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Using Help Overview
What would you like to learn about ?

¥ Accessing the Help system

¥ Moving around the Help system

¥ Actions that can be performed
» The Contents tab
¥ The Index tab
} The Search tab
# Use of the toolbar
¥ Printing Help
} Related Topics
¥ Closing the Help system
4
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A ing the Help Syst

There are several ways that the Help system may be accessed whilst in the back office application:

By... How...

. - Click on the Help button
Using the Help button on the open application.

ctive Business Series
File Edit View Tasks N

From the Help option on the Menu Bar. Contents
About Active Business Series

Select Help from the Menu Bar.

Select Contents

Click on the On Line Help button
From the On Line Help button on the Task Console. F -or- press Alt+O.
]
On Line Help

Press the F1 key.

Using the F1 key on the keyboard.
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Getting Around Help

Several navigational tools are provided to help you progress through the topics of this help system. These tools are summarised below:

Tool Meaning and what to do
Contents The Contents tab is made up of books and topics organised by subject order. Double-clicking on the required book, opens the book and allows the contents to be

viewed. Click the topic (page icon) to open it. The selected topic is displayed on the right-side of the Help window. More information

Incesx: I The Index tab contains an alphabetical register of all the topics and main words within this help system. More information

When you enter a word or phrase in the Search tab and click List Topics, the contents of the topics are searched to find all occurrences of that word or phrase. More

Iinformat n

Search |

& | =

These buttons are used to navigate through the topics you have visited. More information
Back  Forward

Related Topics Provides a pop-up menu of related topics that you can click and go to. More information
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Actions that can be Performed

Within this Help system, any actions you need to perform are shown in BLUE. Other actions possible within a help topic are shown below:

Note: When any of these actions are possible, the cursor changes into a hand.

)

Style Meaning and what to do Example

Definition.
Plain coloured text Click on Definition
Click on the text to show the definition. Click again to hide.
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Link to another topic or place within a topic.
Underlined coloured text Click the underlined text to jump to the bottom of the page.
Click on the text to jump to another topic.
Click the Back button to return.
Use the Back button on the toolbar to return to the topic you were originally viewing.

Conterts  Index

Active graphic, that is areas or buttons shown on the image link to another topic. Click on either Contents or Index in this picture to take you to the
Thick border around an image. Contents or Index tab section of Help.

Click on the relevant area on the image to jump to another topic.
Click the Back button to return.

Plain UPPERCASE text Click on the word to view an example. Click away to hide. EXAMPLE

Shortcut to another topic.
13 k Link to the Contents topic
Click on the button to jump to another topic.
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The Contents Tab

This tab is like the Contents section usually found at the front of a book. It is made up of books and topics, organised by subject order, and provides a broad overview of the Help system. Books represent the functional areas of the system
and each book contains a group of topics. Topics are individual units of information, with textual descriptions and pictures of relevant parts of the system. Double-clicking on the required book, opens the book and allows the contents to
be viewed. Click the topic (page icon) to open it. The selected topic is displayed on the right-side of the Help window.

Torex AB5-POS Help

e 2> &

Back  Fomward  Print

Conterts | |ndex | Search | Glossary

@ Introduction
@ Getting Started
Back Office Modules

E Staff Maintenance Overview
@ The staff Maintenance Wind:
@ Add New Member of Staff

@ Update

@ Terminate User

L Q Reports and Views

You can close a book by double-clicking it.
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The Index Tab

The Index tab is usually found at the back of a book and contains an alphabetical register of all the topics and main words found in the ABS-POS Help system. It's purpose is to allow you to quickly find what you are looking for using a
word search facility.

Torex ABS-POS Help

=

Back  Forward nl

Conterts | Index | Search | Glossany

Type in the keyword to find

About the... A~
Explorer \wWindow
Pop-Up Menu
Till Screen Mavigation wWindow
Toolbar

Accounts

Adding...
Comments to the Business Statement
Function Buttons
Handhelds
Itemns to Count Sheets
Kitchen Printers

You may type a phrase or word into the keyword to find field and the nearest match is highlighted in the index list below. Alternatively, use the scroll bar to aid the viewing of the complete list to select the desired word.
You may double-click the selected word, or click the word and then select the Display button, (located at the bottom of the tab), to display the topic(s) for the word selected.

If several topics are associated with the word, when the Display button is selected, another window, called Topics Found, opens with the associated topics listed. Double-click the desired topic, or click the required topic and then select the
Display button.

EXAMPLE
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The Search Tab

When you enter a word or phrase in the Search tab and click List Topics, the contents of the topics are searched to find all occurrences of that word or phrase. Topics are ranked but any topic from the list may be selected to display the
topic on the right. The search words entered are highlighted within the topic.

Action What to do

Enter text to search for and click List Topics.
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Select topic from list and click Display.
To perform a search:

EXAMPLE
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Enter text to search for and click List Topics.

To narrow down the number of topics listed, subsequent searches may be Select the Search previous results check box.
performed on the results of the previous search and not the entire help file. Enter further text to search and click List Topics.

EXAMPLE

Enter text to search for.
Select the Match similar words check box.

To search for similar words to the one entered:
Click List Topics.

JEXAMPLE

Enter text to search for.
Select the Search titles only check box.

To search topic titles only for the occurrence of the word entered:
Click List Topics.

IEXAMPLE

Enhanced searching can be performed by entering the appropriate AND, OR, NOT or NEAR operators. More information
4
The Help System Toolbar

At the top of the Help window, a toolbar provides the following functions:
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Button Meaning and what to do

=]
Back

=

Forward

backwards and forwards through the topics you have referenced.

These buttons are used to navigate through the Help pages. The Help system remembers the route taken through topics and links, hence you may use the Back and Forward buttons to move

=
‘ 'The print button is used to print the Help topic you are currently viewing. More information

Prirt

4
Printing Help

The print button on the Help System Toolbar is used to print the Help topic you are currently viewing.

If the Contents tab is active, a sub-menu containing two print options are available on the Print Topics window that opens:
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Action What to do

Click Print.
To print a single topic: Select Print the selected topic.

This is the default option used for printing the current topic.

Click Print.

To print all topics in a selected book: Select Print the selected heading and all subtopics.

Each topic prints concurrently and not on separate pages. If topics are required to be printed on separate pages, it is recommended to print each topic
individually using the option above. Also, if no subtopics exist for the chosen topic, use the default option above.

“Y'ou can print the selected topic or all the tapics in the
selected heading. What would you like to do?

& Print the selected tapic
" Print the selected heading and all subtopics

Cancel

Click the OK button.
After selecting the print option or if the Index tab is active, the Print window opens detailing the default printer and its settings.
Amend print options, if required

Click the OK button.

Occasionally, if a topic is selected for print using the option, Print the selected heading and all subtopics, and no subtopics actually exist, upon selecting OK on the Print Window, the following error occurs:
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43 Internet Explorer Script Error [7]x] I

& A error has occured in the seript an this page.

Line: 12

Char 1

Emor:  Obiject expected
Code: 0

URL:  file: /TN TEMPA~hh3B 4. htm

Do you want to continue running scripts on this page?

It is recommended to:

Click the No button.

The topic continues to print and a print confirmation may open.
Click the OK button.

Exit the Help system.

Re-open the Help system if required.
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Related Topics

Related Topics

Many topics include a Related Topics button at the end of the topic you are viewing. When clicked, a popup menu of related topics appear that you can click and go to.

For example, if the Related Topics button at the end of the Add New Member topic is selected, the following popup menu appears:

Hplatad Tranine

== About the Window
Adding Perzonnel Details
Updating Staff Detailz

Any of the options may be chosen. Click on the desired topic to jump to that section of Help.
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Closing Help

To close the Help system you may use any of the following methods:

By... How...

From the Close button on the Title Bar.

Click on the X button.

Using the keyboard. Press Alt+F4 simultaneously.
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Tips

Press the F1 key to access Help even if no Help button exists on the open application.

Click the Hide or Show icons on the toolbar to view or hide the Contents and Index tabs.

Click the Back icon to return to the previously viewed topic. Click Forward to go to the topic that was displayed prior to going back.
Click Print to print the current topic. If topics include expanding or drop-down hotspots, display the information before you print.

Many topics include a Related Topics button at the end of the text that displays a pop-up menu of related topics that you can click and go to.

© Torex Retail Holdings Limited 2011. All rights reserved.

Logon Overview

What would you like to learn about ?

Logging onto the system
Password expiry
Using the Training Mode
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© Torex Retail Holdings Limited 2011. All rights reserved.

Logon

To open the Active Business Series software:

Double-click the Active Business Series icon.

TOFERES

The Active Business Series Logon window opens:

T Active Business Series Logon - Version 3.11 - TOREX

Please enter your Lagon Name and Password

Logon Mame: T ™
L [ orex

Defining customer experience

[ Training Mode

Copyright & 1999 - 2009 Torex
oK i ] Help ] e

It contains two fields which you must complete for successful logon: Logon Name and Password. Neither fields are case-sensitive, but the details entered must match those that have been generated via the Staff Maintenance module.

Upon entering the window, the cursor is flashing in the Logon Name field.
Type your Logon Name.

To move to the Password field:

Press the TAB key.

-or- click in the Password field,

-or- press ALT+P.

The cursor is now flashing in the Password field:

Type your password (Your password appears as a row of asterisks.)
Click the OK button.

The Active Business Series window opens after a successful Logon.

© Torex Retail Holdings Limited 2011. All rights reserved.

Invalid Logon
Logon may not be successful due to one of the following reasons:

o Forgotten Password. If you cannot remember your password, your Manager/Administrator can log on and change it using Change Password in the Staff Maintenance window.
o Password expired. For further help refer to the Password Expiry topic.

@ Incorrect Logon Name and/or password entered. What to do ?
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Password Expiry

Password expiry is pre-configured for your system and is governed by the Access Group you belong to. The Access Group is assigned to you when you are entered into the system. Once your password has expired, you are given a
number of grace logons. It allows you enough time to change your old password to a new one. When you logon, a warning window opens:

Active Business Series

\“) “our password has expired. you have d grace logons left. Do you want to change pour pazsword now?

It warns you that your password has expired and details the number of grace logons you have left. You may select:

Yes - and the Change Password window opens, enabling you to change your password, or
No - to continue the logon without changing your password.

Each time you logon without changing your password, you use a grace logon. When you have none left, the system forces you to change your password:
Active Business Series [<]

& ou have no more grace logons left, you must change your password now

Click the OK button.

The Change Password window opens:
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hange Paszsword E I

Flease enter the new password far tracy gunston

[Minirurn of 4 characters]

HNew Password I
LConfirm New Passwaord I

Help | 0Ok I Cancel |

Enter your new password in the New Password field.

To move to the Confirm New Password field.

Press the TAB key

-or- press Alt+C

-or- click on the field.

Re-enter your new password - (You must enter the same password again.)
Click the OK button.

Your password has now been changed.

Should you fail to enter the same password in the Confirm Password field, an error message window opens:

clive Business Series

& The two Back Dffice Passwords are different

Click the OK button.

The Error message window closes leaving the Change Password window open. You must enter a Password and Confirmation Password which must be identical.
Re-enter the password and confirmation password.

Click the OK button.

The Active Business Series window opens.

You may, if you have authority, turn off the password expiry function, change the time period and/or number of grace logons using the Back Office Details tab in the Update Personnel window of the Staff Maintenance section.

© Torex Retail Holdings Limited 2011. All rights reserved.
Training Mode
The Active Business Series software (Back Office) may be used in Training Mode, selected via the Logon window. When the Training Mode option is selected, any information changes do not affect the real 'live’ data. This is achieved by
using a duplicate set of databases called Training Databases which are carbon copies of the actual 'live’ databases.
Should you log on and select Training Mode after an automatic time-out in a critical operation window, your data previously being worked on when time-out occurred is lost.
To select the Training Mode:
Type in your Logon Name and Password.
Click the Training Mode check box.
Click the OK button.

The Change of Mode window opens:

The first time you select Training Mode, the Active Business Series software creates a copy (training copy) of the current trading information on your system. Thereafter, whenever Training Mode is selected, the system asks if you wish to
update the training copy (Training Databases).

Select either:
Yes - and the Training Databases is updated to reflect current trading data or
No - and the last saved trading information is used for the training session.

The Logon window closes and the Active Business Series window opens.

© Torex Retail Holdings Limited 2011. All rights reserved.

ABS Overview

What would you like to learn about ?

The ABS Window

Using the Task Console

The Status Console

© Torex Retail Holdings Limited 2011. All rights reserved.

About the ABS Window
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The Active Business Series window opens after a successful Logon.

Note: Our Help system may display buttons, icons and menu options that are not present in your own system.

Figure: Example ABS Main Screen

Welcomse to Tores detie Bushvess Serles
o e
g Bt
@cmumun
‘Ho-«e

bl eantact Tams auppest?

oo |

[ ——

This window is divided into distinct areas providing different functionalities:

o Menu Bar - provides the functions available in the application.

e Task Console - a panel of buttons to gain access to the back office modules.

Internet Tool Bar - where configured, allows the Internet to be browsed.

e Status Console - contains status icons when certain conditions exist.

Each of these areas are explained in their own topic. Click on a topic above for further details.

