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

The following restrictions and provisions only apply to the programs referred to in this section and licensed
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Oracle. Depending upon your product and its version number, the VAR applications may include:
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The VAR Applications contain trade secrets of Oracle and Oracle's licensors and Customer shall not attempt,
cause, or permit the alteration, decompilation, reverse engineering, disassembly or other reduction of the
VAR Applications to a human perceivable form. Oracle reserves the right to replace, with functional
equivalent software, any of the VAR Applications in future releases of the applicable program.
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Send Us Your Comments

Oracle Retail Xstore Point of Service User Guide, Release 18.0

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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Audience

Preface

This document describes the Oracle Retail Xstore Point of Service user interface. It
provides step-by-step instructions to complete most tasks that can be performed
through the user interface.

This document is for users and administrators of Oracle Retail Xstore Point of Service.
This includes merchandisers, buyers, business analysts, and administrative personnel.

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
Release 18.0 documentation set:

»  Oracle Retail Xstore Suite Release Notes

»  Oracle Retail Xstore Suite 18.0/Merchandising 16.0.2 Implementation Guide

»  Oracle Retail Xstore Suite Implementation and Security Guide

»  Oracle Retail Xstore Point-of-Service User Guide

»  Oracle Retail Xstore Point-of-Service Mobile User Guide

»  Oracle Retail Xstore Point-of-Service Reports 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

XXi



»  Oracle Retail Xstore Point-of-Service Frameworks and Technologies Guide
»  Oracle Retail Xstore Suite Deal Pricing Guide

»  Oracle Retail Xenvironment User Guide

»  Oracle Retail Xstore Point-of-Service Services Guide

»  Oracle Retail Xstore Point-of-Service Technical Guide

»  Oracle Retail Xstore Point-of-Service Host Interface Guide

»  Oracle Retail Xstore Point-of-Service POS Log Files

»  Oracle Retail Xstore Point-of-Service Database Dictionary Guide

»  Oracle Retail Xstore Office Database Dictionary Guide

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:

https://support.oracle.com

When contacting Customer Support, please provide the following;:

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, 18.0) or a later patch release (for example, 18.0.1). If you are installing the
base release and additional patch releases, read the documentation for all releases that
have occurred since the base release before you begin installation. Documentation for
patch releases can contain critical information related to the base release, as well as
information about code changes since the base release.

Improved Process for Oracle Retail Documentation Corrections

XXii

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.

Oracle Retail documentation is available on the Oracle Technology Network at the
following URL:

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


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

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

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

Oracle Retail Documentation on the Oracle Technology Network
Oracle Retail product documentation is available on the following web site:

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

(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.
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Documentation and Screen Conventions

This chapter describes the Oracle Retail Xstore Point of Service screen and
documentation conventions and provides brief descriptions and examples of the
methods used to initiate Oracle Retail Xstore Point of Service features.

= Refer to the Documentation Conventions section below for a description of the
documentation conventions used in this User Guide.

= Refer to the Touch-Screen Functions section for touch-screen and key functions.

= Refer to the Register Screen Conventions Overview section for a description of the
Oracle Retail Xstore Point of Service application features.

= Refer to the Prompts and Forms section for a description of the prompts and
screens that Xstore Point of Service uses to provide or request information.

Documentation Conventions

The following explains the conventions used throughout the Oracle Retail Xstore Point
of Service User Guide to denote task-related information, highlight information for
special emphasis, or to bring your attention to an important point.

Text Conventions

Due to the flexibility of the system, menu options in this guide are not identified by a
function key number (for example, [F2] or [F3]). Instead, the name on the button is
used throughout the procedures and processes.

Table 1-1 Documentation Conventions in the User Guide

When you see... Then...

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

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

Blue text Indicates the tagged text is a link to another area of the user
document. Click 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.
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Information Conventions

Special information can be called out in the document.

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

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

Warning: This information calls attention to a situation that is
potentially hazardous to people.

Touch-Screen Functions

The following sections explain how to navigate with a touch-screen or keyboard.

Touch-Screen Navigation

Oracle Retail Xstore Point of Service uses multi-touch gesture navigation throughout
to allow for full touch-screen transactions.

Note: Touch-screen navigation is configurable by your corporate
office; all features may not be activated on your system.

Sale Screen Touch-Screen Navigation
The Sale screen contains the following touch components.

Figure 1-1 Sales Screen Touch-Screen Navigation

Jennifer Smith

T A0 Sri P o m

| T AT ST DRESS .50 1 6642
Biale 1063
XSTORE POS INFORMATION
< Get % OFF lranaachion product desl) B340}
PEASANT TOP JERSEY DRESS ATa8y 1 7640
Scan tha barcada on tha praduct to be sold. = Bale
If the barcode is missing or can’l be read. the itern number or UPC may be manually & Gt % OFF [irane ncisn product desl [E09)
enlered.
() AVMALPRINT CAP SLEEVE DREES e 1 T4
Bala 007
Select additional lunclions from the oplions avoiloble.
F  Oal% OFF firsnswction priduct des) (325
| TOUPATee Sleaviiess Dress 4900 1 $aran
fisla 1063
< Get % OPF lirenaacon product desd 25}
iy Animl Pink Garwash Dress B2408 2 [ m

Bale 2008

BH Gt OFF rane sctisn preduct des)

Scan ltem or UPC

Faes $000 Subtstsl $238T0
Scan ar key an item |2 or UPC.

Amount Due §322.60 »

Add Tersders Cumtomes Sunpend
Optiorm Tranmaction
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Table 1-2 Touch-Screen Actions

Touch-Screen Action Description
Tap Customer Loyalty If no customer is attached, Oracle Retail Xstore Point of Service
Banner invokes the add-customer process.

If a customer has been assigned to the transaction, Oracle Retail
Xstore Point of Service opens the customer maintenance screen.

Swipe Customer Loyalty Swiping from left to right opens a prompt to remove the

Banner assigned customer.

Tap Bar Code Graphic Invokes the find item feature. Oracle Retail Xstore Point of
Service Base is set to open the item matrix.

Tap Item ID Displays item information.

Tap item quantity Invokes the change quantity process. This displays the numeric
keypad.

Swipe Item Swiping from left to right opens a prompt to void the item.

Tap Unit Price Invokes the change price process. This displays the numeric
keypad.

Tap Associate Area Invokes the change commissioned associate process (with an

item selected)

Tap Amount Due Invokes Add Tenders.

Customer Maintenance Touch-Screen Navigation

The following touch-screen components are available in the Customer Maintenance
screen:

Contact Information Tab The Customer Maintenance tab has the following touch-screen
elements:

Figure 1-2 Customer Maintenance Touch-Screen Navigation

Blepharie © Emilh Custemer 1D 131511 Catomer Bince 872272018

Firsl  Stephanle Middle & Lot Smith
Company Typs n
Address 3134 GRAYSTONE LAKES Apartmant

Country US - United States

Peatal Code 31210 City  MACON Slate G - Geargls n
Contact Infarmatian Personal Information
Contact
Home ATETHTINZ Aniversary Date DAZHIOE
work - - % ©irn Date 12mn
Motila  + Gander - |
Email slaphanis.o semithgdedgit.sam Languase English - |

Email Receipts

ﬁ

44 New Orders _-

Corner Market 94 0| Register 1 & anageT  sieam o
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Table 1-3 Customer Maintenance Touch-Screen Navigation

Touch-Screen Action Description

Tap Header Tap the Customer Header to return to the previous screen while
in a transaction.

Swipe Form Swipe from left to right in the form area to open editing mode.

Purchase History Tab The Purchase History tab has the following touch-screen elements:

Figure 1-3 Purchase History Tab Touch-Screen Navigation

nal Detail - Last 365 Days

Tram # | Lecation

e £
COTTON JEREEY TERED DRESS

PEASANT TOP JERSEY DRESS

TIC WAIST SHIRT ORCSS : Price 364,50

[ TSP ROLL SLECVE SWEATER DRESS [

w248 Laywowsry Proatacideg Fas Prica: £4,82

S 8- 262 Laywwary Pyt Price: 157.64] Heen Informaticn

m e

o 1084 BLXWHITE CAP SLECVE DRESS Price: $ER50

o Lurywway Selum Fan Oyt P 47,50

£ 1086 ROLL SLEEWE SWEATER DRESS Lo Price: 3860
=

Caneel )mumw ] Eurstom Provious Tab | Hat Tab

44 New Orders

Online Q| Corner Markst 54 & Rogister1 &

Table 1-4 Purchase History Tab Touch-Screen Navigation

Touch-Screen Action Description

Swipe Transaction Detail Swipe from right to left in the Transaction Detail Header to

Header collapse the history display.

Swipe Transaction Detail Swipe from left to right in the Transaction Detail Header to open

Header the history display.

Tap Transaction Header Tap one Transaction Header to collapse the selected transaction.

Tap Transaction Header Tap a collapsed Transaction Header to open the selected
transaction.

Tab Item Tap a specific item and the INFO tab to display the item detail.
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Virtual Keyboard

Figure 1-4 Virtual Keyboard

Scan or key your employee ID ta sign on.

Menvironment

=

The following table describes how to use the virtual keyboard:

Table 1-5 Virtual Keyboard Navigation

Function

Navigation

Launch virtual keyboard

Switch virtual keyboard
layouts

Data entry

Close virtual keyboard

Switch to Xenvironment

Do one of the following:

= Swipe the keyboard icon up.
s Tap the keyboard icon.

= Tap a text field.

If your store has multiple keyboards configured, swipe left or
right to select a different keyboard.

Tap keyboard keys to enter information into a field.

Do one of the following;:
= Swipe the keyboard down.
= Swipe down on the keyboard icon.

s Tap the keyboard icon.

—

= Tap anywhere outside the keyboard.

Tap the Xenvironment button on the keyboard to open
Xenvironment.

@ !
Ienvironment

To return to Oracle Retail Xstore Point of Service, tap or click the
Start POS button.

Start POS
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Active Keyboard Keys

Use the following guidelines to navigate through the Oracle Retail Xstore Point of

Service system:

Table 1-6 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

Function keys

Home/End
Plus (+)/Minus(-)

Shift+Tab

Tab

Spacebar
Ctrl+Tab

Ctrl+Shift+Tab

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.

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.

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

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

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.

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.

Press Spacebar to select items in multiple-select lists.

Press Ctrl+Tab to access the Information, Coupon, Task,
Message, Sales Goals, and Associated Items tabs and move one
tab forward on the Register Login screen and the Back Office
Login screen.

Press Ctrl+Shift+Tab to access the Information, Coupon, Task,
Message, Sales Goals, and Associated Items tabs and move one
tab backward on the Register Login screen and the Back Office
screen.
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Register Screen Conventions Overview

Dual Screen

The Oracle Retail Xstore Point of Service system includes a variety of elements that
comprise its user interface. Those elements have been grouped into the following
categories, and each of the individual elements in them are described in this chapter.

Your store may be equipped with a dual screen which contains a customer facing
display. The customer facing display is controlled by the corporate office. It may
contain:

= Videos
= Suggested Items

s Customer Messages

Screen Layout Overview

The layout and design for all screens used for register functions have the following
organization:

Figure 1-5 Typical Sale Screen Layout

Jennifer Smith

Keypad
a Tram #3006
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Scan the barcode on the produst to be sold. n .. 1808
If the barcods I miseing or can't be read, the Item number or UPC may be manuslly o A OrT pransain prscuct dent .
entered.
ANMAL PRINT CAP SLEEVE DRESS e 1 WTe
Lo} Bale 187
Saluct additional functions from the options avallable.
&F Gt % OFF firansaction product desh #1am
TaupeRoas Sheeveiess Dress s 1 aTan
Lo} Sale »a)
L-4 Gt % OFF [ransaction product deal) ($2.50)
o .:r\lrulPrr\l Carwash Drews. S2a0m 2 T

Sais 008

B Gt OFF firaneaction product desl

Scan ltem or UPC

ems & . Fees D000 Subtstal £298.70

Scan or key an item ID or UPC.

Associate: John Smith Amount Due $322.60 »

Help Return iters Crange s | Add Discount | Sell Non-March | Gift Receipt Exterded Register Find Bem A Tenders
Tramaction Opticern
L} B B L} B L}

3 New Orders

Item Selection Layout

An alternative sales screen layout is available that provides three rows of thirteen
quick buttons above the bottom row of menu buttons. This matrix style layout with
configurable button size and color allows quick selection of items and menus. The
drill-down buttons lead to further options and the Home and Back buttons for
navigation in this grid.
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Figure 1-6 Item Selection Layout

T ' ()
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kay an it 10 or LPG y - Amount Due $86.06 »

Changn tem
L

Both screen layout styles contain the following components:
= Menu Buttons

= Message Window

s Focus Bar

s Customer Loyalty Banner

s View Port

s Message Bar

s Status Bar

Menu Buttons

Menu buttons can be found near the bottom of the screen. The buttons are used to
perform actions specific to the functional area in which they are found.

= Buttons with a pull-down menu icon in the lower-right corner indicate that the
button will open a sub-menu of choices.

Figure 1-7 Button with Sub-Menu Choices

View Schedule
& Time

= Buttons with a lock icon in the lower-right corner indicate that the button is not
available to the current user.

= An ellipsis (usually after the word More) indicate that there are additional menu
buttons available at this screen. Clicking or tapping the button will display those
menu buttons.
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Figure 1-8 Additional Menu Buttons

Function Keys The Oracle Retail Xstore Point of Service menu buttons show the
keyboard functions that appear on each Oracle Retail Xstore Point of Service window.

Each menu button has a function key F1 through F12 assigned to it. Because each
Oracle Retail Xstore Point of Service menu is configurable, the button functions on
your system may appear in a different order or have different text than examples
shown in this manual.

Some menu buttons may not be available to every associate. Security configuration
determines which options are available to an individual associate. Security may be
configured for each associate, by employee group, or by register group.

Note: Because of the flexibility of the system, menu options in this
guide are not identified by a function key number (F2, F3, and so on.).
The procedures and processes in this guide use the name of the
button.

Figure 1-9 Menu Buttons

Cancel Sale Return ltem Change Item Add Discount Sell Non-Merch | Gift Receipt
E| B

Message Window

The message window is located in the left section of most register screens. This
window displays different messages that are selected by the tabs at the top of the
window.

Tabs In a base implementation, Oracle Retail Xstore Point of Service displays the
following tabs:

= Info Tab: The Info tab may display product-specific information for an item-entry
scenario, customer /item detail information for a layaway transaction, or
instructions for recording a repair or alteration selection.
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Figure 1-10 Default Info Tab

2

Customer

XSTORE POS INFORMATION

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or UPC may be manually
entered.

Select additional functions from the options available.

Only one message displays per item in the Info tab. This may be a text message, an
image or a composite message (graphic and text). This information may relate to
the item directly or to recommend other products that relate to the item being
purchased. A couple examples of this would be a customer purchasing a shirt that
has a coordinating jacket and tie. These two items, the jacket and tie, could be set
up to display on the Information Tab in Xstore for the associate to recommend to
the customer. Another example would be the purchase of an item that would
require another purchase, for instance a watch that does not come with a battery.

Figure 1-11 Info Tab Showing Item Information

This is the Best T-shirt in the store. It has the Best Price.

If DisplayMessageAsNotify setting is configured, then multiple item text messages
pop up in Xstore during the sales process.

s Customer Tab: Shows customer detail.
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Figure 1-12 Customer Tab

Offers

Sukriti Sharma
Birthday
Anniversary 08/07/2016
Ema sukriti. sharmai@oracle com

Phone 0898-765-4321

Last 60 Days
Amount Items
Sales 5474 82 15
Returns 50.00 0
Net 5474 82 15

Profile 51% Complete I

»  Tasks Tab: The Tasks tab displays open and in progress tasks with start date/time
prior to the current date and end date/time equal to the current date or in the
future. Tasks shown here are view only.

Figure 1-13 Tasks Tab

TODO
In Progress 1214/17 7:00 AM - 12/15/17 5:00 PM
PreSale SetUp

TODO
Open 1214/17 6:00 PM - 12115117 12:00 AM
Inventory

Register Login

Scan or key your employee ID to sign on.

The following information is displayed for each task:
- Activity - The type, status, and description associated with the task.

- Associate - The assigned associate, appointment start date and time, and end
date and time.

= Goals Tab: The Goals tab displays information from the corporate office about the
goals set for your store for a specified date range. You are not required to log in to
view store goals. These goals are visible to all employees.
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Figure 1-14 Goals Tab

Register Login

Scan or key your employee ID to sign on.

The goals are listed in the following order:

1. Completed goals

2, Active goals

3. Future goals

The goals are displays in color, based on their status:
- Green - Goals completed and met.

- Red - Goals completed but not met.

- Black - Active, current, and future goals.

Each goal has an effective date and an end date. The store goal is shown in the
Goal column and the current amount achieved toward the goal is shown in the %
To Date column.

Note: Future goals display “N/A”" in the % To Date column until
they become active.

Sales Goal to date progress is calculated using net sales. Progress toward store
goals can also be found in the Store Goals report and on the Dashboard.

»  Offers Tab: The Offers tab displays e-awards, coupons and entitlements that are
available and whether they have been applied to the transaction. When a customer
is linked to a transaction, the number of offers is displayed. As qualifying items
are added to the transaction, entitlements are automatically applied to the basket.
Coupons need to be scanned or entered to be applied to the transaction. The
different offer types are represented by distinguishing icons on both the offers tab
and the sales display panel.

The following information is displayed for each offer:
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- Offer ID - ID for the e-award, coupon or entitlement.

- Description - Description of the coupon.

- Expires - Expiration of offer.

- Applied? - Indicates whether the coupon has been applied to the transaction.

If a customer decides they do not want to use an offer for that transaction, it
can be removed manually. To remove an offer, select the discount from the
sales display panel and void the line from the transaction. The offer shows as
canceled under the applied column.

= Associated Items Tab: This tab allows users to call customers” attention to items
they may be interested in, based upon their purchases. Oracle Retail Xstore Point
of Service displays a picture of each item, with a description of the item beneath it.

= Messages Tab: You are not required to log in to view messages. These messages
are visible to all employees. The information shown on the Messages tab may be
from the corporate office, or from your store management.

Messages require no action, and may be store-specific (only displayed in your
store, not corporate-wide) or register-specific (only displayed on a designated
register).

These messages are time-based and do not display after the expiration date has
passed.

Figure 1-15 Messages Tab

Jira link

Note: If the message contains a URL, click the link icon to open the
URL.

Messages use icons to indicate priority:
- Exclamation Point - High priority
- Noicon - Medium priority

— Down Arrow - Low Priority

= Keypad Tab (Touch-Screen Only): When using a touch-screen, the keypad option
displays a numeric keyboard for entering numbers. The keypad automatically

displays when you are in a field requiring a numeric value such as the Tender
field.
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Figure 1-16 Keypad Tab

Focus Bar

The focus bar new the lower-left corner of the screen provides a single-entry field, that
is, a data entry form in which only one entry for a specified piece of data may be
captured and then stored in the database.

The text above the data-entry field shows the title of the focus bar.

The message area below the data-entry field displays instructions for the current
operations.

Figure 1-17 Focus Bar (Scan Item or Enter UPC Example)

Scan ltem or UPC

Scan or key an item ID or UPC.

The focus bar changes color to indicate the specific function you are performing. The
base version of Oracle Retail Xstore Point of Service uses the following color
conventions:

»  Blue - sale transaction

= Orange - login

= Yellow - clock in

= Red - return merchandise

= Brown - send sale

= Green - back office login

s Purple - layaway and order transactions
= Light Blue - pre-sale transaction

= Olive Green - hold account transaction

= Light Purple - special order transaction
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Note: The image on the focus bar provides a visual clue for the type
of data being entered. For example, on a login screen, a lock image
indicates that an Employee ID number or password should be
entered, which a fingerprint image indicates that a fingerprint should
be scanned on a biometric device.

Customer Loyalty Banner

When a customer is attached to a transaction and your store has a loyalty program, a
Customer Loyalty Banner opens in the upper-right corner of the screen.

Figure 1-18 Customer Loyalty Banner
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Chenge Iners | Add Discount e - Find Item Add Tenders | Customer
Options

The information in the Customer Loyalty Banner will depend upon the customer and
your loyalty program:

s Ifa customer is not signed up for the loyalty program, it will prompt whether the
customer would like to sign up for the loyalty program.

s Ifa customer is signed up for rewards, it will display the customer’s reward
information and a loyalty badge (if any).

s If your store does not have rewards, it wild display your store banner.
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View Port

The View Port area opens in the middle right of the interface. It presents all relevant
information about the current function to the register operator. For example, in a sale
transaction, the View Port displays the sale transaction information for items, taxes,
discounts, tenders or any other detailed data about the current sales transaction.

Item images are displayed on the left. If an item image does not exist, the image avatar
(camera with line through) is shown.

Figure 1-19 View Port

Laoyalty Points: 2,950,932.95

Kara Smith |
“ Awards: $0.00
Trans # 6511 Unit Price Qty Ext Price
= TIE WAIST SHIRT DRESS $69.50 1 §69.50 E
Sale 1003 i
© BLK WHITE CAP SLEEVE DRESS
Sale 1004
m PEASANT TOP JERSEY DRESS $73.99 1 §79.99 E
Send Sale 1005 Account ID: HOST0001000068
Shipping Fee § $15.95 1 §1595 E
=1 Send Sale 608 Account ID: HO5T0001000068
© Timeless Black Leather Watch $350.00 1 000 E
Sale 6011
o Buy 1In Dept. 25003 Get 1 In Dept. 25003 Free [§350.00)
o) Warrantied Jewelry D §750.00 1 $750.00 E
Sale o103
Warranty - Fixed $49.99 $43.99 1 $40.99
Warranty 2000010 Kara Smith

Items 4 Tax $0.00 Fees §15.95 Subtotal §1,018.98

Associate: John Smith, Eddie Money Amount Due $1,034.93 »

Note: The “Items” count in the lower left section of the View Port
displays the number of items the customer will physically take out of
the store. For example, if a customer has purchased a total of 3 items,
but one of the items will be shipped directly to the recipient via a Send
Sale process, the Items count will be 2.
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Message Bar

The message bar is located above the Status Bar. The Message Bar indicates when
there are new orders. The yellow portions fade in and out when messages are
available.

Figure 1-20 Message Bar

44 New Orders

Select the message to view information about order statuses:

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

= 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.

s Unfulfillable Orders - The number of orders that cannot be filled.

Figure 1-21 New Order Statistics

New Order Statistics ‘

Total New Orders 1

Items Awaiting Pick 2

Average Order Age 16 days 6 hrs
Oldest Order Age 16 days 6 hrs

Unfulfillable Orders 0

See the Oracle Retail Xstore Point of Service Manager’s Guide for more information about
processing orders.
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Status Bar

The Status Bar is found at the bottom of the screen. It displays color-coded information
about the store and database:

Figure 1-22 Status Bar

f=

basiea il b m hnsasis i -

Red - Not able to perform actions.

Yellow - System is able to perform some actions, but some functionality is not
available.

Green - All functionality working.

The Status Bar displays the following information:

Keyboard Icon: The keyboard icon is displayed on touchscreen-enabled devices to
indicate that the on-screen keyboard is available (see Virtual Keyboard).

Area Locator: Indicates where you are in the system (for example, Sale, Return,
and so on).

Signed-In User Identifier: Identifies the currently signed-in user.
Database Status Indicator: Indicates the current status of the database.
— Green indicates all data sources are online.

- Yellow indicates at least one WAN data source is offline. The system is using
the local data source.

- Red indicates at least one LAN data source is offline. The system is using the
offline process set up for your store.

Note: Touch-screen users can tap the indicator to open the
Datasource Status window.

Store Identifier: Identifies your store name and store number.
- Green indicates the store is open.

—  Yellow or Red indicates the store is closed.

Note: Touch-screen users can tap the store identifier to open the
store.

Touch-screen users can also swipe the store identifier to the right to
open the dashboard.

Register Identifier: identifies the register number.
— Green indicates the register is open.

- Red indicates the register is closed.

Note: Touch-screen users can tap the register area to open the
register.
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= Date: Current register date.
s Time: Current register time.

= ? F1: Click or tap to open the help window.

Prompts and Forms

During various system operations, you may be prompted to confirm a procedure,
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.

Note: On-screen buttons can be activated through keyboard
shortcuts.

Response Required Prompt

During a transaction process, you may be required to confirm an action. These
prompts will require you to either confirm the action, or cancel the action and return to
the transaction without making the change.

Figure 1-23 Response Required Prompt

Cancel Transaction

Are you sure you want to cancel the current transaction?
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Selection Required Prompt

Figure 1-24 Selection Required Prompt

Sell Non-Merch
Sale » Sell Non-Merch

Sell Nen-Merch
2 Sell Gift Card

3 Sell Gift Certificate

Entry Required Prompt

During a transaction process, you may be required to enter a value before continuing.
Enter the necessary values, then either click or tap Process to continue. Or, if necessary,
click or tap Back to cancel the action.

Figure 1-25 Entry Required Prompt

Gift Registry Search
Enter search criteria.

Registry # |
Registry Name

Owner Last Name

Owner First Name

Event Type =

“
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Search Prompt

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

To initiate a search, you need to enter only the first few letters or numbers in the
appropriate search criteria fields. The more parameters you enter, the narrower the
scope of the search becomes. That results in a decreased number of records being
found. 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 that no information was
found.

Because each Oracle Retail Xstore Point of Service search form is configurable, the
search parameters on your system may be different than the search forms described in
this guide.

Figure 1-26 Search Form (Customer Search)

Customer Search
Enter search criteria.

Phone# | - -
Last Name
First Name

City

State u

US - United States

Postal Code
Loyalty #

Customar #

‘ ‘ o

Change Country

When applicable, a Change Country button associated with an address search will
allow you to filter the values in drop-down menus to values for the selected country.
This makes it easier to find the correct value in the drop-down menus.
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Figure 1-27 Change Country

Customer Search
Enter search criteria.

Phone #
Last Name
First Name

City

State

- Alberta

- British Columbla

- Manitoba

- New Brunswick

L - Newfoundiand and Labrador
NS - Nova Scotia

NT - Northwest Territories

NU - Hunavut

- ‘ o

Country-specific forms and address layouts are defined in the base config path
directory and not in a configuration accelerator config path, so the layouts are
accessible regardless of the country a store is running in.

L

Postal Gode|

]

Ni
Loyalty # N

Customer #

When the Change Country function is used on any form that supports it such as
Customer Search, Customer Maintenance, and so on, you can change to any of the
country-specific layouts that exist.

Data Entry Form

In a data entry form, you enter specific information about the initiated activity. Enter
the information as required and click or tap Save Changes to continue, or click or tap
Back to cancel the action.

If you click or tap Save Changes before completing all the required fields, Oracle
Retail Xstore Point of Service displays a message explaining the error.
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Figure 1-28 Data Entry Form (Tax Exempt Form)

Customer Tax Exempt
Enter Tax Exempt Information

r
Cortificate #

¥
Certificate Holder

State u

Expiration Date

. ‘ -

Acknowledgement Prompts

Oracle Retail Xstore Point of Service will sometimes prompt users with information to
be acknowledged by users. For example, these prompts can display data entry errors,
informational messages, or indications of the completion of actions. These prompts
will only display one button to be tapped or clicked.

Help Desk Error

If Oracle Retail Xstore Point of Service encounters a major error that cannot be handled
as part of an action, Oracle Retail Xstore Point of Service alerts you that you should
contact the help desk for help with the error.

If you receive this message, do one of the following:
= Acknowledge the message and continue.

= Call the help desk phone number displayed on the screen and follow the
instructions given to you by the help desk.

» If available, select the Open Support Ticket option. Enter the requested
information, then click or tap Process.

An e-mail is automatically sent to the help desk describing the date, time, location,
and system where the problem occurred, as well as the entered information and
additional system log files.
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Basic Transaction Entry

A basic transaction consists of the exchange of store merchandise for a customer’s
tender. No transactions can be entered into Xstore Point of Service until you log in at
the Register Login screen (see Log In to Xstore Point of Service). This prevents
unauthorized personnel from accessing the register. Logging in also allows the system
to record each associate’s sales, calculate commissions, and compare sales to employee
goals.

Note: Ensure that the store and register are open, the cash
drawer/till has been counted, the associate is clocked in (if required),
and the till is attached to the register (if required) before beginning a
transaction.

Depending upon your system’s configuration, you may be required to clock in before
logging in. For more information about the clock-in procedure, refer to Clock In and
Clock Out.

Note: Your store may have a dual screen which displays items that
the customer may be interested in purchasing. Depending on your
store’s policy, you may want to discuss these with the customer
during check out.

Your system may have a Self Check-Out (SCO) function whereby the customer scans
items and pays by card only.

Log In to Xstore Point of Service
Use the following steps to log in to Xstore Point of Service:

1. At the Register Login screen, scan or key your employee ID number, then press
Enter to continue.

Figure 2—1 Register Login ID Prompt

Register Login
Scan or key youremployee ID to sign on.
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Entering Pre-Sale Information

Note: If your system is set up to use a Biometric Fingerprint device,
use the device to scan your fingerprint rather than entering your user
ID and password.

Note: Keyed entry and card scan are also supported here

2. The system prompts for your password. Type your password and press Enter to
continue. For security purposes, your password displays as a row of asterisks.

Figure 2-2 Employee Login Password Prompt

Register Login
Key your password to complete sign on.

Note: You may be prompted to clock in and select a work code.

Entering Pre-Sale Information

Depending on your store configuration, one or more of the following actions may be
required when beginning a sale transaction:

= Associate Flight Information
s Select Commissioned Associates
m  Associate a Customer with a Transaction

= Enter Loyalty Information

Select Commissioned Associates

If your store tracks the associates’ sales for commissions and sales goals, you may be
prompted to select a commissioned associate (or associates) to be linked to the items in
a sale transaction.

Xstore Point of Service awards commissions on a per-item basis, either automatically
based on the associates selected at the start of a retail transaction, or by prompting for
the commissioned associate (or associates) each time an item is added to the
transaction.

Note: If your system is not set up for automatic commissioned
associate prompting, you also have the option to link an associate (or
associates) to individual items in a sale transaction.
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Figure 2-3 List of Commissioned Associates

Commissioned Associate
Select up to 3 commissioned associates.

Employee ID

Smith, John 100

Clark, Vanessa 0401001000002

Sakthi, Shree 101
Smith, Joe 102
Jones, James 103
Black, Jeff 104
Gagnon, Jean 200
Dubois, Marie 201 =]

0 -

Use one of the following procedures to select commissioned associates for the
transaction:

Enter an Associate ID
To select an associate by ID:

1. Click Select By Associate ID.

Figure 2-4 Commissioned Associate Prompt

Commissioned Associate @
Enter the ID of an associate to receive commission. The

maximum allowed is 3. You have selected 0.

2. Enter the associate ID.

3. Press Enter.

Select Associates from a List
1. Use the up and down arrow keys to highlight an associate.

Note: The clock icon in the “In” column indicates the Associate has
clocked in (see Clock In and Clock Out).

2. Press the Spacebar.

3. Repeat Steps 1 to 2 for each associate to add to the transaction.

Note: To remove an associate from a transaction, highlight the
associate in the list and press the Spacebar.
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Entering Pre-Sale Information

The system adds the associates to the sale transaction and displays the associates’
names on the view port.

Figure 2-5 Associate Name in View Port

Dore
e [ e T
m TIE WAISTSHIRT DRESS $69.50
Sale 1003

—T

Associate: John Smith

Note: You also have the option to link an associate (or associates) to
individual items in a sale transaction. See Change the Commissioned
Associate for more information about associating a commissioned
associate with a specific item in a transaction

Associate a Customer with a Transaction

Depending upon your system's configuration, you may be prompted for customer
information so that a customer may be assigned to the transaction.

Note: If a customer is not required for this transaction, you may click
Skip to continue with the sale process.

To associate a customer with a transaction, do one of the following:
= Loyalty Card

m  Search for Customer

Loyalty Card

A customer can be associated with a transaction by scanning or swiping a loyalty card.

Search for Customer
Do the following at the Customer Search screen:
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Figure 2-6 Customer Search Form

Customer Search

Enter search criteria.

Phone #

Last Name

First Name

City

State E

US - United States

Postal Code

Loyalty #

Customer #

Back Change Process
Country

1. Enter the customer search criteria.

2. Click Process.

Note: 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.

You should enter as much information as possible in the Customer
Search form. This will limit the number of customer records that are
returned.If your search results exceed that number, you may see a
message indicating there are too many results.

Xstore Point of Service displays a list of customers matching the search criteria.

Figure 2-7 Customer Search Multiple Results

Customer Search
Source: StorePrimary

Smith, John

30500 Brucs Industrial Pkwy
Solon, OH 44139

Sakthi, Shree

30500 Bruce Industrial Pkwy
Solon, OH 44139

Smith, Joe

Schranz, Johann
Triesterstrasss 391
8055 Graz-Puntigam
Austria
Summit, Ralph
Parker Dr
Wentor, OH 44060
Smurtan, James
30500 Bruce Road
Solon, OH 44130 _I

Back Select & View Select &
Continue
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3. Click to select a customer.
»  Click to select a customer and cl
4. Do one of the following:
s Click Select & Continue to assign the customer and continue the transaction.
»  Click Select & View to view the customer record.
»  Click New to create a new customer record.
»  Click Back to return to the Customer Search screen.
Tax Exemption If the customer has a tax exemption on file, you will be prompted
whether to apply the exemption. Do one o the following;:
»  Click Yes to select a tax exemption:
1. Click a tax exemption in the list.
2. Do one of the following:

— Click Select & Continue to select the tax exemption and continue the
transaction.

— Click Select & View to select view the details of the tax exemption.

s Click No to continue the transaction.

Enter Loyalty Information

If your store has a loyalty program there are several possible scenarios that may occur
after assigning a customer to the sale:

= Enroll Customer
s Customer Has Multiple Loyalty Cards
= Expired Loyalty Card

Enroll Customer
The system prompts you whether to enroll the customer:
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Figure 2-8 Loyalty Registration Prompt

Loyalty Registration

Does the customer want to join the loyalty
program?

Swipe loyalty card or enter card number to
register.

= Click Not Now to continue the transaction without enrolling the customer.

s Click Never to continue the transaction without enrolling the customer and never
display the enrollment prompt again.

s To enroll the customer:
1. If necessary, swipe or scan a new loyalty card.

2. Click Process to enroll the customer.

Note: If the customer agrees to join the loyalty program and then
decides not to sign up during the transaction, void the loyalty card
line item (Void an Item) or cancel the sale (Cancel a Transaction).

If you have completed the sale and the customer decides not to enroll
in the loyalty program, you will need to post void the sale (Post Void)
to disassociate the customer.

Customer Has Multiple Loyalty Cards
If the customer is associated with more than one loyalty account:

1. Click the proper account in the list.
2. Click OK.

Expired Loyalty Card

If the customer’s loyalty card has expired:
s Click Yes to renew the card.

A confirmation prompt displays with the new expiration date.
s Click No to keep the card expired.

A message prints on the receipt indicating that the loyalty card has expired. The
card expiration information also displays on the Customer Maintenance Activity
Stream Contact Information Tab.
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Entering Items

You can enter items in several ways. To enter items into a transaction:

Figure 2-9 Scan Iltem Prompt

Scan ltem or UPC
Scan or key an item ID or UPC.

= Scan the item.

= Enter the item ID or UPC code and press Enter.

s Choose the item from the Quick Pick screen.

= Use Item Lookup to find an item and add it to the sales transaction.
Xstore Point of Service looks up item and displays it in the View Port.

After entering an item, other prompts may open.

Barcodes with Properties

This section describes all possible barcodes with properties.

Weight in Barcode

If you scan the barcode below, the system converts the data in the given order and sells
the weight of the barcode item.

Example 2-1 Weight in Barcode

2150101020006

(21) Weight prefix, (50101) Item number, (02000) weight in grams = 2,0 kg, (6) Check
sum

Note: If the store has a service or self-service scale, creating barcodes
with encoded weight, the system decodes the label and sells the item
(coded in the barcode) with the calculated price.

Calculated Price = Item price x Weight from the barcode

Quantity in Barcode

If you scan the barcode below, the system converts the data in the given order and sells
the quantity of the barcode item.

Example 2-2 Quantity in Barcode
2570018000036

(25) Quantity prefix, (70018) Item number, (00003) Quantity number, (6) Check sum
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2“570018“000036“

Note: If the store has a service or self-service scale, creating barcodes
where the quantity is coded, the system decodes the label and sells the
item (coded in the barcode) with the calculated price.

Calculated Price = Item price x Quantity from the barcode.

Price in Barcode

If you scan the barcode below, the system converts the data in the given order and sells
for the price of the barcode item.

Example 2-3 Price in Barcode
2250102003005

(22) Price prefix, (50102) Item number, (00300) price (3,00 $), (5) Check sum

ZHZSO 0030 S‘

102

Note: If the store has a service or self-service scale, creating barcodes
where the price is coded, the system decodes the label and sells the
item with the price from the barcode.

Q

Press Barcode with Age Verification

If you scan the barcode below, the system converts the data in the given order and sells
the press product barcode with the age verification.

Example 2-4 Press Barcode with Age Verification
4343000105396

(43) Prefix with age verification, (4) full VAT, (30001) item number, (0539) price 5,39 $,
(6) Check sum

Manual GS1 Entry

00
If you cannot scan a barcode, use the Manual GS1 Entry menu button to enter the
barcode, for example, (01) 02570016000052.

4 4

1. Select Find Item. Press the Manual GS1 Entry menu button.

2. You are prompted for the Al Enter the application identifier (AI) - the number
shown in brackets, for example, (01) and press Enter.
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RFID

Figure 2-10 Manual GS1 Entry - Al

Manual GS1 Entry W
Enter GS1 information manually. Enter Al

3. You are prompted for the value. Enter the digits after the Al - number in brackets,
for example, 02570016000052 and press Enter.

Figure 2-11 Manual GS1 Entry - Value

Manual GS1 Entry w
Enter GS1 information manually. Enter value.

4. The system shows the following prompt.

Figure 2-12 Manual GS1 Input

Manual GS1 Entry m
Enter GS1 information manually. Enter Al

5. Repeat the process until you have entered the entire barcode. Press Finish to
complete he Manual GS1 Entry. The item is shown on the Sales Display Panel.
Complete the transaction as usual.

Note: To cancel the Manual GS1 Entry, press Back.

To support RFID (radio-frequency) scanning, Xstore POS can be integrated to the
Motorola Zebra DS9808-R Scanner. This scanner scans both the product ID and RFID
Tag Reference Number simultaneously.

Scan the RFID tag on the item.

Xstore reads the RFID Electronic Product Code (EPC) tag whilst the product barcode
provides the product ID and the RFID tag extracts the unique reference number of the
product.

If the scanner is not working, manually enter the product ID.
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Serial Number
For items that require a serial number:
1. Enter the serial number.

2. Press Enter.

Style
A style is an entry in the Item database that has properties such as size, color, and
width.

Figure 2-13 Select Dimension

Select Dimension
Select the Color for Shoe.

Tan

Black

To select a style:
1. Click the style in the list.
2. Click OK.

Attached ltem

When an item with an associated attached item is added to a sale, you may be
prompted whether or not this additional item should be added to the sale.

Note: In some cases, the item will be added automatically without
prompting the user.

Click Yes to add the item.

Click No to not include the attached item.

If multiple attached items are available:
1. Click the items to be added to the transaction.
2. Click OK.
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Note: Attached items are shown with a Link icon next to them.

Kit
When a Kit is added to a sale, the component items are automatically shown in rows
below the parent Kit line. Each component item in the Kit shows the quantity included
in the Kit, along with the component’s description. The component items that make up
a Kit cannot be changed using the change item function in Xstore Point of Service, only
the parent Kit can be changed using the change item function.

If not all kit components can be shown on the View Port due to limited space, the last
component row displays an ellipsis (...) to indicate there are additional items in the kit.
However, the receipt shows all items that are part of the kit.

Serialized Kit ltems

If one or more items in a kit require a serial number, enter the serial number for each
serialized item.

Originating Inventory Location

If prompted for an originating inventory location:

1. Click the inventory location that will originate the item.

Note: To leave the location pending, leave the inventory location
blank.

2. Click Process.

ltem Restrictions
When certain items are selected, restrictions may apply. These include the following;:
»  Customer Age Verification
»  Cashier Age Restrictions

s Time Restrictions

Customer Age Verification

Xstore Point of Service allows you to configure customer age verifications to determine
whether a customer meets the age requirements to buy certain items. You can set
different age levels for verification (for example, 18 years and 21 years).

An additional age verification is only requested, if an item with a higher restriction is
added to the transaction. For example, if the first purchased item has an age limit of 21
and the second item has an age limit of 18, there is only an age verification for the first
item, but not for the second one.

To sell an item with an age verification, follow the steps below.

1. Enter an item where an age verification is necessary. Xstore Point of Service
displays a prompt relating to the date of birth of the customer is before a specified
date.
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Figure 2-14 Customer’s Minimum Age Prompt

Purchaser's Minimum Age

Warning: Age restricted product
Is the customer's date of birth before
11/09/20007

- -

= Select Yes to confirm the prompt. The item is shown on the Sales Display
Panel. For additional items requiring an age verification 18 years, no prompt is
displayed.

»  Select No. The item is not added to the Cart. If additional items with an age
verification are entered, the prompt is shown again.

Cashier Age Restrictions

Xstore Point of Service allows you to configure cashier age restrictions to determine
whether a cashier has the permission to sell certain items. You can activate/deactivate
the cashier age restriction per store.

An additional age verification is only requested if an item with a higher restriction is
added to the transaction. For example, if the first purchased item has an age limit of
18, there is only an age verification for the first item, but not for the second one.

If the cashier age restriction is activated and there is no date of birth entered for the
cashier, the system displays the cashier age restriction prompt.

1. Enter an item with a cashier age restriction. Xstore POS displays a prompt
requesting authorization of the transaction.
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Figure 2-15 Cashier Age Restricted Item

Cashier Age Restricted Item

Cashier age does not meet minimum
requirement to sell this item.

Do you want to enter authorized user
credentials to approve sale?

- -

2. Select Yes to authorize the transaction. If No is selected, the item is not added to
the sale.

Figure 2-16 Cashier Age Restricted Item Override
Security
Allow Cashier Age Restricted Item

Cashier is not of the minimum age
requirement to sell item.

Enter employee ID and password to
override.

Employee ID

Password

3. Users holding the required security privileges must:

a. [Enter your user name.
b. Enter your password.

The item is added to the sales transaction and shown on the Sales Display Panel.
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Time Restrictions

Xstore Point of Service allows you to configure a time frame in which certain items
cannot be sold and/or returned, for example, alcohol. If this function is enabled, items
with a restricted time frame can only be sold during authorized hours and days. You
can activate/deactivate the time frame restriction by item, department and
sub-department.

To sell an item with a time restriction, follow the steps below.
1. Enter an item with a restricted time frame.

2. Xstore Point of Service validates the system time and day against the configured
restricted time frame.

3. The system displays the prompt, that the item is currently restricted and not
available for sale.

4. Press OK to close the prompt.

Add Wish List Items to a Transaction

Wish list items are purchased through the wish list tab of the Customer Maintenance
screen.

1. Start a transaction.

2. If necessary, click Customer Options.

Note: For extended transactions (for example, layaway, send sale, or
special order), go directly to Step 3.

3. C(lick View Customer.

4. C(Click the Wish List tab.
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Figure 2-17 Customer - Wish List Tab

Megan Sanders Customer ID 317784 Customer Since 02/03/12016

WishList  Digital Cart

t

1001 (1 of T)
N N =
1004 BLK WHITE CAP SLEEVE DRESS
1005 PEASANT TOP JERSEY DRESS kY4
1008 DRAWSTRING PEASANT DRESS kv s

Item Information
Price $69.50

Edit Customer Modify Purchase
Customer Options Hems Hems
=]

View List Previous Next Tab
Tab

5. Do one of the following:

s Click Purchase Items to add Wish List items to a sale transaction.

Figure 2-18 Purchase Iltems

Purchase ltems

The follewing items from list are available for purchase. Selsct the desired ilems.

T
1004 BLK WHITE CAP SLEEVE DRESS

1005 PEASANT TOP JERSEY DRESS
1008 DRAWSTRING PEASANT DRESS
Select All

Items

s Click Order Items to add Wish List items to an order.
6. Click the items to include. This will highlight the items.

Note: Click Select All Items to select all the items in the Wish List.
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Figure 2-19 Purchase Items Selected

Purchase ltems

The following items from list are available for purchass. Select the desired items.

m

BLK WHITE CAP SLEEVE DRESS

PEASANT TOP JERSEY DRESS

DRAWSTRING PEASANT DRESS

Back Select All
Items

7. If your system has the Scan Items Prior to Adding to Transaction setting
configured, the items display in a list to scan from to confirm they are the correct
items.

If your system does not have the Scan Items Prior to Adding to Transaction
setting configured, no scanning is required. The Wish List Confirmation Prompt
opens. Select OK and continue at step 8.

Figure 2-20 Purchase Item Scan Items Prompt

Scan ltems

As iloms are scanned they will be added o the transaction and removed from this
(=

Description Quantity
Remaining

1004 BLK WHITE CAP SLEEVE DRESS 1
1005 PEASANT TOP JERSEY DRESS 1
1008 DRAWSTRING PEASANT DRESS 1

Exit Manual
=

If the item does not scan, select Manual Entry, enter the ID of the item and select
Process.
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Figure 2-21 Purchase Iltems Manual Entry

Manual Entry

Manually enter an item ID

" 1002

"

If an item is scanned or entered that does not match any items selected from the
Wish List, a warning message is shown and the item is not added to the
transaction. Select OK to continue.

Figure 2-22 Purchase Items Wrong Item Scanned

The item does not match any items
selected from the Wish List and will not
be added to the transaction.

After an item has been scanned or manually entered, it is added to the transaction
and removed from the scan items list.
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Figure 2-23 Purchase Items After Scan

Scan ltems
As items are scanned they will be added to the transaction and removed from this
list.

Description Qua ntity
Remaining

1005 PEASANT TOP JERSEY DRESS 1

1008 DRAWSTRING PEASANT DRESS 1

Exit Manual
Entry

When all required items have been chosen, select Exit.

8. Indicate whether to keep the items in the Wish List:

Figure 2-24 Wish List Confirmation

Wish List Confirmation

Do you wish to remove the selected
items from the wish list after the sale is
completed?

.

s Click Yes to add the items to the sale transaction and remove the items from
the Wish List.

Caution: If the transaction is post-voided or returned, the wish list
items are not reinstated to the Wish List.

s Click No to add the items to the sale transaction but not remove the items
from the Wish List.
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9. Continue the transaction.

The items appear in the Sale screen View Port with a Wish List icon.

Figure 2-25 Sales Screen Showing Wish List item Added

Loyalty Points: 2,745
Awards: $0.00

PEASANT TOP JERSEY DRESS $79.99 $79.99
Sale 1005

Megan Sanders {

Xstore POS Information

BLK WHITE CAP SLEEVE DRESS
Sale 1004

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or
UPC may be manually entered.

Select additional functions from the options available.

Scan ltem or UPC
ime | s resn]  ooemon |
Scan or key an item ID or UPC.

Associate: John Smith Amount Due $161.44 >

Cancel Change Add Sell Extended Register i Add
Sale Item Discount Non-Merch Reeelpl Transaction | Options Tenders i

Add Digital Cart ltems to a Transaction

To add Digital Cart items to a transaction for customers who want to purchase items
from their Digital Cart:

1. Start a transaction.

2. If necessary, click Customer Options.
3. Click View Customer.

4. Click the Digital Cart tab.

5. Do one of the following:

s Click Purchase Items to add items to a sale transaction.
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Figure 2-26 Purchase Iltems

Purchase ltems

The following items from list are available for purchass. Select the desired items.

.
1004 BLK WHITE CAP SLEEVE DRESS

1005 PEASANT TOP JERSEY DRESS

1008 DRAWSTRING PEASANT DRESS

Back Select All
Items

s Click Order Items to add items to an order.

6. Click the items to include. This will highlight the items.

Note: Click Select All Items to select all the items in the Digital Cart.

Figure 2-27 Purchase Items Selected

Purchase ltems

The following items from list are available for purchass. Sslect the desired items.

I

BLK WHITE CAP SLEEVE DRESS

PEASANT TOP JERSEY DRESS

DRAWSTRING PEASANT DRESS

Back Select All
Hems

7. If your system has the Scan Items Prior to Adding to Transaction setting
configured, the items display in a list to scan from to confirm they are the correct
items.

If your system does not have the Scan Items Prior to Adding to Transaction
setting configured, no scanning is required. The Digital Cart Confirmation Prompt
opens. Select OK and continue at step 8.
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Figure 2-28 Purchase Item Scan Items Prompt

Scan ltems

As iloms are scanned they will be added o the transaction and removed from this
(=

Description Quantity
Remaining

1004 BLK WHITE CAP SLEEVE DRESS 1
1005 PEASANT TOP JERSEY DRESS 1
1008 DRAWSTRING PEASANT DRESS 1

Exit Manual
=

If the item does not scan, select Manual Entry, enter the ID of the item and select
Process.

Figure 2-29 Purchase Items Manual Entry

Manual Entry

Manually enter an item ID

T 1002

“

If an item is scanned or entered that does not match any items selected from the
Digital Cart, a warning message is shown and the item is not added to the
transaction. Select OK to continue.

