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Send Us Your Comments

Oracle® Retail Xstore Point-of-Service Manager's Guide, 17.0

Oracle welcomes customers' comments and suggestions on the quality and usefulness
of this document.

Your feedback is important, and helps us to best meet your needs as a user of our
products. For example:

= Are the implementation steps correct and complete?

= Did you understand the context of the procedures?

= Did you find any errors in the information?

= Does the structure of the information help you with your tasks?

= Do you need different information or graphics? If so, where, and in what format?
= Are the examples correct? Do you need more examples?

If you find any errors or have any other suggestions for improvement, then please tell
us your name, the name of the company who has licensed our products, the title and
part number of the documentation and the chapter, section, and page number (if
available).

Note: Before sending us your comments, you might like to check
that you have the latest version of the document and if any concerns
are already addressed. To do this, access the Online Documentation
available on the Oracle Technology Network Web site. It contains the
most current Documentation Library plus all documents revised or
released recently.

Send your comments to us using the electronic mail address: retail-doc_us@oracle.com

Please give your name, address, electronic mail address, and telephone number
(optional).

If you need assistance with Oracle software, then please contact your support
representative or Oracle Support Services.

If you require training or instruction in using Oracle software, then please contact your
Oracle local office and inquire about our Oracle University offerings. A list of Oracle
offices is available on our Web site at http://www.oracle.com.
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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

Oracle customers that have purchased support have access to electronic support
through 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
documentation set:

n  Oracle Retail Xstore Suite Release Notes

»  Oracle Retail Xstore Suite Oracle Retail Xstore Suite 17.0/Merchandising 16.0.1
Implementation Guide

»  Oracle Retail Xstore Point of Service User Guide

»  Oracle Retail Xstore Point of Service Mobile User Guide

»  Oracle Retail Xstore Point of Service Manager’s Guide

»  Oracle Retail Xstore Point of Service Shipping, Receiving, and Inventory Guide
»  Oracle Retail Xstore Office User Guide

»  Oracle Retail Xstore Point-of-Service, Lane Checkout User Interface User Guide
»  Oracle Retail Xstore Suite Implementation and Security Guide

»  Oracle Retail Xstore Suite Deal Pricing Guide
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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:

s Product version and program/module name

= Functional and technical description of the problem (include business impact)
»  Detailed step-by-step instructions to re-create

= 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, 17.0) or a later patch release (for example, 17.0.1). If you are installing the
base release or additional patches, 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

xviii

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.


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

Oracle Retail Documentation on the Oracle Technology Network
Oracle Retail product documentation is 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.)

Conventions
The following text conventions are used in this document:
Convention Meaning
boldface Boldface type indicates graphical user interface elements associated

with an action, or terms defined in text or the glossary.

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

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

Xix
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Documentation and Screen Conventions

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.

= 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.

= 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 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 text

This indicates the tagged text is a link to another area of the 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.

Information Conventions

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

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.

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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Active Keyboard Keys

Figure 1-1 Touch-Screen Selection Navigation

Customer Search

Source: Xcenter

Tap up Arrow
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Sulabiar, Wichele Hold and Slide
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Smurtan, James

Side Scroll Bar

30500 Bruce Road
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Smith, Steve

30500 Bruce Industrial Parkway
Solon, OH 4413

Tap down Arrow
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Table 1-2 Touch-Screen Navigation

Touch-Screen Component Description

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

Hold and slide Moves the list up or down without changing your selection.

Side scroll bar Scrolls list up or down.

Tap up arrow Moves the list up.

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.

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.
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Back Office Screen Conventions

Table 1-3 (Cont.) Active Keyboard Keys

Key

Description

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.

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 -“
Main Menu » Customer } Work Order Options -
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Back Office Screen Conventions

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.

The Back Office menu has been restructured into seven options:

Associate
Till
Customer
Employee
Hardware
Inventory

Reporting

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.

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.

Figure 1-2 Back Office Reporting Menu

Reporting "“
Main Menu » Reporting -

2 C A Activity 5 vy Report

3 Customer List Report
4 Dashboard
5 Employee Reporta

6 FlashSales

7 Inventory Reports
8  Journal
] Layaway Reports

n-

The number to the left of a menu option represents the keyboard number that executes
this option. For example, pressing the number 3 on the keyboard launches the
Customer List Report option as shown in Figure 1-2 above.
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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 available when the
register or store is closed.

Figure 1-3 Option Grayed Out

Till Reports

Main Menu » Reporting » Till Reports

2 Cash Drawer Audit Report

4 CashDrawer Report

A menu option with a key icon indicates that a security ID is required.

Figure 1-4 Option with Key Icon

| 7 Check for Updates o=

Screen Layout

Figure 1-5 Screen Layout Areas
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Pontal Code A438 [ Glak  OH . Ohio ||
Contact Information Parsanal infermation
©) e
Home 1274887190 Aniversary Date
Work  AZ3A23AI3 22012 Birth Date
Mokl 34332342 Gander - |
Frrail - gegiemalloom Lasguge  Eagleh (United States) Rd
Gl Rmeipn
Bt Cumtormar g:xr
o ]

WATZONT  10:56 AM [+ 1]

For more information about these Back Office screen areas, refer to:
»  Static Information Area

s Tabs

s Information Areas

= Screen Title (Changes per function)
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Back Office Screen Conventions

= Menu Buttons (availability determined by function and the user’s security). See
Menu Buttons

= Message Bar

Tabs

To open tab screens:
m  Select the Previous tab or Next tab menu button.

= 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:

Table 1-4 Icons

Icons Description

This icon indicates there are more sub-menu choices associated
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

il 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, and so on].
Instead, the procedures and processes that follow use the name of the
button.
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Figure 1-6 Back Office Menu Buttons

"-

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

Figure 1-7 Message Bar

Select the message to view information.

s Total New Orders - The total number of new orders.

Figure 1-8 New Order Statistics

New Order Statistics $

Total New Orders. 1

hems Awaiting Pick 0

Average Order Age 1143 days Shrs
Oldest Order Age 1143 doys 6 hrs

Unfulfillable Orders 0

= Ship Orders - The number of orders waiting to be shipped from this store.
s Customer Pick Up Orders - The number of orders for pick up in this store.
» Items Awaiting Pick - The number of items to set aside for the orders.

= 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.
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=  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.

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

s Green = Low Urgency (Informational conditions)

Figure 1-9 Status Bar Components

[ BackOffice sk Hashbuoven Rz AP [+ ]
Q@ e @ @ 55 36 Q@ @ @

Table 1-5 Status Bar Components

Component Description
1. Keyboard icon For touch screen monitors, this icon opens the keyboard.
2. Area Locator Indicates where you are within the system (that is, 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 Identifier Identifies your store name and store number.
6. Register Identifier Identifies the register number.
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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Table 1-5 (Cont.) 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.

Figure 1-10 Static Information Area - Employee Maintenance Screen
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John Smith - Empiows ©: 188 | Swe: 18 | Soun

b & Addmen Perwansl Infomation
Fest ot Smih | N

Lomaune  Fngluh (inind Stasm)

When viewing a customer transaction in the Electronic Journal, the Static Information
area displays information about a particular customer transaction.
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Figure 1-11 Static Information Area - Electronic Journal
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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).

Figure 1-12 Static Information Area - Customer Maintenance
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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.

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 1-13 Information Display Area - Contact Information Tab
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Emergency Contacl Information

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 Personal 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.

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 1-14, 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.
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Figure 1-14 Response Required Prompt

Regleter Close

Do you want to close this register?

Selection Required Prompt During a Back Office process, you may be required to select
from a list of options. For example, in Figure 1-15 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].

Figure 1-15 Selection Required Prompt

Shift Malntenance
Select a shift.

CASHER Cashier - AM 900 AM - 100 FM
CASHER Casnhicr - PW 500 PM -9:80 PM
CASHIER Cashier « AM (Weekendy #:00 AM . 1:30 PM
CASHIER Canhimr - Midnight {Sale) d-00 AM - 1:30 PM

Note: 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 1-16 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.
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Figure 1-16 Entry Required Prompt

Security
Create Ir‘lwlllﬂlﬁl Court

Enter employee ID and password for override.

Employsn D |

System Information Prompt 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 1-17 System Information Message - Running Report

Running report...

Search Forms 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.

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.
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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 Oracle Retail Xstore Point-of-Service search form is configurable, the
search parameters on your system may appear in a different order or have different
field names than the search forms shown in this guide.

Figure 1-18 Customer Search Form

Customer Search

Enter search crileria.

Phore® |« »
Lamt Mamre
Firut Nams
City
Sl

U5 - Urited Slates

Posts| Code
Leymity 0

Cumtomer 8

IilAn 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.

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 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 1-19 Data Entry Form in Edit Mode

e £ EHIBIBIIIOMIRNZ Camtomar Bince 11982818

Fesl Bieve [T Lest Bemith

Address U303 Hrce il Pariesy

Coumary US - Linaed Sunse.

Cumsarmas £ CHIBTHIT0001Z

- -] s J Lost " Smih
....... . Trim ||
Address 3508 e indmirial Parkway Apmitmees
Counry US - Unised Stton
PonimlCode 44130 Sy ok Bk Ow - b hd
Contact Information Persenal Information
Cormeer
o ” 55521096 7 Avvbmesary Gase 11916
ork  MBG5SA5E Uik Date 4504t

Mokl 718585408 Gander  Maln - |

Table 1-6 Icons of the Data Entry Form

Icons Description

An arrow on the right side of a field indicates the information
Iil 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

il 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 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.

1. Select the Back Office menu button from the Register Login screen.
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Figure 2-1 Back Office Menu Button

Register Login

Bean or key your smployes 1D to sign on.

Note: Access to the back office functions is controlled by security
levels. You must have the correct security privileges to access the Back
Office.

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

Figure 2-2 Employee ID Prompt

Back Office Login

Scan or key your employee ID to sign on.

3. Enter your password and press [Enter].

Figure 2-3 Password Prompt

Back Office Login

Key your password to complete sign on.

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. Scanned
and keyed entry is also supported at this prompt.

Accessing Customer Maintenance and Accounts

1. From the Back Office Main Menu, select the Customer option and press [Enter].
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Figure 2-4 Back Office Main Menu

Memtiens ()
1 Associate
3 Employee
4 Hardware
5 Inventory
6  Reporting
7 Till

“-

2. Several sub-menu options appear:

Figure 2-5 Customer Options

Customer
Main Menu » Customer

1 Balance Inquiry

2 Customer List Report

§

3 Customer Maintenance

4 Gift Registry

5 Layaway Maintenance

[ Order Options
7 Receipt Reprint Options

L] Special Order Account Maintenance

9 Work Order Options

“-

= Balance Inquiry - Select this option to track the activities that are related to
various customer-related transactions. Refer to Balance Inquiry for more
information.

s 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.

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

=  Gift Registry - Select this option to maintain gift registry accounts. Refer to
Gift Registry for more information.
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» Layaway Maintenance - Select this option to maintain customer layaway
accounts. Refer to Layaway Maintenance for more information.

s 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.

= Receipt Reprint Options

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

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

Customer Maintenance

1. From the Customer menu, select Customer Maintenance.

2. Enter your search criteria and then select Process.

Figure 2-6 Customer Search Form

Customer Search
Enter search criteria.

Phone# | - -

Last Name

First Name

City

State

US - United States

Postal Code

Loyalty #

Customer #

“ - “

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.

If more than one customer record matches your search criteria, the system displays
a list of customers.
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Figure 2-7 Customer Search Results

Customer Search
Source: StorePrimary

Customers

Smith, John

30500 Bruce Industrial Pkwy
Solon, OH 44130

Smith, Joe

Smith, Steve

30500 Bruce Industrial Parkway
Solon, OH 44130

- -

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

Customer Search
Source: StorePrimary

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.

3. Choose one of these options:

= 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.

= 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 the customer. The system displays a message as shown in
the Figure 2-8 below if there is no current record.
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Figure 2-8 Customer Not Found Message Screen

There are no customers available for selection.

~ -

1. Select New to display the Customer Maintenance Screen in edit mode. The form
consists of ten 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.

2. Enter customer contact information. Your system may be configured to capture
and display the following information on the Contact Information tab. Any of the
fields may be designated as a required entry (per your store policy).

Figure 2-9 Customer Maintenance Screen

. ] nase 1+ Forat
Comparey Gxpresn Regae Ty " company - |
Addroan " 123 Wikmingron Bk Aparimant
Suke 390 Coumtry US - Usited Staken
Ponsei Code T30 Gy o s o0 - 00 -]
ontact Information Personal Information
Coneac

r Anriveraary Date

Work irth Date
Mot Gende - |
e e -

Emad Rinenicts

= Any field that required 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.
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Tip: 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

First name, middle initial,

The system automatically creates an initial cap for the first letter

last name 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, and so on. 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.

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".

Anniversary Date

This information can be used to display a message such as
"Happy Anniversary" before or after the anniversary.

Birth Date This information can be used to display a message such as
"Happy Birthday John" before or after the customer's birthday.

Gender The gender will determine the avatar picture in the contact
information tab.

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

Email Receipts

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

3. Select the Associations tab to make additional entries for personal information
such as tax exemptions. See Associations Tab.

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

See Addresses Tab.
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Note: The non-editable tabs are Dashboard, 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.

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.

Associations Tab
Select the Associations tab to select a membership if applicable.

Figure 2-10 New Customer Association Tab

Tax Gxempt Information

Table 2-2 Association Tab Fields

Field Name Description

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

(i

5

such as silver 4 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.

A customer may be associated with one or more groups. If
groups are not defined, no customer groups are listed in this

section.
Customer Attributes Attribute categories are defined by the home office and provide
[NON-EDITABLE] additional information about the customer.
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Table 2-2 (Cont.) Association Tab Fields

Field Name Description
Customer Segments Segments are groupings that share common criteria. This
[NON-EDITABLE] 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.

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.

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.

Figure 2-11 New Customer Address Tab

123 Wiksminagion libvd Suse 301
Sekon, O 44139

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.

Note: If the Add Comment button is not available, you may be
entering a new customer. Save Changes first and then add the
comment.

3. Type a comment.
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Figure 2-12 Add Comment Form

Add Comment
Enter a comment for the cument customer.

Updated the home phone number. 10/117/2017

4. Select OK. The comment displays on the Comments tab.

Figure 2-13 Comments Tab

Ocasbar 29, 2017 444507 PR
Updaned the e phose rermber. 10112817

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.

The customer record opens in a read-only mode.
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Figure 2-14 Customer Record in Read-Only Mode

Winh List Unesirisvabie.

S T N

Liyaley # Wt Esrolied
s Date
Lost Purchase

Askdress 123 Wiksmingion v Suite 300
Beilon, OH 44139

Phone

E— Lo 500

Sales. [ $1ae
[ [ $1ae

™ [ $1ae

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.
s 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

Note: 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. This section provides an overview of
the information available on each tab.

= Dashboard Tab: This tab shows the customer’s loyalty information, and
purchase information over the last 365 days.

s Contact Information Tab: This tab shows the customer name, address, phone
and email information, contact preferences, and profile completeness progress
bar. Your store may be configured to display anniversary, birthday, and loyalty
expiration messages.

= Associations: Displays information about the customer group, customer
attributes, segment, tax exempt record.

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

s 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 Point-Of-Service User Guide for instructions on how to update status.

= 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.

s 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 Customer menu as well as from the Reports Menu. The report can be viewed on
the screen or printed.

The Customer List Report shows customers who fall within specified data ranges (for
example, spends over $500.00 per year) or who follow a particular pattern of shopping
(for example, most purchases are from the children's department).

Figure 2-15 Customer Menu

Customer -"“

Main Menu » Customer

1 Balance Inquiry

2 Customer List Report

3 Customer Maintenance
4 Gift Registry

5  Layaway Maintenance

6  Order Options
7 Receipt Reprint Options

8 Special Order Account Maintenance

9 Work Order Options
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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 certain demographic information.

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.

Figure 2-16 Customer List Report

ORACLE Customer List

Name: Campbell, Greyly

D Home waork Email Birthdate Mail Flag
456-7850 123123 32 gezamal.cor M

Address
Primary Type Add
ve ] [ OH 44
Purchase History
Last Activity Date Sale Amount Number of Sales Return Amount Number of Returns.
100520 3533 00 : 0,06 0
Merchandise
Department Description Count Amount

Total 7 359899

Name: Clark, Vanessa

D Home Work Email Birthdate Mail Flag
401001000002 1€ ciema.com ve
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Gift Registry

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 Point-
of-Service. 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 Point-of-Service User Guide for more information about the point of
sale functions.

To conduct the following, you must log in to the Back Office:
= Accessing the Gift Registry

»  Modifying a Gift Registry

m  Print Registry

Gift Registry  3-1



Accessing the Gift Registry

Accessing the Gift Registry
1. From the Back Office Main Menu, select Customer and then press [Enter].

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

Figure 3—1 Gift Registry

Customer -1
Main Menu b Customer -

1 Balance Inquiry
2 Customer List Report
3 Customer Maintenance

4  Gift Registry

5 Layaway Maintenance

6  Order Options
7 Receipt Reprint Options

8  Special Order Account Maintenance

9  Work Order Options

“-

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

Figure 3-2 Gift Registry Search Prompt

Gift Registry Search

Enter search eriteria.

Rogistry #
Raegistry Name
Qwner Last Name

Ownar First Name

vt o ~]

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

s 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.

3-2 Oracle® Retail Xstore Point-of-Service Manager's Guide



Accessing the Gift Registry

Figure 3-3 Multiple Search Results

Note: To create a new registry, select New. See Creating a New
Registry.

5. Choose Select & View to view the Gift Registry options.

Figure 3—4 Gift Registry Options

You have the following options at this screen:

Select Change Qty 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, and so on. 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.
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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.

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

Figure 3-5 Customer Search Form

Customer Search
Enter search criteria.

Phone#| | - -

Last Name

First Name

City

State

US - United States

Postal Code

Loyalty #

Customer #

“ e “

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 POS 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:

Figure 3—-6 Registry Details

Registry Details

Enter the gift registry information

Custamer #: 318365

Customor Hame: Yan Sun

Registry Name  Marry’s Baby Shower

K

Evant Typs  Baby Shower
Event Dats 1211212018
Expiration Dats 121122017

Party Hosted by best friend, Holly{

Table 3—1 Gift Registry Fields

Field Description

Registry Name Describe the event.
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Table 3-1 (Cont.) Gift Registry Fields

Field Description

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.

5. The gift registry screen displays. The Registry information can be viewed and

modified using the View Details menu option.

Figure 3-7 New Registry Setup

Rogistry Narme: Marry's Baby Showor ANIMAL PRINT CAP SLEEVE DRESS 6400

nem
PEASANT TOP JERSEY DRESS.
1485

ROLL SLEEVE SWEATER DRESS Ta0e
Rogistry #: 64 "

nt Date: 121212018 DRAWSTRING PEASANT DRESS Se9.50
1

MAXILENGTH TANK DRESS $59.50
1+

L)
]
o
vent Type: Baby Showsr "
o
e 12122017
o
L)

Biun  Tes Shirt $1250
Y

Scan Item or UPC

Scan

or enter an item to add to the registry,

Total Registry ltems: 135

Changs Gty Delote ftom | View Details [
Desired |

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

Modifying a Gift Registry

1.

Adding Items

With a gift registry displayed (Figure 3—4 and Figure 3-7), add or modify the
registry information as needed.

= toadd an item, refer to Adding Items

= to change the quantity, refer to Changing the Quantity

= to delete an item, refer to Deleting an Item

= to view/modify details, refer to Viewing and Modifying Details

= to view/modify owners, refer to Viewing and Modifying Owners

= to view/modify attributes, refer to Viewing and Modifying Attributes

= toview/modify addresses, refer to Viewing and Modifying Addresses

From the Gift Registry screen, scan or enter the UPC to add items to the gift
registry.

If prompted, enter the quantity in the Enter Quantity field and press [Enter].
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Figure 3-8 Enter Quantity

Enter Quantity

Enter the item quantity.

330001
Blue § Tee Shirt

3. Asyouadd items to the gift registry, the line count and number of items on the
registry are updated accordingly.

Figure 3-9 View Port - Line Count and Item Quantity

n Price
PEASANT TOP JERSEY DRESS. sTam
. 145

ROLL SLEEVE SWEATER DRESS sTa8
e

DRAWSTRING PEASANT DRESS 050
=

] 5
o ©
AMMIAL PRINT GAP SLEEVE DRESS S840 o 7
-
[ s
MAXILENGTH TANK DRESS s80.50 [ il
[

Bhue § Tee Shint $1250
i

Total Registry tems: 135

Line Count: §
ers | View Atributes | View
Addrasses.

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.

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.

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

2. Modify the information as needed and select Process.
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Figure 3—-10 View and Modify Registry Details

Registry Details

Enter the gift registry infarmation.

Custormer #: 318355

Customer Name: Yan Sun
Ragistry Name  Marry's Baby Shower
Gt Ty3s Baby Shower
Evant Oste 12122076
Expiration Dats 12122097

Party Hosted by best friend, Holly{

Viewing and Modifying Owners

1.
2.

From the Back Office Gift Registry screen, select the View Owners menu option.

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

Figure 3—-11 Registry Owners List

are associated with this registry.

To Modify the Primary Owner

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

1.
2.
3.
4.

From the Registry Owners list, select the owner you wish to change to the primary.
Select the Make Primary button.
When prompted, press [Y] to confirm the change.

The new primary owner is moved to the top of the list and has a green check mark
by the name.

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).
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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.
Figure 3—12 Gift Registry Owner Information

Gift Registry Owner Information

Enter the gift registry owner information.

Owner: Yan Sun
Nicknaeme (TR

Address

US - United States

Postal Code State

city Apartmant

yanling sun@oracls.com
Emait Phana #

Change
Country

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. (SeeFigure 3-11).

2. Select Edit.

3. At the Gift Registry Owner Information window, make your edits as needed.
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Figure 3—-13 Gift Registry Owner Information - Edit Mode

Gift Registry Owner Information

Enter the gift registry owner information.

=

US - United States

Postal Code stata

city Apartmant

yanling sun@eracle.com
Email

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.

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.
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Figure 3—-14 Gift Registry Screen - Attributes Area Display

a
Messagos
ROLL SLEEVE SWEATER DRESS o L]
Rogistry #: 64
Rogistry Name: Marry's Baby Shawer DRAWSTRING PEASANT DRESS sans0 o s
Event Type: Baby Shower 188
Evont Date: 1211212016 MAXI LENGTH TANK DRESS. 6850 o s
Expirstion Date: 12H2/2017 e
Blue S Ton Shirt s1250 ) »
Customer #: 318385 ety

Customor Name: Yan Sun

Party Hosted by bust friend, Holly

Scan Item or UPC

can or enter an item to add to the registry

Change Qty | Dalote ltem View Detaits:
Dunired

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

Regisiry Attributes

The following attributes are associated with this registry.

3. Select the attribute you wish to add and then select OK.
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Figure 3-16 Select Attribute List

Select Attribute

Select the gift registry attribute.

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

Figure 3—-17 Select Attribute Value

values for FAVORITE_COLORS.

uuuuuu
nnnnn

nnnnnn

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.
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Viewing and Modifying Addresses

1. From the Gift Registry screen, select the View Addresses menu option.
2. View address information:

» If addresses are associated with the gift registry they are displayed.

Figure 3—-18 Gift Registry Address List

ated with this registry.

= Ifno 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.

Figure 3-19 No Address Prompt

No Addresses

There are currently no addresses associated with this registry.

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 3-18) or the No Address on file prompt
(Figure 3-19), select New.

3. When prompted, enter the required fields:
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Figure 3-20

Address Information Form

Gilt Registry Address Information

Enter the gift registry address information

Address Typs | |

Address Nama| V000
Bafors Event

Aftor Event

Postal Codo Stato
US - United States

ity Apartment

4. Select Save Changes.

To Edit an Existing Address

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

2. From the Gift Registry address list (Figure 3-18), 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 3-18), 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.

Figure 3-21 Gift Registry Menu Buttons Options

PEASANT TOP JERSEY DRESS

Ordors Koypad T

ROLL SLEEVE SWEATER DRESS s o 0
Rogistry #: 64

Registry Name: Marry's Baby Shower ANMAL PRINT CAP SLEEVE DRESS S99 o 7

Event Type: Baby Shower 1w
Event Date: 12122018 DRAWSTRING PEASANT DRESS. 8050 o '

Expiration Date: 121122047 o
MAXILENGTH TANK DRESS. 89.50 o .

Customar #: 318355 e
Gustomer Name: Yan Sun LT Tem 7 =

0001

Commants:

Scan ltem or UPC

Scan or enter an item to add to the registry

Total Registry hems: 135

Change Gty Dalote ltom View Dotails | View Owners | View Attributes | View
Desirod Asgressos.