© Torex Retail Holdings Limited 2011. All rights reserved.

About the Task Console

The left side of the Active Business Series window contains a panel of buttons with icons. This panel is known as the Task Console and the buttons allow you to gain access to the different modules of the back office system.

EPOS Control

Lwta Scheduler

Purchaszing &
Stock Control

Digital Library

Staff
Maintenance

4

Diynamic P & L

Exception
Auditor

e

This is the EPOS Control icon. It provides access to the EPOS Control window that allows you to manage the session, day opening and closing events. Tasks such as; setting floats, start and end
trading sessions, monitoring the status of tills and checking the trading modes of each cash drawer and money belt server can all be carried out here.

The Reports & Views icon provides access to a comprehensive set of reports. Using the Reports & Views function, you can create, view, customise and print reports. If you have software such as
Microsoft Excel, you may also export reports and save them as Excel files, giving you a powerful spreadsheet capability.

The Auto Scheduler icon accesses the scheduler to allow you to set useful reminders. When the set time and date is reached, a window opens automatically on the screen reminding you to carry out the
pre-defined task. In addition, groups of reports can be set to print automatically._

The Purchasing & Stock Control icon opens the Stock Control section to allow management of all stock. It is used to receive, return or transfer stock, and carry out stock orders, stock line enquiries and
stock takes. You may also view, and where available, update stock movements and make stock allowances.

The Digital Library icon allows access to a collection of documents representing Sales Items. These Sales Item Documents contain images, recipe/preparation instructions, cooking instructions and
presentation details to ensure consistency in operations.

The Staff Maintenance icon opens the Personnel section, where you can register new members of staff, delete them from the system or change their personnel details. It allows you to change their
access privileges or passwords and set password expiry.

The Dynamic P & L icon accesses the financial accounts that are used to detail the income, expenditure and bankings of your business.

The Exception Auditor icon allows access to messages relating to system updates or printing error reports. A New Message(s) Received icon is displayed in the Status Console when you log on if there
are any outstanding messages.

4/13/2016
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The Performance Indicator icon provides access to real-time reporting in graphic form of selected criteria such as Sales per Server.

_| The On Line Help icon provides access to this Help system.

On Line Help

The Log Off icon closes the Active Business Series window and returns you to the Logon window in readiness for the next user to log on.

Note: When you log on, you may not see all the icons listed. This is a security feature of the system and depends on the Access Group you are a member of.

Alternatively, the back office options may be accessed using the Tasks pull-down menu.
Click the menu name or press the Alt key plus the underlined letter (T).
Click the required module.

Figure: Example ABS Menu Screen

File  Edit

3

EFOS Cartrol

About the Status Console

T| Active Business Series
View  BIE)

EPQS Control

Reparts & Vigws

Auta Scheduler

Purchasing & Stock Contral
Digital Library

Staff Mainkenance
Drynarmnic P & L

Exception Auditor
Performance Indicatar
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At the bottom of the Active Business Series window is the Status Console. This area contains status icons when certain conditions exist but the User may be the only status icon displayed. Click on an icon below to see when it is

displayed.

O FINANCIAL DATA

@Hmtaz 202008 % Hew Mezsage(s) Received 1

| ﬁ User BEH %mxkh\tjxlhﬁngm; 1 ¥ Cashinsurance Linit Reached

The contents of the Status Console are refreshed upon:

Logon
when closing the Purchasing & Stock Control window for the Stock Take(s) in Progress status and
on closing the Dynamic P & L window for the Cash Insurance Limit Reached status.

Note: Clicking on a flashing item stops it flashing.

Double-clicking an item provides a quick launch into the application, where applicable.

.
@mel‘w a2z SR New Messagels) Recaived 1 TERHE ND FINANCIAL DATA
ﬁ User BEH B0 Stock Tabels)inProgress 1 S Cash bnswance Lirit Reached

‘You may change the way the icons are laid out in the Status Console. How ?

Changing the view option does not affect any information and is a matter of preference.

Log Off Overview

What would you like to learn about ?

¥ Performing a manual log off

¥ Time-out

Log Off

© Torex Retail Holdings Limited 2011. All rights reserved.
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When you have finished using the application, you should log off. This helps to maintain the security of your system and the information it contains. A manual log off may be performed by either of the following methods:

By...

How...

From the Log Off button on the Task Console.

®

Log Off Click on the Log Off button -or- press Alt+L.




Using Help Overview Page 9 of 13

T | Active Business Series
Edit VYiew Tasks Help

Print Setup
Prink

From the File option on the Menu Bar.

[Select File from the Menu bar.

ISelect Log Off.

Either method results in the Logon window being displayed, ready for the next Logon.

T Active Business Series Logon - Version 3.11 - TOREX

Please enter your Logon Mame and Password

Logon Mame: T
™
| e orex

Defining customer experience

[~ Training Made

Copyright & 1939 - 2003 Torex
oK i ] Help ] e
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Time-Out

Should you forget to log off and not use the software for a configurable period of time, the system time-outs automatically. However, prior to closing, a warning window opens and counts down in seconds:

his program will time out in
8 seconds. unless you wish
to continue.

ContinLe

To continue using the software:

Click the Continue button.

If you do not select Continue within the specified time, the system time-outs and you are logged off. You need to Logon again.

If the system performs an automatic time-out when you are in a critical operation window, the data remains in the system until another user performs a log on.

Note: If you are timed out of a critical operation window and you then log on and select the Training Mode check box, your previous uncompleted task is lost.

© Torex Retail Holdings Limited 2011. All rights reserved.

Alpha Search

When using the Purchasing & Stock Control section, many of the description fields have an Alpha Search capability. The first item listed (alpt ically) on your stock appears in the Product Description cell along with a down
arrow. Clicking on the down arrow causes a list to appear. You may then use the scroll bar to look through the items listed. Alternatively, start to type in the item name and the system enters the nearest match for the letters as you type
them.

EXAMPLE

© Torex Retail Holdings Limited 2011. All rights reserved.

Change Font Button

The Change Font button is found in the Reports & Views section. Whenever the Change Font button is selected, the same Font window opens, but the changes only affect the area of the report the button was accessed from. For example,
if you select the Change Font button in the Header Fonts section of the window, the changes made only affect the Headers.

When you select a Change Font... button, the Font window opens:
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Font style:
Eoid ok |
Swstem « | |Regular
T Tahoma B Jtalic Carezl
Terminal B
i Bold Italic

H \webdings j
B wingdings d
— Effect: — Sample
™ Stikeout
¥ Underline aBbY

Script:

‘wiestern

A sample of text with the selected Font/Style/Size/Effects/Script appears in the Sample window. The example above shows the sample of text for Times New Roman/Bold/20pts/Underlined/Black/Western Script.

Action What to do

Cick on the ? button on the title bar. (? appears on the window.)

Move the ? to the area on the window you wish to obtain help on.
To use the context sensitive help:
Click on this area.

Relevant Help text is displayed in a pop-up box. This extra text disappears on the next click of the window.

Click the required field. The cursor is defaulted to the Font field.
To change the Font, Font style, or Size:
Scroll through the options using the scroll bar - or use the arrow keys to move up and down the selected list.

To change the text effects: Click on the Strikeout and/or Underline check box.

Note: Currently, modifications to the colour of text and script options have no effect and automatically default back to Black and Western style scripts upon exiting the screen.
To effect the changes:

Click the OK button.

© Torex Retail Holdings Limited 2011. All rights reserved.

Numeric Search

When using the Purchasing & Stock Control section, many of the description fields have a Numeric Search capability. The first item listed (numerically) on your stock database appears in the product code or reference field along with a
down arrow. Clicking on the down arrow causes a list to appear. You may then use the scroll bar to look through the items listed. An alternative method would be to start to type in the item number and the system enters the nearest
match for the numbers as you type in.

EXAMPLE

The Product Description field automatically displays the relevant item for the entered Product Code.

© Torex Retail Holdings Limited 2011. All rights reserved.

Print Window

A Print window opens whenever a print option is selected. The Print window is a standard Windows dialog box and contains a context sensitive help button that may be used to display help on a specific part of the window.

Action What to do

Clck on the ? button on the title bar. (? appears on the window.)

Move the ? to the area on the window you wish to obtain help on.
To use the context sensitive help:
Click on this area.

Relevant Help text is displayed in a pop-up box. This extra text disappears on the next click of the window.
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[=n |
— Printer
Harme: ment HP4000 Properties

Status: Ready

Type: HF Lager)et 4000 PCL Se

‘where:  HPLJ4000_2

Comment: HF LaszerJet 4000 Series in Development; ™ Print ta fle

— Piint range Copie:

& Al Nurnber of copies: |1 3
" Pages from: |1 lD'|1
] ™ Collate

£ Selention Iﬁl

— Print fram

) oz AUt orszieet

O Wnlyihe selected frame

@) )] frames individiall

™ Pt all linked documerts I Print table of links
et _|

Two print windows are used within the Help System. The window displayed above is typical when printing Help topics and from the Purchasing & Stock Control section. The window displayed below is used when printing Reports and from
the Digital Library.
Print |

— Printer

Harme: I\\GANBDCU‘I \Developraent_HP4000 j Properties

Status: Ready
Type: HF Lager)et 4000 PCL Se
‘where:  HPLJ4000_2

Comment: HP Laserlet 4000 Series in Development;

— Piint range Copie:

Lol MNumber of copies: |1 3
" Pages from:l'l to:|9999 Iﬁl ]
. . ™| Callate

£ Selention
Cancel |

The Printer section of the window shows details of your default printer, that is the printer you normally use. It shows the status of the printer, what type of printer it is and where it is located on the system. The Name field shows the name of
the default printer. It also has an arrow button at the end of the field which, when selected, displays a drop-down list of available printers, if another printer is required other than the default printer.

Properties Button

The Properties button allows you to modify settings of the selected printer, such as orientation (whether landscape or portrait), paper size (A4) and printing on both sides of the paper.

The Print Range section governs what part of the document you wish to print. The default setting is 'All'. You may also select the pages you wish to print if the report is large and you do not want to print all of it. How ?
The Copies section allows you to set the number of copies you wish to print. How ?

Amend print options, if required

Click the OK button.
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Product Search

When using the Purchasing & Stock Control section, the Product Search button allows you to search the system database for a particular product using product categories. It is used as an alternative method to an Alpha Search using the
Product Description or a Numeric Search using the Product Code, Supplier Reference or Customer Reference. The Product Search window is laid out in a tree structure, with the items of stock set out in product categories and sub-
divided into further categories and again into stock items.

EXAMPLE
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The Calendar

Where dates are required, the Active Business Series provides you with a calendar. Only dates valid for that part of the system can be selected on the grid. If a date is not valid for that part of the system it cannot be selected on the grid
such as in Reports & Views, the Calendar allows dates in the future to be viewed but not selected.

To open the Calendar:

Click the Calendar icon.

The Calendar window opens:
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The month and year fields have spin buttons to increase or decrease the month and/or year field, if the required month and/or year are not displayed. The grid displays the days within the month.

Action What to do

Click the up or down arrow on the month spin button until the desired month is displayed.
Click the up or down arrow on the year spin button until the desired year is displayed.

To select a date:
Click the required day of the selected month on the grid.

Click the OK button.

Note: Greyed out dates are not available for selection but for viewing purposes only.

The calendar window closes and the date you have selected appears in the date field.
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The Dynamic Calculator
Where required, the software has a calculator to aid you. It is used in the same way as a normal calculator, but it appears on the screen as a separate window and you select the buttons on it. There are two types of calculator:

The Dynamic P & L Calculator is used to aid in the entry of financial transactions and the,
Purchasing & Stock Control Calculator is used to aid in the counting of Stock.

To open the Dynamic P & L Calculator:

Click the Calculator icon.

The Dynamic P & L Calculator window opens:

Calculator |_ (D] %] I

| 0
[ sackepacs| = | c |
el e[ o] o l]
i
] |

The calculator is used in the same way as a normal calculator, just click the appropriate buttons. The figures entered and the calculated results are shown in the field at the top of the calculator.

You may re-position the calculator to a more convenient place on the screen. How ?
The calculator may also be changed to a scientific version. How ?

The Calculator has a full Help system of its own which you can access without using the Active Business Series Help.

Action What to do

Click Help on the Menu bar.

The Help pull-down menu opens:

To open the Calculator Help:
Help Topics

About Caleulator Click the Help Topics option.
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Contents | Indes | Find |

Click a baok, and then click Open. Or click another tab, such as Index.

R} g
Q Tipz and Tricks

DOpen I Print... | Cancel

‘You may get information using the tabs and print it if necessary.

© Torex Retail Holdings Limited 2011. All rights reserved.

The Stock Calculator

When counting stock items on the count sheet, the stock calculator allows you to count in units of measure appropriate to the selected stock item.

To open the Stock Calculator:

Click the Calculator icon.

Note: When the calculator is activated, it opens in a mode specific to the stock item selected on the grid of the count sheet, at the time the calculator was selected.

A few examples are shown below for stock items counted in: Dozens, Gallons, and 75cl's respectively.

im

Gallon 1116

Note: The decimal point key of the calculator is disabled for items that have no part units allowed.