After an item has been scanned or manually entered, it is added to the transaction
and removed from the scan items list.
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Figure 2-30 Purchase Iltems After Scan

Scan ltems
As items are scanned they will be added to the transaction and removed from this
list.

I N
Remaining

1005 PEASANT TOP JERSEY DRESS 1

1008 DRAWSTRING PEASANT DRESS 1

Exit Manual
Entry

When all required items have been chosen, select Exit.

8. Indicate whether to keep the items in the Digital Cart:

s Click Yes to add the items to the sale transaction and remove the items from
the Digital Cart.

Caution: If the transaction is post-voided or returned, the items are
not reinstated to the Digital Cart.

s Click No to add the items to the sale transaction but not remove the items
from the Digital Cart.

9. Continue the transaction.

The items appear in the Sale screen View Port with a Digital Cart icon.

Add ltem Coupons

To add a coupon to a sale, scan the coupon or enter coupon ID in the Scan Item or UPC
prompt and press Enter. The coupon appears in the Offers tab in the Message Window.
The tab displays a number in the upper-right corner indicating the number of coupons
entered into the system.

Note: When a coupon is actually applied to the transaction, a green
check mark appears next to coupon.
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Figure 2-31 Offers Tab

Description Expires

unit Coupon
@ Xunit Coup 1213172100

Redeem a Rain Check

Rain checks allow customers to purchase out-of-stock items for the same price at a
later date.

Note: Rain checks can only be applied to sale transaction; it cannot
be applied to extended transactions (for example, layaways, special
orders, or send sales). Once a rain check is redeemed, it cannot be
used again.

Depending upon the configuration of your system, you may not be
able to redeem rain checks issued by other stores.

To redeem a rain check:

1. Click Register Options in the Sale screen.

2. Click Redeem Rain Check.

3. Scan the rain check or enter the rain check ID.

The Redeem Rain Check prompt opens.

Note: If the rain check has expired a message displays indicating it
has expired and cannot be redeemed.

4. Click Yes to redeem the rain check.

The rain check item appears in the View Port with a rain check icon.

Tendering a Transaction

The tendering process requires that you select or enter two basic items of information:
= Tender type (for example, cash, check or credit card)

= Amount paid with that tender type
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Depending upon the form of payment and your store’s policies, you may have to enter
or select additional information; for example:

Credit card account number, CID number, and expiration date
Customer name

Customer address

Security approval for large sales or refunds

Additional tender types if the first tender type did not pay the total due

Additional forms of customer ID (driver's license number, birth date, credit card
number, or other ID)

Refer to Chapter 4, Processing Tenders for additional information about specific

tenders.
Start Tendering
1. Start tendering by doing one of the following:

= Press Enter in the empty item prompt.

s Click Add Tenders.

Tender the transaction. See Chapter 4, Processing Tenders

If prompted to round up the amount for a charitable donation:

s Click No to continue with tendering without adding the amount.

s Click Yes to add the charitable donation to the transaction, then continue with
tendering.

Select the tender by doing one of the following:

Figure 2-32 List of Tender Types

Sale Tender Options
Sale Tender Options

i

Cash

€5 2 CreditDebi

3 Check

[E] 4 GiftCard

i 5  Gift Certificate

i: 6  Mall Certificate

FEI 7 RedeemStore Credit

: - -

»  Click the tender in the list.
= Use the up and down arrows to highlight the tender.

A tender amount prompt opens.
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5. Add the tender amount by doing one of the following:

Figure 2-33 Tender Cash Amount Prompt

Tender

Enter Cash amount.

= Enter the amount to apply to the tender.

»  For cash tenders, click a quick cash amount in the Menu Buttons.
Figure 2-34 Quick Cash Buttons

Tender

Enter Cash amount.

“ . - >

6. Press Enter.

»  If you entered less than the total amount due, repeat Steps 4 to 6.
= If you entered the amount due or greater, continue the transaction.

7. If you are prompted whether to complete the transaction:

Note: Your system may automatically print receipts without
prompting whether to complete the transaction.

»  Click Y to print receipts.
»  Click N to return to the Sale Tender screen (Step 4).

Xstore Point of Service prints receipts.

Note: If you are prompted for e-mail receipt information, see E-mail
Receipt Options.

8. Depending on the configuration of your system, you may be prompted to scan a
cash drawer. Scan the appropriate cash drawer, if necessary.

9. On occasion, upon completing a transaction, a prompt may open asking whether
to apply a system update. If you are prompted to apply a system update:
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Caution: If you agree to perform the system update, you will not be
able to create any new transactions for a certain grace period. Existing
transactions can be completed during the grace period.

Once the system is not in a transaction, or if the required period has
expired, the update will be automatically applied without asking the
user. You cannot use the system during system updates.

s Click No to be asked again after a period of time.
»  Click Yes to apply the update.

A confirmation prompt opens:

- Click Apply to perform the update.

—  Click Cancel to cancel the update and be asked to perform the update
after a period of time.

The transaction completes.

E-mail Receipt Options

If your store issues e-mail receipts, you may be prompted for more information after
the sale is tendered. Any receipts that have been set up for e-mail delivery are
generated as PDF documents and sent to the customer’s e-mail address as an e-mail
attachment. This e-mail receipt process assumes the customer has an active e-mail
address and has given permission to receive e-mail from the store.

After tendering the sale:
1. Select the receipt method:

Figure 2-35 Sale Complete Prompt - Email Receipts Enabled

Sale Complete

Select a receipt method.

3 “ o

Note: This choice applies to all receipts. For example, if you choose
to e-mail receipts, then all receipts such as Gift and Customer receipts
are sent in an e-mail. You cannot print one but e-mail the other.
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s Click Print Only to print the receipts. The receipts print and the transaction
completes.

s Click Email to either e-mail the receipt or e-mail and print the receipts.
Continue with the next step.

2. Confirm, enter, or change the customer’s e-mail address.

Note: If you make changes to the e-mail address, you may be
prompted whether to change the e-mail address for the customer.

Click Yes to change the e-mail address.
Click No to keep the existing e-mail address.

3. Choose an option:

Figure 2-36 Email Address Form

Email Address

Enter the email address for the customer.

RebeccaHOsburn@dodgit.com

Cancel Email Ok Ok
Email Only Print & Email

Note: If the e-mail address is not formatted correctly, a confirmation
prompt opens indicating it is not correct. Press Enter then correct the
e-mail address.

s Click OK Email Only to send the receipts in an e-mail.

»  Click OK Print & Email to send the receipts in an e-mail and print them on
the receipt printer.

»  Click Cancel Email to cancel the e-mail and return to the Sale Complete
prompt.

Reprint Receipts and Documents

The reprint options provide a way to recover when there is a printer error or the
printer jams. They allows you to reprint a receipt or a rebate offer for the customer.
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Figure 2-37 Login Screen - Receipt Reprint Options Menu Button

Register Login

Heoan or key your employes ID to sign an.

Reprint the Last Receipt

To reprint the last receipt created by the register:
1. Go to the register login screen.

2. Click Receipt Reprint Options.

Figure 2-38 Receipt Reprint Options Menu

Rebate Receipt | Reissue Gift Reprint Reprint Last
Receipt Document Receipt

3. Click Reprint Last Receipt.

Xstore Point of Service prompts whether to reprint the last receipt.

4. Click Y to reprint the last receipt.

Note: The receipt is clearly labeled as a reprinted receipt.

Reprint a Document

To reprint a document (such as a rebate offer):
1. Go to the register login screen.
2, Click Reprint Document. See Figure 2-38.

The Reprint Document Lookup window opens.
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Figure 2-39 Reprint Document Lookup Form

Reprint Document Lookup
Enter document information.

SeriesID | |

Document Type :

Vendor

- - -~

3. Enter the search information for the document:

= Series ID - Enter the ID for the document series.

s Document Type - Select the type of document.

= Vendor - Enter the name of the vendor who produced the document.
4. Click Process

Xstore Point of Service displays a list of documents matching the search criteria.
5. Click the correct document.
6. Press Enter.

Xstore Point of Service reprints the document on the report printer.

Note: If the document is not in PDF format, it may also print on the
receipt printer.

Print a Rebate Receipt

Rebate receipts may be offered to customers so that they can retain the original receipt
for a purchase, and mail in the rebate receipt as proof of purchase.

1. Go to the register login screen.

2. C(Click Rebate Receipt.
The system prompts for transaction information.

3. Enter the transaction information by doing one of the following:
= Scan the barcode on the original sale receipt.
= Enter the barcode information and press Enter.

The rebate receipt prints on the receipt printer.

Note: The receipt is clearly labeled as a rebate authorization receipt.
This receipt cannot be used for merchandise returns.
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Print a Gift Receipt

During a transaction, items may be selected for a gift receipt before a tender is
selected, or between adding tenders. Gift receipts can also be issued immediately after
a completed sale transaction, or from the Electronic Journal for eligible items in a
transaction. Eligible items include regular sale items, special order pickup items, and
layaway pickup items.

Select Gift Certificate Items in a Sale

While a sale transaction is being performed, you may use the following steps to select
items to be issued gift certificates:

1. Click Gift Receipt during a sale transaction.

Figure 2-40 Sale Menu - Gift Receipt Button

R R N R
m TE WABTSHIRT DRESS 605 1 $89.80
Sake 1003

XSTORE POS INFORMATION

ROLL SLEEVE SWEATER DRESS

Sale 1008

Scan the barcode on the product to be sold.
If the barcode i missing or cant be read, the item number or UPC may be manually
entered.

Select additional functions from the options available.

Scan tem or UPC

Tax §1136
Scan or key an item 1D or UPC. |

Amount Due $161.44 >

= Sale  JobnSmith [ oniine & Comer Market 94 ® | Register1 & 10262017 1:61PM [ 1]

Xstore Point of Service displays a list of items eligible for gift receipts.

Figure 2—41 List of Items Eligible for a Gift Receipt

Gift Receipt

Please select items for the gift receipt.

mm

1003 TIE WAIST SHIRT DRESS $69.50

1006 ROLL SLEEVE SWEATER DRESS $79.99

- “ -

2. Select the gift certificate items by doing one of the following:
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m Click each item.

= Use the up and down arrows to move to the correct item, then press the
Spacebar to highlight it.

Note: Click Select All to select all items in the list.

w

Click OK.

The gift certificate items are labeled in the View Port with a gift icon. Gift
certificates will be printed at the end of the transaction.

Figure 2-42  Gift Icon

TIEWAIST SHIRT DRESS $69.50 1 $69.50
)

Sale 1003

ROLL SLEEVE SWEATER DRESS

Sale 1006

4. At the end of the transaction, if you are prompted whether to group gift certificate
items, see Group Gift Receipt Items.

5. At the end of the transaction, you may be prompted whether to print a gift
certificate for each item:

»  Click Yes to print a gift certificate for each item.
s Click No to print one gift certificate for all items.
Group Gift Receipt Items
After tendering the sale, if there are multiple items that have been labeled as requiring

a gift receipt, you may be prompted whether to group items on separate gift receipts.
For example, you can group 2 items on one receipt, and 3 items on another receipt.

Figure 2-43 Multiple Gift Iltems - Group Receipts Prompt

Multiple Gift Receipts

Would you like to group Gift Receipts?

-
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To group items on gift receipts:
1. If you are prompted whether to group gift receipts, select an option:
s Click Yes to group gift receipt items.
A gift receipt grouping window opens.

= Click No to continue the transaction without creating gift receipt groups.

Figure 2—44 Items for Gift Receipts

Gift Receipt

Please select items for the gift receipt.

mm

1003 TIE WAIST SHIRT DRESS $69.50
1006 ROLL SLEEVE SWEATER DRESS $79.99
1007 ANIMAL PRINT CAP SLEEVE DRESS $64.99

Back Finish and Print Add Grouping

2. Select the items to group on one gift receipt by doing one of the following:
»  Click each item.

s Use the up and down arrows to select an item, then press Spacebar to
highlight it.

3. Click Add Grouping.
The selected items are grouped into one gift receipt and removed from the list.
4. Repeat Steps 2 to 3 for each gift receipt group.

5. Click Finish and Print to print the gift receipts and complete the transaction.

Create Gift Receipts After a Sale

To create gift receipts for a previously completed transaction:
1. Click Receipt Reprint Options at the register login screen. See Figure 2-37.
2. Select a receipt reprint option:

»  Click Reissue Gift Receipt reprint only the gift receipts.

»  Click Reprint Last Receipt to reprint gift receipts and the transaction sale
receipt.

A Transaction Lookup prompt opens.
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Figure 2—45 Transaction Lookup Prompt

Transaction Lookup
T3HHAWW113111314ALY1Q

Enter orscan the transaction barcode.

3. Enter the transaction barcode by doing one of the following:

= Scan the barcode on the transaction receipt.

s Enter barcode information and press Enter.

Xstore Point of Service displays a list of items eligible for a gift receipt.
4. Select the gift receipt items using the appropriate procedure:

s Select Gift Certificate Items in a Sale

s Group Gift Receipt Items

5. Xstore Point of Service prints the receipts.
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Return Transactions

Returns allow you to create transactions for returned merchandise and to associate the
reason the item was returned with the transaction. Xstore Point of Service allows you
to create return transactions both with and without the original receipt.

Depending on your store policy, you may not be able to return merchandise purchased
in another country. If your store restricts cross-border returns, a message displays
indicating that cross-borders returns cannot be processed.

Returns of Tax Free Invoice Transactions

If a Tax Free Invoice (TFI) was issued from one or more transactions from which one or
more items were returned:

Note: For more information on Tax Free Invoices, including the
procedure for issuing them, see Tax Free Invoices.

»  The item(s) must be returned to the store where the purchase was made.

= Items from multiple TFIs cannot be returned in the same transaction. Only one
return transaction is permitted for each TFI.

»  The old TFl is voided automatically and a new TFI is issued at the end of the
return transaction.

»  If the TFI cannot be voided, the return cannot be performed.

= If there are remaining items on sales transactions from the original TFI, and if any
of these sales transactions are now too old to be placed on a TFI, then Xstore Point
of Service warns the user that the old TFI will be voided, but that it will not be
possible to issue a new TFI for the remaining items. The user can cancel the return
or proceed with the process.

»  If there are new items on the current transaction and remaining items on sales
transactions from the original TFI, and they breach the receipt consolidation rules,
Xstore Point of Service prompts the user that the old TFI will be voided, but that it
will not be possible to issue a new TFI including its items. The user can cancel the
return or proceed with the process.

»  If there are no time limitations, Xstore Point of Service prompts the user that the
old TFI will be voided and that, at the end of the transaction, they will have a
chance to issue a new TFI, with items from the current transaction and from the
original TFI. The user will have a choice to proceed or cancel the return.
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= At the end of the transaction, when the tendering function selected, if a TFI item
was returned and either remaining items and/or new items are eligible for TFIL,
then the user is given the option to have a new TFl issued.

= After tender completion, if a TFI item was returned, before saving the transaction
Xstore Point of Service tries to void the original TFI. It the TFI cannot be voided
because of an error, the cashier is returned to the tendering screen and can either
complete tendering and retry, or cancel tenders and the transaction.

»  If the user requests a new TFI, a new TFl is created that includes the items from
the current transaction and any remaining items from the original TFI. Minimum
amount limitations are still enforced.

Verified Returns

If the customer has the original receipt or credit card, the system verifies that the
receipt that accompanies the return, or the original credit card used in the sale, is
found either on the local system or the home office system. When the original
transaction is found, the system displays the original sale information in the View
Port. A return using the customer’s original sale receipt or credit card to locate the
transaction information stored in the database is a verified return.

Start the Return

You can start a return by doing one of the following:
= Scan the Original Transaction Receipt

= Swipe a Credit Card or Enter the Receipt Data

Scan the Original Transaction Receipt
To start a verified return:

1. Scan the barcode on the customer’s original receipt at the Register Sale screen.
2. If you are prompted to enter customer information:
a. Enter customer search information.
b. Click Process.
Xstore Point of Service displays a list of customer matching the search criteria.
c. Select the customer from the list.
d. Click OK.

Continue with Return Items.

Swipe a Credit Card or Enter the Receipt Data

To start a verified return:
1. Click Return Item in the Register Sale menu.

2. If you are prompted for customer information, enter the customer information.
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Figure 3—-1 Customer Search Form

Customer Search
Enter search criteria.

Phone# | . -

Last Name

First Name:

City

State |ﬁ

US - United States

Postal Code

Loyalty #

Customer #

Change Process
Country

3. Select Process.

Xstore Point of Service displays a list of customer matching the search criteria.
4. Select the customer from the list.
5. Click OK.

Xstore Point of Service displays a prompt asking whether the customer has the

original receipt, original credit card, gift receipt, or serial number for the item.

Figure 3-2 Return Original Receipt Prompt

Does the customer have the original receipt,
original credit card, gift receipt, or serial number
for the item?

“-

6. Click Yes.
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The system prompts for information about the original sale transaction.

Figure 3-3 Original Transaction Return Information

Return Information

Enter the original transaction information for the return item.

Gift Receipt? [

Trans Barcode

Or

Orig Ticket ID *

Orig Trans Date d

OrigStore ID ©

Orig Register D 7

Or

Credit Card#

Or

Serial Number

Do one of the following:

= Enter the credit card or debit card used in the transaction (enter the card in the
chip reader, or swipe the card).

Xstore Point of Service prompts for an item ID. Continue with Step 8.
= Enter the receipt barcode information and click Process.
Continue with Return Items.
= Scan the receipt barcode.
Continue with Return Items.
Scan the item or enter the item ID.
If prompted to select a transaction:

a. Click the correct transaction or use the up and down arrows to highlight the
correct transaction.

b. Click OK.

Continue with Return Items.

Search for the Transaction
To start a verified return:

1.
2.

Click Return Item in the Register Sale menu.

If you are prompted for customer information, enter the customer information. See
Figure 3-1.

Click Process.

Xstore Point of Service displays a list of customer matching the search criteria.
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4. Select the customer from the list.
5. Click OK.

Xstore Point of Service displays a prompt asking whether the customer has the
original receipt, original credit card, gift receipt, or serial number for the item. See
Figure 3-2.

6. Click Yes.

The system prompts for information about the original sale transaction. See
Figure 3-3.

7. Enter search information for the transaction and click Process.
This prompt has the following criteria:
s Orig Ticket ID - ID of the original transaction.
s Orig Trans Date (MM/DD/YYYY) - Date of the original transaction.
s Orig Store ID - ID of the store where the original transaction was performed.

s Orig Register ID - ID of the register where the original transaction was
performed.

8. Click Process.

Enter Web Order ID

If customers can return items from online purchases at a store (cross-channel returns),
do the following to perform a cross-channel return:

1. Enter the ID from the shipping document in the Web Order ID field.
2. Click Process.

Note: Freight, handling, or other delivery changes are not returnable.

Transaction Not Found

If the transaction is not found, a prompt opens:
s Click Yes to continue with an unverified return. See Blind & Unverified Returns.

m Click No to re-enter transaction information. See Start the Return.

Return ltems

After attaching a transaction to the return transaction, enter items:

Note: Click Return All to return all items in the original transaction.
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Figure 3—-4 Original Transaction Information

Original Transaction
Select line items to retumn.

Item ID Qty Ext Price
Des cription

1006 1 $67.99
ROLL SLEEVE SWEATER DRESS

Back Scan ltem Retumn Selected
Items

1. Select the items to return:

m Click items to select them.

= Use the up and down arrows to highlight items, then press the Spacebar to
select them.

2. Click Return Selected Item(s).
3. If you are prompted for the quantity of an item:
a. Enter the quantity of the item.
b. Click OK.
c. Repeat Steps a to b for each item quantity prompt.

Xstore Point of Service prompts for a reason for the return.
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Figure 3-5 Return Reason Code List

Reason Code
Select a reason code from the list.

-
Did Not Like

Did Net Fit

Damaged
Open Box
Unusable
Repairable

Exchange LI

4. Select the reason for the return:

s Click the reason.
= Use the up and down arrows to select the reason, then press the Spacebar.

5. Click OK.

Figure 3—-6 Return Comment Form

Add Comment
Please enter a comment.

6. If you are prompted for comments:
a. Enter additional information about the return.

b. Click OK.
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7. If the item is part of a kit, indicate whether all kit items are available:

s Click No if all items in the kit are not available. The return item is removed
from the transaction. If no other items are included, return to Step 1.

s Click Yes if all items in the kit are available. The return continues.
8. If an acknowledgement prompt opens, read the message and click OK to continue.

Xstore Point of Service returns to the return items screen.

Note: The return item quantity has been decremented by the
quantity returned for each item that was added to the return.

9. Repeat Steps 1 to 8 to return additional items from the transaction.

Note: Depending upon your return policy, certain items may be
returned at a prorated value from their original purchase price. If so,
the amount refunded for these prorated items is determined by the
number of days between the original date of purchase and the date of
return.

For example, some store return policies offer a full refund if the item is
returned within 30 days. After 30 days, a reduced refund (declining
over time following the purchase date) is calculated automatically.

10. Continue the transaction:
s Click Add Tenders tender the transaction.
m Click Exit Return to return to the sales transaction.

s Click New Return to return more items from a different transaction.

Verified Returns though Customer History

If a customer does not have the original receipt, or the receipt cannot be verified, the
return item price may be determined from the customer’s purchase history. To
perform a return through a customer’s purchase history, perform the procedure Blind
& Unverified Returns and select the transaction in Step 9. The transaction will
continue as a verified return.

Blind & Unverified Returns

A blind return is a return without a receipt. An unverified return is a return where the
customer has a sale receipt, but it cannot be found in the database. These two return
procedures are essentially the same.

If the customer does not have the original receipt for the return item, or the customer’s
receipt cannot be verified, perform the following procedure to complete the return
transaction.

Start the Return

To start a blind or unverified return:
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Click Return Item in the sale screen.

s If you are prompted to enter customer information, continue with Step 2. See
Figure 3-1.

s If you are prompted for a receipt, continue with Step 6. See Figure 3-2.
Enter the customer search information:

s Phone # - Customer phone number.

= Last Name - Customer last name.

s First Name - Customer first name.

s City - City for customer’s address.

= State - State in the customer’s address.

= Postal Code - Postal code or zip code for he customer’s address.
s Loyalty # - ID number for the customer’s loyalty account.

s Customer # - Customer ID number.

Click Process.

If necessary, select the customer in the search results:

s Click the customer.

= Use the up and down arrows to highlight the correct customer, then press
Spacebar.

Click OK.

Indicate whether the customer has the original receipt:

»  Click Yes if the customer has the receipt.

s Click No if the customer does not have the receipt.

Enter an item:

= Scan the item.

= Enter the item ID the press Enter.

If prompted for an item quantity, enter the quantity, then click OK.
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Figure 3-7 Item Found In Customer’s Transaction History

Qty Trans
Avail Total
10i25/2017 $96.67

10i26/2017 $96.67

Continue Blind
Retumn

9. If the item is found in the customer’s transaction history:

s Click Continue Blind Return to continue with Step 14 as a blind return.
»  Create a verified return. Continue with Step 10.

10. Select a transaction from the list.

11. Click OK.

12. Continue with Return Items in Verified Returns.

Figure 3-8 Item Not In Purchase History

Item Not In Purchase History

6012 - Star Diamond Earrings
is not in this customer's purchase history.

Continue with return?

-

13. If prompted that the item was not found in the customer’s transaction history:
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s Click Yes to continue the return.

m Click No to cancel the return transaction and return to the sale screen.

Figure 3-9 List Of Return Reason Codes

Reason Code
Select a reason code from the list.

Did Not Like

Did Not Fit

Damaged
Open Box
Unusable
Repairable

Exchange LI

14. Select the reason for the return:

»  Click the reason.

= Use the up and down arrows to highlight the reason, then press the Spacebar.
15. Click OK.
16. If you are prompted for additional information:

a. Enter the information.

b. Click OK.
17. If you are prompted with a list of previous prices for an item:

a. Select the item:

*  Click the reason.

*  Use the up and down arrows to highlight the reason, then press the
Spacebar.

b. Click OK.

18. If a notification prompt opens indicating that a restocking fee is applied, click OK
to acknowledge the prompt.
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Figure 3-10 Lowest Item Price

Selected Return Price

Lowest price for item 1008 DRAWSTRING
PEASANT DRESS is $89.50

-

19. If a notification prompt opens, indicating the lowest price for the item:

Figure 3—-11 Price Override Prompt

Enter Price

Enter the item price.
1

00
PEASANT TOP JERSEY DRESS

a. Click Price Override to change the price.

b. Click OK to continue the return with the listed price.
20. If you are prompted for a serial number:

a. Enter the serial number.

b. Click OK.

21. If the item is part of a kit, indicate whether all kit items are available:

s Click No if all items in the kit are not available. The return item is removed
from the transaction. If no other items are included, return to Step 7.

m  Click Yes if all items in the kit are available. The return continues.

Xstore Point of Service returns to the return screen.
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Figure 3—-12 Return Items Displayed in View Port

Greyly Campbell

Trars # 267

ROLL SLEEVE SWEATER DRESS 7999 1 46799}
= Return 1008
XSTORE POS INFORMATION
&5 Alrpon Employee 15% Dis count $1200
) ANMALPRINT CAP SLEEVE DRESS medns) 1 6455}
Scan the barcade on the product to be mtumed. Return 1997
If tha barcodas 8 missing or can't ba read, the tem numbaer or UPC may ba e — #7959}
manually entered. et pri

Balect additional funclions from the options available.

Scan ltem or UPC

Bubkotal F21287)
Enter or scan the retum item.

Associate: John Smith Refund $230.01 >

Akl Diectunt | Retum View Cumlcmer Mo Lockup | A Tenders
Non-Merch
1} '}

22. Do one of the following:

m Click Add Tenders to tender the transaction.

Note: If your store has a maximum amount for a blind return, you
may be prompted for manager approval, or you may not be permitted
to complete the transaction. Ask your manager for assistance.

s Click Exit Return to return to the sale screen to continue selling items.

s Click Return Item to perform another return (for example, items that appear

on an original receipt).

s Click Change Item to modify an item.See Modify a Line Item for more
information.

s Click Add Discount to reduce the amount due to the customer.
s Click Return Non-Merch to return a non-merchandise item. See

s Click Item Lookup to find a return item Item ID for a return item. See Item
Lookup.

Non-Merchandise Items in a Blind Return

To return non-merchandise items in a blind return:

1. Click Return Item option in the sale screen.
The system prompts whether the customer has a receipt or serial number for the
return item.

2. Click No.

3. Click Return Non-Merchandise.

Xstore Point of Service prompts for the category of non-merchandise item.
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Figure 3-13 List of Non-Merchandise Categories

Return Non-Merch
Return » Return Non-Merch

2 Cashout Gift Card

3 Return Gift Certificate

- " -

4. Select the category of the non-merchandise item:

s Click the category.

= Use the up and down arrows to highlight the correct category, then press the
Spacebar.

5. Click OK.

Figure 3—-14 Security Verification Prompt

Security
Return Gift Certificate

Enter employee ID and password to verify identity.

Employee ID

Password

- "

6. If prompted for a security login to return a gift card or gift certificate, enter the
security information or request access from a person with the appropriate security
permissions.
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7. Enter the information required for the item. This will vary depending upon the
configuration of your system and the category of the item returned.

8. Select the reason for the return:
s Click the reason.
= Use the up and down arrows to highlight the reason, then press Spacebar.
9. Click OK.
10. If you are prompted for additional information:
a. Enter the information.
b. Click OK.
11. Do one of the following:

s Click Add Tenders to tender the transaction.

Note: If your store has a maximum amount for a blind return, you
may be prompted for manager approval, or you may not be permitted
to complete the transaction. Ask your manager for assistance.

s Click Exit Return to return to the sale screen to continue selling items.

s Click Return Item to perform another return (for example, items that appear
on an original receipt).

s Click Change Item to modify an item. See Modify a Line Item for more
information.

s Click Add Discount to reduce the amount due to the customer.
s Click Return Non-Merch to return a non-merchandise item. See

s Click Item Lookup to find a return item Item ID for a return item. See Item
Lookup.

Taxes for Return Items

Taxes for return items are determined by the taxes for the store associated with the
original transaction.

Note: If an original store number is not available (for example, for an
unverified return), the return store’s tax rate is used.

To change the taxes on an item, see Change the Tax for an Item for more information
about changing taxes.
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Processing Tenders

Tendering is the last step that occurs just before completing a sale. You must select a
form of payment or refund, and it may involve check or credit card authorizations, if
any of these tender types are selected.

For all tender types, you must select or enter two basic items of information:

1.
2.

Form of payment or tender type (for example, cash, check, or credit card)

Amount paid for each selected tender type

Depending upon the form of payment and your system's requirements, you may have
to enter or select additional information. For example:

Credit card account number, CID number, and expiration date
Additional tender types if the first tender type did not pay the total due

Additional forms of customer ID (driver's license number, birth date, credit card
number, hotel guest’s room number, or other ID)

Customer name
Customer address

Security approval for large sales or refunds

Selecting Tenders

The exchange of tender for merchandise or the remitting of a tender for a return is the
final step in a transaction. To select a tender for a transaction:

1.

Click Add Tenders when you are ready to complete the transaction.

Xstore Point of Service displays a list of tender types:
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Figure 4-1 Sale Tender List

Sale Tender Options
Sale Tender Options

1 Cash E
€5 2 CreditDebit
3 Check
1] 4 Gift Card
= 5  Gift Certificate
:: 22| 6  Mall Certificate
% T Redeem Store Credit _I

2. Select a tender:
m  Click the tender.

= Use the up and down arrows to highlight the correct tender, then press
Spacebar.

3. Click OK.

4. Continue with the selected tender. See Sale Tenders.

Sale Tenders
To tender a sale, refer to the section for the appropriate tender type:
s Cash

»  Credit Card

»  Debit Card

= Gift Card

s Merchandise Credit Card
»  Store Credit

= Gift Certificate

»  Personal Check

»  Traveler’s Check
= Foreign Currency
s Coupon Tender

s House Account

= Room Charge
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Cash

To tender a transaction in cash:

1. Select Cash in the menu of tenders. See Selecting Tenders.

Figure 4-2 Cash Tender

Greyly Campbell

EEVE SWEATER DRESS
1006

Tender

Foos $0.404 Sublotal 57099

Entsr Cash amsunt,

Associate: John Smith Amount Due $86.39 >

2. Enter the amount of cash presented by the customer:

= Enter the amount.

s Click the amount in the Menu Buttons (also known as Quick Cash buttons).
3. DPress Enter.
4. If prompted to complete the transaction:

»  Click Yes to complete the transaction.

The transaction completion process begins. Continue with Step 5.

»  Click No to return to the tender selection screen. See Selecting Tenders.

5. If prompted, scan the cash drawer you are using.

The cash drawer opens. If configured, a prompt displays reminding you to close
the cash drawer.

6. Place the cash in the cash drawer and return change to the customer.
7. Close the cash drawer.

After the cash drawer has been closed, the sale receipt prints and the system is
ready for the next transaction.

United States: Cash Transactions Larger Than $10,000

United States law requires that you submit IRS Form 8300 if you receive more than
$10,000 cash in a single transaction. You must report the transaction to the IRS within
15 days of receipt of the cash. The law also requires that a properly filed Form 8300
that lists the correct cash payer's name, address and tax identification number. It must
also include the amount of cash received, transaction date and nature of the
transaction.

If the customer tenders a transaction with more than $10,000 in cash, the system
automatically displays Form 8300.
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Figure 4-3 IRS Form 8300

IRS Form 8300

Report of Cash Paymants Over $10,000

Bdentity of the Individusl From Whoemn the Cash Was Recetved

First Name 'm Middle Last Narme” Smith
Acdies 'ma’ Bruce Industrial Parkway Oecupation
Postal Cods 44138 City Salon suate OH
Country US S5N i Birth Dlll'
ID Document Typs 1D Wursber 0 Issued By
Parson on Whese Behalf This Tramasction Was Conducted
First Narme i Midclle Lt Nlm'
Address i
Postal Code i City i Sldll'
Country SN i Employer 1D
Oecupation Doing Business As

ID Decument Type 1D Hursber ID lssusd By

I I i

1. Complete all required fields.
2. Click Process.

3. The system prints copies of IRS Form 8300 as required by your store policy.

Credit Card

If supported by your authorization processor, you can read a credit car through a chip
reader, swipe the credit card through the magnetic stripe reader (MSR), or enter the
information manually when prompted. You can automatically select the credit card
tender by inserting the card into the chip reader or swipe the MSR without selecting a
tender.

1. Select Credit/Debit in the menu of tenders. See Selecting Tenders.
2. Enter the card:

= Insert the card into the chip reader. Continue with Step 7.

= Swipe the card in the MSR. Continue with Step 7.

= Enter the card manually. Continue with Step 3.

Enter the card number.

Press Enter.

Enter the card expiration date.

Press Enter.

If necessary, change the amount to tender on the credit card.

©® N o g »

Press Enter.
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Note: When tendering a transaction with a prepaid credit card, if the
amount remaining on the customer’s prepaid card is less than the
amount owed, the transaction is credited with the remainder of the
prepaid card balance. Another tender is then required to complete the
sale. If the transaction is canceled, the original amount is returned to
the prepaid card.

9. If prompted, enter the CID number found on the card:
= American Express

The CID is a four-digit number on the front of the card, above and to the left or
right of the card number.

s Visa, Mastercard or Discover

The CID is a three-digit number on the back of the card at the end of the
signature line.

10. If the tender authorization is currently offline, a message displays prompting you
to perform one of the following activities.

s Click the Cancel to cancel the check tender and return to the tender selection
screen. See Selecting Tenders.

= Select the Retry option to attempt to process the check again.

= Select the Manual option to begin the manual authorization process. See
Manual Authorization.

11. If necessary, wait for the customer to sign the signature capture device.
12. If necessary, verify the customer signature.
13. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 14.
= Click No to return to the tender selection screen. See Selecting Tenders.

14. If the credit card information was entered manually, a prompt displays asking you
to imprint the manually entered credit card(s).

15. If necessary, ask the customer to sign the receipt.

16. If the system recognizes that a customer is eligible for a Tax Free Invoice (TFI), and
if the receipt satisfies all the eligibility requirements, but the customer did not
request a TFI, Xstore Point of Service asks whether to issue a TFI:

s Click Yes to issue a TFL See Tax Free Invoices for instructions on issuing a TFL

= Click No to complete the transaction without issuing a TFI.

Manual Authorization
To perform a manual authorization:

1. Call the authorizing agent to request and receive an authorization code.
2. Enter the authorization code.
3. Click OK.

The authorization is complete.
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Debit Card

Debit cards differ from credit cards because they require a PIN number (personal
identification number). The customer must enter the PIN number using a PIN pad
device.

1. Select Credit/Debit in the menu of tenders. See Selecting Tenders.
2. Enter the card:

s Insert the card into the chip reader.

= Swipe the card in the MSR.

If the customer’s debit card can also be used as a credit card, the system prompts
the customer for the card type.

3. If necessary, wait for the customer to choose the card type.

Note: The customer must select the Debit option on the PIN pad
device and tap to continue.

If necessary, change the amount to tender on the debit card.
Press Enter.

Wait for the customer to enter their personal identification number (PIN):

N o a »

If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Gift Card

To tender a transaction with a gift card:

1. Select Gift Card in the menu of tenders. See Selecting Tenders.

Figure 4-4 Gift Card Number Prompt

Voucher

Enter the Gift Card number.

2. Enter the card:

= Insert the card into the chip reader. Continue with Step 7.
= Swipe the card in the MSR. Continue with Step 7.

= Enter the card manually. Continue with Step 3.

Enter the card number.

Press Enter.

Enter the card expiration date.

o o & w

Press Enter.
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Figure 4-5 Gift Card Amount Prompt

Voucher

Enter Gift Card amount.

7. If necessary, change the amount to tender on the gift card.

8. DPress Enter.

Note: When tendering a transaction with a gift card, if the amount
remaining on the gift card is less than the amount owed, the
transaction is credited with the remainder of the gift card balance.
Another tender is then required to complete the sale. If the transaction
is canceled, the original amount is returned to the gift card.

9. If the tender authorization is currently offline, a message displays prompting you
to perform one of the following activities.

s Click the Cancel to cancel the check tender and return to the tender selection
screen. See Selecting Tenders.

= Select the Retry option to attempt to process the check again.

= Select the Manual option to begin the manual authorization process. See
Manual Authorization.

10. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Manual Authorization
To perform a manual authorization:

1. Call the authorizing agent to request and receive an authorization code.
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Figure 4-6 Gift Card Manual Authorization Prompt

Tender Authorization

To manually authorize the Gift Card, call
1-800-GIFTCARD. Provide the information below and
enter the authorization number you receive in the field
below.

Merchant Number -DEFAULT-merch: -XPAY_GIFT_CARD

Amount | rrem

Authorization Number

2. Enter the authorization code.

3. Click OK.

The authorization is complete.

Merchandise Credit Card

To redeem a merchandise credit card:

1. Select Redeem Merch Credit Card in the menu of tenders. See Selecting Tenders.

Figure 4-7 Merchandise Credit Card Number Prompt

Voucher @
Enter the Merchandise Credit Card number.

2. Enter the merchandise credit card number:

= Scan the merchandise credit card.

»  Enter the merchandise credit card number and press Enter.
3. If necessary, change the amount to tender on the merchandise credit card.
4. DPress Enter.
5. If prompted to complete the transaction:

»  Click Yes to complete the transaction.

The transaction completion process begins. Continue the transaction.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Store Credit

To tender a transaction with store credit:

1. Select Redeem Store Credit in the menu of tenders. See Selecting Tenders.
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Figure 4-8 Store Credit Number Prompt

Voucher

Enter the Store Credit number.

2. Enter the store credit serial number:
= Scan the serial number.
= Enter the serial number and press Enter.
Xstore Point of Service applies the store credit to the transaction:

»  If the store credit is worth more than the amount of the purchase, a store
credit, gift card, cash, or other tender is issued as change for the remaining
balance, depending upon your store’s policy.

»  If the store credit does not cover the entire amount of the purchase, the screen
automatically returns to the tender selection screen. See Selecting Tenders.

3. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue the transaction.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Gift Certificate

To tender a transaction with a gift certificate:

1. Select Gift Certificate in the menu of tenders. See Selecting Tenders.

Figure 4-9 Gift Certificate Number Prompt

Voucher @
Enter the Gift Certificate number.

2. Enter the gift certificate number:
= Scan the gift certificate.
= Enter the gift certificate number and press Enter.

3. If the gift certificate value is less than the total due, return to the tender selection
screen. See Selecting Tenders.

4, If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 5.
»  Click No to return to the tender selection screen. See Selecting Tenders.

5. If the gift certificate is worth more than the amount of the purchase, a store credit,
gift card, cash, or other tender is issued as change for the remaining balance,
depending upon your store’s policy.
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Personal Check

A personal check is a type of tender that can be exchanged for merchandise.
Depending upon your store policy, the prompts for additional tender information may
be different from the prompts shown here. These prompts display when a MICR is not
available, or if your store policy requires additional information for check processing.

1. Select Check in the menu of tenders. See Selecting Tenders.

Figure 4-10 Check MICR Number Prompt

Check @
Enter MICR number (Route# + Acc# + Check#).

2. Enter MICR number (Route number + Account number + Check number.
3. Press Enter.

4, If prompted, enter the check number.

Figure 4-11 Check Number Prompt

Check

Enter check number.

Note: must be the same check number that you entered when the
system prompted for the MICR number.

5. Press Enter.

6. If prompted, enter the state from which the customer’s ID was issued.

Figure 4-12 Tender State Prompt

ID Information

Enter the state that issued the ID.

7. Press Enter.

8. If prompted, enter the customer's driver’s license number, a credit card number,
ID number from another form of ID.

Figure 4-13 ID Prompt

ID Information

Enter the ID number.
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9. Press Enter.

10. If prompted, enter the customer’s birth date.

Figure 4-14 Check Birth Date Prompt

ID Information

Enter birth date.

11. Press Enter.

12. Enter the amount of the check.

Figure 4-15 Check Amount Prompt

Tender

Enter Check amount.

13. Press Enter.

14. If the tender authorization is currently offline, a message displays prompting you
to perform one of the following activities.

Figure 4-16 Tender Authorization Offline Prompt

Tender Authorization

The tender authorization process is currently offline.

m Click the Cancel to cancel the check tender and return to the tender selection
screen. See Selecting Tenders.

= Select the Retry option to attempt to process the check again.

= Select the Manual option to begin the manual authorization process. See
Manual Authorization.

15. If prompted to complete the transaction:

s Click Yes to complete the transaction.
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The transaction completion process begins. Continue with Step 16.
s Click No to return to the tender selection screen. See Selecting Tenders.
16. If prompted, scan the cash drawer you are using.

If the cash drawer opens, a prompt may open to remind you to close the cash
drawer.

17. Place the check in the cash drawer and, if necessary, return change to the customer.
18. Close the cash drawer.

After the cash drawer has been closed, the sale receipt prints and the system is
ready for the next transaction.

Manual Authorization
To perform a manual authorization:

1. Call the authorizing agent to request and receive an authorization code.

Figure 4-17 Manual Tender Authorization

Tender Authorization

To manually authorize the Check, call 1-800-CHECK.
Provide the information below and enter the
authorization number you receive in the field below.

Merchant Number -DEFAULT-merchantNumber-IN-XPAY_CHECK_CERTEGY_STORE_SETTIN...
Transit Number 121234567
Account Number 8
Check Number 123456
Amount $86.39
Authorization Number |

“-

2. Enter the authorization code.

3. C(lick OK.

The authorization is complete.

Traveler’s Check

A traveler’s check is a type of tender that is issued to an individual by a financial
institution and can be exchanged for merchandise. Traveler’s checks are issued in set
denominations.

1. Select Traveler’s Check in the menu of tenders. See Selecting Tenders.
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Figure 4-18 Traveler’s Check Amount Prompt

Tender
Enter US Traveler Check amount.

2. Enter the traveler’s check amount.

3. Press Enter.

Note: Traveler’s checks are issued in specific and pre-determined
denominations. The system displays a message if you enter an invalid
amount for this tender type.

Figure 4-19 Traveler’s Check Validation Amount

Validation

The entered amount is invalid for the denominations
available for this tender.

4. If the traveler’s check value is less than the total due, return to the tender selection
screen. See Selecting Tenders.

5. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 6.
»  Click No to return to the tender selection screen. See Selecting Tenders.

6. If the traveler’s check is worth more than the amount of the purchase, a store
credit, gift card, cash, or other tender is issued as change for the remaining
balance, depending upon your store’s policy.

Foreign Currency

When sales are tendered in a foreign currency, the amount entered is automatically
converted to your local currency. Any change due to the customer displays in local
currency.

1. Select Foreign Currency in the menu of tenders. See Selecting Tenders.

Xstore Point of Service prompts for the type of foreign currency.
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Figure 4-20 List of Foreign Currency Types Accepted

Currency Exchange
Select the foreign currency.
Foreign Currencies

Mexico Cash

British Pound
Australian Cash
Brazilian Cash
Canada Cash

Euro Cash

2. Select the foreign currency:
s Click the currency.

= Use the up and down arrows to highlight the correct currency, then press
Spacebar.

Figure 4-21 Foreign Currency Amount Prompt/Quick Cash Buttons

3. Enter the currency amount:

s Enter the amount.

Note: Xstore Point of Service displays the required amount in the
foreign currency selected in Step 2.

n  Click the amount in the Menu Buttons (also known as Quick Cash buttons).

The foreign currency amount is converted to local currency for display in the View
Port.
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If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 5.
s Click No to return to the tender selection screen. See Selecting Tenders.
If prompted, scan the cash drawer you are using.

The cash drawer opens. If configured, a prompt displays reminding you to close
the cash drawer.

Place the cash in the cash drawer and return change to the customer.

Note: To issue foreign currency as change, see .

Close the cash drawer.

After the cash drawer has been closed, the sale receipt prints and the system is
ready for the next transaction.

Foreign Currency as Change

If Xstore Point of Service is configured to provide foreign currency as change, Xstore
Point of Service opens a change prompt with a list of all foreign tenders that were used
in the transaction, as well as the local currency:

1.

Select the change from the list:
»  Click the currency.

= Use the up and down arrows to highlight the correct currency, then press
Spacebar.

Press Enter.

»  If there is enough of the selected currency in the till, a prompt indicates the
amount of foreign currency due.

»  If there is not enough of the selected currency in the till, the transaction will
either require a manager’s override or you will have to select a different
currency

- If amanager override is allowed, a manager must enter an Employee ID
and Password to override.

- If amanager override is not allowed, click the Back button to display the
cash currency list. Continue with Step 1.

Note: If the amount due exceeds the cash change limit, Xstore Point
of Service will prompt for the tender your home office has configured.
For example, your store may be configured to issue a store credit
when the amount exceeds the cash change limit.

If prompted, scan the cash drawer you are using.

The cash drawer opens. If configured, a prompt displays reminding you to close
the cash drawer.

Close the cash drawer after giving change to the customer.
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5. Continue the transaction.

Coupon Tender

To redeem a coupon tender:

1. Select Coupon in the menu of tenders. See Selecting Tenders.

Figure 4-22 Coupon ID Prompt

Coupon

Enter or scan the coupon ID.

2. Enter the coupon serial number:
= Scan the serial number.
= Enter the serial number and press Enter.

3. Depending upon the coupon type, you may be prompted to enter the coupon
value. If prompted, enter the coupon amount and press Enter.

Figure 4-23 Coupon Amount Prompt

Tender

Enter Group Master Coupon amount.

4. Xstore Point of Service applies the coupon to the transaction:

s If the coupon is worth more than the amount of the purchase, a store credit,
gift card, cash, or other tender is issued as change for the remaining balance,
depending upon your store’s policy.

= If the coupon does not cover the entire amount of the purchase, the screen
automatically returns to the tender selection screen. See Selecting Tenders.

5. If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins. Continue the transaction.

s Click No to return to the tender selection screen. See Selecting Tenders.

House Account

To tender a transaction with a house account:
1. Select House Account in the menu of tenders. See Selecting Tenders.

s If there is no customer assigned to the transaction, you are prompted to add
one. Click Yes if prompted.

s If the customer does not have an active house account set up, this tender will
not be available.
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» Ifahouse account payment is part of the sales transaction, the House Account
tender option will not be available.

s If the customer’s house account has been closed, this tender is not available.
s If the customer’s house account is on hold, this tender is not available.

Xstore Point of Service displays a list of authorized buyers associated with this
house account.

Figure 4-24 House Account Authorized Buyer List

House Account
Please select one of the following eligible authorized buyers.

Primary Btart
B nd Date

Campbell, Greyly 10/25/12017
HAU0401001000002

Buyer, Benny 10/2512017
HAU 0401001000003

2. Select the authorized buyer from the list:
»  Click the buyer.

= Use the up and down arrows to highlight the correct buyer, then press
Spacebar.

3. If necessary, change the amount to tender on the house account.

Figure 4-25 House Account Amount Prompt

Change Tender

Enter the new tender amount.

4. Press Enter.
5. If the amount to tender exceeds the account limit:

= If the amount is within the override limit, Xstore Point of Service opens a
prompt:

— Click Yes to use the house account tender and continue the transaction.
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— Click No to either use a different tender, or apply a smaller amount to the
house account and use a different tender for the remainder.

= If the amount exceeds the account limit and is greater than the override limit,
the transaction cannot be tendered for the full amount using the house
account.

Click OK to close the prompt and change the amount to apply to the house
account.

If prompted, ask the customer to sign on the PIN pad device.
Verify the customer’s signature.

Press Enter.

© ®» N o

If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins. Continue the transaction.

s Click No to return to the tender selection screen. See Selecting Tenders.

Room Charge

A room charge is a tender type used in hotels. Select the Room Charge tender option in
a sale transaction to apply the total of the transaction to the guest’s room bill.

1. Select Room Charge in the menu of tenders. See Selecting Tenders.
A Guest Lookup form opens.

2. Enter lookup information in any one of the fields:

Note: Any additional information you enter into another field is
ignored.

= Room #: Guest room number.
= Guest Name: Full name of the guest.
= Guest #: ID number for the guest.

3. Click Process.

Xstore Point of Service displays a list of customers matching the search
information.

4. Select the guest’s name in the list:
»  Click the customer.

= Use the up and down arrows to highlight the correct customer, then press
Spacebar.

Click OK.
If necessary, change the amount to the charged to the guest’s room bill.

Press Enter.

©® N o o

If prompted to complete the transaction:

»  Click Yes to complete the transaction.
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The transaction completion process begins. Continue with Step 9.
s Click No to return to the tender selection screen. See Selecting Tenders.

9. When prompted, ask the customer to sign the receipt for the room charge.

Return Tenders

Figure 4-26 Return Tender List - Cash Option

Return Tender Options
Return Tender Options

Cash

Issue Store Credit

4 kssue Merch Credit Card
5 Reload Merch Credit Card
6 Issue Gift Card

7 Reload Gift Card

- - -

To tender a sale, refer to the section for the appropriate tender type:
= Cash

s Credit Card

s Debit Card

= Gift Card

= Store Credit

=  Merchandise Credit Card

s Mail Check Refund - Home Office Check

B+ B0+ g ® D

s House Account

= Room Charge

Currency Rules
Verified returns always are processed in the local currency.