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

Figure 3-22 Gift Registry Report

Store: 570 - Cormer Marke

ORACLE Gift Registry

Event Name: M Event Date: 1212/2016
Line Count: 6 Total Registry ltems: 125
Registry ID: 64
Purchased Desired
0.00
0.00
.00
0.00
0.00 9.00
0.00 a0

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

Note: See the Xstore Point-of-Service Reports Guide for more
information about reports.
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Employee Maintenance

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

Figure 4-1 Back Office Main Menu - Employee Maintenance and Payroll Option

W -
1 Associate
2 Customer
4  Hardware
5  Inventory
6 Reporting
7 Tl

“ - -
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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.

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.

s 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].

Figure 4-2 Employee Maintenance Menu

2 Emplayes Scheduling Maintenance

3 Enter Training Mode
4 Message Maistenance

5 Time and Atiendance

Note: 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.
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= 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.

= 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.

Figure 4-3 Employee Lookup Form

Employee Lookup
Enter search criteria.

Employee ID

Last Name

First Name

Terminated? pNo

- “ —

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

Note: 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.
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Figure 4-4 Employee Lookup Results List

Employee Lookup
Source: StorePrimary

Smith, John

30500 Bruce Industrial Pkwy
Sclon, OH 44130

Sakthi, Shree

30500 Brucs Industrial Pkwy
Solon, OH 44130

Smith, Joe

Schranz, Johann
Triesterstrasse 301

8055 Graz-Puntigam
Austria

~ - -~

Choose one of these options:

= Back — Returns to the Employee Lookup form.

= 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.
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Vanessa Clark ~|’ Employee ID: 0401001000002 Store: 401 Source: StorePrimary

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

Comment

Name & Add

First

Vanessa

Prefix

Middle

Address

12345 Chatham Circle

Postal Code

State

44087

OH - Ohio

City  Twinsburg

Country US - United States

Email

Phone

“T

216-333-3333 x.333

Home

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.

Other

Personal Information
SSN | ***.*0.2222

Language  English (United States)

Marital Status ~ Married
Birth Date  01/02M970
Gender  Female

Spouse Name | Bob

Emergency Contact Information

b r

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

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

To 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.
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Figure 4-6 Employee Record in Edit Mode

Hai Chen { Employee ID: 270 Store: 401 Source: StorePrimary

Security Comment

Name & Add Perscnal Information
First Hai Chen SSN 4327

Prefix First Middle Last Suffix Language  Chinese (China)

Marital Status |~ Single

Address " 21 Jianguomenwai Dajie Birth Date
Gender
L4 . F
Postal Code ” 100020 city " BEWING Spouse Name
state Country CN - China

Emergency Contact Information
Email

Name

Phone e ox - X Phone e ox

Home Other

Undo Changes h Change Save Changes Previous Tab Next Tab
Country

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: 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.

1. Open the employee record for the user whose password you want to change.

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.
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Figure 4-7 Change Password Menu Option

Joe Smith ~|’ Employee ID: 102 | Store: 0 | Source: StorePrim

Name & Address Personal Information
First Joe Smith E SSN - Mea321
Prefix First Middle Last Suffix L Ennin ’ﬁ
Marital Status |~ Single ﬁ
Address Birth Date
Gender [~]
Postal Code City Spouse Name:
State [~] Country

Emergency Contact Information
Email

Name

Phone - - ox - X Phone - - ox

Home Other

e o “

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.

4. 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.

Figure 4-8 Prompt for New Employee Password and Confirmation

New Password
Enter and confirm a new password.

Enter the new password, | *+ssetns

Confirm the new password, | s

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.
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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. Open the employee record for the user whose challenge questions you want to

maintain.

2. Select the Password Challenge Questions menu option.

Figure 4-9 Password Challenge Questions Menu Option

Joe Smith ~|7 Employee ID: 102 | Store: 0 | Source: StorePrimary

Name & Address

Security Fingerprint Comment

Personal Information

First

Prefix First

SSN

Middle Suffix

Language  English (United States)

Marital Status |~ Single

Address

Birth Date

Postal Code

State

City

Country

Gender

Spouse Name

Email

Emergency Contact Information

Name

Phone - ox

Home

“ o

- ox Phone -

D

Other

a—
Change New Employee  Password
Password Challenge

Questions

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

4. Select Next Question.
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Figure 4-10 Password Challenge Questions Maintenance

Password Challenge Questions
You must answer 3 password challenge questions

Question 1 of 3

Choose a challenge question

4
hn what city were you born?

Challenge question answer
4

~ “ -~

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

Figure 4-11 Challenge Questions Saved

Password Challenge Questions

Challenge questions have been saved successfully.

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

s 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.

= 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.

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

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

Fingerprint Scans Finger Selacted

[) Mot Finger Suggested

B Fingers Succosstully Envolied
Select "Edit Employee” to start enroliment process

Maximum Enrolled Count: 4 Gurrently Enrolied Count: §

Back Halp | Edit Employes Provious Tab | Next Tab |Register

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.
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Figure 4-13 Fingerprint Enrollment List

Fingerprint Enrollment

Select a finger to enroll.

oy W
4 )

Miximum Enrolled Count: 4 Gurrently Enrolled Count: §

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

Figure 4-14 Fingerprint Scans Screen - Edit Mode

John Smith - EmployeeID: 100 | Store: 3737 | Source

Fingorprint Scans Finger Selocted
[} ext Finger Suggested

. Fingers Successfully Enrolled
Place Left Ring Finger on scanner or select "Save Changes" to continue

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.)

0 O & O =2s

‘Sean #1: Place finger on scanner
‘Sean §2: Not completed
‘Scan #3: Not completed
‘Sean 84: Not completed
Maximurm Envollad Count: 4 Curently Enrolled Count: §

[ Select Different | Clear Provious Tab | Mext Tab Registor
Finger Fingerprints

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).

Unda Changes

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.

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.

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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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.

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.
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Figure 4-15 Employee Lookup Form

Employee Lookup
Enter search criteria.

Employee ID

Last Name Clark

First Name Vanessa

Terminated? Ng

- “ pm“

3. Select Process to continue.

4, 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.

Figure 4-16 No Employee Record Found Message

Employee Lookup

There are no employees available for selection.

- “

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. The system prompts you to create a password for the new associate by entering
and confirming it in the New Password form.
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Figure 4-17 New Password Form

New Password
Enter and confirm a new password.

r
Enter the new password. = *srteaes

Confirm the new password. LTI

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.

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 4-18 Employee Maintenance General Tab

Vanessa Clark ~|7 Employes ID: 0401001000002 | Store: 401 | Source:

Comment

Name & Add P I Information
First " Vanessa " Clark [~] SSN | *42222
Prefix First Middie Last Suffix Language | Englieh (Jnited Statee) [~]
MaritalStatus | Married [~]
Address " 12345 Chatham Circle BirthDate | 011021970
Gender  Female [~
Postal Code " 44087 City " Twinsburg Spouse Name | Bob
State © OH - Ohio [~] Country US -United States
E— Emergency Contact Information

Name

Phone  216-333-3333 %.333| - X Phone - X

Home Other

Undo Changes Change Save Changes Previous Tab Next Tab
Country

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.

3. Select Edit Employee.
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Figure 4-19 HR Tab

101 Store: 401

Employee Profile

Hire Date

Sick Used

Status  Active

Vacation Used

Active Date

Term. Date

Group

Department

Position  Default

Type  Default

Job Title  TEST CASHIER

Overtime Eligible? =~ Yes

Clock In Required?  No

Last Review

Personal Used

Next Review

Back Help ‘ Edit Employee

Time Off
Sick Days
= Vacation Days
Personal Days
Discount Groups
[~]
[~]
[]
[]
[~]
= Pay Status
Base Pay
Extra Withheld

Change New Employee | Password
Password Challenge
Questions

b

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.

Figure 4-20 HR Tab - Changing Employee Status

Shree Sakthi «‘7 Employee ID: 101 Store: 401 Source: StorePrimary

Comment

Employee Profile

Hire Date

Sick Used

Status | fTerminated

Active Date

Vacation Used

Term.Date ¥

Group

Department

Position  Default

Type  Default

Job Title  TEST CASHIER

Overtime Eligible? = Yes

Clock In Required? | No

Personal Used

[

Last Review

Time Off
Sick Days
!ﬁ Vacation Days
Personal Days
Discount Groups
-] Normal Level
=
= Elite Program Member
E Employee
P S,
[-]
= Pay Status
Base Pay
Extra Withheld

Next Review

- “

- b

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.
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Tip: The employee record is still in the system and can be viewed by
selecting Yes in the Terminated field on the Employee Lookup form.

Employee Lookup
Enter search criteria.

Employee ID

Last Name

First Name

Terminated? |

P

“

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.

= General Tab

=  Human Resources Tab
= Security Tab

= Fingerprint Tab

s Comment Tab
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General Tab

General Tab - Displays employee name, address, contact and personal information.

Figure 4-21 Employee Maintenance - General Tab

Vanessa Clark ~|’ Employee ID: 0401001000002 | Store: 401 Source: StorePrimary

Security Fingerprint Comment

Name & Addi Py I Information

First Vanessa Clark (] SSN | *14.1.2222
Prefix First Middie Last Suffix Language [N Engiieh {Unkaa s mioe] ’_n
MaritalStatus | Married [+
Address 12345 Chatham Circle Birth Date 0110211970
Gender | Female [+
Postal Code 44087 City  Twinsburg Spouse Name | Bob
State  OH - Ohio [+ Country US - United States
Emergency Contact Information
Email
Name
N
Phone ~ 216-333-3333 x.333 ceox Phone | 1 . x

Home Other

Back Edit Employee Change Password Previous Tab Next Tab Register
Password Challenge
Questions

General employee information can include any combination of the following fields,
any of which can be configured to require an entry:

Table 4-1 Employee Maintenance - Fields General Tab

Section Fields

Employee Name & Address Name prefix (Mr., Ms., Dr., and so on)
Information

First name, Middle name/initial, Last name

Name suffix (Jr., Sr., III, and so on)

Address

City

State /Province

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

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

Email address

Phone Number
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Table 4-1 (Cont.) Employee Maintenance - Fields General Tab

Section Fields
Employee Status & Personal Social Security Number
Information
Language (the employee's language preference, French,
United States English, etc.)
Marital Status
Birth Date
Gender
Spouse's Name
Emergency Contact Emergency Contact Name
Information

Emergency Contact Phone Number

Human Resources Tab

Human Resources (HR) Tab - Displays information about hiring date, employee status,
and pay status, title, salary, vacation and personal time, and discount group
membership.

Figure 4-22 Employee Maintenance - Human Resources Tab

Vanessa Clark mployee ID: 0401001000002 | Store: 401 | Source: StorePrimary

HR ecurity

Comment

Employee Profile Time Off
Hire Date SickDays | 5 Sick Used
Status  Active = Vacation Days 5 Vacation Used
Active Date Personal Days 2 Personal Used
Term. Date Discount Groups
Group  Closing Staff [~1] Normal Level [«]
e ] Elite Program Member
Position [~]
Type a Employee
Overtime Eligible?  Yes [~1]
Clock In Required?  Yes = PayStatus | Houly |
Last Review Base Pay
Next Review Extra Withheld

- “ - o

Information on the Human Resources Tab is organized into the following sections:
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Table 4-2 Employee Maintenance - Fields Human Resources Tab

Section Fields
Employee Hire & Status Hire Date
Information

Status (Active, Inactive, Terminated)

Active Date

Termination Date

Group membership

Department assignment

Position

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

Employee Pay Information

Pay Status (Salary or Hourly)

Base Pay (Amount)

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

Job Title

Overtime Eligible?

Clock In Required?

Last Review date

Next Review date

Employee Time Off Sick Days (Allotment)
Information -
Vacation Days (Allotment)
Personal Days (Allotment)
Sick Used
Vacation Used
Personal Used
Employee Group Discount Groups
Information

4-20 Oracle® Retail Xstore Point-of-Service Manager's Guide



Employee Maintenance Tabs Overview

Security Tab

Security Tab - Displays information about the groups with which the employee is
associated to determine system privileges.

Figure 4-23 Employee Maintenance - Security Tab

Vanessa Clark «‘7 Employee ID: 0401001000002 | Store: 401 Source: StorePrimary

Security

Security Profile

Training Status Exempt Login ID

Locked Out? = No ﬁ

r
Primary Group Everyone

KKl

Grouj
= [e—

Trainee

Cashier

Keyholder |

401 No

10/2312017

- " - b

Table 4-3 Employee Maintenance - Fields Security Tab

Section Fields

Employee Security Training Status (for example, Exempt, Restricted Trainee,
Permission & System Access Unrestricted Trainee)

Information

Primary Group (security assignment)

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

Login ID (may be different from the employee ID)

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

Store Assignment (used for borrowed employee functions)
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Fingerprint Tab

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.

Figure 4-24 Fingerprint Tab

John Smith - EmployesID: 100 | Store:

Fingerprint Scans Finger Selacted
B est Fioger sugoestea
. Fingers Successfully Enrolled
Select "Edit Employee™ to start enroliment process

Maximum Enrolled Gount: 4 Currently Enrolled Count: §

Back Help Edit Emplayss Provious Tab | Next Tab, | Ragister

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 Recordfor more information.

Finger Selected Panel
This image defines the color- codes for the fingers on the hand images.

Figure 4-25 Finger Selected

Finger Selected
U Next Finger Suggested

. Fingers 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

s Green indicates the finger to scan next, but can be changed if you prefer to use a
different finger
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Figure 4-26 Fingerprint Scans - Fingers Recorded

Fingerprint Scans.

B Fingers Successty Emvstied
Place Left Ring Finger on scanner or select "Save Changes” to continue

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.)

olly

&%

Massemums Encolled Count: & Currently Envalled Gount: §

Unda Changes | Help Seiect Differant | Cloar ﬁ Provieus Tab | Next Tab Rugistar
Firger Fingerprices

A count of the maximum number of fingers that may be enrolled and the number
of enrolled fingers are also shown here.

Figure 4-27 Maximum Enrolled Fingers

Maximum Enrolled Count: 4 Currently Enrolled Count: 5

Comment Tab
Comment Tab - Displays notes and comments about the associate.
Figure 4-28 Employee Maintenance - Comment Tab

Vanessa Clark Employee ID: 0401001000002 | Store: 401 ‘ Source: StorePrimary

Comment

Comments

Created On: October 23,2017 04:32:26 PM
Created By: 100

Kathy will be in charge of the new training L 1st.

“ o b

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.
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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. After logging in to the Back Office, select Employee Maintenance and select the
Employee Borrow option.

Figure 4-29 Employee Maintenance Menu - Employee Borrow Option

2 Employss Borrow

3 Employes Maintanance

4 Employes Productivity Report

2. At the Employee Borrow search form, enter your criteria for finding the employee
you want to borrow and select Process.

Figure 4-30 Employee Borrow Search Form

Employee ID

Last Name

First Name

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

4. After you select one of the employees listed, or if only one employee is found, the
Employee Borrow Details form displays:
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Figure 4-31 Employee Borrow Detail Form

Employee Borrow
Enter employee borrow detalls

Name: James Jones
Start Date |
End Date
Temporary Yes

Kl

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.

5. Select Continue.

6. The system displays a confirmation message when the process for borrowing an
employee is complete.

Figure 4-32 Employee Borrow Completion

Employee Borrow

Employee borrow setup complete for James Jones.

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.
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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.

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. After logging in to the Back Office, select Employee and press [Enter].

Figure 4-33 Main Menu - Employee Menu Option

ain Menu )l

1 Associate
2 Customer
4  Hardware
5  Inventory
6  Reporting
7 Till

2. Select Employee Maintenance and press [Enter].
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Figure 4-34 Employee Maintenance Menu

Employ

2 Employee Sehoduling Maintanance [
3 Enter Training Mode
4 Message Maintenance

5 Time and Attendance ®

3. Select Associate Advance and press [Enter].

Figure 4-35 Associate Advance Menu Option

Employee Maintenance
Main Menu » Employee » Employee Maintenance

1 Associate Advance

2 Employee Borrow
3  Employee Maintenance

4 Employee Productivity Report

n-

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.
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Figure 4-36 Employee Lookup Form

Employee Lookup
Enter search criteria.

Employee ID

Last Name

First Name

Terminated? No

- “ “

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

= 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.

Figure 4-37 Cash Advance Amount Prompt

Amount

Enter amount.

The system records the transaction and returns to the Main Menu.

Oracle Retail Xstore Point-of-Service prints a receipt with the associate's advance
information and an employee signature line. Both a store copy and an employee
copy are printed.
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Figure 4-38 Associate Advance Receipt Example

icket: 14 Date: 1/31/06

re: 301 Register: 1
03010001000002

Asscciate Advance

Rssociate ID 030100
Hame

Amount

te agress to the corporate terms for an

ady

=

Employes's Signature

The cash drawer opens to remove the cash advance.

6. If the system prompts you to close the cash drawer, press [Enter] to respond to the
prompt.
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Work shifts

Time Off

Reports

Employee Scheduling

Employee Scheduling allows you to perform a variety of scheduling activities:
s 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

= 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 may be created to define a specific set of working hours or days (weekday
mornings, weekend evenings, and so on), 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.

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.

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.

= 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 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.
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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 and press [Enter].

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

3. Select the Employee Schedule option.

Figure 5-1 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance "1
Main Menu » Employee » Employee Scheduling Maintenance -

1 Employee Schedule

2 Maintain Employee Time Off

3 Shift Maintenance

“-

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 5-2 Schedule Weeks List

Schedule Weeks
Select a week.

Begin Date

0911012017 09/16/2017
0911712017 09/23/2017
0912412017 09/30/2017
1010112017 10/07/2017
100812017 10/14/2017
101162017 1012172017

T
A~ 4

- -

The current week is selected by default.

Note:

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.

Figure 5-3 Employee Schedule Screen

Employee Schedule From: 11/05/2017 To: 1111112017
Fri

111017

Sat

11THT 111817 11117

Alves, Tomas

Bissette, Camille

Black, Jeff

Brown, Sarah

Chen, Hai

Clark, Vanessa
2163333333333

9:00 AM
1:00 PM

General Sales

9:00 AM
1:00 PM
General Sales

9:00 AM
1:00 PM

General Sales

Break: 0.00
(Working: 20.00

5:00 PM
9:00 PM

General Sales

5:00 PM
9:00 PM
General Sales

5:00 PM
9:00 PM

General Sales

Break: 0.00

9:00 AM

9:00 AM

9:00 AM

Dos Santos, Mar...

y 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 R . ST . Commizaion Sal .
Break: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
w’“‘:‘,' 2000 1:00 PM 1:00PM 1:00 PM 1:00 PM 1:00 PM
oriing: 23, General Sales Is General Sales General Sales
Break: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
reak: 0.
Working: 40.00 f.llll PM - f.llll .PIII -~ f.llll .P|l| f.lll'l Pl.ﬂ f.l'lll PM -
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
" 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 - s | e | B e o o c cp

““ o -~
Dates

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

schedule:
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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.

Note: Scheduling Exceptions...

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.

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 5-6 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.
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Note: Touch-screen users, tap the desired cell to select the employee
and the day you want to schedule.

Figure 5-4 Selecting the Cell to Schedule - Edit Menu

Employee Schedule ule Amount: 0.00

From: 11/05/2017

Sun Wed Thu Fri
111517 111617 M7 11/8117 11817 111017
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM

1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales General Sales ISalk ' General Sales

111117

Alves, Tomas Break: 0.00
(Working: 20.00

5:00 PM 5:00 PM 5:00 PM
9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
General Sales General Sales ISalk | General Sales

EEELNENE TV S Break: 0.00
(Working: 20.00

9:00 AM 9:00 AM 9:00 AM

Black, Jeff Break: 0.00

) 5:00 PM 5:00 PM 5:00PM 5:00 PM 5:00 PM
(Working: 40.00 o Lo ission Sales ission Sales o P o P
Sreak: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AW 9:00 AM
w“*"‘_' 2000 1:00 PM 1:00 PM 1:00PM 1:00 PM 1:00 PM
orking: £0- General Sales General Sales ISak i General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AW 9:00 AM
Chen, Hai Break: 0.00
d 5:00 PM 5:00 P 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 PR o i " Py " P ety

Clark, Vanessa
2163333333333

_— 9:00 AW 9:00 AM 9:00 AM 9:00 AW 9:00 AWM
B oo 20.00 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
orng: 2 Commission Sak CommissionSales | CommissionSales | CommissionSal e

“i o -~
Dates

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:

Figure 5-5 Employee Schedule Data Form

Employee Scheduling

Employee Schedule Data

Enter a start time and end time, and select a work code for:
Clark, Vanessa
Monday, November 6,2017

Shift Start Time " 5:00 P11
- 2 4
Shift End Time. 09:00 PM
Work Code r ﬂ
Number of NonWorking Hrs | General Sales = Mins
Commission Sales
Break for Lunch

Administrative/Back office
Product Demonstration

Event Commission
Holiday Sales -

- n -
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s Shift Start Time - Enter the starting time for this shift.
s  Shift End Time - Enter the ending time for this shift.
s 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.

Oracle Retail Xstore Point-of-Service totals the scheduled hours for the week 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.

Figure 5-6 Weekly Summary Scheduling Screen - Employees Scheduled Example

Employee Schedule Schedule Hours: 184.00 Schedule Amount: 0.00 From: 11/05/2017 To: 1111112017

Sun Mon
111517 111617

Wed
11/817

Thu
118917

Tue
M7

Fri
111017

Sat
111117

9:00 AM 9:00 AM 9:00 AM
Anes. i fv“‘i" “';':' o 1:00 P 1:00 PM 1:00 PM 1:00 M 1:00 PM
orking: €0 General Sales General Sales 1Sak I General Sales
i ! 5:00 PM 5:00 P 5:00 PW
Bieetis fv’ei" ""2':' " 9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
orking: €87 General Sales General Sales 1Sak I General Sales
9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AW
Blacktl fv’*"‘" "T:' " 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
forking: 40.1 = L iesion Sales iesion Sales = Lo = Lo
reak: 000 9:00 AM 9:00 AM 9:00 AW 9:00 AM 900AM [}
s 2000 1:00 P 1:00 PM 1:00 PM 1:00 P 1:00 PM
orking: 0 General Sales GeneralSales ISal I General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Chen, Hai Break: 0.00 y y x ; "
e s ErY = SN =R =~ - B ==
Clark, Vanessa 5:00 P
2163333333333 ;’“’1" n-'l:nnn 9:00 PM
orking: <. Inventory/Stock
9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AM
Bl [Breuks 0.00 5:00 PW 5:00 P 5:00 PM 5:00 P 5:00 P
Working: 40.00 v mea o on | eecitrern | eotepr P

Back Add Manual Add Shift Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule Schedule

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.
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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.

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.

Figure 5-7 Selecting the Cell for a Defined Shift

Employee Schedule Schedule Hours: 184.00 Schedule Amount: 0.00 From: 11/05/2017 To: 111112017
Sun Mon

111517 11617 11117 111817 119117 111017
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales General Sales General Sales General Sales General Sales

Wed

Thu Fri

Tue Sat

MHIMT

Alves, Tomas Break: 0.00
(Working: 20.00

5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
General Sales General Sales General Sales General Sales General Sales

Bissette, Camille |:I*TTR KT}
(Working: 20.00

9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM

Black. oSl freak: 0.00 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM

'Working: 40.00

Commission Sak ionSales | CommissionSaks | CommissionSak ion Sales
9:00 AM 9:00 AW 9:00 AW 9:00 AW 9:00 AW
Brown. Seiel fw“*;" “z“n " 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
orking: <0 General Sales General Sales GeneralSales General Sales General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Chen, Hai Break: 0.00
h 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 P B ey n R . i o e,

Clark, Vancssa  IEENRNPN 5:00 PM
2163333333333 VREANNIY 9:00 PM
orkin: 4 Inventory/Stock

9:00 AM 9:00 AW 9:00 AM 9:00 AW 9:00 AM

Dos Santos, Mar... : 0.

. i [Froak: 000 5:00 P 5:00 PM 5:00 M1 5:00 P 5:00 P11
Working: 40.00 o CommissionSales | CommissionSakes | ComrissionSal Ao on

Back Add Manual Add Shift Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule Schedule

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.

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.
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Figure 5-8 List of Pre-Defined Shifts

Shift List
Select a shift to be applied to - Vanessa Clark
Tuesday, November7, 2017

CASHIER Cashier - AM 9:00 AM - 1:00 PM
CASHIER Cashier - PM 5:00 PM -9:00 PM
ADMIN Manager - AM 9:00 AM - 5:00 PM
ADMIN Manager - PM 5:00 PM-9:00 PM
SALES Sales - AM 9:00 AM - 5:00 PM
SALES Sales -PM 5:00 PM-9:00 PM
CASHIER Cashier - AM (Weekend) 8:00 AM -1:30 PM 5
h 4

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).