The calculator is used in the same way as a normal calculator, just click the appropriate buttons. The figures entered and the calculated results are shown in the field at the top of the calculator.
For example, when counting in dozens:

14 singles would be entered as 1.2 on the calculator, and, 23 singles would be entered as 1.11

Added together:

12 dozen + 111 dozen = 31 dozens.

When the = button is selected, the calculator closes and the result is automatically entered onto the count sheet.
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Staff Maintenance Overview

The Staff Maintenance section allows you to register new members of staff, change their personnel details or remove users from the system. It allows you to change staff access privileges or passwords and set the password expiry period.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Staff Maintenance help book from the Contents list.
What would you like to do ?

View the Staff Mai window

Add a new member of staff

Update existing staff details

Terminate a user from the system

Change the Back Office System d

Show Who's Logged on to the system
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About the Window

Access the Staff Maintenance window. How ?

J¥ Staff Maintenance

First Hame [Sumame [Lagon Name « ]
ulie fleming JULIE New.

rebbaca gibbs REBBACG
| ooy Jgunston 4“”‘1‘3'3 -
julie hamitan JULIE H .
martin heptan MARTIN Teminate... |
sarah jorgensen SARAH e ——
julie mileharm JULIE W _I Change Password.. |
lara mileharm LaLIRA
Paul mileharm PALIL ‘who's Logged an... |
carol millr CAROL
sheila moody SHEILAM Cloze |
jemisina mullen JEMISIM
simon niewton SIMON Help |
louiise niewton LOLISEN LI

The main area of the window contains a list of personnel who have access to the system. They are shown with their First Name, Surname and Logon Name. You may sort the list of personnel alphabetically by any of these columns. The
default is by Surname. How ?

Double-clicking any populated cell in any column opens that member of Staff in 'Update Personnel' mode.
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4
About the Buttons

Access the Staff Maintenance window. How ?

JE Staff Maintenance

First Mame |Surname |Logon Name:l
e fleming JULIE W

rebbaca gibbs REEBACG
tracy [ gunston 4““""9 -
julie: hamiltan JULIEH .
martin heptan MARTIN Teminate.. |

zarah jorgensen SARAH P ——
julie: rileharn JULIE M _I Changs Password.. |
lavra mileharn LALIRA

Paul rileharn FaLL ha's Logged an... |
carol mhillr CAROL

sheila roody SHEILAM Cloze |
jemizing mullen JEMISIM

Fimon newtan SIMON Help |
louiise: riwton LOUISEM LI

At the right side of the Staff Maintenance window is a column of buttons. These buttons access the functions that are used to add and make changes to personnel details:
Add New... members of staff.

Update... existing staff details.

Terminate... users access to the system.

Change Password... for the Back Office System.

Show Who's Logged on... to the system currently.

Close the Staff Maintenance window and return to the Active Business Series window.

To open this Help system.
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Selecting Users

Access the Staff Maintenance window. How ?

First Mame |Surname |Logon Name:l
e fleming JULIE [
rebbaca gibbs REEBACG

ey Jau it |
julie: hamiltan
martin heptan Terminate |
zarah jorgensen P ——
julie: mileham LChange Password.. |
lavra mileharn
Faul mileham wha's Logged on... |
carol mhillr
sheila rioody Close |
jemizing mullen
Fimon newtan Help |
louiise: riEgwton

From the list of personnel names:

Click the required users name.

The selected line is shown highlighted.

You may then Update, Terminate or Change Password for that member.
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Show Who's Logged On

To view a list of personnel that are currently logged onto the system.

Access the Staff Maintenance window. How ?

Click the Who's Logged on... button. Wha's Logged o

Mo | FusNams | Sumeme [Cogen Hame  [Machine TCogon Tme
13 bawbi evars BARBIE CORPE N22005 [BETX
9 plbe hamsban JULIEH CORP2 2/20m 3 AM EPOS Conbol
23 marfin hapton MARTIN CORPS 2/2009 5 02 S0FM_Logi

Help Clase I

The window displays details of all users of the same or lower access authority that are logged on to the system and what area of the system they are using. The information displayed consists of:

The Point of Sale Number
The First Name
The Surname
The Logon Name
The Machine name of the computer they were using (for large systems with more than one PC)
The time the user logged on
What part of the system they were using
When you have finished viewing the information:
Click the Close button.

You are returned to the Staff Maintenance window.
© Torex Retail Holdings Limited 2011. All rights reserved.
Add New Member

Access the Staff Maintenance window. How ?
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4 Staff Maintenance

First Mame |Surname |LUgUn Nameil
ulie fleming JULIE New

rebbaca gibbs REBBACG

e Wose. |
julie hamiltan JULIE H 5

maitin hepton MARTIN Teminate... |

sarah jorgensen SaRaH _—
julie mileham JULIE M _I Change Passward |
lawia mileharm LALIRA

Paul mileham FalL wiho's Logged on |
carol miller CAROL

zheila moody SHEILAM Close |
jemisina mullen JEMISIM

Fimon newton SIMON Help |
louise: newton LOLISEN LI

A new member of staff is added using the New Employee Wizard.

Click the New... button.

The first window of the New Employee Wizard opens to allow the input of the new employee's Personnel Details.

You progress through subsequent windows - Job Details, PoS Details, BoS Details until the Finished window.
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Adding Personnel Details

When adding a new member of staff, the first window of the New Employee Wizard opens to allow the input of the new employee's personnel details:

Personnel

This Wizard will add a news membes of staff, Follow the promgts and input the relevant details when requested.

Enter the employes's detals uzsing upper case latters wheres appropriate. The Forename and Surnams fields
st not be blank. & default Logon Mame will be provided

Forenamels): Barhi
Susname: Evans
Logon MName: BAREIE

Help Cancel | P [ Heas | ’

The cursor is flashing in the Forename(s) field awaiting input:

Enter the employee's Forename(s) for example Barbi.
Click the Surname field or press Tab.
Enter the employee's Surnamefor example Evans.

When the Logon Name field is selected, a system generated logon name automatically appears. It is generated from the first 6 letters of the Forename and the first letter of the Surname or, if the Forename were shorter than 6 letters, the
Forename plus the first letter of the Surname, for example Ted Brown would have a Logon Name TedB. You may edit the generated Logon Name or enter one of your own choice.

Note: The Logon name is also displayed on all documentation relevant to the server, for example, on bills, receipts and reports.
When you have finished entering the Personnel Details:
Click the Next > button.

The next window of the New Employee Wizard, Job Details opens.
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Adding Job Details

When adding a new member of staff, after entering the Personnel Details, the Job Details window of the New Employee Wizard opens:
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Select aJob Titke from the list provided. If you are asked for & NI Mumber you can ether enter the employes's
NI Number or press Nest to allocate a temporary NI Number, Mo fields can be blark.

Job Thle:

Ml Mumber: I

Help Cancal < Back Next » ekl

This window is used to enter the Job Title and National Insurance (NI Number) of the new employee.

Job Title
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The Job Title selection is important because it sets the Access Group that the user has access to, for example, a Manager may have access to more functions and areas of the system than an Assistant Manager.

The available job titles are contained on a drop-down list accessed using the arrow at the end of the Job Title field.

Area M anager

Bar Staff
Client Suppart
Engineer
Manager
Other
Support

To select a job title:
Click the required job title -or-
use the arrow keys on your keyboard to move the highlight up or down to the required job title and press Enter.

The drop-down list closes and the selected job title automatically appears in the Job Title field.

National Insurance (NI) Number

NI Numbers may be configured in one of three ways:

Optional - You may leave the NI Number field blank and advance to the next window, or enter other information of your choice for example a Social Security Number or Health Number.

Not required - Some job titles indicate that the new person is not a member of staff of the outlet and so a NI Number is not required for them for example Area Manager or Engineer. In this case, the title NI Number appears greyed out

and the field is unavailable. You may progress to the next window of the wizard.

Required - You must enter the NI Number or generate a temporary one. If a NI Number is required for the job title (that is member of staff), the NI Number field is mandatory and must be entered. If the NI Number for your staff member

is currently unknown, a temporary number may be generated automatically. How ?

You may then Update the system at a later date and enter the actual NI number in the Personnel Details tab in the Update Personnel window.

The next window of the wizard to open depends upon the Job Title selected.

e If the new employee is a Point of Sale user, the Point of Sale Details window opens.

e If the new employee does not require Point of Sale access, the Back Office System Details window opens.
Entering POS Details

When adding a new member of staff, after entering the Job Details, if the new user is a Point of Sale user, the following window opens:

Point Of Sale Details

A Paint OF S ale Number has been automatically generated but you can change this if you wish. No fields can be
blark.

Pleazs enter the Point OFf Sales password twice [Must be 4 digitz]

Poirt OF 58 Number: IE
Passwoid I
Conifirm Password: I

Help Cancel | ¢Back Next > Firish

The system automatically allocates the next available Point of Sale Number. This field may be edited, but the number entered must be unique.

To edit the Point Of Sale Number:
Type in a new unique number.
The password for a Point of Sale user must be 4 digits (numbers).

Click the Password field or press Tab.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Enter a 4 digit password.

Click the Confirm Password field or press Tab.

Enter the same 4 digit password.

If you enter different passwords in the Password and Confirm Password fields, as you try to move to the next window of the wizard, the following error window opens:

& The bwo Point of 5ale Passwords are different

Click the OK button.

You are returned to the Point of Sale Details window to re-enter the passwords. When you have entered the passwords correctly:

Click the Next > button.

You progress to the Back Office System Details window to enter a password for the Back Office system. For point of sale users you progress to the Finished window.
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Entering BOS Details

The Back Office System Details window allows the Back Office system password to be entered.

Pleass enter the Back Office password bwice [Minimum of 4 characters)

Passyoidt
Confirm Password:

Help Cancel ] ¢ Back Next > Frish

Enter a password.

The password must be between 4 - 10 characters long.
Click the Confirm Password field or press Tab.

Enter the same password.

You must re-enter the same password you entered in the Password field. If you enter different passwords in the Password and Confirm Password fields, then the following error window opens as you try to move to the next window of the
wizard:

Active Business Series

& The two Back Dffice Passwords are different

Click the OK button.
You are returned to the Back Office System Details window to re-enter the passwords. When you have entered the passwords correctly:
Click the Next > button.

You progress to the last window of the wizard, the Finished window.
© Torex Retail Holdings Limited 2011. All rights reserved.
Saving Details

The Finished window is the last window of the New Employee Wizard.
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buitton

Help Cancel < Back et

You have completed all the steps required to add a new
employes bo the system. I pou want to change any of
the infarmalion pou have entered then click the Back”
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The Next > button is disabled and the Finish button is enabled. You may still use the < Back button to go through the previous windows to amend any information you have entered. Once the < Back button is selected, the Next > button is
re-enabled. If you select Cancel now, the wizard closes and none of the details you have entered are saved.

To save the new employee's details to the system:

Click the Finish button

The New Employee Wizard closes and you are returned to the Staff Maintenance window where the new user is displayed on the personnel list.

4
4
Updating Staff Details

To update current staff details:

From the list of personnel on the Staff Maintenance window:

Click the name of the person on the list who's details you wish to update.

When selected, they appear highlighted.

Click the Update... button

-or- double-click on any populated cell for that person.

The Update Personnel window opens:

Update Personnel

Personnel Details

L

Faint of Sale Details T EBack Office Details

Please amend the emplayee's details in the fields provided belaws;

Forenames: IE‘alb\—
Surname: IEvans—
Logon Mame: IEW:EBIE—
Language m
HI Number: W
Uszer Type f* Staff member

¥ Paint of Sales User
¥ Back Office User

£~ Mon staff member (Back Office anly]

Help |

oK I Cancel

The Update Personnel window is a dialog box that contains three tabs allowing you to amend the personnel details of the member of staff you selected.

Personnel Details tab - allows you to change Forenames, Surname, Logon Name, Language, NI Number and Point of Sale and Back Office access.

Point of Sale Details tab - allows you to change Point of Sale Number, Authority Level and Password.

Back Office Details tab - allows you to change the User Group, Back Office Password and Password expiry.

Changing Personnel Details

© Torex Retail Holdings Limited 2011. All rights reserved.
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The Personnel Details tab is selected as default when the Update Personnel window opens. The Forenames, Surname and Logon Name of the person you selected in the Staff Maintenance window is displayed automatically and may be

updated by selecting the field and typing in the new details.
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Update Personnel

Personnel Details | Pointof Salz Detals | Back Office Details

Please amend the employee's details in the fields provided belaw;

Forenames: IE‘arbi—
Surname: IEvans—
Logon Mame: IE‘AHBIE—
Language lm
NI Mumnber. W

User Type * Gtaff member
¥ Point of Sales User
¥ Back Office User

= Mon staff member (Back Office anly]

Help | QK I Cancel

Language

The ABS3T system has a multi-lingual facility. The default language is English. The drop-down list in the language field shows the available languages, namely English, French, German and Spanish. Once another language is selected
for a user, when they log on to the Point of Sales or Back Office system, the windows appear in the language selected for them.

Click the arrow button at the end of the Language field.

A drop-down list of available languages opens:

Click the required language -or-

use the arrow keys to move the highlight to the required language and press Enter.

