, a layaway does not require the
customer to pay for the items in full when purchased. Also, layaway items may not be
reflected in the store's sales figures until the customer takes the item into possession (at

pickup).

After a layaway account has been created, the account information is available from the
Back Office. Use the Back Office Layaway Maintenance functions to track, update, and
maintain layaway accounts.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide
for information about setting up layaway accounts.

Layaway Reports

The following reports are available from the Reports menu to help maintain layaway
accounts:

¢ Layaway Aging Summary Report

* Layaway Aging Detail Report

* Layaway Account Activity Summary Report
* Layaway Account Activity Detail Report

The Layaway Aging reports show layaway accounts based on a specified aging period.
Select the Summary report option to print a condensed version of the Layaway Aging
Report and select the Detail report option to print an itemized version of the Layaway
Aging Report.

The Layaway Account Activity reports show layaway accounts based on status such as
Inactive, Overdue, Delinquent, etc. Select the Summary report option to print a
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condensed version of the Layaway Account Activity Report and select the Detail report
option to print an itemized version of the Layaway Account Activity Report.

Note: Refer to the Oracle Retail Xstore Point of Service Reports
Guide for more information about setting up and running these
reports.

Accessing Back Office Layaway Maintenance
1. Select the Back Office option.

2. Afterlogging in to the Back Office, select the Customer Maintenance and Accounts
option from the Back Office Main Menu.
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Figure 15-48: Back Office Main Menu

Tip:  You ‘can also press the number or letter associated with
the menu option on the keyboard to access the function.
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3. Select the Layaway Maintenance option and Ok.
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Figure 15-49: Customer Maintenance and Accounts Menu

Tip:  You can also press the number associated with the menu
option on the keyboard to access the function.

4. Oracle Retail Xstore Point of Service displays the Layaway Search form, prompting
for search criteria. Enter the criteria you want to use for finding a layaway record
and select Process:
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Figure 15-50: Layaway Search Form

¢ If you enter a specific layaway ID and Oracle Retail Xstore Point of Service finds
it, Oracle Retail Xstore Point of Service displays the layaway record in a list.
Press [Enter] to continue and the record is displayed.
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¢ If you enter search criteria that results in more than one record being found, or
your system is set up to display the accounts list, you must select the record you
want from the list and then press [Enter].
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Figure 15-51: Layaway Search Results List

Oracle Retail Xstore Point of Service displays the Layaway screen for the selected record.
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Figure 15-52: Layaway Screen

Static Information Area

The upper panel on the screen shows the summary information for the Layaway
account, including its status and customer contact information. This panel is always
displayed when viewing any of the tabs on this screen.
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Customer Information
The customer information area displays:

Sold To - The purchasing customer’s name and address information.
Company - The purchasing customer’s company, if applicable.
Email - The purchasing customer’s email address.

Phone - The purchasing customer’s telephone number(s).

Order Totals
The order totals information displays:

Subtotal - The Layaway subtotal (the shipping fee amount is not included in the
subtotal).

Fees - Additional cost associated with the Layaway.
Tax - The tax on the Layaway.
Total - The total for the Layaway (the shipping fee amount is included in the total).

Balance due - The amount due for the Layaway.

Layaway Tab Information

Detailed Layaway information is presented on three tabs; Itemms, Activity, and Comments.
You can navigate between the tab sections by using the Previous Tab and Next Tab
menu options. Each tab contains specific information about the customer’s Layaway
account.

Items Tab: Shows the item information for the Layaway account.
Layaway Activity Tab: Shows the activity information for the Layaway account.

Layaway Comments Tab: Shows any comments associated with the Layaway
account.
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Items Tab Information
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Figure 15-53: Items Tab

® Status: The status of the item (Open, Picked Up, Cancelled).
e Item ID: The item identifier.

e Item Description: The item description.

*  Quantity: The item quantity.

e Ext. Price: The extended price for the item (price x quantity).
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Activity Tab Information

LAYAWAY -I— Mancy Smim | (843001010042 |
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Figure 15-54: Activity Tab

* Date: The date the layaway activity took place.

¢ Type: The layaway activity type associated with the amount of the activity.
*  Activity: The action performed.

¢ Item ID: The item identifier.

* Amount: The amount for the associated type of activity on the account.

* Store: The identifier of the store where the layaway activity took place.

* Reg: The identifier of the register where the layaway activity took place.

e Tran ID: The transaction identifier for the layaway activity.
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Comments Tab Information
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Figure 15-55: Comments Tab

* Created Time: The date this comment was added to this layaway account record.
¢ Comment Created By: The identifier for the employee who created the comment.

e Comment: The text that was entered.

Note: Use the Add Comment option to add a comment to the
layaway account record.

To Cancel a Layaway Account

The option to cancel a layaway account is available on all three tabs (Item, Activity, and
Comments) while you are viewing the account you want to cancel.

1. Search for the layaway account that you want to cancel. Refer to step 4.

2. When Oracle Retail Xstore Point of Service displays the account, select the Cancel
Layaway option.
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3. Oracle Retail Xstore Point of Service displays a message asking if the customer is
present during the cancellation of the layaway account. Select Yes or No.

|s the customer present?

Figure 15-56: Prompt to Check for Presence of Customer During Cancellation

Customer not present
e If you select No, indicating the customer is not present:

a. The system displays a prompt asking if you are sure you want to cancel the
layaway account. Select Yes (responding No returns to the Layaway screen).

b. The system displays a prompt indicating that the balance amount due to the
customer will be transferred to an escrow account. Press [Enter] to respond to
the prompt and continue.

CUSTOMER EGCROW ACCOUNT

An amount of $30.73 has been
transferred to the customer escrow
account.

Figure 15-57: Balance Transferred To Escrow Account

c¢. The system returns to the Layaway Search form. You may select Back to return
to the Customer Maintenance and Accounts Menu and perform other functions
(see Layaway Search Form).
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Customer is present

¢ If you select Yes, indicating the customer is present, Oracle Retail Xstore Point of
Service displays the following prompt. Press [Enter] and continue with the
procedure “Cancel Layaway - When the Customer Is Present” below.

Use the register to cancel and provide a
refund to the customer.

Figure 15-58: Prompt if Customer Is Present

Cancel Layaway - When the Customer Is Present

1. Select the Register option from the menu.

Figure 15-59: Register Option
2. At the Register Pre-Sale screen, assign an associate to the transaction, if your
system’s configuration requires an associate, and press [Enter].

3. The Customer Lookup form displays. Enter search criteria in the form for the
customer whose layaway account must be canceled and select Process.

4. Select the correct customer from the list and choose Select & Continue.

5. The Register Sale screen displays and the customer who owns the layaway account
is associated with it. Select the Extended Transaction option from the menu.

6. Select Layaway from the Extended Transaction menu.
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7. Xstore displays a list of Layaway accounts for the selected customer. Select the
Layaway account to be canceled and press [Enter] to continue.
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Figure 15-60: List of Customer’s Layaway Accounts

8. Select the Cancel Layaway option.
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Figure 15-61: Layaway Screen

Note: See the Oracle Retail Xstore Point of Service User Guide for further
instructions on cancelling the layaway.
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Work Order Maintenance

Work Order Overview

A Work Order is a request to take some action (perform a task) on an item. The item
may be on the current sale transaction at the register, or it may be a previously-
purchased item.

Work Order tasks may be organized into logically related categories. For example,
some tasks may be related to jewelry, while others are related to automotive parts.
Vendors who perform the work must be defined and associated with a store location
because it’s possible that a vendor may offer service only within a restricted geographic
area.

After a Work Order has been created, the information in the Work Order account is
accessible from the Back Office. Use the Back Office Work Order Maintenance functions

to track, update, and maintain Work Order accounts.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide
for information about setting up Work Orders.

Accessing Work Order Maintenance Functions
1. Select the Back Office option.
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2. Afterlogging in to the Back Office, select the Customer Maintenance and Accounts
option from the Main Menu and press [Enter].
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Figure 16-62: Main Menu - Customer Maintenance and Accounts Option

3. Select the Work Order Options option from the Customer Maintenance and Accounts
menu and press [Enter].
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Figure 16-63: Customer Maintenance and Accounts Menu - Work Order Options
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4. Oracle Retail Xstore Point of Service displays the Work Order Options menu. The
following work order options are available:

WORK ORDER
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Figure 16-64: Work Order Options Menu

¢  Work Order Maintenance - Select this option to maintain Work Order
information. Refer to Maintaining Work Orders.

¢ Ship Work Orders - Select this option to ship Work Order items to the repair
vendor. Refer to Shipping Work Orders.

* Receive Work Orders - Select this option to receive completed Work Order
items from the repair vendor. Refer to Receiving Work Orders.

*  Work Order Invoicing - Select this option to perform invoicing functions for
Work Orders. Refer to Work Order Invoices.

¢ Work Order Invoice History - Select this option to view existing Work Order
invoice information. Refer to Viewing Work Order Invoice History.
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Maintaining Work Orders

1. After selecting the Work Order Maintenance option at the Work Order Options
menu, the system prompts for Work Order search information. Enter the criteria you
want to use for finding a Work Order record and select Process.

WORK CROER SEARCH

Work Ordor 1D |
Last Nome
First Name

Customar 1D

Phana #

Figure 16-65: Work Order Search Form

* If Oracle Retail Xstore Point of Service finds the Work Order, it is displayed in a
list. Press [Enter] to continue.

® The search criteria you entered may result in more than one record being found.
Select the record you want from the list and press [Enter].

2. Select a Work Order record and Oracle Retail Xstore Point of Service displays the
Work Order screen as shown here.
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Figure 16-66: Work Order Screen, View-Only Mode
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Note: When a screen or field is grayed out, the record can be
seen, but not changed until you choose the Edit option.

Maintaining Work Order Records

A Work Order record always opens in a read-only mode and cannot be edited unless you
change to the editing mode. You can navigate between the five tab sections by selecting
the Previous Tab and Next Tab menu options. Each tab contains information that is

related to a particular aspect of the Work Order.

After viewing a Work Order record you may decide that some of the information must
be changed, or you may want to enter additional information in some fields. You must
transition to an editing mode to make any changes to the record.

¢ Work Order Summary Tab: Shows the summary information for the Work Order,
including its status, and customer contact information.

e  Work Order Items Tab: Shows the item task-related information for the Work Order,
including any instructions and comments for performing the task.