If the originating currency is different than your local currency, the refund amount is
automatically converted into your local base currency, using the current currency
exchange rate stored in the system.

These exchanged values are used as the refund amount for the return transaction.
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Cash

Credit Card

To tender a return transaction in cash:

1.

Select Cash in the menu of tenders. See Selecting Tenders.

Figure 4-27 Cash Refund Amount Prompt

Tender

Enter Cash amount.

Enter the amount of cash to be returned to the customer:
= Enter the amount.
n  Click the amount in the Menu Buttons (also known as Quick Cash buttons).
Press Enter.
If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 5.
»  Click No to return to the tender selection screen. See Selecting Tenders.
If prompted, scan the cash drawer you are using.

The cash drawer opens. If configured, a prompt displays reminding you to close
the cash drawer.

Take the cash from the cash drawer and return it to the customer.
Close the cash drawer.

After the cash drawer has been closed, the sale receipt prints and the system is
ready for the next transaction.

The procedure for tendering a return on a credit card will change depending upon
whether the credit card is selected from the Selecting Tenders list, or if it is
automatically selected by a verified return:

Select from the List of Tenders

Automatically Selected Credit Card

Select from the List of Tenders
To tender a return with a Credit Card selected from the Selecting Tenders list:

1.
2.

Select Credit/Debit in the menu of tenders. See Selecting Tenders.
Enter the card:

= Insert the card into the chip reader. Continue with Step 7.

= Swipe the card in the MSR. Continue with Step 7.

= Enter the card manually. Continue with Step 3.

Enter the card number.
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10.

11.
12.
13.

14.

15

Press Enter.

Enter the card expiration date.

Press Enter.

If necessary, change the amount to tender on the credit card.

Press Enter.

Note: When tendering a transaction with a prepaid credit card, if the
amount remaining on the customer’s prepaid card is less than the
amount owed, the transaction is credited with the remainder of the
prepaid card balance. Another tender is then required to complete the
sale. If the transaction is canceled, the original amount is returned to
the prepaid card.

If prompted, enter the CID number found on the card:
= American Express

The CID is a four-digit number on the front of the card, above and to the left or
right of the card number.

= Visa, Mastercard or Discover

The CID is a three-digit number on the back of the card at the end of the
signature line.

If the tender authorization is currently offline, a message displays prompting you
to perform one of the following activities.

s Click the Cancel to cancel the check tender and return to the tender selection
screen. See Selecting Tenders.

= Select the Retry option to attempt to process the check again.

= Select the Manual option to begin the manual authorization process. See
Manual Authorization.

If necessary, wait for the customer to sign the signature capture device.
If necessary, verify the customer signature.
If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 14.
= Click No to return to the tender selection screen. See Selecting Tenders.

If the credit card information was entered manually, a prompt displays asking you
to imprint the manually entered credit card(s).

. If necessary, ask the customer to sign the receipt.

Automatically Selected Credit Card

Xstore Point of Service automatically displays the credit card information for the
original transaction when you tender a verified return. To tender the return:

1.

Select the return tender:
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s Click OK to apply the tender the credit card used in the original transaction.
Continue with Step 2.

s Click Back to change tenders. Continue with Selecting Tenders.
2, If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins.

s Click No to return to the tender selection screen. See Selecting Tenders.

Debit Card

The procedure for tendering a return on a debit card will change depending upon
whether the debit card is selected from the Selecting Tenders list, or if it is
automatically selected by a verified return:

s Select from the List of Tenders

= Automatically Selected Debit Card

Select from the List of Tenders
To tender a return with a Credit Card selected from the Selecting Tenders list:

1. Select Credit/Debit in the menu of tenders. See Selecting Tenders.
2. Enter the card:

»  Insert the card into the chip reader.

= Swipe the card in the MSR.

If the customer’s debit card can also be used as a credit card, the system prompts
the customer for the card type.

3. If necessary, wait for the customer to choose the card type.

Note: The customer must select the Debit option on the PIN pad
device and tap to continue.

If necessary, change the amount to tender on the debit card.
Press Enter.

Wait for the customer to enter their personal identification number (PIN):

N o a s

If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins.

= Click No to return to the tender selection screen. See Selecting Tenders.

Automatically Selected Debit Card

Xstore Point of Service automatically displays the debit card information for the
original transaction when you tender a verified return. To tender the return:

1. Select the return tender:
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s Click OK to apply the tender to the debit card used in the original transaction.
Continue with Step 2.

s Click Back to change tenders. Continue with Selecting Tenders.
2. If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins.

s Click No to return to the tender selection screen. See Selecting Tenders.

Gift Card

To issue or reload a gift card:

1. Select Issue Gift Card or Reload Gift Card in the menu of tenders. See Selecting
Tenders.

Note: Select the Issue Gift Card option to issue a new gift card.
Select the Reload Gift Card option to put the refund value onto the
customer’s current gift card.

Figure 4-28 Return Gift Card Number Prompt

Voucher

Enter the Gift Card number.

2. Enter the gift card number:
= Scan the gift card.

= Enter the gift card number and press Enter.

Figure 4-29 Return Gift Card Amount Prompt

Voucher
Enter Reload Gift Card amount.

3. If necessary, change the amount to refund.
4. Press Enter.
5. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Store Credit

To issue store credit:

1. Select Issue Store Credit in the menu of tenders. See Selecting Tenders.
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Figure 4-30 Issue Store Credit Amount Prompt

Voucher
Enter Issue Store Credit amount.

2. Ifnecessary, change the amount of store credit to issue.

Note: If the total return amount is greater than the maximum
allowed value of store credit to issue, Xstore Point of Service will show
the maximum allowed value of store credit.

3. DPress Enter.
4. Click OK if prompted sign the store credit voucher.
5. If prompted to complete the transaction:
»  Click Yes to complete the transaction.
The transaction completion process begins.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Figure 4-31 Store Credit Voucher Signature Prompt

Remember to sign credit voucher.

6. If necessary, sign the store credit voucher.

7. Give the customer the store credit voucher along with the receipt.

Merchandise Credit Card

To issue or reload a merchandise credit card:

1. Select Issue Merch Credit Card or Reload Merch Credit Card in the menu of
tenders. See Selecting Tenders.
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Note: Select the Issue Merch Credit Card option to issue a new
merchandise credit card. Select the Reload Merch Credit Card option
to put the refund value onto the customer’s current merchandise
credit card.

Figure 4-32 Merchandise Credit Card Number Prompt

Voucher

Enter the Merchandise Credit Card number.

2. Enter the merchandise credit card number:

= Scan the merchandise credit card.

= Enter the merchandise credit card number and press Enter.
3. If necessary, change the amount to refund.
4. DPress Enter.
5. If prompted to complete the transaction:

»  Click Yes to complete the transaction.

The transaction completion process begins.

»  Click No to return to the tender selection screen. See Selecting Tenders.

Mail Check Refund - Home Office Check

A mail check refund may be used when a customer returns an item that was paid with
a personal check, but the waiting period has not yet elapsed for the check to clear the
bank. After the check has cleared, a refund check is mailed to the customer.

To tender a return transaction with a home office check:

1. Select Home Office Check in the menu of tenders. See Selecting Tenders.
Xstore Point of Service prompts to confirm recipient information.

2. If necessary, make changes to the recipient information.

3. Press Save Changes.

Figure 4-33 Home Office Check Amount Prompt

Tender
Enter Home Office Check amount.

4. If necessary, change the tender amount.
5. DPress Enter.
6. If prompted to complete the transaction:

s Click Yes to complete the transaction.
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House Account

The transaction completion process begins.

Click No to return to the tender selection screen. See Selecting Tenders.

To tender a transaction with a house account:

1. Select House Account in the menu of tenders. See Selecting Tenders.

If there is no customer assigned to the transaction, you are prompted to add
one. Click Yes if prompted.

If the customer does not have an active house account set up, this tender will
not be available.

If a house account payment is part of the sales transaction, the House Account
tender option will not be available.

If the customer’s house account has been closed, this tender is not available.

If the customer’s house account is on hold, this tender is not available.

Xstore Point of Service displays a list of authorized buyers associated with this
house account.

Figure 4-34 Return House Account

House Account
Please select one of the following eligible authorized buyers.

_m

Campbell, Greyly 10i25/2017

HAUD401001000002

Buyer, Benny 10i25/2017
HAU0401001000003

- -

2. Select the authorized buyer from the list:

Click the buyer.

Use the up and down arrows to highlight the correct buyer, then press
Spacebar.

3. If necessary, change the amount to return on the house account.
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Figure 4-35 Refund House Account Prompt

Tender 9

Enter House Account amount.

© ®» N O

10.

Room Charge

Press Enter.

If the amount to tender exceeds the account limit:

If the amount is within the override limit, Xstore Point of Service opens a
prompt:

— Click Yes to use the house account tender and continue the transaction.

— Click No to either use a different tender, or apply a smaller amount to the
house account and use a different tender for the remainder.

If the amount exceeds the account limit and is greater than the override limit,
the transaction cannot be tendered for the full amount using the house
account.

Click OK to close the prompt and change the amount to apply to the house
account.

If prompted, ask the customer to sign on the PIN pad device.

Verify the customer’s signature.

Press Enter.

If prompted to complete the transaction:

Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 10

Click No to return to the tender selection screen. See Selecting Tenders.

If prompted, ask the customer to sign the receipt.

A room charge is a tender type used in hotels. Select the Room Charge tender option
to remove the total of the transaction from the guest’s room bill.

1.

Select Room Charge in the menu of tenders. See Selecting Tenders.

A Guest Lookup form opens.

Enter lookup information in any one of the fields:

Note: Any additional information you enter into another field is
ignored.

Room #: Guest room number.
Guest Name: Full name of the guest.

Guest #: ID number for the guest.

Click Process.
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Xstore Point of Service displays a list of customers matching the search
information.

Select the guest’s name in the list:
s Click the customer.

s Use the up and down arrows to highlight the correct customer, then press
Spacebar.

Click OK.
If necessary, change the amount to the charged to the guest’s room bill.
Press Enter.
If prompted to complete the transaction:
s Click Yes to complete the transaction.
The transaction completion process begins. Continue with Step 9.
s Click No to return to the tender selection screen. See Selecting Tenders.

When prompted, ask the customer to sign the receipt for the room charge.

Splitting Tenders

A customer may use multiple tenders when paying for an item. To use multiple
tenders:

1.

2
3.
4

Void a Tender

Select a method of payment. See Selecting Tenders.
Enter the amount to apply to the tender.
Follow all prompts for the tender.

Repeat Steps 1 to 3 for each tender to apply to the transaction.

Note: The tender list will continue to display as long as there is an
outstanding balance. You may select as many tender types as
necessary to satisfy the balance.

To void a tender:

1.

2.

Select Modify Tender at the tender selection screen (see Selecting Tenders):
»  Click Modify Tender.

= Use the up and down arrows to highlight Modify Tender, then press
Spacebar.

Click OK.
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Figure 4-36 Modify Tender Menu

Modify Tender
Sale Tender Options » Modify Tender

-‘ |

Change Tender Amount

@ 2 VoidTender

3. Select the Void Tender action:

= Click Void Tender.

= Use the up and down arrows to highlight Void Tender, then press Spacebar.
4. Click OK.

Xstore Point of Service displays a list of tenders applied to the transaction.

Figure 4-37 Voidable Tenders List

Tender
Select a tender line item.

Voidable Tenders

Tender British Pound £65.00 $86.66

5. Select the tender to void:
s Click the tender.

s Use the up and down arrows to highlight the tender, then press Spacebar.
6. Click OK.

Xstore Point of Service returns to the tender selection screen. See Selecting
Tenders.
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Change Tender Amount
To change a tender amount:
1. Select Modify Tenders at the tender selection screen (see Selecting Tenders):
»  Click Modify Tenders.

= Use the up and down arrows to highlight Modify Tenders, then press
Spacebar.

2. C(Click OK.
3. Select the Change Tender Amount action:
= Click Change Tender Amount.

= Use the up and down arrows to highlight Change Tender Amount, then press
Spacebar.

4. C(lick OK.

Figure 4-38 Change Tender Amount

Change Tender @
Enter the new foreign currency amount. The remaining

balance due is £65.00.

Xstore Point of Service prompts for the new tender amount.
5. Enter the new amount to apply to the tender.

Xstore Point of Service returns to the tender selection screen. See Selecting
Tenders.

Currency Rounding

Currency rounding refers to the process of rounding the cost of a purchase (which is to
be paid for in cash) to the nearest multiple of the smallest denomination of currency.

Low denomination coins in some currencies were removed from circulation and are no
longer available. Because it may not be possible to make exact change for a cash
purchase, amounts must be rounded to the lowest available denomination of coinage.
For these currencies, Xstore Point of Service automatically applies rounding rules that
enforce the minimum denomination value that can be accepted or refunded.

For example, in Australia, the 5-cent coin is the smallest-valued denomination
currently in circulation. Because of this, all transaction amounts using Australian
currency must be multiples of 5 cents.

When currency rounding is in use, a Cash Total is displayed below the transaction
Subtotal. The Cash Total is rounded to the nearest multiple of the Minimum Cash
Denomination Value for the currency.

For example, a tender with a Minimum Cash Denomination Value of 5 cents ($0.05)
results in the following totals in a sale transaction:

s If the Transaction Total=$161.44, then the Cash Total is $161.45 (rounded up).
n If the Transaction Total=$236.51, then the Cash Total is $236.50 (rounded down).
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If your system is configured to default to the Amount Due when prompting for a
tender amount, the Cash Total amount appears in the Enter Cash Amount text field,
where it may be accepted or edited. However, tenders can only be accepted (and
refunded in return transactions) in amounts that are even multiples of its Minimum
Cash Denomination Value.

These values are also printed on the receipt.

Processing Tenders 4-31



O

Customer Maintenance

Customer Maintenance includes activities that relate to entering new customers into
the customer database, updating customer information and preferences, viewing or
printing customer information, and deleting a customer record.

Customer Maintenance is typically required when an associate discovers that a
customer’s name is not in the database and must be entered for the first time. Other
common situations that trigger customer maintenance occur when incorrect customer
information is found and must be revised, and when information is lacking and must
be entered.

These screens can also be accessed through the back office Customer Maintenance
menu options.

Note: Customer maintenance activities are controlled by user
security. You must have privileges in the system to perform any
customer maintenance activities.

This chapter describes the following sections:

= Associate a Customer with the Transaction
s Customer Information Consent

s Add a Customer Record

»  Edit a Customer Record

= Address Lookup

s  Customer Maintenance Fields

= Additional Customer Options

Associate a Customer with the Transaction

To search for a customer record from the Customer Search window:
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Figure 5-1 Customer Search Form

Customer Search
Enter search criteria.

Phone#| | . -

Last Name

First Name

City

State Iﬁ

US - United States

Postal Code

Loyalty #

Customer #

- " cmmecnumw

1. Enter the customer search criteria:

Note: Enter as much information as possible to limit the number of
customer records returned.

»s  Phone # - Phone number associated with the customer.
= Last Name - Customer last name.

»  First Name - Customer first name.

= City - City in the customer’s address.

= State - State in the customer’s address.

Note: Values in this drop-down menu can be changed using the
Change Country button.

= Postal Code - Postal or zip code.

= Loyalty # - Customer loyalty number.

s Customer # - Customer ID number.
2. Click Process.

Xstore Point of Service displays a list of customers matching the search criteria.

Note: If no customer record matches the criteria, Xstore Point of
Service displays a message indicating that no customer records have
been found. Click New to Add a Customer Record, or click Back to
return to Step 1.

3. If necessary, select the correct customer from the list:
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Figure 5-2 Customer Search Results

Customer Search
Source: StorePrimary

Meijer, Lucas

Surinamestraat 27
2585 G.J DEN HAAG ZH
Hetherlands

Maier, Johannes

Triesterstrasse 391
8055 Graz Puntigam
Austria

Maurer, Franz

Trisstsrstrasse 391
8055 Graz-Puntigam
Austria

- - -

Note: If only one customer matches the search criteria, Xstore Point
of Service may open the selected customer record for viewing, editing,
or printing. Continue with Step 5.

Click the customer.

Use the up and down arrows to highlight the correct customer, then press the
Spacebar.

4. Click the proper button:

Back — Return to the Customer Search form (Step 1) Select this option if the
correct customer is not listed and you want to change the search criteria.

Select & Continue — Assign the selected name to the transaction. Continue the
transaction.

Select & View — Open the selected customer record for viewing, editing, or
printing. Continue with Step 5.

New - Display a form for adding a new customer record to the customer
database. Select this option if the customer is not in the database. See Add a
Customer Record.

5. Click the proper button:

Back — Returns to the Customer Search form (Step 1).

Assign and Continue - Associates the customer with transaction. Continue
the transaction.

Edit Customer - Allows you to change information in the customer record. See
Edit a Customer Record.

Customer Options — Displays a list of customer options. See Additional
Customer Options.

Previous Tab and Next Tab - Navigate through the tabs.
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Note: See Customer Maintenance Fields for more information about
each tab.

Customer Information Consent

Xstore allows retailers to capture a customer’s consent for collecting their personal
information.

If this functionality is enabled, when creating a new customer record or by accessing
the customer record in the transaction, you are automatically prompted with a
Consent Preferences pop up. If the customer has already given consent and the terms
and conditions are current, then they will not be prompted again. However, if the
terms and conditions have been updated, the customer will be prompted to update
their consent preferences.

The terms and conditions are provided by the retailer. Xstore provides the ability to
configure multiple consent check boxes for the customer to select.

Once the customer has agreed to the terms and conditions and the consent boxes have
been checked, select the Accept button.

If the customer declines consent, the consent captured date is cleared and it may
impact the ability to perform some specific transaction types depending on the
retailer’s configurations.

After selecting the Accept button, the terms and conditions may be reviewed, printed
on a receipt, and signed by the customer.

Customers and employees may ask the retailer to remove their personal information
by anonymizing or deleting it from their records. If a customer or employee requests
to remove their data, a check is made to ensure that the customer or employee is
eligible to be removed from the application. For example, customers with any open
transactions would not be eligible for data removal. Open transactions include open
orders, a house account balance, or open layaway transactions, and so on.

Add a Customer Record
To create a new customer record:
1. Click New at a customer prompt.
If customer information consent functionality is not enabled, continue at step 4.

If customer information consent functionality is enabled, a terms and conditions
screen opens showing consent preferences and requesting that the customer
accepts or declines to the terms and conditions listed. See Customer Information
Consent for more information.
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Figure 5-3 Customer Information Consent Form

Use of Customer Information Consent

Review with the customer the terms and conditions for the
use of their information.

We nre asking your koep your i that
we may send you store information. You may sccept or decline this
offer. You will anly receive information twice a month just to inform
youof current or upcoming sales.

| Cumtomer agrees to terms and conditions

T Customer will sign terms and conditions receipt
" Customer agrees to receive mail

| Customer agrees to receive emails

| Customer agress to receive phone calls

Select the relevant check boxes if the customer agrees to accept the terms and
conditions, and consent preferences.

To refuse consent, select Decline to return to the previous screen.

2. Select Accept. The terms and conditions print on the receipt for the customer to
sign manually and a prompt is displayed to confirm the customer acknowledges
the terms and conditions. Ask the customer to sign the receipt.

Figure 5—-4 Verify Customer Consent

Verily Customer Consent

Has the customer acknowledged and
signed the terms and conditions?

3. Select Yes to confirm the customer has acknowledged the terms and conditions,
and signed the receipt. The customer’s acceptance is associated to the customer
record.

A confirmation screen is displayed indicating that the customer’s consent
selections have been updated in the system. Select OK to continue. The customer
maintenance screen opens with editable fields.

If No is selected on the consent confirmation screen, the customer’s refusal of
consent is recorded.

Customer Maintenance 5-5



Add a Customer Record

Figure 5-5 Contact Information Tab

Customer I0 Customer Since 122018

Fiet R Wi Lawt "
Company Type |
Addrens Aparimers
Coustry US - Urited States

Postal Coda City. State - |

Contact Information Personal Information

Comact

Home - - Annteersar; v Dabe 0IAZ2HIE

Work .. o Hirth Date

Mobile . . Gender

(] <

Email Language

Ermad Receipts

Profils 0% Camplts

Note: If you provided consent as part of Customer Search rather
than Add New Customer, Xstore Point of Service automatically
populates the new customer fields with the information from the
customer search.

4. Enter the information into the customer maintenance fields.

See Customer Maintenance Fields for a description of the organization of the
Customer Maintenance screen and the information in each field.

r
Required fields are marked with a red triangle | in the upper-left corner.

Fields with a selectable list of options are labeled with a down arrow button in
the right side of the field.

If your system is configured to provide Address Lookup functionality, an
Address Lookup button will be available to allow you to quickly look up
customer addresses using minimal information.

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

5. Click Save Changes when all information has been added to the customer record.

6. If necessary, indicate whether to add the customer to the loyalty program:

Scan or enter the card number, the click Process to add the customer to the
loyalty program (card-centric programs).

Click Yes to add the customer to the loyalty program (non-card-centric
programs).

Click Not Now to not add the customer to the loyalty program, but open the
prompt the next time the customer performs a transaction.

Click Never to not add the customer to the loyalty program and never ask the
customer again.

7. If necessary, click Assign Customer To Tran to add the customer to the transaction
and return to the sale.
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Edit a Customer Record

To edit a customer record in the Customer Maintenance screen:

1. Click Edit Customer.

2. Select the tab in which to change the customer information.
3. Click the field to change.
4

Enter or select the new information.

Note: If necessary, click Undo Changes to discard the changes and
exit customer editing.

5. Click Save Changes to save the changes and exit customer editing.

Address Lookup

Address Lookup allows users to quickly locate accurate addresses using minimal
information, instead of manually keying the entire address. When enabled, this
function is available in most Xstore Point of Service address capture screens, including
handheld and tablet.

Note: The Address Lookup function may not be available for all
countries.

To use address lookup:
1. Select the Address Lookup function.
The Address Lookup window opens.
2. Enter the first line of the address, followed by the postal code.

Note: The search terms used in some countries can be different, and
a number of different search terms can be used within a country. For
example, instead of a postal code, some countries can search using a
city or town and a state or province. Or, in some countries, the postal
code can be replaced by just a city or town.

3. Click Address Lookup.
= If more than one address is found, continue with Step 5.
= If only one address is found, continue with Step 6.

4. If necessary, refine the address:

= Enter the street number or apartment number as requested and then click
Refine Address.

5. Select the correct address:
s Click the address.

= Use the up and down arrows to highlight the correct address, then press the
Spacebar.
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6. Indicate whether the address is correct:
s Click Yes to continue with the address.
s Click No to return to the Address Lookup window. Return to Step 2.

= Click Cancel to exit Address Lookup without selecting an address.

Customer Maintenance Fields

The Customer Maintenance screen is divided into several tabs containing information
about the customer.

= Dashboard

s Contact Information
= Associations

s Purchase History
= Accounts

=  Awards

n  Tasks

s Comments

= Addresses

s House Account

= Wish List

= Digital Cart

Dashboard

This tab shows the customer’s loyalty information, and recent purchase information.

Figure 5-6 Customer Dashboard Tab

Sukriti Sharma Customer ID 311906 Customer Since 1IMTZME

Lovaiy ot Envalisd e COTTON JERSEY TIERED DRESS stin00
Birth Date 193 TIE WASTSHIRT DRESS $60.50
Lant Purchase 0922018
Addross PUNJAR Rl RLK WHITE CAP SLEEVE DRESS 68,50
SOLON, OH 44139
Unied States 1006 ROLL SLEEVE SWEATER DRESS $7999
Frra il wukritisha reaon ce.com
Phoce # 198765021
E— e

s . ' : i
Salkes n $185808 700 - r //‘/
Retums 1 [CILTXT -,

Wat H s 1 / 1 I

M, 7008 Aug, 2018 g, 2018 Sap, 2018 Sep, 2018 Oct, 2015

- Balen - Rabarrs

Eumbomer [
Optiors
]

The Dashboard tab displays the following information:
= Loyalty # - Loyalty number.
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= Birth Date - Date of birth.

s Last Purchase - Last purchase date.

= Address - Primary address.

s Email - Primary e-mail address.

s Phone # - Primary phone number.

= Summary of the transactions in the last year. See Transaction Summary.
= Wish List - [tems in the customer’s wish list.

= Last xx Days - Graph of the transactions in a set number of days.

Transaction Summary
The transaction summary table displays the following columns:

= Last xx Days - Types of transactions performed in a set number of days.
s Items - Total number of items in the transaction type.

= Amount - Total amount in each transaction type.

Wish List

The Wish List table displays the following information about each item in the
customer’s wish list:

s Item ID - ID of the item.
s Description - Description of the item.

m  Price - Price of the item.

Last xx Days

The Last xx Days graph is a line graph plotting the amount of each transaction plotted
the date of the transaction. This graph displays one line for sale transactions and one
line for return transactions.

Contact Information

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 language options.
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Figure 5-7 Contact Information Tab

Cumtamme ID 11906 Comtomar Sinen 091072016

Firat  Gubeli Wil Lt Sharma
Company Type Rd
Address  PUNJAB Apartment
Country US »United States
Poatal Code 48130 City  SOLON Swie  OH - Obin v |
Contact Information Personal Information
Contact
Home  0ON-TOS-4321 (] Annivervary Date (ONTROIE
Work .. om - Rirth Datm
Mokl . . Candar u
Eral  sukritisharma(oracle.com C Langusgs  Engish v |

Email Receipts.

Frofie 61% Compicte [

-- ﬁ“ e

The Contact Information tab contains the following fields:
s First - First name.

= Middle - Middle name or middle initial.

= Last- Last name.

= Company - Company or organization associated with the customer.
s Type - Type of company or organization.

= Address - Primary street address.

= Apartment - Primary address apartment.

s Country - Country of primary address.

s Postal Code - Postal or zip code.

»  City - City of the primary address.

= State - State or province of the primary address.

= Home - Home telephone number.

= Work - Work telephone number.

= Mobile - Mobile telephone number.

s Email - Primary e-mail address.

s Contact - Indicates whether the customer permits the store to contact them
through the associated telephone number or e-mail address.

»  Email Receipts - Indicates whether the customer allows the store to send e-mail
receipts to the primary e-mail address.

= Anniversary Date - Date on which the customer was added to the system.
= Birth Date - Customer birthdate.

=  Gender - Customer gender.

» Language - Primary language for the customer.

= Profile x% Complete - Percentage of customer record completion.
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Associations

If Customer Information Consent functionality is enabled, the consent preferences are
accessible via the Review Customer Consent option within the Customer Options
menu.

This tab lists any company-defined groups to which the customer belongs, and
additional personal identifying information (customer attributes, tax exemption
information, and so on.)

Figure 5-8 Associations Tab
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The Associations tab contains the following fields:

s Group Membership - The group to which the customer belongs. Groups are
defined by the store or home office. 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 - Attributes for the customer. Attribute categories are
defined by the home office and provide additional information about the
customer.

»  Customer Segments - Segments to which the customer belongs. Segments are
groupings that share common criteria. This information is provided by Customer
Engagement. Identifying a customer with a segment may be helpful in customer
analysis and in sale promotions.

Note: This field cannot be edited. Segments are provided by Oracle
Retail Customer Engagement.

= Tax Exempt Information - Tax exemptions associated with the customer. A
customer may have one or more exemptions.

Purchase History

This tab shows a detailed sales transaction listing for the customer for a set number of
days. If available, a picture displays with item details in the Information tab.
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Figure 5-9 Purchase History Tab
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This tab shows detailed information about sales transactions for the customer within
the last xx days. This tab displays the following rows:

s Transaction Row - Displays information about a transaction.
= Item Row - Displays information about an item within a transaction.

s Item Information - Displays information about a selected item.

Note: The information in this tab cannot be edited.

Transaction Row
Transaction rows display the following information:

s Date - Date of the transaction.
s Trans # - ID number of the transaction.
s Location - Location ID.

s Total - Total amount of the transaction.

Item Row
Item rows display the following information:

s Item # - ID number of the item.
»  Description - Description of the item.
= Qty - Quantity of the item.

s Price - Price of the item.

Item Information
After selecting an item row, this area displays information about the selected item:

s Picture of the item (if available).
s Price - Price of the item.

»  Style - ID of the item style (if available).
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= Item dimensions (if available).

Accounts

Your system’s configuration determines the information displayed on this tab.

Figure 5-10 Customer Accounts Tab
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If your system is configured for a loyalty program, this tab lists the customer’s loyalty
program information.

If your system is not configured for a loyalty program, this tab lists any of the
customer’s special accounts such as work order accounts, layaway accounts, pre-sale
accounts, hold accounts, and send sale accounts.

Note: The information in this tab cannot be edited.

Loyalty Configured

If loyalty is configured on your system, the Accounts tab will display the following
information:

= Loyalty Cards - Information about the loyalty cards associated with the customer.

»  Customer Account Activity - Loyalty activity for the customer.

Loyalty Cards This section displays the following information for each loyalty card:
» Card # - Card number.

= Expires - Card expiration date.

= Loyalty Account - Loyalty account ID.

= Points - Number of points accumulated in the loyalty account.

= Award Account - Award account ID.

= Awards - Awards in the awards account.

Customer Account Activity This section displays the following information about the
customer’s account activity:

Customer Maintenance 5-13



Customer Maintenance Fields

Awards

Note: Activity rows that have been voided show a line through the
entire row.

= Account Type - Type of customer account.
s Account ID - ID of the account.

= Activity - Type of activity.

= Date - Date of the activity.

= Amount - Amount associated with the activity.

Menu Buttons The Customer Account tab includes the following Menu Buttons specific
to this tab:

= View Loyalty History - Displays the loyalty history for the customer.

= Print Balance Receipt - Prints a receipt showing loyalty account balance
information.

= Print Account History - Prints a Loyalty Account History report on the report
printer. The information in this report includes the information shown in the
Customer Account History section of the Customer Account tab. See the Oracle
Retail Xstore Point of Service Reports Guide for more information about this report.

No Loyalty Programs

If loyalty programs are not used by your system, the Accounts tab will display the
Customer Account Detail information.

The Customer Account Detail lists special accounts that are owned by the customer.
The account status (such as OPEN or CLOSED) is noted along with a date and current
amount due on the account if applicable.

The Awards tab is for viewing the customer’s current awards and entitlements
information in separate sections. You can edit the customer and loyalty information
within customer maintenance but the award and entitlement information is for
viewing only. You cannot apply the awards or entitlements to the transaction from this
screen.
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Tasks

Figure 5-11 Awards Tab
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Current Awards
This section displays the following information for each loyalty award:

Card # - Card number associated with the award.
Coupon ID - ID of the award coupon.
Expires - Expiration date of the coupon.

Amount - Amount of the coupon.

Entitlements
This section displays the current entitlements:

Card # - Card number associated with the entitlement.
Description - Description of the entitlement.
Coupon ID - ID of the award coupon.

Expires - Expiration date of the coupon.

The Tasks tab displays all tasks associated with the customer.
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Figure 5-12 Tasks Tab
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This tab displays the following information for each task:

»  Priority - Importance of the task: high, medium, or low.
= Date - Date the task should begin.

= Start Time - Time the task should begin.

= Duration - Length of time designated for the task.

= Activity - Type of task.

= Status - Indicates the progress of the task.

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

Status

The status field can have one of the following values for a task:

= Open - The task is open, but not started.

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

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

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

Comments

The Comments tab shows any comments associated with this customer.
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Figure 5-13 Comments Tab

This tab displays the following information for each comment:
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s Created on - Information about when the comment was created, and the comment
itself.

s Created by - ID of the employee who entered the comment.

Adding a Comment
To add a comment:

1. If necessary, click Save Changes to save the customer record.

Note: When creating a new customer, comments cannot be added
until the information for the new customer has been saved.

2. C(Click Add Comment.

An Add Comment window opens.
3. Enter the comment.
4. Click OK.

The comment is saved and added to the customer record.

Addresses

The Addresses tab shows all the addresses associated with the customer, and provides
the ability to add new addresses as needed; for example, a work location or vacation
home address.
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Figure 5-14 Addresses Tab

GETREGETRY156 PUNJAB

Uniteq:
GEFTREGETRY158 PUN,
MANKATO, MN 560037
Uniteq:
GFTREGETRY1 PUN,
MANKATO, MN 660037
United States
GFTREGETRYZIS PUNJAB
O, OH &4138
United States.
GFTREGSTRY2ST PUNJAB
SOLON, OH £4139
United States.

el [ Previous Tabs
Options
-]

This tab displays the following information for each customer address:

= Address Type - Type of address. For example, Home, Work, or Primary.

= Address - The address.

To make changes to the addresses for a customer, perform the appropriate procedure:
=  Add an Address - Add an address to a customer record.

» Edit an Address - Edit an address assigned to a customer record.

s Designate a Primary Address - Change the primary address for a customer.

m  Delete an Address - Remove an address from a customer record.

Add an Address

To add an address for a customer:
1. Click Add Address.
An Add Customer Address window opens.
2. If necessary, change the country for the address. Change Country.
3. Ifitisavailable, use Address Lookup to find the address.

4. If necessary, enter the address information:

Note: Required fields are marked with a red triangle in the
upper-left corner.

= Address - The first and second lines of the address.
»  Zip - Postal or zip code for the address.

= State - State or province for the address.

»  City - City for the address.

= Apartment - Apartment for the address.
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s Country - Country of the address. Click the Change Country button to change
this value. See Change Country.

s Type - Type of address (for example, Home, Work, or Vacation).

5. Click Process.
The address is added to the list of customer addresses.
Edit an Address

To edit an address for a customer:

1.

Select the address to edit in the list of addresses:
s Click the address.

s Use the up and down arrows to highlight the correct address, then press the
Spacebar.

Click Edit Address.
An Edit Customer Address window opens.
If it is available, use Address Lookup to find the address.

If necessary, make changes to the address information:

Note: Required fields are marked with a red triangle in the
upper-left corner.

= Address - The first and second lines of the address.
»  Zip - Postal or zip code for the address.

= State - State or province for the address.

»  City - City for the address.

= Apartment - Apartment for the address.

s Country - Country of the address. Click Change Country to change this value.
See Change Country.

s Type - Type of address (for example, Home, Work, or Vacation).
Click Process.

The address is added to the list of customer addresses.

Designate a Primary Address
To change the primary address for a customer:

1.

Select the address to set as the primary address in the list of addresses:
s Click the address.

= Use the up and down arrows to highlight the correct address, then press the
Spacebar.

Click Set Primary Address.
Xstore Point of Service opens a confirmation prompt.

Click Yes in the confirmation prompt.
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Note: Click No if it is the incorrect address. Xstore Point of Service
returns to the Addresses tab.

The address is set as the primary address for the customer. The new primary
address is displayed on the top of the list of customer addresses.

Delete an Address
To delete an address from a customer record:

1. Select the address to delete in the list of addresses:

Note: You cannot delete the primary address for the customer.

s Click the address.

= Use the up and down arrows to highlight the correct address, then press the
Spacebar.

2. Click Delete Address.
Xstore Point of Service opens a confirmation prompt.

3. Click Yes in the confirmation prompt to delete the address.

Note: Click No to return to the Addresses tab without deleting an
address.

The address is deleted from the customer record.

House Account

Figure 5-15 House Account Tab
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The House Account tab displays the following types of information about the
customer’s house account:

s House Account Details - Details about the house account.

= Authorized Buyers - Information about each buyer authorized to use the house
account.

= Journal - Information about each activity performed on the house account.

Note: This information is only available for customers who have set
up a valid house account.

To make changes to the information in the House Account tab:
s Change House Account Status - Change the status of a house account.
s Change House Account Limit - Change the credit limit for a house account.

= Change Authorized Buyers - Make changes to the authorized buyers associated
with a house account.

House Account Details
This section displays the following information about the house account:

s Account # - ID number for the house account.
m  Status - Status of the account: OPEN, HOLD, or CLOSED.

= Corporate Account - If Yes, this is a corporate House Account and cannot be
changed.

= Account On-Hold - If Yes this account cannot be used for purchases; however,
payments can be made on the account.

= Setup Date - Date the account was created.

= Last Activity Date - Date of the most-recent activity on the account.

= Last Payment Date - Date of the most-recent payment on the account.
= Last Payment Amount - Most-recent payment amount on the account.
s Credit Limit - Credit limit on the account.

= Balance - Balance amount on the account.

= Available Credit - Difference between the credit limit and the outstanding balance
on the account that is available for purchases.

Authorized Buyers

This section displays the following information about the people authorized to use the
house account:

s Primary - A green check mark is displayed in this column for the primary
authorized buyer for the account.

= Buyer ID - House account ID of the buyer.
= Name - Name of the buyer.
= Start - Date on which the buyer is first permitted to use the account.

= End - Date on which the buyer is no longer permitted to use the account.
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Journal

This section displays the following information for each activity performed on the
account:

Date - Date of the activity.

Store - ID of the store where the activity took place.

Trans # - ID number for the transaction in which the activity took place.
Account ID - ID of the house account.

Name - Name of the customer.

Type - Type of activity performed.

Amount - Amount of the activity.

Balance - Balance of the account following the activity.

Change House Account Status
To make changes to a customer’s house account:

1.

Select Change Status.

A Change Account Status window opens.

Figure 5-16 Change Account Status

Change Account Status
Choose a status from the list below.

2.

HOLD

CLOSED

- “

Select the new status for the account:

s HOLD - The authorized buyer cannot use the account for new purchases, but
can make payments on the account. The edit options for account limit and
authorized buyer options are not available for accounts that are on hold.

s CLOSE - The house account is no longer available for any activity.

s REINSTATE - An account with a status of HOLD can be activated again by
selecting this option.
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= OPEN - An account with a status of CLOSED can be activated again by
selecting this option.

3. C(lick Select.

The status of the house account is changed.

Change House Account Limit
To change the credit limit for a house account:

1. Click Edit Credit Limit.

A House Account Information window opens with the current credit limit for the
account.

Figure 5-17 House Account Credit Limit
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2. Enter the new credit limit for the house account.

3. Click Process.

The credit limit for the house account is changed to the new value.

Change Authorized Buyers

A house account can have more than one buyer associated with it. To make changes to
the authorized buyers for a house account, use the appropriate procedure:

= Add an Authorized Buyer - Add an authorized buyer to a house account.
= Edit an Authorized Buyer - Edit information for an authorized buyer.
s Deactivate an Authorized Buyer - Deactivate an authorized buyer.

= Designate a Primary Buyer - Change the primary buyer to another person.

Add an Authorized Buyer To add an authorized buyer to a house account:
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1. Click Add Buyer.
An Add Buyer window opens.

Figure 5-18 House Account Add Buyer
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2. Enter the information for the buyer:

Note: Required fields are marked with a red triangle in the
upper-left corner of the field.

»  First Name - First name of the new buyer.
s Last Name - Last name of the new buyer.

= Start Date - Date on which the buyer will first be permitted to use the house
account.

= End Date - Date on which the buyer will no longer be permitted to use the
house account.

3. Click Process.

The name of the new authorized buyer is listed in the Authorized Buyers section
of the House Account tab.

Edit an Authorized Buyer To edit an authorized buyer associated with a house account:
1. Click Edit Buyer.

An Edit Buyer window opens.
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Figure 5-19 House Account Edit Buyer
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2. Select the buyer to edit:
»  Click the buyer.

= Use the up and down arrows to highlight the correct buyer, then press the
Spacebar.

3. Select OK.
4. Enter the updates for the buyer:

Note: Required fields are marked with a red triangle in the
upper-left corner of the field.

= First Name - First name of the buyer.
s Last Name - Last name of the buyer.

= Start Date - Date on which the buyer will first be permitted to use the house
account.

= End Date - Date on which the buyer will no longer be permitted to use the
house account.

5. Click Process.

The information for the buyer is updated in Xstore Point of Service.
Deactivate an Authorized Buyer To deactivate an authorized buyer associated with a
house account:

1. Click Deactivate Buyer.

A Deactivate Buyer window opens.
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Figure 5-20 House Account Deactivate Buyer
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2. Select the buyer to deactivate:
s Click the buyer.

s Use the up and down arrows to highlight the correct buyer, then press the
Spacebar.

3. Select OK.
The End Date for the selected buyer is set to today’s date.

Designate a Primary Buyer To change the primary buyer for a house account:
1. Click Set Primary Buyer.

A Set Primary Buyer window opens.
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Wish List

Figure 5-21 House Account Set Primary Buyer
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2. Select the buyer to designate as the primary buyer:
= Select the buyer.

= Use the up and down arrows to highlight the correct buyer, then press the
Spacebar.

3. Select OK.

The selected buyer is designated as the primary buyer and moved to the top of the
Authorized Buyers list, with a green check mark next to their name. The list is
sorted alphabetically below the primary buyer’s name.

If Xstore Point of Service is integrated with Oracle Retail Customer Engagement, this
tab displays any items in the customer’s personal wish list. A customer account may
have multiple wish lists associated with it, but only one wish list can be viewed at a
time. To view another wish list, select the Wish List Options button then select
Another Wish List option.
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Figure 5-22 Wish List Tab
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This tab displays the following information for each wish list item:
s Item ID - ID of the item.

»  Description - Description of the item.

= Date Added - Date the item was added to the wish list.

s Orderable - Indicates whether the item can be ordered.

= Image - A picture of the item (if available).

The following functions can be performed in the Wish List tab:

s View Additional Item Information - View more detailed information about an
item.

= Add a Wish List Item - Scan an Item - Add an item to the wish list by scanning the
item.

= Add a Wish List Item - Search for an Item - Add an item to the wish list by
searching for the item.

s Remove Wish List Items - Remove items from the wish list.

»  Print a Wish List - Print a list of the items in the wish list.

View Additional ltem Information
To view additional information about an item:

1. Select an item in the list:

2. Click Item Info.

Add a Wish List Item - Scan an ltem
To add an item to a wish list:

1. If necessary, click Save Changes.

Note: When creating a new customer, wish list items cannot be
added until the information for the new customer has been saved.

2. Scan the item.
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3. Verify the added item displays on the wish list. The newly added item appears at
the top of the list.

Add a Wish List Item - Search for an ltem
To add items to a wish list:

1. If necessary, click Save Changes.

Note: When creating a new customer, wish list items cannot be
added until the information for the new customer has been saved.

2. C(Click Add Items.

Figure 5-23 Item Lookup
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3. Enter the search criteria:

s Item ID - ID of the item.

= Department - Department to which the item belongs.

= Subdepartment - Subdepartment to which the item belongs.

»  Class - Class to which the item belongs.

= Subclass - Subclass to which the item belongs.

»  Style ID - ID of a style for the item.

s Description - Content within the description of the item.
4. Click Process.

= If several items match the entered criteria, continue with Step 5.

= If only one item matches the entered criteria, continue with Step 7.
5. Select an item in the list:

s Click the item.
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s Use the up and down arrows to highlight the correct item, then press the
Spacebar.

Figure 5-24 Item List
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6. Click Add Item.

Figure 5-25 Wish List Item Added
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7. Verify the added item displays on the wish list. The newly added item appears at
the top of the list.

Remove Wish List ltems
To remove items from the wish list:

1. Click Remove Items.

Xstore Point of Service opens a list of items in the wish list.
2. Select the items in the list:

s Click the item.
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Digital Cart

s Use the up and down arrows to highlight the correct item, then press the
Spacebar.

m  Click Select All to select all items in the list.
3. C(lick Remove Items.

Xstore Point of Service opens a confirmation prompt.

Figure 5-26 Remove Wish List Item Confirmation

Wish List Confirmation

Do you wish to remove the selected items from the wish
list after the sale is completed?

.

4. Select whether to remove the items:
m  Click Yes to remove the items and return to the Wish List tab.

s Click No to return to the Wish List tab without removing items.

Print a Wish List

Click Print List to print a customer wish list.

The Customer Wish List Report opens. Use report printing functionality to print the
wish list.

For more detail about the Customer Wish List Report, see the Oracle Retail Xstore Point
of Service Reports Guide.

If Xstore Point of Service uses Retail Extension Module (RXM), this tab displays any
items the customer has in their digital shopping cart. The Digital Cart tab includes the
following information:

» Item List - Items in the customer’s digital cart.
s Item Information - Information about a selected item.

To remove items from the digital cart, see Remove Digital Cart Items.

Item List
The item list displays the following information for each item in the list:

Customer Maintenance 5-31



Additional Customer Options

Item ID - ID of the item.

Description - Description of the item.
Quantity - Quantity of the item.

In Stock - Number of items in stock.

Orderable - A green check mark in an item row indicates that the item can be
ordered.

Item Information

The Item Information section displays the following information about the item
selected in the Item List:

Picture of the item (if available).
Price - Price of the item.
Style - ID of the item style (if available).

Item dimensions (if available).

Remove Digital Cart ltems
To remove items from the digital cart:

1.

Click Remove Items.

Xstore Point of Service opens a list of items in the digital cart.
Select the items in the list:

»  Click the item.

s Use the up and down arrows to highlight the correct item, then press the
Spacebar.

»  Click Select All to select all items in the list.

Click Remove Items.

Xstore Point of Service opens a confirmation prompt.

Select whether to remove the items:

»  Click Yes to remove the items and return to the Digital Cart tab.

= Click No to return to the Digital Cart tab without removing items.

Additional Customer Options

Click Customer Options to perform the actions in this section.
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Figure 5-27 Customer Options Menu
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Tax Exemptions

Creaie House Acoount

This includes the following options:

Add New Customer

Print Customer

Review Customer Consent
Enroll in Loyalty

Tax Exemptions

Create House Account

Add New Customer

To add a new customer:

1.
2.

Print Customer

Click Add New Customer in the Customer Options window.

Follow the steps in Add a Customer Record.

Click Print Customer in the Customer Options window to print the customer record.

Review Customer Consent

This option is only shown when Customer Information Consent functionality is
enabled.

To access the consent preferences:

1.

Select Review Customer Consent in the Customer Options window. See
Figure 5-3.

Update the relevant check boxes as required.

Select Accept. The terms and conditions print on the receipt for the customer to
sign manually and a prompt is displayed to confirm the customer acknowledges
the terms and conditions. Ask the customer to sign the receipt. See Figure 5-4.
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3. Select Yes to confirm the customer has acknowledged the terms and conditions,
and signed the receipt. The customer’s acceptance is associated to the customer
record.

A confirmation screen is displayed indicating that the customer’s consent
selections have been updated in the system. Select OK to continue.

Enroll in Loyalty

Many stores offer Loyalty Programs to their customers. A Loyalty Program typically
offers benefits (such as savings) to the customer and provides the store with
information about customer shopping preferences.

The store may offer various levels of programs that are available to customers.
To enroll a customer in a loyalty program:
1. Click Enroll in Loyalty in the Customer Options window.

Xstore Point of Service prompts whether to add the customer to a loyalty program.
See Figure 2-8.

2. Select whether to add the customer to a loyalty program:

s Scan or enter the card number, the click Process to add the customer to the
loyalty program (card-centric programs).

s Click Yes to add the customer to the loyalty program (non-card-centric
programs).

s Click Not Now to not add the customer to the loyalty program, but open the
prompt the next time the customer performs a transaction.

= Click Never to not add the customer to the loyalty program and never ask the
customer again.

3. (Click Save Changes to save the new loyalty configuration for the customer.

About Loyalty Programs

Loyalty values are accumulated according to the rules for each individual program.
Rules for assigning points and awards are defined in Oracle Retail Customer
Engagement. Swiping or entering a loyalty card number during a transaction records
the customer’s participation in the program so that the loyalty values may be adjusted
in the system.

Tax Exemptions

To manage customer tax exemptions in Xstore Point of Service, perform the proper
procedure:

= Add a Tax Exemption
= Edit a Tax Exemption

s Delete a Tax Exemption

Add a Tax Exemption

To add a tax exemption to a customer record:
1. Click Tax Exemptions in the Customer Options window.

The Select Exemption window opens.
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Figure 5-28 Customer Tax Select Exemption

Select Exemption
Select the tax exemption to edit.

R N T

James Smith Agricultural
123456

Delete Select &
Continue

2. Select New.

A blank Customer Tax Exempt window opens.

Figure 5-29 Customer Tax Exempt Form

Customer Tax Exempt
Enter Tax Exempt Information

Certificate# "

Certificate Holder |

State ﬁ

Expiration Date

“ " -

3. Enter the information for the tax exemption:

Note: Required fields are marked with a red triangle in the
upper-left corner.

m Certificate # - ID number for the certificate.
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s Certificate Holder - Name of the entity to whom the certificate belongs.
= State - If applicable, the state or province to which the certificate belongs.
= Expiration Date - Expiration date of the certificate.

4. Select Save Changes.

A Reason Code window opens.

Figure 5-30 Tax Exemption Reason Codes

Reason Code
Select a reason code from the list.

Dairy Production
Field Crops
Floriculture
Government Agency
Livestock Production

Non-government Organization _I
-

5. Select the reason for adding the tax exemption:
s Click the reason.

= Use the up and down arrows to highlight the correct reason, then press the
Spacebar.

6. Select OK.

The Tax Exemption is added to the system and associated with the customer.

Edit a Tax Exemption
To edit an existing tax exemption:

1. Click Tax Exemptions in the Customer Options window.
The Select Exemption window opens. See Figure 5-28.

2. Select the tax exemption:
»  Click the tax exemption.

s Use the up and down arrows to highlight the correct tax exemption, then press
the Spacebar.