The list closes and the selected language appears in the field.
National Insurance Number
Your system may be configured in one of 3 ways:
Optional - Allows you to leave the NI Number field blank or enter other relevant information.

Not required - The title NI Number appears greyed out and the field is disabled if the person selected is not a staff member. If you need to make the person selected a member of staff and insert their NI Number, then you must first
change their User Type to staff member. The NI Number field becomes enabled.

Required - The NI Number field is mandatory. A temporary NI Number cannot be generated in this window.

To enter the National Insurance Number:
Click the NI Number field.
As soon as you start to type in a number, the existing number (if one exists), is overwritten.

Type in the number..
User Type

User Type sets the Point of Sale and Back Office status of a user. If the user is not a staff member, the Non staff member (Back Office only) option button is selected and the user has Back Office access only. The Point of Sale Details tab
is unavailable. To change a non-staff member to a staff member:

Click the Staff Member option button.

‘You may then give Point of Sale and Back Office access:

Click the Point of Sale User check box and/or

Click the Back Office User check box.

A tick appears in the boxes selected and the relevant tabs are enabled.

Note: The tabs contain mandatory fields and if access is granted to the Back Office or Point of Sale systems, you must then select the relevant tabs and insert the information required, for example Passwords.

To save changes made to the personnel details:

Click the OK button.

The following window opens:

mployee Detai

@ Are you sure you want to Lpdate Personnel Detailz?

Mo | Cancel |

To save changes, close the Update Personnel window and return to the Staff Maintenance window:

Click the Yes button.

To remain in the Update Personnel window and to make amendments to the Point of Sale Details or Back Office Details:

Click the No button.
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Changing POS Details

The Point of Sale Details tab may be selected from the Update Personnel window and allows you to change the Point of Sale Number, Authority Level and Password details.

Update Personnel
Personnel Details | EBack Office Details

Flease amend the employee's details in the fields provided belows;

Paint of 5ale Murmber 021

Awitharity Level ISupervisor 'l

¥ Paint of Sale Password

Fleaze enter the Point of Sales password twice (Must be 4 digits)

Password I
Laonfirm I

Help | Ok I Cancel

Point of Sale Number

This unique number is system generated, but may be amended. However, if you choose a number that is already in use the following error window opens:

Active Business Series

& Thiz POS Number iz alieady being used

Click the OK button.

You are returned to the Point of Sale Details tab to enter another number.

Authority Level

If you are making amendments for the first time to the details of a new employee, the authority level corresponding to the Job Title that was entered on the New Employee wizard is showing as default. Otherwise, the level last selected for
the employee is showing.

Note: You may only upgrade another user to the same authority level as yourself or lower.

To amend the authority level:

Click the arrow at the end of the Authority Level field.

A drop-down list of authority levels opens:

Click the required authority level -or-

use the up and down arrow keys to move the highlight to the required option then press Enter.

The drop-down list closes and the selected authority level appears in the field.
Point of Sale Password

To amend the Point of Sale Password:

Ensure the Point of Sale Password check box is selected.

The Point of Sale Password fields are enabled.

Enter the new 4 digit password in the Password field.

Enter the same 4 digit password in the Confirm field.

Note: The passwords entered in the Password and Confirm fields must be exactly the same.
To save changes made to the Point of Sale Details:

Click the OK button.

The following window opens:

mployee Detai

@ Are vou sure you want to Update Personnel Details?

Mo | Cancel |

To save changes, close the Update Personnel window and return to the Staff Maintenance window:

Click the Yes button.

To remain in the Update Personnel window and to make amendments to the Personnel Details or Back Office Details:
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Click the No button.
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Changing BOS Details

The Back Office Details tab may be selected from the Update Personnel window and allows you to change the User Group, Back Office Password and Password expiry.

Update Personnel

Perzonnel Details T Point of Sale Details T Back Dffice Details

Please amend the employee's details in the fields provided belaw;

User Group

™ Maintain Own Group

Please enter the password bwice [Minimum of 4 characters]

Password I
Canfirm I

Password expiry

i* se password expiny Pazzwards expiy period 30
5

Grace loging

i Don't uze password exping

Help | QK I Cancel |

User Group

The User Group selected determines the menu options available to you. If you are making amendments for the first time to a new employee, the default user group is automatically selected. The User Group selected is the group the user
has administration rights to, that is his/her own group and lower groups. The system can be configured to show all functions and make those unavailable (greyed out) or hide them completely.

Click the arrow button at the end of the User Group field.

A list of valid User Groups is shown:

Maintain Own Group

¥ taintain Dwn Group

This check box determines whether or not a user can maintain other users who belong to the same Back Office access level group.

Password

Pleaze enter the pazsword twice [Minimum of 4 characters]

Pazsward I
Canfirm I

These fields are used to enter a new Back Office password for the selected user.

To change a password:
Type the new password in the Password field.
Enter the same password in the Confirm field.

If you want to change a Back Office system password only, use the Change Password as a quicker method.

Password Expiry

Password expiny

% Use password expity Passwards expiry period |5

Grace loging |5

= Don't use password expiry

The Password expiry section is used to change the password expiry period, turn password expiry off and set the number of grace logins.
To turn password expiry off:

Click the Don't use password expiry option button.

The Passwords expiry period and Grace logins fields becomes greyed out and unavailable.

To turn the password expiry on:

Click the Use password expiry option button.

The Passwords expiry period and Grace logins fields becomes enabled. You may change the expiry period and number of grace logons if required:
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Click the required field.

Type in the required number of grace logins.

To save changes made to the back office details:
Click the OK button.

The following window opens:

Employee Details

@ Are vou sure you want to Update Personnel Details?

Mo | Cancel |

To save changes, close the Update Personnel window and return to the Staff Maintenance window:

Click the Yes button.

To remain in the Update Personnel window and to make amendments to the Personnel Details or Point of Sale Details:

Click the No button.
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Changing Passwords

To change your own Back Office password or change the Back Office password of a current employee.
From the list of personnel on the Staff Maintenance window:
Click the name of the person whose password you want to change.

When selected, their name appears highlighted.

Change Password. I
Click the Change d... button

The Change Password window opens and the cursor is flashing in the New Password field. The name of the user selected for password change is automatically displayed in the window:

hange Paszsword E I

Flease enter the new password far tracy gunston

[Minirurn of 4 characters]

HNew Password I
LConfirm New Passwaord I

Help | 0Ok I Cancel |

Whenever you change a password you are required to input the password twice, the second time as confirmation. This ensures passwords cannot be created that you may not readily be able to reproduce.

For example, you intend to input the password ' DUMBO', but you mis-key the 'O’ and hit 'I' instead. The password you entered was, therefore, ' DUMBI'". You did not know, because when you enter it, all you see is a row of asterisks (*****).
If the system accepted the password, without confirmation, how long would it take you to work out the correct sequence of keys to access the system? Of course, the success of the security device is dependent on you not making the
same mistake twice! If your password and confirmation are not exactly the same, you are required to re-enter them.

To change the password for the selected User.

Type the new password in the New Password field.

Press the Tab key or click the Confirm New Password field.

Type the new password again in the Confirm New Password field.

Click the OK button.

A confirmation window opens:

& The password has been changed.

Click the OK button.

The window closes and you are returned to the Staff Maintenance window.
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Terminating a Staff Member

From the list of personnel on the Staff Maintenance window:
Click the name of the person on the list whose access you wish to terminate.

When selected the line is highlighted.

Click the Terminate... button.

The Terminate User window that opens varies according to if the user is a Staff member (such as Manager, Assistant Manager) or Non-staff member (such as Area Manager, Auditor, Engineer) of the outlet.

If the user is a Staff member, the following Terminate User window opens:
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remnaetse |

Leaver Mame:  Barbi Evans

BReazon:

DISMISSED [MISCONDUICT)
DISMISSED [OTHER)

ILCHEALTH

0w ACCORD

PROMOTION hd|

ok Cancel |

The name of the user you selected automatically appears in the Leaver Name area of the window.
Reason

The Reason field contains a list of available reasons for the termination of the selected user, with a scroll bar to aid viewing. There are a number of methods for selecting a Reason. You may:

Click the required reason -or-

use the arrow keys to move the highlight to the required reason.

When the Terminate User window opens the Reason list is focused (selected) automatically. This is indicated by the first reason on the list being surrounded by a dotted line. Should your mouse or touch screen be inoperative, you may
:anﬁz\:/Elyl?e focus to the buttons and reason list in turn, by pressing the Tab key on your keyboard. The active button or reason is surrounded by a dotted line and may be activated by pressing Enter. To return the focus to the Reason list
Press the Alt+R keys.

To terminate the selected user.

Click the OK button.

A confirmation window opens

Terminate User [<]

@ Employee details will be terminated. Are pou sure you want ta continue?

Mo | Cancell

To confirm the termination:
Click the Yes button.

You are returned to the Staff Maintenance window.

© Torex Retail Holdings Limited 2011. All rights reserved.

Terminating a Non-Staff Member

From the list of personnel on the Staff Maintenance window:
Click the name of the person on the list whose access you wish to terminate.

When selected the line is highlighted.

Click the Terminate... button,
The Terminate User window that opens varies according to if the user is a Staff member (Manager, Assistant Manager) or Non-staff member (Area Manager, Auditor, Engineer) of the outlet.
If the user is a Non-staff member, the following Terminate User window opens:

T |

Leaver Mame:  tracey philemon

User Will Be Removed.

Cancel

Help |

The name of the user you selected automatically appears in the Leaver Name area of the window.

To terminate the selected user.
Click the OK button.

A confirmation window opens:

erminate User

@ Employee details will be terminated. Are you sure you want o continue?

Ha | Cancall

To confirm the termination:
Click the Yes button.

You are returned to the Staff Maintenance window.
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The Reports & Views section allows you to produce reports covering all aspects of the business. Most of the reports you use regularly are pre-configured to your requirements. You may, however, create new reports which are customised

versions of existing reports and save their settings for future use.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Reports and Views help book from the Contents list.
What would you like to do ?

} View the Reports & Views window - shows layout and buttons

¥ Change the way the list of reports are laid out in a report group

¥ Preview a report - to view a report before you print it

¥ Print a report
¥ Save a report
¥ Reprint a saved report

¥ Change the default layout and style of your printed reports - allows you to change fonts, bitmaps and set the new defaults for all future reports

¥ Change the options of an existing report

¥ Customise a report

» Export a report - to use with other software (such as Microsoft Excel), for creating graphs and charts

} Configure your report groupings, the tab titles and the reports they contain Support Function only

About the Window

The Reports & Views section provides access to a comprehensive set of reports.

Access the Reports & Views window. How ?

| Cisfaud Date | Letl Saved -
‘esterday Mo Saved File:
2| sbes by Dy asterday Ha Saved File:
|5 stes e Tracr Modae: Vasteiday Mo Savad Fiks
Sales on Tracing deess esteiday Nar Simveed Fies

S‘ale; for Modes b Arsas “festeidzy Mo Saved il foy

Salect Al
il Timeci S Vesterday Ha Saved Fiie:s
@hmsusaa for Toackng Modes: Yesteiday No Saved Fikes Clags
ST S —— P | Help
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Above is an example of a Reports & Views window. The reports are grouped under headings, which are shown on the tabs. The number of tabs and their headings are configurable and, therefore, your tabs may have different headings

and you may have more or less. The principles of using the Reports & Views section are, however, the same.

The tabs are displayed in rows of four. Clicking the appropriate tab heading brings the selected tab to the front allowing its contents to be displayed.
EXAMPLE list of report groups (that is Tab headings).

Each of the tabs contains a list of reports in the group. They are listed in the following columns:

Reports - The name of the report.

Default Date - This is a default date or period that the system uses when compiling the report. It is usually a recognised period of time such as 'yesterday', or 'last week'.

Last Saved - This column shows the date the report was last saved on the system.

If the list of reports on a tab is too long to show all of them at once, a scroll bar is provided.
About the Buttons

Access the Reports & Views window. How ?

At the right side of the Reports & Views window is a column of buttons. These buttons access the functions which are used to select and make changes to the Reports.

© Torex Retail Holdings Limited 2011. All rights reserved.
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@n A L @mm EPOS Corbol Groagigs
'R Salex th @sum &‘rm Dotk |
Customise
[ Dok Date | Last Saved =
“astarday HNo Saved Files
5 ales by Doy ‘esterday Ha Saved Files
5 ales fon Trading Modes Yestmday Mo Saved Fis
Sales Foe Tradng Aress Yeastaiday Nao Saved Files
5 ales fon Modes L Araae Yestaidzy Mo Saved Fiks -
Timed S.ales Yesterday No Saved Files
Timed 5ales lor Trading Modat “astaiday Hi Sawvad Filers

The buttons on the picture above contain hyper-links to the relevant topics in the Reports & Views section of Help. To access Help on each button:
CLICK THE REQUIRED BUTTON (The pointer changes to a hand.)
You then jump to the Help relevant to the button you have selected.
Below is a brief explanation of their functionality; to obtain more information on these functions see the relevant Help topic:
Groupings... - The Groupings... button is a support function button, and, therefore, may not be visible. It is used by our own Staff to configure your report groupings, the tab titles and the reports they contain.