*  Work Order Comments Tab: Shows any comments that have been entered for the

Work Order.

*  Work Order History Tab: Shows any status changes for the Work Order (view-only).

¢ Work Order Work Item Tab: Shows the item ID and description for the item being
repaired/altered, and the dollar value of the item.

To View and Edit a Work Order Record

1. With the Work Order record displayed, select the Edit option to go into an editing

mode. The fields are no longer grayed out.
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Figure 16-67: Work Order Summary Tab in Edit Mode
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2. Make changes to any of the fields:

*  Select the field you want to change and replace the old entry by typing over it
with the new information.

* Any fields that require entries are marked with a red triangle in the upper left
corner of the field.

* Any fields that have lists attached display a down arrow on the right side of the
field.

Static Information Area
See Figure 16-67

*  Work Order Id: A unique identifying number assigned to the Work Order. This
number cannot be changed.

¢ Service Location: The actual location where Work Order services are performed. To
edit the service location:

a. Select the Edit Service Location option.

b. Enter a new Work Order location or select a Service Location from the list and
Ok to change the Service Location for this Work Order.

274 Oracle Retail Xstore Point of Service Manager’s Guide



Maintaining Work Orders

Summary Tab Information
See Figure 16-67

Customer Information: The customer’s name, street address, Email address and
phone number information is shown here.

Alteration Type: These categories are defined by the home office and assigned to the
Work Order when it is created. The Alteration Type cannot be changed for this
account.

Expected Finish Date: This is the date the item should be ready for customer pickup.
Depending upon your store policy, this date may be calculated automatically based
on certain Work Order parameters entered during setup.

Account Total: The total for the Work Order account. This amount cannot be
changed.

Last Activity Date: This date is automatically calculated by the system for the most
recent activity on this account. This date cannot be changed.

Total Payments: The total amount the customer has paid on this account. This
amount cannot be changed.

Date Customer Approved Work: The date that the customer reviewed and
approved the work to be performed on the item(s) and the amount that will be
charged.

Status: The status for the Work Order
account:

i amm

R L)

Feagas

I Progress

Ll act Metlvbad

* The Status may be changed as the
Work Order moves through the rrem g
Alteration/Repair process. For sy
example, each new Work Order has a D,
status of Open when it is created. If
work is performed at the store, the in-store service provider may change the

status to In Progress when work is begun on the item.

Customer Approved Amount: This is the maximum dollar amount the customer has
agreed to pay for the work to be performed on the item, without requiring
additional notification.

Priority: The priority of the Work Order
account. The default is set to Normal, Totsl Paymentss  §0.00
but may be changed to Urgent or

Priority if the customer needs the item

Shafuy 'qm

r
Pristty Hormal

immediately. S —
Pris ity
Last Customer Notify Date: The date urgeat

the customer was last contacted about
the Work Order account. For example, if
the service provider notifies you that the repair is running behind schedule, you may
need to inform the customer about the delay. You would update this field to track
the date the customer was contacted.

Contact Method: The customer’s preferred mode of contact.

Contact Information: The customer’s name, street address, Email address and
phone number information is shown here.
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Menu Options

* Change Price Type: Select this menu option to edit the price type of this Work Order
account:

a. Select the Change Price Type option. Oracle
Retail Xstore Point of Service displays a list [ icialeaEicy
Of price codes. Selact @ work order price code nom the list

b. Select a price code from the list and Ok to
change the price type for this Work Order.

For example, if the customer did not have proof that

this item was covered by a warranty when the Work Ma Charge
Order was originally set up, you may need to change Full Wairanty

a Chargeable price type to a Warranty price type if

the customer returns to the store with proof that the R —
item is covered under a warranty.

e Edit Service Loc: Select this menu option to edit the service location.
See Service Location on page 274.

3. Select the Save Changes option to save any changes you made to the Work Order
summary record.

To View and Edit Work Order Items

The Items tab shows the item task information for the Work Order, including
instructions and comments for the task. In addition, you can add a new task, edit an
existing task, and add parts. You must transition to an editing mode to make any
changes to the record.

1. With the Work Order record displayed, select the Item tab.
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2. Select the Edit option.
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Figure 16-68: Work Order Items Tab, Edit Mode

Information on the Items tab includes these columns:

Quantity: If a part is needed to perform a task, this entry indicates how many
parts are needed.

Task: A brief description of the work that will be performed on the item.

Price Type: Prices may be categorized; for example, an Actual price or Estimated
price.

Status: The current state of the task.

Charge: The dollar amount that will be charged to the customer for performing
the task.

The following menu options are available:

Add Task: Select this option to add a new task to this Work Order. Refer to
Adding a Task for procedural information.

Delete Task: Select this option to delete a task from the Work Order. Refer to
Deleting a Task for procedural information.

Convert Estimate: Select this option to convert an estimated task amount to the
actual cost of the task. This option is only available when there are estimated
tasks on this Work Order account. You must convert all estimated tasks to actual
task amounts before the account can be set to Ready For Pickup status. Refer to
Converting an Estimate for procedural information.

Add Instruction: Select this option to add, view, and edit task instructions. Refer
to Viewing/Adding Task Instructions for procedural information.
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* Add Parts: Select this option to add parts to the Work Order. Refer to Adding
Parts for procedural information.

* Delete Parts: Select this option to remove parts from the Work Order. This
option is only available when there are parts on this Work Order. Refer to
Deleting Parts for procedural information.

¢ Change Quantity: Select this option to change the task quantity. Refer to
Changing the Quantity for procedural information.

* Change Price: Select this option to change the task price. Refer to Changing the
Price for procedural information.

¢ Change Tax Location: Select this option to change the tax location. Refer to
Changing the Tax Location for procedural information.

¢ Tax Exempt: Select this option to change the tax to tax exempt. Refer to
Changing the Tax to Tax Exempt for procedural information.

¢ Change Tax Amount: Select this option to change the tax amount. Refer to
Changing the Tax Amount for procedural information.

¢ Change Tax Percent: Select this option to change the tax percentage. Refer to
Changing the Tax Percentage for procedural information.

Note: Select the More... option as needed to access the menu
options available at the Items tab.

3. Select the Save Changes option to save any changes you made to the Work Order
items record.
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Adding a Task
1. With the Work Order record displayed in edit mode, select the Add Task option.

2. Oracle Retail Xstore Point of Service displays a list of tasks available for this Work
Order category. Use the up and down arrow keys to go to a task(s) and press
[Spacebar] to select it. After marking all required tasks, press [Enter] to add them to
the Work Order.
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Figure 16-69: Work Order Task List

3. Oracle Retail Xstore Point of Service adds the new task and its associated price type
and charge to the Work Order. Select the Save Changes option to save any changes
you made to the Work Order detail record.

Note: Oracle Retail Xstore Point of Service adjusts any charges as
required. If a change to the Work Order causes the charge to exceed the
customer authorization limit, you may be prompted to confirm the
changes with the customer. This information can be edited at the
Summary tab.
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Deleting a Task

Note: Select the More... option as needed to access the menu
options available at the Items tab.

3.

With the Work Order record displayed in edit mode, select the Delete Task option.

Oracle Retail Xstore Point of Service displays the tasks currently on this Work Order.
Select the task from the list and press [Enter] to remove this task from this Work

Order.

Figure 16-70: Current Work Order Task List

Oracle Retail Xstore Point of Service removes the task from the Work Order. Select
the Save Changes option to save any changes you made to the Work Order detail
record.Oracle Retail Xstore Point of Service adjusts any charges as required.

Converting an Estimate

You must convert all of the estimated task amounts to actual task amounts before the
Work Order account can be changed to Ready For Pickup status.

1.

With the Work Order record displayed in edit mode, select the Convert Estimate
option.

Oracle Retail Xstore Point of Service displays the estimated tasks currently on this
Work Order. Select the task from the list and press [Enter] to convert this task from
an estimated task amount to an actual task amount.

Oracle Retail Xstore Point of Service displays a list of tasks with actual charges
associated with the task. Use the up and down arrow keys to go to a task in the list
and press [Spacebar].

Press [Enter] to update the Estimated task to an Actual amount task.
Oracle Retail Xstore Point of Service updates the task on the Work Order.

Select the Save Changes option to save any changes you made to the Work Order
detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.
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Note: If a change to the Work Order causes the charge to
exceed the customer authorization limit, you are prompted to
confirm the changes with the customer. This information can be
edited at the Summary Tab.

Viewing/Adding Task Instructions
1. With the Work Order record displayed in edit mode, select the Add Instruction
option.

2. Oracle Retail Xstore Point of Service displays the tasks currently on this Work Order.
Select a task from the list and press [Enter] to view, edit, or add instructions.

Figure 16-71: Current Work Order Task List

3. Oracle Retail Xstore Point of Service displays the Work Order Task Instruction form.
You can add, delete, or modify instructions on this form and then press [Enter] to
add (or remove) these instructions to (from) the task.

Sawer b DTty 10 e et 1 cusiomes |

Figure 16-72: Work Order Task Instruction Form

Work Order Maintenance 281



Maintaining Work Orders

4. Select the Save Changes option to save any changes you made to the Work Order
record. The instruction is now associated with this task and is shown on the screen.

WORK ORDER | iy nan | woscooaretioss |

SETR IMTE: 02280113
SERVICE LOCATION: RSA Tabuing

————= e

Figure 16-73: Work Order Instructions

Adding Parts
You can add an item ID for a part that is needed to complete the Work Order task.

1. With the Work Order record displayed in edit mode, select the Add Parts option.

2. Oracle Retail Xstore Point of Service prompts for an item ID for the part to be added
to this Work Order. Scan or key the item ID and press [Enter].

Work Order
Bean ar kv an item D ar UPC

Figure 16-74: Part Item ID Prompt

3. Oracle Retail Xstore Point of Service adds the part and the associated price to the
Work Order. Select the Save Changes option to save any changes you made to the
Work Order detail record.

4. If you need to adjust the quantity required for any part that you added, use the
Change Qty option to enter the number of parts needed. If you change any item’s
quantity, be sure to Save Changes.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: If a change to the Work Order causes the charge to
exceed the customer authorization limit, you may be prompted
to confirm the changes with the customer. This information can
be edited at the Summary Tab.

Deleting Parts

You can remove a part that was added to a Work Order but was not used to complete the
Work Order task.

1. With the Work Order record displayed in edit mode, select the Delete Parts option.

2. Oracle Retail Xstore Point of Service displays a list of parts currently on this Work
Order. Select a part from the list and press [Enter] to remove the part and its
associated price from the Work Order.