Figure 5-9 Pre-defined Shift Added

Employee Schedule cl e Hours: . Schedule Amount: 0.00 From: 11/05/2017 To: 11M1/2017

Wed Thu

Sun Tue
11517 111617 11T T 11817 11917 111017
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales GeneralSales General Sales General Sales GeneralSales

Fri Sat

111117

Alves, Tomas Break: 0.00
YWorking: 20.00

5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00PM
9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00PM
General Sales General Sales General Sales General Sales General Sales

Bissette, Camille [:I[Z-TH NI }
Working: 20.00

9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM

Black, Jeff Break: 0.00

oto: 40,00 5:00 PM 5:00 PM 5:00 PM 5:00 P 5:00 PM

oriing: 40 CommissionSales | CommissionSals | CommissionSak CommissionSales | Commission Sakes
roak: 0,00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
wﬂ;'. 2000 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM

orking: £0. General Sales GeneralSales General Sales General Sales GeneralSales
reak: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM

reat: 0 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 P B P Bl I o i

Clark, Vanessa Break: 0.00 5:00 PM AM
2163333333333 ANV 9:00 PM PM
orking: 12 InventoryiStock Administrative/Back...

9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Commission Sales Ci ission Sales Ci ission Sak ission Sales ission Sales

Back Add Manual Add Shift Change Shift Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule Schedule

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

Dos Santes, Mar... [:IETH K]
Working: 40.00
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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 5-10, the Monday schedule is selected.

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

Figure 5-10 Copying the Monday Schedule

Schedule Amount: 0.00 From: 11/05/2017 To: 1111112017

Employee Schedule Schedule Hours: 192.00

Fri
111017

Sat
MH1MT

Wed
11/1817

Tue
M7

9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Alves, onpg ‘?v'ei" “';':] o 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
orking: 0 General Sales General Sales General Sales General Sales General Sales
i ! 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Bieanite, ol fv’e‘;" “"2'; o 9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
orking: £8. General Sales General Sales General Sales General Sales General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
BlacklSl fv“*;" "'i"u o 5:00 PM 5:00 P 5:00 PM 5:00 PM 5:00 P
forking: 40.} = L iesion Sales iesion Sales = Lo ission Sales
reak: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
w“*;_' 000 1:00 PM 1:00 PM 1:00PM 1:00 PM 1:00 PM
orking: £3- General Sales General Sales General Sales General Sales General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Chen, Hai Break: 0.00 ‘ : : : :
e o Er = SN == =R == I ==
Clark, Vancssa  [ENNEIE 5:00 PM 9:00 AM
2163333333333 VAR 9:00 PM 5:00 PM
oring: 14 Inventory/Stock Administrative/Back...
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Dos SantceiiEg 3’“‘:"‘ '“:'; o 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
jorking: 40. L mea o on | i | et A o o

Back Add Manual Add Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule 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].

Figure 5-11 Copy Day Schedule Form

Copy Day Schedule
Select the days of the week to populate from the Monday schedule

Sunday
Tuesday
Wednesday
Thursday
Friday

Saturday

- -

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

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).

Figure 5-12 Copied Day Schedule

Employee Schedule

Alves, Tomas

RN S Break: 0.00

111052017

Sun Mon Tue Wed Thu Fri
11517 11617 11UTIT 118171 11917 1111017 1T

Black, Jeff Break: 0.00

Clark, Vanessa
2163333333333

ESR-ELTEEN T Break: 0.00

9:00 AM 9:00 AM 9:00 AM 9:00 AM
1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales ISak K General Sales General Sales
5:00 PM 5:00PM 5:00 PM 5:00 PM
ok 20,00 9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
oriing: 3. General Sales ISak K General Sales General Sales
9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AM
y 5:00 PM 5:00PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 et ot || B tnmits | BaierroeT P, el .
Break: 0.00 9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AM
w'“‘;_' 2000 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
orking: 28, GeneralSales ISal I General Sales General Sales
Break: 0.00 9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AM
reat 9. 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 Adrmini elBack | Admini elBack | Admini ; k.| Administrati k.| Admini ivelBack
Break: 0.00 5:00 PM 9:00 AM 00 P 5:00 PM
w"“:‘_' 2000 9:00 PM 5:00 PM 9:00 PM 9:00 PM
orking: 2%, Inventory/Stock Administrative/Back..| Inventory/Stock Inventory/Stock
9:00 AM 9:00 AM 9:00 AW 9:00 AM 9:00 AM
y 5:00 PM 5:00PM 5:00 PM 5:00 PM 5:00 PM
Working: 40.00 ission Sales ission Sales o R c e g ission Sales

Back Add Manual | AddShi Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift Fro it Schedule 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.

Figure 5-13 Copy Week Schedule Option

Employee Schedule

Sun Mon Tue Wed Fri
111217 111317 1114117 111517 11617 1117 111817

Alves, Tomas

Bissette, Camille

Black, Jeft

Chen, Hai

Clark, Vanessa
2163333333333

Dos Santos, Mar...

|

Back Add Manual Add Shift Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule Schedule

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.
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Figure 5-14 Copy Week Schedule

Copy Week Schedule
Select the date of the schedule you want to copy.

11105/2017 - 111112017

1012972017 - 1110412017
101222017 10/28i2017
10152017 10i21/2017
10/08/2017 1014i2017
1010172017 1010712017

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).

Figure 5-15 Copied Week Schedule

Employee Schedule ours: 200.00 Schedule Amount: 0.00 From: 1112/2017 To: 11/1812017

Sun Mon
111217 111317

Tue
11114117

Wed
111517

Thu
111617

Fri
1177

Sat
111817

A 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
: 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales General Sales GeneralSales General Sales General Sales
I ! 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Bisactic, e :’*1" ”2'; " 2:00 PM 9:00 PM 9:00PM 9:00 PM 9:00 PM
orking: £2. General Sales General Sales General Sales General Sales General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Blackitl :’*1" ":':l " 5:00 PM 5:00 PM 500 PM 5:00 PM 5:00 PM
lorking: L o PR C ission Sales c Sl c. PRI . ission Sales
Break: 000 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
w'“i_' 2000 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
orking: 20 General Sales GeneralSales GeneralSales General Sales GeneralSales
Break: 0.00 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
reak: 0. 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
(Working: 40.00 A : I e iBa ek | Admink o Back | Admi . ke | Adminis +eiBack
Clark, Vanessa [N 5:00 PM 9:00 AM 5:00 PM 5:00 PM
2163333333333 VANNDNN 9:00 PM 5:00 PM 9:00 PM 9:00 PM
orking: 20 Inventory/Stock Administrative/Back... Inventory/Stock Inventory/Stock
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Dom Sar :’e‘:"‘ '”:':' " 5:00 PM 5:00 PM1 5:00 PM 5:00 PW 5:00 P
jorking: 40.f = P ission Sales = iesion Sales = Lo ission Sales

Back Add Manual | Add Shift Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule 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 and press [Enter].

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

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

Figure 5-16 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance "“
Main Menu » Employee b Employee Scheduling Maintenance -

1 Employee Schedule

2 Maintain Employee Time Off

3 Shift Maintenance

“-

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 5-17 Schedule Weeks List

Schedule Weeks
Select a week.

e
Begin Date End Date
10/22/12017 - 10i28/2017 7
10/29/2017 - 11/0412017
11/0512017 - 11112017
11119/2017 - 1112512017
11/26/12017 - 1210212017
12103/12017 - 12i0912017

Note: The current week is selected by default. You cannot edit a
record from a date that is earlier than the current date.

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.

9/8/13 - 9/14/13

Sun 9/8/13 -
/9/139:00 AM - 5:00 PM Commission 3
9/9/139:00 AM - 5:00 PM Admi
/9/139:00 AM - 4:00 PM Pro¢
49/10/139:00 AM - 5:00
ue 9/10/139:00 AM - 5:00
39:00 AM - 1:00
100 AM - 5:00
:00 AM - 5:00
100 AM - 1:00
39:00 AM - 5:00
100 AM - 5:00
:00 AM - 1:00
e e,

6. Xstore provides several options for editing an existing schedule.
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Figure 5-18 Weekly Summary Scheduling Screen - Edit Mode

Employee Schedule Schedule Hours: 200.00 Schedule Amount: 0.00 From: 11/12/2017 To: 111812017

Sun Mon Tue Wed Thu Fri Sat
111217 111317 1114117 111817 111617 111717 111817
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
General Sales General Sales GeneralSales General Sales General Sales

Alves, Tomas

I ! 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
Sy (T 1-) |Break: 0.00 9:00 PM 9:00 PM 9:00 PM 9:00 PM 9:00 PM
General Sales General Sales GeneralSales General Sales General Sales
- 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
i et 40,00 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
orking: 404 PO io o || it || g P
Break: 100 9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
w’e’:‘_' 200 1:00 PM 1:00 PM 1:00PM 1:00 PM 1:00 PM
orking: £0- General Sales General Sales General Sales General Sales General Sales
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Chen, Hai Break: 0.00
o suew fswen  |swew o jswew o |swew
Clark, Vancssa [N 5:00 PM 9:00 AM 5:00 PM 5:00 PM
2163333333333 VAN 9:00 PM 5:00 PM 9:00 PM 9:00 PM
orking: 20 Inventory/Stock Administrative/Back..| Inventory/Stock Inventory/Stock
9:00 AM 9:00 AM 9:00 AM 9:00 AM 9:00 AM
Dox SanicaiUely :’“’:"‘ n..lznn o 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
orking: o C PRI C. Frfer e C e = c PR C Iazlon Sales
L=

Back Add Manual Add Shift Change Shift Delete Shift Copy Day Copy Week Save Changes Register
Shift k From List Schedule Schedule

Edit Existing Schedule Menu Options

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

s 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.

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.
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Figure 5-19 Selected Cell Containing the Shift to be Changed

Employee Schedule = . 111212017

Sun Mon Tue Wed Thu Fri Sat
111217 111317 111417 111517 111617 MATT 111817

9:00 AW 9:00 AM 9:00 AW 9:00 AW 9:00 AW
Ales,To :’e‘:"‘ '”;'l]] w 1:00 PM 1:00 M 1:00 PM 1:00 PM 1:00 PM
orking: 20 1Sal 1Sal General Sales General Sales General Sales
I | 5:00 PM 5:00 P 5:00 PM 5:00 M1
Bisactic, Copl fv'“:"‘ ""2':] w0 9:00PM 9:00 PM 2:00 PM 9:00 PM 9:00 PM
orkng: 20 1Sal 1Sal General Sales General Sales General Sales
9:00 AW 9:00 AW 9:00 AW 9:00 AW
Blackgl fv'“:"‘ "T:] w0 5:00 PM 5:00 PM 5:00 PM 5:00 PM 5:00 PM
orkne: 41 CommissionSales | CommissionSalks | CommissionSak CommissionSales | Commission Sales
reak: 000 9:00 AW 9:00 AM 9:00 AW 9:00 AW 9:00 AW
w'“;,' 000 1:00 PM 1:00 PM 1:00 PM 1:00 PM 1:00 PM
oring: =0 General Sales General Sales General Sales General Sales General Sales
rcak: 000 9:00 AW 9:00 AW 9:00 AW 9:00 AW 9:00 AW
reak: 0.
o s sopu  fowew  lsweem s se
Clark, Vanessa [N 5:00 PM 9:00 AM 5:00 P11 5:00 M
2163333333333 AU 9:00 PM 5:00 M1 9:00 PM 9:00 PM
orking: 20 I IStock Administrative/Bach Inventory/Stock Inventory!Stock
9:00 AW 9:00 AM 9:00 AW 9:00 AW 9:00 AW
R :"‘1" "'L':] " 5:00 PM 5:00 PM 5:00 PW 5:00 PM 5:00 P
orking: &2 CommissionSaks | CommissionSaks | CommissionSak issionSaks | Commission Saks

Back Add Manual Add Shift Change Shift | Delete Shift Copy Day Copy Week Save Changes Register
Shift From List Schedule Schedule

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:

Figure 5-20 Employee Scheduling Data Form

Employee Scheduling
Employee Schedule Data

Enter a start time and end time, and select a work code for:
Brown, Sarah
Monday, November 13,2017

Shift Start Time fio:00 Au)|

Shift End Time " 01:00 M

Work Code ¥ Generaisales ﬁ
Number of Mon-Working Hrs 0 Hours ] Mins

~ “ -

= Shift Start Time - Enter the starting time for this shift.

= Shift End Time - Enter the ending time for this shift.
s 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.
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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).

Figure 5-21 Schedule before 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.

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.
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Figure 5-23 Delete Shift Verification Prompt

Employee Schedule ‘

Are you sure you want to delete the selected schedule?
Schedule Record for:
2017-11-13
Work Code:ADMIN
Start Time:09:00:00 AM
End Time:05:00:00 PM

-

3. DPress [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.

From the Back Office Employee Scheduling Maintenance menu, select the Maintain
Employee Time Off option and press [Enter].
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Figure 5-24 Employee Scheduling Maintenance Menu

Employee Scheduling Maintenance -"1
Main Menu » Employee » Employee Scheduling Maintenance

1 Employee Schedule

2 Maintain Employee Time Off

3  Shift Maintenance

“-

1. 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.

Figure 5-25 Schedule Weeks List - Time Off

Time Off Weeks
Select a week.
-

Begin Date End Date
101152017 - 1012112017 =
102212017 - 10/2812017
102912017 - 1110412017
11/05/2017 - 111112017 L
111212017 - 111812017
111972017 - 1172512017
11/26/2017 - 120212017
=
-

Note: The current week is selected by default.

2. 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
Add Time Off option to create a new time-off event for an employee.
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Figure 5-26 Employee Time Off Scheduling Screen

1110512017
111112017

= 5 e ]

Employee Time Off Scheduling ~|:

Help Change Week Print Schedule | Add Time Off | Ediit Time Off Previous Week  Mext Week Register
Off

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

3. Oracle Retail Xstore Point-of-Service prompts for the employee's information.
Enter the employee's information and select Process to continue.

Figure 5-27 Employee Search Form

Employee Lookup
Enter search criteria.

Employee ID

Last Name

First Name

~ “ -
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4. 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.

Figure 5-28 List of Matching Employees

Employee Lookup
Source: StorePrimary

Smith, John

30500 Bruce Industrial Pkwy
Solon, OH 44130

Sakthi, Shree

30500 Bruce Industrial Pkwy
Solon, OH 44139

Smith, Joe

Schranz, Johann
Trissterstrasse 391

8055 Graz-Puntigam
Austria

- ‘ -~

5. 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:

Figure 5-29 Time-off Event Type Prompt

Employee Time Off

Select the type of time off request.

“ o -~

= 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.

6. 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.
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Figure 5-30 Time Off Date Prompt

Scheduling Time Off
8cheduling Time Off

Please enter the time off date.

Time Off Date

~ “ -~

s 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 of full days the employee has requested off and select Save Changes
to continue. Go to step 7.

Figure 5-31 Number of Days Prompt

Scheduling Time Off
Scheduling Time Off

Enter the number of days off including the start date

4
Number of Days

~ “ -~

s 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 7.
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Figure 5-32 Half Day Time-Off Prompt

Employee Time Off

Which half day?

- - -

Note: The number of hours allotted for the half-day time-off option
is determined by your store's policy.

=  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 7.

Figure 5-33 Partial Time-Off Prompt

Scheduling Time Off
Scheduling Time Off

Please enter the start and end time for time off.

Time Off Start Time r

Time Off End Time "

- “ -~

7. 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.
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Figure 5-34 List of Time-Off Reasons

Reason Code
Select a reason code from the list.
Jury Duty

Personal Time Off

- -

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 5-35 Employee Time Off Scheduling Screen

11105/2017
111112017

= == S

Smith, Joe 111817 - 11817 10:00 AM - 3:00 PM Medical

Employee Time Off Scheduling {

“ ~ T w
off
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Note: Time Off Exception

If the employee has already been scheduled to work on that day (or
days), the system prompts you that there is a time-off exception.

= Select the Add to Schedule option to schedule the employee's
time off as requested.

= Select Back to cancel the request.

Time OIf Exception

Sarah Brown has already been scheduled from
Y, 9, 2017 AM through
Thursday, November 9, 2017 01:00:00 PM.

Are you sure you want to continue?

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].

Figure 5-36 Maintain Employee Time Off Menu Option

Employee Scheduling Maintenance "1
Main Menu » Employee b Employee Scheduling Maintenance -

1 Employee S chedule

2 Maintain Employee Time Off

3 Shift Maintenance

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.

Employee Scheduling 5-25



Creating An Employee Schedule

Figure 5-37 Schedule Weeks List

Time Off Weeks
Select a week.

-~
Begin Date End Date
101512017 - 10/21/12017 =
1012212017 - 10/28/2017
10/29/2017 - 11/04/12017
11/05/2017 - 1111172017 *
111212017 - 11118/12017
1119/12017 - 1112612017
1112612017 - 12102/12017
I
A~ 4

Note: The current week is selected by default.

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.

Figure 5-38 Employee Time Off Scheduling Screen - Remove Time Off Option

11/05/2017
111112017

T = = S

Smith, Joe 1118117 - 11i8117 10:00 AM - 3:00 PM Medical

Employee Time Off Scheduling {

“ - T - w
Off
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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 removed from the schedule. Press Yes to remove the selected employee time-off
event. Oracle Retail Xstore Point-of-Service removes the selected time-off event
from the schedule.

Figure 5-39 Confirm Employee Time Off Prompt

Employee Time Off

Are you sure you want to remove the selected time off
request for Joe Smith?

-

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].
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Figure 5-40 Maintain Employee Time Off

Employee Scheduling Maintenance -"1
Main Menu » Employee » Employee Scheduling Maintenance

1 Employee Schedule

2 Maintain Employee Time Off

3  Shift Maintenance

“-

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.

Figure 5-41 Schedule Weeks List

Schedule Weeks
Select a week.

Begin Date

09/10/12017

0911712017

091242017

10012017

101082017

10152017

091162017

09/23/2017

09/30/2017

100712017

101472017

102112017

1012212017 - 10/28/2017
=]

Note: The current week is selected by default.

3. 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.
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Figure 5-42 Employee Time Off Scheduling Screen - Edit Time Off

Employee Time Off Scheduling { ! :

T = = R

Smith, Joe 1118017 - 1118117 10:00 AM - 3:00 PM Medical

“ o R - o
Off

Note: 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.

4. 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.

Figure 5-43 Employee Time Off Summary Report

ORACLE Time Off Summary

Date Range: 01/01/2017 - 11/28/2017
Name 1D Date Time Reason
Dos Santos, Maria 3 11/28/2017 Half Day Medical

Pereira, Alfonso 320 11428/2017 Half Day Medical
Weber, Stephan 220 11428/2017 Partial Day Medical

=  Printing the schedule from the Employee Time Off Scheduling screen (Print
Schedule button) prints the current schedule shown on the screen.
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Printing the schedule from the Back Office Employee Scheduling Maintenance

u
menu prompts you to select a week to be printed.

Figure 5-44 Employee Schedule Report Menu Option

Employee Schedule Reports "1
Main Menu b Reporting b Employee Reports » Employee Schedule Reports

1 Employee Performance
2  Employee Schedule Detail Report Time Off Summary
3 Employee Time Off Summary Report
ol
1011712017 I
Spocific Date

Show Criteria | ELoge o)

Today (10/17/2017 . 10/17/2017)
Gurrent Wesk [10/15/2017 - 10/21/2017)
Current Month (10/01/2017 - 10:31/2017)
Gurrent Quartsr (10/01/2017 - 1231/2017)
Current Year (01/01/2017 - 12/31/2017)
Yesterday (10/16/2017 - 10/16/2017)

Pravious Week [10/08/2017 - 10/14/2017)

“ - r n

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.

From the Back Office Employee Scheduling Maintenance Menu, select the Shift

1.
Maintenance menu option and press [Enter].
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Figure 5-45 Shift Maintenance Menu Option

Employee Scheduling Maintenance -"1
Main Menu » Employee » Employee Scheduling Maintenance

1 Employes Schedule

2 Maintain Employes Time Off

3  Shift Maintenance

“-

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

Figure 5-46 Shift Criteria Prompt

Shift Maintenance
Enter shift search criteria

Shift Name |

Shift Desc

Work Code ﬁ

“‘

3. Oracle Retail Xstore Point-of-Service prompts for the shift detail information.
Enter the information for the new shift:
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Figure 5-47 Shift Detail Prompt

Shift Maintenance
Enter shift details

Shift Name r

Shift Desc r

¥
Start Time

End Time r

Number of Non-Working Hrs Hours Mins

Work Code d

n -~ w

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

= 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.

s 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].

Figure 5-48 Shift Maintenance Option

Employee Scheduling Maintenance -"1
Main Menu » Employee » Employee Scheduling Maintenance

1 Employes Schedule

2 Maintain Employes Time Off

3  Shift Maintenance

n-

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.

Figure 5-49 Shift Maintenance Form

Shift Maintenance
Enter shift search criteria

Shift Name |

Shift Desc

Work Code Iﬁ

“‘

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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Figure 5-50 Shift List

Shift Maintenance
Select a shift.
Co

CASHIER Cashier - AM 9:00 AM - 1:00 PM
CASHIER Cashier - PM 5:00 PM -9:00 PM
ADMIN Manager - AM 9:00 AM - 5:00 PM
ADMIN Manager - PM 5:00 PM -9:00 PM
SALES Sales - AM 9:00 AM - 5:00 PM
SALES Sales - PM 5:00 PM -9:00 PM
CASHIER Cashier - AM (Weekend) 8:00 AM - 1:30 PM

A~ 4
‘-

3. Oracle Retail Xstore Point-of-Service displays the shift's detail information.

Figure 5-51 Shift List Detail Example

Shift Maintenance
Enter shift details

Shift Name d CASHIER_AM

Shift Desc 'Cashier -AM

Start Time 'IIQ:III! AM

End Time 'II1:IIII PM

Number of Non-Working Hrs = 0 Hours 0 Mins

r
Work Code  General Sales :

“ N

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.

4. Change the shift information as needed and select the Save Changes option to
continue.
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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 Reporting and press [Enter].
2, At the Reporting menu, select Employee Reports and press [Enter].
3. At the Employee Reports menu, select Employee Schedule Reports.

Figure 5-52 Employee Reports Menu

Employee Reports "1
Main Menu » Reporting » Employee Reports -

1 Employee Schedule Reports

2 Employee Tasks

“-

4. Select a report from the Schedule Reports list.

Figure 5-53 Schedule Reports List

Employee Schedule Reports -"1
Main Menu » Reporting » Employee Reports » Employee Schedule Reports

1 Employee Performance

2 Employee Schedule Detail Report

3  Employee Time Off Summary Report

n-
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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.

Figure 5-54 Time Off Summary Report

ORACLE Time Off Summary

Date Range: 01/01/2017 - 117281201

Name
)os San

D Date Time Reason
1 8/ i D Medical

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

The average number of sales per hours worked

Figure 5-55 Employee Performance Report

ORACLE Employee Performance

Employee Hours Difference Number of Average Sale Net Sales
Name Scheduled Worked Sales Per Trans Per Hour

Schedule Detail Report Overview

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

Date
Employee name
Work Code

The individual start and end times and hours scheduled for sales and non-sales
(work code)
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= Total hours for each employee per day

= Areport total for the schedule week is shown on the last page of the report

Figure 5-56 Employee Schedule Detail Report

ORACLE

Employee Schedule Detail

Name Work Code

Emplopee Range: Al

Start Time  End Time Hours
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Message Maintenance and Task Management

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.

Perform the following steps to create and maintain messages:

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

Message Maintenance and Task Management 6-1
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Figure 6—-1 Employee Option - Main Menu

T a
1 Associate
2  Customer
4  Hardware
5  Inventory
6 Reporting
7 Till

“-

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

Figure 6—2 Employee Menu

Employee "1
Main Menu » Employee -
1 Employes Maintenance
2 Scheduling Mai

3 Enter Training Mode

5  Timeand Attendance

n-

3. The Employee Messages search form displays. You have the following options on
the search form:
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Figure 6-3 Employee Messages Search Form

Employee Messages
Enter criteria to search for a message.

Start Date

End Date

Priority

““

= 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>

m  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 6-3), select New Message.

Note: You can also create a new message by selecting the New
Message option from the Employee Messages list. See Figure 6-6.

2. Enter data as required to create a new message:
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Figure 6—4 Employee Messages - New Message Form

Employee Messages
Message Maintenance

Store Created: Yes

Start Date © 10/31/2017

End Date ” 11/30/2017

Priority ” Medium

KK

Register Specific No

Register #

Message URL:

Message 'Sign up now for the annual associate appreciation picnic.

“ “ -~

»  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 6-5 below.

= Message: The message text.

= Select Save Changes to create the new message.