3. Click Select & Continue.
The tax exemption opens in a Customer Tax Exempt window.

4. Make any necessary changes to the tax exemption:
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Note: Required fields are marked with a red triangle in the
upper-left corner.

»  Certificate # - ID number for the certificate.
»  Certificate Holder - Name of the entity to whom the certificate belongs.
= State - If applicable, the state or province to which the certificate belongs.
= Expiration Date - Expiration date of the certificate.

5. Select Save Changes.
A Reason Code window opens.

6. Select the reason for the changes to the tax exemption:
= Select the reason.

= Use the up and down arrows to highlight the correct reason, then press the
Spacebar.

7. Click OK.

The changes to the Tax Exemption saved in the system.

Delete a Tax Exemption
To delete a tax exemption:

1. Click Tax Exemptions in the Customer Options window.
The Select Exemption window opens. See Figure 5-28.

2. Select the tax exemption:
s Click the tax exemption.

= Use the up and down arrows to highlight the correct tax exemption, then press
the Spacebar.

3. C(lick Delete.

Caution: There is no confirmation prompt after clicking Delete.
Double-check that you have selected the correct tax exemption before
deleting it.

The tax exemption is deleted from the system.

Create House Account

To create a house account for a customer:
1. Click Create House Account in the Customer Options window.

The House Account Credit Limit window opens with the default initial credit limit
for a house account.
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Figure 5-31 House Account Credit Limit

House Account Information
Enter Credit Limit

Enter new credit limit amount.

: “ 0

2. If necessary, change the initial credit limit for the house account.
3. Click Process.

The house account is created with the customer as the primary buyer.
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Search for an ltem

During a transaction you may need to search for a particular item. Xstore Point of
Service provides the following methods for performing an item search:

s Item Lookup
s [tem Viewer
= Inventory Lookup

m [tem Matrix Search

Item Lookup

Item Lookup searches for an item based on any of a number of criteria (for example,
SKU, style, or department) and retrieves detailed information about the item. For kits,
Item Lookup finds the component items that make up the kit.

Item lookups can be performed while Xstore POS is at a Register or Back Office login
prompt without the need to login.

If item lookup is initiated from a sale, you can add the item to the sale directly from
the lookup screen if all eligibility parameters have been met.

If your system has the Scan Items Prior to Adding to Transaction setting configured,
the item is scanned to confirm it is the correct item being added to the transaction.

1. Click Find Item in the Register Sale screen.
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Figure 6—-1 Register Sale Screen

Greyly Campbell rone

R o N BTN

XSTORE POS INFORMATION

Scan the barcode on the product to be sold,
i the barcode ke missing or can't be read, the item number or UPC may be manually
entored.

Select additional functions from the options available,

Scan Item or UPC

y n item 1D or UPC,

Amount Due $0.00 >

2. Click Item Lookup.

Figure 6-2 Item Lookup Form

Item Lookup
Enter search criteria.

ltemID |

Department  <All Departments®>

Subdepartment  <AllSubdepartments>

Class  <All Classes>

Subclass  <AllSubclasses>

[ Ll dld

Style ID

Description

- - ~

The Item Lookup window opens.

3. Enter the search criteria for the item:
s Item ID - ID of the item.
s Department - Department to which the item belongs.
= Subdepartment - Subdepartment to which the item belongs.
= Class - Class to which the item belongs.
= Subclass - Subclass to which the item belongs.
= Style ID - ID of the style assigned to the item.

s Description - Content in the description of the item.

6-2 Oracle Retail Xstore Point of Service User Guide



Item Lookup

If advanced search options are configured on your systems, use the advanced
options to further refine the search:

= Select the value for any search criteria you are using.
s Click Exclude for any unused search criteria.
4. Click Process.
= If more than one item matches the search criteria, continue with Step 5.
= If only one item matches the search criteria, the item opens in the Item Viewer.

5. If necessary, select an item in the Item List window:

Figure 6-3 Item Selection

ltem List
Source: StorePrimary

:
330000 Tee Shirt

330001 Blue S Tee Shirt

330002 Blue M Tee Shirt

330003 Blue L Tee Shirt

330004 Blue XL Tee Shirt

330005 Blue XXL Tee Shirt

330101 Red S Tee Shirt a
A 4

m  Click the item.

= Use the up and down arrows to highlight the correct item, then press the
Spacebar.

6. Click OK.

The item opens in the Item Viewer.
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Figure 6—4 Item Viewer

heen 10 330043

Merchandise Hierarchy

Departmen Mers Apparel - 738
Subdepariment Mens Shirts - 130100
Clavs Mers Tees - 720100100
Subeiss

Vendor Information
Vendar
Orderable Yes

Product Attributes
bemType  STANDARD

Seasen

Seack Status

Relsrabin  You

Today's Sales
HetSales SE4.79

Sty 1D 334060
Coler Bl

Siee  Large

Farift
Order Lead Duys 0

Unit of Measure
Restocking Fee

Tax Grosp

SetalCounty Tax
Tax Amount  $1.88

]

“ T

7. If your system has the Scan Items Prior to Adding to Transaction setting
configured, you need to scan the item to confirm it is the correct item.

Figure 6-5 Item Viewer with Exit to Scan Button Highlighted

Career Dress Moleskin

Product Information

Current Price $67.99

ltem ID 6000 1,000 InStock

Style Grid

Merchandise Hierarchy

Department CAREER DRESS - 25000
Subdepartment

Class CAREER DRESS - 5000
Subclass

Vendor Information
Vendor 4407
Orderable Yes

Product Attributes
ltem Type ~ STANDARD

Season

Stock Status

Returnable Yes

Today's Sales
Net Sales

Style ID

Part#
Order Lead Days 0

Unit of Meas ure

Restocking Fee

Health & Beauty Tax
$0.85

Tax Group

Tax Amount

Next Tab

Previous
Locator Tab

Inventory

Print Rain
Check

Select Exit to Scan. You are returned to the Sales screen and must scan the item in
order to add it to the transaction.
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Figure 6-6 Sales Screen Awaiting Item Scan

0 m : D S
o=l e ] e [ e | bt

Xstore POS Infoermation

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or
UPC may be manually entered.

Select additional functions from the options available.

Scan Item or UPC

Scan or key an item ID or UPC.

Sell
Non-Merch

)

Once an item is scanned it is added to the transaction:

Figure 6-7 Sales Screen After Item Scan

O m 2

5 Career Dress Moleskin $67.99 1 $27.20
Sale 6000

Xstore POS Information ($40.79)

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or
UPC may be manually entered.

Select additional functions from the options available.

Associate: John Sm Amo ue $

Change Add Sell Extended [ Register i Add Customer
item Discount [ Non-Merch Remlpt Transaction | Options Tenders Options:

Scan ltem or UPC
Scan or key an item ID or UPC.
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Iltem Viewer

The Item Viewer provides information about an item. The Item Viewer displays the
following information along the top of the screen:

= Name of the item.

n  Item ID - ID of the item.

s Current Price - Current price of the item.

= Quantity of the item currently in stock.

The Item Viewer has the following tabs:

s Product Information - Information about the item.

= Inventory Stock - Current inventory information for the item.

= Related Items - Information about items related to the selected item.

= Style Grid - Grid showing on-hand quantities of the item with on dimension
cross-referenced with another dimension.

»  Price History - Past prices for the item.
= Sales History - Past sales data for the item.

You can also print a rain check from the Item Viewer. See Print a Rain Check.

Product Information

The Product Information tab, (see Figure 6-4), displays the sections that display
information about an item:

= A picture of the item (if available).

= Merchandise Hierarchy - Merchandise hierarchy to which the item is assigned.
= Vendor Information - Vendor that provides the item.

= Product Attributes - Attributes of the item.

s Today’s Sales - Sales information for the item on the current day.

Merchandise Hierarchy
The Merchandise Hierarchy section displays the following information:

s Department - Item department.

= Subdepartment - Item subdepartment.

= Class - Item class.

= Subclass - Item subclass.

»  Style ID - ID of the style for the item (if available).

s Dimension information for the item.

Vendor Information

The Vendor Information section displays the following information about the item’s
vendor:

s Vendor - Name of the vendor.

m  Orderable - Indicates whether the item can be ordered.
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s Part # - Part number used by the vendor.

s Order Lead Days - Number of lead days required when ordering the item.

Product Attributes
The Product Attributes section displays the following information:

s Item Type - Type of item.

= Season - Season for the item.

»  Stock Status - Current stock status.

= Returnable - Indicates whether the item can be returned.

= Unit of Measure - Unit used to measure the item (if applicable).

= Restocking Fee - Restocking fee applied to the item when it is returned (if
applicable).

s Tax Group - Tax group for the item.

= Tax Amount - Amount of tax applied to the item.

Today’s Sales

The Today’s Sales section displays the following information:
= Net Sales - Net amount of sales minus returns for the item on the current day.

= Qty - Number of items sales of the item on the current day.

Inventory Stock

Figure 6-8 Inventory Stock Tab

hem 1D 330003

Shock Ledgar Hit Compnent kems

Serial Invemory

lervertory Buchet Location

[r—
Leeator

The Inventory Stock tab contains the following areas:

Stock Ledger

The Stock Ledger table displays the following information for each inventory bucket in
which the item is located:

= Inventory Bucket - Inventory bucket in which the item is located.

s Location - Location of the item.

Search for an ltem 6-7



Item Viewer

= Quantity - Quantity of the item in the inventory bucket.

Kit Component ltems
If the item is a kit, this table displays information about each item in the kit:

s Item ID - ID of the kit item.
= Description - Description of the kit item.

= Quantity - Quantity of the item included in one kit.

Serial Inventory

If the item is a serialized item, the Serial Inventory table displays the following
information about each serial number:

= Inventory Bucket - Inventory bucket in which the serialized item is located.
= Location - Location of the item.

m Serial # - Serial number.

Note: No item quantity is displayed. For all items with one item ID,
only one of those items will be assigned an individual serial number.

Related Items

Figure 6-9 Related Items Tab

ham ID 330043

Relatnd Barrs

hem 1D

3

3 BLUE, M m
I3 BLUE.L 16
134004 RBLUE, XL
33005 RLUE, xXxL
Submtituie herm
e RED. M
3N RED. L
=il RED, XL
338185 RED, XL

I niery Previcus Tab
Loeates

The Related Items tab includes information about items similar to the selected item.
The following tables display information about related items:

s In This Style - Displays information about items assigned to the same style as the
selected item.

s Cross Reference Numbers - Displays information about items cross-referenced
with the selected item.

= Substitute Items - Displays information about items indicated to be substitutes for
the selected item.
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Style Grid

In This Style

The In This Style table displays the following information about each item that has the
same style ID as the selected item:

s Item ID - ID of the item.
= Dimensions - Values of the dimension attributes configured for the item.

s On Hand - Count of the item on-hand.

Cross Reference Numbers

The Cross Reference Numbers table displays the following information about items
cross-referenced with the selected item.:

s UPC - UPC for the item.

= Manufacturer - Manufacturer that produces the item.

Substitute Items

The Substitute Items table displays the following information about items that are
indicated to be substitutes for the selected item:

s Item ID - ID of the substitute item.

»  Description - Description of the item.

Figure 6-10 Style Grid Tab

hem D 339443

DEFALILT: Mid

The Style Grid displays a grid showing the grid that shows the on-hand quantity of
items with one dimension cross-referenced with another dimension.
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Price History

Figure 6—11 Price History Tab

||||| D 330403

The Price History tab shows the past history of all prices that have been assigned to an
item. The Price History shows the following information for each of the past prices:

»  Effective Date - Date on which the price first became effective.

= Expiration Date - Date on which the price was not longer valid. This field will be
blank for the current price.

»  Price - Price for the item from the Effective Date up to the Expiration Date.

Sales History

Figure 6—12 Sales History Tab

V02017 4010292017

A0H 82017 10 10222017

ADRZONT 1o 1 DAET0T
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L}
[
[
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[
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[
[
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DANTZOT b0 02427 &
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BRNRINT w0 ENIN2HT 2

DRRTRNNT 1o 9NIZ017 a -

ORZOET o ORETIHONT a 3' ,% i

PR Rp o |
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The Sales History tab displays sales data for the item. The Sales History tab displays
the following information:

s Weekly Sales - Table of weekly sales data for the item.

»  Annual Sales - Table of annual sales data for the item.
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= 12 Week Unit Sales Trend - Graph of weekly sales data over the past twelve weeks.

Weekly Sales

Displays sales data for the item by week. This table displays the following sales
information for each week:

= Week - Date range for the week.
= Units - Net quantity of the item sold.

s Net Sales - Net amount of all sales and returns of the item.

Annual Sales

Displays sales data for the item by year. This table displays the following sales
information for each year:

= Year - Year of the data.
= Units - Net quantity of the item sold.

s Net Sales - Net amount of all sales and returns of the item.

12 Week Unit Sales Trend

Graph displaying week-by-week net sales data for the item over the past twelve
weeks. This graph has the following axes:

» Start date for the week.

s Number of items sold.

Print a Rain Check

A Rain check is an optional feature that allows customers to purchase out of stock
items for the same price at a later date. To print a rain check:

1. Click Print Rain Check in the Item Viewer.

Note: The Print Rain Check button will be grayed out if a rain check
cannot be issued for the item

A confirmation prompt opens.
2. Click Yes to print the rain check.

Xstore Point of Service prints a rain check for the item.

Inventory Lookup

Occasionally an item may not be available in your store inventory, but the customer
would like to see which stores in your chain have the item in stock. You can use the
inventory lookup process to search a centralized database to locate these items within
a set parameter range. For example, you could locate a specified item at a store within
25 miles of your location that has at least three of the specified item on hand.

To perform an inventory lookup:
1. Click Find Item in the Register Sale screen (Figure 6-1).
2. C(Click Inventory Lookup.
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The Inventory Locator Lookup window opens.

Figure 6—13 Inventory Locator Lookup

Inventory Locator Lookup
330003 - Blue L Tee Shirt

Distance (mi) " § ﬁ

‘- -~

3. Enter the lookup information for the item:

Item ID - ID of the item.
Style ID - ID of a style assigned to the item.

Note: Either the Item ID or Style ID field must be populated.
Information in the Style ID field is ignored if the Item ID field is also
populated.

Distance - Distance from the local store.

Quantity - Minimum quantity of the item that the store must have on hand.
For example, if the customer needs three of the item, enter “3”.

4. Click Process.

Figure 6-14 Inventory Locator Results

Inventory Lookup Results

330003 - Blue L Tee Shirt

Lozation Phane

Corner Market, 101 2404984414
3H50D Bruce Indus trinl Phoey Solon. OH 44139

Oriete Park, 102 210125 4887
333 W Camden S1. Bakimore, MD 21201

Cleveland Ousles, 103 4404304410
34310 Aurars Rd Salen, OH 44130

Waias Furs, 301

Culp's Collactibles, 302

Tewry's Toy Town, 393

Jedt's Junk, 304
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Xstore Point of Service returns a list of stores with the item. The following
information will be displayed for each location:

s Count - On-hand quantity of the item at the store.

s Location - Address for the store.

= Phone - Phone number for the store.

= Distance - Distance of the store from the local store.

5. Click OK to close the window.

ltem Matrix Search

The Item Matrix can be used to find items by navigating through the merchandise
hierarchy. Starting at the Department level, you can move to the lowest level of
merchandise hierarchy and find a specific item. The merchandise hierarchy levels are
color-coded to help you navigate through the different levels. When the item is
located, it can be added to the sale transaction.

Note: Item Matrix is configured off by default.

To find an item in the Item Matrix:
1. Click Find Item in the Register Sale screen (Figure 6-1).
2. Click Item Matrix.
The Item Matrix window opens at the highest merchandise level.
3. Click the next merchandise level in which the item is located.
4. Repeat Step 3 until the Item Matrix displays the correct item.
5. Click the item to add it to the transaction.
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Discounts and Awards

You can apply a discount to a single line item, multiple line items, or entire
transactions. You can also apply an award to a transaction.

Transaction-level discounts are applied in the same manner as a line item discount. A
transaction discount is applied equally to each eligible item in the transaction, a line
item discount is applied to a single item, and a group discount is applied to a group of
selected items in a transaction. Discounts may be specified as either amounts (for
example, $5.00 off) or percentages (for example, 10% off) for both item and transaction
discounts.

Deal Pricing Discount

Deal pricing discounts are automatically applied to items and transactions. No user
interaction is required to apply a deal pricing discount to a transaction. Once the
trigger it met, Xstore Point of Service applies the appropriate discount. There are many
variations of deal discounts; for example, buy one get one free, or buy three items and
get 10% off.

Add a Discount or Award to a Transaction

After adding items to a transaction, do the following to add a discount or award to a
transaction:

1. Click Add Discount.
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Figure 7-1 Discount Type Options

Add Discount
Sale ¢ Add Discount

1 Add ltem Discount

2

3

Add Transaction Dis count

Add Group Dis count

- - -

Xstore Point of Service prompts for the discount type.

Add Item Discount - Discount applied to one item in the transaction.
Add Transaction Discount - Discount applied to the entire transaction.
Add Group Discount - Discount applied to a group of items.

Add Award Discount - Discount applied as a loyalty award.

2. Select the discount type:

Eal

Iltem Discount

Click the discount type.

Use the up and down arrows to highlight the correct discount type, then press
the Spacebar.

Enter the number associated with the discount type.

Click OK.

Continue with the appropriate procedure:

Item Discount - Discount applied to one item in the transaction.
Transaction Discount - Discount applied to an entire transaction.
Group Discount - Discount applied to a group of items.

Award Discount - Discount applied through a loyalty award balance or loyalty
award coupon.

After selecting Add Item Discount (see Step 2 in Add a Discount or Award to a
Transaction), do the following to configure an item discount:

1. If necessary, select the item to which to apply the discount:

Note: If there is only one item in the transaction, go to Step 3.

Click the item.
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s Use the up and down arrows to highlight the correct item, then press the
Spacebar.

2. Click OK.

Xstore Point of Service prompts for the discount in the Discounting window.

Figure 7-2 Item Discount Options

Discounting
Select Discount

Discounts

Item Dis count: 15% Off

Item Discount: $15 Off

tem Discount: % Off

ltem Discount: $ Off

Item Dis count: 15% Off Competitor

ltem Discount: $15 Off Competitor

3. Select the discount to apply to the item:

Note: The discounts available in the Discounting window depend
upon the configuration of your system.

m  Click the discount.

= Use the up and down arrows to highlight the discount, then press the
Spacebar.

4. Click OK.
5. If necessary, enter the reason for the discount. See Select a Reason.
6. If necessary, enter the discount information:

s Percent Discount - Enter the percentage of the discount.

= Amount Discount - Enter the amount of the discount.

The discount is applied to the item and appears in the View Port.

Select a Reason
To select a reason for a discount:
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Figure 7-3 Reason Code List

Reason Code
Select a reason code from the list.

Incorrect Label

Reasons
Price Guarantee

Damage Adjustment

Mana ger Discretion

- -

Select the reason for the discount:

s Click the reason.
= Use the up and down arrows to highlight the reason, then press the Spacebar.
Click OK.

Percent Discount
To enter a percent discount:

1.
2.
3.

Enter the percentage discount to apply to the item.
Press Enter.
If necessary, click Yes to confirm that the entered discount is correct.

The percentage discount is applied to the item.

Amount Discount
To enter an amount discount:

1.
2.
3.

Enter the amount of the discount to apply to the item.
Press Enter.
If necessary, click Yes to confirm that the entered discount is correct.

The amount of the discount is applied to the item.

Transaction Discount

After selecting Add Transaction Discount (see Step 2 in Add a Discount or Award to a
Transaction), do the following to configure a transaction discount:
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Figure 7-4 Transaction Discount Options

Discounting
Select Discount
Discounts

Trans Discount: 10% Off

Trans Discount: $10 Off

Trans Discount: % Off
Trans Discount: $ Off
Trans Discount: 10% Off Competitor

Trans Discount: $10 Off Competitor

- -

1. Select the discount to apply to the transaction:
Note: The discounts available in the Discounting window depend
upon the configuration of your system.
s Click the discount.
= Use the up and down arrows to highlight the discount, then press the
Spacebar.
2. Click OK.
3. If necessary, enter the reason for the discount. See Select a Reason.
4. If necessary, enter the discount information:

»  Percent Discount - Enter the percentage of the discount.
= Amount Discount - Enter the amount of the discount.

The discount is applied to the transaction and appears in the View Port.

Select a Reason
To select a reason for a discount (Figure 7-3):

1. Select the reason for the discount:

»  Click the reason.

= Use the up and down arrows to highlight the reason, then press the Spacebar.
2. C(Click OK.

Percent Discount
To enter a percent discount:

1. Enter the percentage discount to apply to the transaction.
2. Press Enter.

3. If necessary, click Yes to confirm that the entered discount is correct.
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The percentage discount is applied to the transaction.

Amount Discount
To enter an amount discount:

1. Enter the amount of the discount to apply to the transaction.
2. Press Enter.
3. If necessary, click Yes to confirm that the entered discount is correct.

The amount of the discount is applied to the transaction.

Group Discount

After selecting Add Group Discount (see Step 2 in Add a Discount or Award to a
Transaction), do the following to configure a group discount:

1. Select the discount to apply to the group of items:

Figure 7-5 Group Discount Options

Discounting
Select Discount
Discounts

Group Discount: 10% Off

Group Discount: $10 Off

Group Discount: % Off
Group Discount: § Off
Group Discount: New Price

Group Dis count: New Price/Qty

- -

Note: The discounts available in the Discounting window depend
upon the configuration of your system.

s Click the discount.

s Use the up and down arrows to highlight the discount, then press the

Spacebar.
2. Click OK.
3. Select the items to which to apply the discount:
s Click the items.
s Use the up and down arrows to highlight the each item, then press the
Spacebar.
4. Click OK.
5. If necessary, enter the reason for the discount. See Select a Reason.
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6. If necessary, enter the discount information:
= Percent Discount - Enter the percentage of the discount.
s Amount Discount - Enter the amount of the discount.

The discount is applied to the items and appears in the View Port.

Select a Reason
To select a reason for a discount (Figure 7-3):

1. Select the reason for the discount:
s Click the reason.
= Use the up and down arrows to highlight the reason, then press the Spacebar.

2. Click OK.

Percent Discount
To enter a percent discount:

1. Enter the percentage discount to apply to the item.
2. DPress Enter.
3. If necessary, click Yes to confirm that the entered discount is correct.

The percentage discount is applied to the item.

Amount Discount
To enter an amount discount:

1. Enter the amount of the discount to apply to the item.
2. DPress Enter.
3. If necessary, click Yes to confirm that the entered discount is correct.

The amount of the discount is applied to the item.

Award Discount

After selecting Add Award Discount (see Step 2 in Add a Discount or Award to a
Transaction), the manner in which the award discount will be applied depends upon
the configuration of your system:

»  Award Discount - Enter Amount - Discount amount is applied through a loyalty
award balance.

= Award Discount - Select Coupon - Discount amount is applied by selecting a
loyalty award coupon.

Award Discount - Enter Amount

After selecting Add Award Discount (see Step 2 in Add a Discount or Award to a
Transaction), do the following to configure an award discount:

1. Enter the award amount to be applied to the transaction.
2. DPress Enter.
3. If necessary, click Yes to confirm that the entered discount is correct.

The discount is applied across the items and appears in the View Port.
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Award Discount - Select Coupon

After selecting Add Award Discount (see Step 2 in Add a Discount or Award to a
Transaction), do the following to configure a group discount:

1. Select the coupons to apply to the transaction:
»  Click the coupons.

= Use the up and down arrows to highlight each coupons, then press the
Spacebar.

2. C(Click OK.

The discount is applied to the items and appears in the View Port.

About the Award Coupon List The award coupon list may be configured two ways:
= Partial awards allowed:

The system automatically reduces the value of the selected coupon by the amount
applied to the current transaction, up to the total amount due. For example, if
$14.98 is applied from a $50.00 coupon, the coupon’s remaining value is reduced
to $35.02 and it may be applied to a different transaction later.

s Partial awards not allowed:

The system automatically applies the entire value of the coupon, regardless of the
amount due on the transaction. The coupon is removed from the list after it is
applied to a transaction and may not be used again. For example, if the amount
due is $25.00 and a $30.00 coupon is selected, the $5.00 difference cannot be used
in a future transaction.

If you select more than one coupon and the combined total exceeds the amount
due on the sale, a message displays. Press Enter and the system returns to the list
of coupons where you may select a different coupon.
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Modify a Transaction

During a transaction you may need to make changes to a transaction or the items in it.
This includes the following procedures:

s Add Non-merchandise Items to a Sale - Add non-merchandise items to a sale, such
as gift cards, item alterations, or having an item gift wrapped.

= Remove a Customer - Remove the customer assigned to a transaction.
= Modify a Line Item - Make changes to a line item in a transaction.

= Suspend a Transaction - Suspend a transaction to be resumed later.

= Resume a Transaction - Resume a suspended transaction.

s Cancel a Transaction - Cancel a transaction.

Add Non-merchandise Items to a Sale

To add non-merchandise items to a sale transaction (for example, a gift card, alteration,
or gift wrapping service):

1. Click Sell Non-Merch in the Register Sale screen.
The Sell Non-Merch window opens.

Figure 8—-1 List of Non-Merchandise Options

Sell Non-Merch
Sale ¢ Sell Non-Merch

1  SellNon-Merch

2 Sell Gift Card

3 Sell Gift Certificate

- - -

2. Select the type of non-merchandise item to sell:
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Figure 8-2 List of Non-Merchandise Items

Add ltem
Select a non-merchandise item to add to the sale.

-~
Auvailable items

Global Invoice ltem

ltem Repair

Gift Wrapping I
tem Alteration

Prepaid advertisment 1 description

Warranty - Fixed $49.99

Warranty - Fixed 10% (Reg)

- -

»  Click the type of non-merchandise item.

s Use the up and down arrows to highlight the correct type of non-merchandise
item, then press the Spacebar.

= Enter the number associated with the type of non-merchandise item.
3. Click OK.

= If prompted to select an item, continue with Step 4.

s If prompted for an item price, continue with Step 6.

s Ifitem is added to the View Port, continue the transaction.
4. If necessary, select the item in the list:

s Click the non-merchandise item.

= Use the up and down arrows to highlight the correct non-merchandise item,
then press the Spacebar.

= Enter the number associated with the non-merchandise item.
5. Click OK.

s If prompted for an item price, continue with Step 6.

m Ifitem is added to the View Port, continue the transaction.

6. If necessary, enter the amount of the item.
Figure 8-3 Prompt For Price

Enter Price

Enter the item price.
2006
Gift Wrapping

7. Press Enter.

The item is added to the View Port. Continue the transaction.
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Remove a Customer

The procedure for removing a customer from a transaction depends upon whether the
system is on a touchscreen system or a non-touchscreen system:

= Touchscreen System

= Non-touchscreen System

Touchscreen System

To remove a customer from a transaction:

1. Swipe from left to right in the Customer Loyalty banner.
An Unassign button appears.

2. Tap Unassign to remove the customer.

The customer is removed from the transaction.

Note: Tap anywhere other than the Unassign button to cancel the
operation.

Non-touchscreen System

To remove a customer from a transaction:
1. Click Customer Options in the Register Sale screen.
2. C(Click Remove Customer.

The customer is removed from the transaction.

Modify a Line ltem
To modify a line item in a sale:

1. Click Change Item in the Register Sale screen.

Figure 8—4 Change Item Menu Options

Back Change Qty Change Price Change tem Void Line Modify Discount | Change: Add Line ltem
Tax Associates Comments
B

2. Perform the appropriate procedure:
s Change Item Quantity - Change the quantity of the item.
s Change Item Price - Change the price of an item.
= Void an Item - Remove an item from the transaction.

s Change the Commissioned Associate - Change the commissioned associate for
the transaction.

s Add aLine Item Comment - Add a comment to a line item.
s Edit a Line Item Comment - Edit the comment for a line item.

s Change the Tax for an Item - Change the tax associated with an item.
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Change Item Quantity

1. Click Change Quantity.

2. If necessary, select the item for which to change the quantity:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately prompt for the new quantity (go to
Step 4).

»  Click the item in the View Port.
= Use the up and down arrows to highlight the item in the View Port.
3. Press Enter.

Xstore Point of Service prompts for the new quantity.
Figure 8-5 Enter Quantity Prompt

Enter Quantity

Enter the item quantity.
1

005
PEASANT TOP JERSEY DRESS

4. Enter the new quantity.
5. Press Enter.

The item quantity is changed. Continue the transaction.

Change Item Price

8-4

To change the price of an item:
1. Click Change Price.

2. If necessary, select the item for which to change the price:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately prompt for the new price (go to
Step 4).

s Click the item in the View Port.
= Use the up and down arrows to highlight the item in the View Port.

3. Press Enter.
Figure 86 Prompt For Price

Enter Price

Enter the item price.
2006

Gift Wrapping

Xstore Point of Service prompts for the new price.
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4. Enter the new price.
5. Press Enter.

The item price is changed. Continue the transaction.

Void an Iltem

The method for voiding an item depends upon whether the system is a touchscreen
system or a non-touchscreen system.

Touchscreen System
To void an item:

1. Swipe from left to right on the item to void.
A Void button opens.

2. Tap Void to remove the item.

Note: To cancel the void, either tap anywhere else on the screen, or
wait a few seconds for the button to disappear.

3. If necessary, tap the reason for the void to select it.
4. Tap OK.

The item is voided from the transaction.

Non-touchscreen System
To void an item:

1. Click Void Item.

2. If necessary, select the item for which to change the quantity:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately void that item (go to Step 4 or
continue the transaction).

»  Click the item in the View Port.
= Use the up and down arrows to highlight the item in the View Port.

3. Press Enter.

Modify a Transaction 8-5



Modify a Line Item

Figure 8-7 Reason Code List

Reason Code
Select a reason code from the list.

Reasons

The customer changed their mind.

Inappropriately entered.

- -

4. If necessary, select the reason for the void:

»  Click the reason.

= Use the up and down arrows to highlight the reason then press the Spacebar.
5. Click OK.

The item quantity is changed. Continue the transaction.

Change the Commissioned Associate

To change the commissioned associate for an item:
1. Click Change Associates.

2. If necessary, select the item for which to change the commissioned associate:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 4).

»  Click the item in the View Port.
s Use the up and down arrows to highlight the item in the View Port.
3. DPress Enter.

Xstore Point of Service opens a list of associates.
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Figure 8-8 Commissioned Associate List

Commissioned Associate
Select up to 3 commissioned associates.

Clark, Vanessa 0401001000002
Sakthi, Shree 101
Smith, Joe 102
Jones, James 103
Black, Jeff 104
Gagnen, Jean 200

o -

4. Select the new commissioned associate from the list:

Note: Depending upon the configuration of your system, you may
be able to assign more than one commissioned associate to an item.

s Click the associate. Continue with Step 5.
The commissioned associate for the item is updated.

= Use the up and down arrows to highlight the associate then press the
Spacebar. Continue with Step 5.

The commissioned associate for the item is updated.
»  Click Select By Associate ID and continue with Step 6.
5. Click OK.
The commissioned associate for the item is updated. Continue the transaction.
6. If you clicked Select By Associate ID in Step 4, enter the ID of the associate:
1. Enter the associate ID in the Commissioned Associate prompt.
2. DPress Enter.

The commissioned associate for the item is updated. Continue the transaction.

Add a Line ltem Comment

To add a line item comment.
1. Click Add/Edit Line Item Comments.

2. If necessary, select the item for which to add the comment:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 3).

m  Click the item in the View Port.
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= Use the up and down arrows to highlight the item in the View Port.

Xstore Point of Service prompts for the comment.

Figure 8-9 Line Item Comments

Line ltem Comments
Add any comments for this item.

- -

3. Enter the comment.

4. C(lick OK.

The comment is added to the line item. Continue the transaction.

Edit a Line ltem Comment

To edit a line item comment.

1. Click Add/Edit Line Item Comments.

2. Select the comment to edit:
»  Click the comment in the View Port.
= Use the up and down arrows to highlight the comment in the View Port.
Xstore Point of Service opens a prompt with the existing comment.

3. Edit the text of the comment.

4. Click OK.

The comment is updated for the line item. Continue the transaction.

Change the Tax for an ltem

To change the tax for an item:

Note: The item tax cannot be changed on an item in an Order Broker
order.

1. Click Change Item Tax.
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Figure 8-10 Change Item Tax Menu Buttons

Back Change tem Exempt item Tax | Change em Change tem
Tax Location Tax $ Tax %

2. Select the type of tax change, then follow the appropriate procedure:
s Change the Tax Location
s Change the Tax Amount
s Change the Tax Percentage

Change the Tax Location
To change the tax location for an item:

1. Click Change Item Tax Location.

2. If necessary, select the item for which to change the tax location:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 3).

n  Click the item in the View Port.
= Use the up and down arrows to highlight the item in the View Port.
3. Press Enter.

Xstore Point of Service prompts for the postal code of the tax location.

Figure 8-11 Postal Code Prompt

Enter postal code

Enter the postal code.

4. Enter the postal code for the new tax location.
5. Press Enter.
6. If necessary, select the reason for the tax location change:
s Click the reason.
= Use the up and down arrows to highlight the reason then press the Spacebar.
7. Click OK.

The tax location is changed and the tax amount is changed to the tax for the new
location. Continue the transaction.

Change the Tax Amount
To change the tax amount for an item:

1. Click Change Item Tax $.

2. If necessary, select the item for which to change the tax amount:
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Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 3).

n  Click the item in the View Port.
= Use the up and down arrows to highlight the item in the View Port.
3. Press Enter.

Xstore Point of Service prompts for the new tax amount.

Figure 8-12 Tax Amount Prompt

Enter Amount

Enter the new tax amount.

4. Enter the new amount of tax for the item.

5. Press Enter.

Figure 8-13 List of Tax Change Reasons

Reason Code
Select a reason code from the list.

Reasons

Tax Location not on file

Other unlisted reason

- -

6. If necessary, select the reason for the tax amount change:

»  Click the reason.
= Use the up and down arrows to highlight the reason then press the Spacebar.
7. Click OK.

The tax amount for the item is changed. Continue the transaction.

Change the Tax Percentage
To change the tax percentage for an item:

1. Click Change Item Tax %.

2. If necessary, select the item for which to change the tax percentage:
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Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 3).

»  Click the item in the View Port.

= Use the up and down arrows to highlight the item in the View Port.
3. DPress Enter.

Xstore Point of Service prompts for the new tax percentage:

= If you are prompted to enter a new amount, continue with Step 4.

s If you are prompted to select a tax group, continue with Step 4.

Figure 8-14 Tax Percentage Prompt

Enter Percentage
Enter the new tax rate as a percentage. (e.g. "7.5" for 7.5%)

4. Enter the new percentage of tax for the item.
5. Press Enter. Continue with Step 8.
6. Select the new tax group:
»  Click the tax group.
= Use the up and down arrows to highlight the tax group.
7. Click OK.

Figure 8—15 List of Tax Change Reasons

Reason Code
Select a reason code from the list.

Reasons

Tax Exempt

Tax Location not on file

Other unlisted reason

- -

8. If necessary, select the reason for the tax percentage change:

m Click the reason.

= Use the up and down arrows to highlight the reason then press the Spacebar.
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9. Click OK.

The tax percentage for the item is changed. Continue the transaction.

Exempt an ltem from Tax
To set an item as tax exempt:

1. Click Exempt Item Tax.

2. If necessary, select the item to exempt from tax:

Note: If there is only one item in the transaction, Oracle Retail Xstore
Point of Service will immediately select that item (go to Step 3).

»  Click the item in the View Port.

= Use the up and down arrows to highlight the item in the View Port.
3. If necessary, pick the tax to exempt from a list of taxes:

»  Click the tax.

= Use the up and down arrows to highlight the tax.

&

If you selected a tax to exempt, click OK.

o

Perform the appropriate next step:
= If necessary, associate a customer with the transaction.

»  If the customer has a tax exemption associated with their account, continue
with Step 6.

»  If the customer does not have a tax exemption associated with their account,
continue with Step 8.

6. If necessary select the tax exemption certificate to apply to the transaction:

Figure 8-16 List of Tax Exemptions On File for Customer

Select Exemption
Select the tax exemption to apply.

N S

Campbell Agricultural
123456

- - -

»  Click the tax exemption certificate.

= Use the up and down arrows to highlight the tax exemption certificate.
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7. Select the appropriate option:

»  Click Select & Continue to apply the selected tax exemption certificate to the
item and continue the transaction. An “E” appears next to the item in the View

Port.

s Click Select & View to view the selected tax exemption certificate and, if

necessary, make changes (see Step 10).

s Click New to enter a new tax exemption certificate. Continue with Step 8.

Figure 8-17 Tax Exempt Reasons

Reason Code
Select a reason code from the list.

Agricultural

Dairy Production

Field Crops

Floriculture

Government Agency

Livestock Production

Non-government Organization

8. If necessary, select the reason for the tax percentage change:

s Click the reason.

= Use the up and down arrows to highlight the reason then press the Spacebar.

9. Click OK.

Figure 8-18 Customer Tax Exempt Form

Customer Tax Exempt
Enter Tax Exempt Information

Certificate # r

Certificate Holder

State |ﬁ

Expiration Date

: - -
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10. Enter the tax exemption information:

Note: Depending on the configuration of your system, the fields in
the tax exemption entry form may be different that those listed.

A red triangle appears in the upper-left corner of required fields.

»  Certificate #: ID number for the tax exemption certificate.
»  Certificate Holder: Entity that owns the tax exemption certificate.
= State: State or province where the certificate is valid.
= Expiration Date: Certificate expiration date.
11. Click Save Changes.

The tax exemption is applied to the item. Continue the transaction. An “E”
appears next to the item in the View Port.

Suspend a Transaction

Click Suspend Transaction to suspend a transaction so that it can be resumed later.

Figure 8-19 Suspend Transaction Option

Greyly Campbell

ROLL SLEEVE SWEATER DRESS 31999 1 §7999 E
= Sae 1008

XSTORE POS INFORMATION

Scan the barcode on the product to be sold. ¥ $10.50 OH hem 8006 w1950}
n::‘:-mi- missing or can't be read, the item number or UPC may be manually - ey Cleaner $599 i P
e Bake w007

Select additional functions from the opticns available. ¥ 1% O Any ron-Clearance from Depd. 26003 .10

Scan Item or UPC

Associate: John Smith Amount Due $90.83 >

Akl Discount | Bell Nan-Mereh Exeried Regiter Find Bem At Temeers Cuminmer Bumpendd
Trmnsnetice Opiians Optices. Trrsastion
¥ B ¥ B ¥ ¥

The system may print a receipt for the suspended transaction. It can be used by the
customer to resume their transaction when they return.

Xstore Point of Service returns to the Register screen.

Resume a Transaction
1. Click Resume Transaction.
Xstore Point of Service opens a list of suspended transactions.
2. Select the transaction to resume:
»  Click the transaction. Continue with Step 3.

= Use the up and down arrows to highlight the transaction. Continue with
Step 3.
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= Scan the suspended transaction receipt barcode. Continue with Step 4.
Click OK.
If the system is an airside location, scan the customer’s boarding pass.

The transaction resumes. Continue the transaction.

Cancel a Transaction

To cancel a transaction:

1.
2.

At any point in a transaction, press Esc until you return to the initial sale screen.
Cancel the sale:

»  Click Cancel Sale.

m  Press Esc.

If there are items in the sale, Xstore Point of Service prompts whether to cancel the
sale.

Figure 8-20 Cancel Sale

Cancel Transaction

Are you sure you want to cancel the current
transaction?

-

If necessary, select the reason for cancelling the sale:

Click Yes.

s Click the reason.
s Use the up and down arrows to highlight the reason then press the Spacebar.
Click OK.

The transaction is cancelled.

Modify a Transaction 8-15



9

Send Sale Transactions

A send sale item is an item that must be shipped to a customer-specified, off-site
location after it is purchased.

Send sales are similar to special orders and orders because each of these transaction
types may involve the direct shipment of a purchased item to a customer or third
party. A send sale, however, implies that the item is in the store’s saleable inventory
when the purchase is made and is available at the time of purchase.

Note: A send sale must be paid for in full at the time of purchase.
Special orders and orders may have more flexible payment options.

Your system may be configured for one-step or two-step send sale processing.

= In one-step processing, you enter the ship-to address and select a shipping method
(if required) during the sale transaction. No further action is required in Xstore
Point of Service after the transaction is completed.

= In two-step processing, you enter the ship-to address and select a shipping
method (if required) during the sale transaction, just as performed in one-step
processing. After the sale is completed, a shipping document is created
automatically and must be processed as a separate step in the Back Office
Shipping module. Refer to the Oracle Retail Xstore Point of Service Shipping,
Receiving, and Inventory Guide for more information about two-step processing and
completing the shipping document in the Back Office.

Create a Send Sale
To create a new send sale:

1. Click Extended Transaction in the Register Sale screen.

Figure 9—1 Extended Transaction Menu Buttons

Back Onder Send Sale Layaway Special Order Warranty
g =l =)

2. C(lick Send Sale.
3. C(lick New Send Sale.

4. If a customer is not associated with the transaction, add a customer. See Associate
a Customer with the Transaction in Chapter 5, Customer Maintenance.
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5. If the customer has previous send sales, indicate whether to use a previous
destination address:

s Click Skip to enter a new destination. Continue with Step 7.
»  Select the destination in the list then click OK.
—  Click the destination.

— Use the up and down arrows to highlight the correct destination, then
press the Spacebar.

6. Enter the destination information for the new send sale by doing one of the
following:

= Enter Address Information - Enter the address information manually.
»  Search for a Customer - Search for a recipient that has a customer record.

7. Enter an into the transaction. See Entering Items in Chapter 2, Basic Transaction
Entry.

Note: The system validates every item to ensure that it meets the
requirements for send sale items.

8. If necessary, enter an originating inventory location:
a. Select the originating inventory location.
b. Press Process.

9. If necessary, add a new send sale, or edit an existing send sale. See Add or Edit a
Send Sale.

Continue the transaction.

Enter Address Information

To enter address information into the destination information, do the following:

Note: Inanew send sale, the fields may be initially populated with
the address information for the customer associated with the
transaction.
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Figure 9-2 Shipping Destination Information Form - Auto-populated Customer Info

Shipping Destination

Enter shipping destination information.

Phone# " 123-456.7890 ShipVia © [~]

ShipTo " Greyly " campbell
First Name Widdle Last Name
Address " 4422 Stony Parkway

Bldg F

¥ Solon
City Apartment
¥ anzo " OH - Ohio [~]
Postal Code State

US - United States

Back Ship To Customer || Change Country Accept
Search

1. Enter the address information:

Note: Required fields have a red triangle in the upper-left corner.

s Phone # - Phone number for the recipient.

= Ship To - Name of the recipient of the send sale:
—  First - First name.
- M.IL - Middle initial.
— Last - Last name.

= Address - Address for the recipient of the send sale:

Note: If Address Lookup is available, on your system, use it to
quickly look up the address.

—  First line of the street address.

— Second line of the street address.
- Zip - Postal or zip code.

—  State - State or province.

- City - Recipient city.

- Apt - Apartment.

= Country - Country for the recipient. See Change Country in Chapter 1,
Documentation and Screen Conventions.

= Ship Via - Shipper. This field is only available if enhanced send sale processing is
enabled.

2. Click Accept.

The transaction continues.
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Search for a Customer

To search for a customer to receive the send sale:

1. Click Ship to Customer Search.

Note: If Address Lookup is enabled, the Ship To Customer Search
button will not be displayed.

2. Perform a customer search. See Associate a Customer with the Transaction in
Chapter 5, Customer Maintenance.

After selecting the customer, the transaction continues.

Add or Edit a Send Sale

To add a new send sale to a transaction or edit an existing send sale:
1. Click Extended Transaction in the Register Sale screen.
2. Click Send Sale.
3. Click Edit Sale.
Xstore Point of Service displays a list of existing send sales.
4. Do one of the following:

»  Click Set Up New to add a new send sale. Continue with Step 5 in Create a
Send Sale.

s Select the send sale to edit:
—  Click the send sale.

—  Use the up and down arrows to highlight the correct send sale, then press
the Spacebar.

5. Click Select & Continue.
Continue with Step 6 in Create a Send Sale.
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Layaway Transactions

A layaway item is a sale item that cannot be taken from a store when it is purchased.
The customer often not pay the entire cost of the item at that time. Instead, the store
reserves the item for the customer until the customer pays for the item in full.

Usually the customer is required to fully pay for the items in a layaway within a
specified time period. Once an item in a layaway has been fully paid, the customer
takes possession of it from the store.

A layaway account is a customer account that includes one or more layaway items. A
layaway account for which the customer does not pay the requisite amount within a
given time frame is considered delinquent; the items in the layaway are restocked as
saleable inventory and any non-refundable deposit or setup fees are kept by the store.
Any refundable deposits or setup fees are reserved for the customer.

Xstore Point of Service can be configured to allow Single or Multiple layaway accounts
for a customer:

= InaSingle layaway configuration, a customer may have only one active account,
and all items purchased on a layaway basis are assigned to that account.

= Ina Multiple layaway configuration, a customer may have more than one layaway
active account.

Note: For more information about layaways and layaway processing
options in Xstore Point of Service, see Oracle Retail Xstore Point of
Service Manger's Guide.

Create a Layaway
To create a layaway:

1. Click Extended Transactions in the Register Sale screen.

Figure 10-1 Extended Transaction Menu Buttons

Back Onder Send Sale Layaway Special Order Warranty
g =l =)

2. C(Click Layaway.
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Figure 10-2 Layaway Search

Layaway Search
Enter search criteria.

Account ID

Last Name

First Name

Customer #

Phone #

-“

3. Enter criteria to search for an existing layaway.

Xstore Point of Service will open a prompt listing open layaways for the customer,
or an indication that there are no open layaways.

Figure 10-3 No Matching Layaways

|

There are no layaways matching the criteria entered.

- -

4. Choose the correct option:

»  Click Set Up New if the customer has open layaways.

Note: If the customer has an existing layaway account and Xstore
Point of Service is configured for a Single layaway account, a new
layaway cannot be created.

»  Click New if there are no layaways associated with the customer, or no
customer has been associated with the transaction.
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- If no customer is associated with the transaction, perform a Associate a
Customer with a Transaction and associated a customer with the
transaction.

5. Add items to the transaction:

Figure 10-4 Sell Non-Merch Items

Add ltem
Select a non-merchandise item to add to the sale.

Available items

Global Invoice ltem

Warranty - Fixed $49.99

Warranty - Fixed 10% (Reg)
Warranty - Fixed 10% >=$27.50 (Reg)
Warranty - Fixed 10% (Ext)

Warranty - Fixed 10% >=$27.50 (Ex1)

- -

Note: If an item cannot be added to a layaway, the system prompts
with a message or reason the item is ineligible.

= Entering Items
= Add Wish List Items to a Transaction
= Add Digital Cart Items to a Transaction

While Xstore Point of Service is in layaway mode, all items entered are entered as
layaway items. The View Port only shows items and information for the current
layaway transaction while in layaway mode.

Note: If adding an item would exceed the total amount or item
quantity permitted in a layaway, Xstore Point of Service displays a
warning message. Click OK to confirm the message, then either
complete the layaway or remove items to add additional items.

6. After entering all the items, do one of the following:

»  Click Exit Layaway to exit layaway mode and perform additional transaction
processing.

»  Click Complete Transaction or Add Tenders to tender the transaction. See
Chapter 4, Processing Tenders.

Xstore Point of Service prompts for a deposit amount.
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Figure 10-5 Deposit Amount Prompt

Deposit

Enter the deposit amount.

7. If necessary, change the layaway deposit amount.

8. Press Enter.

»  If the entered deposit amount is less than the minimum deposit amount,
Xstore Point of Service opens a warning prompt. Click OK and return to
Step 7 to enter a larger deposit.

= If you changed the deposit amount was changed in Step 7, Xstore Point of
Service prompts whether to continue with a deposit amount other than the
default.

—  Click Yes to continue the transaction.
— Click No to return to Step 7 and enter a new amount.
9. If Xstore Point of Service prompts for the number of days in the payment period:

a.  Enter the number of days in the payment period.

b. Press Enter.

Note: Xstore Point of Service displays a confirmation prompt if the
entered number exceeds to maximum payment period. Click OK and
enter a new payment period.

Figure 10-6 Layaway Payment Periods

Layaway Payment
Enter Number of Payment Periods

Maximum = 4

10. If Xstore Point of Service prompts for the number of payment periods:
a. Enter the number of payment periods.

b. Press Enter.

Note: Xstore Point of Service displays a confirmation prompt if the
entered number exceeds the maximum number of payment periods.
Click OK and enter a new payment period.

11. Select an option to continue the transaction:
s Click Exit Layaway to continue adding non-layaway items to the transaction.

s Click Complete Transaction to proceed to tendering.
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Open a Layaway
To open an existing layaway:
1. Click Extended Transactions in the Register Sale screen.
2. C(Click Layaway.

Xstore Point of Service will open a prompt listing open layaways for the customer,
or an indication that there are no open layaways:

= Select the layaway:
- Click the layaway.

- Use the up and down arrows to highlight the correct layaway, then press
the Spacebar.

Continue with Step 6.

= Scan the customer’s layaway receipt. Continue with Step 7.

»  Click Layaway Search to search for a layaway. Continue with Step 3.
3. Enter the search criteria:

= Layaway ID - ID of the layaway.