3. Select the Save Changes option to save any changes you made to the Work Order
detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.
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Changing the Quantity

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Change Quantity
option.

2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a quantity
change, Oracle Retail Xstore Point of Service displays a message
informing you that the item quantity cannot be changed.

3. Oracle Retail Xstore Point of Service prompts for the item quantity to be added to
this Work Order. Enter the quantity and press [Enter]. Oracle Retail Xstore Point of
Service adds the new quantity and the associated price to the Work Order.

Erbet Cuiardly

Figure 16-75: Item Quantity Prompt

4. Select the Save Changes option to save any changes you made to the Work Order
record.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: If a change to the Work Order causes the charge to
exceed the customer authorization limit, you may be prompted
to confirm the changes with the customer. This information can
be edited at the Summary Tab.

Changing the Price

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Change Price option.

2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a price change,
Oracle Retail Xstore Point of Service displays a message
informing you that the item price cannot be changed.

3. Oracle Retail Xstore Point of Service prompts for the item price to be added to this
Work Order. The item you selected is displayed in the price change prompt. Enter
the new price and press [Enter].

Eniar Prica

Figure 16-76: Item Price Prompt
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4. Oracle Retail Xstore Point of Service updates the new price for the Work Order line
item. Select the Save Changes option to save any changes you made to the Work
Order detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Changing the Tax Location

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Change Tax Loc
option.

2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a tax location
change, Oracle Retail Xstore Point of Service displays a message
informing you that the item tax location cannot be changed.

3. Oracle Retail Xstore Point of Service prompts for the postal code for the new tax
location. Enter the postal code and press [Enter].

Enter posdal code

Figure 16-77: Postal Code Prompt

Oracle Retail Xstore Point of Service changes the tax on the item based on the new
postal code.

Note: If the postal code you entered is not recognized as a valid
tax location, the current store’s tax rate is used.

4. If you are prompted for a tax change reason, select a reason from the list and press
[Enter].

5. Select the Save Changes option to save any changes you made to the Work Order
detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: If a change to the Work Order causes the charge to
exceed the customer authorization limit, you may be prompted
to confirm the changes with the customer. This information can
be edited at the Summary tab.

Changing the Tax to Tax Exempt

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Tax Exempt option.
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2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a tax
exemption, Oracle Retail Xstore Point of Service displays a
message informing you that the item tax cannot be changed.

3. If prompted with a list of the current taxes on the item, select the tax to change. Use
the up and down arrow keys to select a tax to change and then press [Enter].

4. Depending upon the customer’s tax status, you have the following options:

e If the customer associated with the Work Order has a current tax exemption on
file, you are prompted to select the tax exempt identifier from the list of
exemptions on file for this customer. Select the tax exemption to apply to the
item.

<OR>

e If the customer associated with the Work Order does not have a current tax
exemption on file, you are prompted to enter the tax exempt information. Enter
the tax exempt information and save your entries.

Oracle Retail Xstore Point of Service applies the tax exemption to the Work Order
item.

5. Select the Save Changes option to save any changes you made to the Work Order
detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: To add tax exempt information see the Oracle Retail
Xstore Point of Service User Guide.

Changing the Tax Amount

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Change Tax Amt
option.

2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a tax change,
Oracle Retail Xstore Point of Service displays a message
informing you that the item tax cannot be changed.

3. Oracle Retail Xstore Point of Service may display a list of the current taxes on the
item and prompt you to select the tax to change. If prompted, use the up and down
arrow keys to select a tax to change and then press [Enter].
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Oracle Retail Xstore Point of Service prompts for the new tax amount. Enter the new
tax amount and press [Enter].

Erdar Amount

Figure 16-78: New Tax Amount Prompt

Oracle Retail Xstore Point of Service changes the tax on the item to this new amount.

4. If you are prompted for a tax change reason, select a reason from the list and press
[Enter].

5. Select the Save Changes option to save any changes you made to the Work Order
detail record.

Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: If a change to the Work Order causes the charge to
exceed the customer’s authorization limit, you may be
prompted to confirm the changes with the customer. This
information can be edited at the Summary tab.

Changing the Tax Percentage

Note: Select the More... option as needed to access the menu
options available at the Items tab.

1. With the Work Order record displayed in edit mode, select the Change Tax Percent
option.

2. Oracle Retail Xstore Point of Service displays a list of line items currently on this
Work Order. Select an item from the list and press [Enter].

Note: If the item you selected is not eligible for a tax change,
Oracle Retail Xstore Point of Service displays a message
informing you that the item tax cannot be changed.

3. Oracle Retail Xstore Point of Service may display a list of the current taxes on the
item and prompt you to select the tax to change. If prompted, use the up and down
arrow keys to select a tax to change and press [Enter].

4. Oracle Retail Xstore Point of Service prompts for the new tax percentage. Enter the
new tax percentage and press [Enter].

Enler Padcartngs

Figure 16-79: New Tax Amount Prompt

Oracle Retail Xstore Point of Service changes the tax percentage on the item.

5. If you are prompted for a tax change reason, select a reason from the list and press
[Enter].

6. Select the Save Changes option to save any changes to the Work Order detail record.
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Oracle Retail Xstore Point of Service adjusts any charges as required.

Note: If a change to the Work Order causes the charge to
exceed the customer authorization limit, you may be prompted
to confirm the changes with the customer. This information can
be edited at the Summary tab.

To View and Add a Work Order Comment

Any comments associated with the Work Order are shown on the Comments tab. You
can also add a new comment for a Work Order record.

WORE ITEM

Timakany Black Leaibar Watch

- : —
WEE | Bock Office  Jobn Seith Ondine Datavantigs Home Oice 843 | Ragizter: 1 ozt vase RN

Figure 16-80: Work Order Comment Tab

Comments Tab Information
e Created Time: The date the comment was added to the Work Order record.

* Created By: An identifier for the associate who created the comment.

e  Comment: The text of the comment.

Adding a Comment to the Work Order Record
1. Select the Add Comment option. Oracle Retail Xstore Point of Service displays the
comment form.

2. Type a comment and press [Enter].

Oracle Retail Xstore Point of Service adds the new comment to the Work Order
record.
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To View Work Order History

The information shown on the History tab provides a look at the actions taken on this
Work Order as it moved through the repair/alteration process. The information here is
read-only and cannot be edited.

SETUP DATE: IEZSGT1T

WORK ORDER -[ ot fo | 300 TR T3 S (T fis e

Date: 20700011 M TETLIET

WORK_OHDER W J00 10190010

OPEN s
Duta: 2000027 1EFRSLTR
WORK_DRDER VWA 300 10186031

REALN_10_PICHLIP s

- D |

Figure 16-81: History Tab

History Tab Information
* Date: The date and time of each Work Order activity.

*  Work Order: The Work Order Identifier, and the status and price for the activity.
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To View and Edit a Work Order Item Record

After viewing a Work Order item record you may decide that some of the information
must be changed. You can change the item description and the item valuation. You must
transition to an editing mode to make any changes to the record.

Work Item Tab Information
e Ttem ID: The item identifier.
e Item Description: A brief description of the item.

* Value: The dollar value of the item. This value is typically used for shipping insurance
and store liability purposes.

Editing Item Information

With the Work Order item record displayed in edit mode, the following options are
available:

mmom:-[ swwen s | wosesomoeooen | SERIRONE RIS el

HESTORY WORE ITEM

ITEM |3 DEGCRIFTION

Timaboss Black Lesiher Walch

Figure 16-82: Work Order Item Record - Edit Mode

¢ Edit Item Value: Select this option to change the valuation of the Work Order item.
This is the value placed on the merchandise being serviced. This value is typically
used for shipping insurance and store liability purposes.

a. When you select this option, Oracle Retail Xstore Point of Service prompts you
to choose the item from a list of items on this Work Order account. Select the
item and press [Enter].

b. At the Work Order item value prompt, type a new value for this item and press
[Enter].

Work Order

Figure 16-83: Work Order Item Value Prompt
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Oracle Retail Xstore Point of Service updates the Work Order item valuation with this
information.

c. Select the Save Changes option to save any changes you made to the Work
Order item record.

¢ Edit Item Description: Select this option to change the description of the Work
Order item.

a. When you select this option, Oracle Retail Xstore Point of Service prompts you
to choose the item from a list of items on this Work Order account. Select the
item and press [Enter].

b. At the Work Order item description prompt, type a new description for this item
and press [Enter]. Oracle Retail Xstore Point of Service updates the Work Order

Work Order

Endar the item

item description with this information.
Figure 16-84: Work Order Item Description Prompt

c. Select the Save Changes option to save any changes you made to the Work
Order item record.

Shipping Work Orders

Use the shipping function to ship Work Order items to the repair vendor.

1. To ship a Work Order item to a repair vendor,
select the Ship Work Orders option from the o s s M A § ot o s
Work Order Options menu.

2. The system prompts for the shipping location
(repair vendor) search information. Enter the

i, Peishs W Deduid

A ek Diwa st

B i e bty
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information as required to find the service location for the Work Order and select
Process to continue.

DCATION SEARCH q

Location #

Location Nama

Figure 16-85: Shipping Location Search Form

Note: To see a list of all service locations, leave the fields blank
and press [Enter].

¢ If more than one service location matches the search criteria you entered, the
system displays a list of service locations. Select a service location from the list
and select Process to continue.

¢ If only one location matches the search criteria, the system displays the Work
Order accounts that are pending shipment to that service location.

Select a Work Order account from the list of Work Order accounts to be sent to this
service location. Use the up and down arrow keys to go to an account in the list and
press [Spacebar] to select it. Press [Enter] to continue.

The system creates a shipping document for the Work Order and displays the
shipping document information. Press [Enter] to continue with the shipping

process.

Shipping document 11XP113111114 has
been created

Figure 16-86: Shipping Document Created Prompt
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5. The system prompts: Do you want to print a shipping label? Select Yes to print a
shipping label.

6. The system prompts for the label location on the label sheet. Use the arrow keys to
select where the first label should be printed on the label sheet and press [Enter].This
allows you to use partial sheets to avoid wasting labels.

LABEL SELECTION
s P TP b ke T

Figure 16-87: Shipping Label Selection Prompt

The system calculates the number of label sheets you need, the number of unused
labels that will remain on the label sheet, and prompts you to load the label stock in
the printer.