Figure 6-5 Register Store Message with URL attachment

3
0 @ © = wm

INFO TASKS GOALS MESSAGES KEYPAD

STORE MESSAGES
¥ Clean up sales racks

¥ Ask cuslomers if they want 1o view new products.

REGISTER LOGIN

Scan or key your employes ID to sign on.
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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.

Figure 6-6 Employee Messages List

Employee Messages
Select a message to maintain from the list below.

N
101772017 Clean up sales racks.

! 1170512017 Ask customers if they want to view new products.

103112017 Sign up now for the annual associate appreciation picnic.

- -

2. At the Employee Messages maintenance form, select Edit Message to make the
fields active and available for editing.

Figure 6—-7 Employee Messages Menu Option

Employee Messages
Message Maintenance

Store Created: Yes

Start Date  10/31/2017

End Date  11/30/2017

Priority Medium

[ <]

Register Specific No

Register #

Message URL:

Message Sign up now for the annual associate appreciation picnic.

Back Edit Message | Delete New Message
Message
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3. At the active Employee Messages maintenance form, make your changes as
needed:

Figure 6—8 Employee Messages Maintenance Form - Active View

Employee Messages
Message Maintenance

Store Created: Yes

Start Date " [IERIFTRL]

End Date " 11/30/2017

Priority 'Medium

Register Specific, Mo

Register #

Message URL:

Message 'Sign up now for the annual associate appreciation picnic.

- n -~

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

s 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 #: 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 6-6), use the up and down arrow keys to
select and highlight a message, then press [Enter] to display the Employee
Messages maintenance form.

Figure 6-9 Employee Messages Maintenance Form - Delete Message

Employee Messages
Message Maintenance

Store Created: Yes

Start Date  10/31/2017

End Date  11/30/2017

Priority Medium

Register Specific No

Register #

Message URL:

Message Sign up now for the annual associate appreciation picnic.

Back Edit Message | Delete New Message
Message

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.

Figure 6—10 Delete Message Confirmation Prompt

Delete Message |

Are you sure you want to delete this message?

-
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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:

Figure 6—-11 Filter Bar

Status All

Date 0 Activity

11282017 Y Tooo.

Broom is in e hai closel
18017 11:00 AM 1 hour Appointment Clased
Glean Back Room

11182017 11:00 AM 8 hours Tooo InProgress
ProSale Setlp

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

= Activity List Filter

= Status List Filter

b. If you selected:

— Associate - select a value and then select OK.

Figure 6—12 Associate List Filtering

Tifanie Thampaan 8330471

Marsha Gorski 0570001000002
Damon Wrightson 0570601000003
Olga Vyce 0570001000004

Edidio Money 8570801000005

- Activity - select a value and then select OK.
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Figure 6—13 Activity Filtering

Filter by Activity

Select an activity to filter the results.

APPOINTMENT
EVENT

Topo

Status- select a value and then select OK.

Figure 6—14 Status Filtering

Filter by Status

Select a status to filter the results.

InProgress
Cancelied

Closad

—  Start Date - override the default value.

— End Date - override the default value.

Figure 6-15 Date Filtering

Task Details

Enter the task

st e

End Date 1218/2017
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Oracle Retail Xstore Point of Service displays tasks that meet your filter
values.

Figure 6—16 Filtering Results

Status All Start Date 10H7/2017 End Dato 12182017

Start Time Duration Activity status Associate

Hs20NT 11:00 AM 1 haur Appointment open
Cloan Back Resm

1nszenT 11:00 AM 8 hours

ProSale SetUp

View Notes Edit Task Bagin Task ReopenTask | Gomplete Task | Cancel Task | View Gustomer | More...

Table 6-1 Task List Fields

Field Description

Priority (P) The Importance of the task (High (indicated by an exclamation
mark), Medium (none), or Low (indicated by a down arrow).

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 in the Xstore Point-of-Service User
Guide for more information.

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 Point-of-Service User Guide for editing tasks and
adding comments.
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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].

Figure 6-17 Associate List Filtering

Filter by Associate
Select an associate to filter the results.

N

James Jones 103
Jeff Black 104 I
Jean Gagnon 200
Marie Dubois 201
Simon Johnson 210
Sarah Brown 211
Stephan Weber 220
=
A" 4

Xstore displays the primary customer's assigned to the associate you selected.

Figure 6—-18 Black Book Screen

My Customers Associate Gayle Graham

R T S R S
Levi Aaron levifaaron@gmail.com 954-392-3344
Lise Aaron liseraaron@yahoo.com 386-627-6129
Sabrina Aaron sabrinaaaaronfyahoo.com 918-784-7410
Steve Aaron stevesaaron@yahoo.com 712-346-8385
Natalie Aaston geraldclilley@gmail.com 441-231-5465
Peter Abate peterda bate@gmail.com 360-793-0593
Peter Abate dawnrary@gmail.com 408-526-T159
Pamela Brown pamelabrown@gmail.com 521-225-2222 x 13212
Brenda Zanghi michaelhpierce@yahoo.com 816-903-7827

Table 6-2 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.
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Note: Refer to step 3 (Purchase History Tab) as well as the Oracle
Retail Xstore Point-of-Service User Guide Customer Maintenance
chapter.
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Payroll and Timecard Maintenance

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.

2. After logging in to the Back Office (see Accessing the Back Office), select the
Employee option from the Main Menu.
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Figure 7-1 Employee Option

T a
1 Associate
2  Customer
4  Hardware
5  Inventory
6 Reporting
7 Till

“-

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

Figure 7-2 Time and Attendance Option

Employee "1
Main Menu ¢ Employee -
1 Employee Maintenance
2 Emph Scheduli i

3  Enter Training Mode

4  Message Maintenance

5  Timeand Attendance

“-

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.

4. Select one of the options from the Time and Attendance Menu.
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Figure 7-3 Time and Attendance Menu Options

Time and Attendance -"1

Main Menu » Employee » Time and Attendance

1 Open Timecard Report

2 Payroll & Timecard Maintenance
3 Payroll Detail By Employee

4 Payroll Summary

5  Posted Timecard

6  Regenerate Payroll File

The following options are available:

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

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

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

Posted Timecard - 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.

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.
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Figure 7-4 Payroll Week List

Payroll Week

EndDate

11z82017 12m22017

nszor - waszen
n2z0r - 1nazer
082017 - wzen
a0 - 1mazer?

10222007 - 10282017

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.

Figure 7-5 Employee Lookup Form

Employee Lookup
Enter search criteria.

Employee ID

Last Name

First Name

~ “ —

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

= If your search criteria produces more than one record, you must select the
record you want from the list and press [Enter].
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Payroll Maintenance Tab

Pay

Figure 7-6 Employee Results List

260 Bisastte, Camills

104 Black, Jott
a1 Brown, Sarsh
an Chen, Hai

321 Dam Santos, Maria

‘-

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:

Payroll Maintenance Tab
Payroll Comments Tab
Timecard Comment Tab

Timecard Comment 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.

Figure 7-7 Payroll Maintenance Screen

resl Wit nem

17 | Payroll Reviewed Date: 101717
17 | Payroll Post Date: 102817

Employes I: 100

Emplayee Name: Smith, John Depariment:

Man Wed Fs

Heurs
Worked
Duertime
Heurs
Double
Duertime
Vacation
Hours
Sick
Hours.
Persceal
Hears
Other
Hears
Haliday
Hears

Bereavement

Thu i
102317 AWZENT 102617 102717

[ o0 [T o [0 o0 o =]

o o o 19
L
Eraptoyes Lt Review Payrcs | Brevican Mot Ermplyes oy r— o ————
Empicyes
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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.

s 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.

= 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.
s Totals - The total hours by day and by week.

Note: Refer to Editing a Payroll Record or 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.
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= 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.

s 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.

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 7-7).

2. Select a non-working hour payroll record and make the change by typing the
number of hours in the selected field:

Figure 7-8 Payroll Maintenance - Edit Non Working Hours

Payroll Maintenance { Store: 401 - Store,

Payroll Maintenance

Employee ID: 100

Sun
10122117
Hours
Worked
Qvertime
Hours
Double
Overtime
Vacation
Hours
Sick
Hours

Personal

Hours
Other
Hours
Holiday
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.
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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.

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 is displayed in the information panel at the top of the Payroll
Maintenance screen as shown below.

Figure 7-9 Payroll Reviewed Timestamp

Payroll Maintenance

R Store: 401 .Store 401 | PovrollStariDate: 1022117 | Payroll Reviewed Date: 104717
ayroll Maintenance b3 Clhlati=nd Payroll End Date: 102817 | Payroll Post Date:

Timecard Maintenance Payroll Comment Timecard Comment

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.

Note: 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.

To post the employee's payroll record to the home office, select the Post Employee
option.

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.
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Figure 7-10 Post Employee Payroll Record Confirmation Prompt

Payroll ‘

Post employee 100 payroll for 10/22/17 - 10/28/177

-

3. Press [Enter] to close the prompt: payroll has been posted. The Payroll
Maintenance screen displays.

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.

Figure 7-11 Payroll Posted Timestamp

Payroll Start Date: 10/2217 Payroll Reviewed Date: 10117117
Payroll End Date: 10/28M7 Payroll Post Date: 1012517

Payroll Maintenance ~|: Store: 401 -Store_401 |

Payroll Maintenance Timecard Maintenance Payroll Comment Timecard Comment

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 7-12 Payroll Errors at Posting

Payroll

Payroll Errors: Each employee record listed below contains an open timecard entry or
total daily payroll hours over 24.

102 Smith, Joe

~ -

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 7-12

Oracle Retail Xstore Point of Service prompts to confirm the selection.

Figure 7-13 Post Payroll Confirmation Prompt

Payroll

Post payroll for 10/22/17 - 10/28/17 ?

-
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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.

= 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.

Figure 7-14 List of Non-reviewed Employee Payroll Records

Payroll
The payroll for the following employees has not yet been reviewed. Please select an
employee to review.

Employee ID: Employee Name: Department:

102 Smith, Joe

Back Continue Post
Payroll

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.

Figure 7-15 Payroll Posted Message

Payroll ‘

Payroll has been posted.
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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.

Figure 7-16 Payroll Posted - Edit Message

Payroll

The payroll has been posted. Manual payroll re-posting
is required if there is any timecard and payroll changes
made afterwards.

2. Select OK 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
records. Select Yes to continue maintaining the payroll records or No to exit Payroll
Maintenance.

Figure 7-17 Payroll Posting Day Prompt

Today is posting payroll day.

Press Y to return to payroll maintenance or press N to exit.
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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.

Figure 7-18 Payroll Comments

Payroll Start Date: 10/2217 Payroll Reviewed Date:
Payroll End Date: 10/28/17 Payroll Post Date: 10125117

Payroll Maintenance ~|: Store: 401 - Store_401

Payroll Maintenance Timecard Maintenance Payroll Comment Timecard Comment

Created By: 100 Created Date: 1012512017
Need to review payroll with Deb.

- “ 0

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. To add a comment to the payroll record, select the Add Comment option
(Figure 7-18 above). Oracle Retail Xstore Point of Service displays the Add
Comment form.

2, Type a comment and select OK to add the comment to the employee’s payroll
record.
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Figure 7-19 Add Comment Prompt

Add Comment
Enter a comment for the timecard record.

Need to review payroll with Deb.

Timecard Maintenance Tab
The Timecard Maintenance tab shows the following information:

Figure 7-20 Timecard Maintenance Tab

Payrell Start Date: 11/2617  Payrell Roviewsd Dato

Payroll Maintenance - Stere: 101 - Corner Markst

Payroll End Date: 122117 ' Payroll Post Date:

Timecard Maintenance

Employae ID: 100 Employae Nama: Smith, John
Thu Fri

[
1103047 12007

Sun
1zenT NINT

Temporary Help
12:37 AM
12:84 AM

Excoption List | Provious Tab | Next Tab.

s 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.

s If the employee uses multiple work codes while clocking in during the day,
multiple entries display. For example, in Figure 7-20, on Monday, the employee
worked on the selling floor (Cashier) and then worked in the Back Office (Admin).
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»  Anicon ¥ 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.

s The hours scheduled for each day. Available if the scheduling option is used.
s The actual hours worked each day.

s The total number of hours worked for the week.

The following menu options are available from the Timecard Maintenance screen:

= 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.

= Employee List - Select this option to view a list of active employees for the payroll
week you are viewing.

s Edit Timecard - Select this option to edit the timecard record.

= View History - Select this option to view the details about a specific timeclock
record.

s Previous Employee/Next Employee - Select these options to move backward/
forward to view additional employee timecard records for the payroll week.

= 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.

s Timecard Comment Tab- Select this tab to view and/or add a comment.

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.

Figure 7-21 Timecard Maintenance Screen

Payroll Start D: 17 | Payroll Reviewsd Date:
7 ' Payroll Fost Date:

Payroll Maintenance | Sters: 101 - Gorner Market

Payrall M

Employes 10: 100 Employes Name: Smith, John Departmant:

Sun Mon Tue nd h Fri sat

1102607 1T 1zEnT 12T 11307 1217 12217
Administrative/Back office
12:23 AM

12:37 AM

Temporary Help.
12:37 AM
12:54 AM

o [} o
[ [ ol
Provious Teh

Payroll Dates | Employes List  Eclit Timecard | View History raviel o B Next Tab
ioyos

2. The following editing options are available:
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= Add Timecard record - Use this option to add a timecard record for the
selected day. Refer to Adding a Timecard Record.

s Change Timecard record - Use this option to change a timecard record for the
selected day. Refer to Changing a Timecard Record.

s 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.

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.

Figure 7-22 Timecard Maintenance Form

Timecard Recerd for: 111262017
Work Code

Cloek In Timo:

Clock Out Time:

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.
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Figure 7-23 Timecard Comment Form

Add Comment
Enter a comment for the timecard record.

The system prints receipts for your records and the record is added to the selected
day.

Figure 7-24 Edit Timecard Record Receipt - Forgot to Clock In and Out

Timecard Acceptance Form

Timecard Date: XX/ XX/ XX
Work Code: SRIES

Clock In: 08:00 AM
Clock Qut: 03:00 PN

Forgee to clock in and out.

Employes’s Signature

Marager's Signaturs

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.

Changing a Timecard Record
1. Select Edit Timecard.

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.
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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.

Figure 7-25 Timecard Maintenance Form - Timecard Record Insert

Timeeard Maintenancs

Timecard Data

Timecard Record for:
Work Cods
Glock In Time:

Glock Out Time:

3. Make the changes as needed and then select the Save Changes option to replace
the current timecard record with the edited timecard record.

4. 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.

Figure 7-26 Timecard Comment Form

Timeeard Maintenance
Timecard Data

Timecard Record for: 182017

Work Code

Clock In Time:

Glock Out Time:

Holiday Salss

Temporary Help

The system prints receipts for your records and the edited record is updated for
the selected day.
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Figure 7-27 Edit Timecard Record Receipt - Forgot to Clock Out

N P NP
Ticketi 2%z BT TS0

Store: 110 Register: 1

Timecard Acceptance Form

Timecard Entry:
Buthorizing Manager ID:100
ID:01100001000012

Comments:

Forgot to clock out at end of shifrt.

%

Employee's Signature

%

Manager's Signaturs

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.

3. Oracle Retail Xstore Point of Service prompts to confirm that you want to delete
the selected record. Select Yes to delete the record.

Figure 7-28 Delete Timecard Record Confirmation Prompt

Timecard Maintenance

Are you sure you want to delete timecard information?
Timecard Record for:
2017-10-23
Work Code:General Sales
Clock In Time:08:00:00 AM
Clock Out Time:12:00:00 PM

-
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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.

Figure 7-29 Delete Timecard Record Receipt

Xstot.

Timecard Acceptance Form

nager ID:1
10001000002

Vanager's Signature

The record for the selected date is deleted as indicated on the Timecard
Maintenance screen.

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.

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.
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Figure 7-30 List of Employees with Timecard Exceptions

Exception List

Select an employee.

3. Oracle Retail Xstore Point of Service displays the Timecard Maintenance tab for
the selected employee:

» 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.

= To edit the exception record, select the record and then select the Edit
Timecard option. Refer to Editing a Timecard Record for more information.

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
record.

Figure 7-31 Timecard Record History

Timecard Record History

28017 1223192 AM

2. DPress [Esc] to return to the Timecard Maintenance screen.
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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.

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.

Figure 7-32 Timecard Record Comments

Payroll Start Date: 101517 Payroll Reviewed Date:
Payroll End Date: 10/2117 Payroll Post Date:

Payroll Maintenance ~|: Store: 401 -Store_401

Payroll Maintenance Timecard Maintenance Payroll Comment Timecard Comment
Timecard Date: 10162017 Created On: 1012612017 12:48:38 PM Created By: 100

Sarah wa sick

Timecard Date: 10162017 Created On: 101252017 12:49:21 PM Created By: 100

Sarah wa sick

: “ - - h

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 Timcard Comment tab.

2. Select the Add Comment option (Figure 7-32 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.
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Figure 7-33 Add Comment Form

Add Comment
Enter a comment for the timecard record.

~ -

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

s Timeln

s Time Out
= Category
= Hours

= Day Total

s 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

s Clock-In Time
= Register

s Work Code
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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.
s 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.

= 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.

Figure 7-34 Payroll Summary Report

ORACLE Payroll Summary
Payrol Period Current Manih (1172017 - 1031/2017) Emplapees Al
100 Smith John
Date Range: Regular Quertime  Double time  Non-working Total
10/22/2017 Sunday m il 0 o0 o
10/23/2017 Monday 0 o [ 0 or
0.00 000 000 10.00 10,00
102 Smith Joe
Date Range: Regular Overtime  Double time  Non-working Total
10/22/2017 Sunday 00 000 [ 400
1012372017 Monday 0 .00 o .00 .00
0.00 voo 000 2400 2400

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:

= Payroll Period

= Regular Hours

s Overtime Hours

= Double-time Hours
= Vacation Hours

= Personal Hours

s Sick Hours
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s Funeral Hours
s Other Hours

s 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.

Figure 7-35 Payroll Detail By Employee Report

ORACLE Payroll Detail By Employee

Date Range: Current Mandh (10172017 - 1053172017)
102 Smith, Joe
Payroll Period Reqular Overtime ~ Doubletime  Vacation  Personal Sick Funeral Other

107222017 Sunday
101232017 Monday

Total
Totals. 0.00 .00 0.00 0.00 24.00 000 0.00 0.00 24.00

Date:

Employee Signature:
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Register Open and Close

Open the register to ring sales. Close the register to reconcile the cash drawer and to
lock the register from further sales.

Note: Due to the numerous system configuration options available,
menu options are not identified by a function key number (F2, F3, and
so on). Instead, the name on the button is used throughout this guide.

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 within Till 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].

Figure 8—1 Open/Close Options Menu

1 Change Business Date

2 Checkfor Updates
4  Force Close

5 Print Til Summary Receipt

6 Refresh Promotions

T Register Close

8  Store Close

“ -

Store_401 401 Register 1
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Note: 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.
= To open the register, select the Register Open option. See Opening the Register.

= To print a till summary receipt, select the Print Till Summary Receipt option.
See Print Till Summary Receipt.

Closing the Register

Standard

The register close process can be performed by store managers or associates who have
the proper security privileges. A register close can be completed any time during the
day.

This process is highly configurable and your process may be different than the
instructions below. Every effort has been made to include notes or examples of
additional steps that may be configured for your store.

The procedures described in this section assume that till accountability is not being
used (this is a configurable option). For more information on till accountability and its
requirements see the chapter, Till Management.

The register closing process depends upon whether your system is configured for
standard opening and closing, or 24/7 trading:

= Standard close process.
= 24/7 trading close process.

»  Cash Drawer close process.

Note: The open/close instructions below include the counting of tills
to show all steps to close the register. Refer to the Till Options chapter
in the Oracle Retail Point-of-Service User Guide for more information.

1. From the register to be closed, select the Back Office option on the menu. Follow
any prompts to log in to the Back Office as required.

2. At the Back Office Main Menu, use the up and down arrow keys to select
Open/Close Options and press [Enter], or press the number associated with the
menu option on the keyboard.

8-2 Oracle® Retail Xstore Point-of-Service Manager's Guide



Closing the Register

Figure 8-2 Back Office Main Menu - Open/Close Options

1 OpenlClose Options

2 Store Bank Maintenance

3 Tender Exchange

4 Till Maintenance
5 Till Options

“-

3. Oracle Retail Xstore Point-of- Service displays the Open/ Close Options menu.
Select the Register Close option and press [Enter], or press the number associated
with the menu option on the keyboard.

Figure 8-3 Register Close Option

Open/Close Options -"1

Main Menu » Till » Open/Close Options

1 Change Business Date

2 Check for Updates

4  Force Close
5  Print Till Summary Receipt
6  Refresh Promotions

7  Register Close

& Store Close

Important: Note that the Register option toggles between open and
close. If the option is Register Close, the register is currently open. If
the option is Register Open, the register is currently closed.

4. Oracle Retail Xstore Point-of-Service displays a confirmation prompt: Do you want
to close this register? Press [Y] to close the register.

Note: Pressing [N] at the Register Close confirmation prompt cancels
the register close process and returns you to the Open/Close Options
menu.

5. The cash drawer opens and Oracle Retail Xstore Point-of-Service displays the
Close Count Summary screen. Each count group (tender type) is counted
individually. Specific groups require additional information as determined by the
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Count Summary

home office. Select the tender type to be counted and then select the Count

Selected option to display the tender group's count screen.

Figure 8—4 Close Count Summary Screen

Cashier ID: 100 Till Name: Test Till 1

Count Group

Credit Card

Issue Store Credit

Miscellaneous

Store Credit

US Traveler Check

Gift Card

Cash

Sweden Cash

Mexico Cash

Declared Amount
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Count Selected | Counting
Complete

Note: Depending upon the configuration of your system and your
store policy, the over/short amounts as shown above may not be

System Amount
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$88.11
$0.00

Balance Summary Over/Short

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
($88.11)
$0.00

$0.00 =

displayed.

6. 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 table shows Xstore base examples.

Table 8-1 Tender Count Screen Xstore Base Examples - Standard

Tender Count Example

Credit Card
(Totals Count)

The focus bar prompts to enter the Count and then the Amount.
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Table 8-1 (Cont.) Tender Count Screen Xstore Base Examples - Standard

Tender Count Example

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
system highlights the next denomination in the count. The
amount is calculated based on the quantity entered and displays
a running total at the bottom of the screen.

Enter Counts

Check (Totals Count) The focus bar prompts to enter the Serial # and then the
Amount. The system calculates the amount based on the
quantity entered and displays a running total at the bottom of
the screen.

Enter Serial #

Note: A Totals Count prompts for a total number of the tender type
and the total amount.

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.

7. Select Next Group to display the next count screen.

Note: Select Prior Group to go back to the previous count screen.

8. Repeat steps 6-7 until all tenders are counted. Select Summary to return to the
Count Summary screen.
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9. Review the amounts. If the totals are correct, select the Counting Complete
button.

Note: Check the Over/Short column to see if your till is balanced
with the system values for each tender type. To modify counts see
Editing Tender Group Counts.

If the till is in balance, a confirmation message displays. Press [Enter] to continue
the register close.

Figure 8-5 Till in Balance

Till Gount

Test Till 1 is in balance.

10. If any tenders are out of balance-your counts do not match the system expected
amounts-Xstore displays a list of tenders that are out of balance.

Figure 8-6 Tenders Out of Balance Prompt

The following tenders or tender types are out of balance:
Cash, Check

Do you want to accept the difference?

-

= 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. See Editing Tender Group Counts.
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11. Depending upon your system’s configuration, you may be prompted with the

suggested deposit amount.

= Select Accept Deposit to confirm the amount to be deposited and go to step
12.

= Select Change Deposit to enter an amount to be deposited:

- You are prompted to enter the amount to be deposited. Enter the amount
and press [Enter] to continue the register close.

Tip:  You can select the Deposit Calculator option to display a
denomination count screen that can be used as a calculator-showing a
running total at the bottom of the screen as you count the cash amount
to be deposited.

12. The system may be configured to print a Closed Count receipt and a Register

Closed receipt.

Close the cash drawer and the system closes the register.

Editing Tender Group Counts

If a tender group is out of balance, you can recount an individual tender group and
edit the original count you entered into the system.

1.

At the Count Summary screen (Figure 8—4), select the tender group that must be
recounted and select the Count Selected option to display the tender group count
screen.

Recount the tender and enter the new count values. Most tenders allow you to
override the denomination count by selecting the row and then adding values into
the focus bar prompts. When you press [Enter] the count value changes. For
checks, however, you must select the Remove Count button to delete the row and
then re- enter the Serial # and Amount.

Figure 8-7 Remove Count Option

Totals Count

Select the Summary option to view the changes and return to the Tender Group
Summary screen.