Defaults... - The Defaults... button is used to set the basic layout and style of printed reports. It allows you to change the font of the Report Header, Title, column headers and data in your reports, Bitmaps and set the new defaults for all
future reports.

Customise... - The Customise... button is used to set up a report of your own choice. You may set the items you want included, change the page setup and set default dates. Although as default the customised reports appear on the
Custom Tab, the system can be configured to save them to a tab of your choice.

Options... - The Options... button is used as a quicker method to change the options of an existing report. It allows you to select different reporting dates and alter the page setup without customising a completely new report.

Print... - Selecting Print... opens the Print window allowing you to generate and print selected reports. Each report is printed with its default settings assigned when the report is configured. A dialog box opens allowing you to select the
printer you wish to use.

Reprint... - The Reprint... button opens the Reprint window which shows a list of saved reports with the date and time they were saved. When a report is reprinted it only prints to the printer selected at the time it was saved.

Save... - The Save... option allows you to save the created report in the same format as it is printed. You do not have to print the report straight away, but can print it later using the Reprint option. This button is disabled if more than one
report is selected at a time. You should note: when a report is saved, the printer setting is also saved. If you wish to select another printer, you must re-generate the report with the new printer selected.

Select All... - Select All... allows you to select all reports listed under a tab and send them all to be printed.
Delete... - This function is provided for deleting custom reports only. You may not delete pre-configured reports and should you select a report that is not a custom report the Delete button is disabled.
Close - Selecting Close, closes the Reports & Views window and returns you to the Active Business Series Window.

Help - Opens the Help System.

© Torex Retail Holdings Limited 2011. All rights reserved.

Selecting Reports

Access the Reports & Views window. How ?

@n Ry Su @mm £POS Cortsol Grougiogs.
s | @i | Qe | Quem || 2]
Customise.
[ Detaui Date | Lt Saved =
‘eseday Ho Saved Files
Sales by Dy ‘esberday Ha Seved Fils
Rl 5 2 e Trading Modes Yosteidzy Mo Saved Filss
E Sales for Trading Aveas Yasberday Nao Saved Files
S ales for Modes L Arsas Yastedsy Mo Saved Files -
Rl Timed S ales Yesberday No Saved Files
Timed 5 ates: for Trading Modse ‘fashaiday Hin S Filee

Click the tab (group of reports) that contains your report.

Within the report group, you may select individual, multiple or all reports.

Action What to do

To select individual reports: Click the report you wish to print.

Click the first report required.
To select several reports:
Select the 2nd and subsequent reports by pressing the Ctrl key as you click.

To select all reports: Click the Select All button.

‘You may change the way the list of reports are laid out under the tab titles. How ?

The default setting is 'Details' and is laid out as shown above. Using this view, the icons are listed vertically with the Default Date and Last Saved columns displayed. It is the view that gives the most information and, therefore, is
recommended as the best view for normal use. Other views show icons with the report names listed horizontally or vertically with no other information displayed. Changing the view option does not affect any information and is a matter of
preference.

EXAMPLE of different layouts.
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4
4
Saving Reports

Reports may be saved for future printing.

Access the Reports & Views window. How ?

Before you can save the required report you must select it. You can only save one report at a time. If you select more than one report, the Save button is disabled.

To save a report (for example, Server Details):

Click the required tab to display the report group (in this example, Server).

The Server tab is brought to the front and a list of reports grouped under this tab is displayed.

Click the Server Details report (the report is highlighted).

Fuchasing & Stack. =
[ @.ﬂ Contiol @Eﬁm EPOS Contol Groupings...
ﬁasm Qnm; gis.m. Takings Defaute
Customisa.
[ Detau Date | Latt Saved 4]
‘aserday W Saved Filss
Yasberday N Siaved Files
“Tastaiday Ho Saved Files
Yesherciay N Saved Files
Ho Savad Fils
Salect A1
Mo Saved Files 1
Teseiday Ho Saved Filss Class
N vee |

Click the Save button.

When the report has saved, the following request window opens:

Server Detalls Report saved successfully
wiould you like ta print this zaved report now?

Ho | Cancall

Click - Yes to print -or- No to return to the Reports & Views window.

If you select Yes the Print window opens.

If you select No the report is available via the Reprint button for printing at a later date.

When you save a report (in this example Server Details) the date and time you saved the report is visible in the Last Saved column.

Rochsroh e @mm EFDS Corkol
msu QPvm m&un 1 \Takings
Feports [ Defaud Dale | Let Saved |

m Senver Summany by Day ‘aserday Mo Saved Files
m Time Slot Server S.des asberclay Ha S aved Files
e Slot Serven Sales by Area ‘aserday Wi Saved Files
m Hours Warked by Server “Yesherclay Haa S Files
‘aderday Mo Saved Files
Ha Saved Files

1BA1/2009 15,3342 Clazs.

— T Help

Note: End of Session and End of Week reports are saved automatically. Should the printer be faulty or switched off by mistake, they may be reprinted using the Reprint button.

Reprinting Reports

Page 14 of 161
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Once a report has been saved, it is available for reprinting. However, the reports are only kept on the system for a set period of time (typically 90 days). If you open the Reprint window and your report is no longer available, it has been

automatically deleted by the system. You must then regenerate the report using Report Options to select the required dates for the report.

Note: If you wish to print to a different printer to the one used when the report was originally saved, you must use the Print button rather than the Reprint button and in the Print window select a different printer. Click to jump to the Print

Reports topic.
To reprint a report:
Click the Reprint... button.

The Reprint Reports window opens:
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]|
| Date & Time | -
17/12/2003 3:31:42
End Session Takings 14/12/2009 5:44:40 .
End Session Server Summarny 14412/2009 54333
Stock Result Summary 07/12/200911:15:4
Stock Aesult Surnmary 07/12/200911:14 b
Stock Result 07/12/200911:14:
Stock Varnance 07/12/200911:13:0
Stock Count 07/12/200911:12:0..
End Session Takings 25/11/2009 3483
End Session Server Summary 25/11/20092:47.39 .
End Session Takings 25411/20093:40:30
End Segsion Server Summarny 25/11/20093:39.28 ..
End Session Takings 23/11/20095:41.06 ..
End Session Server Summary 23/11/2009 5:40.04 LI
nt | Close |

The saved reports are listed under the headings 'Reports' and 'Date & Time'. The default listing is by Date & Time with the most recently saved report at the top. You may list the saved reports alphabetically by:

Clicking the column header 'Reports'.

Action What to do

Click the report you wish to print.
To print individual reports:
Click the Print button.

Click the first report required.
To print several reports: Select the 2nd and subsequent reports by pressing the Ctrl key as you click.

Click the Print button.

The selected reports are sent to their default printer (selected when they were originally saved). A print notification window opens:

Reprint Reports

subj *PRINT NOTIFICATION*
Drate 23/11/2009 3:33:25 PM

Server Detallz Report, created at 23/11/2009 331:42 P zuccessfully zent to the default printer

Click the OK button.
Note: If more than one report is reprinted, a print notification window opens for each report printed.
When you have finished reprinting:

Click the Close button.
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4
4
Printing Reports

Both standard, and saved customised reports may be printed.

To print a report:

Access the Reports & Views window. How ?

Before you can print the required report(s) you must select it'them.

Click the required tab to display the required report group (for example, Sales Analysis).

Within the report group, you may select individual, multiple or all reports for printing.

Action What to do

Click the report you wish to print.
To print individual reports:
Click the Print... button.

Click the first report required.
To print several reports: Select the 2nd and subsequent reports by pressing the Ctrl key as you click.

Click the Print... button.

Click the Select All button.
To print all reports:
Click the Print... button.

The Print window opens. This window allows the printer properties to be modified, selected pages to be printed or multiple copies to be selected.
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Print HE

— Pririter

Properties |

Mame:

Status: Ready
Type: HP Laserlet 4000 Series PS
Wwhere:  MPICFC48F

Comment:

r— Print range Copie:

o« A Nurmber of copies 1 3.
" Pages from: [1 to:|9999 Iﬂ !
. . = Cafllate

£ Seleotion

Cancel |

When ready to print the selected reports:

Click the OK button.
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The system generates the chosen reports on the selected tab and sends them to the printer. If several reports have been selected, as each report is generated, the print window opens allowing you to choose the printer and page range,

for each report in order of its listing on the tab.

Note: End of Session and End of Week reports are automatically generated and printed by the system.

A print notification window may open (depends on configuration), for each selected report when the printer has finished printing that report.

Preview Reports

The Preview... button on the Reports & Views window allows you to view a standard or saved customised report before you print it. To preview a report:

Access the Reports & Views window. How ?

Before you can preview the required report you must select it. You can only preview one report at a time. If you select more than one report, the Preview button is disabled.

Click the required tab to display the report group (in this example, Server).

The Server tab is brought to the front and a list of reports grouped under this tab is displayed.

Click the report you wish to preview (in this example, the Server Details report is highlighted).

@n Recoolh Sod @mm £FOS Cortol
msu ?Pvm @5um Takings

Faports [ Defau Date | Last Savad ]
m Time Sot Server Sales ‘aseiday Ho Sawed Files
m Time Slot Server Sales by Area Yesterday Na Seved Fikes
m Houre Warked by Server Yaseday Ha Saved Filss
m Hours \warked by Day “asharclay K Gavead Files
Stall Detals Ha Saved Files
No Saved Files
Yasteiday Mo Saved Filss

...... -

Click the Preview... button.
The report is generated and the Print Preview window opens:

lictive Misiness Saries Reparting

S Dvtails Ropar

PO U “Sebored”

W T s T,

i
e 08

T o wwae e oo e
et AATRAD

The report is displayed and looks as it would if it were printed.

Details of the Print Preview Toolbar.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Default Settings

The Defaults... button on the Reports & Views window allows you to set the basic layout and style of all printed reports. Changing these defaults allows you to change the font of the report header, title, column headers and data in your
reports, bitmaps and set the new defaults for all future reports.

Changes to the fonts and orientation of paper can be made using the Customise and Options windows.

To open the Report Defaults window:

Access the Reports & Views window. How ?

Click the Defaults button.

The Report Defaults window opens:

Enten e bt 1o appesr & the header for l ispors:

| TOREX ABS-P
Change Font,

Select 2 bimap for dllreparts:
C:AABSYhintbkmaps\TOR+5trap_4col_RL bmp

REPORTING

Torex”

Defining customer experience

Select a fant or the il of 4l ieports:
Takings Report
Between 16/06/2009 and 19062009, all Trading Areas, All Terminals

Change Foat..
Select the delauit forks for al ieports:

n:ﬂllioum Tnang &n (Change Font. Fepott Data .3‘:: u:& Changs For|
Helo Besst | K. Cancel

The window is split into four sections, which affect 4 different parts of the reports:

Report Header - Allows you to change the font, style and size, as well as the header's text.
Report Bitmap - Allows you to change the graphic that is used at the top of the report.
Report Title - Allows you to change the font and style only, not the text itself.

Report Columns and Data - Allows you to change the font and style only.

The settings displayed in the fields show the current defaults.
Change Font

All the Change Font buttons provide access to a common font window. Whenever the Change Font button is selected, the same window opens, but the changes only affect the area of the report the button was accessed from. For
example if you select the Change Font button in the title section of the window, the changes made only affect the title.

Change Bitmaps

You can change the picture that is shown or add one to the top of your reports. The system uses bitmap files and the default is the Active Business Series logo. Your system may, however, be configured with a different default picture (for
example your company logo). The directory location of the bitmap is displayed in the first field and an example of the selected bitmap is displayed in the second field.
To change the bitmap:

Click the Change Bitmap button.

The Select Bitmap file window opens:

Lok [ =3 bitmaps -l ® cf EB-
LY ~ cracker
=4 ellipse

My Recent S hexagon
Documents N octogen
F[“- N rsquare
4 spiat
Desktop = star
=3 TOR+Strap_dcal_RL
___/ | barexstrapeight300

My Documents S rlangle
My Camputet
- Fie name: =] Open |
My Nelwork  Files of type: [Fietuees 1" beng) -] Cancel
Places

™ Dpen as read-orly

A list of available bitmap files in the default directory location (they have a file extension of .bmp for example XnLogo.bmp) is shown. The default selection is highlighted in the File name field. The window has the same functionality as the
Open window in the File menu of Windows.

To choose another bitmap from the list:
Click the required bitmap.
Click the Open button.
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The window closes and the new directory location and selected bitmap is displayed.

You may also change the directory location if there are other bitmap files in a different location. To do this, change the setting in the "Look in" field, by clicking on the down arrow, selecting a drive and navigating your way to the directory or
directories where these other bitmap files are.

The Report Defaults window has three further buttons:

Reset

Selecting 'Reset' changes all the defaults back to their originally configured default settings.

OK

Selecting the OK button saves the new settings you have entered.

Cancel

Closes the Report Defaults window and returns you to the Reports & Views window.
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Report Options Guide

The Options button allows you to choose different periods for a report or to update the report layout by changing the page setup options. It does not allow you to change items to be included in a report. This can be performed by using the
Customise option.
This topic is a guide for changing settings on an existing report. Follow each step to create a new report.