PRINT LABEL

Place 1 sheets of labels in the repor
printer. There will be 9 unused labels
on the last sheet.

Figure 16-88: Print Label Prompt

7. Press [Enter] when you are ready to print the shipping label.
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The system prints the labels and returns to the Shipping Location Search form where
you can continue shipping Work Orders to service locations.

ASAFP Tailoring
4422 Stony Parkway Bldg F
Solan, OH 44139

]IIIIIIEIIlIIIIIIIIlI|I|IIIIIII|

Figure 16-89: Shipping Label Sample

8. The system prompts: Do you want to print a packing slip?

® Select No if you do not want to print a packing slip. The system skips printing a
packing slip.

<OR>
* Select Yes to print a packing slip on the report printer.

Xstore returns to the Shipping Location Search Form (Figure 16-85).

Packing S11ip
LTV TE T |

WAL

SHIP FROM: Stores: 110

WO _ORDER
Michedle’s Lab
30500 Bruce Industrial Plowy
Solon, OH 44139
SHIP TO: Date: June §, 2011
ASAF Taioring Order Dave: June 8, 2011
4422 Stony Parkway Order Number: SFELVEETINNES
Bidg F
Solon, OH 44139 Carrier:
s Tracking #:

P Order Ship
ST ST IR0 OQuanticy  Quancicy

[eel Folrce Sem Classes MLP fi Fi

docount ID:  WOLIOOCIOO00 RS

B e, A e i, 1, e B P B e+t e e i i S 2 8 A o e, e s A o 8 B

Figure 16-90: Packing Slip Sample

Receiving Work Orders

Use the receiving function to receive completed Work Order items from the repair
vendor.
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1. Toreceive a Work Order item from a repair vendor, select the Receive Work Orders
option from the Work Order Options menu.

& Wtk Deder inwsscing

& Wk Ovdes Inwescs Histony

Figure 16-91: Work Order Options Menu - Receive Work Orders

2. The system prompts for the receiving location (repair vendor) search information.
Enter the information as required to find the service location for the Work Order and
select Process to continue.

RECEIVING LOCATION SEARCH

Location &

Location Mame

Figure 16-92: Receiving Location Search Form

Tip: To see a list of all service locations, leave the fields blank
and press [Enter].

¢ If more than one service location matches the search criteria you entered, the
system displays a list of service locations. Select a service location from the list
and select Process to continue.

¢ If only one location matches the search criteria, the system displays the Work
Order accounts pending receipt from this service location.

3. Select a Work Order account from the list of Work Order accounts to be received
from this service location. Use the up and down arrow keys to go to an account and
press [Spacebar] to select it. Press [Enter] to continue.
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4. The system creates a receiving document for the Work Order and displays the
receiving document information. Press [Enter] to continue with the receiving
process.

Racehving document 11P113111207T has been crmaled,

_—— s

Figure 16-93: Receiving Document Created Prompt

The system prints a packing list for this receiving document, any receipts as
configured for your store, and returns to the Receiving Location prompt where you
can continue receiving Work Orders from service locations.

Once the work order is received, the system marks the Work Order item as Ready To
Pick Up.

Work Order Invoices

Use this function to maintain your Work Order invoice information from the repair
vendors.

1. To maintain a Work Order invoice from a repair vendor, select the Work Order
Invoicing option from the Work Order Options menu.

i Wi Grdar bainiansnia

2 T Werk drasa
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Figure 16-94: Work Order Options Menu - Work Order Invoicing Option
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2. The system prompts for the invoicing location. Enter the search criteria to find the
location and select Process to continue.

INVOICING LOCATION SEARCH q
Entar 1a@rTh Crisis

Location # |

Location Miama

Figure 16-95: Invoicing Location Search Form

Tip: To see a list of all service locations, leave the fields blank
and press [Enter].

3. If more than one service location matches the search criteria you entered, the system
displays a list of service locations. Use the up and down arrow keys to select a
service location from the list and select Process to continue.

4. Enter the required information as found on the invoice from the serlvice vendor and
select Process to continue.

INWVOICE ENTRY

Vendor: Westfield Jewelry Repair
Invoice #:
Inveice Date:
Amount Due:

Comments;

Figure 16-96: Invoice Information Entry Form
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5. The system prompts you to select Work Order accounts for this invoice. Select the
account(s) from the list and press [Enter] to continue.

Smith, Hancy

Simith, Nancy DEMATDNT WOB4I001000008
Simith, Nancy 1WTWI0I3  WoaLlo01000012
Simith, Nancy 1WTWI0I3  WoaLlo01000012

Figure 16-97: Work Order Accounts

Note: You may select multiple accounts. Use the up and down
arrow keys to navigate through the list and press the spacebar
on each account you want to select.

6. The system prompts for the cost of each Work Order on this invoice. Enter the
information for each General Ledger # (or other information determined by your
store’s policy) and select Save Invoice to save the data.

SUIVICE B Saviced SCFVICE LOCATHN: Wetllinld Sevwainy Mg
WORK ORDER INVOICE o paunice paTE: 1162014 | AMOUNT DUE: 500

| BVOICE & s dsen oD

Eritir tha coml for mach work aedar
Wiori Oroesr & Coesd G200 - DDR 6263 - ESAR  E2GE - ESAD TBER - C5 TETD - 5TH

OR300 § D000 $0.00 |

Tobasl Armount $0,00

e sk OMica  Jobn Smith Datsvantags Homa Ofics €43 Magister: 1 wrnrons ossan IR

Figure 16-98: Work Order Cost Screen
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The system displays a running total at the bottom of the screen as you enter the costs
for each Work Order.

7. To add a fee, select Add Misc Fee.

8. The system verifies that the amounts you entered match the amount due for this
invoice:

e If the amounts do not match, the system displays a message indicating the
amounts do not balance and you must reenter the invoice Work Order costs.
Press [Enter] to acknowledge the prompt.

INVOICE ENTRY

The amount due does not match the total of
all line itermns.

Figure 16-99: Amount Due Out of Balance Message

*  When the Work Order account amounts you entered match the invoice amount,
the system displays a prompt indicating the invoice data has been saved. Press
[Enter] to acknowledge the prompt.

INVOICE ENTRY

Your imvoice for Westfield Jewelry Repair
has been saved.

Figure 16-100: Invoice Information Saved Prompt

The system prints an invoice report for your records.
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Viewing Work Order Invoice History

Use this function to view information about completed Work Order invoices.

1. To view Work Order invoice history, select the Work Order Invoice History option
from the Work Order Options menu.

) Wicak Uvdes kbaarfanancs

F | Lhip Woik Didats
a Pt mbra Wik Cidses

A Wk D0 imessing

Figure 16-101: Work Order Options Menu - Work Order Invoice History Option

2. The system prompts for the invoicing location. Enter the search criteria to find the
location and select Process to continue.

INVOICING LOCATION SEARCH q
Entar 1a@rTh Crisis

Location # |

Location Miama

Figure 16-102: Invoicing Location Search Form

Tip: To see alist of all service locations, leave the fields blank
and press [Enter].

3. If more than one service location matches the search criteria you entered, the system
displays a list of service locations. Use the up and down arrow keys to select a
service location from the list and select Process to continue.
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4. Select the invoice you want to view for the selected service location and press [Enter]
to continue.

INVOICE LODELUP

B

Figure 16-103: Service Location Invoices

5. The system displays the invoice detail:

INVOICE LOOKLUP

Lo = L)
AR Ly

WAL DO B 18T}

VOB 08 BT

Figure 16-104: Invoice Line Detail

e Press [Enter] to close the invoice detail form and return to the Work Order

Options Menu.
* Select Print Invoice to print the invoice on the report printer.
Invoice
Dare: 12/16/2010
Time: 11:39 AM
Cave: 05/10/200% Page: 1
Invaice Musber: 4564% Date: 0O5/10/2009
Vendor Id: Service3-110 - District 5 Repair Center Tax Id:
Address; 5523 Parker Dr
Mentor OH, 44080
Work Order Description Account # Code Charged Retail
WOL1D0OOL000L3 Replace Battery 6200 10.00 7.00
WOL100000000013  Replace Battery TEES 13.98 7.00
Account Let Account # Description Ouantity Total Cost Retail
Repatrinv E200 FepairInvBl00 1 10.00
TEES 1 13.98
Tatal 13.98 7.00
Gross Margin =
I Ty ST Mg sy CRCRTE -

Figure 16-105: Printed Invoice Example
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Special Order Maintenance

Overview

After a Special Order account has been created, the account information is available
from the Back Office. Use the Back Office Special Order Account Maintenance

functions to track, update, and maintain Special Order accounts.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide
for information about setting up Special Order accounts.

SPECIAL ORDERS REPORT

A Special Orders Report is available from the Back Office Reports Menu. This report
shows when the account was created, the owner’s name, the account’s status, and the
item amount.

Note: Refer to the Oracle Retail Xstore Point of Service User Guide
for information about this report.
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Figure 17-106: Reports Menu - Special Orders Report

Accessing Back Office Special Order Maintenance
1. Select the Back Office option.
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2. Afterlogging in to the Back Office, select the Customer Maintenance and Accounts
option from the Back Office Main Menu and press [Enter].

BACK OFFICE

Figure 17-107: Back Office Main Menu

Tip:  You can also press the number or letter associated with
the menu option on the keyboard to access the function.

3. Select the Special Order Account Maintenance option and press [Enter].
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Figure 17-108: Customer Maintenance and Accounts Menu
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4. Oracle Retail Xstore Point-of-Service displays the Special Order Search form,
prompting for search criteria. Enter the criteria you want to use for finding a Special
Order record and select Process:

SPECIAL ORDER SEARCH

Spacial Order [0 |
Leest Name
First Mama
Special Order Statis B

Soetup Dote

Fram L]

Last Activity Date

Fiam e

Hort By - |

Figure 17-109: Special Order Search Form

e If you enter a Special Order ID, Oracle Retail Xstore Point-of-Service displays
that Special Order record if the ID exists and if it is unique.

®  Your search criteria may result in multiple records being found. Your system
may also be set up to display the accounts list even when only one record is
found. You must select the record you want from the list and then press [Enter].
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Figure 17-110: Special Orders Search Results List
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Oracle Retail Xstore Point-of-Service displays the Special Order screen for the selected
record.