Repeat steps 1-3 for each tender group that is not balanced. When you have
completed editing the tender groups, select the Counting Complete option. If
there are tender groups that are still out of balance, a screen displays prompting
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whether you want to recount the tenders or accept the count and continue with
the register close process.

5. Depending upon your system’s configuration, you may be prompted with the
suggested deposit amount. See step 10 to complete the register close process.

24/7

1. From the register to be closed, select the Back Office option on the menu. Follow
any prompts to log in to the Back Office as required.

2. At the Back Office Main Menu, use the up and down arrow keys to select Open/
Close Options and press [Enter], or press the number associated with the menu
option on the keyboard.

Figure 8-8 Back Office Main Menu - Open/Close Options

1 OpeniClose Options

2 Store Bank Maintenance

3 Tender Exchange

4 Till Maintenance
5  Till Options

“-

3. Oracle Retail Xstore Point-of-Service displays the Open/Close Options menu.
Select the Register Close option and press [Enter], or press the number associated
with the menu option on the keyboard.

Figure 8-9 Open/Close Options - Register Close

Openl/Close Options
Main Menu b Till } Open/Close Options

§

1 Change Business Date

2 Check for Updates

4  Force Close
5  Print Till Summary Receipt
6  Refresh Promotions

7  Register Close

& Store Close

Important: Note that the Register option toggles between open and
close. If the option is Register Close, the register is currently open. If
the option is Register Open, the register is currently closed.
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Cash Drawer

4. Oracle Retail Xstore Point-of-Service displays a confirmation prompt: Do you want
to close this register? Press [Y] to close the register.

Note: Pressing [N] at the Register Close confirmation prompt
cancels the register close process and returns you to the Open/Close
Options menu.

The cash drawer opens.

5. Depending upon the configuration of your system, you may be prompted to either
remove all non-cash tenders from the till, or remove the till. Follow the
instructions on the screen, then click OK to continue.

6. The system may be configured to print a Closed Count receipt and a Register
Closed receipt.

Close the cash drawer and the system closes the register.

Note: Till reconciliation is done separately from the close process.
See the Reconcile a Till section in the Oracle Retail Point-of-Service User
Guide for more information.

7. After the register close is complete, you may be prompted whether to re-open the
register.

s Click No to keep the register closed.

»  Click Yes to re-open the register. See step 7 in 24/7 for more information.

If your system is configured to use networked cash drawers, closing the register is
done by closing the cash drawer.

You must remove the till before closing the cash drawer. See Removing a Cash Drawer
Tillfor more information.

To close the cash drawer:

1. In the Back Office menu, select Open/Close Options.

Figure 8-10 Open/Close Options - Register Close

Openl/Close Options
Main Menu b Till » Open/Close Options

5

1 Change Business Date

2 Check for Updates

4  Force Close
5§  Print Till Summary Receipt

6  Refresh Promotions

T  Register Close

8  Store Close
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Count Summary

Cashier ID: 100 Till Name: Test Till 1

Count Group

Credit Card

Issue Store Credit

Miscellaneous

Store Credit

US Traveler Check

Gift Card

Cash

Sweden Cash

Mexico Cash

Select the drawer to close.
Select OK. A confirmation prompt opens.

Select Yes.

o g 0D

Select Cash Drawer Close. A list of open cash drawers displays.

The physical cash drawer opens and Oracle Retail Xstore Point-of-Service displays

the Close Count Summary screen. Each count group (tender type) is counted
individually. Specific groups require additional information as determined by the
home office. Select the tender type to be counted and then select the Count

Selected option to display the tender group's count screen.

Figure 8-11 Close Count Summary Screen

Declared Amount

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Count Selected | Counting
Complete

Note: Depending upon the configuration of your system and your
store policy, the over/short amounts as shown above may not be

System Amount
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$88.11
$0.00

Balance Summary Over/Short

$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
($88.11)
$0.00

$0.00 =

displayed.

7. 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 table shows Xstore base examples.
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Table 8-2 Tender Count Screen Xstore Base Examples - Cash Drawer

Tender Count Example
Credit Card The focus bar prompts to enter the Count and then the Amount.
(Totals Count)

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
system highlights the next denomination in the count. The
amount is calculated based on the quantity entered and displays
a running total at the bottom of the screen.

Check (Totals Count) The focus bar prompts to enter the Serial # and then the
Amount. The system calculates the amount based on the
quantity entered and displays a running total at the bottom of
the screen.

Note: A Totals Count prompts for a total number of the tender type
and the total amount.

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.
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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.

8. Select Next Group to display the next count screen.

Tip: Select Prior Group to go back to the previous count screen.

9. Repeat steps 6-7 until all tenders are counted. Select Summary to return to the
Count Summary screen.

10. Review the amounts. If the totals are correct, select the Counting Complete
button.

Tip: Check the Over/Short column to see if your till is balanced with
the system values for each tender type. To modify counts see Editing
Tender Group Counts.

If the till is in balance, a confirmation message displays. Press [Enter] to continue
the cash drawer close.

Figure 8-12 Till in Balance

Test Till 1 is in balance.

11. If any tenders are out of balance-your counts do not match the system expected
amounts-Xstore displays a list of tenders that are out of balance.
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Figure 8-13 Tenders Out of Balance Prompt

The following tenders or tender types are out of balance:
Cash, Check

Do you want to accept the difference?

-

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. See Editing Tender Group Counts.

12. Depending upon your system’s configuration, you may be prompted with the
suggested deposit amount.

Select Accept Deposit to confirm the amount to be deposited and go to step
12.

Select Change Deposit to enter an amount to be deposited:
- You are prompted to enter the amount to be deposited.

— Enter the amount and press [Enter] to continue the cash drawer close.

Note: You can select the Deposit Calculator option to display a
denomination count screen that can be used as a calculator-showing a
running total at the bottom of the screen as you count the cash amount
to be deposited.

13. The system may be configured to print a Closed Count receipt and a Cash Drawer
Closed receipt.
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Figure 8—-14 End Count Deposit Receipt Sample

Declared Amount

System Total

Difference

Total Declared Amount 752.07

Local Currency

Till Opening Amount
Total Cash Amount

Total Cash Deposit B
Cash Remained In Till 300.00

Total Cash Pickup 25.00
Aruban Guilder
Exchange Rate 1.77

Foreign Amount 0.00
Conyerted Amount

Figure 8-15 Close Receipt Sample

Date: 3/22/06

Store: 301 Begister: 1

Register Closed
T

14. Close the physical cash drawer to complete the close process. This register is now
closed as indicated by the Register indicator color change (from green to red).
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Figure 8-16 Back Office View - Register Closed

Back Office Login

Scan or key your employee ID to sign on.

Clock I'Out | ViewSchedule | Change Receipt Balance Enter Training | My Tasks Find ltem Till Flash Sales Register
& Time Password Reprint Inquiry Mode:
Options
g |F4 F5 T |F6 g |F7 8 ] g |Fio Fi1

BackOfce Lo o ] Sore 1 a1

3:25PM

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.

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 amount for each), and taxes.

Figure 8—17 Till Summary Receipt Prompt

Till Accountability

Do you want to print the till summary?

Opening the Register

Opening the register is a process that can be quickly completed by managers or
associates who have the proper security privileges. The process 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.

The register open process depends upon whether your register is configured for a
standard open and close process, or if it is configured for 24/7 processing.

= Standard open process.

»  24/7 trading open process.

Standard

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.

Figure 8-18 Back Office - Register Closed

2. Select the Register Open option and press [Enter], or press the number associated
with the menu option on the keyboard.
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Figure 8-19 Open/Close Options - Register Close
e oo Cptiorm il

1 Change Business Date

2 Check for Updates

4  Force Close
5  Print Till Summary Receipt
6  Refresh Promotions

7  Register Close

& Store Close

Note: The Register menu option toggles between open and close. If
the available menu option is Register Close, the register is currently
open. If the available menu option is Register Open, the register is
currently closed.

3. Oracle Retail Xstore Point-of-Service prompts: Do you want to open this register?
Press [Y] to open this 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 your register has more than one cash drawer, you are prompted to select the
drawer from a list of available cash drawers and attach the till before performing
an opening count. Refer to Till Management for more information.

If you are not prompted to count the till, the register is opened at this time.

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.
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Figure 8-20 Begin Count Summary Screen

Count Summary

o @

Info Tasks Goals

Gashier ID: 100 Till Nama: Test Till 1 Balance Summary Over/Short

Count Group Declared Amount System Amount OveriShort

Cash $100.00 ($100.00)
Australian Cash $0.00 $100.00 ($100.00)
Canada Cash $0.00 $100.00 ($100.00)

Count Summary

Select a tender to count or select an optien from the menu.

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 - Standard

Figure 8-21 Denominations Count - Cash

Denomination Count
Cashier ID: 100 Till Name: Test Till 1

Amount
0 0.010000
Nickel 0 0.050000 $0.00
Dime 0 0.100000 $0.00
Quarter 0 0.250000 $0.00
Dollar 0 1.000000 $0.00
Five Dollar 0 5.000000 $0.00
Ten Dollar 0 10.000000 $0.00
Twenty Dollar 0 20.000000 $0.00
Fifty Dollar 0 50000000 $0.00
Hundred Dollar 0 100.000000 $0.00
Half Dollar 0 0.500000 $0.00
Nallar n 4 nnnnnn <nnn
Total
Enter Counts $0.00

Select a denomination and enter the quantity for Cash.

Next Group Summary
F4

3. Select Next Group until all tenders are counted.

Tip: Select Prior Group to go back to the previous count screen.
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Repeat steps 2-3 until all tenders are counted and then select Summary to return to
the Count Summary screen.

Review the amounts. If the totals are correct, select the Counting Complete
button.

Tip: Check the Over/Short column to see if your till is balanced
with the system values for each tender type.

If the starting cash amount matches, the system prompts to confirm the amount
for all cash currencies you entered and opens the register after you acknowledge
the system amount.:

Figure 8-22 Verify Begin Count Prompt

Verify Begin Count

You have entered the following starting cash amounts. Is
this correct?

Cash $88.11
Australian Cash $100.00
Canada Cash $100.00

-

s Select Yes if the amount is correct.

= Select No to recount the starting amount.

If configured, the system prints a Begin Count receipt showing the amount of
starting cash in the till and signature lines for the cashier and manager to sign
confirming this open amount.

If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference:.

Figure 8-23 Recount or Accept Difference Prompt

Till Accountability

The starting cash total is different than the issued
starting cash amount for the following tenders:

Cash, Australian Cash, Canada Cash

Do you want to accept the difference?
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= Press [Y] to accept the amount you counted and continue opening the register.
You are prompted to enter/select the reason for the discrepancy between the
counted amount and the expected amount. You may be required to enter a
comment and then press [Enter].

<OR>
m  Press [N] to recount the till.

If you counted the till from the Back Office, select the Register option to
display the register screen. The register is now open and a till has been
counted and attached to the current register. The system may print a receipt
indicating the register number that is open and the cashier ID who is at the
register.

Figure 8-24 Register Open Receipt

Date: 8/19/13
Register: 1
Stors: 1973

Cashisr: 100
Kok ok ok ok ok ok A ok Rk Rk R ok ok Ak
Register Open
ko ok ok ok ok ok A ok R R ok kR ok ok Ak

2417

1. When you attempt to log in to the system, Oracle Retail Xstore Point-of- Service
determines the status of the register and store. If the register status is closed, a
Register Closed message displays if configured to do so. Press [Esc] to close the
message.

Figure 8-25 No Access - Register Closed

You cannot access this register while it is closed.

The red register indicator on the status bar also shows that the register is closed.

Figure 8-26 Status Bar - Register Closed

Datavantage Home Office 643 i venora oo av (G
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Note: If you are using a touch-screen, tap the red 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 7.

2. Select the Back Office option on the Register menu to open the register from the
Back Office Main Menu.

Note: Access to the back office functions is controlled by security
levels. You must have the correct security privileges to access the Back
Office.

3. Oracle Retail Xstore Point-of-Service prompts for your employee ID to log in to the
back office. Enter your employee ID and then press [Enter].

Figure 8-27 Back Office Login

BACK OFFICE LOGIN
Scan or key your employee ID to sign on.

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.

Scanned and keyed entry is also supported at this prompt.
BACK OFFICE LOGIN
Scan or key your employee ID to sign on.

4. Oracle Retail Xstore Point-of-Service prompts for your employee password to
complete the login process. Enter your employee password and then press [Enter].

5. At the Back Office Main Menu, select the Open/Close Options option and press
[Enter], or press the number associated with the menu option on the keyboard to
display the Open/Close Options menu.
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Figure 8-28 Back Office Main Menu - Open/Close Options

1 OpeniClose Options

2 Store Bank Maintenance

3  Tender Exchange

4 Till Maintenance
5  Till Options.

“-

6. At the Open/Close Options menu, select the Register Open option and press

[Enter], or press the number associated with the menu option on the keyboard.

Figure 8-29 Open/Close Options - Register Open

Open/Close Options -"“

Main Menu p Till p Open/Close Options

1 Change Business Date

2 Check for Updates
4 Force Close

6  Refresh Promotions

8§  Store Close

- “ -

Note: The Register menu option toggles between open and close. If
the available menu option is Register Close, the register is currently
open. If the available menu option is Register Open, the register is
currently closed.

7. Xstore prompts: Do you want to open this register? press [Y] to confirm that you

want to open this register.
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Note: The following prompts are optional depending on your
configuration:

If your register has more than one cash drawer, you are prompted
to select the drawer from a list of available cash drawers.

The system may be configured to print a Register Open receipt.

An insert till notification window opens.

Figure 8-30 Insert Till

REGISTER OPEN

Insert till. The new float is:

Cash : $100.00
Canada Cash : $100.00
Australian Cash : $100.00

= Click OK to open the till.

The till opens and you are returned to the Back Office Main Menu.

s Click Change Float to change the float amount:

a.
b.

a o

Click to select the reason for the change to the float amount.
Click OK.

Enter additional comments, if necessary.

Click OK.

Click to select the currency to change.

Click OK.

Enter the new amount in the Change Float Amount field.

Figure 8-31 Change Float Amount

Change Float Amount
Enter the new float amount for Cash.

Press the [Enter] button.
Click Yes to confirm the new amount. Return to the Insert Till screen.

If necessary, click Change Float to repeat steps 1-9 for a different currency.
The till opens and you are returned to the Back Office Main Menu.
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Cash Drawer Open

If your system is configured to use networked cash drawers, opening the register is
done by opening the cash drawer. Any register's back office can be used to open the
networked cash drawers. If there are no available networked cash drawers to open the
Cash Drawer Open button is disabled.

To open the cash drawer:

1. In the Back Office menu, select Open/Close Options.

Figure 8-32 Open/Close Options Menu

1 Change Business Date

2 CheckforUpdates

4 ForceClose
5 Print Til Summary Receipt
& Refrash Promotions

T Register Close

8 StorsClose

Select Cash Drawer Open. A list of available networked cash drawers opens.
Select the drawer to open.

Select OK. A confirmation prompt opens.

Select Yes. A list of tills opens.

Select the till to use.

Select OK.

©® N o a » 0 b

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.

Figure 8-33 Begin Count Summary Screen

Count Summary
Gashior ID: 108 Till Name: Test Till 1 Balance Summary Over/Short

Count Group Declared Amount System Amount OveriShort
Cash $100.00 ($100.00)
Australian Cash $0.00 $100.00 ($100.00)
Canada Cash $0.00 $100.00 ($100.00)

Count Summary

Select a tender to count or select an option from the menu.

Count Selected | Counting
Complate
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9.

Enter each value as required in the focus bar of the count screen 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 - Cash Drawer.

Figure 8-34 Denomination Count - Cash

10.
11.

12,

13.

[T

Select Next Group to display the next count screen.

Repeat steps 9-10 until all tenders are counted and then select Summary to return
to the Count Summary screen.

Review the amounts. If the totals are correct, select the Counting Complete
button.

Tip: Check the Over/Short column to see if your till is balanced
with the system values for each tender type. To modify counts see
Editing Tender Group Counts.

If the starting cash amount matches, the system prompts to confirm the amount
for all cash currencies you entered and opens the cash drawer after you
acknowledge the system amount.
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Figure 8-35 Verify Begin Count Prompt

Verify Begin Count

You have entered the following starting cash amounts. Is
this correct?

Cash $88.11
Australian Cash $100.00
Canada Cash $100.00

-

If configured, the system prints a Begin Count receipt showing the amount of
starting cash in the till and signature lines for the cashier and manager to sign
confirming this open amount.

14. If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference:

Figure 8-36 Starting Cash Difference Prompt

Till Accountability

The starting cash total is different than the issued
starting cash amount for the following tenders:

Cash, Australian Cash, Canada Cash

Do you want to accept the difference?

-

»  Press [Y] to accept the amount you counted and continue opening the cash
drawer. You are prompted to enter/select the reason for the discrepancy
between the counted amount and the expected amount. You may be required
to enter a comment and then press [Enter].

<OR>
s Press [N] to recount the till.

15. Open the till to associate with the Cash Drawer. See Open a Till- Cash Drawer in
the Oracle Retail Xstore Point-of-Service User Guide for more information.
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16. If you counted the till from the Back Office, select the Register option to display
the register screen. The register is now open and a till has been counted and
attached to the current register. The system may print a receipt indicating the
register number that is open and the cashier ID who is at the register.
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Store Open and 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.

1. After logging into the Back Office, (see Accessing the Back Office), select the
Open/Close Options menu option and press [Enter].
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Closing the Store

Figure 9—1 Back Office Main Menu - Open/Close Options

Till o ‘
Main Menu » Till -
1 OpenlClose Options
2 Store Bank Maintenance
4 Till Maintenance
5  Till Options.

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.

Note: You can also press the number associated with the menu
option on the keyboard to access the open and close functions.

2. At the Open/Close Options Menu, select the Store Close option and select OK.

Figure 9-2 Open/Close Options - Store Close

1 Change Business Date

2 Check for Updates
4 Force Close

6  Refresh Promotions

7  Register Open

8  Store Close
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Closing the Store

Note: 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.

The system prompts: Do you want to close this store? Select Yes to begin the store
close process.

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.

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 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].
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Figure 9-3 Closing Message Prompt

Closing Message
Enter the closing message.

- -

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].

Figure 9-4 Store Closing Question Prompt

Classify Your Day
How was the weather today?

Cloudy and Cool
Rain
Snow

Closed Due to Weather

- -

9. 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.

10. 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.
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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.

11. 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.

Figure 9-5 Store Bank Deposit Receipt

Declared Rmount
Systan Total
Difference

Difference

Total Declared Amount 817.07

Local Currency

Total Cash Amount
Total Cash Deposit 7
Cash Remained In Till £00.00

Total Cash Pickup 25.00
Aruban Guilder
Exchange Rate

1
Foreign Amount 0.0
Convertad Amount 0
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Exchange Rate
Foreign Amount
Converted Amount

Mexican Peso

Exchange Rate 10.74
Foreign Amount 0.00
Convertad Amount 0.00

Mexican Traveler's Check

Exchange Rate 10.74
Forsign Amount 0.00
Converted Amount 0.00

Employss’s Signature

Marager's Signature

Figure 9-6 Deposit Receipt Sample

0

0.1
50.0
0.0
0.0
0.0
0.0

]

0
00
00
00
00
o0
09

Toval Deposit Amount

Figure 9-7 Store Close Receipt

Date: 4/13/08
Store: 301 Register: 1

Cashier: 1
kok ok ok ok ok ok Kk ok ok ok ok ok Kk ok Kk koK K

Store Closed
kok ok ok ok ok ok Kk ok ok ok ok ok Kk ok Kk koK ok

The closed store status is indicated by the color change in the store status area of
the screen.
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Figure 9-8 Back Office - Store Closed Status

Back Office Login

Scan or key youremployee ID to sign on.

View Schedule | Change Receipt Balance Enter Training | My Tasks Find ltem Till Flash Sales Register
& Time Password Reprint Inquiry Maodle
Options
T |F4 F5 g |6 g [F7 & F9 T |F10 F11

Back Office Login m Store_401 401 101712017

4:48 PM

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.

- . u

winmer anem (@R

2. The Back Office Main Menu displays. Select the Open/Close Options menu option
and press [Enter].
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Opening the Store

Figure 9-9 Back Office - Open/Close Options

Ikialiln Menu » Till -.-1

OpenlClose Options

2 Store Bank Maintenance
4 Till Maintenance
5  Till Options.

- “ -

3. At the Open/Close Options menu, select the Store Open option and select OK.

Figure 9-10 Open/Close Options - Store Open

Openl/Close Options
Main Menu b Till p Open/Close Options

B

1 Change Business Date

2 Check for Updates
4 Force Close

6  Refresh Promotions

7 Register Open

8  Store Open

- “ -

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].
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Opening the Store

Figure 9-11 Business Date Prompt

Business Date
10/25/2017, .

Enter a new business date.

Note: 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 Safe Bags
for more information about opening the store bank.

10. The system may print a store open receipt for your records.

Figure 9—12 Store Open Receipt

Date: 3/22/08
Szore: 301 Register: 1

Note: Note that the store status 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 Register Open and Close for more information about opening the
register.

The store and register are opened for the new business day.
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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.

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].

Figure 9-13 Check for Updates Menu Option

Openl/Close Options "1
Main Menu » Till » Open/Close Options -

1 Change Business Date

2  Check for Updates

4 Force Close

5 Print Til Summary Receipt
6  Refresh Promotions

7 Register Close

8 Store Close

n-

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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Manually Refresh Promotions

Typically a promotion is updated with new information during a register restart. Use
this process to update new promotions that are cached without having to restart that
register, such as in the middle of the day.

Note: Applies to registers only and you would need to perform this
action on each register to update it's cache for promotions.

To refresh the promotion cache for a register:

1.
2.
3.

In the Back Office menu, select Open/Close Options.
Select Refresh Promotions.

Oracle Retail Xstore Point of Service displays a confirmation prompt: Are you sure
you want to refresh promotions? This may take several minutes.

Press [Y] to continue. A progress bar is displayed until the update is complete.

Note: Pressing [N] at the Refresh Promotions confirmation prompt
cancels the refresh process and returns you to the Open/Close
Options menu.

When the update is complete, a prompt is displayed: "Promotions have been
refreshed as of (time and day)." Select [OK] to exit.
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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.

Alternatively, the till can be assigned to networked cash drawers.

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

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.

Figure 10-1 Till Accountability Process

Till Accountability
Till Start
@ Assign/Issue
=] Tills
@
c
©
=
Open Store Bank Count Tills
g vy
@
] Log In to Register, |
2 S attach & Count Ti\l_>
3 K —
<< Associate Associate Register Ring Sales
Till End
.
o -
g Mark Till as, Till Available for
c Returned Reassignment
©
= Return Till Count and
To Manager ~ Manager Reconcile Till
3
]
o
-]
o End Count and
2 Remove Till
]
< Register Associate

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.
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.
2. Associate counts the till.

3. Associate removes the till and returns the till to the manager.

4. Manager marks the till as Returned in the system. The manager has now accepted

responsibility for the till.
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5. Manager performs the reconciliation count on the returned till.

6. 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 Till 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, select the Till option from the Main Menu and
press [Enter] for OK.

Depending on the configuration of your system, the Till Options may also be
available from the employee login screen and the Register screen.

Figure 10-2 Till Menu

Till -"1

Main Menu » Till

1  OpenlClose Options

2 Store Bank Maintenance

3  Tender Exchange

4 Till Maintenance
5  Till Options

Tip: You can also type the number associated with the menu option
to access the function.
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About Till Options

Select this option for all functions that apply to a till in use by the register.

Figure 10-3 Till Options Menu

Till Options "1
Main Menu b Till  Till Options -

1 Change Float

2 Foreign Currency Maint.
3 No Sale

4 Paid In

5 Paid Out

6 Post Void

7 Tender Exchange

“ - -

The Till Options menu has the following options:

s Change Float - Select this option to change the amount of cash that remains in each
till after the end count is performed. See Register Accountability Mode Functions.

»  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.

= 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.

= Paid Out - Select this option to perform a paid out transaction. This option
requires an attached till. See Performing Paid In/Paid Out Transactions.

= Post Void - Select this option to perform a post void transaction. See Attaching a
Cash Drawer Till for more information.

s 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.
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About 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.

Figure 10-4 Till Maintenance Menu
S T [

2 CashPickup

3 Cash Transfer

7 Mid-day Deposit

=
I

Register Accountability Mode Options

s 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 Attaching a Cash Drawer Till

= Store Bank Audit - Select this option to perform an audit count of the store bank
(store safe). See Auditing the Store Bank.

= 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.

= Attach Cash Drawer Till - Only used when networked cash drawers are
configured. See Attaching a Cash Drawer Till.

= Remove Cash Drawer Till - Only used when networked cash drawers are
configured. See Removing a Cash Drawer Till.
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Reconcile Cash Drawer - Only used when networked cash drawers and 24/7
trading is configured. See Reconciling a Networked Cash Drawer Till.