What would you like to do ?

¥ Select the report you wish to change

} Select ions/time for the report

} Setup the page layout and fonts of this report

} Print and preview the report
} Save the report - naming the report and selecting an icon

© Torex Retail Holdings Limited 2011. All rights reserved.

Selecting a Report

The dates/sessions/time and/or page setup options may be changed on an existing report. Before changing the settings, the report has to be selected.

Access the Reports & Views window. How ?

[x]
Furchasing & Stack 5
e @mm EFOS Cortl Greupings
Dl
9nm; ms“’ a Srm _ Dofair |
Customize
[ Defau Date | Lewt Saved -
“fashaiday Ho Saved Files
)5 s by Dy Yasherclay Ha Saved Files
B 52 ox Tracirg Modes Yasteidap Ma Saved Files
-|" Sl for Tracding Aveas Yesterday Ha Saved Files
E St for Modes b rsas Yasterday Ma Saved Files —
Seect A
Timed Sales Yesberday Na Seved Filks
% Timad §aes for Trading Modss Yasterday Ma Saved Files T
Wedll s it r— M1 € e =l Help

Click the tab (group of reports) that contains your report.

Click the report you wish to amend (The report appears highlighted).
Note: If you select more than one report, the Options button is disabled.
Click the Options... button.

The Report Options window opens with the name of the report selected appearing in the title. (for example, Report Options: Sales)

Date & Session’ | PageSelp |
Plesse select the dates and sessions That pou want Lo reporl on.

& Eazy Dates |Ye.slud.5y 'I

 Bange of dete & session
 List of tradling dates

PBiink... | Preyiewe... Save Help Cancel
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The window usually displays 2 tabs: One to amend the date/sessions/times and another to amend the page setup of the selected report. If no dates are used in the report, for example Server details, only the Page Set up tab is
displayed.
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Choosing Dates

For reports that require date and session/time input, the Date & Session/Date & Time tab is selected as default when the Report Options window is opened.

= Repoit Dptions: Sales [x]
Dote & Sessionl | PogeSenp |
Please select the dates and sessions thal you want o repoil on

+ EasyDates IYe.s\aday

 Range of date & session
£ List of tiading dates

Biini.. Preyiew... Save Help Cancel

The tab contains 3 option buttons which give access to date options:

Easy Dates

Range of date & session or Range of date & time according to the report selected

List of trading dates

© Torex Retail Holdings Limited 2011. All rights reserved.

Easy Dates

Easy Dates are periods of time used for reports, rather than actual dates, and are selected as default. A drop-down list of easy dates is provided.
EXAMPLE of the meaning of each of these easy dates.
Click the arrow button at the end of the easy date field.

The drop-down list opens:

Yesterday j Click the required easy date -or-
Last Financial Period o || use the up and down arrow keys to move the highlight to the required option and press Enter.
Last Session o

The drop-down list closes and the selected easy date appears in the field.
Last Week P Y PP

Thiz Financial vear

Thiz Financial Period

Current Session

This \Week |
Yeste

ay
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4
4
Ranges of Dates

To select a range of dates and sessions:
Click the Range of date & session option button.
The tab automatically changes and different selection options appear:

Date & Session | Page Setup 1]
Please sedect the dates and sessions that you want to report on,

" EasyDates
o !
~ Litof ading dees Between [23/10/2009 @ Session| Al -

ad [Z1072008) | Session[an =

[Dates ane inclusive)

For example enteding Betwesn 14/10/2009 and 14/10/2003
will report on just 14/10/2003

The date fields allow you to select a start and finish date for your report and, where configured, the session required. The default dates entered are todays.
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Action What to do

Click the Between field.
To select the start date for your report:
Enter the start date of your report.

Click the and FIELD.
To select the end date for your report:
Enter the end date of your report.

When a date is entered into the date fields, the corresponding session field is populated with the available sessions for that date, plus the option All. The default session is set as All.

Action What to do

Click the Session field (a drop-down list of available sessions open).
To select a session:
Use the up and down arrow keys to move the highlight to the required session and press Enter.

Where a Calendar icon is present in the Reports & Views window, it may be used to select dates.

Note: When using the Calendar,

® You may only select past dates for which data or history exists for your system.

® You cannot select future dates for the start of your report.

® You may choose future dates for the end date of your report for example, if you want a report to show sales so far this month.
Date & Time Tab

The Date & Time tab differs from the Date & Session tab in one area. Instead of a Range of date & session option button it has a Range of date & time option button. When selected, the tab contains date and time fields that allow you to
input 2 dates and 2 times:

DaletTime | PapsSeln |
Please select the dates and times that you want to report on.

" Easy Dates
& Hange of date & tmel P
(~ Lis of hading dates Between [22/10/72009 o oo = -

ad 31020 | o s :’ .

Dates are inclustve]

For example entering Between 14/10/2003 and 14/10/2009
will repart on just 14,/10/2009

The default dates are yesterday's date for both fields and the default times are 00:00 and 23:59.

The default settings for the time fields use the 24 hour clock. If you enter a time into one of the time fields for example 10:00, the system defaults to 10:00 hrs (10 AM). If you wanted 10pm instead:
Click the PM field.

The system automatically changes the time to 22:00 hrs (10pm).

Dates selected using the Date and Time option refer to calendar days rather than trading days.

The time format is hh:mm (for example 07:27). If you enter a time incorrectly the following error window opens:

Report Options : Timed Sales

The time format is incorrect. The comect format iz hh:mm.
For example 10:30.

Click the OK button and re-enter the time.

Action What to do

Click the Between field.
To select the start date of your report:
Enter the start date of your report.

To select the end date for your report: Click the and field.

Enter the end date of your report.

To select a time: Click the at field.

Type in the required time or click the spin buttons to change the time.
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List of Trading Dates

To select a list of trading dates:

Click the List of trading dates option button
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Date & Session | Page Sefup 1
Please selact the dates and essions that you want to report on

(" EasyDates
" Range of date & session

i

|

k|
Enter dates and / or date ranges separated by commas.
Example: 1471042003, 17/10/2009 - 20/10/2009.

Click the date field and enter the required dates -or-

use the CALENDAR to select dates.
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Page Setup

The Page Setup tab is used to change the header and data fonts, the font style and page orientation of your selected report. It allows you to override the defaults set in the Defaults window.
To select the tab:

Click the tab title Page Setup.

| PageSew |
Please select the page |ayout and fonés of this report.
Report Fors Diientation
Header Font: abbrez Changs Eont | ' Landscape
© Portrat

Data Fonts: FabosaZz Change Font |

Hesst Sel az Defaults |

Report Fonts

Change Font

Both the header and data sections of the report have a 'Change Font.." button. This provides access to a common font window. Whenever the Change Font button is selected, the same window opens, but the changes only affect the area
of the report the button was accessed from. For example if you select the Change Font button in the Header Font section of the window, the changes made only affect the headers. A sample of the chosen font, style and effects is
displayed in the adjacent area.

Set as Defaults

Used to set the changes you have made to the fonts and orientation of the selected report as default. Whenever this report is used in the future, these new settings are used.
Reset

Used to change the settings of the fonts and orientation of the selected report back to the original system settings used before any changes were made.

Orientation

This option is used to select how the report is printed on the page. The default is the previous configuration for the report type you selected to change.

- Orientation To select Landscape:

o
" Porbiait

Click the Landscape option button.

To select Portrait:

— Drientation
i Landscape | Click the Portrait option button.

Once you have finished selecting options for your report, you can save it.
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Saving a Report

Once you have finished selecting options for your report, it may be saved. To save the report:
Click the Save button

The following information window opens:
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@ Sales Repart saved successfully.

Click the OK button.

Print and Preview
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Saved reports may be printed from the Reports & Views window as described in the Print Reports topic. However, you may print and preview a report, from the Report Options window.

To preview the report:

Click the Print Preview... button.

The Print Preview window opens. The report is displayed and looks as it would if it were printed.

Details of the Print Preview Toolbar.

When the Print Preview window is closed you are returned to the generated customised report window.

To print a generated report from the generated customised report window:

Click the Print... button.

The Print window opens:

Statug; Ready
Type: HP Laserlet 4000 Series PS5
Wwhere:  MPIC/C48F

int
~ Printer
Hame: Properties |

Comment:
i~ Print range Copie
Lol | Mumber of copies 1 3‘
" Pages from: [1 ;n-ISSSS @ I -
[l ate
) Selection

Cancel |

Amend print options, if required

Click the OK button.

The generated report is sent to the printer. The window remains open displaying the generated customised report.

You should note, after selecting to print the report, the following window may open:

component and carrect the problem.

Retry

Xn ABS

An action cannaot be completed because a
component (Syskem Configuration § is nok
responding. Choose "Switch Ta" to activate the

Ganice]

This is experienced by users with slower units. It indicates that the software is busy on the task you initially selected (sending the generated report to the printer) and cannot perform another task until it has finished. If you wait, once the
initial task has been completed, the message window closes. You are returned to the generated customised report window and you may then select other buttons. Selecting Switch To... or Retry has the same effect.

Customising Reports Guide
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The Customise button is used to set up a report of your own choice based upon a standard report. You may set the items you want included, change the page setup and set default dates. Once created, the customised reports appear on

the Custom tab.

This topic provides a guide for creating customised reports. Follow each step to create a new report based on a standard report. If the combinations selected produce a blank report or if the report exceeds the page width, messages

appear asking you to change the options chosen.
What would you like to do ?

Select the report you wish to

Select date(s)/: i i for the report

Select the information to include in the report

Select the columns to display in the report

Setup the page layout and fonts of this report

Generate and present the report - expand/compress, move and resize columns
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¥ Print and preview the report

¥ Save the report - naming the report and selecting an icon

¥ Export the report - directly to spreadsheet software
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Selecting a Report

Access the Reports & Views window. How ?

To customise a report, you must choose the report you wish to change.

Click the tab (group of reports) that contains the report type you want to customise (for example, Sales).

Click the report you want to customise (for example, Sales). The report appears highlighted.

Note: You can only customise one report at a time. If you select more than one report, the Customise button is disabled.
Click the Customise... button.

The Report Customisation window opens with the name of the report type you selected appearing in the title bar (for example, Report Customisation: Sales).
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Choosing Dates

For reports that require date and session/time input, the Date & Session/Date & Time tab is selected as default when the Reports Customisation window is opened.

The tab contains 3 option buttons which give access to date options:

Easy Dates
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Range of date & session or

List of trading dates

Easy Dates

Easy Dates are periods of time, rather than actual dates, used for reports and are selected as default. A drop-down list of easy dates is provided.

EXAMPLE of the meaning of each of these easy dates.

Click the arrow button at the end of the Easy Date field.

The drop-down list opens:

“esterday

-

Last Financial Period
Last Session

Last Week

Thiz Financial v'ear
This Financial Period
Current Session

Thiz W/eek

Click the required Easy Date -or-

Use the up and down arrow keys to move the highlight to the required option and press Enter.

The drop-down list closes and the selected easy date appears in the field.

Ranges of Dates

To select a range of dates and sessions:

Click the Range of date & session option button.

The tab details automatically change and different selection options appear:

" Easy Dates

Dale & Session |

Include T Show T Pegeselp |

& Bange of date & session
 List of rading cates

Flease select the dates and sessions that pou want 1o repoit on.

Behween [23/10/2009 @ Session [ B
and [23710/2008 Ssssion[al w

[Dates are inclusive)
For example entering Between 14/10/2003 and 14/10/2003
will report on just 14/10/2009

The fields allow you to select a start and finish date for your customised report and, where configured, the session required. Today's date is set as the default.
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Action What to do
Click the Between field.
To select the start date for your report:
Enter the start date of your report.
Click the and field.
To select the end date for your report:
Enter the end date of your report.
When dates are entered into the date fields, the corresponding session field is populated with the available sessions for that date, plus the option All.
Action What to do

To select a session:

Click the Session field (a drop-down list of available sessions opens).

Use the up and down arrow keys to move the highlight to the required session and press Enter.

Where a Calendar icon is present, you may use it to select dates.

Note: When using the Calendar,

® You may only select past dates for which data or history exists in your system. If you select a date for which no data exists, the system tries to generate the report, but is not successful - you get a 'no data' message.

® You cannot select a future date for the start of your report.

® You may choose a future date for the end of your report (for example if you wanted to customise a report to show sales so far this month), you must, however, type in the date. You cannot select it using the calendar.

Date & Time Tab

The Date & Time tab differs from the Date and Session tab in 1 area.

Instead of a Range of date & session option button it has a Range of date & time option button. When selected, the tab contains date and time fields that allow you to input 2 dates and 2 times:
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Date & Time L Inchade T Shiow 1 Page Sejup
Please selact the dates and times that you want to report on
" Easy Dates
& Harge of d.

_ 6
P p— Eetween [23/10/2009 00.00 j et

and [2371072008 2358 = :

[Dates are nchusive)

Far example enterino Between 14/10/2003 and 14/10/2009
will report an just 14410/2009

The default dates are yesterday's date for both fields and the default times are 00:00 and 23:59.

The default settings for the time fields use the 24 hour clock. If a time is entered into one of the time fields for example 10:00, the system defaults to 10:00 hrs (10 AM). If you wanted 10pm instead:
Click the PM field.