SETIW DATE: AE@E211

LAST ACTRATY DATE: 31230013 READY TO PICKUP

SPECIAL ORDER l.— Mascy T Smith | Sad43001000031 |

[ FTEMS ACTIATY A AT

& cusTomer wro €3 oRDER TOTALS
Gold Ta:  Nascy | Sl eddplal B
1XH Sunny Lass Fesa: §0.00
Twnmsbarp. O 44087 T 0Dy
Twiat: [ RS ]
Compary: Losary Balance Due:  §2TE7
[Emmat Box@eecr om el mlosm
Pty 330507 3561
330.507 nekd
STAIUS | HTEM iy | DESCRP 10N | any | EXT PRECE
[ITe) 214003 Colten D aw s Agua Bnen ] 269

Goass Dewn Piisre

Figure 17-111: Special Order Screen

Static Information Area

The upper portion of the screen shows the summary information for the Special Order
account, including its status and customer contact information. This panel is always
displayed when viewing any of the tabs on this screen.

Customer Information
The customer information area displays:

* Sold To - The purchasing customer’s name and address information.
¢ Company - The purchasing customer’s company, if applicable.

¢ Email - The purchasing customer’s email address.

¢ Phone - The purchasing customer’s telephone number(s).

Order Totals

The order totals information displays:

* Subtotal - The order subtotal (the shipping fee amount is not included in the
subtotal).

¢ Fees - Additional cost associated with the order.
e Tax - The tax on the order.
e Total - The total for the order (the shipping fee amount is included in the total).

e Balance due - The amount due for the order.
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Special Order Tab Information

Detailed Special Order information is presented on three tabs; Items, Activity, and
Comments. You can navigate between the tab sections by using the Previous Tab and
Next Tab menu options. Each tab contains specific information about the customer’s
Special Order account.

¢ Items Tab: Shows the item information for the Special Order account.
* Activity Tab: Shows the activity information for the Special Order account.

¢ Comments Tab: Shows any comments associated with the Special Order account.

Items Tab Information

SETIW DATE: AE@E211

LAST ACTRATY DATE: 31230013 READY TO PICKUP

SPECIAL ORDER f Mamcy T Smith | S0843001900031 |

[ ITEMS ACTIITY AIEATY

& cusTomer wro €3 oRDER TOTALS
Gold Ta:  Nascy | Sl eddplal B
1XH Sunny Lass Fesa: §0.00
Twnmsbarp. O 44087 T 0Dy
Totak 1058
Compainy: Liwary Balance Due  §2187
[Emmat Box@eecr om el mlosm
Pty 330507 3561
330.507 nekd
STAIUS I HTEM iy | DESCRP 10N any | EXT PRECE
[ITe) 214003 Colten D aw s Agua Bnen ] 269

Goass Dewn Piisre
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Figure 17-112: ltems Tab Information

* Status: The status of the item (Open, Received, Ship, Picked Up, Cancelled,
Cancelled to Escrow).

¢ Item ID: The item identifier.
e Item Description: The item description.
* Quantity: The item quantity.

e Ext. Price: The extended price for the item (price x quantity).
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Activity Tab Information

4 Mamcy | Smath | Ssesdpoteoondy | Lt T READY TO PICKLUP

SPECIAL ORDER |

LAST ACTRATY DATE: 81233010

ACTRATY T

BCTRATY | M | | STORE | FEG | TRAND
QIRMINY Eam B3t 510003 pRE a4 L] T
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[Tk ek | Baim Pickad Lip BOOE {13 1] [-E¥] ] Tag
L lmk ik} ism Pickad Lip 516003 12699 843 (] Tag
[ Lkt ] Ll Picind Lip 514000 52656 B43 ] {13
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Figure 17-113: Activity Tab Information

* Date: The date the Special Order activity took place.

* Type: The Special Order activity type associated with the amount of the activity.
*  Activity: The action performed.

¢ Item ID: The item identifier.

* Amount: The amount for the associated type of activity on the account.

* Store: The store identifier where the Special Order activity took place.

* Reg: The register identifier where the Special Order activity took place.

e Tran ID: The transaction identifier for the Special Order activity.
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Comments Tab Information

5 I - SETUR DATE: 00335013
e -I_ Nacy T Stin | SSSO0000801 | o uc Ty DATE: 01232013 A SRR

ACTIVIT COMMENTS

__wl | .IWI | II ” IE““

Figure 17-114: Comments Tab

* Created Time: The date this comment was added to this Special Order account
record.

* Created By: The identifier for the employee who created the comment.

e Comment: The text that was entered.

Note: You can also add a new comment for this Special Order
account record when viewing this tab. Select the Add Comment
option, type a comment, then press [Enter]. Xstore adds the new
comment to the Special Order account record.
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To Cancel a Special Order Account

The option to cancel a special order account is available on all three tabs: Items, Activity,
and Comments while you are viewing the account you want to cancel. Closed accounts
cannot be canceled.

1. Search for the special order account that you want to cancel.

2. When Oracle Retail Xstore Point-of-Service displays the account, select the Cancel
Special Order option.

3. Oracle Retail Xstore Point-of-Service displays a message asking if the customer is
present during the cancellation of the special order account. Select Yes or No.

|s the customer present?

Figure 17-115: Checking for Presence of Customer

¢ If you select No, continue with Customer Not Present.

e If you select Yes, continue with Customer Present.

Customer Not Present
e If you select No, indicating the customer is not present:

a. The system displays a prompt asking if you are sure you want to cancel the
special order account. Select Yes.
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b. The system displays a prompt indicating that the balance amount due to the
customer has been transferred to an escrow account. Press [Enter] to respond to
the prompt and continue.

CUSTOMER EGCROW ACCOUNT

An amount of $30.73 has been
transferred to the customer escrow
account.

Figure 17-116: Customer Escrow Account Amount

¢. The system returns to the Special Order Search form. You may select Back to
return to the Customer Maintenance and Accounts Menu and perform other
options. See Special Order Search Form”.

The order status and item status are updated to Cancelled to Escrow.

SPECIAL ORDER | Maneytsman | sosmsassoomay | Toi ooE H1Eaan CANCELLED TO ESCROW

LEST ACTRATY DATE: 8122011

& CUSTOMER WFG € ORDER TOTALS
Sold Tee  Rancy T Sifth Seuflef pll ol 13059
1334 Suniy Lans Fies: OB
Twmrnbyrp, O 42087 T ]
Twiak S50
Compang: Leary Balance e $000

Ermat: Hom et o delelom
(Lol 200507 ¥551
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Carwwlladd o Lyrrow

Figure 17-117: Cancelled to Escrow Status
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Customer Present

* If you select Yes, indicating the customer is present, Oracle Retail Xstore Point-of-
Service displays the following prompt. Press [Enter] to continue.

CANCEL ACCOUNT

Use the register to cancel and provide a
refund to the customer.

Figure 17-118: Prompt if Customer Is Present

Note: Refer to the Oracle Retail Xstore Point of Service User Guide
for more information about Special Order accounts at the POS.

1. Select the Register option from the menu.

STATUS | ITEM I DESCRIFTION EXT PRICE

Oprn ] hakbary Palanzed Twanly Sunglaissn i 180 f0

Figure 17-119: Register Menu Option
2. Atthe Register Pre-Sale screen, assign an associate to the transaction if your system’s
configuration requires an associate and press [Enter].

3. The Customer Lookup form displays. Enter search criteria in the form for the
customer whose special order account must be canceled and select Process.

4. If more than one customer name matches your criteria, select the correct customer
from the list and choose Select & Continue.

5. The Register Sale screen displays and the customer who owns the special order
account is associated with it. Select Extended Transaction from the menu.

6. Select Special Order from the Extended Transaction menu.
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7. Oracle Retail Xstore Point-of-Service displays a list of

special order accounts for the selected customer. Select _

the special order account to be canceled and press

[Enter] to continue.

8. The system displays the details of the special order account you selected in the
Special Order Mode. Select the Cancel Special Order option on the menu.

Account ID S0643001 000003
Spacisl Dvdar Stalus. OPIN

Sutup Date WA

Custamar ¥ COEATI00 1 D0D0DE
Customar Hasnme Handy Smith

Address 1234 Sunny Lane
Twarmburg, (M 44087

FPhona

SLale Amourd
Balance Due
Ot Beans

cial Order

o of tha

BEE  Specal Orser Sobn Smith

Figure 17-120: Special Order Screen

Datavaniage H
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Oakiey Polatized Twanty 16060

B14.60 O Ay Ham 60018005 (BE5080)
Cakley M Frama Shike

Spand wx $750 Gat | Memn 800 (F30.01)

UETOTAL

AMOUNT DUE $0.00
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Note: For more information on cancelling special orders, see

the Oracle Retail Xstore Point of Service User Guide.
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Overview

Shelf Labels

You can print shelf labels for any item in the current item file. Shelf labels can be
printed to a laser report printer if the report printer supports printing multiple labels
per page, or to a label printer if using ZPL II communication.

In addition to scanning/entering items in order to print labels, the system also provides
an option to print shelf labels for all of the items on an entire receiving document at
once, and from previously saved batches if using ZPL II communication.

Note: You must load the appropriate label stock into the
printer for each label printing job. The system does not perform
a check for the correct stock before printing.

Printing Shelf Labels

1. Afterlogging in to the Back Office (see Accessing the Back Office), select the
Inventory option from the Main Menu and press [Enter].

i Ciashboai

—
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L, Tente Exchangs

[ ] " Pspcats -]
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Figure 18-1: Back Office Main Menu

Tip: Instead of scrolling up or down the menu list to select an
option, you can immediately access any option on the menu by
pressing the number or letter associated with it on the keyboard
(2=Flash Sales, 3=Inventory, C= Customer Maintenance and
Accounts, etc.).
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2. At the Inventory menu, select the Print Shelf Labels/Tickets option and press
[Enter].
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Figure 18-2: Inventory Menu

3. When prompted scan the barcode or manually enter the item Id and press [Enter].

DESCRIFTIIN UNIT PRICE |
ITEM 1D )
EE EM I # OF LABE
KETPAD

XSTORE POS INFORMATION

Scan ihe barcods on Bhe prodict 10 De soid
1l ime barcode 5 missng oF can De nead, Bhe Bem number of UPC
My e manuaiy yped o the spae Boips

Seled] anoiner kncbon by Chodsng from he bofiom mow of
bainens

Shelf Labels/Tickets

% [
BEGE  MeeniSho Labels Datavoritags Home Office 843 | Register: 1 pararrata 12 an (G

Figure 18-3: Item Id Prompt
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Note: If you are using ZPL II communication with a label
printer, the Retrieve Batch option is available if you previously
defined and saved a named print batch. See To Retrieve a Batch -

ZPL 11 Only.