Till Accountability Mode Only Options

When using till accountability, the following options are available, in addition to the
options listed above for register accountability.

Till Options

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 Closing the Register 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 Other 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:

- Open Store Bank (Till Accountability Mode Only) - Select this option to open
the store bank. See Safe Bags.

- Reconcile Store Bank (Till Accountability Mode Only) - Select this option to
reconcile the store bank. See Reconciling the Store Bank.

This section describes the available till options.

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
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change the float amount during the December holiday shopping season to plan for
increased sale activity.

1. At the Till menu, select Till Options.
2. At the Till Options menu, select the Change Float option.

Figure 10-5 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.

Figure 10-6 Change Float Reason List

Change Float

Select a reason code from the list.

Ressans
Holiday Adjustmant

Ragister Down 1

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.

If your store is configured for foreign cash currency tenders to be given as change,
select the type of float tender from the list.
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Figure 10-7 Change Float - Currency List

Change Float
Select currency to change.

Currency

Cash

Australian Cash

5. 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.

Figure 10-8 Till List - Two Tills Are Selected

Change Float
Select tills to change for Canada Cash.

TILL1
TILL2
TILL3
TILLA
TILLS

TILLE

$100.00

$100.00

$100.00

$100.00

$100.00

1
2
3
4
5
6

$100.00

6. 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].
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Figure 10-9 New Float Amount Prompt

Change Float Amount

Enter the new float amount for Cash,

7. 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.

Figure 10-10 Confirm New Float Amount Prompt

Change Float

Save $200.00 as the new float amount for the selected tills?

- )

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 Till menu.

1. At the Till menu, select the Till Options option.
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2. From the Till Options menu (Figure 10-3), select the Foreign Currency Maint.
option.

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.

Figure 10-11 Foreign Currency List

Tender
Select the foreign currency.

SEK Sweden Cash 8.56
BRL Brazilian Cash 33
AUD Australian Cash 112
EUR Euro Cash 0.85
MXN Mexico Cash 188
CAD Canada Cash 145
GBP British Pound 0.75

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.

Figure 10-12 New Exchange Rate

Currency Exchange
Enter the new exchange rate

Base Currency: USD Cash
Target Currency: EUR Euro Cash
Current Exchange Rate: 0.85

New Exchange Rate: '0.86

Comments:

Update requested by J. Tellman

r " -~

6. Oracle Retail Xstore Point-of-Service prompts whether to change the exchange
rate. Select Yes to continue.
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Figure 10-13 Confirmation Prompt

Are you sure you want to change the USD to EUR (Euro Cash)
exchange rate from 0.85 to 0.867

-

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:

s 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.

s The conversion is calculated by multiplying the local currency by
the exchange rate.

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.
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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.

In an only networked cash drawer environment you are required to
scan the cash drawer barcode to link it to the transaction before the
drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

Paid In Transaction
1. From the Till Menu, select the Till Options option.

2. From the Till Options menu, select the Paid In option.

Figure 10-14 Till Menu - Paid In Option

1 Change Float

2 Foreign Currency Maint.
3 No Sale

5 Paid Out

6 Post Void

7 Tender Exchange

“-

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. 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.

Figure 10-15 Paid Out Receipt Barcode Prompt

Paid Out Receipt Barcode

Scan or key the paid out receipt barcode, or continue if no
receipt barcode is available.

4. Select a reason for this Paid In transaction and press [Enter] for OK.
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Figure 10-16 List of Paid In Reasons

Change from Paid Qut

Found Money

Drawer Loan 1

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].

Figure 10-17 Enter Amount Prompt

Amount

Enter amount.

6. 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 10-18 Paid In Receipt

Code: TcTransRC-3
Change from Paid Qut

'\

Trapsaction Ref #:T1131GK1131111H4AFYER

Paid In 2mount: 726

x

Employes's Signature

Note:

Note the reference to the original paid out transaction number

shown in this example. This information associates the original paid
out transaction with the current paid in transaction for accounting
purposes.

Paid Out Transaction

1. From the Till Menu, select Till Options.

2. From the Till Options menu, select the Paid Out option.

Figure 10-19 Till Menu - Paid Out Option

Till Options -"1

Main Menu » Till » Till Options

7

Change Float
Foreign Currency Maint.
NoSale

Paid In

Post Void

Tender Exchange

“-
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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. Select a reason for this Paid Out transaction and press [Enter] for OK.

Figure 10-20 List of Paid Out Reasons

Paid Out

Select a reason for performing a paid out.

Contractor Services
Store Incentives
Postage

Delivery

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].

Figure 10-21 Enter Amount Prompt

Amount

Enter amount.

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 10-22 Paid Out Receipt Sample

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.

Figure 10-23 Post Void - Extended Transaction Prompt

The selected transaction is an extended
transaction.

Would you like to continue?

Although the system checks for such conditions when a post 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 type cannot be post voided. Press [Enter] for OK to acknowledge the
message and the system returns to the Till menu.
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Figure 10-24 Post Void - Transaction Type Not Supported

Transaction type not supported for selected function.

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 Till menu.

1. At the Till menu, select Till Options.
2. From the Till Options menu, select the Post Void option.

Figure 10-25 Till Options Menu - Post Void Option

1 Change Float

2 Foreign Currency Maint.
3 NoSale

4 Paid In

5 Paid Out

6 Post Void

7 Tender Exchange

“-

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.

In an only networked cash drawer environment you are required to
scan the cash drawer barcode to link it to the transaction before the
drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

3. At the Post Void prompt, scan or enter the transaction information and select
Process to continue.
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Figure 10-26 Post Void Prompt

Post Void
Scan a document barcode orenter search criteria.

Trans Barcode

Or

Orig Ticket ID r

Orig Trans Date "

origStore 1D ”

Orig Register ID

Orig Trans Amount "

- “ -

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.

5. The system prompts for the reason you are performing the post void. Select a
reason from the list and press [Enter] for OK.

Figure 10-27 Post Void Reasons

Reason Code
Select a reason code from the list.

Reasons

Cashier Error

Supervisors Discretion

Customer Satisfaction

- -

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 10-28 Post Void Receipt

DEFAULT SYSTEM USER
VOID TRANSACTION
Code:MER_DISCRETION

Manager's Discretion

Item Oty Drice
Navy Dress Leather Loafers
1004

Cash 108.00

Change
Cash 0.08)

COriginal Tran ID:10

Original Cashier ID:1

Original Register ID:1
**VOID

**VOID**VOID™**

Register Accountability Mode Functions

Cash Pickup

This section describes the register accountability functions.

Cash Pickup moves cash from the till to the store bank. It is a cash drawer feature that
allows an operator to take cash from a till so that the amount does not exceed a
specified threshold amount. Each tender type that is physically in the till can be picked
up, for example, cash, foreign currencies, or coupons. The register shows a prompt, if
the cash in the till is over the set maximum amount. See Cash Pickup using a Safe Bag
if using a safe bag to collect the cash.

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 Till menu, select the Till Maintenance option.
2. From the Till Maintenance menu (Figure 10-4), select the Cash Pickup option.

3. If your store is configured for foreign cash currency tenders to be given as change,
select the type of tender from the list.
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Figure 10-29 Cash Pickup Currency List

Cash Pickup
Select currency to pickup.

Cash

Australian Cash

Canada Cash

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.

Note: In an only networked cash drawer environment you are
required to scan the cash drawer barcode to link it to the transaction
before the drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

5. You are prompted to enter the amount of the pickup. Enter the amount and press
[Enter].

Figure 10-30 Cash Pickup Amount

Cash Pickup
Canada Cas:h: Enter the aimount to pick up from the current
till.

6. A receipt prints for the Cash Pickup. Oracle Retail Xstore Point-of-Service returns
to the Main Menu.

Cash Transfer

Cash Transfer moves cash from the store bank to a till. See Cash Transfer Process using
a Safe Bag if using a safe bag to collect the cash.

To perform a Cash Transfer, do the following steps:
1. From the Till menu, select the Till Maintenance option.

2. From the Till Maintenance menu (Figure 10—4), select the Cash Transfer option.
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Till Audit

Note: If the register has more than one cash drawer, you may be
prompted to select the till to be used for this process.

In an only networked cash drawer environment you are required to
scan the cash drawer barcode to link it to the transaction before the
drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

3. If your store is configured for foreign cash currency tenders to be given as change,
select the type of tender from the list.

Figure 10-31 Cash Transfer Currency List

Cash Transfer
Select cumency to transfer.

Currency

Cash

Australian Cash

Canada Cash

4. You are prompted to enter the amount of the Cash Transfer. Enter the amount,
then press [Enter].

Figure 10-32 Cash Transfer Amount Prompt

Cash Transfer
Canada Cash: Enter the amount that you would like to

transfer to this till.

5. A receipt prints for the Cash Transfer and Oracle Retail Xstore Point-of-Service
returns to the Main Menu.

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.
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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 Till menu, select the Till Maintenance option.

2. From the Till Maintenance menu (Figure 10—4), 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.

In an only networked cash drawer environment you are required to
scan the cash drawer barcode to link it to the transaction before the
drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

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.

Figure 10-33 Audit Count - Count Summary Screen

Count Summary

0 (©) ] HH Cashier ID: 100 Till Name: Till 12 Balance Summary OveriShort
c === =

Credit Card $0.00 $0.00 $0.00

Issue Store Credit $0.00 $0.00 $0.00

Miscellaneous $0.00 $0.00 $0.00

Store Credit $0.00 $0.00 $0.00

US Traveler Check $0.00 $0.00 $0.00

Gift Card $0.00 $0.00 $0.00

Cash $0.00 $336.53 ($336.53)

Sweden Cash $0.00 $0.00 $0.00

Mexico Cash $0.00 $0.00 $0.00

British Pound £0.00 £0.00 £0.00

Australian Cash $0.00 $0.00 $0.00

Brazilian Cash $0.00 $0.00 $0.00

Canada Cash $0.00 $0.00 $0.00

Euro Cash €0.00 €0.00 €0.00

Gift Certificate $0.00 $0.00 $0.00

Count Summary Mall Certificate $0.00 $0.00 $0.00
Select a tender to count or select an option House Account $0.00 $0.00 $0.00
Femitnelosny; Check $0.00 $0.00 $0.00
Group Master Cou... $0.00 $0.00 $0.00

Count Counting
Selected Complete

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 - Standard.

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. Check the Over/Short column to see if your
till is now balanced with the system values for each tender type.
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Figure 10-34 Count Summary Screen - Audit Complete

Count Summary

Cashier ID: 100 Till Name: Till 12 Balance Summary Over/Short
Credit Card $0.00 $0.00 $0.00
Issue Store Credit $0.00 $0.00 $0.00
Miscellaneous $0.00 $0.00 $0.00
Store Credit $0.00 $0.00 $0.00
US Traveler Check $0.00 $0.00 $0.00
Gift Card $0.00 $0.00 $0.00
Cash $336.53 $336.53 $0.00
Sweden Cash $0.00 $0.00 $0.00
Mexico Cash $0.00 $0.00 $0.00
British Pound £0.00 £0.00 £0.00
Australian Cash $0.00 $0.00 $0.00
Brazilian Cash $0.00 $0.00 $0.00
Canada Cash $0.00 $0.00 $0.00
Euro Cash €0.00 €0.00 €0.00
Gift Certificate $0.00 $0.00 $0.00
Count Summary Mall Certificate $0.00 $0.00 $0.00
Select a tender to count or select an option House Account $0.00 $0.00 $0.00
fremitilmsny; Check $0.00 $0.00 $0.00
Group Master Cou... $0.00 $0.00 $0.00

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.

Figure 10-35 Till Audit Receipt (selection only)

Exchange Rate
Poreign Amownt

Cenwertad Amount
A R oA i A ke b, | R,

9. Close the cash drawer. The system returns to the Till Options menu.

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 Main Menu, select Till to display the Tills menu.
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2. Select Till Maintenance from the Till menu.

3. At the Till Maintenance menu (Figure 10—4), 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.

In an only networked cash drawer environment you are required to
scan the cash drawer barcode to link it to the transaction before the
drawer pops.

In a mixed network/local cash drawer environment, select whether to
use a network cash drawer.

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.

Figure 10-36 Count Summary Screen - Mid-day Count

Count Summary

0 (©) ] HH Cashier ID: 100 Till Name: Till 12 Balance Summary OveriShort
c === =

Credit Card $0.00 $0.00 $0.00

Issue Store Credit $0.00 $0.00 $0.00

Miscellaneous $0.00 $0.00 $0.00

Store Credit $0.00 $0.00 $0.00

US Traveler Check $0.00 $0.00 $0.00

Gift Card $0.00 $0.00 $0.00

Cash $0.00 $336.53 ($336.53)

Sweden Cash $0.00 $0.00 $0.00

Mexico Cash $0.00 $0.00 $0.00

British Pound £0.00 £0.00 £0.00

Australian Cash $0.00 $0.00 $0.00

Brazilian Cash $0.00 $0.00 $0.00

Canada Cash $0.00 $0.00 $0.00

Euro Cash €0.00 €0.00 €0.00

Gift Certificate $0.00 $0.00 $0.00

Count Summary Mall Certificate $0.00 $0.00 $0.00
Select a tender to count or select an option House Account $0.00 $0.00 $0.00
Femitnelosny; Check $0.00 $0.00 $0.00
Group Master Cou... $0.00 $0.00 $0.00

Count Counting
Selected Complete

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 - Standard.

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.
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Tip: You may select Prior Group to return to the previous tender
group in the list.

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.

Figure 10-37 Mid-day Count Summary Screen - Done Counting

Count Summary

Cashier ID: 100 Till Name: Till 12 Balance Summary Over/Short
Credit Card $0.00 $0.00 $0.00
Issue Store Credit $0.00 $0.00 $0.00
Miscellaneous $0.00 $0.00 $0.00
Store Credit $0.00 $0.00 $0.00
US Traveler Check $0.00 $0.00 $0.00
Gift Card $0.00 $0.00 $0.00
Cash $0.00 $336.53 ($336.53)
Sweden Cash $0.00 $0.00 $0.00
Mexico Cash $0.00 $0.00 $0.00
British Pound £0.00 £0.00 £0.00
Australian Cash $0.00 $0.00 $0.00
Brazilian Cash $0.00 $0.00 $0.00
Canada Gash $0.00 $0.00 $0.00
Euro Cash €0.00 €0.00 €0.00
Gift Certificate $0.00 $0.00 $0.00
Count Summary Mall Certificate $0.00 $0.00 $0.00
Select a tender to count or select an option House Account $0.00 $0.00 $0.00
520 (i G, Check $0.00 $0.00 $0.00
Group Master Cou... $0.00 $0.00 $0.00

Count Counting
Selected Complete

Note: The difference between the Declared Amount (your count)
and the System Amount is the amount remaining in the till.

8. The system prints a receipt for the Mid-day deposit.
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Figure 10-38 Mid-Day Deposit Receipt

Total Declared Amsunt

Local Currency

Till Openiog Amowmt
Total Cash Amount
Total Cash Degosit
Cash Remained In Till

Total Cash Pickup 250.00
Ariban Ouilder
Bxchange Rate
Foreign Amount

Comverted Amcunt

Conadian Cash

Euchange Rate 1.8
B = T N UL, &

9. Close the cash drawer. The system returns to the Main Menu.

Store Bank Maintenance

The following processes

= Opening the Store Bank

= Auditing the Store Bank

= Reconciling the Store Bank

s Preparing the Bank Deposit

= Store Bank Cash Deposit

= Attaching a Cash Drawer Till

Opening 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 Till menu, select the Store Bank Maintenance option.
2. From the Store Bank Maintenance menu, select the Open Store Bank option.

3. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

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 - Standard.

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.
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7. When all denomination quantities have been entered, select the Done Counting
option

= 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].

— Select No to reject the discrepancy and return to the denomination counts.

= 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 Till Menu, select the Store Bank Maintenance option,

2. From the Store Bank Maintenance menu, select the Store Bank Audit option.

Figure 10-39 Till Menu - Store Bank Audit Option

Store Bank Maintenance "1
Main Menu p Till » Store Bank Maintenance -

3  BankDeposit

6  Store Bank Audit

7 Store Bank Cash Deposit

Till Management 10-27



Register Accountability Mode Functions

Tip: You can also type the number associated with the menu option
to access the function.

At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

Note: Depending upon the configuration of your system, the
over/short amounts as shown above may not be displayed.

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 - Standard.

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.

Reconciling 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.
2.
3.

From the Till menu, select the Store Bank Maintenance option.
From the Store Bank Maintenance menu, select the Reconcile Store Bank option.

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 Till 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.
2.

From the Till Menu, select the Store Bank Maintenance option.

From the Store Bank Maintenance menu select, the Bank Deposit option.
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Figure 10-40 Store Bank Maintenance Menu - Bank Deposit Option

Store Bank Maintenance

Main Menu b Till » Store Bank Maintenance

3 Bank Deposit

6  Store Bank Audit

7 Store Bank Cash Deposit

Note: 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.

4. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected button.

Figure 10-41 Bank Deposit Count Screen

Balance Summary OveriShart

British Pound £0.00 £0.00 £0.00

Brazilian Cash 30.00 $0.00 $0.00
Cash 50.00 5276.00 (5276.00)
Australian Cash s0.00 5200.00 (5200.00)
Sweden Cash 50.00 50.00 50.00
Canada Cash s0.00 $200.00 (5200.00)
Mexico Cash 50.00 50.00 50.00
Euro Cash €0.00 .00 €0.00
Check 50.00 50.00 50.00
Miscellaneous s0.00 $0.00 s0.00
Burmudan Dollar s0.00 50.00 50.00
US Traveler Check s0.00 $0.00 s0.00
YEN CURRENCY v 0 w0

Count Summary
Select a tender to count or select an option from the menu.

Count Selected | Couting
Complate

S BankDipositCount  John Seith

raoszo 1naran <

Note: Depending upon the configuration of your system, the
over/short amounts as shown above may not be displayed.
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10-30

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 - Standard.

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.

Select the Done Counting option when you have finished counting.

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.

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.

Figure 10-42 Bank Deposit Receipt - Detail

Figure 10-43 Bank Deposit Receipt - Summary

Date: 2/24/05

Currency

0.00

0.00

0.00

Canadian Travelsr Check 0.00

0.00

Eurc Cash 0.00
1

Check

Total Deposit Amount 411.34
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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 Till menu, select the Store Bank Maintenance option.

2. From the Store Bank Maintenance menu, select the Store Bank Cash Deposit
option.

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].

Figure 10-44 Store Bank Cash Deposit List

Store Bank Cash Deposit

Australian Canhy

Canada Cash

4. The system prompts for the cash amount you are depositing into the store bank.
Enter the amount, then press [Enter].

Figure 10-45 Store Bank Cash Deposit Amount Prompt

Store Bank Cash Deposit

Cash: Enter the amount that you would like to deposit into the
store bank.

5. Oracle Retail Xstore Point-of-Service prints a receipt for the deposit and returns to
the Store Bank Maintenance menu.
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Figure 10-46 Store Bank Cash Deposit Receipt

Begiscer: 1

I
pre——"

Attaching a Cash Drawer Till

Use this procedure to attach a till into the networked cash drawers in order to track
money in the cash drawer.

1. From the Till menu, select the Till Maintenance option and press [Enter] for OK.

2. From the Till Maintenance menu, select the Attach Cash Drawer Till option and
press [Enter] for OK.

3. The system displays a list of tills available to be attached.

Figure 10-47 Select Cash Drawer Till to Attach

Cash Drawer Accountability
Select cash drawer till to attach.

TILL12 8STMV Racki1

- ‘

Select a till from the list and press [Enter] for OK.

4. Scan the cash drawer. The cash drawer ID is verified to determine it is in the
correct state.

If the scanned drawer is not in the correct state, an error message is displayed.
"Cash drawer is currently unavailable." Press [Enter] for OK.
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If the scanned cash drawer barcode does not match to the selected cash drawer, an
error message is displayed "The scanned cash drawer does not match the selected
cash drawer." Press [Enter] for OK.

Confirm you want to attach the till to the cash drawer: "Are you sure you want to
attach till to cash drawer <cash drawer id and name>?" Select [Yes] on this
prompt, to continue.

The cash drawer is opened and the till is attached to the cash drawer.

A confirmation message is displayed: "Till <insert till name> has been attached to
cash drawer <Cash Drawer ID and name>."

Press [Enter] for OK and close the drawer. You are returned to the Xstore Home
screen.

Repeat this procedure for further cash drawers.

Removing a Cash Drawer Till

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. The ability to combine the
cash drawer close and reconcile processes together is configurable.

To remove a till from a networked enabled cash drawer, do the following;:

1.
2.
3.

From the Till menu, select the Till Maintenance option.
From the Till Maintenance menu, select Remove Cash Drawer Till.

Oracle Retail Xstore Point-of-Service displays a list of tills attached to the cash
drawer.

Figure 10-48 Select Cash Drawer Till to Remove

Cash Drawer Accountability
Select cash drawer till to remove.

4.

TILL12 8STMV Racki1

Select the till you are removing, then press [Enter] for OK.

Scan the cash drawer. The cash drawer ID is verified to determine it is in the
correct state.
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If the scanned drawer is not in the correct state, an error message is displayed.
"Cash drawer is currently unavailable." Press [Enter] for OK.

If the scanned cash drawer barcode doesn't match to the selected cash drawer, an
error message is displayed "The scanned cash drawer does not match the selected
cash drawer." Press [Enter] for OK.

5. Confirm you want to remove the till from the cash drawer: "Are you sure you
want to remove till from cash drawer <cash drawer id and name>?" Select [Yes] on
this prompt, to continue.

The cash drawer is opened and the till is removed from the cash drawer.

A confirmation message is displayed: "Till <insert till name> has been removed
from cash drawer <Cash Drawer ID and name>."

Press [Enter] for OK and close the drawer. You are returned to the Xstore Home
screen.

6. Repeat this procedure for further cash drawers.

Reconciling a Networked Cash Drawer Till

This procedure allows a you to reconcile the transactions associated to a cash drawer.
It does not reconcile the register. You need to close the cash drawer first (at any time)
and then reconcile the cash drawer (at any time). The cash drawer does not have to be
closed before the End of Day Process. This is particularly applicable for 24/7 trading to
minimize downtime.

1. From the Till menu, select the Till Maintenance option.

2. From the Till Maintenance menu, select the Reconcile Cash Drawer option.

Figure 10-49 Till Maintenance - Reconcile Cash Drawer

Till Maintenance 25
Main Menu * Till » Till Maintenance -

8 Mid-day Deposit
9 Reconcile Cash Drawer

A Reconcile Register

C Remove Cash Drawer Till

The ability to combine the Cash Drawer Close and Reconciliation Processes is
configurable (for register accountability in a normal store environment). Therefore,
if configured, the reconciliation process would begin directly after the Cash
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Drawer Close flow. In 24/7 trading the cash drawer and reconciliation processes is
separate.

3. Any register's back office can be used to reconcile networked cash drawers.

The Networked Cash Drawer Reconciliation button is always available. If you
attempt to access it and no cash drawers are available to reconcile, an error
message "All closed cash drawers have been reconciled." is displayed.

4. Select the cash drawer to reconcile from a list of cash drawers available to
reconcile.

Figure 10-50 Cash Drawer Selection

Closed Cash Drawer Summary
Select a drawer to reconcile.

—

8CBWE 0032 12/5/17 1:09 PM-1:52 PM
IP drawer1

9NBKA 0033 12/5/17 1:09 PM-1:58 PM
IP Drawer2

Once a cash drawer has been reconciled, it is no longer displayed on the list of
available cash drawers to reconcile.

The cash drawers do not have to be reconciled in a specific order. The cash
drawers' name, description and Session ID are listed.

5. Select the Cash Drawer and press the Select OK button.

The system prompts you with the question: "Do you want to reconcile the
following cash drawer? <Insert Cash Drawer Device Name>".
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Figure 10-51 Confirm Cash Drawer Reconciliation

Cash Drawer Reconcile

Do you want to reconcile the following cash drawer?

Cash Drawer 8C8WE - IP drawer1
Session 0032 12/5/17 1:09 PM - 1:52 PM

- -

Select [Yes] on this prompt, to continue.

6. The existing Xstore reconcile flow is followed for the limited tenders accepted on
the networked cash drawer. Any transaction from any register completed on the
cash drawer and has the selected networked cash drawer's ID saved with the
transaction should be reconciled at this time.

The cash drawer has been reconciled and the user is returned to the Xstore Home
screen.

Till Accountability Mode Only Functions

This section describes the till accountability functions.

Issue a Till (Till Accountability Mode Only)

Note: Prerequisites: No tills can be issued until the store bank is
open. See Safe Bags for more information.