The system automatically changes the time to 22:00 hrs (10pm).

Dates selected using the Date and Time option refer to calendar days rather than trading days.

The time format is hh:mm (for example 07:27). If you enter a time incorrectly the following error window opens:

A

& The time format iz incorrect. The caorect farmat is hbcmm. For example 10:30

Click the OK button and re-enter the time.

Action What to do

Click the Between field.
To select the start date of your report:
Enter the start date of your report.

To select the end date for your report: Click the and field.

Enter the end date of your report.

To select a time: Click the at field.

[Type in the required time or click the spin buttons to change the time.
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4
4
List of Trading Dates

To select a list of trading dates:
Click the List of trading dates option button.

Date & Session | nchide 1 Show T Pape Selup
Flease selact the dates and sessions that you warit to report on

" EasyDates
" Range of date & session

B¢

|
Enter dates and / or date ranges separated by commas.
Example: 14/10/2009, 17/10/2009- 20410/2009.

Click the date field and enter the required dates -or-

use the Calendar to select dates.
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4
. _______________________________é
Selecting Information

The 'Include' tab option allows you to select the information (data) you want to include in your report.
To select the Include tab:

Click the tab title Include.
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Date & Session | Include i Shows 1 Page Setup
Please select the ems that should be included in this report.
| Available Columns Items to include

Actual Sales Select A |
Training Sales
Deselect All |

¥ Inchade news items

The tab has 2 main fields: Available Columns and Items to include. When an Available Column is selected, the Items to include field is updated to reflect the items available for selection.
Available Columns

This contains a list of available columns for the selected report type. It does not include any date, time or session columns, or columns which hold a value.

[ inchde )

Please select the items that should be included in this report
~ Available Colurmins -~ Ierns o includs

DRALGHT BEER fl Select Al |
MINERALS

LIQUEUR

WINE

PIZZA PALACE

QUICK CHICK

FINE DIMNING

ROTTIEN REERAINER :I

¥ Include new kems

The check boxes inside the Available Columns field have 3 states:

Vi

£2.% only some of the items in the include group are shown in the report. EXAMPLE

o

Il of the items in the include group are shown in the report. EXAMPLE

one of the items in the include group are shown in the report. EXAMPLE
Items To Include

The 'ltems To Include’ field shows all the items available according to the Available Column that has been selected. A tick in the check box indicates that the item is included in the report, if there is any data for that item.

You can change the status of each item either individually or all at once.

Action What to do

To select an individual item: Click the check box.

To select all items: Click the Select All button.

For example, a report may have a column called Category. If ‘Category’ is selected in Available Columns, the Items to include shows all the categories available such as spirits, wines, draught beers, and so on. Only the check boxes for
the categories that are required on the report should be selected.

You should note that leaving some groups empty creates an error. For example, if you wanted an Hours Worked report, one of the available columns is Trading Area. If you cleared Trading Area, the system would try to report on non-
trading areas and, of course, this would result in no data. If you accidentally do this, an error window opens:

Cunerily no kems from the Trading Area cokamn are inchuded in this repost. Please select at least one iem fiom this
s column.

Click the OK button and amend your selection.

If you select options that result in a blank report, for example, if you select a Trading Area that had not been opened on the selected day, the following error window opens:

Report: Sales

The report options you have selected have produced a blank repart.
‘wiould you like ta change the report options ?

To return to the Report Customise window to make changes:

Click the Yes button.
Include New Items

At the bottom of the Items to include field, is the 'Include new items' check box. It is specific to the column selected in the Available Columns field. That is, if you clear the check box and then choose another option in the Available Columns
field, the check box is selected again as default. It is only relevant when the report is being saved for future use.

If you clear the check box and new items are added to the system database, the customised report when generated does not include them:

e If you want a report on the Wet Sales and you clear the check box, then start to sell a new Best Bitter, it will not show on the report. Your Takings for Wet Sales and Wet Sales Total will not match because your sales of the new
Best Bitter does not show on the report, but they will show up in the takings.

e If you want a very specific report such as sales of currently sold draught beer, you should clear 'Include new items', otherwise any new draught beer you started to sell would show up in the report.
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Selecting Columns to Display

The 'Show' tab enables you to select from the list the columns that are to appear on your customised report.

To select the tab:

Click the tab title Show.

Date & Session Inchsde

Please select the columns that you wank to appear in this repor.

Date
Session

Fesrily

VAT

Category
Sales ltem
Quantity
Walue Inc VAT

Type of Tradng

Average Price Inc VAT

=l

{Shew [ PageSep |

ﬂ Shiow Al

A check box adjacent to each column heading, indicates if the column is to be shown.

You can select the column headings either individually or all at once.
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Action

What to do

To select individual items:

Click the appropriate check box.

To select all items:

Click the Show All button.

Note: Certain columns rely on a combination of others for their information, for example, an Average Price column is calculated by dividing the Total Sales Value by the Quantity Sold. Therefore, all three columns must be selected. If you
do not select all the columns, the report is generated, but the column displayed contains zeros.

Page Setup

© Torex Retail Holdings Limited 2011. All rights reserved.

The 'Page Setup' tab is used to change the header and data fonts, the font style and page orientation of your customised report. It allows you to override the defaults set in the Report Defaults window.

To select the tab:

Click the tab title Page Setup.

Change Font |

Change Font |

Please selact the page layout and fonts of this report
Report Forts
Heades Fort: Aabbfars
Data Forts: Pabbiazz
Resel Set as Defaults |

[ PageSetue
Diieritation
(v Landscape
¢ Portrait

Report Fonts

Change Font

Both the header and data sections of the report have a 'Change Font.."' button. This provides access to a common font window. Whenever the Change Font button is selected, the same window opens, but the changes only affect the area
of the report the button was accessed from. For example if you select the Change Font button in the Header Font section of the window, the changes made only affect the headers. A sample of the chosen font, style and effects is

displayed in the adjacent area.

Set as Defaults

Used to set the changes you have made to the fonts and orientation of the selected report as default. Whenever this report is used in the future, these new settings are used.

Reset

Used to change the settings of the fonts and orientation of the selected report back to the original system settings used before any changes were made.

Orientation

This option is used to select how the report is printed on the page. The default is the previous configuration for the report type you selected to customise.

— Drientation

o
" Porbiait

To select Landscape:

Click the Landscape option button.

— Drientation

i Landscape

To select Portrait:

Click the Portrait option button.

Once you have finished selecting options for your customised report you can generate the report and save it.



Staff Maintenance Overview Page 28 of 161

© Torex Retail Holdings Limited 2011. All rights reserved.

Generating and Presenting a Report

When you have finished choosing the dates (where applicable), and selecting the information to appear on your customised report you may generate and view it.

Click the Generate... button.

The View window opens showing your generated report, as shown in our example below.

B

Famiy Category Sales Item Quartity Value Inc VAT Average
Price Inc:
& VAT
Totsl LIBUOR 218 208995 959
Totsl FOOD 254 253200 .97

What would you like to do ?

» Expand/Compress columns

¥ Move columns

¥ Change column widths
Expand/Compress columns

Yellow indicates the information may be expanded to reveal further details.

Action What to do
Double-click the yellow column header.
To expand all information in a column:
EXAMPLE
Double-click the desired yellow cell.
To expand individual sections within a column:
EXAMPLE
Blue indicates the information can be compressed and hide the details.
Action What to do

Double-click the blue column header.

To compress all information in a column:
EXAMPLE

Double-click the desired blue cell.

EXAMPLE

To compress individual sections within a column:

Move columns
The columns can be moved to present a different look. All column headers are colour-coded.

Yellow and blue columns are interchangeable with each other but cannot be positioned between grey columns.

Grey columns cannot be mixed with yellow and blue columns but their order can be rearranged amongst themselves. If you try to move a grey column in between blue or yellow columns, the cursor changes to a magnet with a line
through it, to show that you cannot interchange those columns.

Action What to do

Click the column header.

To move a column: IThe cursor changes to a magnet. =5 2™
Drag the magnet to the new position required.

IThe column is inserted into the new position.

EXAMPLE

Change column widths

‘You may also change column widths. When the cursor is placed over the dividing line between the two column headers the cursor changes to a double arrow:
i

To change a column width:

Place the cursor between two column headers.

Click and drag the column line left or right as required.

The column width is changed accordingly.

You may also use this method to hide a column completely if required.

When you have changed column widths or hidden columns, upon leaving the window a message box opens:

ales

Report

\) Column widths have been modified. Do you wish to save these changes?

Any columns which have been reduced to be non visible on the screen wall not be saved,
therefore retaining thew onginal widths the neswt time this report is generated.

[ o | concel

To confirm the selections
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Click the Yes button.
When saving customised reports, changes made to column widths are saved and become default whenever the report is generated. Hidden columns are not saved and re-appear.

Note: The re-sizing of column widths on screen to printout is not exact. The print width is based on the average size of a character for the font size. As some characters are wider, you may need to adjust the column width on screen, to fit
the same text onto the printed report.
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Saving a Report

When customising your own report, if you want to use the customised report again, you must save it. Saving the customised report saves the structure or template of the report that you have created, not the data within it. Which columns
to display, the items to include within the columns and the width of the columns are all saved. Saving of the dates previously selected depends on the status of the 'Save with default dates’ check box.

To save the configuration of your customised report:

Click the Save Custom button.

The Save Custom Report window opens.

E‘g Save Custom Report

Repaort name

LChange lcon |

v Save with default dates

Help | QK I Cancel

The name entered in the Report name field appears on the tab in the Reports & Views window. A system generated name is automatically entered, but you may enter one of your own.

To type in another title:
Type the required in the Report name field.

However, when you decide on the report name, note:

The report name cannot be left blank.
® The new report name must be unique. Should you choose a name that is already being used, a warning window opens, allowing you to overwrite an existing custom report if required.
® You cannot overwrite a pre-configured report.

® The report name may be a maximum of 50 characters long; you may include blank spaces.

The icon to be associated with the report is displayed. This icon can be changed. How ?

The Save Custom Report window allows you to save your customised report with default dates (current date selection). Whenever the report is selected in future, it always report on your selected dates. This is useful when selecting easy
dates, such as This Financial Period or Last Financial Period.

‘You may also use this feature for a report giving data for 'so far this month/year/financial period' and so on. The initial date must be today or a date in the past. You may then choose a future date, or end of the month/year/financial period.
The report is generated using the first and future date selected, giving a so far type of report. When the end date is reached the report reports on information for the whole period selected.

The default setting is save with default dates. If the box is cleared the saved report defaults to the easy date 'Yesterday' so whenever the report is selected it reports on yesterdays data. You may then, of course use the 'Options' window
to select a more specific date if you wish.

When you have finished selecting a name, icon and date setting, to save the customised report and return to the Report Customisation window:
Click the OK button.

The saved, customised report would be available for future use, on the tab nominated for custom reports. The system may be configured to display customised reports on a tab as a report group on their own (Custom), or they may also be
displayed under another report group if required.

Note: After saving a custom report and closing the Customise window, the report does not initially appear in the report group. To update the display, close and re-open the Reports & Views option.
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4
. ____________________________é
Print and Preview

Saved customised reports may be printed from the Reports & Views window as described in the Print Reports topic. However, you may print and preview a customised report, from the generated customised report window.
To preview the generated report:

Click the Print Preview... button.

The Print Preview window opens. The report is displayed and looks as it would if it were printed.

Details of the Print Preview Toolbar.

When the Print Preview window is closed you are returned to the generated customised report window.

To print a generated report from the generated customised report window:

Click the Print... button.

The Print window opens:
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Print HE

— Pririter
Properties |

Mame:

Status: Ready
Type: HP Laserlet 4000 Series PS
Wwhere:  MPICFC48F

Comment:

r— Print range Copie:

o« A Nurmber of copies 1 3.
" Pages from: [1 to:|9999 Iﬂ !
. . = Cafllate

£ Seleotion

Cancel |

Amend print options, if required.
Click the OK button.
The generated report is sent to the printer. The window remains open displaying the generated customised report.

You should note, after selecting to print the customised report and on returning to the generated customised report window another button, for example Close or Customise is selected immediately, the following window may open:

Xn ABS

An action cannaok be completed because a
component (System Configuration ) is nok
responding. Chaoose "Switch Ta" to activate the
component and correct the problem.

Retry Zance]

This is experienced by users with slower units. It indicates that the software is busy on the task you initially selected (sending the generated report to the printer) and cannot perform another task until it has finished. If you wait, once the
initial task has been completed, the message window closes. You are returned to the generated customised report window and you may then select other buttons. Selecting Switch To... or Retry has the same effect.
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Exporting a Report

The generated report may be loaded into other spreadsheet software such as Microsoft Excel. This functionality is only available once the report has been generated.
To export:
Click the Export... button.

If you have Microsoft Excel installed, it opens automatically. A file is created containing your generated report in chart and report format, as shown in the example below.