4. When prompted for the number of labels you want to print for this item, type the
quantity and press [Enter].

Enter Cuantity

Figure 18-4: Label Quantity Prompt

Note: By default, the system displays the number of items in
your on hand inventory.
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5. The next steps depend upon your label printer setup:

e If you are not using ZPL II communication with a label printer, continue with
step 6 below.

e If you are using ZPL II communication with a label printer, skip to ZPL II Label
Printers.

6. Oracle Retail Xstore Point of Service adds each Item Id and number of labels to the
View Port area of the screen. The item description and unit price are also shown.

| pESCRIFTION [ uMIT PRICE |

#OF LABE. |
EEYPALD [ i JERSEY TIERED DRESS LA KL |

1o

Shelf Labels/Tickets

BEE  MemdShell Loksls Cnkne | Datavanisge Hems Oifics 843 | Feegirtar 1 craorzata 1otad (D

Figure 18-5: View Port Displays Items Added for Labels

Additional Options

Note: e Change Item - To remove an item from the list, change
the label quantity, or change the item label price, see To.
Change an Item.

e Item lookup - To search for an item to add to the list, see
To Look Up an Item.

* Add Receiving Document - To add items from a
receiving document, see To Add a Receiving Document

7.  When you have entered and/or edited all the items and label quantities, select the
Process option to continue with label setup.
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8. Oracle Retail Xstore Point of Service prompts
you to select the type of label from the list. IEEMGELE LABLE
Select the label type and press [Enter] to
continue.

b ] i e o Dbt v Vo et

B | bl ey NVEH

9. Oracle Retail Xstore Point of Service shows the number of label sheets you need and
prompts you to select the location for the first printed label. Select the location for
the first label and press [Enter].

Note: The column/row you selected is shown in the Selection
area on the form. In Figure 18-6, Column: 1, Row: 1:

LABEL SELECTEIN

s P wTrm b ey T b P

E 2K 3K )

Figure 18-6: Label Location Prompt

Tip: Label location selection allows you to use partial sheets of
labels to ensure that expensive labels are not wasted.
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10. When prompted, press [Enter] to acknowledge the message informing you of the
number of label sheets required.

PRENT LABEL

Place 1 sheets of labels in the report
printer. There will be 19 unused labels
on the last shesat.

Figure 18-7: Print Label Prompt

11. Oracle Retail Xstore Point of Service flashes a message Calculating label layout and

prints the labels.
Wildlire Bass Dl Bass 7 pe drum sel DMl Bass 7 pe drum sed
5129.99 5949.00 5949.00
T2 = T3 T3
200625 I0TETE 200 TS
B T aaanth Y I P S ——— PR B e et s e A

Figure 18-8: Sample Labels

Note: If you exit from the Item/Shelf Labels screen without printing
the labels, Oracle Retail Xstore Point of Service displays a warning
message that all current label settings will be lost. Select Yes to return to
return to the Inventory Menu or select No to continue working with
labels.

ZPL Il Label Printers

...continued from step 5.

Note: If you previously defined and saved a Named Batch, you
can retrieve the batch by selecting Retrieve Batch from the
Item/Shelf Labels menu. See To Retrieve a Batch - ZPL II Only.

1. After entering the item Id and label quantity:

e If the item you entered is associated with a pre-defined stock label type, the item

is automatically added to the view port with this icon .
Go to step 2.

¢ If the item you entered is not associated with a pre-defined stock label type, you
are prompted to select a label type from the list. This assigns the selected label
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type to the item for this instance only not for future label printing, and does not
affect future label printing.

SELECT ASTOCK LABEL
Salect & Psck takal far Bems 100 frean Ba outions availabie beivw

1xt-als
1x1-Siandard
At -Wianihiow
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Figure 18-9: Stock Label Types

Select the stock label type.

Select a processing option:

*  Select Process to associate the stock label type to the item.
¥ <OR>

*  Select Assign To All to assign the selected Stock type to all items in the
current list.

Note: Allitems in the list will print on the same label stock
type. However, this selection will not update the pre-defined
stock type of the items and will not apply to items that are
added after the Assign To All option is selected.

Xstore returns to the Enter/Scan Item Id prompt screen.

The following options are available before printing the labels:

Change Item - To remove an item from the list, change the label quantity, change
the item label price, or change an item’s stock label type, see To Change an Item.

Item lookup - To search for an item to add to the list, see To Look Up an Item.

Add Receiving Document - To add items from a receiving document, see To_
Add a Receiving Document.

Retrieve Batch - To print a previously saved batch, see To Retrieve a Batch - ZPL
11 Only.

Save Batch - To save this label printing instance as a batch, see To Save a Batch -
ZPL 11 Only
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3. When you have entered and/or edited all the items and label quantities, select the
Process option to continue with label printing.

Tip: Before printing, Oracle Retail Xstore Point of Service
automatically groups the items by stock type and verifies all
items are associated with a label stock type. If Oracle Retail
Xstore Point of Service detects that any of the items do not have
an assigned label stock, you are prompted to select a label stock.

4. Xstore displays the Load Label Type message.

FRINT LABEL

Stock template for this group of items is:
1x1-Standard

Make sure the correct stock is loaded
before printing.

Figure 18-10: Load Label Stock Message

¢ Select Print to print the labels in this stock group. Continue printing all stock
groups, making sure you have loaded the appropriate label stock for each. Go to
step 5.

<OR>

® Select Skip Group if you do not want to print these labels at this time. If there is
another stock group, the Load Label Type message displays for the next group.
Make sure you have loaded the appropriate label stock for each group. Continue
printing all stock groups.

Go to step 5 below.

Note: You can select Back to return to the item entry screen.

5. If prompted, select Yes to save and name this batch so it can be printed in the future,
or select No if you do not want to print this batch again.

If you are not prompted, you can save the batch by selecting the Save Batch option.
For more information see To Save a Batch - ZPL I Only and To Retrieve a Batch -

ZPL 11 Only.

320 Oracle Retail Xstore Point of Service Manager’s Guide



Printing Shelf Labels

To Change an Item
Select Change Item to edit an item. The following

options are available from the Change Item menu _

before you print labels for the items.

Change Quantity: Select Change Quantity to | omeoew ]

change the number of labels to be printed.

® Use the arrow keys to select the item and press | =
[Enter].

* At the Enter Quantity prompt (see Figure 18-4),
enter the number of labels you want to print for
the item and press [Enter].

Oracle Retail Xstore Point of Service updates the - -
label quantity on the View Port for the item.

Change Price: Select Change Price to change the
price that is printed on the label.

® Use the arrow keys to select the item and press [Enter].

¢ At the Enter Price prompt, enter the price of the item to be printed on the label and
press [Enter].

Figure 18-11: Enter Price Prompt

Oracle Retail Xstore Point of Service updates the label unit price on the View Port for the
item.

Change Label - [ZPL II ONLY] Select Change Label to specify a different stock label type
for the item.

* Use the arrow keys to select the item and press [Enter].

*  Select the stock label type.

SELECT A STOCK LABEL
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Figure 18-12: Stock Label Types
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®  Select a processing option:
Select Process to associate the Stock Label type to the item.
<OR>

Select Assign To All to assign the selected Stock Label type to all items in the
current list.

Note: Allitems in the list print on the same label stock type.
This selection does not update the pre-defined stock type of the
items and does not apply to items that are added after the
Assign To All option is selected.

Delete Item: Select Delete Item to remove an item from the list of item labels to be
printed.

* Use the arrow keys to select the item and press [Enter].

Important:  There is no confirmation prompt before deleting the item. Be sure
you are highlighting the correct item in the View Port display area.

Oracle Retail Xstore Point of Service removes the item from the list of item labels to be
printed.

To Look Up an Item

Item Lookup: Select Item Lookup to find an item using the item lookup search criteria
form. The item can be added to the list of item labels to be printed.

¢ At the Item Lookup form, enter the search criteria and select Process.
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Figure 18-13: Item Lookup Form
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Tip: Your store may be configured with advanced lookup options, which provide the
ability to add Custom Groups and Details to further define your search criteria.
Select the exclude box to not include an item in your search.

Itam 10 Echitn
Censer  <ALL> |
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Subclnss =<ALL> =] Shon  <ALL= &
Style IO Use Typa  =All> =]

Diascription

e If more than one item matched the search criteria you entered, select the item from
the list and Ok. Oracle Retail Xstore Point of Service displays the item information.

e Select the Add Item option to include the item on the list of item labels to be printed.
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Figure 18-14: Iltem Lookup Results - Add Iltem Option
* Enter the number of labels to be printed for the item and press [Enter] to add the

item to the list of item labels to be printed. By default, the on hand quantity for the
item is shown in the Label Quantity focus bar prompt (Figure 18-4).
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To Add a Receiving Document
Add Receiving Document: Select this option to print labels for all of the items on a
receiving document.

* Atthe Document Search form, scan the barcode for the Receiving Document or enter
search criteria to locate the Receiving Document.

FRECEWVING DOCUMENT SEARCH
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Figure 18-15: Document Search Form

Oracle Retail Xstore Point of Service displays a list of receiving documents that match
the criteria you entered. You may need to scroll through the list if multiple documents
are displayed.
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Figure 18-16: List of Receiving Documents

* Select the receiving document that has the items that need labels and choose Ok.
Oracle Retail Xstore Point of Service adds all of the items on the Receiving Document
to the list of item labels to be printed, and displays them in the View Port area of the
screen.

Note: By default, a label will be printed for each item/quantity
in the shipment. Use the Change Quantity option to edit the
number of labels to be printed.
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To Save a Batch - ZPL Il Only

Batch options are only available when using ZPL II. Use this option to assign a name to
the current list of items so it can be used again in the future. See To Retrieve a Batch -
ZPL 11 Only below for information about reusing the batch to print labels.

1. Select Save Batch from the Item/Shelf Labels screen.
2. When prompted, enter a name for the batch and press [Enter].

@ = B imi | w0l L

O T Y D [T

ks
Scan the barcode on the product.

If the barcode is missing or can't ba read, the item number or
UPC may be manually typed in the space below.

Select another function by choosing from the bottom row of
buttons.