= Last Name - Last name of the customer associated with the layaway.

»  First Name - First name of the customer associated with the layaway.

s Customer ID - ID of the customer associated with the layaway.

= Phone # - Phone number of the customer associated with the layaway.
4. Click Process.

The system displays a list of all layaways that match the entered criteria.
5. Select the layaway:

»  Click the layaway.

= Use the up and down arrows to highlight the correct layaway, then press the
Spacebar.

6. Click Select & Continue.
7. Perform the appropriate action:

s TBD actions needed

Layaway Payment

Customers may need to may regular payments to their layaway account between
setting up and picking up the layaway. To add a layaway payment to a transaction:

1. Open a Layaway

2. Click Make Payment.

3. If necessary, change the amount of the payment.
4. DPress Enter.

m If the entered amount is less than the recommended amount, Xstore Point of
Service prompts whether to continue the transaction.

— Click Yes to continue the transaction.
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— Click No to return to Step 3 and enter a new amount.

= If the entered amount is less than the minimum payment amount, Xstore Point
of Service opens a prompt indicating the amount is too low. Click OK to return
to Step 3.

The payment amount is added to the transaction. Continue the transaction.

Pick Up Layaway Items

To pick up items in a layaway:

1.
2.

Open a Layaway

Click Pick Up Item.

Xstore Point of Service displays a list of items in the transaction.

Select the items to be picked up:

s Click the items.

s Use the up and down arrows to highlight each item, then press the Spacebar.
»  Click Pick Up All to select all items.

Click Select & Continue.

Each selected item is listed as Picked-Up in the View Port.

Select an option to continue the transaction:

»  Click Exit Layaway to continue adding non-layaway items to the transaction.

»  Click Complete Transaction to proceed to tendering.

Add Items to an Existing Layaway

To add items to a layaway that was created in a previous transaction:

1.
2.

Open a Layaway

Enter the items:

= Scan each item.

= Enter each item ID and press Enter.

Select an option to continue the transaction:

»  Click Exit Layaway to continue adding non-layaway items to the transaction.

s Click Complete Transaction to proceed to tendering.

Edit ltems in a Layaway

To change the items assigned to a layaway:

1.
2.

Open a Layaway

Click Edit Account.

The Edit Account Menu Options window opens.
Perform the appropriate action:

= Add Coupon - Add a coupon to a layaway.
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4,
5.

Add Coupon

= Add Discount - Add a discount to a layaway.

s Change Item - Make a change to a layaway item.

Repeat Steps 2 to 3 for each action to perform.

Select an option to continue the transaction:

s Click Exit Layaway to continue adding non-layaway items to the transaction.

s Click Complete Transaction to proceed to tendering.

To add a coupon to a layaway:

1.
2.

Add Discount

Click Add Coupon in the Edit Account Menu Options window.
Enter the coupon:

= Scan the coupon.

= Enter the coupon ID and press Enter.

The coupon is applied to the layaway.

To add a discount to a layaway:

1.
2.

Change ltem

Click Add Discount in the Edit Account Menu Options window.

Select the type of discount to add:

s Click Add Item Discount to add an item discount.

s Click Add Group Discount to add a group discount.

Perform the appropriate procedure in Chapter 7, Discounts and Awards:
s Item Discount

s Group Discount

To change an item in a layaway:

1.
2.

Click Change Item in the Edit Account Menu Options window.

Select the appropriate option in the Menu Buttons. See Modify a Line Item for
information about the available options and procedures.

Cancel a Layaway

To cancel a layaway:

1.
2.

Open a Layaway

Click Cancel Layaway.

A confirmation prompt opens.

Indicate whether the customer is present:

»  Click Yes if the customer is present.
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s Click No if the customer is not present.

If the customer is present, a second confirmation prompt opens.

Note: If the customer is not present, the layaway cannot be cancelled
in register mode. See Oracle Retail Xstore Point of Service Manager’s
Guide for more information.

4. Indicate whether to cancel the layaway:
= Click Yes to cancel the layaway.
The layaway is canceled and the refund amount is applied to the transaction.

»  Click No to return to the layaway without canceling it.

Add a Comment
To add a comment to a layaway:
1. Open a Layaway
2. Click Edit Account.
3. Click Add Comment.
A comment entry window opens.
4. Enter the text of the comment.
5. Click OK.

The comment is added to the layaway.

View Comments
To view the comments for a layaway:
1. Opena Layaway
2. Click Edit Account.
3. Click More.
4. Click View Comments.

The comments for the layaway are displayed in the Message Window.

View Layaway Payment History
To view the payment history for a layaway account:
1. Opena Layaway
2. Click Layaway Details.
3. Click View Payment History.

Xstore Point of Service opens a window showing the payment history for the
account:

= Date - Date of the payment.

= Status - Status of the account when the payment was made.
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= Type - Type of payment.

s Item ID - Item ID for the payment type.

= Amount - Amount of the payment.

= Store - ID of the store.

= Reg-ID of the register.

= Tran Seq - Sequence number of the transaction.

4. Click Back to return to the layaway.

View Layaway Payment Schedule
To view the payment schedule for a layaway account:
1. Opena Layaway
2. Click Layaway Details.
3. Click View Payment Schedule.

Figure 10-7 Layaway Payment Schedule

Layaway Schedule
Suggested payment schedule forthe layaway account:

Payment Date Suggested Amount

1110172017 $17.37
1110812017 $17.37
111612017 $17.37

111222017 $17.38

Xstore Point of Service opens a window showing the payment schedule for the
account:

= Payment Date - Due date for the payment.
= Suggested Amount - Suggest amount for the payment.

4. Click Back to return to the layaway.

View Layaway Activity History
To view the activity history for a layaway account:
1. Opena Layaway
2. Click Layaway Details.
3. Click View Activity History.
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Xstore Point of Service opens a window showing the history of all actions
performed on the account:

Date - Date of the payment.

Status - Status of the account when the action was performed.

Type - Type of activity.

Item ID - Item ID for the action, or the ID of the item used in the action.
Amount - Amount of the activity.

Store - ID of the store.

Reg - ID of the register.

Tran ID - ID of the transaction.

4. Click Back to return to the layaway.

Automatic Prompts for Accounts Requiring Attention

When you associate a customer with a sale transaction, the system may determine that
the customer has a layaway account that requires attention. In this case, the system
may display a prompt indicating that action is required on the layaway account. These
prompts can include

= Alayaway payment is due. If this is the case, indicate whether the layaway
payment should be added to the current transaction.

= Alayaway payment is overdue. If this is the case, indicate whether the layaway
payment should be added to the current transaction.

Note: This may include an overdue payment fee.

= Layaway items are available for pickup. Indicate whether the items should be
picked up in the current transaction.
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Special Orders

A Special Order transaction is typically performed when a customer wants to purchase
an item that is not currently available in the store. The item may be out of stock or
unavailable for any reason. A special order item may be any saleable item from the
store’s inventory. Non-inventory items may also be special-ordered if your store policy
permits it.

When an item is out of stock, the customer cannot take possession of the item
immediately, so the store orders it from a vendor, warehouse, or another store. When
the special order item arrives in the store, it is shipped to the customer or the customer
is notified to pick it up at the store.

The Special Order function includes the order-entry process for a special order item,
entering the related customer information, and processing any special fees that may be
associated with the special order.

Create a Special Order
To create a new special order:
1. Click Extended Transactions in the Register Sale screen.
2. C(Click Special Order.

Xstore Point of Service will open a prompt listing open special orders for the
customer, or an indication that there are no open special orders.

3. Perform the appropriate action:

m Click New if no customer is associated with the transaction. Continue with
Step 4.

»  Click Set Up New if a customer is associated with the transaction. Continue
with Step 5.

4. Associate a customer with the transaction. See Associate a Customer with a
Transaction.
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Figure 11-1 Special Order Shipping/Pick Up Options

Special Order

Select "To Customer" if this special order will be
shipped directly to the customer.

Select "To Store" if this special order will be shipped to
this store location.

‘

5. Select the destination for the special order:

»  To Customer - Ship the order directly to the customer. Continue with Step 6

= To Store - Ship the order to the local store where the customer will pick it up.
Continue with Step 8.

6. If necessary, enter or update the shipping information for the customer:

Note: If your system is configured to provide Address Lookup
functionality, an Address Lookup button will be available to allow
you to quickly look up customer addresses using minimal
information.

= Send To - Name of the customer.
—  First - First name.
— Middle - Middle initial.
— Last - Last name.

= Address - Shipping address.

Note: The fields in this section will depend upon configuration and
nationality.

- First line of the shipping address.

- Second line of the shipping address.
- Zip - Zip or postal code.

— State - State or province.

- City - City name.

- Apt- Apartment.
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s Country - Country name. Click the Change Country button to change this
value. See Change Country.

= Ship Via - Name of the shipping company.
7. Click Process.

8. Enter the items for the special order. See Entering Items.

Figure 11-2 Special Order Screen

W Greyly Campbell
Keypad S
Accaunt I SH401D001000004 () DRAWSTRINGPEASANT DRESS .5 1 s49.50
Spacial Order Status Naw oy Crend e
Setup Date 1EsT 'm Goose Down Pl 1450 1 s4.00
Cumtomer i c0999002 o Created a8
Cumbomer Greyly Campbell P S10.50 O hom 008 1050
Addreas, 4422 Ssany Parkway Bldg F
Sakon, OH 44130
Phone 1234567830
Sale Amount $100.72
Balmee Due $0.00
Open Rerms 2

Special Order

Enter or scan spacial order tam ID.

Canci Bpacial
Orer

9. If necessary, enter the expected arrival date for the order, then press Enter.

Figure 11-3 Expected Receipt Date Prompt

Special Order
10/25/2017

Enter item expected date.

10. Click the appropriate option:

= Click Exit Special Order to exit special order mode and perform additional
transaction processing.

= Click Complete Transaction to proceed to tendering after completing the
special order.

11. If necessary, enter the amount of the special order deposit, then press Enter.

Figure 11-4 Special Order Deposit Prompt

Deposit

Enter the deposit amount.

Note: This option is only available if you clicked To Store in Step 5.
Items that are shipped to the customer must be paid in full in the same
transaction in which the order is created.

Special Orders 11-3



Open an Existing Special Order

s Ifyou clicked To Store in Step 5, special order creation is complete. Continue
the transaction.

s Ifyou clicked To Customer in Step 5, continue with Step 12

12. If necessary, click OK to confirm that a shipping fee has been added to the special
order.

Continue the transaction.

Open an Existing Special Order
To open an existing special order:
1. Click Extended Transactions in the Register Sale screen.
2. C(Click Special Order.

Xstore Point of Service will open a prompt listing open special orders for the
customer, or an indication that there are no open special orders.

»  To select the special order from the list, continue with Step 6.
»  To search for the special order, continue with Step 3.

3. If necessary, click Special Order Search.

Figure 11-5 Special Order Search

Special Order Search
Entersearch criteria.

Account ID

Last Name

First Name

Customer #

Phone #

-“

4. Enter the search information for the special order:

Note: You can also scan the receipt for the special order to open it.

= Account ID - ID of the special order.

= Last Name - Last name of the customer associated with the special order.
»  First Name - First name of the customer associated with the special order.
»  Customer # - ID of the customer associated with the special order.

= Phone # - Phone number of the customer associated with the special order.
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5. Click Process.

A list of special orders matching the entered criteria opens.

Figure 11-6 Special Order Search List

Special Order Search
Select one of the following special order accounts.

Name Setup Date
Account ID Status

Campbell, Greyly
50401003000003 Open

10/125/12017

o

6. If necessary, select the special order in the list:

n  Click the special order.

»  Use the up and down arrows to highlight the correct special order, then press

the Spacebar.
7. Click Select & Continue.

The special order opens.

Figure 11-7 Special Order Account Screen

Account 10 S0401003000043
Special Ordor Status Open

Setup Date 102547
Cumtcanar # CHI002
Cumtamer Greyly Campbell
Address

Phons 123456800
Sale Amourt 53630

Balsnca Dus s7118

Open hems 1

Special Order

Select an option from the menu.

ROLL SLEEVE SWEATER DRESS
Open

| Spmcial Ovder Service Fen 1 3432
¥ Open WA

Spacial Ovdar Daposit 1 LT
]

¥ Opan

-0

Associate:

2 8 0

Amount Due $0.00 >
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Modify Special Order ltems
Changes can be made to items in a special order.
To make changes to special order items:

1. If necessary, Create a Special Order.

Figure 11-8 Special Order Edit Account Option

Hai Chen

Account S481001000008 ﬂ Oryx/Bold Earrings §199.04 1 $18223
Bpecial Order Slalus New \/ Crested ezar

Sotup Date 102647 &7  10% ON Ainy remClearance from Dept 28003 w1950

Cumtonee # P=d  EmployeeFamiy 15% Discount

Cuntamar Hai Chan

Address

Phane

Sale Amount 316441

Balancs Dus 16441

Special Order

Enter or ecan epecial order item 1D,

2. C(lick Edit Account.

Figure 11-9 Special Order Edit Account Options

Hai Chen

Account ID S0401001000008 Yo' OrrpxiGiold Earvings $100.00 1 $16223
Special Order Giatus New Lo M e

Setup Dase 10250 T & 10% OH Any non-Cicararce from Depl, 26003 #1999

Cuviomme Pl EmployeeiFamily 15% Dis count A26A7T)
Custamer Hai Chan

Address

[

Sale Amount 16441

Babince Due e

Open kems 1

Select an option from the menu.

3. Perform the appropriate action:
= Change the Item Expected Date

= Make changes to the line items. See Chapter 4, Processing Tenders for more
information about changing items in a transaction.

Change the ltem Expected Date

To change the expected date for an item:

1. Click Change Item.
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Figure 11-10 Special Order Change Item Options

Account ID Se401010RRE 'ﬂ' Oy Gold Earrings $199.09 1 $15223
Spechl Order Status Hew / Created o

Setup Date st F  18% Off Any non-Clearance from Dapt. 25003 #1950

Cumtomer B T  EmplopsalFamidy 15% Discount

Cmtemer Hai Chen

Addroen

Phane

Bale Amaunt S16441
Balsnce Dus S16d41
Opon harm 1

Salact an optian from the menu.

Associate: John Smith

2. Click Change Expected Date.
3. Select the item in the View Port:
s Click an item.

»  Use the up and down arrows to select an item, then press the Spacebar to
highlight it.

4. Enter the expected arrival date for the item.

Figure 11-11 Special Order Item Expected Date

Special Order
10/26/2018

Enter item expected date.

5. Press Enter.

The expected arrival date for the item is changed.

View Special Order History
To view the customer’s special order history:
1. Create a Special Order or Open an Existing Special Order.

2. Click View History in the special order screen.
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Figure 11-12 Special Order View History Option

Vanessa Clark

Acesum 0 H0451001000008 PR ANIMAL PRINT CAP SLEEVE DRESS
Specisl Grder Statum Open g Open
Setup Date 1B2EAT ¥ EmployesiFamiy 16% Discount wa.TE

Camtamme 8

ey OryelGold Earrings 1 $15224
Cuntamar Vanesss Clark [ o] Open -
Address
&F 0% ON Ainy renClesrance from Dept 28003 1950
¢F  EmployesiFamiy 18% Dimcount nzes
ﬂ Specml Order Service Fos 1 $1120
) Open E
" Heas s ey Seecial Order Deposi 1 $22.41
-cinl Ordere Decpemit
Sals Amaunt $224.07 Fol u:.- -
Baknce Due 20166
Open hems H

Special Order
Select an option from the menu.

Assoclate:

S0l Hon-Mareh — vuwhmioy [

Xstore Point of Service opens a window displaying the previous special order
activities associated with the customer.

Figure 11-13 Special Order View History

Special Order History
$0401001000005
History for the special order account.

Date Expected

1012512017 10252017

101252017 101252017 ITEM OPEN $152.24
101252017 SETUP_FEE OPEN $11.20
1012512017 DEPOSIT OPEN $22.41

-

The following information is shown for each special order:

=  Date - Date the special order was created.

= Expected - Expected delivery date for the special order.
»  Type - Type of activity.

= Status - Status of the special order.

= Amount - Amount associated with the activity.

3. Click OK to close the window and return to the special order.
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Pick Up a Special Order
When a customer arrives at a store to pick up special order items, do the following:
1. Open an Existing Special Order.
2. Click Pick Up Item.
3. Select the items to pick up:
s Click the item.

= Use the up and down arrows to highlight the correct items, then press the
Spacebar.

»  Click Pick Up All to select all items.
4. Click Select & Continue.
5. Click the appropriate option:

»  Click Exit Special Order to exit special order mode and perform additional
transaction processing.

»  Click Complete Transaction to proceed to tendering after completing the
special order.

Cancel a Special Order

Special orders to be sent to a store can be canceled at a store. To cancel a special order:

Note: To cancel a gift registry order, assign the gift registry prior to
canceling the order (see Sell Gift Registry Items).

1. Open an Existing Special Order.
2. Click Cancel Special Order.

A confirmation prompt opens.

Figure 11-14 Customer Present Prompt

Cancel Account

Is the customer present?

.
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3. Indicate whether the customer is present:
s Click Yes if the customer is present.
s Click No if the customer is not present.

If the customer is present, a second confirmation prompt opens.

Figure 11-15 Confirm Cancelation Prompt

Special Order

Are you sure you want to cancel the current special
order account?

- .

Note: If the customer is not present, the special order cannot be
cancelled in register mode. See Oracle Retail Xstore Point of Service
Manager’s Guide for more information.

4. Indicate whether to cancel the special order:
s Click Yes to cancel the special order.

The special order is canceled and the refund amount is applied to the
transaction.

= Click No to return to the special order without canceling it.

11-10 Oracle Retail Xstore Point of Service User Guide



12

Work Orders

Work orders are labor services requested by a customer and performed by the retailer
or an outside contractor. They may be further sub-classified as repairs or alterations.

The system provides work order tracking functionality that allows a retailer to take in
merchandise from the customer and associate it with a POS tracking record. The
record identifies the product, its value, condition, customer information, and the work
to be done. The kinds of work that are performed on a product are called work order
tasks.

= Repair service is typically found in retail environments that sell and service
watches, athletic equipment, and footwear. Repair services usually focus on the
repairing, setting up, or fitting of products for the retail customer. An example of a
repair is fixing a flat tire at a bicycle shop. A setup example is a Hot-Tub purchase
in which installers are required to connect the filter and heating systems.

Repairs may vary depending on the service being performed. For instance, a
sporting goods outlet may track the service associated with the sizing and drilling
of a bowling ball as a repair service. The similarities of this process and their actual
repair activities allow retailers to utilize the same POS function to perform
multiple activities.

= Alteration services are primarily found in clothing retail locations. Retailers
provide an important service by altering the garments that they sell to their
customers. This service may be a billable activity to the customer or it may be
without cost. Some retailers extend this offer to non-customers or even to
customers who have a product for alteration that was not purchased through a
particular outlet; this is generally performed as a value-added service to loyal
customers.

s Tasks are the detail operations that are performed on a Work Order item and can
be selected from a list. The system also maintains a fixed rate of cost for the task, a
description, and a free-form comment field that may be used to describe the task
to be performed. For example, a comment may contain the specific text to engrave
or embroider on an item.

Create a Work Order

A work order must be associated with a regular sale transaction and a customer name.
To create a work order:

1. Click Extended Transaction in the Register Sale screen.

2. Click Work Order.
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A window will open prompting for more information. The type of window will
depend upon whether there is a customer currently associated with the
transaction, and whether the customer currently has any work orders open.

Eal

Click Set Up New.

If necessary, associate a customer with the transaction. See Associate a Customer

with a Transaction.

Figure 12-1 Work Order Item Type

Work Order
Select the type of item from the list.

llem Types

Current Transaction

tem Not on File

Previous Transaction w/ Receipt

Customer History

No Receipt

- -

a

Click the method to use to find the item on which the work order will be

performed, then click OK:

Current Transaction - The item is in the current sale transaction. This option is
only available if there is at least one item in the current sale transaction.

Xstore Point of Service displays a lists of items in the current transaction that
are eligible for a work order. Continue with Current Transaction.

Item Not on File - The item requiring work is not in the system.

Xstore Point of Service prompts for a description of the item. Continue with
Item Not on File.

Previous Transaction w/ Receipt - The item is identified on the receipt from a
previous transaction.

Xstore Point of Service prompts you to enter information from the original
transaction receipt. Continue with Previous Transaction with Receipt.

Customer History - Find the item by searching the customer’s previous
purchase transaction history.

Xstore Point of Service displays a list of items previously purchased by the
customer that are eligible for a work order. Continue with Customer History.

No Receipt - The item has no receipt available or is not referenced on a receipt.

Xstore Point of Service prompts for an item ID. Continue with No Receipt.
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Current Transaction

After selecting Current Transaction in Step 5, do the following:

1.

Select the items in the Message Window.
s Click the items.

= Use the up and down arrows to highlight the correct items and press the
Spacebar.

Click OK.

Xstore Point of Service prompts whether there are additional work order items.

Figure 12-2 Work Order Prompt for Additional Work Order Items

Work Order

Select "Enter More tems" to add more items to this
work order.

Select "Continue” if there are no additional items.

-~ “

Iltem Not on File

Select whether to add additional work order items:
»  Click Enter More Items to add more work order items. Repeat Steps 1 to 3.

s Click Continue to continue with Work Order Categories.

After selecting Item Not on File in Step 5, do the following;:

Figure 12-3 Work Order Iltem Description Prompt

1.

Work Order

Enter the item description.

Enter a description of the item and press Enter.

Xstore Point of Service prompts for the value of the item.
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Figure 12-4 Work Order Item Value Prompt

Work Order

Enter the item value.

2. Enter the value of the item and press Enter.

Xstore Point of Service prompts whether there are additional work order items.
See Figure 12-2.

3. Select whether to add additional work order items:
s Click Enter More Items to add more work order items. Repeat Steps 1 to 3.

s Click Continue to continue with Work Order Categories.

Previous Transaction with Receipt

After selecting Previous Transaction w/ Receipt in Step 5, do the following:

Figure 12-5 Work Order Original Transaction Search Form

Original Transaction Information

Enter the original transaction information to find items for the work order.

Gift Receipt? []

Trans Barcode

or

Orig Ticket ID r

Orig Trans Date |

OrigStore D

OrigRegister 1D "

Or

Credit Card #

Or

‘ - ~

1. Enter information about the original transaction:

Serial Number

= Gift Receipt - Indicates whether the receipt is a gift receipt.

s Trans Barcode - Barcode for the transaction.

s Orig Ticket ID - ID of the original ticket.

= Orig Trans Date - Date of the transaction.

s Orig Store ID - ID of the store where the transaction was performed.

s Orig Register ID - ID of the register that performed the original transaction.
s Credit Card # - Number of the credit card used in the original transaction.

= Serial Number - Serial number of the item.

2. Click Process.
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Xstore Point of Service displays a list of items from the original transaction that are
eligible for a work order.

3. Select the items to add to the work order.
s Click the items.
= Use the up and down arrows to highlight the correct items and press the
Spacebar.
4. Click OK.

Xstore Point of Service prompts whether there are additional work order items.
See Figure 12-2.

5. Select whether to add additional work order items:
s Click Enter More Items to add more work order items. Repeat Steps 3 to 5.

s Click Continue to continue with Work Order Categories.

Customer History
After selecting Customer History in Step 5, do the following:

Figure 12-6 Work Order Customer History-Previous Items Purchased

Work Order
Select line items to include on the work order.

-~

1012517 1 COTTON JERSEY TIERED DRESS $106.20

10125117 1 TIE WAISTSHIRT DRESS $69.50

10125117 1 BLK WHITE CAP SLEEVE DRESS $69.50

1012517 1 BLK WHITE CAP SLEEVE DRESS $69.50

10125117 1 PEASANT TOP JERSEY DRESS $79.99

1012517 1 ROLL SLEEVE SWEATER DRESS $79.99

1012517 1 ROLL SLEEVE SWEATER DRESS $79.99 g
b 4

- -

1. Select the items to add to the work order.

m Click the items.

= Use the up and down arrows to highlight the correct items and press the
Spacebar.

2. Click OK.

Xstore Point of Service prompts whether there are additional work order items.
See Figure 12-2.

3. Select whether to add additional work order items:
»  Click Enter More Items to add more work order items. Repeat Steps 1 to 3.

»  Click Continue to continue with Work Order Categories.
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No Receipt
After selecting No Receipt in Step 5, do the following;:

Figure 12-7 Work Order Item ID Prompt

Work Order
Enter orscan an item ID for the work order.

1. Enter the item:
m  Scan the item.

= Enter the ID of the item and press Enter.

Note: If you do not know the item ID but your system has a Work
Order SKU, you can enter that instead of the actual item ID. You can
also use Item Not On File functionality to capture the item
information

2. If necessary, enter the value of the item and press Enter.
3. If necessary, enter a description of the item.
4. Select whether to add additional work order items, see Figure 12-2:
»  Click Enter More Items to add more work order items. Repeat Steps 1 to 4.

»  Click Continue to continue with Work Order Categories.

Work Order Categories

Once you have identified the item(s) for the work order, you are prompted to select a
work order category. Categories may include repairs, alterations, or any other
categories that are determined by your store operations.

For example, repairs may include work order categories such as jewelry and watch
repairs. Work order alterations may include categories such as men’s clothing and
children’s clothing.

1. Select the work order category.
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Figure 12-8 Work Order Categories

Work Order
Select a work order category from the list.

Categories

Necklace Repair

Watch Repair

Note: The work order categories available depend upon the
configuration of your system.

2. If necessary, select or enter additional information about the work order in the
prompts. For example, you may need to enter warranty information or select a
work order price code.

Figure 12-9 Work Order Warranty Plan

Warranty

Enter Warranty Plan #

Figure 12-10 Work Order Price Code List

Work Order
Select a work order price code from the list.

Price Codes

Chargeable

No Charge
Full Warranty

Limited Warranty
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3. If necessary, enter the information about where the work will be performed:

Figure 12-11 Work Order Location Search Form

Enter search criteria.

Location# | |

Location Name

‘ - -~

s Enter the location information, then click Process:

— Location # - ID for the location.
— Location Name - Name of the location.
Continue with Step 5.

» Leave the fields blank and click Process to view a list of available service
locations.

Continue with Step 4.

Figure 12-12 Work Order Vendor List

Work Order
Select a work order service location from the list.

Service Locations

ASAP Tailoring

District 5 Repair Center

Express Repair

Westfield Jewelry Repair

4. If necessary, select the location where the work will be performed, then click OK:

s Click the location.
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s Use the up and down arrows to highlight the correct location and press the
Spacebar.

Figure 12-13 Work Order Tasks List

Work Order
Select one or more tasks to be performed on the current work order.

T

3 Initial ACTUAL $5.00

2 Initial ACTUAL $7.00

5. Select the tasks to be performed on the item:

s Click the task.

= Use the up and down arrows to highlight the correct task and press the
Spacebar.

Note: A task may not have a cost associated with it. If it does not
have a cost, it may be an estimate. Estimates must be converted to
actual amounts before the customer can pick up the item. Price
categories such as No Charge and Warranty have zero amounts in the
Charge column on the Task List form.

6. Click OK.

The work order appears in the View Port.
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Figure 12-14 Work Order Summary Information

Greyly Campbell T

Tickat ID: Wodn1aa e

Work Ordes Strtam:  NEW. CREATED
Setup Date: 10287

Priceity:

Expecied Finih Date: 114417

Comteamae 8 cossannz

Cumtomar Man:  Grayly Campball

Phane: 123456-TH0 1234231231 = 23312
Mumber of hems: 1

Total e Yahes: 19900

Balarce Due: 3600

Saloct an option from the manu,

Tax$0.00 Subsotal S804

Associate: John Smith Amount Due $0.00 >

ot Work Order Taak Maint Ters Maint Parts Maint KclR Line: Bem

7. Click the appropriate option:

»  Click Exit Work Order to exit work order mode and perform additional
transaction processing.

»  Click Complete Transaction to proceed to tendering.

Open a Work Order

To open a work order:
1. Click Extended Transaction in the Register Sale screen.

2. Click Work Order.

Figure 12-15 Work Order Search Form

Work Order Search
Enter search criteria.

Account D | |

Last Name

First Name

Customer #

Phone #

s If no customer is associated with the transaction, Xstore Point of Service
prompts for the work order information. Continue with No Customer
Associated with the Transaction.
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s If a customer is associated with the transaction, continue with Customer
Associated with the Transaction.

No Customer Associated with the Transaction

To open a work order when there is no customer currently assigned to a transaction:

1.

Enter the work order information:
= Scan the work order receipt.
The work order opens. Continue the transaction.
= Enter the search criteria for the work order:
— Account ID - ID of the work order.
— Last Name - Last name of the customer associated with the work order.
—  First Name - First name of the customer associated with the work order.
— Customer # - ID of the customer associated with the work order.
— Phone # - Phone number of the customer associated with the work order.
Click Process.
Xstore Point of Service displays a list of work orders matching the entered criteria.
Select the work order:
»  Click the work order.

= Use the up and down arrows to highlight the correct work order and press the
Spacebar.

Click Select & Continue.

If necessary, associate a customer with the transaction. See Associate a Customer
with the Transaction.

Continue the transaction.

Customer Associated with the Transaction

To open a work order when a customer is assigned to a transaction:

If Xstore Point of Service indicates that there is no work order associated with the
customer, go to Step 1.

If one or more work orders is associated with the customer, Xstore Point of Service
displays a list of those work orders. Go to Step 3.

Click Search.
Xstore Point of Service opens a work order search form. See Figure 12-15.
Enter the work order information:
= Scan the work order receipt.
The work order opens. Continue the transaction.
= Enter the search criteria for the work order:
— Account ID - ID of the work order.

— Last Name - Last name of the customer associated with the work order.
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— First Name - First name of the customer associated with the work order.
— Customer ID - ID of the customer associated with the work order.
— Phone # - Phone number of the customer associated with the work order.
Xstore Point of Service displays a list of work orders matching the entered criteria.
3. Select the work order:
»  Click the work order.

= Use the up and down arrows to highlight the correct work order and press the
Spacebar.

4. C(Click Select & Continue.

The work order opens. Continue the transaction.

Modify a Work Order

To modify a work order:

1. If necessary, Open a Work Order.

Figure 12-16 Work Order Modify Options

Back Exit Work Order | Task Maint Item Maint Parts Maint Edit Line liem Work Order History! View Customer
Maint [T
H o) o) o) o] o)

2. Click the appropriate option:
»  Click Item Maint to enter [tem Maintenance.
»  Click Task Maint to enter Task Maintenance.
»  Click Parts Maint to enter Parts Maintenance.
»  Click Work Order Maint to enter Work Order Maintenance.
= You can also Edit a Line Item in a work order.

The Menu Buttons provide task maintenance options.

ltem Maintenance

The item maintenance functions allow you to change the work order item information
by adding new items, deleting items from the work order, or editing an item’s value
and description. The items may come from several different sources including the
current transaction, a previous transaction (with or without a receipt), customer
history, or it may be an item not found in the database.

Figure 12-17 Work Order Item Maintenance Options

“ T

The following actions can be performed on work order items:
= AddanItem

s Delete an Item
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Edit an Item Value

Edit an Item Description

Add an ltem

To add an item to a work order:

1.
2.

Click Add Item. See Figure 12-17.

Select the method used to find the item on which the work order will be
performed. See Figure 12-1.

n  Current Transaction - The item is in the current sale transaction. This option is
only available if there is at least one item in the current sale transaction.

Xstore Point of Service displays a lists of items in the current transaction that
are eligible for a work order. Continue with Current Transaction.

= Item Not on File - The item requiring work is not in the system.

Xstore Point of Service prompts for a description of the item. Continue with
Item Not on File.

»  Previous Transaction w/ Receipt - The item is identified on the receipt from a
previous transaction.

Xstore Point of Service prompts you to enter information from the original
transaction receipt. Continue with Previous Transaction with Receipt.

s Customer History - Find the item by searching the customer’s previous
purchase transaction history.

Xstore Point of Service displays a list of items previously purchased by the
customer that are eligible for a work order. Continue with Customer History.

= No Receipt - The item has no receipt available or is not referenced on a receipt.
Xstore Point of Service prompts for an item ID. Continue with No Receipt.

After performing the appropriate procedure, continue the transaction.

Delete an Item
To delete an item from a work order:

1.

Click Delete Item.

Note: This option is only available when there are two or more items
on the work order.

Xstore Point of Service displays a list of items in the transaction.
Select the item to delete:
s Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

Click OK.

The item is removed from the work order.
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Edit an Item Value
To change the value of an item:

1. Click Edit Item Value. See Figure 12-17.

Xstore Point of Service displays a list of items in the transaction.
2. Select the item:

s Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

3. C(lick OK.

Xstore Point of Service prompts for the new price.

Figure 12-18 Work Order Item Value

Work Order

Enter the item value.

4. Enter the new price.
5. Press Enter.

The price of the item is changed.

Edit an Item Description
To change the description of an item:

1. Click Edit Item Description. See Figure 12-17.

Xstore Point of Service displays a list of items in the transaction.
2. Select the item:

s Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

3. Click OK.

Xstore Point of Service prompts for the new description.
Figure 12-19 Work Order Item Description

Work Order

Enter the item description.

4. Enter the new description.
5. Click OK.

The description of the item is changed.

12-14 Oracle Retail Xstore Point of Service User Guide



Modify a Work Order

Edit a Line ltem

Edit Line Item functions allow you to change the quantity, price, and tax on a line item
in the work order.

A work order may contain one or more line items, and they can be edited during or
after its creation. If the work order is still being created, select the Edit Line Item
option while in the Work Orders mode.

Figure 12-20 Work Order Edit Line Item Options

Back Change Qty Change Price Change tem
Tax
=

The options for editing a line item are the same as those for other transactions. See
Modify a Line Item in Chapter 8, Modify a Transaction for more information.

Task Maintenance

Task maintenance functions allow you to modify the work order tasks by adding new
tasks, deleting work order tasks, and adding additional information pertaining to a
specific task.

Figure 12-21 Work Order Task Maintenance Options

Back Add Task Delete Task Adid Discount Convert Add Instruction
Estimate
il

The following actions can be performed on tasks in a work order:
s AddaTask

s Delete a Task

= Add an Instruction

= Convert an Estimate

s Discount a Task

Add a Task
To add a task:

1. Click Add Task.

Xstore Point of Service displays a list of tasks that are available for the work order
service location.
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Figure 12-22 Work Order Task List

Work Order
Select one or more tasks to be performed on the curment work order.

I S

3 Initial ACTUAL $5.00

2 Initial ACTUAL $7.00

- -

2. Select the task to add:
s Click the task.

= Use the up and down arrows to highlight the correct task and press the
Spacebar.

3. Click OK.
The task is added to the transaction.

Delete a Task
To add a task:

1. Click Delete Task.

Xstore Point of Service displays a list of tasks that are currently on the work order.
2. Select the task to delete:

s Click the task.

s Use the up and down arrows to highlight the correct task and press the
Spacebar.

3. Click OK.

The task is deleted from the transaction.

Add an Instruction

Instructions can be added to a work order to provide additional information about the
work. To add an instruction:

1. Click Add Instruction.

Xstore Point of Service displays a list of tasks that are currently on the work order.
2. Select the task for which to add an instruction:

s Click the task.

= Use the up and down arrows to highlight the correct task and press the
Spacebar.
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3. Click OK.

Xstore Point of Service displays a text entry prompt.

Figure 12-23 Work Order Task Instruction Prompt

Work Order
Add, delete, or modify the work order task instruction.

4. Press Enter when you are done entering the instruction.

The instruction is added to the task.

Convert an Estimate

Converting a estimate changes an estimated cost amount to an actual cost amount. An
estimated cost is a best guess for the final cost of performing the task, and it is
assigned when the work order is created. After the task is completed, the actual cost is
known, and the estimate can be converted so that the final price can be calculated. To
convert an estimate:

1. Click Convert Estimate.

Xstore Point of Service displays a list of the tasks in the work order that have
estimated costs.
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Figure 12-24 Work Order Estimate Task List

Work Order
Select an estimated task to convert.

Task Charge Qty
Status Price Type
1

Replace Battery $595
OPEN ESTIMATE

2. Select the task for which to convert an estimate:
m  Click the task.

= Use the up and down arrows to highlight the correct task and press the
Spacebar.

3. Click OK.
Xstore Point of Service displays a list of the tasks with actual costs that are

applicable to the work order category (for example, a repair or alteration).

Figure 12-25 Work Order Actual Price Type

Work Order
Select one or more tasks to be performed on the current work order.

Replace Bezel ACTUAL $6.00

4. Select the appropriate task type to use to set the amount:

»  Click the task type.

= Use the up and down arrows to highlight the correct task type and press the
Spacebar.

5. Click OK.
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The selected work order cost is applied to the task that previously had an
estimated cost.

Discount a Task
The procedure for applying a discount to a task is the same as the procedure for

applying a discount to any other item. See Item Discount for more information.

Figure 12-26 Work Order Task Discount Option

Add Discount
Work Order b Task Maint » Add Discount

1  Add ltem Dis count

Parts Maintenance

The Parts Maintenance functions allow you to add or delete supplementary parts from
a work order. A part may be anything that is required to complete a task. One or more
parts may be associated with a work order, and they can be added or deleted during or
after its creation.

Figure 12-27 Work Order Parts Maintenance Options

““ o

The following actions can be performed on parts in a work order:
= AddaPart
s Delete a Part

Add a Part

To add a part to a work order:
1. Click Add Parts.

Xstore Point of Service prompts for a part ID.
2. Enter the part number. See Entering Items.

3. The partis added to the work order.
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Delete a Part
To delete a part from a work order:

1. Click Delete Part.

Xstore Point of Service displays a list of parts in the work order.
2. Select the part to delete:

»  Click the part.

= Use the up and down arrows to highlight the correct part and press the
Spacebar.

3. C(lick OK.

The part is removed from the work order.

Work Order Maintenance

Work Order maintenance functions allow you to add, change, and maintain work
orders.

Figure 12-28 Work Order Maintenance Options

Back Cancel Work Change Price Edit Service Pickup Work
Order Type Location Order

The following maintenance actions can be performed on a work order:
= Cancel the Work Order

= Change the Price Type

= Edit an Approved Amount

»  Edit the Priority

= Edit the Notice Date

= Edit the Finish Date

= Edit the Service Location

» Edit the Contact Method

= Edit the Account Status

Cancel the Work Order

To cancel the current work order:
1. Click Cancel Work Order.

Xstore Point of Service prompts whether to cancel the work order.
2. Click Yes.

The work order is removed from the transaction and the refund amount applied to
the transaction balance.
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Change the Price Type

Changing a price type can change the price from Actual to Estimated, Estimated to
Actual, or to change from Chargeable to Warranty. You may also select No Charge. For
example, a customer may not have the warranty information in-hand when the work
order is set up. If the customer returns at a later date with proof of a valid warranty,
you can use this option to change the work order price from Chargeable to Full
Warranty or Limited Warranty.

To change the price type for the work order:
1. Click Change Price Type.

Xstore Point of Service prompts for the new price code.

Figure 12-29 Work Order Price Code List

Work Order
Select a work order price code from the list.

Price Codes

Chargeable

No Charge

Full Warranty

Limited Warranty

- -

Select the price type:

N

s Click the price type.

= Use the up and down arrows to highlight the correct price type and press the
Spacebar.

Click OK.

[ d

The price type is applied to the work order and the price is changed for the new
price type.

Edit an Approved Amount

The approved amount is the amount that has been pre-approved by a customer for the
repair.

To change the approved amount:
1. Click Edit Approved Amount.

Xstore Point of Service prompts for the new amount, with the current approved
amount entered as the default.

g

Enter the new approval amount and press Enter.
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Note: The new amount entered here must be greater than the
amount for any tasks on the work order.

The new pre-approved amount for the work is entered for the work order.

Edit the Priority

To change the priority of a a work order:
1. Click Edit Priority.

Xstore Point of Service displays a list of priority levels for a work order.
2. Select the new priority:

s Click the priority.

= Use the up and down arrows to highlight the correct priority and press the
Spacebar.

3. Click OK.
The priority for the work order is updated.

Edit the Notice Date

The Notice Date is the date that a notice was sent to the customer.
To change the date that a notice was sent to the customer:
1. Click Edit Notice Date.
Xstore Point of Service prompts for the last customer notice date.

2. Enter the date the customer was most recently notified about this work order and
press Enter.

The notice date is updated for the work order.

Edit the Finish Date

The Finish Date is the date the finished item has been promised to the customer.
To change the promised date for the finished work order to be ready for the customer:
1. Click Edit Finish Date.

Xstore Point of Service prompts for the new date the work order repair/alteration
will be completed

2. Enter the date this work order will be finished and press Enter.

Note: This date must be in the future.

The finish date for the work order is updated.

Edit the Service Location
To change the location where the work will be performed:

1. Click Edit Service Location.

Xstore Point of Service prompts for the location information.
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2. Enter the information about where the work will be performed:
s Enter the location information, then click Process:
— Location # - ID for the location.
— Location Name - Name of the location.
The service location is updated to the entered location. Continue the
transaction.
= Leave the fields blank and click Process to view a list of available service
locations.
Continue with Step 3.
3. If necessary, select the location where the work will be performed:
s Click the location.
s Use the up and down arrows to highlight the correct location and press the
Spacebar.
4. Click OK.
The service location is updated to the entered location.
Edit the Contact Method

To modify the method of communication used to contact a customer:

1.

Click Edit Contact Method.

Xstore Point of Service displays a list of contact methods for the customer.
Select the new contact method:

s Click the contact method.

= Use the up and down arrows to highlight the correct contact method and press
the Spacebar.

Click OK.

The contact method for the work order is updated.

Edit the Account Status

To change the status of a work order account:

1.

Click Edit Account Status.

Xstore Point of Service displays a list of work order status options for the account.
Select the new account status:

n  Click the account status.

= Use the up and down arrows to highlight the correct account status and press
the Spacebar.

Click OK.

The account status for the work order is updated.
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Work Order History and Comments

Work Order History and Comments functions allow you to view the history of the
work order and add comments to it.

To view the history of a work order and add comments to it:
1. If necessary, Open a Work Order.
2. Click History/Comments.

Figure 12-30 Work Order History/Comments Options

3. Perform the appropriate procedure:
= View History
s View Comments

s  Add Comment

View History
To view the history of the activities performed on a work order:

1. Click View History.

Xstore Point of Service displays a list of actions performed on the work order.

Note: If necessary, use the up and down arrow keys to scroll through
the activities.

2. Click OK to close the list of activities.

View Comments
To view the comments entered for a work order:

1. Click View Comments.

Xstore Point of Service displays a list of comments entered for the work order.

Note: If necessary, use the up and down arrow keys to scroll through
the comments.

2. C(lick OK to close the list of comments.

Add Comment

To add a comment to a work order:
1. Click Add Comment.

Xstore Point of Service prompts for the comment.
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Figure 12-31 Work Order Account Comment Prompt

Account Comment
Enter a comment for the account.

2. Enter the comment.

3. Click OK when finished.

The comment is added to the work order.

Pick Up a Completed Work Order

When a customer is associated with a sale transaction, the system may automatically
notify you when the customer has a work order that requires attention. Click OK to
acknowledge the message and close the window.

To pick up a work order:
1. If necessary, Open a Work Order.
2. Click Work Order Maintenance.

Figure 12-32 Work Order Pickup Work Order Option

Cancel| Work Change Price Edit Service Pickup Work
Order Type Location Order

3. Click Pickup Work Order.

The completed work order is added to the sale screen and any amount due is
applied to the transaction. Continue the transaction.
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Warranties

A warranty (also known as a service plan) is a promise made by a manufacturer or
seller to support a product after its purchase. Typically, this involves the purchase of a
contract that covers the costs of parts and service on an item beyond the
manufacturer's original warranty period.

Additional benefits may be offered during the manufacturer's warranty and
throughout the entire coverage period. A warranty may be offered to a customer
during a sales transaction. It may also be used to bring the customer back to the store
when the plan includes an option for periodic merchandise inspections.

Sell a Warranty

When you sell an item that is eligible for a warranty or service plan, the system
automatically displays a list, in the Message Window, of plans that are available for
the specific item.

Figure 13-1 Warranty Plans

Warranty Plans
Select a warranty or service plan for "Warrantied Jewelry A".

Warranty - Fixed $49.99 JEWELRY
Warranty - Fixed 10% (Reg) JEWELRY
Warranty - Fixed 10% >=$27.50 (Reg) JEWELRY
Warranty - Fixed 10% (Ext) JEWELRY
Warranty - Fixed 10% >= $27.50 (Ext) JEWELRY $27.50
Warranty - Tiered $ (Reg) JEWELRY $29.99
Warranty - Tiered % (Reg) JEWELRY $30.00
=
-

-~

Note: Items that are eligible for warranty plans but have not been
associated with any plan show a No Warranty Purchase icon next to
them in the View Port.

When are prompted to select a warranty:
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Select whether to add a warranty:

= Select Decline Warranty to continue the transaction without adding a
warranty.

= Select the warranty to add:

- Click the warranty.

- Use the up and down arrows to highlight the warranty.
Click Add Plan.

The warranty is added to the transaction and Xstore Point of Service prompts for
the customer to assign to the warranty.

» If a customer is associated with the transaction, Xstore Point of Service
prompts whether to assign the current customer to the warranty. Continue
with Step 3.

= If no customer is associated with the transaction, Xstore Point of Service
prompts for customer information for the warranty. Continue with Step 4.

Note: Because a warranty must have an owner, you must associate a
customer name with the warranty plan. The plan owner may be a
different person than the customer who purchases the item and the
warranty. For example, the customer may purchase an item as a gift
and also wants to assign the warranty to the person receiving the gift.

Figure 13-2 Warranty Current Customer Prompt

Is Greyly Campbell the customer for this warranty?

-

Indicate whether to assign the warranty to the current customer:

»  Click Yes to assign the warranty to the current customer.
Continue the transaction.

»  Click No to assign the warranty to a different customer.
Xstore Point of Service prompts for the warranty owner.

Enter the warranty owner information.

Click Yes.
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Add a Warranty After a Purchase

The person’s name is added to the warranty.

Figure 13-3 Sale Customer Different than the Warranty Plan Owner

Greyly Campbell

Warrantied Jewelry A $200.00 $180.00
Sale 9100

@ 10% Off Any non-Clearance from Dept. 25003 $20.00)

Warranty - Fixed 1 eg) $20.00

Warranty 9000020 Vanessa Clark

Add a Warranty After a Purchase

A customer may decide to purchase a warranty after purchasing an item. For example,
the item may have been purchased as a gift and the recipient would like to purchase a
warranty for the item. Perhaps the customer has reconsidered the warranty option and
returns to the store later to purchase the warranty. You can also add a warranty plan in
the current transaction if the customer declines the warranty at first and reconsiders
the decision before the transaction is tendered.

To add a warranty after a purchase:

1. Click Extended Transaction in the Register Sale screen.

Figure 13-4 Extended Transaction Menu Buttons

Back Onder Send Sale Layaway Special Order Work Order Warranty Pre-Sale
g =l =)

2. Click Warranty.

Figure 13-5 Warranty Menu

Back Add Warranty Change
Customer

3. Click Add Warranty.
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Add a Warranty After a Purchase

Figure 13-6 Add Item Warranty Options

Warranty
Select the means to identify the item to be covered by a warranty or service plan.

lem Reference for warranty

Current Transaction

Customer History

Previous Transaction w/ Receipt

Manual Entry

. -

4. Click the method to use to find the item on which the warranty will be applied,
then click OK:

Current Transaction

Current Transaction - The item is in the current sale transaction. This option is
only available if there is at least one item in the current sale transaction.

Xstore Point of Service displays a lists of items in the current transaction that
are eligible for a warranty. Continue with Current Transaction.

Previous Transaction w/ Receipt - The item is identified on the receipt from a
previous transaction.

Xstore Point of Service prompts you to enter information from the original
transaction receipt. Continue with Previous Transaction with Receipt.

Customer History - Find the item by searching the customer’s previous
purchase transaction history.

Xstore Point of Service displays a list of items previously purchased by the
customer that are eligible for a warranty. Continue with Customer History.

Manual Entry - The item has no receipt available and it is not in the
customer’s purchase history.

Xstore Point of Service prompts for an item ID. Continue with Manual Entry.

After selecting Current Transaction in Step 4, do the following:

1.

Select the items in the Message Window.

Click the item.

Use the up and down arrows to highlight the correct item and press the
Spacebar.

Click OK.

Xstore Point of Service displays a list of warranties that can be added to the item.
Figure 13-1.

Select the warranty:
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Add a Warranty After a Purchase

s Click the warranty.

s Use the up and down arrows to highlight the correct warranty and press the
Spacebar.

Click OK.

The warranty is added to the transaction and Xstore Point of Service prompts for
the customer to assign to the warranty.

s If a customer is associated with the transaction, Xstore Point of Service
prompts whether to assign the current customer to the warranty. Continue
with Step 5.

s If no customer is associated with the transaction, Xstore Point of Service
prompts for customer information for the warranty. Continue with Step 6.

Indicate whether to assign the warranty to the current customer:

s Click Yes to assign the warranty to the current customer.
Continue the transaction.

s Click No to assign the warranty to a different customer.
Xstore Point of Service prompts for the warranty owner.