1. From the Till 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 10-52 Till Maintenance Menu - Issue/Return Till Option

7 Mid-day Deponit

5 Reconcile TH

The system displays the Till Details screen, showing the current status of the tills.

3.

Figure 10-53 Till Details Screen

Till Details

The details of each till are shown. Select an option from the menu below.

Issue il Return Til

About this screen:

A red X (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 (~ ) 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.

Select the Issue Till button. The system displays a list of available tills. Select a till
from the list and press [Enter] for OK.
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Figure 10-54 Available Till List

Till Accountability

Select an available till te be issued.

Tl Hame
TestTil1
TestTil3

TestTila

LLLLL
vavava

LLLLL

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.

Figure 10-55 Employee Lookup Prompt

Employee ID |

Last Name

First Name

-“

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.

Figure 10-56 Employee Selection List
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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].

Figure 10-57 Starting Cash Prompt

Till Accountability
[100.00]
Enter total starting Australian Cash amount.

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.

The system displays a message confirming that the till is now issued to a specific
employee.

Figure 10-58 Issued Till Confirmation

Till Accountability

Till TILL3 has been issued to John Smith.

8. Press [Enter] for OK to close the confirmation prompt. A receipt is also printed for
your records.

Figure 10-59 Till Assigned Receipt

Ticket: 500683 Date: 6/25/XX
Store: 301 Register: 1
Cashier: 100

Issued Till ID: Till2
Cashier ID: 100
Starting Amount: 350.00

Employee's Signature

x

Manager's Signature

X
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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.

Figure 10-60 Till Details - Issued Till

Till Details.

The details of each till are shown. Select an option from the menu below.

Back Help. Issue Tl Return Till i

About this screen:

= A green check mark (+ ) in the Issued column indicates that the till has been
issued to the employee.

s Ared X (%) in the Attached column indicates that the till has not yet been
attached to a cash drawer and register.

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 Other Till (Till Accountability Mode Only)

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 Till menu, select the Till Maintenance option and press [Enter] for OK.
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From the Till Maintenance menu, select the Attach Other Till option and press
[Enter] for OK.

The system displays a list of tills available to be attached. Select a till from the list
and press [Enter] for OK.

If your system is configured to allow two (2) tills on the register and both cash
drawers are still 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.

Perform the Begin Count on the till.
See To Perform a Begin Count for the Begin Count procedure.

At the confirmation prompt, select OK.

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.

From the Till Maintenance menu, select Remove Till or Remove Other Till option,
then press [Enter] for OK.

s If you selected Remove Other Till, continue with step 3.

s 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.

The system prompts whether to remove the till from the register.
mn  Press[Y] or select Yes to remove the till.

m  Press [N] or select No to keep the till attached to the register and return to the
Manage Tills menu.

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.
2.

From the Till menu, select the Till Maintenance option, then press [Enter].

From the Till Maintenance menu, select the End Count Other Till option, then
press [Enter] for OK.

The system prompts you to select the till that is being end counted. Select the till,
then press [Enter] for OK.

Continue the end count process as with a normal closing count.

See Closing the Register for a description of the closing count procedure.
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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>
The till must be removed

See End Count Other Till (Till Accountability Mode Only) and Remove a Till (Till
Accountability Mode Only).

From the Till Menu, select the Till Maintenance option and press [Enter] for OK.

From the Till Maintenance menu, select the Issue/Return Till option and press
[Enter] for OK.

Figure 10-61 Till Maintenance - Issue/Return Till

Till Maintenance

Main Marw » Till > TH Maintenance

7 Mid-day Depoun

5 Reconcils Ta a|

The system displays the Till Details screen, showing the current status of the tills.
Select the Return Till menu option.

About this screen:

s Count Status: A Count Status of ENDCOUNT indicates that the till has been
end counted by the associate.

»  Attached: A red x (x)in the Attached column indicates that the till has been
removed from the register.

s Issued: A green check mark (~ ) in the Issued column indicates that the till has
not yet been returned to the manager.

The system displays a list of tills that can be returned. Select the till from the list
and press [Enter] for OK.

Oracle Retail Xstore Point-of-Service displays a message confirming that the till
has been returned. Press [Enter] for OK to acknowledge the message.

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.

About this screen

10-42 Oracle® Retail Xstore Point-of-Service Manager's Guide



Till Accountability Mode Only Functions

A red xin the Issued column indicates that the till is Returned. The till can now be
reconciled.

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.

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).

1.
2.

From the Till menu, select the Till Maintenance option and press [Enter] for OK.

From the Till Maintenance menu, select the Reconcile Till option and press [Enter]
for OK.

Select a till to reconcile from the list of tills and press [Enter] for OK.

At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

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.

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 - Standard.

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.
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Figure 10-62 Reconcile Receipt

Note: Deposits from the reconciled till are made to the store bank
(safe).

Safe Bags

A Safe Bag can be used during the cash process between the Store Bank and POS or
Bank. Every Safe Bag has a unique number and can be used in the Pickup, Add Float
and Store Bank process. In the Pick Up process the Safe Bag will be filled with money
and closed. In the Store Bank processes a list of Safe Bag ID's with amount should be
displayed. Every Safe Bag in the Store Bank can be used in the Add Float process or in
the Bank Deposit process.

= Store Bank Opening with Safe Bag (Till Accountability Mode Only)

= Adding a Safe Bag

= Adjusting a Safe Bag

= Store Bank Auditing with a Safe Bag

= Reconciling the Store Bank with a Safe Bag (Till Accountability Mode Only)
»  Preparing the Bank Deposit using a Safe Bag

= Store Bank Cash Deposit using a Safe Bag

»  Cash Transfer Process using a Safe Bag

»  Cash Pickup using a Safe Bag

= Safe Bag Verification

Store Bank Opening with Safe Bag (Till Accountability Mode Only)

Note: This function may be part of the store open process.

To open the store bank, do the following:
1. From the Till menu, select the Store Bank Maintenance option.

2. From the Store Bank Maintenance menu, select the Open Store Bank option.
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3. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option.

4. If Safe Bag functionality is activated, the system displays a list of Safe Bags that are
in the store bank at the prior store bank close. This list of Safe Bags cannot be
changed, added or adjusted here.

Figure 10-63 Store Bank Open with Safe Bag

Safe Bag Count
Ceshier ID: 100 Till Neme: Stare Bark

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.

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. When all denomination quantities have been entered, select the Done Counting
option.

= 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.

- Select No to reject the discrepancy and return to the denomination counts.

= 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.

9. 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.

Adding a Safe Bag
To add money from the bank into a Safe Bag:

1. From the Till menu (Figure 10-3), select the Store Bank Maintenance option.

2. From the Store Bank Maintenance menu, select the Add to Safe Bag in Bank
option. The configured tender types are displayed.
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Figure 10-64 Add Safe Bag Details

3. Scan or manually enter the Safe Bag ID. The system verifies the Safe Bag ID. See
Safe Bag Verification for more information.

4. Enter the amount.

Figure 10-65 Add Safe Bag Amount Screen

Balance Summary Over/Short

5. Select Yes to confirm the amount.

Figure 10-66 Confirm Safe Bag Amount Prompt

Add Safe Bag

Please confirm your entry.
Tender: Cash
Safe Bag ID: 1234
Amount: $1,000.00

Do you want to continue?

6. If prompted, (dependent on function such as during reconcile), select a reason
from the list and select OK.
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Figure 10-67 Safe Bag Reason List

The Safe Bag ID is added to the list and the amount to the sum of the Safe Bags
amount. Repeat to add more Safe Bags.

Adjusting a Safe Bag

To adjust a Safe Bag in the safe so you can open a safe bag and the money will be
transferred from "Money in safe bag" to "Money outside a safe bag" in the safe.

1. From the Till menu (Figure 10-2), select the Store Bank Maintenance option.

2. From the Store Bank Maintenance menu, select the Adjust Safe Bag in Bank
option. The configured tender types and safe bags in the store bank are shown.

Figure 10-68 Adjust Safe Bag

Adjust Safe Bag

Sean Safe Bag or select Safe Bag from the fist

3. Scan the safe bag or select a safe bag from the list. The system verifies the Safe Bag
ID. See Safe Bag Verification for more information.

4. Select Adjust Safe Bag.
5. Review the safe bag information.

6. Select OK to confirm the amount.

Store Bank Auditing with a Safe Bag

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.
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Note: An audit does not change the expected amount in the store
bank.

1. From the Till Menu, select the Store Bank Maintenance option.

2. From the Store Bank Maintenance menu, select the Store Bank Audit option. See
Figure 10-39.

3. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected option to start the store bank audit process.

Note: Depending upon the configuration of your system, the
over/short amounts as shown above may not be displayed.

4. If Safe Bag functionality is activated the system displays a list of Safe Bags that are
in the store bank at the prior store bank close.

Figure 10-69 Store Bank Audit with Safe Bag

Store Bank Audit

Select Safe BagID for Cash.

If the Safe Bag is not in the store bank, you can remove the Safe Bag from the list
by selecting the Adjust Safe Bag button. See Adjusting a Safe Bag for more
information.

To add Safe Bags to the list see Adding a Safe Bag for more information. To add
money outside a Safe Bag select the No Safe Bag button.

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 - Standard.

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. 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.

Reconciling the Store Bank with a Safe Bag (Till Accountability Mode Only)
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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.
2.
3.

From the Till menu, select the Store Bank Maintenance option.
From the Store Bank Maintenance menu, select the Reconcile Store Bank option.

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.

If Safe Bag functionality is activated the system displays a list of Safe Bags that are
in the store bank at the prior store bank close.

Figure 10-70 Store Bank Reconcile with Store Bank

Safe Bag Count
Cashier ID: 100 Til Nomo: Store Bank

Store Bank Reconcile

Select Safe Bag ID for Cash.

If the Safe Bag is not in the store bank, you can remove the Safe Bag from the list
by selecting the Adjust Safe Bag button. See Adjusting a Safe Bag for more
information.

To add Safe Bags to the list see Adding a Safe Bag for more information. To add
money outside a Safe Bag select the No Safe Bag button.

When you have counted all the tenders in the store bank, select the Done
Counting option to complete the reconciliation and return to the Till 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 using a Safe Bag

1.
2.

From the Till Menu, select the Store Bank Maintenance option.

From the Store Bank Maintenance menu select, the Bank Deposit option.
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Figure 10-71 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
OK.

4. At the Count Summary screen, select the tender type you want to count and then
select the Count Selected button.

Note: Depending upon the configuration of your system, the
over/short amounts as shown above may not be displayed.

5. If Safe Bag functionality is activated the system displays a list of Safe Bags that are
in the store bank at the prior store bank close.

Figure 10-72 Safe Bag ID Prompt

Enter Safe Bag ID

Select Safe Bag ID for Cash,

To select all Safe Bags, use the Select/Deselect All button. The selected Safe Bags
are used for the Bank Deposit process. Safe Bags that are not selected remain in the
Store Bank.

To add money outside a Safe Bag select the No Safe Bag button.

6. 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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10.

perform. For examples of count screens, see Tender Count Screen Xstore Base
Examples - Standard.

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.

Select the Done Counting option when you have finished counting.

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.

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.

Store Bank Cash Deposit using a Safe Bag

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.
2.

From the Till menu, select the Store Bank Maintenance option.

From the Store Bank Maintenance menu, select the Store Bank Cash Deposit
option

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].

Figure 10-73 Store Bank Cash Deposit List

Store Bank Cash Deposit

Australian Casty

Canada Cash

At the Count Summary screen, select the tender type you want to count and then
select the Count Selected button.

If the Safe Bag is activated select the Add Safe Bag button.

Scan or manually enter the Safe Bag ID. The system verifies the Safe Bag ID. See
Safe Bag Verification for more information.
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7. Enter the amount and select OK to confirm the amount.

8. Oracle Retail Xstore Point-of-Service prints a receipt for the deposit and returns to
the Store Bank Maintenance menu.

Cash Transfer Process using a Safe Bag

You can scan or manually enter a unique identification number for a safe bag during
the Cash Transfer process, if configured. This function allows you to monitor the safe
bag ID and the amount transferred to a till.

To transfer cash from the store bank to the till and enter a safe bag ID, follow the steps
below:

If the cash in the till is under the set minimum amount, a message is shown.
1. Select a currency from the list and press OK.
2. Select Cash Transfer. You are prompted to scan or manually enter the safe bag ID.

3. Scan, or enter the safe bag ID and press OK. The system verifies the Safe Bag ID.
See Safe Bag Verification for more information.

Note: The Safe Bag ID process is disabled by default. The Safe bag ID
must be greater or equal to 1.

4. Enter the cash transfer amount and select OK to confirm the amount. The system
updates the cash transfer amount to the new value of the till and a receipt is
printed.

Note: You can transfer cash multiple times per day. Every time the
till is running low on some denominations, the till can be refilled
using this function.

Cash Pickup using a Safe Bag

You can scan or manually enter a unique identification number for a safe bag during
the Cash Pickup process, if configured. This function allows you to monitor the safe
bag ID and the amount transferred from the till to the safe.

To pick up cash from the till and enter a safe bag ID, follow the steps below:

1. You are prompted to select the corresponding currency. Select for example, USD
and press OK.

2. Select Cash Pickup. You are prompted to scan or manually enter the safe bag ID.

3. Scan, or enter the safe bag ID and press OK. The system verifies the Safe Bag ID.
See Safe Bag Verification for more information.
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Note: The Safe Bag ID process is disabled by default. The Safe Bag
ID must be greater or equal to 1.

Safe Bag

Safe Bag ID must be greater than or equal to 1.

4. You are prompted for the cash pickup amount. Enter the cash pickup amount and
select OK to confirm the amount.

5. The till (cash drawer) opens, remove the appropriate amount. The entered amount
is transferred from the till to the safe and the system prints a receipt of the cash
transfer.

Note: You can perform Cask Pickups multiple times per day. Every
time the cash in the till exceeds a specific threshold amount, the
amount can be reduced using this functionality.

Safe Bag Verification

When scanning or manually entering the safe bag number, the system checks the ID.

= If the Safe Bag ID is an existing ID in the store bank, the following message is
displayed:

Figure 10-74 Existing Safe Bag Message

Safe Bag

Safe Bag ID already exists in system.

s If you select Enter without entering a safe bag number, the following message is
displayed:
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Figure 10-75 Safe Bag Mandatory Message

Safe Bag ID is mandatory.

» If an invalid safe bag number is entered, the following message is displayed:

Figure 10-76 Safe Bag ID Does Not Exist Message

Safe Bag ID does not exist in system.

The amount withdrawn is also verified. If the amount remaining would be below
zero, the following message is displayed:

Figure 10-77 Safe Bag Amount Validation

The Safe Bag amount you entered will take the amount
of cash in the store bank below zero. This is not
allowed.

Please change the Safe Bag amount.
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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 Report
»  Flash Sales By Hour Report

= Flash Sales By Employee Report

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 Reporting 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, and so on.

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

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, tax free invoices 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 Reporting menu and press [Enter].

Figure 12-1 Back Office Main Menu - Journal Option

Reporting --1

Main Menu b Reporting

5  Employes Reports 3
6  FlashSales

7 Inventory Reports

9 Layaway Reports

A Price Change Report
B Sales Reporis
C  SavedReports

D  Special Orders Report =

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

Journal "1
Main Menu ) Reporting b Journal -

1 Electronic Journal

2 Journal Report

n-

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
Reportfor more information.

Viewing the Electronic Journal
1. At the Journal menu, select the Electronic Journal option and press [Enter].

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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Figure 12-3 Transaction Search Form

Transaction Search
Enter search criteria or scan the receipt barcode

Register # Start 1 End| 1

Ticket # Start End

Date/Time Start Date 101242017 End Date  10/25/2017
Start Time  12:00:00 AM EndTime 11:59:50 PM

Cashier ID Start Range End Range

Customer #or Last Name

Trans. Type <Al

Tender <Al

Credit Card #

n -

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, and so on.

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, and so
on.

Credit Card # - Enter the credit card number used for a transaction.

Oracle Retail Xstore Point of Service displays the Electronic Journal screen.
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Figure 12-4 Electronic Journal Screen

Electronic Journal

Start Date: 10/124/2017 i Trans. Type: <Al> Customer:
End Date: 10/25/2017 5 H Tender: <Al>

Retail Sale Date: 10/25/2017 Time: 11:50:47 AM
Register: 1 Cashier: 100 Ticket: 119
Customer: Vanessa Clark
Total Sale: Status Cancel
Retail Sale Date: 10/25/2017 Time: 11:43:50 AM
Register: 1 Cashier: 100 Ticket: 118
Customer: Vanessa Clark
Total Sale: $0.94 Status Complete
Retail Sale Date: 10/25/2017 Time: 11:06:08 AM
Register: 1 Cashier: 100 Ticket: 117
Customer: Vanessa Clark
Total Sale: $8.95 Status Complete
Retail Sale Date: 10/25/2017 Time: 11:02:38 AM
Register: 1 Cashier: 100 Ticket: 116
Customer: Greyly Campbell
Total Sale: $263.53 Status Complete
Retail Sale Date: 10/25/2017 Time: 10:55:56 AM
Register: 1 Cashier: 100 Ticket: 115
Customer:
Total Sale: Status Complete
Retail Sale Date: 10/25/2017 Time: 10:53:45 AM
Register: 1 Cashier: 100 Ticket: 113
Customer:
Total Sale: Status Complete
Inventory Control Date: 10/25/2017 Time: 04:16:27 PM
Register: 1 Cashier: 100 Ticket: 111

Customer:
Ttal Sala: Sbabim Pomniabe

“ View Detail Reprint Receipt | Gift Receipt Rebate Receipt Post Void

The following options are available at this screen:

- Invoice Functions - Select this option to issue or reprint a tax free invoice.
Refer to Issuing a Tax Free Invoice from the Electronic Journal and
Reprinting a Tax Free Invoice from the Electronic Journal for more
information.

- 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

Note: The detail information shown is specific to each transaction
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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Oracle Retail Xstore Point of Service displays the Electronic Journal transaction detail
screen for the selected record.

Figure 12-5 Electronic Journal Transaction Detail Screen - Sale Transaction Type

e [ Tickers. 1
RETAL SALE - 5.0

Cumtoemer Mame: Varesss Clack Begin Date/Time: 10312017 110600 AM Assocites: 111
Cumicamas 0 End DwiaiTima:  10TL2E0T 10:00:21 AM Totak F1t2Y
PP s prmit car sesive Rsss 1 a8
Special Qeder et Accon 0: 54401001 H0003
-4
[ C 1.
TR temer Cash $195
Subtotal £5.97
Feen 5298
Tax $0.00

Total
Sold ems: 0 Change Dus.

£8.95
$0.00
- m

The detail information for a RETAIL SALE transaction, (sale, return, send sale, special
order, layaway, order, and so on) includes the following data:

s Item Detail: Quantity, item ID, description, discounts, price, and the extended
price for each item

»  Tender Detail: Tender types and amount of each type

=  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.

The printed receipts are clearly identified as reprints.
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Printing a Gift Receipt

Figure 12-6 Reprint Receipt

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.

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.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.

2. Press [Enter] to continue. Oracle Retail Xstore Point of Service prints the gift
receipt(s) for the selected item(s).
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Figure 12-7 Gift Receipt

Iten Oty Prics
WINE TEXT DUSTER DRESS

W

Gift Receipt

The items that you issued a gift receipt for are now labeled with the Gift icon.

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 ltems for Gift Receipts

If prompted whether or not you want to group the gift receipt items, you have the
following options:

= 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 Items.

To Group Gift ltems

After selecting Yes at the Multiple Gift Receipts prompt, 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.

»  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.

— 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

s Select Add Grouping to create multiple grouped gift receipts, beginning with the
tirst group of gift items you selected.
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s 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.

= 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 Iltems

»  After selecting No at the Multiple Gift Receipts prompt, the system prompts
whether or not you want to print a separate gift receipt for each gift item. 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.

With the transaction record selected, select the Rebate Receipt option. Oracle Retail
Xstore Point of Service prints the rebate authorization receipt if an item is eligible for a
rebate.

Figure 12-8 Rebate Authorization Receipt

Post Voiding a Transaction

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.

Figure 12-9 Confirm Post Void Prompt

Post Void

Are you sure you want to post void the selected
transaction?

-

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].

Figure 12-10 Post Void Reasons

Reason Code
Select a reason code from the list.

Reasons

Cashier Error
Supervisors Dis cretion

Customer Satisfaction

- -

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].

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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Post Voiding a Transaction

Figure 12-11 Post Void Receipt

BLE DRESS W/SCALLOP NBIK

Change

cash 0.02}

Original Tran ID:4%

Original Cashier 1D

Original Register I0:1
**VOID*"VOID**VOID**

The journal record status is updated to Void.

Figure 12-12 Updated Record Status after Post Void

Electronic Journal

Trans. Type: <Al

End Date: 10/25/2017

Customer: Vanessa Clark ;I
Total Sale: Status Cancel
Retail Sale Date: 10/25/2017 Time: 03:48:25 PM
Register: 1 Cashier: 100 Ticket: 120
Customer: Vanessa Clark

Total Sale: Status Cancel
Retail Sale Date: 10/25/2017 Time: 11:50:47 AM
Register: 1 Cashier: 100 Ticket: 119
Customer: Vanessa Clark

Total Sale: Status Cancel
Retail Sale Date: 10/25/2017 Time: 11:43:50 AM
Register: 1 Cashier: 100 Ticket: 118
Customer: Vanessa Clark

Total Sale: $0.94 Status Void
Retail Sale Date: 10/25/2017 Time: 11:06:08 AM
Register: 1 Cashier: 100 Ticket: 117

Customer: Vanessa Clark
Total Sale: $8.95

Retail Sale Date: 10/25/2017 Time: 11
Register: 1 Cashier: 100 Ticket: 116
Customer: Greyly Campbell

Total Sale: $263.53 Status Complete
Retail Sale Date: 10/25/2017 Time: 10:55:56 AM
Register: 1 Cashier: 100 Ticket: 115
Customer:

Total Sale: Status Complete

Back View Detail Reprint Gift Receipt Rebate Receipt Post Void Register
Receipt
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Journal Report

Journal Report

Note: 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] to
acknowledge the message to return to the Electronic Journal screen.

Validation

Transaction type not supported for selected function.

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 you to respond.

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.

If you want to continue with the post void, select Yes to void the
transaction; otherwise, select No.

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
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Journal Report

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.

Figure 12-13 Journal Report

Journal Report

& inge: - 3 Register: ALL ASsociates: ALL
rans Type:  ALL Custoser ALL Transactions AL
te:84/01/2013

Trans Type: Relail Sale Register: 1

Total: 122.55 Cashier: 108 Transld: 57
Customer Forst, Jases Status: COMPLETE
Ttem Comm. Assoc: 161,161,101
Ites ID Description Qty Unit Price Ext Price
5008 Birkenstock Sheridan 1 99.99 89.99
7002 Ranch Snack 1 0.99 0.99
230203 Green L Tee Shirt 1 12.50 12.50
Tender
Tender Type Asount
Taxable Amount: 113.48
Neon Taxable Amount: 0.00
Sales Tax: 9.07
Total: 122.55
Tender Cash 122.55
e e L s st )
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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 orders.

After Order Broker is configured for your store, use the Order options to maintain the
order. A store can only see orders initiated in the store and orders downloaded to the
store for sourcing or pick up.

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 created 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 orders based on user-
selected criteria. This report includes details about the Order Broker order themselves
(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.

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.
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Order Status

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 13-1 Message Bar Showing Six New Orders

6 New Orders

Click/select the message bar to view the New Order Statistics window:

s Total New Orders - The total number of new orders based on the order line
statuses of Accepted, Polled, or Reserved. See Order and Item Status Values. The
following statistics are subsets of Total New Orders:

Figure 13-2 New Order Statistics

New Order Statistics .

Total New Orders. 1

hems Awaiting Pick 0

Average Order Age 1143 days Shrs
Oldest Order Age 1143 doys S hrs

Unfulfilable Orders 0

= Ship Orders - The number of orders waiting to be shipped from this store.
»s  Customer Pick Up Orders - The number of orders to be picked up in this store.
= Items Awaiting Pick - The number of items that must be set aside for the orders.

»  Average Order Age - The average age of the orders awaiting fulfillment, in days
and hours, or minutes.

s 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.

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 New - Indicates the item has been added to the order.
in the following status: New

Order, Polled, Accepted, or

In Transit.

Note: It is possible for an
open order to be under
review and unable to be
processed during this time.

Ready for Pick Up - All Polled - Indicates the source/fulfilling location got the item
items are in Reserved or request.

Received status (can also

include cancelled item).
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Table 13-1 (Cont.) Order and ltem 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.

NA

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 to another
location for pickup.

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

Store fulfillment can:

= be done at the order level whereby the store accepts or rejects the whole order

= be done at the item level whereby a store can accept or reject specific items from an
Order Broker order to fulfill

= accept a quantity of an item from an Order Broker order to fulfill so the order is

partially fulfilled.