Figure 18-17: Enter Batch Name Prompt
3. Xstore saves the batch information and it can be retrieved for printing later.

To Retrieve a Batch - ZPL 1l Only

Use this option to retrieve a list of previously save batches. See To Save a Batch - ZPL 11
Only above for more information about saving a batch for reuse.

1. Select Retrieve Batch from the Item/Shelf Labels screen.

2. When prompted, select a Batch from the list and press [Enter].

3. The items in the batch are shown on the View Port.

4. Continue with step 2.

To Delete a Batch - ZPL 1l Only

Use this option to delete a previously saved batch.

1. Select Retrieve Batch from the Item/Shelf Labels screen.

2. When prompted, select a Batch from the saved Batch List and select Delete Batch.

3. At the confirmation prompt, select Yes to delete the batch. Selecting No returns to
the saved Batch List and the selected batch is not deleted.

4. Xstore returns to the Saved Batch list and the selected batch is removed from the list.
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Training Mode

Overview

Training Mode allows you to train new employees on the system —at both the POS
Register and in the Back Office —without being concerned that any live data may be
impacted.

In Training Mode, store employees can simulate most of the functions provided by
Oracle Retail Xstore Point of Service in normal operating mode. Any transactions
performed in Training Mode are distinguished from transactions conducted in
operating mode in several ways. First, the data elements associated with live and
training transactions are separated from each other. In addition, any artifacts related to
them, such as receipts, reports, etc., are also kept separately.

Your system’s configuration applies to both the live and training modes. For example, if
you are using Till Accountability in the live mode, the rules for Till Accountability also
apply in training mode. Even though a till may be attached to the register in live mode,
the first time that you log into the training mode you must assign a till to an employee
and attach a till to the register from the Back Office.

You can exit training mode at any time and return to live operating mode.

Accessing Training Mode

Tip: Training Mode can be accessed from both the
Register Login screen and the Back Office Login
screen.

You can log into the training mode using the
same password that you use in the live,
production mode. In Training Mode, Oracle
Retail Xstore Point of Service shows only the
functions and menu options that are permitted
by your security level in production mode.

Starting Training Mode
1. Tologin to Training Mode from the Back Office:
*  Log in to the Back Office using your employee ID and password.
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*  Select the Enter Training Mode option at the Back Office Main Menu.
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Figure 19-18: Back Office Menu - Training Mode Option

Note: If you select the Enter Training Mode menu option before
logging in to the Back Office, Xstore displays the Register login
screen in Training mode.

2. Oracle Retail Xstore Point of Service prompts to
confirm that you want to enter Training Mode.
Select Yes to enter Training Mode. If you select No,
Oracle Retail Xstore Point of Service returns to the
Back Office Main Menu or to the Register Login
screen, depending upon the location from which
you logged in.

Do you want to enter Training
mode?

3. When prompted, enter your employee ID and password.

The system displays the same screen that it would in regular (non-training) mode. If the
system is configured to prompt for a commissioned associate in regular mode, that
screen also appears in training mode. If your system is configured to show the Customer
Lookup form, that form displays.
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Note: The background color of the menu options and the screen is red. The Title Bar
name in the upper right corner of the screen toggles between the words “Register” or
“Back Office” and “TRAINING”.
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Figure 19-19: Training Mode - Back Office Screen Example

You can perform most functions exactly the same way as when the register is in normal
production mode. However, the following functions cannot be performed while the
register is in Training Mode:

¢ The cash drawer does not open.
* No authorizations or settlements can be performed.

¢ Oracle Retail Xstore Point of Service does not communicate with the Environment
(Xenvironment is an application that interacts with Oracle Retail Xstore Point of
Service and the operating system to perform some critical functions, particularly
during store opening and closing). For this reason, you can simulate a store close
without impacting live operations in your store.

If your system is configured to print receipts while in training mode, the receipts clearly
indicate that they were generated while the system was in Training Mode.

To Exit Training Mode
1. Select the Exit Training Mode option.

2. Oracle Retail Xstore Point of Service prompts you to confirm that you want to exit
Training Mode. Select Yes to exit from Training Mode.
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Oracle Retail Xstore Point of Service returns to normal production mode.
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Figure 19-20: Back Office Login Screen - After Exiting Training Mode
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Miscellaneous Functions

Overview

This chapter includes information about the functions that can be performed in the
Back Office, but are not closely associated with a specific functional task. Like other
Back Office functions, these activities are logged by the system for accountability and
reporting purposes.

The following functions are included in this section:

* Change your password - See Changing Your Password.

® Open a browser to access the World Wide Web - See Opening a Browser.

e Dashboard View - See Using the Dashboard.

¢ Enabling/Disabling Hardware - See Enabling and Disabling Hardware.

* Reinitializing Hardware - See Reinitialize Hardware.

e Mobile Client Device Access - See Mobile Client Device Access.

e Updating the PINpad key - See Update PINpad Key (TransArmor).

Changing Your Password

Note: This function is also available from the POS register and the
Employee Maintenance Menu in the Back Office. Refer to
Employee Maintenance.
If you need to change another employee’s password, not your
password, use the process described in Changing an Employee’s
Password.
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The Change Password option is available from the Back Office Login screen - before you
log in to the system.

HEQ TAR
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Figure 20-21: Back Office Login Screen

1. Select the Change Password option from the Back Office Login screen. Oracle Retail
Xstore Point of Service prompts for your employee ID. If you are using the
Fingerprint Scan, the prompt asks for your fingerprint.

CHANGE PASSWORD

yod amployes 1D to changs

Figure 20-22: Change Password Prompt: Scan or Key Entry Accepted

2. Type or scan your Employee ID at the Change Password prompt and press [Enter],
or scan your finger if your system is set up to use a biometric device.

3. If prompted for your password, enter your current password and press [Enter].

Note: If you forgot your current password and your store is
configured with challenge questions, see Forgot Password

Challenge Questions.

CHAMNGE PASSWORD @

ya password to change

Figure 20-23: Change Password Login Screen
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4. Oracle Retail Xstore Point of Service prompts you to enter and confirm your new
password. Type your new password in the first field, and type the password again to
confirm it in the field below.

7]

Erter 1he maw pasivwond,

Condirm Ehe nesw passaord.

Figure 20-24: New Password Prompt

Tip: Passwords may be case sensitive, so be sure you note
whether the keyboard Caps Lock key is on or off when you
enter and confirm your new password.

5. Select Process to store your new password:

* If the system accepts the password, a confirmation message is shown indicating
that your password was changed. Press [Enter] to acknowledge this prompt and
return to the Login screen.

Note: The system may enforce certain rules regarding
passwords. For example, a minimum number of characters may
be required, and there may be a restriction on how frequently
you can reuse an old password.

¢ If the new password you entered is invalid
(according to your system’s password _
requirements), the system displays a message.

You must press [Enter] to acknowledge the
prompt.

The password must be at least 8
characters and contain at least one
letter and one digit

Oracle Retail Xstore Point of Service returns to the
New Password prompt and you can enter a different password.
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Forgot Password Challenge Questions

If your store is configured to use password challenge questions, you can re-set your
password without knowing your current password by answering the questions. The
answers to the questions are set up in the Back Office see the Establish Password Challenge

Questions.

1. Select the Change Password option from the Register Login screen or the Back
Office Login screen. Oracle Retail Xstore Point of Service prompts for your employee
ID.

2. Type or scan your employee ID at the Change Password prompt and press [Enter]. If
fingerprint scans are supported, scan your finger at the prompt.

3. Select the Forgot Password menu option.

THANGE PAEEWORD

P Ty S—p— m TSR T ¢ ¢ ]

Figure 20-25: Forgot Password Menu Option

4. Enter your last name for verification.

CHANGE PASSWORD

Figure 20-26: Change Password Verification
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Opening a Browser

5. For each challenge question, type the answer and
then select Next Question. For the last question, e e
select Process.

Question 1 of 3
Uwptoyes 0 8 106 | $9000 1

A1 wehiaar iy wene g b T
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6. Once you've answered all the questions correctly, the New Password prompt
displays. Type your new password in the first field and type the password again to
confirm it in the field below.

Enter the new password,

Confirm the new passwond.

Help
Fi

Figure 20-27: New Password Prompt

7. Select Process to store your new password. If the system accepts the password, a
confirmation message is shown indicating your password has been changed.

8. Press [Enter] to acknowledge this prompt and return to the Register Login screen.

Note: The system may enforce certain rules regarding passwords, such as the
minimum number of characters required or whether you can reuse an old

password.
If your new password is not valid, press [Enter] to acknowledge the validation
prompt and try again.

Opening a Browser

Your system may provide an option to access a web browser for navigating Internet
sites. The option is available from the Back Office Main Menu. If this option is available
to you, you may have a selection of browsers from which you can choose.
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Opening a Browser

1. Select the Browser option from the Back Office
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2. Select an option from the configured websites listed on the Browser menu. Use the
up and down arrow keys to navigate among the options and press [Enter].

Figure 20-28: Browser Menu Options

The system opens the supported browser within the Oracle Retail Xstore Point of
Service application and displays the website that you selected. For example, Oracle
website is shown in the figure that follows. The Browser option allows you to access
information without having to exit from Oracle Retail Xstore Point of Service.
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3. If you navigate to additional websites from within the browser, use the Browser
Back or the Browser Forward options to navigate among other websites that you
visited during a browser session.
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Figure 20-29: Open Browser Example

4. After you are finished working in the web browser, select the Back option to return
to the list of websites on the Browser Menu in Oracle Retail Xstore Point of Service.
You may then repeatedly use Back to return to previous screens as necessary.

Using the Dashboard

The goal of the dashboard is to automatically show timely sales data information—
collected from various areas within the organization —in one place. The data shown on
the screen is an analysis as to how your business is operating; using graphics,
summaries, and lists to display the information.

Information shown on the Dashboard includes:

* Sales Performance - WID, MTD, and YTD values as a running totals section, up to
and including the current day’s sales

* Net Sales for the Top 5 Departments from today
* The top 5 best-selling items from today

* The top 5 sales associates from today

* Store Goals performance data

In addition to the information displayed on the page, menu options are provided to
allow you to view and print the Flash Sales report, the Daily Sales report, the Best Sellers
report, and the Employee Tasks report.
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To view the Dashboard, select the Dashboard option
from the Back Office Main Menu and press [Enter].
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Dashboard Information

The Dashboard screen is divided into several informational areas as shown in the figure
below:
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Figure 20-30: Dashboard Screen

( 1 ]' Sales Performance

This section shows the Gross Sales, Returns, and Net Sales for Today,

a year ago (Today - last year), Week-to-Date, Month-to-Date, and Year-to-Date. The data
displayed in this section is a running totals section. This information shows the current

day’s sales in near real time, so these values change depending on when the Dashboard

is displayed.
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Note: Additional ‘sales data is available on the Flash Sales and
other Sales reports.