Enter the warranty owner information.

Click Yes.

The person’s name is added to the warranty. Continue the transaction.

Previous Transaction with Receipt

After selecting Previous Transaction w/ Receipt in Step 4, do the following:

1.

Enter information about the original transaction:

= Gift Receipt - Indicates whether the receipt is a gift receipt.

= Trans Barcode - Barcode for the transaction.

s Orig Ticket ID - ID of the original ticket.

s Orig Trans Date - Date of the transaction.

»  Orig Store ID - ID of the store where the transaction was performed.

»  Orig Register ID - ID of the register that performed the original transaction.
s Credit Card # - Number of the credit card used in the original transaction.

= Serial Number - Serial number of the item.

Click Process.

Xstore Point of Service displays a list of items from the original transaction that are
eligible for a warranty.

Select the item for which to add a warranty:
m  Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

Click OK.
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Add a Warranty After a Purchase

The warranty is added to the transaction and Xstore Point of Service prompts for
the customer to assign to the warranty.

s If a customer is associated with the transaction, Xstore Point of Service
prompts whether to assign the current customer to the warranty. Continue
with Step 5.

s If no customer is associated with the transaction, Xstore Point of Service
prompts for customer information for the warranty. Continue with Step 6.

5. Indicate whether to assign the warranty to the current customer:
s Click Yes to assign the warranty to the current customer.
Continue the transaction.
= Click No to assign the warranty to a different customer.
Xstore Point of Service prompts for the warranty owner.
6. Enter the warranty owner information.
7. Click Yes.

The person’s name is added to the warranty. Continue the transaction.

Customer History
After selecting Customer History in Step 4, do the following:

1. Select the items for which to add a warranty:
m Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

2. Click OK.

The warranty is added to the transaction and Xstore Point of Service prompts for
the customer to assign to the warranty.

s If a customer is associated with the transaction, Xstore Point of Service
prompts whether to assign the current customer to the warranty. Continue
with Step 3.

s If no customer is associated with the transaction, Xstore Point of Service
prompts for customer information for the warranty. Continue with Step 4.

3. Indicate whether to assign the warranty to the current customer:
s Click Yes to assign the warranty to the current customer.
Continue the transaction.
s Click No to assign the warranty to a different customer.
Xstore Point of Service prompts for the warranty owner.
4. Enter the warranty owner information.
5. Click Yes.

The person’s name is added to the warranty. Continue the transaction.

Manual Entry
After selecting Manual Entry in Step 4, do the following:
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Change the Warranty Customer

Enter the item:

= Scan the item.

= Enter the ID of the item and press Enter.

If necessary, enter the price of the item and press Enter.

The warranty is added to the transaction and Xstore Point of Service prompts for
the customer to assign to the warranty.

s If a customer is associated with the transaction, Xstore Point of Service
prompts whether to assign the current customer to the warranty. Continue
with Step 3.

s If no customer is associated with the transaction, Xstore Point of Service
prompts for customer information for the warranty. Continue with Step 4.

Indicate whether to assign the warranty to the current customer:

s Click Yes to assign the warranty to the current customer.
Continue the transaction.

s Click No to assign the warranty to a different customer.
Xstore Point of Service prompts for the warranty owner.

Enter the warranty owner information.

Click Yes.

The person’s name is added to the warranty. Continue the transaction.

Change the Warranty Customer

To change the customer assigned to a warranty:

1.
2.
3.

Click Extended Transaction in the Register Sale screen.
Click Warranty.
Click Change Customer. Figure 13-5.

Xstore Point of Service displays a list of warranties in the current transaction.
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Figure 13-7 List Of Warranties on the Current Transaction

Warranty
Select the warranty or service plan to update.

Do oo
1 Warranty - Fixed $49.99 34249

- -

4. Select the warranty:

»  Click the warranty.

= Use the up and down arrows to highlight the correct warranty and press the

Spacebar.
5. Click OK.

Xstore Point of Service prompts for customer information.

o

Enter the new warranty owner information.

Click Yes.

N

The customer assigned to the warranty is changed. Continue the transaction.

Figure 13-8 Sale Customer Different than the Warranty Plan Owner

Warrantied Jewelry A $200.00
Sale 9100

@ Buy 1 In Dept. 25003 Get 1 In Dept. 25003 Free ($200.00)

Warrantied Jewelry A $200.00 1
Sale 9100

@ Employee/Family 15% Dis count $30.00)

Warranty - Fixed $49.99

Midori Tanaka

Warranty 9000010
E Employee/Family 15% Discount ($7.50)
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Order Transactions Through Order Broker
Cloud Service

Oracle Retail Order Broker Cloud Service (formerly known as MICROS Retail Locate)
is an optional module that can be interfaced with Xstore Point of Service to provide
information about inventory availability across all sales channels.

Using this order functionality, you can sell an item that is not in stock at your store and
the Order Broker Cloud Service module automatically selects the best location to fulfill
the customer’s order across the enterprise.

There are multiple purchasing options available, such as same-store pickup, different
store pickup, and delivery to a customer-specified address. You can track and maintain
the orders using the Back Office Customer Maintenance function. See the Oracle Retail
Xstore Point of Service Manager’s Guide for more information about Back Office
processing.

This chapter describes the following topics:

»  Fulfillment Options

= Item Status

s Order Status

= Message Alerts

s Creating an Order

s Opening an Order Broker Order

s Changing Order Items

s Canceling Order Items or an Entire Order

s Pick Up an Order

Fulfillment Options
Xstore Point of Service provides different options for fulfilling an order:
s Pickup This Store
s Pickup Other Store

»  Customer Delivery
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Item Status

Pickup This Store

If an item is not available in your store, use this option to have the item shipped to
your store for pickup at a later time. In this scenario, order creation and order
fulfillment are both handled by the same Xstore Point of Service store location.
Inventory is sourced out of another location and shipped to the Xstore Point of Service
location. In Xstore Point of Service, this order type is defined as Transfer Pickup.

Pickup Other Store

The process for picking up items at another store depends upon whether legacy order
types are enabled or disabled.

Legacy Order Types Disabled

If the inventory exists in the store where the customer wants to pick up, then that store
is used and the order type is defined as a pickup. However, if the inventory does not
exist in the store where the customer wants to pick it up, then Order Broker will find
another location from which to fulfill the order. The order will be shipped from that
location to the pickup. In this case, Xstore Point of Service considers it a Transfer
Pickup.

Legacy Order Types Enabled

If an item is not available in your store, use this option to find another store location
where the item is currently available. The customer can pick up the item from that
store once it is in a status of Ready for Pick Up. In this scenario, both order creation
and order fulfillment is being done by the Xstore Point of Service system. Inventory
comes out of the fulfilling store if that store has inventory available; if the store does
not have inventory available, Order Broker finds the required inventory. In Xstore
Point of Service, this order type is defined as Pickup.

Customer Delivery

ltem Status

If an item is not available in your store, use this option to have the item shipped
directly to the customer’s home (or another specified address). Order creation is done
by the Xstore Point of Service system. In this scenario, order fulfillment may be done
by another store or a distribution center. Inventory comes out of the fulfilling location.
In Xstore Point of Service, this order type is defined as Delivery.

Order items can have the following statuses:
= New: Indicates the item has been added to the order.
s Polled: Indicates the source/fulfilling location got the item request.

= Accepted: Indicates the source location has confirmed it can satisfy the order
request.

= Reserved: Indicates the item has been put aside for the customer at the
source/fulfilling location.

= In Transit: Indicates the item has been shipped.

» In Transit Polled: Indicates the store in which the customer is to pick up the
product has acknowledged that the items are in transit and is expecting the order.

s Received: Indicates the item has been received in the store.
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Message Alerts

Order Status

Fulfilled: Indicates the item has been picked up/delivered.
Cancelled: Indicates the item has been canceled.

Rejected: Indicates the source location has rejected the order and the item is
sourced from another location. The status of the order becomes unfulfillable.

Unfulfillable: Indicates the item has been rejected and an alternative location
could not be determined.

Orders can have the following statuses:

Open: At least one item in the order has a status of: New, Polled, Accepted, or In
Transit.

Ready for Pick Up: All items are in reserved or received status (can also include
canceled item).

Ready to Ship: This is applicable only for customer delivery, transfer pickup, or
delayed pickup (pickup from this store). All items must be reserved, or some items
are reserved and some canceled.

Complete: The order has been completed and the customer is in possession of
their items.

Canceled: All items are canceled.

Unfulfillable: All items are unfulfillable or a mix of unfulfillable and canceled.
Unfulfillable items are those that have been rejected by the store assigned as the
source for the item and Order Broker cannot find another source store.

Message Alerts

When new orders require your attention, a notification will appear on the Message
Bar. Click the message bar to view information about the new orders.

Order Statistics

After clicking the message bar, Xstore Point of Service opens a window displaying the
following information about the orders:

Total New Orders: The total number of new orders. These include all orders with
a status of ACCEPTED, POLLED, or RESERVED.

Ship Orders: The number of new orders waiting to be shipped from this store.

Customer Pick Up Orders: The number of new customer pickup orders to be
picked up in this store.

Items Awaiting Pick: The total number of items that must be set aside for the new
orders.

Average Order Age: The average age of the orders awaiting fulfillment. The age
can be in either minutes or days and hours.

Oldest Order Age: The age of the oldest order awaiting fulfillment. The age can be
in either minutes or days and hours.

Unfulfillable Orders: The total number of orders that cannot be fulfilled. When an
order is rejected and cannot be filled at another location, the status becomes
unfulfillable.
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Creating an Order

See the Oracle Retail Xstore Point of Service Manager’s Guide for more information about
processing orders in the back office.

Creating an Order

A customer name and address is required to create an Order Broker order. You must
assign a customer to the transaction prior to order creation if you did not do so at the
beginning of the transaction. Refer to Associate a Customer with a Transaction for
more information about setting up a customer.

Figure 14-1 Customer Assigned to Transaction

o m 2 = Megan Sanders

Xstore POS Information

Scan the barcode on the product to be sold.
If the barcede is missing or can't be read, the item number or
UPG may be manually entered.

Select additional functions from the options available.

Scan ltem or UPC

Tax $0.00 Fees $0.00 Subtotal $0.00
Scan or key an item ID or UPC.

Cancel

Sell Extended Register Find lterm
Sale

Non-Merch Transaction | Options

o) o)

To create an Order Broker order:

1. Click Extended Transaction in the Register Sale screen.
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Figure 14-2 Extended Transaction Menu

Loyalty Points: 2,745

1
(1] o 2 @ : Megan Sanders { Awards: $0.00

Xstore POS Information

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or
UPC may be manually entered.

Select additional functions from the options available.

Select an option from the menu.

Tax $0.00 Fees $0.00 Subtotal $0.00

Back Help Order SendSale |Layaway | Special Work Wamanty | Pre-Sale Xcommerce
Order Order
= B B

2. C(lick Order.

s If a customer is associated with the transaction:

—  If the customer has one or more open orders, Xstore Point of Service
displays a list of the open orders.

—  If the customer has no open orders, Xstore Point of Service prompts for
order search criteria.

s If no customer is associated with the transaction, Xstore Point of Service
prompts for order search criteria.

3. C(Click New.
= If no customer is associated with the transaction, continue with Step 4.

m If a customer is associated with the transaction, Xstore Point of Service
displays an order search window. Continue with Step 5.

4. Associate a customer with the transaction. See Associate a Customer with a
Transaction.
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Creating an Order

Figure 14-3 Order Type Menu Options

Select the type of order that you would like to place.

Customer Delivery Pickup Other Store Pickup This Store

5. Select the type or order:

»  Customer Delivery: If an item is not available in your store, use this option to
have the item shipped directly to the customer’s home (or specified address).
This order type is defined as Delivery type in Xstore Point of Service. Continue
with Customer Delivery.

»  Pickup Other Store: If an item is not available in the store where the customer
wishes to pick it up, the item will be sent to the pickup store from another
location. The pickup store will then hold the item until the customer picks it
up. This order type is defined as a Pickup if the item is in stock at the pickup
store, and a Transfer Pickup if the item is sent to the pickup store from another
store. Continue with Pickup Other Store.

»  Pickup This Store: If an item is not available in your store, use this option to
have the item shipped to your store for pickup at a later time. This order type
is defined as Transfer Pickup type in Xstore Point of Service. Continue with
Pickup This Store.
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Customer Delivery

To create an order for customer delivery:
1. Click Customer Delivery.

2. Enter the delivery information:

Figure 14-4 Order Delivery Details

Order
Enter delivery information for this order.

Phone# " 820.101.8010 x.

Email

Name Suzy Brown

Prafix First Ml Last

Company  Githerb

Address 7 56 New Town West

¥ Burgon

Gity Apartment

" 6281 " NY - New York [~]

Postal Gode State

US - United States

- -

Note: If your system is configured to provide Address Lookup
functionality, an Address Lookup button will be available to allow
you to quickly look up customer addresses using minimal
information.

= Phone: Phone number.
»  Email: E-mail address.
»  Prefix: Name prefix.
»  First: First name.
=  M.IL: Middle initial.
= Last: Last name.
s Company: Company name.
= Address: First and second line of the street address.
= Apartment: Apartment number.
=  State/Zip: Zip Code and state or province.
s City/Country: City and country.
3. Click Process.
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Creating an Order

Item entry opens.

Figure 14-5 Order Screen - For Customer Delivery

Ordes Typa  Dalivary
Dase CLTHT
Cumtomas ¥
Cumtomer  Bury Beown
56 e Terun Weat
Brargon, WY 1311

Phene eANE1
Toasl a
Balance Due 5900
Tax sa00

Fees ET

Foen $0.80 Subtom!$2.80

Amount Due $0.00 >

4. Enter an item for the order. See Entering Items.

After entering each item, Xstore Point of Service prompts for a delivery method for
the item.

5. Select the shipping method:
»  Click the shipping method.

= Use the up and down arrows to highlight the shipping method and press the
Spacebar.

6. Click OK.
7. Repeat Steps 4 to 6 for each item to add to the transaction.
8. When you are finished adding order items:
s Click Add Tenders to tender and complete the transaction.

s Click Exit Order to exit the order and continue the transaction.
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Pickup Other Store

To create an order for pickup at another store:

1. Click Pickup Other Store.

Figure 14-6 Order Screen - For Pickup Other Store

Suzy Brown

Trans #84

"
Totsl sem
Balance s $6.04
Tax som
[ sop

Sustomi$2.80

Amount Due $0.00 >

2. Enter an item for the order. See Entering Items.

After entering each item, Xstore Point of Service prompts for the pickup location
for the item.

3. Enter the search criteria for the pickup location:

= City: City.

= State: State.

= Postal Code: Postal or zip code.

= Country: Country.

= Miles: Radius around the city in which to search for a store.
4. Click Process.

Xstore Point of Service displays a list of stores matching the search criteria.
5. Select the pickup store:

s Click the store.

= Use the up and down arrows to highlight the store and press the Spacebar.
6. Click OK.

The item is added to the transaction.
7. Repeat Steps 2 to 6 for each item to add to the order.
8. When you are finished adding order items:

s Click Add Tenders to tender and complete the transaction.

s Click Exit Order to exit the order and continue the transaction.
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Creating an Order

Pickup This Store

To create an order for pickup at the current store:

1. Click Pickup This Store.

Figure 14-7 Order Screen - For Pickup This Store

Suzy Brown

Order® 9101001000001
Staten Mew

Oudr Typa  Trarbes Fickug.
Date e

Cumtomer  Sury Brows

56 e o Wemt
Bugon, NY £5281

Phone [ ERETTY

Totst sop

Balance Due $0.00

Tax sop

Fees som

Entar orcan an item 1 add 1o this arder. il | Foen $0M | Subioas| 3000

Amount Due $0.00 >

2. Enter the items for the order. See Entering Items.
3. When you are finished adding order items:
s Click Add Tenders to tender and complete the transaction.

s Click Exit Order to exit the order and continue the transaction.
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Changing Order Items

Opening an Order Broker Order

To search for an Order Broker order:

1.
2.

Click Extended Transaction in the Register Sale screen. See Figure 14-2.
Click Order.
» If a customer is associated with the transaction:

—  If the customer has one or more open orders, Xstore Point of Service
displays a list of the open orders. Continue with Step 6.

- If the customer has no open orders, Xstore Point of Service prompts for
order search criteria. Continue with Step 3.

» If no customer is associated with the transaction, Xstore Point of Service
prompts for order search criteria. Continue with Step 4.

Click Order Search.

Xstore Point of Service displays a search window.
Enter the search criteria.

Click Process.

= If only one order matches the search criteria, Xstore Point of Service opens the
order. The order is opened and the transaction continues.

m If more than one order matches the search criteria, Xstore Point of Service
displays a list of orders. Continue with Step 6.

Select the order:
m  Click the item.

= Use the up and down arrows to highlight the correct item and press the
Spacebar.

Click OK.

Xstore Point of Service opens the order. Continue the transaction.

Changing Order Items

Order items can only be changed in Order mode. See Chapter 8, Modify a Transaction
for more information about changing line items in a transaction.

To make changes to Order Broker order items, perform the appropriate action:

Edit Delivery Information. Note that this can only be done for Order Broker orders
before tendering. If a delivery address needs to be changed after the order is sent
to Order Broker, the order must be canceled and a new order created with the
correct address.

Make changes to the line items. See Chapter 8, Modify a Transaction for more
information about changing items in a transaction.
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Canceling Order Items or an Entire Order

Edit Delivery Information

To change the delivery information for an order:

Note: Note that this can only be done for Order Broker orders before
tendering. If a delivery address needs to be changed after the order is
sent to Order Broker, the order must be canceled and a new order
created with the correct address.

Opening an Order Broker Order.
Click Edit Delivery Info.

Change the delivery information as necessary:

For a Customer Delivery order, enter the customer address. See Step 2 in
Customer Delivery for more information.

For a Pickup Other Store order, search for the pickup store. See Steps 3 to 6 in
Pickup Other Store for more information.

Canceling Order Items or an Entire Order

The customer must return to the store where an order was created to cancel that order.
If an item has been reserved, a message prompt will display indicating that you must
un-reserve the item in the Back Office before canceling the order.

To cancel an order:

1.
2.

Opening an Order Broker Order.
Click Cancel Order.

Xstore Point of Service displays a list of items in the order.

Select the items to cancel:

Click the items.

Use the up and down arrows to highlight the correct items and press the
Spacebar.

Click Select All to cancel the entire order.

Click Select & Continue.

A confirmation prompt opens.

Click Yes.

Xstore Point of Service prompts for a reason.

Select the reason:

Click the reason.

Use the up and down arrows to highlight the correct reason and press the
Spacebar.

Click OK.

The items are removed and any return amount is applied to the transaction.

Continue the transaction:

Click Add Tenders to tender and complete the transaction.
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Pick Up an Order

s Click Exit Order to exit the order and continue the transaction.

Pick Up an Order

To perform a pickup of an order:

Note: If you enter the customer’s information at the beginning of a
sale and the customer’s order item has been received at the store, a
message may display indicating the order has been received and is
ready for pickup. Press Enter to acknowledge the message and
continue with Step 1 below.

1. Open an Order Broker Order, see Opening an Order Broker Order.

Figure 14-8 Order Screen

o (i : 2 = e Megan Sanders {

Inf¢ Offi Custol Ke d [ St

Xstore POS Information

Scan the barcode on the product to be sold.
If the barcode is missing or can't be read, the item number or
UPC may be manually entered.

Select additional functions from the options available.

Select an option from the menu.

Back New Order Pickup/Can
cel Order

2. Select Pickup /Cancel Order.

m Tax $0.00 Fees 50.00 Subtotal $0.00

Associate: John Smith Amount Due $0.00 >

Xstore Point of Service displays a list of orders for that customer.
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Pick Up an Order

Figure 14-9 List of Orders

Order Search

Select an order.

Order ID Order Type
Customer ho

0007001000116 Ready for Pickup
Megan Sanders 08/21/201
0007042000006 Pickup Unfulfillable
Megan Sanders 632-552-1111 08/21/2018
0570054000006 Pickup Ready for Pickup
Megan Sanders 632-552-1111 09/13/2018
3737042000063 Pickup Ready for Pickup
Megan Sanders 632-552-1111 09/19/2018
0570001000217 Pickup Open

Megan Sanders 632-552-1111 09/24/2018

3. Select an oder from the list.

Figure 14-10 Order Ready for Pickup

Loyalty P
[ Megan Sanders D
Offers | Customer  Keypad liems | Stream
Orderld 0570054000006 COTTON JERSEY TIERED DRESS $96.20
) Reserved 1002
Status Ready for Pickup Source: 7 Corner Market
Order Type  Pickup Pickupat: 7 Corner Market
Date 091132018 30500 Bruce Industrial Pkwy
Solon, OH 44139

Customer# 317784 United States
Customer  MeganSanders Phone: 440 4984414

307 OAKPARK Order Deposit $1039

CLEVELAND, OH 44125

United Statos
Phone 632-552-1111
Total $103.90
Balance Due $93.51
Tax $7.70
Fees $0.00

Select an option from the menu.

Associate, e $0.00 >

Pickup
Iterns Customer

4. Select Pickup Items.
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Pick Up an Order

Xstore Point of Service displays a list of items in the order that are ready to be
picked up.

Figure 14-11 Pickup Items

Pickup ltems
Select the items that are being picked up.

s

1002 COTTON JERSEY TIERED ... Reserved

Back Pickup All
ltems

5. Select the items to pick up:

s Click the items.

»  Use the up and down arrows to highlight the correct items and press the
Spacebar.

n  Click Pickup All Items to pick up the entire order.

6. If your system has the Scan Items Prior to Adding to Transaction setting
configured, the items display in a list to scan from, to confirm they are the correct
items.

If your system does not have the Scan Items Prior to Adding to Transaction
setting configured, no scanning is required. Continue at step 9
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Figure 14-12 Scan Items to Reserve

Scan ltems to Reserve
@ status will be updated &

lem ID Description Quantity

1002 COTTON JERSEY TIERED DRESS 1

Exit Manual
Entry

7. Scan the items from the list. The items will be marked Reserved and removed from
the list.

If the item does not scan, select Manual Entry and enter the ID of the item.

Figure 14-13 Manual Entry

Manual Entry

Manually enter an item ID

F|

~ " ﬁ

If an item is scanned or entered that does not match any items selected from the
order pickup list, a warning message is shown and the item is not added to the
transaction. Select OK to continue.
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Pick Up an Order

Figure 14-14 Reserved Wrong Item Scanned

The item does not match any items
selected from the Order Pick up List and
will not be added to the transaction.

8. After an item has been scanned or manually entered, it is added to the transaction.

Figure 14-15 Scanned Item Added to Transaction

2

- * 8|
0
Offe: Custome: e
- = Tt -

COTTON JERSEY TIERED DRESS $96.20 1 $96.20
Fulfilled 1002

Order ID 0570054000006

Status Ready for Pickup . Source: 7 Corner Market

Order Type  Pickup f@ Pickupat: 7 Corner Market

Date 09/13/2018 - 30500 Bruce Industrial Pkwy

Solon, OH 44139

Customer# 317784 United States

Customer  Megan Sanders Phone: 440-498-4414
307 OAKPARK Order Deposit $1039
GLEVELAD, o sz
United States

Phone 632-562-1111

Total $103.90

Balance Due $93.51

Tax $7.70

Fees $0.00

Select an option from the menu.

Tax $7.70 Fees $0.00 Subtotal $189.71

Associate: Amount Due $187.02 >

Pickup Add View
Iterns Tenders Customer
=)

9. When all items have been added, select Exit Order.
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Figure 14-16 Order Ordered

Megan Sanders

O m =3

Info Offers Customer | Keypad tems Stream

COTTON JERSEY TIERED D
Sale 1002 [o] 0570054000006

Xstore POS Information

+*=  Tender Account Credit $1039
Scan the barcode on the product to be sold. Order Payment $93.51 1 1
If the barcode is missing or can't be read, the item number or Order 125 Order ID: 0570054000006

UPC may be manually entered.

Select additional functions from the options available.

Scan Item or UPC

Scan or key an item ID or UPC.

Change Add Sell
Item Discount Non-Merch
i) i) o)

10. Continue the transaction:

s Click Add Tenders to tender and complete the transaction.

m  Click Exit Order to exit the order and continue the transaction.
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Pre-Sale Transactions

A Pre-Sale Transaction is typically performed when a customer wants to purchase an
item that is not currently available for sale in the store. Pre-sale transactions have the
following requirements:

»  The transaction must be associated with a customer.
»  The transaction must be paid in full at setup.
= Only items on file can be added to the transaction.

= All Pre-Sale items must be picked up at the same time, partial pickups are not
allowed.

»  Pre-Sale accounts cannot be canceled if the customer is not present.

Create a Pre-Sale

To create a pre-sale:

1. Click Extended Transaction.

Figure 15-1 Extended Transaction Menu Buttons

Back Order Send Sale Layaway Special Order | Work Order Warranty Pre-Sale
B =] B

2. Click Pre-Sale.

The window that opens will depend upon whether a customer is associated with
the transaction and, if so, whether that customer has any existing pre-sales
accounts.

3. Click Set Up New.
= If no customer is associated with the transaction, continue with Step 4.
= If a customer is associated with the transaction, continue with Step 5.

4. If necessary, associate a customer with the transaction. See Associate a Customer
with a Transaction.

5. Add items to the transaction. See Entering Items.
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Open a Pre-Sale

Figure 15-2 Pre-Sale Screen

o ] = B 1 Temmy Filch =

b liers. Mernag Fypad Cumboeret

Account I0: PEIBIBITABIBIT
Accoust Sutn: New

Seoop Date many
Comtormer 8

Cumsomar Kame: Tomesy Fch
Agdeenn i, AK

) 9% OH Any non-Pricn Overriddenrom Dupe. 15085

Phone: BESABLTTTE
Accoust Toak  $114.78
Paymeea Tok 340
Balince Dos  $11478
Oper Berm 1

T I

a: John Smith

6. When you are done creating the pre-sale:
s Click Exit Pre-Sale to perform other actions in the transaction.

= Click Complete Transaction to tender the transaction. See Tendering a
Transaction for more information.

Xstore Point of Service prompts for the deposit amount.

7. Press Enter to confirm the deposit amount.

Note: Pre-sale items must be paid in full at setup. You cannot change
the deposit amount.

Continue the transaction.

Open a Pre-Sale
To search for and open an existing pre-sale:
1. Click Extended Transaction.
2. Click Pre-Sale.
» Ifa customer is not associated with the transaction, continue with Step 4.

= If a customer is associated with the transaction, but does not have any open
pre-sales, continue with Step 3.

= If a customer is associated with the transaction and has open pre-sales,
continue with Step 6.

3. Click Search.
4. Enter the search criteria:
s Account ID - The pre-sale account identifier.
= Last Name - The pre-sale account owner’s last name.

s First Name - The pre-sale account owner’s first name.
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Cancel a Pre-sale

s Customer ID - The pre-sale account owner’s customer Id.
s Phone # - The pre-sale account owner’s phone number.\
Click Process.

s If Xstore Point of Service displays a list of pre-sales that match the entered
criteria, continue with Step 6.

= If Xstore Point of Service does not find any pre-sales that match the entered
criteria, go to Step 3 to perform another search.

Select the pre-sale:
s Click the pre-sale.

= Use the up and down arrows to highlight the correct pre-sale, then press the
Spacebar.

Click OK.
The pre-sale opens. Continue with the appropriate procedure:
s Pick Up Pre-sale Items

s Cancel a Pre-sale

Pick Up Pre-sale ltems

To pick up items in a pre-sale:

1.
2.

Open a Pre-Sale.
Click Pick Up Item.

Note: Partial pickups are not permitted for pre-sales.

If necessary, click Yes to confirm that all items should be picked up.
All items in the pre-sale are listed as Picked Up.

Continue the transaction:

s Click Exit Pre-Sale to perform other actions in the transaction.

s Click Complete Transaction to tender the transaction. See Tendering a
Transaction for more information.

Cancel a Pre-sale

To cancel a pre-sale:

1.

2
3.
4

Open a Pre-Sale.

Click Cancel Pre-Sale.

If necessary, click Yes to confirm that the pre-sale should be cancelled.
Indicate whether the customer is present:

»  Click Yes if the customer is present.

A refund for the pre-sale is applied to the transaction. Xstore Point of Service
returns to the sale screen.
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Hold Transactions

A Hold transaction is typically performed when a customer plans to purchase an item,
but would like the store to hold the item for a short period of time so they can return
to the store later to complete the purchase and pick up the item. You must associate a
customer with the transaction.

Create a Hold Transaction

To create a hold account:

1. Click Extended Transaction.

Figure 16-1 Extended Transaction Menu Buttons

Back Order Send Sale Layaway Special Order | Work Order Warranty Pre-Sale
B =] B

2. Click Hold.

The window that opens will depend upon whether a customer is associated with
the transaction and, if so, whether that customer has any existing hold accounts.

3. Click Set Up New.
= If no customer is associated with the transaction, continue with Step 4.
= If a customer is associated with the transaction, continue with Step 5.

4. If necessary, associate a customer with the transaction. See Associate a Customer
with a Transaction.
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Open a Hold

Open a Hold

Figure 16-2 Hold Screen

Accesert 0 LT

Acera Slatn. Mew

Satup ate amenn

Cumtermes

Cumtomes Mame: Suzy Brows.

Addrens 156 N Town Wieat
Burgon, NY $5251

Frere. [ EOETTY
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Paymest Toasl  S0M
BamaceDus:  $0M
Openkers: 8

o Foen $0.00 Subtom!$2.80

Associate: John Smith Amount Due $0.00 >

5. Add items to the transaction. See Entering Items.
6. When you are done creating the hold:
»  Click Exit Hold to perform other actions in the transaction.

»  Click Complete Transaction to tender the transaction. See Tendering a
Transaction for more information.

Continue the transaction.

To search for and open an existing hold:
1. Click Extended Transaction.
2. Click Hold.
» If a customer is not associated with the transaction, continue with Step 4.

= If a customer is associated with the transaction, but does not have any open
holds, continue with Step 3.

= If a customer is associated with the transaction and has open holds, continue
with Step 6.

3. Click Search.
4. Enter the search criteria:
= Account ID - The hold account identifier.
= Last Name - The hold account owner’s last name.
=  First Name - The hold account owner’s first name.
»  Customer ID - The hold account owner’s customer Id.
= Phone # - The hold account owner’s phone number.\
5. Click Process.

= If Xstore Point of Service displays a list of holds that match the entered criteria,
continue with Step 6.
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= If Xstore Point of Service does not find any holds that match the entered
criteria, go to Step 3 to perform another search.

Select the hold:
s Click the hold.

= Use the up and down arrows to highlight the correct hold, then press the
Spacebar.

Click OK.

The hold opens. Continue with the appropriate procedure:
s Pick Up Hold Items

= Cancel a Hold

Pick Up Hold Iltems

To pick up items in a pre-sale:

1.
2.

Cancel a Hold

Open a Hold.
Click Pick Up Item.

Note: Partial pickups are not permitted for holds.

If necessary, click Yes to confirm that all items should be picked up.

All items in the hold are listed as Picked Up. The amount due for the hold items is
applied to the transaction.

Continue the transaction:
s Click Exit Hold to perform other actions in the transaction.

s Click Add Tenders to tender the transaction. See Tendering a Transaction for
more information.

To cancel a hold:

1.
2.
3.

Open a Hold.
Click Cancel Hold.
If necessary, click Yes to confirm that the hold should be cancelled.

The hold is cancelled.
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Xcommerce

Xstore Xcommerce provides the ability to pull items from a guided selling website and
sell in the store or create an Omni-Channel order. You must associate a customer with
the transaction.

Create an Xcommerce Transaction

To create an Xcommerce transaction:

1.
2.

Click Extended Transaction.

Click Xcommerce.

The browser launches in Xstore.

Click Xcommerce.

The browser launches in Xstore.

Add items to the shopping cart in the Xcommerce site.

When all items have been added select Retrieve Items. Xstore displays the items
as a list with the options to Mark for Sale, or Mark for Order.

Mark each of the items or remove items. When done select Complete.

The transaction proceeds with the standard order flow (See Creating an Order or
sale transaction process.

If necessary, associate a customer with the transaction. See Associate a Customer
with a Transaction.

Add additional items to the transaction. See Entering Items.

Click Complete Transaction to tender the transaction. See Tendering a Transaction
for more information.

Continue the transaction.
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Remove ltem

Remove Item
To delete one or more items from the Xcommerce list:
1. Select Remove Item to delete from the list.

2. Select Yes to confirm the removal of items.

No ltems

If the customer cannot find any items they would like to purchase from the guided
selling shopping site:

1. Select Return to POS to return to Xstore.

2. Click OK at the prompt stating no items were returned.
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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. The following can be done in the Register mode of Oracle Retail Xstore
Point of Service:

= Sell Gift Registry Items
= Return a Gift Registry Item
= Gift Registry Item in an Order Broker Order

Sell Gift Registry Items

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 and Oracle Retail Order Broker
Cloud Service orders (see Chapter 14, Order Transactions Through Order Broker
Cloud Service).

Assign the Gift Registry

If your system is offline, you cannot access the gift registry from Customer
Engagement. However, if you've already accessed the gift registry and are making
modifications, the registry updates once your system is back on line.

To assign a gift registry:

Note: If the printed gift registry is available, scan the bar code to
assign the gift registry to the sale.

1. Click Register Options in the Register Sale screen.
2. Click Assign Gift Registry.
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Sell Gift Registry Items

Figure 18-1 Register Options Menu - Assign Gift Registry

Xstore POS Information

Scan the barcode on the product to be sold.
If the barcods is misaing or can't be rmad, the item number or UPC may be manunlly
wntorud.

Ealect additicnal funclions from the cptisns availabls,

Salact an option from the menu.

-- T
Pecept Paryren Reverel

] Sale  JeknSmith Online @

Xstore Point of Service prompts for gift registry search criteria.

3. Enter the search criteria:

Figure 18-2 Gift Registry Search

Gift Registry Search
Enter search criteria.

Registry # | |

Registry Name

Owner Last Name

Owner First Name

Event Type ﬁ

) - >

= Register # - ID number for the register.
= Registry Name - Name of the registry.
s Owner Last Name - Last name of the registry owner.
s Owner First Name - First name of the registry owner.
= Event Type - Type of event.

4. Click Process.

Xstore Point of Service displays a list of gift registries matching the search criteria.
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Figure 18-3 Gift Registry Search Results

Gift Registry Search

Select a aift reaistrv.

Name & Event Event Date Registry #

Lanister, Aria

45 02i2212017 53
Lanister, Aria

353 02125i2017 55
Lanister, Aria

Baby Shower 0212012017 56
Solon, Melanie

Mel's Birthday 102012017 111

h -

5. Select the proper gift registry:
»  Click the registry.

= Use the up and down arrows to highlight the correct registry and press the
Spacebar.

6. Click Select & Continue.
Xstore Point of Service returns to the sale screen.

7. Continue the transaction.

Figure 18-4 Sale with Gift Registry Item

Melanie Solon

COTTON JERSEY TRRED DRESS st ' saez0
i
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Select pticns available.

Scan ltem or UPC

Foes 5080
Scan or kay an Bem 1D or UPG. |

ohn Smith Amount Due $1

action

Cormer Market 34 (]

Any registry items entered into the transaction will have the gift registry number
and a gift receipt icon with it in the View Port.
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Figure 18-5 Gift Receipt

XSTORE.

A Bift Faxr Yaonu
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-
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Gift Bmcaipt

Return a Gift Registry Item

If an item is purchased in a regular sale transaction, assigned to a gift registry, and
then a verified return is done on that transaction later, Xstore Point of Service
automatically updates the purchase quantity on the registry as a result of the return.

Gift Registry ltem in an Order Broker Order

For Order Broker orders you must manually assign the gift registry prior to entering
the return or cancelling the order.
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Task Management

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.

For Oracle Retail Customer Engagement Cloud Services users, this section also
includes instructions on how to use the Black Book feature to focus on your primary
customers.

My Tasks Screen

Task Filters

The My Tasks screen displays all tasks visible to you. The menu options available are
based on the task status and the associated workflow.

The Task Filters along the top of the screen allow you to limit the tasks displayed in
the My Tasks screen.

The following information is displayed for each task:

» P (Priority) - Task priority. This can be High, Medium, or Low.
= Date - Start date for the task.

= Start Time - Start time for the task.

s Duration - Length of time for the task.

= Activity - Type of task.

s Description - Description of the task.

s Customer - The customer associated with the task.

Note: If a customer is associated with the task, the task can also be
viewed from the Task tab in Customer Maintenance.

= Status - Status of the task. This can be Open, In Progress, Cancelled, or Closed.

= Associate - Employee or employee group assigned to the task.

Use the filter bar to view specific information. Search by Associate, Activity, Start Date,
End Date, or Status. Your security privileges determine which Associates you can
view.
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My Tasks Screen

You can filter tasks on the following criteria:
= Assigned Associate

= Activity

= Status

»  Start Date

= End Date

Assigned Associate
To filter tasks by assigned associate:

1. Click the Associate name.
Xstore Point of Service displays a list of employee and employee groups.
2. Click the correct employee or employee group.
3. Click OK.
The task list will only display tasks associated with the selected employee or
employee group.
Activity
To filter tasks by activity type:
1. Click Activity.
Xstore Point of Service displays a list of activity types.
2. Click the correct activity type.
3. Click OK.
The task list will only display tasks of the selected activity type.

Status
To filter tasks by task status:

1. Click Status.
Xstore Point of Service displays a list of task status.
2. Click the correct task status.
3. Click OK.
The task list will only display tasks of the selected task status.

Start Date
To filter tasks by start date:

1. Click the Start Date field.
2. Enter the new start date.
3. Press Enter.

The task list will only display tasks with a start date on or after the entered date.

19-2 Oracle Retail Xstore Point of Service User Guide



View Your Tasks

End Date
To filter tasks by end date:

1.
2.
3.

Sort Tasks

Click the End Date field.
Enter the new end date.
Press Enter.

The task list will only display tasks with a start date on or before the entered date.

Click a column name in the task list to sort the list by that column. Click the column
again to alternate between sorting ascending or descending.

Task Notes

The most recent note associated with the task displays beneath the task row.

To view all the notes for a task:

1.

Select the task:

»  Click the task.

= Use the up and down arrows to highlight the task, then press the Spacebar.
Click View Notes.

A window opens displaying all the notes for the task. Click Back to close the
window.

Open Customer Record

To open a customer record in Customer Maintenance from a task:

1.

Select a task associated with a customer:
»  Click the task.
= Use the up and down arrows to highlight the task, then press the Spacebar.

2. Click View Customer.
The customer record opens in Customer Maintenance.
View Your Tasks

Your tasks can be viewed through the register or through the Back Office:

View Your Tasks from the Register

View Your Tasks from the Back Office

View Your Tasks from the Register

To view your tasks from the Register Sale screen:

1.

2.

Click My Tasks.
Xstore Point of Service prompts for your user ID.

Enter your user ID and press Enter.
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Create a Task

Xstore Point of Service prompts for your password.
3. Enter your password and press Enter.

Xstore Point of Service opens the My Tasks Screen.

View Your Tasks from the Back Office

To view your tasks from the Back Office:
1. Click Associate Tasks.
2. Click My Tasks.

Xstore Point of Service opens the My Tasks Screen.

Create a Task
To create a task:
1. Click Add Task in the Task List or the Awards tab in Customer Maintenance.
2. Enter the task information:
s Type - Type of task.
s Description - Description of the task.
»  Priority - Priority of the task.
= Start Date - Date on which the task will begin.
= End Date - Date by which the task must be finished.
= Start Time - Time at which the task will begin.
= End Time - Time at which the task must be finished.

= Visibility - The group that can view the task (Store, Employee Group, or
Employee).

Note: Employee Group visibility is not an option if you are using
Customer Engagement to manage your tasks.

= Assigned To - The employee group or employee to assign to the task. This
field is not editable for tasks with Store visibility.

Note: If Xstore Point of Service indicates the employee is not a valid
Customer Engagement user, the employee does not exist in Customer
Engagement.

3. If necessary, assign a customer to the task by performing the following:

Click Assign Customer. Xstore Point of Service opens a window prompting for
customer search criteria.

Associate a Customer with the Transaction. The customer is assigned to the task.
4. Click Save.
This task is created and added to the Task List.
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Add a Note

To add a note to a task:
1. Select the task in the Task List or the Awards tab in Customer Maintenance.
»  Click the task.
= Use the up and down arrows to highlight the task, then press the Spacebar.
2. C(Click Add Note.
A note entry window opens.
3. Enter the note text.
4. Click OK.
The note is added to the task

Edit a Task
To edit a task:
1. Select the task in the Task List or the Awards tab in Customer Maintenance:
»  Click the task.
= Use the up and down arrows to highlight the task, then press the Spacebar.
2. Click Edit Task.
A task details window opens.
3. Make the necessary changes to the task:
= Description - Description of the task.
= Priority - Priority of the task.
= Start Date - Date on which the task will begin.
= End Date - Date by which the task must be finished.
= Start Time - Time at which the task will begin.
= End Time - Time at which the task must be finished.
4. If necessary, assign a customer to the task:
s Click Assign Customer.

Xstore Point of Service opens a window prompting for customer search
criteria.

»  Associate a Customer with the Transaction.
The customer is assigned to the task.
5. Click Save.
The note is added to the task.

Update Task Status

To update the status of a task:
1. Select the task in the task list:
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View Black Book

View Black Book

Click the task.
Use the up and down arrows to highlight the task, then press the Spacebar.

Click the new status. Menu options include:

Note: All status menu options may not be visible depending on the
current status of the task. Xstore Point of Service displays the next
status options in the workflow.

Begin Task - Sets the status to In progress.
Reopen Task - Sets the status to Open.

Complete Task - Sets the status to Closed. The task cannot be re-opened or
edited after it is completed.

A verification prompt opens.

Cancel Task - Sets the status to Cancelled. The task cannot be re-opened or
edited after it is cancelled.

A verification prompt opens.

If necessary, click Yes to confirm the status change.

The Black Book feature to view your primary customers’ contact information. The
Black Book feature is only available through Oracle Retail Customer Engagement
Cloud Services. Your security privileges determine the associates and customers you
can access.

To view your black book:

1.
2.
3.

Black Book Screen

Go to the Back Office.

Click Associate Tasks.

Click Black Book.

If the Associate Filter screen opens, continue with Step 4.
Click the correct employee.

The employee’s black book opens.

The Black Book screen displays the following information for each customer in the
employee’s black book:

Customer Name - Full name of the customer.
Email - Customer e-mail.

Phone - Customer phone number.

View a Customer Record

To open a customer record in Customer Maintenance from the Black Book Screen:

1.

Select a customer in the list:
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s Click the customer.

= Use the up and down arrows to highlight the customer, then press the
Spacebar.

Click View Customer.
The customer record opens in Customer Maintenance.

Click Back to return to the Black Book Screen.
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Airside Store Transactions

Airside duty-free shopping functionality provides a mechanism by which shoppers
are charged the correct pricing for items purchased in an airside retail store based on
the destination of the flight they are taking. In Xstore Point of Service, the boarding
pass information is scanned, or entered manually, to determine if duty and/or tax
apply to the transaction based on the flight destination.

Depending on your store configuration, one or more of the following actions may be
required when beginning a sale transaction:

= Associate Flight Information
s Make an Airside Sale on Arrivals

s Make an Airside Sale to Staff

Associate Flight Information

Airside stores scan or manually enter boarding pass information into Xstore Point of
Service to determine the tax of the transaction based on flight destination.

Figure 20-1 Flight Information Screen

Flight Information
Scan or key flight number.

Destination Airport

4
Scheduled 0171072018

“_

If the customer does not have or show a boarding pass, and if Xstore is configured to
allow bypass of flight details in the arrivals area, select Skip. If the flight information
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Associate Flight Information

is not captured, the transaction is not tax-free and the appropriate taxes are applied.
The receipt indicates that no flight information was captured.

Figure 20-2 No Flight Information Captured Receipt

XSTOIRE.

Store_GB_731

tnited Kingdom

Mo £light information captured

Welcome to our store

< -~ - T-T S_— .71
Signature VAT Shorts
1027 .

Thank you fo

i

TIHHEAE 7

Customer Copy

If the customer shows a boarding pass:

1. Scan the boarding pass barcode or enter the flight information and click Process.

= Flight #: Flight number.

Note: The Flight Number can include spaces but not special
characters.

= Seat Number: Seat number for the customer.
= Destination Airport: Airport to which the customer is flying.
= Scheduled: Date of the flight.

If the information is valid, a confirmation prompt indicates that the flight
information was added to the transaction.
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Figure 20-3 Flight Information Added Prompt

Flight

The following flight information was added to the transaction.

Flight #: AA4455
Destination: JFK

Tax free eligible

2. Click OK to confirm that the flight information was added to the transaction and
return to the transaction.

3. If the destination flight is not eligible for tax free, the system asks for a second
flight (if configured):

Figure 20-4 Second Flight Information Prompt

1 or kay flight number.

Flight# 7|

No Seat —

Seat Number

origin Airport i

Destination Alrport

Scheduled T 181212017

Flight AA3344, Origin LHR, Destination MXP, Seat AA22

-“

= If the customer does not have a second boarding pass, click Complete.

»  If the customer does have a second boarding pass, scan the boarding pass
barcode or enter the flight information and click Process.

- Flight #: Flight number.

Note: The Flight Number can include spaces but not special
characters.
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Make an Airside Sale on Arrivals

— Seat Number: Seat number for the customer.
— Destination Airport: Airport to which the customer is flying.
- Scheduled: Date of the flight.

4. A confirmation prompt opens:

s If the flight is found and eligible for tax-free shopping, click OK to finish
associating flight information and continue the transaction.

s If the flight is not eligible for tax-free shopping, a notification opens. Click OK
to continue the transaction.

Figure 20-5 Boarding Pass Not Eligible for Tax Free

The following flight information was added to the transaction.

Flight #: AA3344
Destination: MXP

Tax free NOT eligible

Make an Airside Sale on Arrivals

In some airports, arriving passengers are allowed to purchase goods at airside stores.
In this case, the passengers must pay taxes.

Click Arrivals to perform a sale to an arriving passenger.

Figure 20-6 Airside Sale to Arriving Passenger

Alrside

Airside Message

This sale is for an arrival passenger

Note: No further information is necessary. The screen displays a
notification that the passenger is an arriving passenger.
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Make an Airside Sale to Staff

In some airports, it is permitted to sell goods to staff (for example, crew members or
employees). In this case, the customers are not eligible for tax free shopping. To sell to
staff:

1. Click Staff.

2. Enter information about the staff member:
= Staff Id: Enter the ID for the staff member.
= Staff Type: Select the type of staff member.

Figure 20-7 Staff Information

Staff Info

Stattin ”

Statf Type ¥ n

Airport Stafl
Flying Crew Members
=

-“

3. C(lick Process.

A notification is displayed that indicates the sale is for a staff member. The
transaction continues.

Figure 20-8 Sale to Staff Member

Staff ID Staff Type

123456 Concessionaires Employee
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Airside Returns

Some airport authorities allow the possibility to manage airside returns or exchange
transactions but only when providing the original boarding pass, and only if the flight
has not yet taken off. So, if the appropriate configuration parameter is activated, if you
try to return an item sold in a transaction associated to a boarding pass different than
the current one, you get an error message and you are not allowed to proceed.

Figure 20-9 Non-Matching Boarding Pass

Security

Owverride Non-Matching Bearding Pass for Airside Returns

The flight information provided for the current
transaction does not match the original transaction.
Employea ID

Password

“r

If configured, there is the possibility, for the store manager, to override this control. If a
manager override is performed for non-matching flights, the transaction captures the
customer's new flight information, and prints it on the return receipt.
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Miscellaneous Transactions

Miscellaneous transactions are those activities that may not be directly related to a
specific sale transaction, but offer important and useful functions. Like sale
transactions, these activities are also logged by the system for accountability and
reporting purposes.

This chapter describes the following miscellaneous transaction processes:

s Clock In and Clock Out - Clocking in, clocking out, and changing work codes.
» Balance Inquiry - Check the balance of a gift card, gift certificate, or gift receipt.
s Change Your Password - Change the password you use to log in.

= Post Void - Cancel a previous transaction.

= No Sale - Open a cash drawer.

= Lock or Unlock a Register - Lock or unlock a register.

»  Price Inquiry - Look up the price of an item.

Clock In and Clock Out

Depending upon your store policy, you may be required to clock in before logging in.
You may also be required to clock in and out for meal breaks. If meal break clock-out
and clock-in is enforced, you cannot clock back in after a meal break until a specified
period of time has elapsed.

In order for your timecard to accurately reflect the number of hours worked, you must
clock in and out by performing the following procedures:

s Clock In - Clocking in at the start of a shift.

s Clock Out - Clocking out at the end of a shift.

s Change Work Code - Changing the work code onto which you are logging time.

s Clocking In and Clocking Out for Meal Breaks - Clocking out to start a meal break.
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Clock In and Clock Out

Clock In

Figure 21-1 Register Screen Login

Register Login

Bean or key your amployes (D to sign on.

To clock in:
1. Click Clock In/Clock Out at the Register Login screen.

Xstore Point of Service knows whether you are currently clocked in or clocked out
and will perform the appropriate action automatically.