1. To fulfill an order or specific items of an order, select the Customer option from the
Back Office Main Menu.

2. Select the Order Options option from the Customer menu.
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Figure 13-3 Customer Menu

£ Layseny Marnancs

[T ——

B Work Drdes Optim.

3. Atthe Order Options menu, select the Order Worklist option, then press [Enter] to
display a list of orders to be fulfilled by this store.

Figure 13-4 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 (set in SystemConfig.xml),
delivery orders may be listed before customer pickup orders.

4. Select an order from the Order Worklist and then select one of the following:

Table 13-2 Order Work List Options

Option Description

View View additional information (see View Order).

Accept Order Accept the order and go to the Accept Order step. See Accept
Order

Accept All Accept all orders.

Print Pick List Prints a single pick list for all accepted orders
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Figure 13-5 Order Worklist

Order Worklist

Select an order.

5100001000004
Delivery
0201001002124
Delvery

0201001002147
Deilvery
0999001001814
Daivery
5100001000018
Dellvery
5100001000019
Dellvery
5100046000002
Dellvery
5100001000021
Dellvery
5100001000022
Dellvery
5100001000027
Deivery
5100045000012
Deivery
0121001975279
Deivery

0201001002235

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.

Sandy Gu

425454542 X, 54254

Sandy Gu

2545425435 X.43542

Sandy Gu

354,643 6435 X, 45354

Laurie Bellarc
s12871.5232

Laurie Bellarc
s12871.5232

Laurie Bellard
s12871.5232

Laurie Bellard
5128715232

Laurie Bellard
51246715222

YaSu
123230444

Laurie Bellard
s1z6715232

Steve Smith
5555555555 X.55555

Sandv Gu

Accept Order

Accept All

08/30/2017
28 cays 21 rs

08/31/2017
29 0ays 1 nrs

09/01/2017
o7 days 23 nrs

09/07/2017
o1 days 21 hrs

09/07/2017
1 days 20 hrs

09/08/2017
o1 days 1 hrs

091172017
85 days 0 hrs

09/11/2017
©7 days 22 hrs

09/1372017
5 gays 19 nrs

09/19/2017
78 gays 21 rs

09/20/2017
78 days 18 nrs

09/2772017

Print Pick List

AcceptiReject
AcceptiReject
AcceptiReject
AcceptiReject
AcceptiReject
AcceptiReject

Pick/Reserve
AcceptiReject
AcceptiReject
AcceptiReject
AcceptiReject
AcceptiReject

AcceptiReiect LI

View Order

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.

View Order displays the Order maintenance screen.
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Figure 13-6 Order Maintenance Screen

BLK WHITE CAP SLEEVE DRESS

1006
PEASANT TOP JERSE

Subtotal §547.96

The following information is displayed on this screen:

Table 13-3 Order Maintenance Screen Components

Component

Description

1. Static Area

Contains the type of order, Customer Name, order number, age
information, and reference number. The order number is the
number provided by the system that requested/originated the
order. The reference number is an optional value that identifies
the order. It is the order ID appended with last order line
sequence number. 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)

2. Order Information

Order Date - The date and time the order was created.
Order Origin - The location in which the order was created.
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).

Freight - The freight cost associated with the order.
Tax - The tax on the order.

Total - The total for the order (the shipping fee amount is
included in the total).

Balance due - The amount due for the order.
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Table 13-3 (Cont.) Order Maintenance Screen Components

Component Description

5. Item Information .

Status - The item status. See Order and Item Status Values.

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.

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, Accept Order,
Pick/Reserve Order or Reject Order.

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. DPress [Enter] to close the form.

Figure 13-7 Order Inventory Levels Form

Accept Order

To Accept an order or specific items on an order:

1. At the Order Maintenance screen, select the specific items or for the entire order,
select the Accept Order menu option.

2. At the confirmation prompt, select Yes to accept the order.

Oracle Retail Xstore Point-of-Service automatically prints a pick slip.
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Figure 13-8 Pick Slip

XSTORE.

Office
30500 Bruce Industrial Pkwy
Salen, OH 44139

440-498-4414
“Icket: 30239 " Date: 8/21/13
store: 101 Register: 1
Jashier: 100
Customer: .
Nancy D Smith
Pickup
Order #
0112001000128
UL
01120010001280
fem Oty __ Price _ Amount
Jakley Polarized Twenty Sunglasses
i005 1 150.50

Balance Due: 137.14
Pick S1ip

3. At the Order Accepted prompt, press [Enter] to continue.

Figure 13-9 Order Accept Prompt

= ]

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.
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Pick/Reserve Order

1. At the Order Maintenance screen, select the specific items or for the entire 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 Orderfor more information
about rejecting an order.

Figure 13-10 Order Maintenance Screen - Pick/Reserve Order

Info ©  Order Totals

Address 12345 Seofiehd Farms
Solon, OH 44139

1003 Accepted
TIE WAIST SHIRT DRESS Woiss Furs

Accepted 3 201 ost $191.06

BLK WHITE CAP SLEEVE DRESS Woiss Furs

1005 Accapted 1 201 08t $73.30

PEASANT TOP JERSEY DRESS Welss Furs

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.

Figure 13-11 Pickup/Reserve Confirmation Prompt

Piek/ Reserve Order

Are you sure you want to pickireserve the selected items?

2. At the confirmation prompt, select Yes to pick/reserve the selected items or select
Partial Pick/Reserve to enter the quantity to partially fulfill the order.
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Figure 13-12 Partial Fulfill Quantity Prompt

Enter Quantity

Enter the quantity to pick/reserve from this location for item
1005 - PEASANT TOP JERSEY DRESS
of quantity 4.

3. 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 order. The message displayed here varies with the order type. Press [Enter] to
close the prompt.

Figure 13-13 For Delivery Prompt

Ierms for this order are now raserved.

nis order. Ploase use ip ordor function
to complete the crder delivery process.

Figure 13-14 For Pickup Prompt

e for this order ara now reserved. Place items with pick tickats in the customer
1 e

The customer will be notified via email that the order is ready to bo picked up.

»  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.
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Figure 13—-15 Reserved Ready for Pickup

sy x3 Subton| ST
"

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 > Order Options > Order
Maintenance.

2. Enter the search criteria and select Process.

Figure 13-16 Order Search Screen

Order Search
Enter criteria to search for an order.

Order ID

Last Name

First Name

Phone #

Order Date

Status E

r“ s

3. If more than one order is returned, select the order you wish to modify and press
[Enter].
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Figure 13-17 Order Search Results

Opan
wasaky
opan
R Betcd stransaa presesl
T — Gpan
= Pt waramy
asearsronmt Opan
[ P warzr
[T —— mtecPichup, Opan
Bt Pt preert
asmammens . Opan
5 prthn wasamy
asuanona Tranaler Pichug. Opan
R Belcd stran.aa presen)
Pr— e Opan
[ e wasamy
P — T pan
= s2aTRI imanT
Pm— Tranmtec Pickup. opan
st2an prrers Q|

4. Select Un-reserve Order.

Figure 13-18 Un-reserve Order Menu Option

v 4 Custemerinfo @ Order Totals
Addiess 12345 Scolield Farms Subtotsl $547.96
Solon, OH 44138 Froioht $55.60

Tax Amount $43.84
Totel $647.40
Ealance Due $0.00

1003 Accepted 1 201
TIE WAIST SHIRT DRESS Welss Furs Sandy Gu

12346 Scafiold Forms

Salon, OH 44139
1004 Accepted 3 201 Delivery: USPS Parcel Post $191.06
BLK WHITE CAP SLEEVE DRESS Woiss Furs Sandy Gu

$63.60

1005 Accepted 1 201
PEASANT TOP JERSEY DRESS

$73.30

The order status changes to Open and the Item Status changes to Accepted.
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Reject Order

When you reject an order or specific item in the 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 specific items or for the entire order, select
the Reject Order menu option.

2. At the Reject Order confirmation prompt, select Yes to reject the order.

Figure 13-19 Reject Order Confirmation Prompt

Are you sure you want to reject this order?

3. If prompted, select a reject reason code.

Figure 13-20 Reject Oder - 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 13-21 Rejected Order - Unfulfillable

odar D THIRANT sy x3 Subton| ST
on.

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.

Figure 13-22 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.

a & 0N

When prompted whether to accept the shipping method chosen when the order
was set up, perform one of the following steps:
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Figure 13-23 Shipping Label - Original Shipping Method Prompt

Continue with originally selected shipping method of 'USPS Parcel Post’

= To accept the shipping method selected during order setup, press [Enter] and
go to step 6.

= 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 option is controlled by
security. You are prompted for Manager 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 either In Transit if the order is being shipped to
another store or Fulfilled if the order is being shipped directly to the customer.

Figure 13-24 Updated Iltem and Order Status - In Transit
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Maintaining/Viewing an Order

If an Order Broker order was created 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 option from the Back Office Main
Menu.

2. Select the Order Options option from the Customer menu, then select the Order
Maintenance option from the Order Options menu. See Figure 13—4.

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.

s Order ID - The order identifier number.

s Last Name - The customer's last name.

s First Name - The customer's first name.

= Phone - The customer's phone number.

s Order Date - The date the order was set up.

s Order Status - See Order and Item Status Values.

Figure 13-25 Order Search Form

Order Search
Enter criteria to search for an order.

Order ID

Last Name

First Name

Phone #

Order Date

Status

- “ “

4. At the Order Search results list, select an order and press [Enter].
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Figure 13-26 Order Search Results List
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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
s 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

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.

Note: 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:

»  Gift Cards

»  Gift Certificates

»  Store Credit accounts
= Loyalty accounts

»  Gift Receipts

1. After logging in to the Back Office (see Accessing the Back Office), select the
Balance Inquiry option from the Customer menu to view the inquiry functions
available in your store.
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Figure 14-1 Back Office Customer Menu - Balance Inquiry

Customer "“
Main Menu » Customer -

1 Balance Inquiry

2 Customer List Report
3 Customer Maintenance
4 Gift Registry

5 Layaway Maintenance

6 Order Options
7 Receipt Reprint Options

8 Special Order Account Maintenance

9 Work Order Options

“-

2. Select the type of inquiry you want to perform by selecting the appropriate option
from the Balance Inquiry menu.

Figure 14-2 Balance Inquiry Menu

Balance Inquiry ﬁ“

Main Menu » Customer » Balance Inquiry

1 Gift Card Balance

2 Gift Cert. Balance
3 Gift Receipt Inquiry
4 Loyalty Balance

5  Store Credit Balance

“-

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.

Figure 14-3 Store Credit Account Number Prompt

Balance Inquiry

Enter the Store Credit number.
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4. Please wait while the system queries the centralized database for the balance

5.

information.

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.

Oracle Retail Xstore Point of Service retrieves the account balance information and
displays the information on the screen.

Press [Y] to print a receipt for this balance information.

Press [N] if you do not need a printed receipt for this balance information.

If the option to print a receipt is not available, press [Enter] to close the

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.

Figure 14-4 Sample Balance Inquiry Receipts

BALANCE INQUIRY

BALANCE INQUIRY

Date: &/12/11

Card # #*sssrssrwss1678
Program Name: XST Loyalty
Program Levsl: XST Loyalty
Loyalty Pts.: 2328

Awards: 79.02

1
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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

s 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, and so on. Select the Summary report option to print
a 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.
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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 option from the Back
Office Main Menu.

Figure 15-1 Back Office Main Menu - Customer Option

Main Menu "1
Main Menu -
1  Associate
3 Employee
4 Hardware

]

5 Inventory

]

6 Reporting

o]

7 Till

“-

Note: You 'can also press the number or letter associated with the
menu option on the keyboard to access the function.

3. Select the Layaway Maintenance option and OK.
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Figure 15-2 Customer Menu - Layaway Maintenance

Customer -"“

Main Menu » Customer

1 Balance Inquiry
2 Customer List Report
3 Customer Maintenance

4 Gift Registry

6 Order Options
7 Receipt Reprint Options

8 Special Order Account Maintenance

9 Work Order Options

“-

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:

Figure 15-3 Layaway Search Form

Layaway Search
Enter search criteria.

Layaway ID ‘

Last Name

First Name

Layaway Status ’ﬁ

Setup Date

Last Activity Date

- “ -

= 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.

= 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 15-4 Layaway Search Results List

Layaway Search

Select one of the following layaway accounts.

Name Setup Date Balance
Account ID Status

Clark, Vanessa 10/12512017 $250.40
L0401001000003 Open

Back Select &
Continue

Oracle Retail Xstore Point of Service displays the Layaway screen for the selected
record.

Figure 15-5 Layaway Screen

Last Activity Date: 10/25/2017

Layaway { Vanessa Clark | Lo401001000003 | SetupDate: 10252017

Activity Comments

‘ Customer Info o Layaway Totals
Sold To Vanessa Clark Subtotal: $234.19
12345 Chatham Circle Fees: $2529
Twinsburg, OH 44087 Tax: $18.74
Total: $27822
Company: Balance Due $250.40
Email: clark@email.com
Phone: 2163333333 x333
Open 9999999 Pine Table 1 $234.19

Back Cancel Previous Tab Next Tab Register
Layaway

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.

Customer Information

The customer information area displays:
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Order Totals

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).

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; 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
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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ltems Tab Information

Figure 15-6 Items Tab

Layaway { Vanessa Clark | Loa01001000003 | SetupDate: 17

Last Activity Date: 10/25/2017

Activity Comments

‘ Customer Info o Layaway Totals
Sold To Vanessa Clark Subtotal: $234.19
12345 Chatham Circle Fees: $2529
Twinsburg, OH 44087 Tax: $18.74
Total: $278.22
Company: Balance Due $250.40
Email: clarkiemail.com
Phone: 2163333333 x333
Open 9999999 Pine Table 1 $234.19

Back Cancel Previous Tab Next Tab Register
Layaway

»  Status: The status of the item (Open, Picked Up, Cancelled).
s Item ID: The item identifier.

s Item Description: The item description.

= Quantity: The item quantity.

»  Ext. Price: The extended price for the item (price x quantity).
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Activity Tab Information

Figure 15-7 Activity Tab

Layaway { Vanessa Clark | L0401001000003 | PSturDater 19252147

Last Activity Date: 10/2512017

Comments

S S S S N A 3 AT
1 :1]

ype
1012512017 tem Added 9999999 $234.19 401

10/12512017 Setup Fee Added $2529 401 1 98

1012512017 Deposit Added ($27.82)

Back Cancel Previous Tab | Next Tab Register
Layaway

= Date: The date the layaway activity took place.

s Type: The layaway activity type associated with the amount of the activity.
= Activity: The action performed.

s 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.

s Tran ID: The transaction identifier for the layaway activity.
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Comments Tab Information
Figure 15-8 Comments Tab

Setup Date: 10/25/2017
Last Activity Date: 10/252017

Layaway { Vanessa Clark | L0401001000003 |

ltems Activity

October 30,2017 100 Customer has requested price list.

Comments

Back Add Comment cancel
Layaway

o

n  Created Time: The date this comment was added to this layaway account record.

s Comment Created By: The identifier for the employee who created the comment.

s 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.

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.
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Figure 15-9 Prompt to Check for Presence of Customer During Cancellation

Cancel Account

Is the customer present?

-

= Customer not present

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.

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).

s Customer 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.
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Figure 15-10 Prompt if Customer is Present

Cancel Account

Use the register to cancel and provide a refund to the
customer.

Cancel Layaway - When the Customer Is Present

1. Select the Register option from the menu.

Figure 15-11 Register Option

Setup Date: 10/25/2017
Layaway ‘[ Vancssa Clark | L0401001000003 | (2% R e o e07 Open

Activity Comments

‘ Customer Info 0 Layaway Totals
Sold To Vanessa Clark Subtotal: $234.19
12345 Chatham Circle Fees: $2529
Twinsburg, OH 44087 Tax: $18.74
Total: $278.22
Company: Balance Due $250.40
Email: clarkf@email.com
Phone: 216-333-3333 x.333
Open 9999999 Pine Table 1 $234.19

[ Cancel Previous Tab | Next Tab Register
Layaway

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.
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6. Select Layaway from the Extended Transaction menu.

7. Xstore displays a list of Layaway accounts for the selected customer. Select the
Layaway account to be canceled and press [Enter] to continue.

Figure 15-12 List of Customer’s Layaway Accounts

Layaway Search
Select one of the following layaway accounts.

Name Setup Date Balance
Account ID Status

Clark, Vanessa 101252017 $250.40
L0401001000003 Open

Back Make Payment Select &
Continue

8. Select the Cancel Layaway option.

Figure 15-13 Layaway Screen - Cancel Layaway Option

P,
Vanessa Clark (soLp )

I 1 $234.19

()

Offers Customer

Account ID L0401001000003
Layaway Status Open

SetupDate 102517 & Spend>=$500 Get $50 Off ($24.48)
s iomer’ &  EmployesiFamily 15% Discount ($41.33)
Customer Vanessa Clark
La Setup F 1 2529
Address 12345 Chatham Circle Hay) rowevsete = $
Twinsburg, OH 44087 P=
Layaway Deposit 1 $27.82
4/ Open 561

Phone 216:333-3333 %333

Account Total  $278.22
Payment Total $27.82
Balance Due  $250.40
Open ltems 1

Layaway

Select an option from the menu.

Asso Am t Due $0.00 >

Cancel Exit Layaway | Make Payment way Edit Account Cancel [
Is Layaway
=) B

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

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.

2. Afterlogging in to the Back Office, select the Customer option from the Main
Menu and press [Enter].
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Figure 16-1 Back Office Main Menu - Customer Option

Memtiens ()
1 Associate
3 Employee
4 Hardware
5 Inventory
6  Reporting
7 Till

“-

3. Select the Work Order Options option from the Customer menu and press [Enter].

Figure 16-2 Customer Menu - Work Order Options

Customer i"

Main Menu » Customer

1 Balance Inquiry
2 Customer List Report

3 Customer Maintenance

4 Gift Registry

5 Layaway Maintenance

6 Order Options
7 Receipt Reprint Options

8 Special Order Account Maintenance

9 Work Order Options:

“-

4. Oracle Retail Xstore Point of Service displays the Work Order Options menu. The
following work order options are available:
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Figure 16-3 Work Order Options Menu

Work Order Options "“
Main Menu » Customer » Work Order Options -

1 Receive Work Orders

2 Ship Work Orders
3 Work Order Invoice History
4 Work Order Invoicing

5  Work Order Maintenance

“-

= 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.

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.
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Figure 16-4 Work Order Search Form

Work Order Search
Enter search criteria.

Work Order ID

Last Name

First Name

Customer ID

Phone #

- “ -

»  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.

Figure 16-5 Work Order Screen - View Only Mode

Work Order Setup Date 10/25/2017 Greyly Campbell
W0401001000004 Service Location Express Repair OPEN

Summary ltems Comments Work liem

& Customerino

Name Greyly Campbell Email  ge@email.com

Address 4422 Stony Parkway Bldg F Home = 123-456-T890
Solon, OH 44139 Work  123-123-1231 x2312
Mobile  234-234-2342

D Work Order Info

Alteration Type Watch Repair Status | Open

Account Total $7.50

LI <]

Priority
Total Payments $0.00

Expected Finish Date | 11/04/2017

Date Cust Approved Work

Customer Approved Amt | 7.500000

Last Cust Notify Date

Contact Method [~]

- ““ o

Note: When a screen or field is grayed out, the record can be seen,
but not changed until you choose the Edit option.
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Maintaining Work Order Records

Work Order
W0401001000004

Summary

& customerino

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.

s Work Order Summary Tab: Shows the summary information for the Work Order,
including its status, and customer contact information.

s Work Order Items Tab: Shows the item task-related information for the Work
Order, including any instructions and comments for performing the task.

s Work Order Comments Tab: Shows any comments that have been entered for the
Work Order.

s 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.

Figure 16-6 Work Order Summary Tab in Edit Mode

Setup Date 10/25/2017 Greyly Campbell
Service Location Express Repair OPEN

ltems Comments Work ltem

Name Greyly Campbell Email
Address 4422 Stony Parkway Bldg F Home 123-456-T890

Work Order Info

Solon, OH 44139

Alteration Type Watch Repair status ¥ Open
Account Total §7.50

Total Payments $0.00

Work  123-123-1231x.2312
Mobile  234-234-2342

Fax

LI

Priority ”

Expected Finish Date | 1110412017

Date Cust Approved Work

Customer Approved Amt  7.500000

Last Cust Notify Date

Contact Method

Undo Changes Change Price Edit Service Save Changes Previous Tab Next Tab Register
Type Location

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

Static Information Area
See Figure 166

s 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
press OK to change the Service Location for this Work Order.

Summary Tab Information
See Figure 16-6

m  Customer Information: The customer's name, street address, Email address and
phone number information is shown here.

s Contact 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.

s Account Total: The total for the Work Order account. This amount cannot be
changed.

s Total Payments: The total amount the customer has paid on this account. This
amount cannot be changed.

s Status: The status for the Work Order account:

— The Status may be changed as the Work Order moves through the
Alteration/Repair process. For example, each new Work

Order has a 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.

Figure 16-7 Status for the Work Order Account

Status '@

Priority

Pending

Expected Finish Date | In Progress
Ready To Pickup
Date Cust Approved Work | ¢ oceq
Refundable
Overdue

Last Cust Notify Date hd

Customer Approved Amt

s Priority: The priority of the Work Order account. The default is set to Normal, but
may be changed to Urgent or Priority if the customer needs the item immediately.
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Figure 16-8 Priority of the Work Order Account

Total Payments:  $0.00

¥
Status ~ Open

Priority  Hormal

Comtact Method
Priority
Urgent

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.

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.

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.

Last Customer Notify Date: The date 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.

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 of price codes.

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 Order was originally set up, you may need to
change a Chargeable price type to a Warranty price type if the customer
returns to the store with proof that the item is covered under a warranty.

Edit Service Loc: Select this menu option to edit the service location. See Service
Location.

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.
2.

With the Work Order record displayed, select the Item tab.
Select the Edit option.
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Figure 16-9 Work Order Items Tab - Edit Mode

Work Order Setup Date 10/25/2017 Greyly Campbell
W0401001000004 Service Location Express Repair READY TO PICKUP

Summary Comments Work liem

I S S S R

1 Repair Clasp ACTUAL OPEN $7.50

- “ o o - H o

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.

s Task: A brief description of the work that will be performed on the item.

s Price Type: Prices may be categorized; for example, an Actual price or
Estimated price.

m Status: The current state of the task.

s Charge: The dollar amount that will be charged to the customer for
performing the task.

The following menu options are available:

s Add Task: Select this option to add a new task to this Work Order. Refer to
Adding a Task for procedural information.

s 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.

s Add Parts: Select this option to add parts to the Work Order. Refer to Adding
Parts for procedural information.

s 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.
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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.

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.

Figure 16-10 Work Order Task List

3.

Work Order
Select one or more tasks to be performed on the cument work order.

Repair Clasp ACTUAL $7.50

Replace Clasp ESTIMATE $11.00

~ -

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.
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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.

Deleting a Task

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 Delete Task option.

2. 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 16-11 Current Work Order Task List

Work Order
Select a task.

Task Charge Qty
Status Price Type

Repair Clasp $7.50 1
OPEN ACTUAL

Repair Clasp $7.50 1
CREATED ACTUAL

~ -

3. 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.

2. 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.
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3. 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].

4. 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.

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 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 16-12 Current Work Order Task List

Work Order
Select a task.

Task Charge Qty
Status Price Type

Repair Clasp $7.50 1
OPEN ACTUAL

Repair Clasp $7.50 1
CREATED ACTUAL

- -

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.
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Figure 16-13 Work Order Task Instruction Form

Work Order
Add, delete, or modify the work order task instruction.

Old parts to be returned to customer.‘

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.

Figure 16-14 Work Order Instructions

Work Order Setup Date 10/25/2017
W0401001000004 Service Location Express Repair

Summary Comments

1 Repair Clasp ACTUAL
0ld parts to be returned to customer.

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].

Figure 16-15 Part Item ID Prompt

Work Order
Scan or key an item ID or UPC.

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.
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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.

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.

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 Quantity

Note: Select the More... option as needed to access the menu options
available at the Items tab.

With the Work Order record displayed in edit mode, select the Change Quantity
option.

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.

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.

Figure 16-16 Item Quantity Prompt

Enter Quantity

Enter the item quantity.

100;
COTTON JERSEY TIERED DRESS

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.
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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].

Figure 16-17 Item Price Prompt

Enter Price

Enter the item price.

1002
COTTON JERSEY TIERED DRESS

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].

16-14 Oracle® Retail Xstore Point-of-Service Manager's Guide



Maintaining Work Orders

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].

Figure 16-18 Postal Code Prompt

Enter postal code

Enter the postal code.

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.

2. Oracle Retail Xstore Point of Service displays a li