@ Top 5 Departments

This section show a graph representing the top 5 department sales. One axis of the graph
shows the Net Sales dollars, and the other shows the Department ID.

@ Top 5 Performers

This section shows the top 5 sales associates from today, listed in descending order,
based on Net Sales dollars. In addition to Net Sales dollars, the Units per Transaction
(UPT), and Average Sale dollars are also displayed.

Note: How the UPT and Average Sale data are calculated:
¢ Units per transaction = total units sold/# of transactions

e Average Sale = Net Sales/# of transactions

@ Hot 5 ltems

This section shows the top 5 selling items from today. The items are ranked in
descending order, based on Net Sales dollars. The item ID, description, and quantity
sold are shown for each item in the list.

Note: Non-merchandise items are not included in this list.

@ Store Goals Performance

This section shows the currently active goals for the store. Information shown here
includes the goal description, effective and ending dates, the goal, and the percent
completed toward the goal.

Enabling and Disabling Hardware

This option provides a way to temporarily disable and then enable hardware devices.
This process writes out a hardwareconfig.xml file to a patch directory for the devices
that have been disabled, reloads the hardware configurations, and then re-initializes the
hardware.
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To begin, select the Enable/Disable Hardware option from the Back Office Main Menu.
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Figure 20-31: Back Office Main Menu - Enable/Disable Hardware Option

* Todisable a device or devices, go to To Disable a Hardware Device

e Toenable a device or devices, go to To Enable a Hardware Device.

To Disable a Hardware Device
1. Press the [Spacebar] to select a hardware device—or devices—to be disabled, then
select Disable Device.

Note: The green check mark +* next to the device name
indicates the device is currently enabled.

The selected device(s) will be highlighted in blue.
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Harchanare Device Management
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Figure 20-32: Hardware Device Management Screen - No Devices Selected Yet

2. When prompted, press [Y] to confirm you want to disable the selected device(s).

WARE DEVICE MANAGEMENT

Ara you sure you want to disable the
selected devices?

Figure 20-33: Disable Device Confirmation Prompt
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3. On the Hardware Device Management screen, the red 2 indicates the device is
disabled. Verify this is the device or devices you want to disable and select Apply
Device Changes.

Hardhware Device Management
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Figure 20-34: Hardware Device Management Screen - Disabled Devices

4. When prompted, press [Y] to confirm you want to disable the selected device(s). The
system writes out a temporary hardwareconfig.xml file with the devices that
have been disabled.

HARIMWWARE DEVICE MANAGEMENT

Are you sure you want to apply device
changes?

Figure 20-35: Apply Device Changes Confirmation Prompt
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To Enable a Hardware Device

Note: You have two options to enable a hardware device:

*  Select Enable Device to enable only the selected
device(s), without removing any configuration
overrides (patch file entries) that may exist for other
devices. For example, this option can be used when you
have disabled several devices and only want to enable
one device, not all of the disabled devices.

e  Select Clear Hardware Configs to remove all
overrides to the device configuration file, which will
enable all disabled devices. For example, this option
can be used when you want to enable all disabled
devices at once. The system removes the hardware
configuration overrides (patch file entries) that were
created when the devices were disabled.

1. Select a hardware device, or devices, to be enabled.

The red 2 next to the device name indicates the device is currently disabled.
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Figure 20-36: Hardware Device Management Screen - Disabled Devices

2. Enable the device(s).
¢ To enable one or more selected devices:
*  Select the disabled device(s) in the list and select Enable Devices.

*  Select Apply Device Changes.
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*  When prompted, press [Y] to confirm you want to enable the selected

devices.

MARIANALLE CHOWTOT MANAGE I KT

Are you sure you want to enable the
selacted devices?

<OR>

e To enable all disabled devices at once:

*  Select Clear Hardware Configs. You do not need to select a hardware device

in the list when using this option. All disabled devices are enabled by
default.

When prompted, press [Y] to confirm you want to remove all the
configuration overrides in the temporary hardwareconfig.xml file.

3. The hardware devices are enabled.

Note: If there are any device errors detected when enabling a
device, the system displays a warning message about the non-
functional devices.

Reinitialize Hardware

Select the Reinitialize Hardware menu option to reset the peripheral hardware devices.
The system performs the following process for the hardware devices:

close -->release-->claim-->open

When prompted, select Yes to confirm you want to re-initialize the hardware.

Note: Reinitializing hardware is also used to register a
VeriFone device with TransArmor.

Mobile Client Device Access

This option allows you to manage the mobile devices to function as a register in the
store. When installing a new mobile device the Xstore Mobile server will initially block
that device from running Xstore until an administrator goes into this function to enable
the newly configured device.
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From the Manage Hardware menu, select the Mobile Client Device Access option.

MOBILE CLIENT DEVICE ACCESS
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Figure 20-37: Mobile Client Device Access Screen

To enable the mobile device to function as a register in the store select the Allow button
or select the Disallow button to disable access to any currently enabled mobile device.

Select the Delete button to remove the device configuration from the Xstore register.

See also the Xstore Point-of-Service Mobile User Guide for more information about
operating the mobile device.

Update PINpad Key (TransArmor)

If your store is using TransArmor for credit card authorizations, use the Update PINpad
Key option to advance the Device Derivation Key (DDK) when needed.

1. Select the Update PINpad Key option from the Back Office Main Menu.
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Figure 20-38: Update PINpad Key Menu Option
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2. A warning prompt displays indicating that this option should only be used at the
direction of the Home Office. Select Ok to proceed or press [Enter] to return to the

main menu.

This option should enly be used st the
direction of Home Office personnel. Please
note that this will take » few minutes,

Figure 20-39: TransArmor Prompt - Home Office Warning

e If the update is successful, Xstore prompts: PINpad device key is successfully
updated.

e If the update is not successful, Xstore prompts: PINpad is no longer usable
because the device key update was not successful. Call the Help Desk.
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A

add
new customer record
new employee
audit
store bank
till

B

back office
training mode
balance inquiry
overview
bank deposit
prepare for
begin count
register open
biometric device
fingerprint enrollment
Black Book
break time
scheduling

C

convert

estimated work order task

work order estimate to actual cost
customer list report
customer maintenance

accessing

adding new customer

loyalty program

viewing customer record

Index

D

delete
employee record
messages
scheduled shift
deposit
mid-day

E

electronic journal
accessing
detail information
journal report
post void
print gift receipt
reprint receipt
search parameters
transaction detail
view
email flag
email receipts
employee
borrowed
employee advance
employee break
scheduling
employee maintenance
comment tab information
general tab
information
human resources (HR) tab information
security tab information
employee name & address information
employee maintenance general tab
employee productivity report
employee record
termination date
void



employee schedule
apply a new shift
apply pre-defined shift

change existing shift type

change time-off
changing
copy a day schedule
copy a week schedule
define new shift breaks
define new shift type
override time off
print time off records
remove time off
remove time-off
employee shift
remove from schedule
employee time-off
add to schedule
remove from schedule
employee’s password
case sensitive
change
rules
employee’s record
add comment to

F

fingerprint enrollment
biometric device
focus bar
example
form
data entry type
search type

G

gift receipt
from electronic journal

J

Journal Report

K

keys
function

L

label sheets
label location
labels
using partial sheets
layaway
detail tab
information
maintain account
search for account

Summary Tab information

layaway comments tab
definition

layaway detail tab
definition

layaway summary tab
definition

locate Order

order maintenance screen

M

manager’s menu
payroll record
menu
list
message tab
keyboard navigation
messages
definition
register specific
mid-day deposit
My Tasks

N

new employee
create password for
create record for
search for record

O

open store
open register
open/close
register
store
option
unavailable
over/short
audit



P
paid in
definition
paid out receipt barcode
paid out
definition
password

changing other employee’s password

changing your password
payday advance
payroll categories
payroll date
payroll maintenance
payroll maintenance
definition
payroll record
double overtime hours
edit
edit non-working hours
edit posted payroll
edit working hours
hours worked
mark as reviewed
overtime hours
personal hours
post to Home Office
posting day
review required exception
sick hours
vacation hours
payroll report
POS Register
training mode
post void
from electronic journal
till management
Posted Timecard Report
posting day
payroll record
printing
shelf labels
stock labels
prompt
entry required type
response required type
selection required type
system information type

R

receiving document
print shelf labels for
reconcile till
till accountability

register
close count
register accountability
definition
register open
begin count
register specific messages
remove fingerprint record
report
Employee Productivity
Payroll
posted timecard
report viewing
magnification level
reprint receipt
from electronic journal
reserved item

shipping

S

schedule
add employee time-off
apply a new shift
apply pre-defined shift
change employee time-off
change existing shift type
changing
copy a day schedule
copy a week schedule
define new shift breaks
define new shift type
override time off
print employee time off records
remove employee time-off
remove time off exception
sharing employees
borrowed employee
shelf labels
create
shipping
reserved items
status bar
about
store bank
audit
store close
bank deposit
lead register
message
registers open
store open
symbol

submenu



T

task tab
keyboard navigation
tasks
definition
tax exempt
work order
temporary position
borrowed employee
terminated employee
security privileges
view record
termination date
employee record
till
assign till
issue till
register accountability
till accountability
till accountability
assign till
definition
reconcile till
till management
post void
till options
mid-day deposit
till audit
timecard
viewing
timecard maintenance
definition
timecard record
add comment
add new
change information
clock in/clock out
delete record
edit
exception
history
work code
timeclock record
modified symbol
training mode
accessing
functions not allowed
TransArmor

register a VeriFone device (reinitialize

hardware)
update PINpad key

V

viewing customer record

W

work code
employee schedule
timecard record
work order
add part to
add task
add task instruction
authorization limit
change to tax exempt
comment
comments tab
description
information
convert estimate
convert estimate to actual
delete part from
delete task
detail tab
description
information
estimated task
history tab
description
information
item description
item value
summary tab
description
information
view
work item tab
description
information
work order maintenance
work order task
add instruction to
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