Note: Touch-screen users swipe the clock area to clock in or clock

out.
102722017 9:20 AM

Xstore Point of Service prompts for your user ID.

Figure 21-2 Clock In Employee ID Prompt

Clock In/Qut o

Scan or key your employee |D to Clock In/Out.

2. Scan or enter your employee ID at the Clock In/Out prompt and press Enter.

Xstore Point of Service prompts for your password.

Figure 21-3 Clock In Employee Password Prompt

Clock In/Out @

Enter your employee password to Clock In/Out.

3. Enter your password and press Enter.
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Clock In and Clock Out

Figure 21-4 Work Code List

General Sales

Commission Sales

Break for Lunch
Inventory/Stock
Administrative/Back office
Product Demenstration

Event Commission LI

Clock Out

If necessary, select a work code for your current activity:
s Click the work code.

s Use the up and down arrow keys to highlight the appropriate work code, then
press the Spacebar.

Click OK if necessary.

You are now clocked in.

To clock out:

1.

3.

Click Clock In/Clock Out at the Register Login screen. See Figure 21-1

Xstore Point of Service knows whether you are currently clocked in or clocked out
and will perform the appropriate action automatically.

Note:
out.

Touch-screen users swipe the clock area to clock in or clock

Xstore Point of Service prompts for your user ID. See Figure 21-2.
Scan or enter your employee ID at the Clock In/Out prompt and press Enter.
Xstore Point of Service prompts for your password. See Figure 21-3.

Enter your password and press Enter.
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Figure 21-5 Clock Out Prompt

Select whether to clock out or to clock in with a
different work code.

Cancel Change Work
Code

4. Click Clock Out if you are prompted whether to clock out or clock in under a
different work code.

You are clocked out. Xstore Point of Service may print a receipt with your
clock-out information.

Change Work Code

To change the work code you are using for your clock in:
1. Click Clock In/Clock Out at the Register Login screen. See Figure 21-1.

Xstore Point of Service knows whether you are currently clocked in or clocked out
and will perform the appropriate action automatically.

Note: Touch-screen users swipe the clock area to clock in or clock
out.

Xstore Point of Service prompts for your user ID. See Figure 21-2.

2. Scan or enter your employee ID at the Clock In/Out prompt and press Enter.
Xstore Point of Service prompts for your password. See Figure 21-3.

3. Enter your password and press Enter.

You are prompted whether to clock out or clock in under a different work code.
See Figure 21-5.

4. Click Change Work Code.

You are prompted for a new work code.
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Figure 21-6 Change Work Code List

a

Break for Lunch

Inventory/Stock
Administrative/Back office
Product Demonstration
Event Commission

Holiday Sales _I

5. Select a work code for your current activity:
s Click the work code.

s Use the up and down arrow keys to highlight the appropriate work code, then
press the Spacebar.

6. Click OK if necessary.

You are now clocked in under a new work code.

Clocking In and Clocking Out for Meal Breaks

If your store policy enforces meal break clock-out and clock-in, you cannot clock back
in after a meal break until a specified period of time has elapsed.

If a minimum clocked-in time interval is used.

If your store policy requires a minimum clocked-in time interval for a Meal Break
work code (for example, 30 minutes), you cannot clock out early from your meal
break. An override is allowed with a Manager’s permission.

To clock out for a meal break:

1. Click Clock In/Clock Out at the Register Login screen. See Figure 21-1.

Note: Touch-screen users swipe the clock area to clock in or clock
out.

Xstore Point of Service prompts for your user ID. See Figure 21-2.
2. Scan or enter your employee ID at the Clock In/Out prompt and press Enter.
Xstore Point of Service prompts for your password. See Figure 21-3.

3. Enter your password and press Enter.
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You are prompted whether to clock out or clock in under a different work code.
See Figure 21-5.

4. Click Change Work Code.

You are prompted for a new work code.

Figure 21-7 Work Code List

Commission Sales

Break for Lunch

Inventory/Stock

Administrative/Back office
Product Demonstration
Event Commission

Holiday Sales _I
-

5. Select the meal break option (for example, Break For Lunch or Meal Break:
»  Click the meal break option.

= Use the up and down arrow keys to highlight the meal break option, then
press the Spacebar.

6. Click OK if necessary.
You are now clocked out for a meal.

If your store policy is set up for a minimum clocked-out time interval for a break (for
example, 30 minutes), you cannot clock back in early.

This means that once you have clocked out during your shift, you cannot clock back in
again for at least 30 minutes.

An override is allowed with a manager’s permission.
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Balance Inquiry

Gift cards and store credit vouchers may be used as a tender until the total value of the
account has been used. Since the amount left on a card or voucher cannot be visibly
seen, this function electronically checks the account record and tells you the remaining
value on the account. You can also use Balance Inquiry to look up an encoded item’s
price on a gift receipt.

Use the balance inquiry process to check the amount remaining on a customer’s store
credit voucher, gift card or gift certificate, and an item’s price from a gift receipt.

Note: Depending upon the configuration of your system, this option
may be available from several different locations. Before logging in,
Balance Inquiry is available from the Register Login screen and from
the Till Options menu. After logging in, Balance Inquiry is available
from both the Register Options menu and the Back Office Main Menu.
The procedure that follows describes how to access Balance Inquiry
from the Register Login screen

1. Click Balance Inquiry at the Register Login screen.

Figure 21-8 Balance Inquiry Menu Options

Select an option from the menu.

2. Click the type of balance inquiry:
= Gift Card Balance - Remaining balance on a gift card.
= Gift Cert. Balance - Remaining balance on a gift certificate.
= Store Credit Balance - Remaining store credit balance.
= Loyalty Balance - Loyalty point balance.
= Gift Receipt Inquiry - Redemption amount of a gift certificate.

Xstore Point of Service prompts for the ID number.

Figure 21-9 Store Credit Number Prompt

Balance Inquiry

Enter the Store Credit number.

3. Enter the ID number (for example, the gift card number or gift receipt barcode
number) and press Enter.

Xstore Point of Service opens a window displaying the requested information.

4. When you are finished:
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s Click OK to close the window.
s Indicate whether to print a receipt:
- Click Yes to print a receipt and close the window.

— Click No to close the window.
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Change Your Password

The Change Password option is only available from the Register Login screen or the
Back Office Login screen before you log in.

Figure 21-10 Change Password Login Screen

Register Login

Eean or kay youramployes 1D to sign on.

Receipt Repied | Balarce loquiry | Enter Tining | My Taaks. Firel Been
Optiam Mocts

To change your password:
1. Click Change Password in the Register Login screen or Back Office Login screen.

Xstore Point of Service prompts for your user ID.

Figure 21-11 Employee ID Prompt

Change Password

Scan or key your employee 1D to change your password.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 4.

Figure 21-12 Enter Current Password Prompt

Change Password 0

Enter your employee password to change your password.

3. Enter your current password and press Enter.
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Figure 21-13 New Password Prompt

New Password
Enter and confirm a new password.

v
Enter the new password.

Confirm the new password. F

- n -~

4. Enter your new password in the Enter the new password and Confirm the new
password fields.

5. Click Process.

The new password is saved.

Note: Xstore Point of Service may enforce certain rules regarding
passwords, such as the minimum number of characters required or
whether you can reuse an old password.

If your new password is not valid, press Enter to acknowledge the
Validation prompt and try again.

Change your Password with Challenge Questions

If Xstore Point of Service is configured to use password challenge questions, you can
re-set your password without knowing your current password by answering a set of
questions whose answers should only be known to you.

To change your password using challenge questions:

1. Click Change Password in the Register Login screen or Back Office Login screen.
See Figure 21-10.

Xstore Point of Service prompts for your user ID. See Figure 21-11.
2. Enter your user ID and press Enter.

Xstore Point of Service prompts for your password.
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Change Your Password

Figure 21-14 Forgot Password Menu Option

Change Password

Enter your employee password to change your password.

Forgot
Password

3. Click Forgot Password.

Xstore Point of Service prompts for your last name.

Figure 21-15 Change Password Verification

Change Password @

Enter your last name for verification.

4. Enter your last name and press Enter.

Xstore Point of Service asks the challenge questions.

Figure 21-16 Example Challenge Question

Password Challenge Questions
You must answer 3 password challenge questions

Question 1 of 3
Employee: 100

In what city were you born?

Challenge question answer F

‘ n -

5. Answer each challenge question:
1. Enter the answer.

2. Click Next Question or Process.
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3. Repeat Steps 1 to 2 for each question.

After you have entered the correct answer for each question, Xstore Point of
Service prompts for your new password.

Figure 21-17 New Password Prompt

New Password
Enter and confirm a new password.

Enter the new password. r

Confirm the new password. r

- " -~

6. Enter your new password in the Enter the new password and Confirm the new
password fields.

7. Click Process.

The new password is saved.

Note: Xstore Point of Service may enforce certain rules regarding
passwords, such as the minimum number of characters required or
whether you can reuse an old password.

If your new password is not valid, press Enter to acknowledge the
Validation prompt and try again.
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Post Void

Performing a Post Void transaction changes the status of a sale transaction to Void. All
records in the system are reset as if they had never occurred during the original
transaction. For example, a post void adjusts the tender totals for the till involved in
the transaction.

A transaction may be post voided only on the day it is created. Post Voids may be
performed on a different register from the one where the original transaction was
executed.

Certain kinds of sale transactions may involve extended transactions that occur
outside the system. For example, special orders, work orders and layaways are
extended transactions. 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,
you are prompted about whether or not you want to continue the post void process.

A Post Void transaction may be performed from the Register or from the Back Office,
depending upon your system’s configuration and store policy. In the Back Office it is
available on the Main Menu and also from the Electronic Journal.

To perform a Post Void from the register:

1. Select Till in the Register Login screen.

Figure 21-18 Register Login Employee ID Prompt

Register Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.
The Manage Tills menu opens. Continue with Step 4.

3. Enter your password and press Enter.

Figure 21-19 Register Login Password Prompt

Register Login @

Key your password to complete sign on.

The Till menu opens.

Miscellaneous Transactions 21-13



Post Void

Figure 21-20 Till Menu

Select an option from the menu.

Till Options Till Maint. Store Bank Lock Register
Maint.

4. Select Till Options.

Figure 21-21 Till Options Menu

Select an option from the menu.

r“w D

Xstore Point of Service prompts for the transaction information.

5. Select Post Void.

Figure 21-22 Prompt for Transaction Barcode

Post Void

Scan a document barcode or enter search criteria.

Trans Barcode

Or

Orig Ticket ID d

Orig Trans Date r

OrigStore D ©

Orig Register ID "

Orig Trans Amount v

6. Enter the transaction information:

= Scan the transaction barcode. Continue with Step 7.
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s Enter the transaction information:

— Trans Barcode - Transaction barcode number.

Note: If the transaction barcode is entered, the other field values will
be ignored.

—  Orig Ticket ID - Ticket ID of the transaction to post void.
—  Orig Trans Date - Date of the transaction to post void.
—  Orig Store ID - ID of the store where the transaction was performed.
—  Orig Register ID - ID of the register where the transaction was performed.
- Orig Trans Amount - Amount of the transaction to post void.
7. Select Process.

If the transaction is found, Xstore Point of Service prompts for confirmation to post
void the transaction.

Figure 21-23 Prompt to Confirm Post Void

Post Void

Are you sure you want to post void the selected
transaction?

-

8. Indicate whether to post void the transaction:

»  Click Yes to post void the transaction.
s Click No to cancel the post void.

Xstore Point of Service may prompt for a reason for the post void.
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Figure 21-24 List of Post Void Reasons

Reason Code
Select a reason code from the list.

Reasons

Supervisors Dis cretion

Customer Satisfaction

- -

9. Select the reason:

s Click the reason.

= Use the up and down arrow to highlight the reason, then press the Spacebar.
10. Select OK.

The following prompts depend upon the configuration of your system.
11. If necessary, scan the cash drawer with which to perform the post void.
12. If necessary, enter additional information about the reason for the post void:

1. Enter the additional information.

2. Select OK.

Xstore Point of Service voids the transaction, performs any necessary refunds,
prints void receipts for your records, and returns to the previous screen.
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No Sale

Use the No Sale option to open the cash drawer for a reason other than a normal sale
transaction.

To perform a No Sale:

1. Select Till in the Register Login screen.

Figure 21-25 Register Login Employee ID Prompt

Register Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.
The Manage Tills menu opens. Continue with Step 4.

3. Enter your password and press Enter.

Figure 21-26 Register Login Password Prompt

Register Login @

Key your password to complete sign on.

The Till menu opens.

Figure 21-27 Till Menu

Select an option from the menu.

Till Options Till Maint. Store Bank Lock Register
Maint.
H B B

4. Select Till Options.
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Figure 21-28 Till Options Menu

Select an option from the menu.

Foreign Post Void Tender
Currency Exchange
Maint.

5. Select No Sale.

Xstore Point of Service prompts for the reason for the no sale.
6. Select the reason:
s Click the reason.
s Use the up and down arrow to highlight the reason, then press the Spacebar.
7. Select OK.
The following prompts depend upon the configuration of your system.
8. If necessary, scan the cash drawer with which to perform the no sale.
9. If necessary, enter additional information about the reason for the no sale:
1. Enter the additional information.
2. Click OK.

The cash drawer opens.
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Lock or Unlock a Register

Your system may be configured to automatically log out an associate after a specified
period of time if there is no system activity. However, you may need to temporarily
leave a register before that occurs. In that case, you can lock the register to prevent
another person from using the system while you are away:.

Lock a Register

Registers can be locked from the Register Login screen or the Register Sale screen:

Register Login Screen

Register Sale Screen

Register Login Screen
To lock a register:

1.
2.

Click Manage Tills in the Register Login screen.
Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.
The Manage Tills menu opens. Continue with Step 4.
Enter your password and press Enter.
The Manage Tills menu opens.
Click Register Options.
Click Lock Register.

The system displays a message indicating that the system is now locked.

Register Sale Screen
To lock a register:

1.
2.

Unlock a Register

Click Register Options.
Click Lock Register.

The system displays a message indicating that the system is now locked.

To unlock a register:

1.

Do one of the following, depending upon the configuration of your system:
= Enter your user ID in the Register Login field and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.
The register is unlocked.
Enter your password and press Enter.

The register is unlocked.
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Price Inquiry

If you want to look up the price of an item, use the function Price Inquiry. You can look
up the price for an item when you are logged out as well as when you are logged on to
the application. To look up the price of an item, follow the steps below.

1. Press Find Item.

2. Press Price Inquiry.

3. You are prompted for the item. Scan, or enter the item and press Enter.
4

The item description, item ID and the corresponding price are displayed.

Figure 21-29 Price Inquiry - Logged In

Price Inquiry

N T

TIE WAIST SHIRT DRESS $69 50
tem 1003

Note: If the displayed price is a deal price, the system marks the
price with the text Sale.
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Figure 21-30 Price Inquiry - Deal Price

Price Inguiry

Description

Sunglasses Sale $80.50
Item €003

- 0

= If you are logged out of the application, press Back to close the screen.

= If you are logged on to the application, choose one of the following options.
—  Press Back to return to the Sales screen.

— Press Add to Item to add the item to the clurrent sales transaction. The
item is shown on the view port.
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House Account Payments

This function allows you to accept a customer payment that is applied toward the
balance owed by a customer. The tender types that are acceptable for payment are
defined in your system’s configuration. House Account payments may be included as
part of a regular register sale or as the sole item (payment) in a sale.

This chapter covers the following topics:
= Making a House Account Payment

= Reversing a House Account Payment
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Making a House Account Payment

Making a House Account Payment
To perform a payment to a house account:
1. Associate a Customer with the Transaction.
2. Click Register Options in the Register Sale screen.
3. C(Click House Account Payment.

Xstore Point of Service prompts for authorized buyer making the payment to the
account.

Figure 22-1 House Account Authorized Buyer List

House Account
Please select one of the following eligible authorized buyers.

R
Campbell, Greyly 10/25/2017

HAU0401001000002

Buyer, Benny 10i25/2017
HAU0401001000003

4. Select the authorized buyer:

»  Click the buyer.

= Use the up and down arrow to highlight the buyer, then press the Spacebar.
5. Select OK.

Xstore Point of Service prompts for the payment amount.

Figure 22-2 House Account Payment Amount Prompt

House Account e

Enter house account payment amount.

6. Enter the payment amount and press Enter.

The following prompts will depend up on the configuration of your system.
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Making a House Account Payment

Figure 22-3 House Account Payment Statement Date Prompt

House Account .

Enter house account payment statement date.

7. If prompted, enter the date of the payment statement on which the payment
should appear, then press Enter.

Figure 22-4 House Account Invoice Number Prompt

House Account

Enter house account payment invoice number.

8. If prompted, enter the Invoice Number against which the payment is applied, then
press Enter.

Figure 22-5 House Account More Payments Prompt

Apply payment to more house account invoices?

-

9. If necessary, indicate whether to make more payments to house accounts.

= Click Yes to make more payments. Continue with Step 4.
s Click No to return to the Register Options menu.

10. When completing the transaction, apply the permitted tenders to the transaction.
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Note: The tenders that can be applied to a house account are limited.
For example, a house account cannot be used to make a house account
payment.

Reversing a House Account Payment
To reverse a payment on a house account:
1. Associate a Customer with the Transaction.
2. Click Register Options in the Register Sale screen.
3. Click House Account Reversal.

If the customer has more than one house account, Xstore Point of Service prompts
for the account. Continue with Step 4. Otherwise, continue with Step 10.

4. Select the account:

»  Click the account.

= Use the up and down arrow to highlight the account, then press the Spacebar.
5. Click OK.

Xstore Point of Service prompts for the payment to reverse.

Figure 22-6 House Account Payments List

House Account Payments
Please select one of the following payments to reverse.

Amount
264 10/25/2017 $16.00

- -

6. Select the payment:

s Click the payment.
= Use the up and down arrow to highlight the payment, then press the Spacebar.
7. Click OK.

Xstore Point of Service prompts for the reason for the reversal.
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Reversing a House Account Payment

Figure 22-7 House Account Reversal Reason Code List

House Account Reversal
Select the reason for this payment being reversed.

Ins ufficient Funds

Wrong Account
Wrong Amount
Wrong Invoice

Other - Enter Comments

Back

8. Select the reason:

»  Click the reason.

s Use the up and down arrow to highlight the reason, then press the Spacebar.
9. Select OK.

Xstore Point of Service prompts for additional information about the reason for the
reversal.

Figure 22-8 House Account Reversal Comment Prompt

House Account Reversal

Enter a comment further explaining why this payment is being reversed.
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Tax Free Invoices

Some countries offer “Tax Free Shopping” to shoppers from other countries, and allow
for the reclaiming of value added tax (VAT) on their purchases. The final cost for the
traveler is the value of the merchandise minus the taxes plus the fee of the provider.

Xstore Point of Service has been integrated with the two largest providers:
= Global Blue
= Planet Payment (ex Premier Tax Free (PTF) or Fintrax(FX))

Countries
Xstore is certified for the use of the Tax Free for the following countries:
= Austria
s France

s Germany

» ltaly

= Netherlands
= Poland

= Portugal

= Spain

= Sweden
s United Kingdom

Other countries could be configured, but are not officially supported.

Issue the Tax Free Invoice During a Sale

If Xstore Point of Service has been configured to integrate with one of these Tax Free
providers, then eligible shoppers can request a Tax Free Invoice (TFI) during the sale,
which they can later use to reclaim the VAT they have paid on their purchases.
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Issue the Tax Free Invoice During a Sale

Figure 23-1 Tax Free Sale

ure VAT Sherts
1027

Faes £0.00

Amount Due

To issue a Tax Free Invoice during a sale:

1. Click Customer Options.

Figure 23-2 Customer Options Menu - Print Tax Free

Unét Price

£2

2. Click Print Tax Free.

The Tax Free Invoice form opens.
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Issue the Tax Free Invoice During a Sale

Figure 23-3 Tax Free Invoice Form

Customer Information

Arire

Tax Frae Information

[ 4] <

H

3. Do one of the following:

Get Traveler Information.

Enter or edit the Customer Information:

Note: If a customer is associated with the transaction, the customer
information will be populated with the information from the customer
record.

—  First Name: First name.

— Last Name: Last name.

— Address: Street address.

- City: City of the address.

— State: State or province of the address.

— Postal Code: Postal or zip code for the address.

- Country of Residence: Country of the address.

4. Enter the Tax Free Information for the customer:

Document Type: Specify the document type provided by the traveler (for
example, Passport, Driving License, Identify Card, and so on.)

Document #: ID number for the customer's passport.

Document Country: Country for the customer's passport.

Note: Only countries locally eligible for VAT refund are available in
this menu.

Tax Number: The tax identification number associated to the traveler.

Mobile Number: The mobile phone number of the traveler.
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= Birth Date: Customer’s birthdate.

= Final Destination: Final travel destination for the customer.
s Email: Customer email address.

= Arrival Date: Date the customer arrived in the country.

= Passport Country: Country for the customer’s passport.

s Departure Date: Date the customer will leave the country.

Note: The fields are all visible, but, depending on the specific
country, they are enabled or not, and mandatory or optional.

5. Click Select Tax Free Reimbursement when all the mandatory information has
been entered.

The form to select the options for the credit card to be used for the refund is
shown; use the Skip card data selection button to use a refund method different
than a credit card.

Figure 23-4 Tax Free Refund on Card

Tax Free refund on card

Scan the QR code from the tokenization device or insert information about the card on which
the customer wants to be reimbursed. Skip if not required.

v
Token #

.
Card type v |

Expiration date (MMYY)

Help Clear card data Accept card Skip cerd data
data selection

This forms has the following parameters:

s Token #: Essential in order to use the credit card as refund method; the token
must be retrieved externally, via a separate device (for more information,
contact the provider).

»  First six digits of card number: The first 6 digits of the credit card number.
= Card type: Select the type of credit card.

=  Expiration date: Set the month and year in which the card will expire.

Note: It is possible to scan the QR code from the provider to
automatically populate the fields.
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Note: The credit card used here could be different from the one that
will be used for the payment.

6. Select Accept card data, or Skip card data selection if you choose to use a refund
method different than a credit card.

Note: Important: The Refund Methods available depend upon the
refund methods offered by the provider. Contact your provider for
more information.

7. The next screen depends on who the provider is and the information required by
the provider:

= If Global Blue is the provider, select a Service and Refund Method, and enter
the information for the selected payment method. The options shown depend
on the country where the store is located and also on the credit card type used.

Figure 23-5 Tax Free Invoice Service and Refund Method

Tax Free Invoice
Select the parameters of the Tax Free Invoice

-
~|
Refund method :

. )

If Alipay is selected as the Refund Method, enter the barcode number.

Figure 23-6 Refund Method - Alipay

CUSTOMER TAX FREE REFUND METHOD
Set the additional information required

v
Alipay barcode| |

»  If Planet Payment is the provider, select a Refund Method and enter the
Voucher Formula.

Tax Free Invoices 23-5



Issue the Tax Free Invoice During a Sale

Figure 23-7 Tax Free Invoice Refund Method and Voucher Formula

Tax Free Invoice
Select the parameters of the Tax Free Invoice

-
Refund method | K

Voucher Fermula

. )

If Alipay is selected as the Refund Method, enter the phone number.

Figure 23-8 Refund Method - Alipay

CUSTOMER TAX FREE REFUND METHOD
Set the additional information required

v
Phone Number

If Etihad Guest Card is selected as the Refund Method, enter the card number.

Figure 23-9 Refund Method - Etihad

CUSTOMER TAX FREE REFUND METHOD

Set the additional information required

4
Card #

8. Select Print Tax Free when all the mandatory information has been entered.
The Tendering screen opens.

The tax free invoice will automatically print during the sale completion process.

Note: Refund Methods

In the majority of cases, the customer pays all the amount, tax
included. The reimbursement is done at a later time at the providers'
desks.

There are some refund methods however, for which the refund is
immediately given to the traveler, so they do not pay the taxes at
source. Those methods are called (VATOFF, Refund OFF, TOPOS).
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Automatic Recognition

Xstore can be configured to check if the customer associated to the current transaction
is eligible for tax free based upon the country they live in, or the credit card is from a
country eligible for tax free shopping. The prompt is shown only if the value of the
transaction is above the local threshold. See the following sections for more
information:

s Customer's Country Recognition
»  Credit Card Recognition at Payment Time

»  Credit Card Recognition at Transaction Completion

Customer's Country Recognition

If the transaction is associated to a customer from a country eligible for Tax Free, at the
tendering stage, the system recognizes that eligibility and prompts if a Tax Free
Invoice should be issued.

Figure 23-10 Tax Free Invoice Customer Prompt - Country Eligible

The customer may be eligible for Tax Free shopping.
Do you want to proceed with Tax Free?

Select Yes to proceed with issuing a Tax Free Invoice. The Tax Free Invoice form opens.
See Tax Free Invoice Form.

Credit Card Recognition at Payment Time

During the payment, if currently used credit card is from a country eligible for Tax
Free, the system prompts if a Tax Free Invoice should be issued.
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Figure 23-11 Tax Free Invoice Customer Prompt at Payment Time

The customer may be eligible for Tax Free shapping.
Do you want to proceed with Tax Free?

Select Yes to proceed with issuing a Tax Free Invoice. The Tax Free Invoice form opens.
See Tax Free Invoice Form.

Note: This option requires an high integration level between Xstore
and the payment system.

This configuration also affects the behavior during the usage of the
other related functions (that is, if the cashier uses the Tax Free button
at sale time, it is processed at transaction completion time).

Credit Card Recognition at Transaction Completion

During the completion of the transaction, if at least one of the payment methods is
credit card, and if the credit card is from a country eligible for Tax Free, the system
prompts if a Tax Free Invoice should be issued.

Figure 23-12 Tax Free Invoice Customer Prompt at Transaction Complete

The customer may be eligible for Tax Free shopping.
Do you want to proceed with Tax Free?

Select Yes to proceed with issuing a Tax Free Invoice. The Tax Free Invoice form opens.
See Tax Free Invoice Form.
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Note: At this point some refund methods are not available.

Delayed Activation

If neither the customer, nor the cashier realizes that the customer is eligible for a Tax
Free invoice during the sale and the tendering, there is still available a Tax Free button
in the transaction completion form.

Figure 23-13 Tax Free Option at Sale Complete

Select a receipt method.

Select Tax Free to proceed with issuing a Tax Free Invoice. The Tax Free Invoice form
opens. See Tax Free Invoice Form.

Note: At this point some refund methods are not available.

Get Traveler Information
To retrieve the traveler information for a customer:

1. Click Lookup Traveler from either the Sales menu or from the customer data
forms. See Tax Free Invoice Form

The Customer Tax Free Provider Token window opens.
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Figure 23-14 Customer Tax Free Provider Token Form

Customer Tax Free Provider Token

Enter or Scan the Global Blue Taken

Provider Card

Token #

Passport

Passport #

Passport Country ﬂ

Mobile Phone

Phone Number

2. Capture the customer’s credit card, passport and mobile phone information:

s Click Swipe Card for the customer to swipe their card on the magnetic stripe
reader (MSR) or, enter the card number into the Token Number # field.

= Enter the customer’s passport information:
— Passport #: Passport number.
— Passport Country: Country that issued the passport.
= Enter the customer’s mobile Phone Number, including the country prefix.
3. Select OK.

If the customer information is found, the traveler details (non-editable) auto-fills
the Identity Check form.

Figure 23-15 Traveler Identity Check

Identity Check

Do you confirm the traveller identity and hisfher eligibility to the Tax Free service?

First Name JILLIAN

Last Name TEST

Passport# J2430022L

Country of Residence SINGAPORE

shop Assistant " [T

Back Help Confirm
customer
identification

23-10 Oracle Retail Xstore Point of Service User Guide



Reprint a Tax Free Invoice

Note: If the customer information is not found, re-enter the customer
information.

If Xstore Point of Service cannot connect to the Tax Free Provider
service, the process will not continue.

4. Check the customer’s name, passport number, and country provided by the Tax
Free Provider against the customer’s passport.

5. Enter the Shop Assistant ID.
6. Click Confirm Customer Identification.

The Customer Tax Free Provider Token window closes and the fields in the Tax
Free Invoice window is populated with information retrieved from the Tax Free
Provider.

Figure 23-16 Completed Tax Free Invoice Form

Insert all required data

Customer information

Fiest Mame  JILLIAN Last Mame  TEST

Addrass SINCAPORE

City SINCAPORE State

Postal Code | | Courtry of Residencs SINGAPORE u
Tax Free Information
Document Type  Passport | Documer1® 124308230
Document Countty  SINGAPORE | Tax Number
Moblle Mumber  «B8580000001 Bith Date
Final Destination - | Emall Jimian_TEST101@rahcs. com

Arrival Date Departure Cate

Select Tax Lookup
Free Travelier
Tewmnursemant

Reprint a Tax Free Invoice

A Tax Free Invoice (TFI) can be reprinted after a transaction that issued a TFI
completes. The TFI is no longer available to be reprinted after a certain amount of time
has passed, or a new transaction is started.

Note: If the Tax Free Invoice is not available to be reprinted, it can be
reprinted from the Xstore Point of Service Back Office.

To reprint a Tax Free Invoice:

1. Click Receipt Reprint Options.
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Figure 23-17 Receipt Reprint Options

Salect an option from the menu

2. Click Reprint Last Invoice or Credit Note.

Figure 23-18 Reprint Tax free Invoice Prompt

Invoice or Credit Note Reprint

Do you want to reprint the Tax Free Invoice
120030999969311067797

. .

The Tax Free Invoice is reprinted.
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Flash Sales

From the register you can view the Flash Sales Summary Report which provides an
instant snapshot of sales at the moment that you select it. The report displays data in a
column format as well as in graphic format with bar charts and pie charts. It includes
sales results from two perspectives:

m 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.

You can set the date parameters that are used to select the data included in the report,
and to specify whether or not zero values are suppressed and whether or not the
charts are shown. See Running the Flash Sales Summary Report.

The report may be viewed online and printed immediately, or saved so that it may be
viewed later. Saved reports may be preserved with the original selection parameters or
with the original data.

Additional Flash Sales reports are accessible from the Back Office Reports Menu. Refer
to the Oracle Retail Xstore Point of Service Manager’s Guide, and the Oracle Retail Xstore
Point of Service Reports Guide for more information about the Flash Sales Report.

Run the Flash Sales Summary Report

To run the Flash Sales Summary Report from the Register Login screen:

Figure 24-1 Register Login Screen

Register Login

Bean or kay your amployes 1D te sign on,

Clock Oul | View Beheclule | Change Receipt Balance Enier Taining | My Tasks Fied Bern L0 Flanh Bales Back Olfice:
B Time Password Faprint Inquiry Mok
Options
B 1} '} B

1. Click Flash Sales in the Register Login screen.

The Flash Sales criteria window opens.
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Figure 24-2 Criteria Entry Form for Flash Sales Summary Report

Flash Sales

Enter parameters to use when running this report.

Date

Specific Date

[+]

Display Options Summary

Show Ghart | o

[l

Show Griteria Yoz

“ “ o ‘ n

2. Enter the report criteria:

= Start Date/Specific Date - Enter a date on the top line or select a relative date
from the drop-down list.

= Display Options - Select how the report will display data:
- Summary - Display a summary of all data.
- By Department - Organize the data by the item department.

- By Employee - Organize the data by the employee who performed the
sale.

- By Hour - Organize the data by the hour at which the sales were made.
= Show Chart - Select Yes to display a chart or No to only show data.

s Show Criteria - Select Yes to display the criteria used when creating the report
or No to only show the results.

3. Finish the report:
s Click Run Report to execute the report and display the results on the screen.
s Click Print to execute the report and send the results to a printer.

s Click Save to keep the report with the current data, or save only the report
parameters to run this specific report with these parameters again. See Save a
Report or Report Parameters for more information.

Save a Report or Report Parameters

To save a report or the parameters for a report:
1. Click Save in the Flash Sales report criteria window.

A Save Flash Sales Summary window opens.
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Figure 24-3 Save Report Options

Save Flash Sales

Enter a report name and select how to save the report.

3
Save Report As: Flash Sales

Report Save Options: | Save Report with Current Data ﬂ

2. Enter the save file information:
= Save Report As - Name of the save file.
= Report Save Options - The information to be saved:

- Save Report with Current Data - To save the report with the current
values.

— Save Report Parameters - To save only the parameters to use these
parameters as a template to generate a new report at another time.

3. Select OK.

The report is saved to your personal report area and can be retrieved from the
Back Office Main Menu by selecting Reports, then the Saved Reports option.

Note: Refer to the Oracle Retail Xstore Point of Service Reports Guide for
more information about setting up and running reports.

Figure 24-4 Flash Sales Summary Report

ORACLE Flash Sales Summary

Date: 1025217

Sales Tenders

1000 Z003 00 4009 003 ADKD 7000 n

Cash Wconoda cozh [ Briish o
Amourt WMot Cerificore s et W GRCar
Drescription Count
Gross Sales 63
63
]
Description Count
Tenders Cash a7

Canada Cash
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On-screen Navigation for Flash Sales Report

Figure 24-5 Flash Sales Summary Report - No Graph

ORACLE Flash Sales Summary
Description Cou.nF Amount

]
37

Count

2

On-screen Navigation for Flash Sales Report

All the Flash Sales Reports have a consistent interface for navigating through
multi-page reports, changing the display size, printing reports and saving reports so
that they may be reused.

Figure 24-6 Report Navigation Options

Flash Sales
Fun Daie: 210 10:30 AM

ORACLE Flash Sales Summary

Pageioi2

- Hel Print Report Bave Repmart Peevioun Poge “ Top ol Page ‘Bmdlqr “ Lant Page Zooes In Zoom Out

After you make your criteria selections and a report is displayed on the screen, options
display at the bottom of the screen:

= Back - Return to the criteria selection screen for the report.
»  Print Report - Send the report to a printer.

= Save Report - Assign a name to the report so that it can be reused later with
current criteria or current data.

= Previous Page/Next Page - Go to the next lower page number or next higher page
number.

= Top of Page/Bottom of Page - Go to the beginning or end of the current page
number.

»  First Page/Last Page - Jump to page 1 or the last page number in the report.

= Zoom In/Zoom Out - Increase or decrease the on-screen magnification of the text.
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Register Open and Close

The Register Open and Close procedures explain the steps you must perform to open
and close a register.

Register Open

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 the configuration of your system.
= Standard Open - Open a register that is not configured for 24/7 processing.
»  24/7 Open - Open a register that is configured for 24/7 processing.

s Networked Cash Drawer Open - Open a register that uses a networked cash
drawer.

Standard Open

To open a register that is not configured for 24/7 trading:
1. Select Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.

Figure 25-1 Back Office Login - Employee ID

Back Office Login

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.

= Scan your finger on the fingerprint reader.
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Xstore Point of Service prompts for your new password. Continue with Step 5.

Figure 25-2 Back Office Login - Password

Back Office Login

Key your password to complete sign on.

3. Enter your password and press Enter.

The Back Office Main Menu opens.

Figure 25-3 Back Office Main Menu

Ll [
1 Associate
2  Customer
3 Employee
4  Hardware
5 Inventory
6  Reporting

7 Till

- “ -

4. Select Till.
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Figure 25-4 Till Menu Options

Till - ‘
Main Menu » Till - ‘
1 OpeniClose Options
2 Store Bank Maintenance
4 Till Maintenance
5  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.

The Open/Close Options menu opens.

Figure 25-5 Open/Close Options Menu

Open/Close Options ﬂ

Main Menu » Till » Open/Close Options

1 Change Business Date

2 Check for Updates
4 Force Close
6 Refresh Promotions

8 Store Close

- n -

7. Select Register Open.
8. Select OK.

A confirmation prompt opens.
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Figure 25-6 Open Register Prompt

Register Open ‘

Do you want to open this register?

-

» If your register has more than one cash drawer, you are prompted to select a
drawer. Continue with Step 10.

9. Select Yes.

= If your register has only one cash drawer, the count summary screen opens.
Continue with Step 11.

10. If necessary, select the drawer from a list of available cash drawers.

The count summary screen opens.

Figure 25-7 Begin Count Summary Screen

Count Summary

Cashiar 10: 100 Till Name: Test Tll1 Balanca Summary Over/Shart

Count Group Declared Amaunt System Amount

Cash £0.00 £0.00

Australian Cash 50,00 £0.00 £0.00

Canada Cash £0.00 £0.00 £0.00

Help Courd Selected | Counting
Complets

W2N4Z01E 1210 PM a

@wE  BeginCount  JehnSmith

Store_a01 401 Regsier 1

11. Count the cash tenders:

a. Select the tender to count.
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b. Select Count Selected.

A list of currency denominations opens.

Figure 25-8 Denomination Count - Cash

Denomination Count
Cashier ID: 180 Till Nome: Test Till 1

(] 0810800

L] 0.050000 s0.e0
] 0100800 000
L] 0260000 000
(] 1000000 080
L] 5000800 $0.80
L] 10.800000 so.e0
] 20000000 000
L] B0.200800 000
(] 100000000 080
L] 0500800 $0.80
n 4 annana tnan =]

Enter Counts s0.00

Galact n denomination and enter the quantity for Gash.

Count a denomination currency.

Select the denomination in the View Port.

a o

e. Enter the count of the currency denomination in the Focus Bar and press Enter.

=h

Repeat Steps c to e for each denomination.
g. Select Summary.

Xstore Point of Service returns to the tender list
h. Repeat Steps a to g for each currency.

12. Click Counting Complete when all counts are completed.

Note: Check the Over/Short column to see if your till is balanced
with the system values for each tender type.
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Figure 25-9 Verify Begin Count Prompt

Verify Begin Count

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

Cash $0.00
Australian Cash $0.00
Canada Cash $0.00

- -

»  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. Continue with Step 13.

Figure 25-10 Starting Cash Difference Prompt

Till Accountability

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

Cash

Do you want to accept the difference?

- .

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

13. Click Yes.
The register opens. Receipts for the register open may print.

14. Do one of the following:
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24/7 Open

= Click Yes to continue opening.
The register opens. Receipts for the register open may print.

s Click No to return to the count screen. Return to Step 11.

For systems using 24 /7 trading, the register open process must be performed on each
register every day. Depending upon the configuration of your system, and the time
that the register is opened, the register may open for the previous day or the next day.

To open a register that is configured for 24/7 trading;:
1. Select Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.

Figure 25-11 Back Office Login - Employee ID

Back Office Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 5.

Figure 25-12 Back Office Login - Password

Back Office Login @

Key your password to complete sign on.

3. Enter your password and press Enter.

The Back Office Main Menu opens.
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Figure 25-13 Back Office Main Menu

Main Menu
Main Menu

1 Associate
2 Customer
3 Employee
4 Hardware
5 Inventory

6 Reporting

7 Till

- “ -

4. Select Till.
Figure 25-14 Till Menu Options

Till
Main Menu » Till

1 OpeniClose Options

2 Store Bank Maintenance

4 Till Maintenance

5§  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.
The Open/Close Options menu opens.
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Figure 25-15 Open/Close Options Menu

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

§

1 Change Business Date

2 Check for Updates
4 Force Close
6 Refresh Promotions

] Store Close

- n -

7. Select Register Open.
8. Select OK.

A confirmation prompt opens.

Figure 25-16 Open Register Prompt

Register Open ‘

Do you want to open this register?

-

An insert till notification window opens.

9. C(Click Yes.

= Select OK to open the till.
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10.

11.

12.
13.

14.

15.

16.

17.

18.
19.

The cash drawer opens. Continue with Step 18.
s Click Change Float to change the float amount. Continue with Step 10.
Xstore Point of Service prompts for the reason for changing the float.
Select the reason for changing the float:
s Click the reason.

s Use the up and down arrows to highlight the correct reason then press the
Spacebar.

Select OK.

Xstore Point of Service prompts for additional comments.
Enter any additional comments.

Select OK.

Xstore Point of Service prompts for the currency to change.
Select the currency to change:

s Click the currency.

= Use the up and down arrows to highlight the correct currency then press the
Spacebar.

Select OK.

Xstore Point of Service prompts for the new float value.

Enter the new float amount and press Enter.

A confirmation prompts opens.

Click Yes to confirm the new amount.

An insert till notification window opens.

= Select OK to open the till.
The cash drawer opens. Continue with Step 18.

s Click Change Float to change the float amount. Go to Step 10.
Xstore Point of Service prompts for the reason for changing the float.

Insert the till into the cash drawer.

Close the cash drawer.

The register opens.

Networked Cash Drawer Open

In a register configured to use a networked cash drawer, opening the register is done
by opening the cash drawer.

To open a networked cash drawer:

1.

Select Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.
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Figure 25-17 Back Office Login - Employee ID

Back Office Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 4.

Figure 25-18 Back Office Login - Password

Back Office Login

Key your password to complete sign on.

3. Enter your password and press Enter.

The Back Office Main Menu opens.

Figure 25-19 Back Office Main Menu

e ]
1 Associate
2 Customer
3 Employee
4 Hardware
5 Inventory
6 Reporting

T Till

- n -

4. Select Till.
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Figure 25-20 Till Menu Options

Till - ‘
Main Menu » Till - ‘
1 OpeniClose Options
2 Store Bank Maintenance
4 Till Maintenance
5  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.

The Open/Close Options menu opens.
7. Click Cash Drawer Open.
8. Select OK.

A list of cash drawers opens.
9. Select the cash drawer to open:

»  Click the cash drawer.

= Use the up and down arrow keys to highlight the cash drawer and press the
Spacebar.

10. Select OK.
A confirmation prompt opens.
11. Click Yes.
A list of tills opens.
12. Select the till to assign to the cash drawer:
»  Click the till.
= Use the up and down arrow keys to highlight the till and press the Spacebar.
13. Select OK.
The Count Summary screen opens.
14. Count the cash tenders:
a. Click the tender to count.

b. Click Count Selected.
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15.

16.

17.

18.

19.

a o

h.

A list of currency denominations opens.

Count a currency denomination.

Click the denomination in the View Port.

Enter the count of the currency denomination in the Focus Bar and press Enter.
Repeat Steps c to e for each denomination.

Click Summary.

Xstore Point of Service returns to the tender list.

Repeat Steps a to g for each currency.

Click Counting Complete when all counts are completed.

Note: 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. Continue with Step 16.

If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference Continue with Step 17.

Click Yes.

The register opens. Receipts for the register open may print.

Do one of the following:

Click Yes to continue opening. Continue with Step 18.
The register opens. Receipts for the register open may print.

Click No to return to the count screen. Return to Step 14.

Open the till to associate with the Cash Drawer. See Open a Till for more
information.

If necessary, click Register.

The register opens. Opening receipts may print.
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Register Close

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, refer to the Oracle Retail Xstore Point of Service Manager’s Guide.

The register open process depends upon the configuration of your system:
= Standard Close - Close a register that is not configured for 24/7 processing.
m  24/7 Close - Close a register that is configured for 24 /7 processing.

s Networked Cash Drawer Close - Close a register on a system that uses a
networked cash drawer.

Standard Close

To close a register with the standard close process:

1. Click Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.

Figure 25-21 Back Office Login - Employee ID

Back Office Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 4.

Figure 25-22 Back Office Login - Password

Back Office Login @

Key your password to complete sign on.

3. Enter your password and press Enter.

25-14 Oracle Retail Xstore Point of Service User Guide



Register Close

The Back Office Main Menu opens.

Figure 25-23 Back Office Main Menu

e ]
1 Associate
2 Customer
3 Employee
4 Hardware
5 Inventory
6 Reporting

T Till

- n -

4. Select Till.

Figure 25-24 Till Menu Options

Till - ‘
Main Menu » Till - ‘
1 OpeniClose Options
2 Store Bank Maintenance
4 Till Maintenance
5  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.
The Open/Close Options menu opens.
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Figure 25-25 Open/Close Options
OpeniClose Options "“
h"hF:n Menu » Till >p0penl'cbse Options - ‘

1 Change Business Date

2 Check for Updates

4 Force Close
5 Print Till Summary Receipt

6 Refresh Promotions

T Register Close

] Store Close

“-

7. Select Register Close.
8. Select OK.

A confirmation prompt opens.

Figure 25-26 Close Register Prompt

Register Close

Do you want to close this register?

-

The cash drawer opens and Xstore Point of Service displays the Close Count
Summary screen. Each count group (tender type) is counted individually.

9. Select Yes.
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Figure 25-27 Close Count Summary Screen

Count Summary
Casbace I0: 100 Till Harne: Test Tl 1 Balance Summary Over/Short

Count Group Declared Amount System Amount OverfShort
Cradit Card £0.00 £0.00 £0.00
Issue Store Credit $1,050.39 ($1,050.38) $2.100.78
Miscallanacus £0.00 £0.00 £0.00
Store Credit $0.00 $86.39 ($86.38)
UE Travelar Chack £0.00 £0.00 £0.00
Gift Card $0.00 $86.39 ($86.38)
Cash $0.00 $008.66 (S008.86)
Swaden Cash $0.00 $150.00 ($150.00)
Maxice Cash £0.00 £0.00 £0.00 |
-
Help ) | v

102EZOIT 950 AW [ 1]

Hiore_401 401

10. Count the cash tenders:

11.

12,

a o

h.

Click the tender to count.

Click Count Selected.

A list of currency denominations opens.

Count a currency denomination.

Click the denomination in the View Port.

Enter the count of the currency denomination in the Focus Bar and press Enter.
Repeat Steps ¢ to e for each denomination.

Click Summary.

Xstore Point of Service returns to the tender list.

Repeat Steps a to g for each currency.

If necessary, count the credit card tender:

a.

b.

Click to select Credit Card.

Click Count Selected.

Xstore Point of Service prompts for the credit card tender count.
Enter the number of credit card tender counts and press Enter.

Xstore Point of Service prompts for the amount of credit card tenders.
Enter the total amount of all credit card tenders and press Enter.
Click Summary.

Xstore Point of Service returns to the tender list.

If necessary, count the check tender:

a.

b.

Click to select Check.
Click Count Selected.

Xstore Point of Service prompts for a check serial number.
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c. Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.

d. Enter the amount of the check and press Enter.

e. Repeat Steps c to d for each check.

f. Click Summary.
Xstore Point of Service returns to the tender list.

13. If necessary, count the other tenders:

a. Click to select the tender.

b. Click Count Selected.

c. Follow the prompts to count the tender.

d. Click Summary.
Xstore Point of Service returns to the tender list.

e. Repeat Steps a to d for each currency.

14. Click Counting Complete when all counts are completed.

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

»  If the cash amount matches, the system prompts to confirm the amount for all
cash currencies you entered and closes the register after you acknowledge the
system amount. Continue with Step 15.

Figure 25-28 Tenders Out of Balance Prompt

The following tenders or tender types are out of balance:
Issue Store Credit, Store Credit, Gift Card, Cash,
Sweden Cash, British Pound, Australian Cash, Canada
Cash, Mall Certificate, House Account

Do you want to accept the difference?

-

»  If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference. Continue with Step 16.
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24/7 Close

15.

16.

17.

18.
19.

Click Yes.

Continue with Step 17.

Do one of the following:

s Click Yes to continue the close process. Continue with Step 17.
The register closes. Receipts for the register close may print.

»  Click No to return to the count screen. Perform Steps 10, 11, 12, or 13 as
necessary.

If necessary, select the deposit amount:
s Click Accept Deposit to accept the suggested amount.

The register closes. Close receipts may print. Continue with Step 19.
s Click Change Deposit to enter a new deposit amount.

Xstore Point of Service prompts for a new deposit amount. Continue with
Step 18.

s Click Deposit Calculator to calculate a new deposit amount.

Xstore Point of Service displays a denomination count screen that can be used
as a calculator (see Step 10). Enter the count for each denomination. A running
total at the bottom of the screen is updated as you count the cash amount to be
deposited.

Enter the new deposit amount and press Enter.
Close the cash drawer.

The close is complete.

The register close process must be performed on each opened register for it to be rolled
over into the next day.

Note: Near the end of a day, warning messages will appear on
registers that remain open close to and after the required close time. If
a register continues to stay open past the required close time, the
register will eventually prevent the user from opening any more
transactions until the register is closed and reopened for the next day.

To close a register configured for 24/7 trading:

1.

Click Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.
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Figure 25-29 Back Office Login - Employee ID

Back Office Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 4.

Figure 25-30 Back Office Login - Password

Back Office Login

Key your password to complete sign on.

3. Enter your password and press Enter.

The Back Office Main Menu opens.

Figure 25-31 Back Office Main Menu

e ]
1 Associate
2 Customer
3 Employee
4 Hardware
5 Inventory
6 Reporting

T Till

- n -

4. Select Till.
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Figure 25-32 Till Menu Options
Th"hililn Menu » Till i1 ‘

1 OpeniClose Options

2 Store Bank Maintenance
4 Till Maintenance
5  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.

The Open/Close Options menu opens.

Figure 25-33 Open/Close Options
Open/Close Options "1
Main Menu » Till » OpeniClose Options - ‘

1 Change Business Date

2 Check for Updates

4 Force Close
5 Print Till Summary Receipt

6 Refresh Promotions

7 Register Close

8 Store Close

“-

7. Select Register Close.
8. Select OK.

A confirmation prompt opens.
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Figure 25-34 Close Register Prompt

Register Close

Do you want to close this register?

-

9. Select Yes.
The cash drawer opens.

10. Perform the instructions on the screen. Depending upon the configuration of your
system, you may be prompted to do one of the following:

= Remove all non-cash tenders from the till.
= Remove the till.
11. Close the cash drawer.
Register close receipts may print.
You may be prompted whether to open the register.
12. If necessary, indicate whether to open the register:
»  Click Yes to open the register. See 24/7 Open for the open procedure.
»  Click No to keep the register closed.

Networked Cash Drawer Close

25-22

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

You must remove the till before closing the cash drawer. See Remove a Till from a
Register for more information.

To close a register with a networked cash drawer:

1. Click Back Office in the Register Login screen.

Note: Touchscreen users can tap the red register status to begin the
register open process.
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Figure 25-35 Back Office Login - Employee ID

Back Office Login @

Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

Xstore Point of Service prompts for your new password. Continue with Step 4.

Figure 25-36 Back Office Login - Password

Back Office Login

Key your password to complete sign on.

3. Enter your password and press Enter.

The Back Office Main Menu opens.

Figure 25-37 Back Office Main Menu

e ]
1 Associate
2 Customer
3 Employee
4 Hardware
5 Inventory
6 Reporting

T Till

- n -

4. Select Till.
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Figure 25-38 Till Menu Options

Till - ‘
Main Menu » Till - ‘
1 OpeniClose Options
2 Store Bank Maintenance
4 Till Maintenance
5  Till Options

- “ -

5. Select Open/Close Options.
6. Select OK.

The Open/Close Options menu opens.
7. Click Cash Drawer Close.
8. Select OK.

A list of cash drawers opens.
9. Select the cash drawer to close:

»  Click the cash drawer.

= Use the up and down arrows to highlight the cash drawer, then press the
Spacebar.

10. Select OK.
A confirmation prompt opens.
11. Click Yes.

The physical cash drawer opens and Xstore Point of Service displays the Close
Count Summary screen. Each count group (tender type) is counted individually.

12. Count the cash tenders:
a. Click the cash tender to count.
b. Click Count Selected.
A list of currency denominations opens.
c. Count a currency denomination.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.
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13.

14.

15.

h.

Repeat Steps c to e for each denomination.
Click Summary.
Xstore Point of Service returns to the tender list.

Repeat Steps a to g for each currency.

If necessary, count the credit card tender:

a.

b.

Click to select Credit Card.

Click Count Selected.

Xstore Point of Service prompts for the credit card tender count.
Enter the number of credit card tender counts and press Enter.
Xstore Point of Service prompts for the amount of credit card tenders.
Enter the total of all credit card tenders and press Enter.

Click Summary.

Xstore Point of Service returns to the tender list.

If necessary, count the check tender:

a.

b.

Click to select Check.

Click Count Selected.

Xstore Point of Service prompts for a check serial number.
Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
Enter the amount of the check and press Enter.

Repeat Steps c to d for each check.

Click Summary.

Xstore Point of Service returns to the tender list.

If necessary, count the other tenders:

a.
b.

o

e

e.

Click to select the tender.

Click Count Selected.

Follow the prompts to count the tender.

Click Summary.

Xstore Point of Service returns to the tender list.

Repeat Steps a to d for each currency.

16. Click Counting Complete when all counts are completed.

Note: 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 closes the register after you
acknowledge the system amount. Continue with Step 17.
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s If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference Continue with Step 18.

17. Click Yes.
The register closes. Receipts for the register close may print.
18. Do one of the following;:
s Click Yes to continue the close process. Continue with Step 19.
The register closes. Receipts for the register close may print.

»  Click No to return to the count screen. Perform Steps 12, 13, 14, or 15 as
necessary.

19. Close the physical cash drawer.

The close is complete.
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Self Checkout Register

To avoid queues at a manned Xstore POS, Xstore has a Self-Checkout (SCO) mode. In
this mode, it will enable customers to use Xstore to scan their own items and pay for
the sale.

It uses exactly the same hardware as standard Xstore manned register mode, and this
helps reduce costs, since self-checkout registers are far more expensive.

It uses exactly the same Xstore software, but operating with a simplified Ul, a reduced
set of functions and some SCO specific configurations.

Because of this, each Xstore register can now operate essentially in one of three modes:
= As afixed traditional manned register only
= As a fixed Self-Checkout register only

s Or as a dual mode manned or SCO register, that can be easily switched between
modes:

This can be achieved by allowing the register screen to swivel from cashier facing
to customer facing. This allows the sharing of scanners, receipt printers and
payment terminals.

These registers allow:

= Self-scanning of items by customers

= Non-barcoded items to be added to the sale via picture buttons
»  Manual keying of barcodes and SKUs

= Coupon scanning

» Loyalty card scanning

= Payment by debit, credit and gift card only

= Receipt printing

= Prompt for the "Number of carrier bags used"
This section describes the following topics:

= Basic Sale

= Alternate Methods to Add Items

s Supervisor Access Functions

s Other SCO Functionality
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Basic Sale

The process of a sale on the SCO is in two parts - the customer needs to scan their
items, and secondly to pay by card. Loyalty or customer ID capture associates the
transaction with a customer. Depending on configuration, the number of carrier bags
used may be prompted for.

To perform a self check out:

1. Select the Start button.

Figure 26-1 SCO Start Button

Xstore Self Checkout. Press Start to begin.

Request
Assistance

2. [Ifyour store has a loyalty program, the customer can scan their loyalty or
customer card.

Supervisor
Access

After scanning the loyalty or customer card, the customer’s name is displayed.

If no loyalty or customer card is available, select Skip to continue to scan the
items.

3. Scan items (or add items via another method - see Alternate Methods to Add
[tems).

Figure 26-2 SCO Scan Items Prompt

TIE WAIST SHIRT DRESS )
Scan the bamode D7 1% BrOCLE 10 be purchased.

Salact acdtonal bnctans o the optors avadabis

Scan Item or UPC

Tax$15.01 Total $202.51

l e
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4. Scan any Bounceback coupons. The discount is recorded and the Item Panel
displays the updated transaction amount.

5. Select Finish & Pay.
If prompted, enter the number of bags used on the keypad.

The payment terminal (PED) displays the transaction amount and instructs the
customer to insert their payment card and enter a PIN or tap their payment card.

6. Confirm the card payment on the payment terminal (PED).

A customer sale receipt can be requested and the customer is prompted to take their
receipt.

The transaction is cleared from the screen and is ready for the next transaction.

At any time in the transaction help is needed, select Request Assistance and wait for a
supervisor. A sound is made by the register requesting assistance.

Figure 26-3 SCO Supervisor Alerted

Supervisor Alerted

Supervisor alerted,
Please wait for assistance

If a customer payment card is declined for any reason, such as invalid PIN, card
expired, insufficient funds on card, and so on, the following options are available:

s Try Another Card
s Request Assistance

s Back to Basket
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Alternate Methods to Add ltems

Lookup Item

If items cannot be scanned in because there is no barcode on the item, or the barcode is
damaged, the identification of the item can be added by an alternative methods:

= Lookup Item
= Manual Entry of Barcodes
= Manual Entry of SKU Numbers

Once the item has been added, continue the sale (see Step 3 above), or complete the
sale by selecting Finish & Pay. See Step 5 above.

To find items that do not have a barcode, such as bakery items, for example, croissants,
or self service hot drinks:

1. Select the Lookup Items tab. The Quick Items panel displays the configured item
images.

2. Locate and select the required item image. When the item image is selected, the
item is added to the basket.

Manual Entry of Barcodes

To manually enter the barcode number:

1. Select the Keypad tab.

2. Manually key in the barcode by entering the barcode number using the keypad.
3. Select Enter.

Manual Entry of SKU Numbers

To manually enter the SKU number:

1. Select the Keypad tab.

2. Manually enter the SKU number using the keypad.
3. Select Enter.
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Supervisor Access Functions

Occasionally a customer issue needs resolving at the register during a sale. This may
be in order to verify the sale of age restricted items, to cancel an item or sale, or to
suspend a sale.

The supervisor access function is also required when reprinting a receipt, locking the
SCO register, restarting the SCO register, and switching to a standard register.

The following section describes the functions and options available with supervisor
access:

= Supervisor Login

= Supervisor Access Menu
= Age Restricted Items

= Cancel Items

= Unrecognized Items

= Cancel Sale

= Suspend Sale

= Reprint Receipt

s Close (Lock) SCO

= Switch SCO to Standard Register
= Restart (Reboot) Register

Supervisor Login

To gain access to the supervisor functions, login is required.

Figure 26-4 SCO Supervisor Login

Enter employee ID and password for override.

Employse 1D |

1. Enter your Employee ID.
2. Enter your Password.
3. Select Process.

The Manage SCO Register menu is displayed.
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Supervisor Access Menu

The options displayed on the Supervisor Access menu, when logging on, depends on
whether the SCO is already in the middle of a transaction.

When the SCO is in sale mode, the following Supervisor Access menu options are
available:

= Cancel Item From Sale
= Barcode Not Found - Enter Item Manually
= Cancel Sale

= Suspend Sale

Figure 26-5 SCO Manage SCO Register

Mapage SCO Register

2 Close ook SCO

B
]
E
:
i

Age Restricted ltems

Certain items, such as alcohol, medicines, glues and solvents, and so on, that are age
restricted cannot be purchased until the age of the customer is verified by a supervisor.
When an age restricted item is scanned, a warning message is displayed and the
supervisor alerted. The supervisor must log in to verify the date of birth of the
customer.

1. Login as a supervisor. See Supervisor Login.

2. A message relating to the age restriction is displayed. If Yes is selected, the item is
added to the basket.

Further age restricted items that require same age or less, are automatically added
to the basket.

If No is selected, the item is not added to the basket.
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Maximum Quantity ltems

Certain items such as medicines are restricted in the quantity permitted to be sold.
When a customer tries to exceed the maximum quantity for an item, the supervisor is
alerted. The supervisor must log in to clear the message before the customer can
continue with the sale without the additional items.

Unrecognized ltems

Cancel ltems

Cancel Sale

Suspend Sale

If Xstore detects that the barcode scanned is invalid and does not exist, it displays an
error message that the item cannot be found and alerts a supervisor. A supervisor may
be able to add the item details (name and price) manually, or cancel the item.

An item may need to be canceled (voided) from a sale in cases of accidental double
scanning or change of mind after scanning the item.

To cancel an item:
1. Log in as a supervisor. See Supervisor Login.

2, Xstore displays the In Sale menu. Swipe the item left to right to remove the item
from the basket.

3. Enter a reason code if prompted.

The basket total is updated to reflect the canceled item.Xstore removes the item
from the sale and item line display.

4. When done, select Back to return to the SCO sale.

The SCO sale may need to be canceled if a customer abandons a sale and walks away
from the store, or if they wish to purchase items that can only be purchased on a
standard register and therefore wish to cancel the SCO sale and start again on a
standard manned register.

To cancel a sale:
1. Log in as a supervisor. See Supervisor Login.
2. Xstore displays the In Sale menu. Select Cancel Sale.

Xstore clears the transaction and returns to the main SCO start screen.

A sale on the SCO register may be suspended and picked up on a manned register
when a customer, for example, cannot pay at the SCO or specific items cannot be
checked out on the SCO. This may occur when a customer does not have a card, or
money on the account, or if additional items, which are not available in SCO mode,
(such as cigarettes, gift cards and so on), are to be included in the transaction.

To suspend a sale:
1. Log in as a supervisor. See Supervisor Login.
2. Xstore displays the In Sale menu. Select Suspend Sale.

Xstore clears the transaction and returns to the main SCO start screen. The
suspended sale can be resumed and completed on a standard Xstore register.
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Other SCO Functionality

When not in a transaction, the register in SCO mode can be used to:
= Reprint Receipt

s Close (Lock) SCO

= Open (Unlock) SCO

= Switch SCO to Standard Register

= Restart (Reboot) Register

Reprint Receipt

The receipt for the last sale only can be printed again in cases where the receipt failed
to print correctly the first time. If a receipt needs reprinting for SCO sales prior to the
last SCO sale, then the customer will need to go to a manned register, and the cashier
will use the Reprint Receipt option in the Electronic Journal. Refer to the Oracle Retail
Xstore Manager’s Guide for more details.

To reprint the last receipt:

1. Login as a supervisor. See Supervisor Login.

2. Xstore displays the Manage SCO Register menu. Select Reprint Receipt.
Xstore prints the receipt for the last SCO transaction on that register.

3. Select OK to clear the message prompt that the receipt has printed and to return to
the Manage SCO menu.

4. Select Back to return to the main SCO start screen.

Figure 26-6 SCO Receipt Reprint

Receipt Reprint

Do you want to reprint the
receipts associated with the
transaction?

“
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Close (Lock) SCO

A SCO register can be closed (locked) so that it is not available for customers to use.
This may be due to the self checkout lane not being ready for customers due to
requiring cleaning or no bags available, issues with the SCO printer or payment
terminal, or the store just wants customers to use manned Xstore registers for a period
of time. The register cannot be locked when in a SCO sale.

To close the SCO register:

1.

Log in as a supervisor. See Supervisor Login.

2. Xstore displays the Manage SCO Register menu. Select Close (Lock) SCO.
Xstore locks the register and displays the Register Locked screen.
Open (Unlock) SCO
A SCO register must be opened by a cashier so that it is available for customers to use.
To open the SCO register:
1. Enter Employee ID.
2. Enter Employee Password.

Switch SCO to Standard Register

The Xstore POS register can be swapped between SCO mode POS and standard
manned POS.

To switch SCO to standard register mode:

1.

a k& ® N

Select Alt-tab on the Keypad to switch windows and open Xenvironment on the
register.

Select Support (F2) on Xenvironment.
Select Stop SCO.
Enter User ID.

Enter Password.

Restart (Reboot) Register

To restart SCO register mode:

1.

a k& ® N

Select Alt-tab on the Keypad to switch windows and open Xenvironment on the
register.

Select Support (F2) on Xenvironment.
Select Reboot SCO.
Enter User ID.

Enter Password.
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Store Open

Store Open and Close

When a store is physically opened at the start of the day, Xstore Point of Service may
also perform a store open process to get ready for the day. The store must be opened to
allow registers to be opened and to allow business transactions in the system.

When the store is physically closed at the end of business hours, Xstore Point of
Service may also run a store close to prevent the operation of certain business
functions. From an application perspective, the store close process clears daily data,
accepts downloads from corporate headquarters, purges old data, runs reports, and
prepares your store to open for a new day.

All cash registers must be closed before the store close process can be run. See
Chapter 25, Register Open and Close for the register close process.

Figure 27-1 Open Registers

Register Status
These registers are still open and must be closed before the store is closed.

401 2

OPEN

401 3 OPEN

The store close is divided into a number of separate processes. If the system must be
restarted, any completed process, any process that ended with errors, or any process
that was skipped is not re-processed.

The store is opened to allow business transactions in the system. The store must be
opened using the Back Office Store Open process. Once the store is open, you cannot
ring sales until the register is opened and a till is counted for the register.

Note: Store open and store close activities are controlled by user
security. You must have the proper security privileges to open and
close the store. Refer to the Oracle Retail Xstore Point of Service
Manager’s Guide for detailed information about opening and closing
the store.
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Store Close

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. See Chapter 14, Order Transactions Through Order Broker Cloud
Service for more information about processing orders.

When the store is open, the Store indicator on the status bar is green indicating that the
store is open.

Figure 27-2 Status Bar: Store Open - Register Closed

When both the store and the register are open, the Store and Register indicators on the
status bar are green.

Figure 27-3 Status Bar: Store Open - Register Open
R et I T T w v QD

To close a store:
= All registers must be closed.
= Depending upon the configuration of your system, all tills must be reconciled.

= Depending upon the configuration of your system, all retail periods must be
ended. See End Retail Period for more information.

Note: Store open and store close activities are controlled by user
security. You must have the proper security privileges to open and
close the store. Refer to the Oracle Retail Xstore Point of Service
Manager’s Guide for detailed information about opening and closing
the store.

During the store close process, the system automatically finds and lists any suspended
transactions that were not resumed during the day. The associate performing the store
close can either cancel the store close process at this point, or allow Xstore Point of

Service to automatically cancel all listed transactions and continue with the store close.
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Figure 27-4 Suspended Transactions

Suspended Transactions

The following transactions are suspended and will be cancelled.

o o e o |
214 1 2:33 PM 100

215 1 2:33PM 100

216 1 2:33 PM 100

94 2 3:22PM 100

a7 1 9:44 AM 100 Greyly Campbell

136 1 11:32 AM 100 Greyly Campbell

173 1 2:58 PM 100 Greyly Campbell _I
-

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
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.

When the store is closed, the Store Indicator may be yellow or red, depending upon
your system configuration, and the Register Indicator is red. An exception may occur
if the register is being closed remotely. In that case, the Register Indicator is yellow
while the processes are occurring, but it becomes red when it is completely closed.

Figure 27-5 Register Login Screen - Store Closed

Back Office Login

Scan or key your smployes 1D to sign on.

Help. Clock IvOut | View Schedule | Change Receip Balance Enter Tmining Fired e . Flash Sales.
& Time Pasywons Fprint Iy Mok
Options
1} -} -} 1}

E=g  BackOffice Login Stare_401 401 Regater 1 10252017

soam QD
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Note: Depending upon your system configuration and store policy,
you may have access to some register functions while the store is
closed. For example, you may be able to clock in and out, and view
your timecard and schedule information.

You cannot log in to the register until the store is opened. If you try to log in before
opening the store, the system prompts you that you cannot continue until the store is
opened.

Figure 27-6 Store Closed Message

Store Closed

You cannot access the register while the store is closed.

Select OK to acknowledge the message and return to the Register Login screen.

End Retail Period

Depending upon the configuration of your system, you may need to end the retail
periods on your system. To end a retail period:

1. Log into the Back Office.
2. Select Open/Close Options.
3. Select End Retail Period.

»  If there are unreconciled retail periods outstanding, an End Retail Period
window opens, displaying a list of unreconciled retail periods. Continue with
Step 4.

»  If all retail periods have been reconciled, a notification window opens
indicating that all retail periods have been closed. Continue with Step 16.

4. Select the retail period to close:

= Select the retail period.
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Store Close

= Use the up and down arrow keys to highlight the retail period, then press the
Spacebar.

5. Select OK.

A confirmation prompt opens asking whether the close the retail period.
6. Select Yes.
7. Count the cash tenders:

a. Click the cash tender to count.

b. Click Count Selected.

A list of currency denominations opens.
c. Count a currency denomination.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.
g. Click Summary.
Xstore Point of Service returns to the tender list.
h. Repeat Steps a to g for each currency.
8. If necessary, count the credit card tender:
a. Click to select Credit Card.
b. Click Count Selected.
Xstore Point of Service prompts for the credit card tender count.
c. Enter the number of credit card tender counts and press Enter.
Xstore Point of Service prompts for the amount of credit card tenders.
d. Enter the total amount of all credit card tenders and press Enter.
e. Click Summary.
Xstore Point of Service returns to the tender list.
9. If necessary, count the check tender:
a. Click to select Check.
b. Click Count Selected.
Xstore Point of Service prompts for a check serial number.
c. Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
d. Enter the amount of the check and press Enter.
e. Repeat Steps c to d for each check.
f. Click Summary.
Xstore Point of Service returns to the tender list.
10. If necessary, count the other tenders:

a. Click to select the tender.
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Store Close

b. Click Count Selected.
c. Follow the prompts to count the tender.
d. Click Summary.
Xstore Point of Service returns to the tender list.
e. Repeat Steps a to d for each currency.

11. Click Counting Complete when all counts are completed.

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

»  If the cash amount matches, the system prompts to confirm the amount for all
cash currencies you entered. Continue with Step 12.

»  If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference Continue with Step 13.

12. Click Yes.
Xstore Point of Service prompts for the deposit amount. Continue with Step 14.
13. Do one of the following;:
= Click Yes to continue the close process. Continue with Step 14.
The register closes. Receipts for the register close may print.
s Click No to return to the count screen. Perform Steps 7, 8, 9, or 10 as necessary.
14. If necessary, select the deposit amount:
»  Click Accept Deposit to accept the suggested amount.
A notification window opens. Continue with Step 16.
s Click Change Deposit to enter a new deposit amount.

Xstore Point of Service prompts for a new deposit amount. Continue with
Step 15.

»  Click Deposit Calculator to calculate a new deposit amount.

Xstore Point of Service displays a denomination count screen that can be used
as a calculator (see Step 7). Enter the count for each denomination. A running
total at the bottom of the screen is updated as you count the cash amount to be
deposited.

15. Enter the new deposit amount and press Enter.
16. Click OK.
The retail period ends.
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Manage Till Options

Till options and maintenance functions are primarily related to the movement of
money into and out of a till (a cash drawer). Till options include Paid In and Paid Out,
No Sale, Post Void, Foreign Currency Maint., Tender Exchange, and Change Float.
Several other till maintenance options deal with the control and auditing of funds in
the till. They include Cash Pickup, Cash Transfer, Till Audit, and Mid-Day Deposit.
Finally, the Lock Register option provides physical security for the till.

Note: Because Xstore Point of Service is highly configurable, menu
options in this guide are not identified by a function key number (F2,
F3, and so on.). Instead, the name on the button is used throughout
the procedures and processes. Many Till Options are controlled by
user security and may not be available to all associates.

Open the Till Options Menu
The Till Options menu can be opened from two locations in Xstore Point of Service:
= Register Login Screen

= Register Sale Screen

Register Login Screen
To open the Till Options menu from the Register Login Screen:

1. Click Till in the Register Login screen.

Figure 28-1 Register Login

Register Login
Scan or key your employee ID to sign on.

2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.

The Manage Tills menu opens. Continue with Step 4.
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Open the Till Maintenance Menu

3. Enter your password and press Enter.

The Back Office Main Menu opens.

Figure 28-2 Till Main Menu

Select an option from the menu.

Till Options Till Maint. Store Bank Lock Register
Maint.
=] i) o)

4. Click Till Options.

The Till Options menu opens.

Figure 28-3 Till Options Menu Buttons

Change Float Foreign Post Void Tender
Currency Maint. Exchange

Register Sale Screen

To open the Till Options menu from the Register Sale screen:
1. Click Register Options in the Register Sale screen.
2. Click Till Options.

The Till Options menu opens.

Open the Till Maintenance Menu
To open the Till Options menu from the Register Login Screen:
1. Click Till in the Register Login screen.
2. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 3.
= Scan your finger on the fingerprint reader.
The Till menu opens. Continue with Step 4.
3. Enter your password and press Enter.
The Back Office Main Menu opens (Figure 28-2).
4. Click Till Maint.

The Till Maintenance menu opens.

Figure 28-4 Till Maintenance Menu Buttons
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Paid In and Paid Out Transactions

Paid In and Paid Out Transactions

A paid in transaction allows you to move funds into a till from non-sale sources. A
paid out transaction moves funds out of a till for non-refund purposes. The system’s
configuration controls which associates are allowed to move funds in or out of the till.
It also specifies the list of valid reasons that an associate can select when performing a
paid in or paid out transaction. In addition, the system’s configuration controls
whether or not receipts are produced by these two transaction types.

Paid Out

To perform a paid-out transaction:
1. Open the Till Options Menu.
2. Click Paid Out.
= If you are prompted to scan a cash drawer, continue with Step 3.

= If you are prompted to select a reason for the paid out, continue with Step 4.

w

If necessary, scan the cash drawer to use for the paid out transaction.
A reason code selection window opens.

4. Select the reason for the paid out transaction:

Figure 28-5 Paid Out Reason Codes

Paid Out
Select a reason for performing a paid out.

Contractor Services

Store Incentives
Postage

Delivery

- -

m Click the reason.

s Use the up and down arrows to highlight the reason, the press the Spacebar.

5. Click OK.
= If you are prompted to enter more information, continue with Step 6.
s If you are prompted for the amount of the paid out, continue with Step 8.
6. Enter more information about the reason for the paid out transaction.
7. Click OK.
8. Enter the amount of the paid out, then press Enter.
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Paid In and Paid Out Transactions

Note: If you exceed your store’s maximum amount allowed for a
paid out transactions a notification window opens. Click OK to close
the prompt and reenter a new paid out amount.

The cash drawer opens.

9. Remove the entered amount of the paid out from the cash drawer, then close the
cash drawer.

The paid out transaction is complete.

Paid In

To perform a paid-in transaction:
1. Open the Till Options Menu.
2. (Click Paid In.
» Ifyou are prompted to scan a cash drawer, continue with Step 3.

s Ifyou are prompted for a tracking number for the paid in, continue with
Step 4.

3. If necessary, scan the cash drawer to use for the paid in transaction.

Xstore Point of Service prompts for a paid in tracking number.

Figure 28-6 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. Do one of the following:

= Enter a tracking number for a previous paid-out transaction from which you
are returning funds:

— Scan the paid-out transaction receipt barcode and press Enter.
- Enter tracking number for the paid-out transaction and press Enter.
= Press Enter to skip entering a tracking number.
A reason code selection window opens.
5. Select the reason for the paid in transaction:
s Click the reason.
s Use the up and down arrows to highlight the reason, the press the Spacebar.
6. Click OK.
= If you are prompted to enter more information, continue with Step 6.
» Ifyou are prompted for the amount of the paid in, continue with Step 8.
7. Enter more information about the reason for the paid in transaction.

8. Click OK.
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Tender Exchange

9. Enter the amount of the paid in, then press Enter.
The cash drawer opens.
10. Put the paid-in money in the cash drawer, then close the cash drawer.

The paid in transaction is complete.

Tender Exchange

The Tender Exchange function permits an associate to exchange one form of tender for
another. The types of tender that may be exchanged and the threshold exchange
amounts are determined by your store policy.

To perform a Tender Exchange:
1. Open the Till Options Menu.
2. Click Tender Exchange.

A Tender Exchange Incoming Tender window opens.

Figure 28-7 Tender Exchange Incoming Tender

Tender Exchange Incoming Tender
Tender Exchange Incoming Tender

-

ii

2 Check

3  Gift Card

M

5  Mall Certificate

™ B

1]

3 “ -

3. Select the incoming tender type from the tender exchange list:

m Click the tender.

= Use the up and down arrow keys to highlight the correct tender, then press the
Spacebar.

4. Click OK.

5. If a check tender was selected in Step 3, enter information about the check:
a. Enter the check MICR number, then press Enter.
b. Enter the check number, then press Enter.

c. Enter the state or province that issued the ID being used to verify the
customer’s identity, then press Enter.

d. Enter the ID number, then press Enter.
e. Enter the birthdate on the ID, then press Enter.
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Tender Exchange

6. Enter the amount of the incoming tender.

7. If necessary, select whether to add another incoming tender to the exchange:
s Click Yes to add another tender. Return to Step 3.
s Click No to continue with the current tenders.

A Tender Exchange Outgoing Tender window opens. Continue with Step 8.
Figure 28-8 Tender Exchange Outgoing Tender

Tender Exchange Outgoing Tender
Tender Exchange Outgoing Tender

a|

Cash

i

2 IssueStore Credit

0 e+ B o+ 0 ®

: - -

8. Select the outgoing tender:

m Click the tender.

= Use the up and down arrow keys to highlight the correct tender, then press the
Spacebar.

9. Click OK.

Xstore Point of Service prompts for the amount of the outgoing tender.

Note: The default value is equal to the maximum amount that can be
redeemed in the selected tender.

10. If necessary, change the amount to return to the customer.
11. Press Enter.
12. If necessary, scan the cash drawer with which to perform the tender exchange.

»  If the entered outgoing amount was less than the maximum, a Tender
Exchange Outgoing Tender window opens. Return to Step 8.

»  If the outgoing amount was the maximum amount, Xstore Point of Service
prompts whether the tender exchange is complete. Continue with Step 13.

13. Indicate whether the tender exchange is complete:
»  Click Yes to complete the transaction.

Receipts will print.
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Change Float

s Click No and a Tender Exchange Incoming Tender window opens. Return to
Step 3.

Change Float

The Float is the total value of cash counted and removed from the till, but not included
in the bank deposit. This cash remains in circulation to be used the next time the till is
opened. This option can be used whenever you need to change the amount withheld
from the bank deposit, and can be adjusted per till. For example, you may want to
change the float amount during the holiday shopping season to plan for increased sale
activity.

To change the float:
1. Open the Till Options Menu.
2. Click Change Float.

Figure 28-9 Change Float Reason Code List

Change Float
Select a reason code from the list.

Reasons

Holiday Adjustment

Register Down 1

- -

3. Select the reason for changing the float:

»  Click the reason.

= Use the up and down arrows to highlight the reason, the press the Spacebar.
4. Click OK.

= If you are prompted to enter more information, continue with Step 5.

= If you are prompted for the amount of the float change, continue with Step 7.
5. Enter more information about the reason for the float change transaction.
6. Click OK.
7. If you are prompted for a currency, select the currency:

»  Click the currency.

= Use the up and down arrows to highlight the currency, the press the Spacebar.
8. Click OK.

Xstore Point of Service prompts for the tills.
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Change Float

Figure 28-10 Change Float Till Selection

Change Float
Select tills to change for Cash.

1 TILLY $100.00
2 TiLL2 $100.00
3 TILL3 $100.00
4 TiLL4 $100.00
5 TILLS $100.00
6 TILLE $100.00

9. Select the tills:
n  Click the tills.

= Use the up and down arrows to highlight the tills, the press the Spacebar.
10. Click OK.

Xstore Point of Service prompts for the new float amount for the selected tills.

Figure 28-11 Change Float Amount

Change Float Amount @
Enter the new float amount for Cash.

11. Enter the new float amount, then press Enter.

A confirmation prompt opens.
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Cash Pickup

Figure 28-12 Change Float New Amount

Change Float

Save $100.00 as the new float amount for the selected
tills?

-

12. Click Yes.

The float is changed and the change float process completes.

Cash Pickup

Cash Pickup is a till feature that allows an associate to take cash from a till so that the
amount does not exceed a specified threshold amount. The system may be configured
to prompt for an associate to make a cash pickup when the amount in the till is greater
than the threshold amount.

Note: Your system’s configuration may specify the maximum
amount that should be kept in a till.

If that amount is exceeded after completing the tendering process for a
transaction, the system may display a prompt indicating that a cash
pickup should be made.

However, you do not have to wait for this prompt to make a cash
pickup.

After you have assigned a customer to a transaction or added items to
a sale, you cannot perform a cash pickup.

To perform a cash pickup:
1. Open the Till Maintenance Menu.
2. Click Cash Pickup.
= If you are prompted to scan a cash drawer, continue with Step 3.
= If you are prompted for a currency, continue with Step 4.
= If you are prompted for the amount of the cash pickup, continue with Step 6.
3. Scan the cash drawer.

= If you are prompted for a currency, continue with Step 4.
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Cash Pickup

s Ifyou are prompted for the amount of the cash pickup, continue with Step 6.

Figure 28-13 Cash Pickup Currency List

Cash Pickup
Select currency to pickup.

Currency

Australian Cash

Canada Cash

4. Select the currency:

s Click the currency.

s Use the up and down arrows to highlight the currency, then press the
Spacebar.

5. Click OK.

6. Enter the amount of the cash pickup then press Enter.

Figure 28-14 Cash Pickup Amount

Cash Pickup
Cash: Enter the amount to pick up from the current till.

Note: Your system’s configuration may specify the minimum
amount that should be kept in a till. If you try to remove an amount
that results in the till amount going below this level, the system
displays a prompt indicating the amount that must remain in the till
after a pickup. Click OK to return to the Cash Pickup amount prompt.

Your system may be configured to count the Cash Pickup currency.

The cash drawer opens.
7. Remove the entered amount from the cash drawer.
8. Close the cash drawer.

The cash pickup is complete.
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Cash Transfer (From Store Bank To Till)

Cash Transfer (From Store Bank To Till)

To perform a Cash Transfer from the store bank to a till:
1. Open the Till Maintenance Menu.
2. Click Cash Transfer.
= If you are prompted to scan a cash drawer, continue with Step 3.
= If you are prompted for a currency, continue with Step 4.
= If you are prompted for the amount of the cash transfer, continue with Step 6.
3. Scan the cash drawer.
= If you are prompted for a currency, continue with Step 4.

= If you are prompted for the amount of the cash transfer, continue with Step 6.

Figure 28-15 Cash Transfer Currency List

Cash Transfer
Select currency to transfer.
Currency

Australian Cash

Canada Cash

4. Select the currency:

»  Click the currency.

s Use the up and down arrows to highlight the currency, then press the

Spacebar.
5. Click OK.
6. Enter the amount of the cash transfer then press Enter.

Figure 28-16 Cash Transfer Amount Prompt

Cash Transfer
Cash: Enter the amount that you would like to transfer to this

till.

Note: Your system may be configured to count the Cash Transfer
currency.
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Mid-Day Deposit

The cash transfer is complete.

Mid-Day Deposit

A Mid-Day Deposit allows you to place funds 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 performed as often as necessary.

To perform a mid-day deposit:

1. Open the Till Maintenance Menu.

2. Click Mid-Day Deposit.
s If you are prompted to scan a cash drawer, continue with Step 3.
»  If the Count Summary screen opens, continue with Step 4.

3. Scan the cash drawer.

Figure 28-17 Mid-Day Deposit Count Summary Screen

Count Summary
Casbice I0: 100 Till Name: Test Tdl1 Balance Summary OveriShort

Count Group Daclamd Amount System Amount OverShort

US Traveler Chuck 0.00 s0.00 $0.00

Cash $0.00 $411.24 $411.24)
Sweden Cash $0.00 $30.00 (850.00)
Mexico Cash $0.00 $0.00 $0.00
British Pound £0.00 £0.00 £0.00
Australian Cash $0.00 £100.00 $100.00)
Brazilian Cash $0.00 $0.00 $0.00
Canada Cash $0.00 $100.00 ($100.00)
Euro Cash €0.00 €000 €0.00
= =

Back Help Caunt Belected
Complte

4. If necessary, count the cash tender amounts you are depositing:
a. Click the cash tender to count.
b. Click Count Selected.

A list of currency denominations opens.

28-12 Oracle Retail Xstore Point of Service User Guide



Mid-Day Deposit

Figure 28-18 Denomination Count

Denomination Count
Cashier 10: 108 TilName: Test THl 1
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Enter Counts Py

Salact a denomination and anter the quantity for Cash,

c. Count a denomination currency.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.
g. Click Summary.
Xstore Point of Service returns to the tender list
h. Repeat Steps a to g for each currency.
5. If necessary, count the credit card tender:
a. Click to select Credit Card.
b. Click Count Selected.
Xstore Point of Service prompts for the credit card tender count.
c. Enter the number of credit card tender counts and press Enter.
Xstore Point of Service prompts for the amount of credit card tenders.
d. Enter the total amount of all credit card tenders and press Enter.
e. Click Summary.
Xstore Point of Service returns to the tender list.
6. If necessary, count the check tender:
a. Click to select Check.
b. Click Count Selected.
Xstore Point of Service prompts for a check serial number.
c. Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
d. Enter the amount of the check and press Enter.
e. Repeat Steps c to d for each check.
f. Click Summary.
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Till Audit

Till Audit

Xstore Point of Service returns to the tender list.

7. If necessary, count the other tenders:
a. Click to select the tender.
b. Click Count Selected.
c. Follow the prompts to count the tender.
d. Click Summary.
Xstore Point of Service returns to the tender list.
e. Repeat Steps a to d for each tender.
8. (Click Counting Complete when the deposit count is complete.
A deposit receipt prints.
9. Close the cash drawer.

The mid-day deposit is complete.

A Till Audit provides the capability to select a tender type, record its total current
value, and see if that value balances with the amount that the system shows for the
same tender. The system calculates and displays any difference (over/short) between
the two amounts.

A till audit may be performed any time after the Beginning Count and before the
Ending Count. The till does not need to be removed after the audit is completed.

To perform a till audit:

s If you are prompted to scan a cash drawer, continue with Step 3.

»  If the Count Summary screen opens, continue with Step 4.

1. Open the Till Maintenance Menu.
2. Click Till Audit.
3. Scan the cash drawer.

Figure 28-19 Till Audit Count Summary Screen

Count Summary
Caukine ID: 180 Till Narne: Teut Tal 1

lssue Stomne Credit
Mineallsnsaun
Store Credit

US Traveler Check
Gift Card

Canh

Swoden Cash

Mexico Cash
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Till Audit

Count the cash tender amounts you are auditing:
a. Click the cash tender to count.
b. Click Count Selected.
A list of currency denominations opens.
c. Count a denomination currency.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.
g. Click Summary.
Xstore Point of Service returns to the tender list
h. Repeat Steps a to g for each currency.
If necessary, count the credit card tender:
a. Click to select Credit Card.
b. Click Count Selected.
Xstore Point of Service prompts for the credit card tender count.
c. Enter the number of credit card tender counts and press Enter.
Xstore Point of Service prompts for the amount of credit card tenders.
d. Enter the total amount of all credit card tenders and press Enter.
e. Click Summary.
Xstore Point of Service returns to the tender list.
If necessary, count the check tender:
a. Click to select Check.
b. Click Count Selected.
Xstore Point of Service prompts for a check serial number.
c. Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
d. Enter the amount of the check and press Enter.
e. Repeat Steps c to d for each check.
f. Click Summary.
Xstore Point of Service returns to the tender list.
If necessary, count the other tenders:
a. Click to select the tender.
b. Click Count Selected.

o

Follow the prompts to count the tender.

e

Click Summary.

Xstore Point of Service returns to the tender list.
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Till Accountability Mode Functions

e. Repeat Steps a to d for each tender.

8. Click Counting Complete when the till audit is complete.
A till audit receipt prints.

9. Close the cash drawer.

The till audit is complete.

Till Accountability Mode Functions

Some till options are available only if your system uses till accountability, in which
responsibility for a till is assigned to a specific cashier. This also allows Xstore Point of
Service to support more than one cash drawer on a single register. Till assignment is
done through the Back Office Menu. Refer to the Oracle Retail Xstore Point of Service
Manager’s Guide for more information about all the functions available in Till
Accountability mode.

Attach a Till to a Register

This is an automatic function that occurs only in the till accountability mode of
operation. When a cashier who has been assigned to a specific till logs in to the system,
a prompt displays indicating that you must have a till attached.

To attach a till to a register:
1. Log In to Xstore Point of Service.

A confirmation prompts asks whether a till must be attached to the register.
2. Click Yes.
3. Count the cash tender amounts:

a. Click the cash tender to count.

b. Click Count Selected.

A list of currency denominations opens.
c¢. Count a denomination currency.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.
g. Click Summary.
Xstore Point of Service returns to the tender list
h. Repeat Steps a to g for each currency.
4. Click Counting Complete when all currencies have been counted.

»  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. Continue with Step 6.

»  If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference. Continue with Step 5.

5. Select whether to continue attaching the till:
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Till Accountability Mode Functions

6.

Open a Till

s Click Yes to attache the till to the register.

s Click No to return to Step 3 and perform the count again.
Click Yes.

The till is attached to the register.

If your system is configured to use network-enabled cash drawers, you must open a
till to begin using a cash drawer.

To open a till:

1.
2.

Open the Till Maintenance Menu

Click Attach Cash Drawer Till.

A list of tills opens.

Select the till to open:

s Click the till.

= Use the up and down arrow keys to highlight the till.
Click OK.

Xstore Point of Service prompts you to scan a cash drawer.
Scan the cash drawer to which the till will be attached.

A confirmation prompt opens.

Click Yes.

The cash drawer opens.

Insert the till into the cash drawer.

Close the cash drawer.

Click OK in the notification prompt.

The till is open.

Remove a Till from a Register

Removing a till is performed only in the till accountability mode of operation in which
a till is assigned to a specific cashier. When a cashier who has been assigned to a
specific till logs out of the register, the system may prompt to remove the till.

This option allows a cashier to physically remove a till from a register so that it can be
temporarily stored or reconciled at a different register. When a till is removed,
reconciliation is not required. Another till may be attached to the register immediately.

1.
2.

Open the Till Maintenance Menu.

Click Remove Till or Remove Cash Drawer Till.

Note: The name of the option depends upon the configuration of
your system.

= If you are prompted with a list of cash drawers, continue with Step 3.
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s If you are prompted to scan a cash drawer, continue with Step 5.

s If you are prompted whether to remove the till, continue with Step 6.
3. Select the cash drawer:

s Click the cash drawer.

= Use the up and down arrows to highlight the cash drawer, then press the
Spacebar.

4. Click OK.
Xstore Point of Service asks whether to remove the till. Continue with Step 6.
5. Scan the cash drawer.
Xstore Point of Service asks whether to remove the till.
6. Click Yes.
The cash drawer opens.
7. Remove the till.
8. Click OK after you remove the till.
9. Close the cash drawer.

The till removal process is complete.

Perform a Close Count

The Close Count function provides the capability to declare final amounts for all the
tender groups when a till is closed at any time. The system displays the values for each
group in the System Amount column and any overages or shortages are indicated in
the Over/Short column on the Close Count screen (if your system is configured to
display them). If any of the tender groups are not in balance when an attempt is made
to close a till, the system displays a warning message indicating which groups are out
of balance. You may decide to accept the differences or to correct them before final
closing.

To perform a close count:
1. Open the Till Maintenance Menu.
2. Click Count Till.

The Count Summary screen displays and the cash drawer opens.
3. Count the cash tenders:

a. Click the cash tender to count.

b. Click Count Selected.

A list of currency denominations opens.
c. Count a denomination currency.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.

g. Click Summary.
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h.

Xstore Point of Service returns to the tender list

Repeat Steps a to g for each currency.

If necessary, count the credit card tender:

a.

b.

Click to select Credit Card.

Click Count Selected.

Xstore Point of Service prompts for the credit card tender count.
Enter the number of credit card tender counts and press Enter.
Xstore Point of Service prompts for the amount of credit card tenders.
Enter the total amount of all credit card tenders and press Enter.
Click Summary.

Xstore Point of Service returns to the tender list.

If necessary, count the check tender:

a.

b.

Click to select Check.

Click Count Selected.

Xstore Point of Service prompts for a check serial number.
Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
Enter the amount of the check and press Enter.

Repeat Steps c to d for each check.

Click Summary.

Xstore Point of Service returns to the tender list.

If necessary, count the other tenders:

a.
b.

o

e

e.

Click to select the tender.

Click Count Selected.

Follow the prompts to count the tender.

Click Summary.

Xstore Point of Service returns to the tender list.

Repeat Steps a to d for each tender.

Click Counting Complete when all counts are completed.

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

If the cash amount matches, the system prompts to confirm the amount for all
cash currencies you entered and closes the register after you acknowledge the
system amount. Continue with Step 8.

If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference. Continue with Step 9.

Click Yes.
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The count is complete and the till can be removed from the register. See Remove a
Till from a Register.

9. Do one of the following:
s Click Yes to complete the count.
The till can be removed from the register. See Remove a Till from a Register

s Click No to return to the count screen. Perform Steps 3, 4, 5, or 6 as necessary.

Reconcile a Till

Depending upon the configuration of your system, till reconciliation may be
performed separately from the close process.

To perform a till reconciliation:
1. Open the Till Maintenance Menu.
2. Click Reconcile Register.
A list of registers opens.
3. Select the register to count:
s Click the register.
= Use the up and down arrows to highlight the register, then press the Spacebar.
4. Click OK.
A confirmation prompt opens.
5. Click Yes.
6. Count the cash tenders:
a. Click the cash tender to count.
b. Click Count Selected.
A list of currency denominations opens.
c. Count a denomination currency.
d. Click the denomination in the View Port.

e. Enter the count of the currency denomination in the Focus Bar and press
Enter.

f. Repeat Steps c to e for each denomination.
g. Click Summary.
Xstore Point of Service returns to the tender list
h. Repeat Steps a to g for each currency.
7. If necessary, count the credit card tender:
a. Click to select Credit Card.
b. Click Count Selected.
Xstore Point of Service prompts for the credit card tender count.
c. Enter the number of credit card tender counts and press Enter.

Xstore Point of Service prompts for the amount of credit card tenders.
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10.

11.

12.

13.

d. Enter the total amount of all credit card tenders and press Enter.
e. Click Summary.
Xstore Point of Service returns to the tender list.
If necessary, count the check tender:
a. Click to select Check.
b. Click Count Selected.
Xstore Point of Service prompts for a check serial number.
c. Enter the serial number for the check and press Enter.
Xstore Point of Service prompts for the amount of the check.
d. Enter the amount of the check and press Enter.
e. Repeat Steps c to d for each check.
f. Click Summary.
Xstore Point of Service returns to the tender list.
If necessary, count the other tenders:
a. Click to select the tender.
b. Click Count Selected.

o

Follow the prompts to count the tender.

e

Click Summary.
Xstore Point of Service returns to the tender list.
e. Repeat Steps a to d for each tender.

Click Counting Complete when all counts are completed.

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

»  If the cash amount matches, the system prompts to confirm the amount for all
cash currencies you entered and closes the register after you acknowledge the
system amount. Continue with Step 11.

»  If the currency amounts do not match, the system displays a prompt to either
recount the till or to accept the difference. Continue with Step 12.

Click Yes.
Continue with Step 13.
Do one of the following:
s Click Yes to continue the close process. Continue with Step 13.
s Click No to return to the count screen. Perform Steps 6, 7, 8, or 9 as necessary.
If necessary, select the deposit amount:
»  Click Accept Deposit to accept the suggested amount.
The register closes. Close receipts may print. Continue with Step 15.

s Click Change Deposit to enter a new deposit amount.
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Xstore Point of Service prompts for a new deposit amount. Continue with
Step 14.

s Click Deposit Calculator to calculate a new deposit amount.

Xstore Point of Service displays a denomination count screen that can be used
as a calculator (see Step 6). Enter the count for each denomination. A running
total at the bottom of the screen is updated as you count the cash amount to be
deposited.

14. Enter the new deposit amount and press Enter.

15. Close the cash drawer.

The close is complete.

Foreign Currency Maintenance

If permitted by your store’s policy, you can edit the currency exchange rate for the
foreign currencies that are accepted as tenders for sale transactions. Since some
currency rates fluctuate frequently, this feature allows you to edit the exchange rate as
often as necessary.

Note: Your system’s configuration may make Foreign Currency
Maintenance available from a different location than described below.

To perform foreign currency maintenance:

1.

2
3.
4

Open the Till Options Menu.

Click Foreign Currency Maint.

Log In to Xstore Point of Service if necessary.

Select the currency to change:

»  Click the currency.

= Use the up and down arrows to highlight the tender, then press the Spacebar.
Click OK.

A Currency Exchange window opens, showing information about the currency.
Enter the new exchange rate:

= New Exchange Rate - The new exchange rate for the currency.

s Comments - Additional information about the reason for the change to the
exchange rate.

Click Save New Rate.
A confirmation prompt opens.
Click Yes.

Foreign currency transactions use the new exchange rate.
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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
Refer to the Oracle Retail Xstore Manager’s Guide for more information on these tasks.

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.

This chapter describes the following topics:
= View Your Work Schedule
= View Others Employees” Work Schedules

View Your Work Schedule

The option to view your work schedule is only available from the Register Login
screen or the Back Office Login screen before you log in.

To view your work schedule:

1. Click View Schedule & Time in the Register Login screen or the Back Office login
screen.

2. Click View Schedule.
3. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 4.
= Scan your finger on the fingerprint reader.
Xstore Point of Service displays your schedule.
4. Enter your password and press Enter.

Xstore Point of Service displays your schedule for the week.
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Schedule Information

Xstore Point of Service displays the following information for each timecard:
= Sched. Hrs. - Total number of hours scheduled for the week.

= Sched. Amt. - Pay amount scheduled for the week.

= From - Start date for the timecard.

= To - End date for the timecard.

Xstore Point of Service displays the following information for the week:

= Employee name.

= Working - Total number of working hours.

= Break - Total number of break hours.

Xstore Point of Service displays the following schedule information for each day of the
week:

s Clock in time.
s Clock out time.

s Work code used for the time clocked in.

View Another Schedule Week

To change the schedule week you are viewing:
n  Click Previous Week to view the previous week.
»  Click Next Week to view the next week.

m  Select the Schedule Week

Select the Schedule Week

To select the schedule week to view:
1. Click Schedule Dates.

A Schedule Weeks window opens.
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Figure 29-1 Schedule Week Dates

Schedule Weeks
Select a week.

Begin Date End Date
1212412017 - 1213012017
1213112017 - 01/06/2018
01/07/2018 - 011312018
0111412018 - 01/20/2018
012112018 - 0112712018
01/28/2018 - 0210312018
T
-
-

2. C(Click the week to view:
m Click the date.

= Use the up and down arrows to highlight the correct date, then press the
Spacebar.

3. Click OK.
The schedule for the selected dates is displayed.

Print Your Schedule
Click Print Schedule to print the currently displayed schedule.
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View Others Employees’ Work Schedules

The option to view the work schedules for a specific day for other employees is only
available from the Register Login screen or the Back Office Login screen before you log
in.

To view another employee’s work schedule:

1. Click View Schedule & Time in the Register Login screen or the Back Office login
screen.

2. Click View Scheduled Employees.
3. Do one of the following, depending upon the configuration of your system:
= Enter your user ID and press Enter.
Xstore Point of Service prompts for your password. Continue with Step 4.
= Scan your finger on the fingerprint reader.

Xstore Point of Service displays the employee work schedule for today.
Continue with Step 5.

4. Enter your password and press Enter.
Xstore Point of Service displays the employee work schedule for today.

5. Select the day to view:
»  Click Previous Day to view the employees working on the previous day.
s Click Next Day to view the employees working on the next day.

6. Click Back to close the window.
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