%)Ek ER Wew Dmet Fomet Took Deta Widow Hep
DS ERY i RRT ~ -~ A% =0 EH - G

= -w - (B 5 U EEVES% . HSEEL-D-A-
a1 =l =| Family
A B ] [} E
1 [Fami ICategory Sales lem Quantity  Value Inc WAT
2 |LIoUoR Tatal DRAUGHT BEER Tatsl DRAUGHT BEER k] 2095
3 [LIGuoR Tatal BOTTLED BEER/CIDER  Tatal BOTTLED BEER/CIDE L] [=1]
A |LIGUOR Totsl MINERALE Tatal MINERALS 130 1428
S [LIGuoR Tatal SPIRITS Tatal SPIRITS 20 197
B |LIGUOR Tatal LIGUEUR Tatal LIGUEUR 20 124
7 |Toral LOUOR Tatal LIQUOR Tatsl LIGUOR 218 080,95
BFO0D Total PIZZA PALACE Tatal PIZZS PALA B0 sa2
8 |FooD Total BURGER EXPRESS Tatsl BURGER EXPRESS x| 812
AMFO0D Total QUICK, CHICK, Total QUICK CHICK 62 617
11 |FooD Tatal FINE DINING Tatal FINE DINING 39 s
12| Total FOOD Tatal FOOD Tatal FOOD 54 2532
13| Grand Tatal Grand Total Grand Total 472 4521.95
16 8 o e fma sk i 198 il
ODO@ @AT By - Ae =
= s mew t
T

" mucki

‘You may use Microsoft Excel functionality to format the information or add other columns and save the information as an Excel file for future use. Note: Microsoft Excel contains its own full Help system.
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When you close the Microsoft application, you are returned to the generated report in the Reports & Views window, unless time-out has occurred.

If you do not have spreadsheet software installed, then you would need to install it in order to use the Export function.

Deleting a Report

You may only delete the Custom Reports. Should you select a pre-configured report, the Delete button becomes disabled.

Page 31 of 161

© Torex Retail Holdings Limited 2011. All rights reserved.

You may have a tab (Report Group) called Custom, where all your custom reports appear. Your system may be configured to save your Custom Reports to a tab with a different name. To delete a Custom Report you must first select the

Report Group (tab) and Custom Report you wish to delete.

Click the required tab to display the report group (in this example, Custom).

E‘ Sales | Qﬁummr @Seﬂu Takings Goupings.
LT Imh“:"’e;‘;f“‘k @ﬁm_ S,EPOS Corbal _ Dgfuke |

Customise.

| Defauh Date | Latt Saved |
Custom Sakes Yasterday Mo Saved Files
Custam Promatians Detail Yesberday Ha Saved Files
Custam Sarves Datails 23/10/2008 10:28:53

Select A

Delets

Clase.
Help

Click the custom report you wish to require.
Click the Delete button.

The following confirmation window opens:

g‘ﬁ Reports & Views

& Are pou sure pou wish to continue?

Ha | Cancel

To delete the report:
Click the Yes button.

The report is deleted, the window closes and you are returned to the Reports & Views window.

4
Report Groups Overview

Note: The Groupings... button are only visible and/or available if you have the appropriate security access level.
What would you like to do ?

# Add Report Groups

¥ Remove Reports Groups
F Add Reports to a Group
¥ Remove Reports

¥ Set the order for Report Groups

¥ Set the order for Reports within a Group

¥ Change the number of copies for printing reports

} Change the Report Group icons

¥ Allow a report to exist in one or more Report Groups

4
Adding Report Groups

Access the Report Groups tab. How ?
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Repoit Broup: [ Repait: |n Group
Dicfaul for L& Add Group I
Order | Growp Custom
L= g e
Sales ]
2 | Promotons
3 |5
| SEvet Previews |con
4 | Taking:
5 | bt
B |Hotal %‘
7 | Puchasingt Stock Corrol
a _Euslu—x :I o oo

DK Cancel

To add a new report group:

Click the Add Group button.

A group called 'New Group' is added to the end of the list of available groups. This may be changed using the Order column.

Repost Groups I Fiepaits I Group
Disfaul for L& Aod Group I
Dider | Gooun Custom
Rsports: efcte Gipls I
2 | Promotions [}
3 Server
| 4 |Tekng: . omy
5 |sud
& Hobed
7 | Puchasingt Stack Cobial Q
8 | Cushom . i
Ll 9 | | ) N |t =] Ehange beon

Lo [ ] el

Type the name of the new report group.

If you want the new report group to be displayed as a tab in the Reports & Views window:
Click the Display on Report tab check box.
If you want to allow the number of copies to print to be changed:

Click the Change Print Copies check box.
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Only one report group can be specified as the default group for customised reports. The default setting is Custom hence all customised reports are saved under this tab. To select another report group as the default group, the Custom

report group needs to be cleared.

Click the Default for Custom Reports check box for the Custom group.

If you want Customised reports to be saved to your new Report Group:

Click the Default for Custom Reports check box for the New Group.

The default icon selected for the new group, is displayed in the Preview Icon box. This may be changed.

To add reports to this report group, progress to the Adding Reports help topic.

Deleting Report Groups

Access the Report Groups tab. How ?

Report Broups L Henaix ey
) | efauter [ fod Grp |
Display on Frin | :l
Order | Gioup : Custom
[ﬁmm‘ Capies Rapods ¥ I
Sale: i =]
2 | Promations i i
3| Server | i o[
4 _Td\ms
5 | Audit )
5 |Hoe %
T | Puchasing Shock Cortrol v 4
5 _|Custm A | LM e |
I Ok Cancel

Only customised report groups may be deleted. The Delete button remains greyed out should you select a pre-configured report group.

To delete a customised Report Group:

Click the grey cell on the left of the report group to be deleted.
Click the Delete Group button.

The selected Report Group is deleted.
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© Torex Retail Holdings Limited 2011. All rights reserved.



Staff Maintenance Overview

Arranging Report Groups

The order in which the Report Groups (tabs) appear in the Reports & Views window may be changed.

Access the Report Groups tab. How ?

Report Broups

—

Repaits |n Group

Defaukfor |~ Aod Grgup I
Custam
Repors I HOU I

@[ |o || ||
>
3

Custom

Purchasing b Stock Cortrol

Pheviess |con

e |

To change the tab order:

Click the Order cell of the report group you wish to re-order.

Type in the new order number.

Note: The Order numbers must be unique and no Report Groups may be order number zero.

Click the OK button.

Adding Reports

Reports may be added to individual report groups.

Access the Reports In Group tab. How ?

The name of the report group to add the reports to is shown in the Report Group Name field.

To choose another Report Group:

Click the arrow button at the end of the Report Group Name field.

A drop-down list of available Report Groups opens:

Click the required report group.

Raport Groups

I

| Select which goup sach Fepot belorge o

[ —

485 Audt

Allowarce:

Average Spend

Allowarics Type:
Av. Sperd Per Cover by Area

v, Spend Per Cover by Day
Av. Spared Per

Elase 5o lbem Floutes

ven by Moda

Sumrmary

=

Feson G tieoe [ <

s |
|
=

< Rgmove Al I B

Reports In Group

Numbes [ &

Salesbor Modes L Aress

imed Sales

| Timed Sale for Trading Modes

imed Sales lor Trading Areas

Help I
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Available reports are shown on the left and any of these may be added to the selected Report Group. You may add individual available reports or all available reports (if less than 99 reports are available to add). If there are more than 99
reports available, then the Add All button is inactive.

Action

What to do

To add individual

| reports:

Click the Add> button.
EXAMPLE

Select the report in the Available Reports field.

To add all reports (if <99):

Click the Add All>> button.

A report may appear in more than one report group. To achieve this:

Select the required report group.

Add the report to this group.

Change the report group.

Add the report to this second group.

Deleting Reports

Reports may be removed from report groups.

© Torex Retail Holdings Limited 2011. All rights reserved.



Staff Maintenance Overview

Access the Reports In Group tab. How ?

The name of the report group to delete reports from is shown in the Report Group Name field.
To choose another Report Group:

Click the arrow button at the end of the Report Group Name field.

A drop-down list of available Report Groups opens.

Click the required report group.

Fepol Groups T Repons In Group

Selact which group each Flepodt belonge 1o e |

| Avaiable Reports O Seq |Repot g{{_g' 2
485 Audt 1 |Saks 1
Allavance 2 |SaksbyDay 1
llowance Types 3 |Sakes for Trading Modes 1
Ay, Spend Per Cover by frea 4 Salez for Trading Areas 1
A, Sperd Per Coves by Dy - 5| Salesfor Modes barsas 1
. Spend Per Covel by Mods ~——-| & |TimedSale: 1
Average Spend Summary <« Ramave Al | 7| Timed Sales for Tradira Modes | 1
Base Saes |bam Aoutes 8 Timed Sales lor Tradrg Areas 1

L=l — 1=l

| Ce 1o

individually or all together.
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The reports in the selected Report Group that are currently available in the Reports & Views window, are listed on the right-hand side. Any of these reports may be removed from the selected Report Group. Reports may be removed

Action

What to do

To remove individual reports:

Click the grey cell next to the Seq number for the report to remove.

Click the < Remove button.

 The selected report is removed from the selected Report Group and appears in the Available Reports field.

To remove all reports:

Click the << Remove All button.

All the reports are transferred from the selected Report Group to the Available Reports field.

4
4
Ordering Reports

Access the Reports In Group tab. How ?

Select the required Report Group. How ?

Flapot Groups T Reports In Group
Selact which goup each Repoit belongs 1o Repoi Group Mame: m
- Number [+
| Available Aepots Seq |Fepot Copis
485 Audt 1 |Sake 1
Allavarce 2 |SaksbyDay 1
llawarce Types 3| Sales for Trading Modes 1
v, Spand Per Coves by Area 4 |Sales for Trading Aveas 1
Ay, Sperd Per Coves by Dy 5| Sakestor Modes barses 1
P |
v, Spend Per Covet by Mods 5 | Timed Sales 1
Average Spend Surmary <« Remove All | 7| Timed Sales for Tradrg Modes | 1
Base 5aes |tam Aoutes 8 Timed Sales lof Tradng Areas 1
L=l — 1=l

RS (e i

The Seq. column is used to govern the order in which the reports are shown within each tab in the Reports & Views window.

To change the order:
Click the Seq. cell of your selected report.
Type in a Seq. number.

Note: Sequence numbers must be unique.
Changing Print Copies

Access the Reports In Group tab. How ?

Select the required Report Group. How ?
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B update Re

Raped Groups T Reports In Group.

| Selct which oup each Repot belorgs o Fiepont Grop e [EEENNE ~ |

| Avallable Reposts E gﬂ =
485 Audt 7 I 1
Allovarce: 1
Allowares Tupes Fub I 1
. Spend Per Cover by frea 4 |Salec for Trading Aveas 1
Av. Spend Per Cowet by Day o 5 | Sales bor Modes & Areas 1
. Spand Per Coven by Mada 4| imed Salee 1
Average Spend Summary < Remave All I 7 imed Sales for Trading Modes | 1
Blase 5 e ltem Floutes 8 |Timed Sales foe Tradrg Areas |1

L= ' =l

_ e | [ ] e |

The default number of copies to print is 1, but this can be increased. (Zero is not allowed). You may only edit this information if the 'Change Print Copies' check box is selected on the Report Groups tab.

To change the default number of print copies:
Click the Number Copies cell to the right of the selected report.
Enter the default number of copies required.
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Dynamic Profit and Loss Overview

The Dynamic Profit and Loss (P & L) section is used to help you control the financial accounts. It contains details of all the income, expenses and bankings of your business. At some point (normally weekly but occasionally daily) the
statement is balanced and finalised.

The Dynamic P & L window is customised for each individual customers needs, therefore, your Dynamic P & L window may look a little different to the examples shown in Help. However, its functionality is the same.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Dynamic Profit and Loss help book from the Contents list.
What would you like to do ?

} View the Dynamic P & L window

¥ Set the Ledger Balance
¥ Add a transaction

¥ Delete a transaction

¥ Finalise a statement

FA 1d comments to the Business Monitor

} Print a statement/worksheet

} Preview a statement

© Torex Retail Holdings Limited 2011. All rights reserved.

About the Tabs

The Dynamic Profit and Loss (P & L) section is used to help you control the financial aspect of your business. It contains details of all income and expenditures of your business.
Open the Dynamic P & L window. How ?
A row of tabs is displayed at the top of the window. You may have more (maximum 256) or fewer tabs than shown and they may have different titles. The tabs represent individual worksheets using spreadsheet format and are titled to

cover financial areas of your business for example, Takings, Expenses, Bankings, Summary, and so on. The tabs (worksheets) are linked to form a daily/weekly statement of business. The example below, displays the worksheet for the
tab titled 'Expenses’, set out as a weekly statement:

Dusaription Aeceunt  Sundsy  Mandiy  Tussdey Wednesday Friday  Samurdsy
Cods

CL] i 0 T wm
B 1 . am ED00
0o

Not all data needs to be entered manually onto the worksheets. Some data is updated automatically from the Point of Sales information. Other figures are obtained due to the pre-set formulas contained on the tabs. These formulas link
values to other cells and perform calculations automatically. For example, where a total is shown, you do not need to calculate the total; as you enter the values, the total is calculated for you. The total values may be carried over to a
Summary sheet where the grand totals are summed automatically.

There are 2 arrow buttons at the top left of the window to allow scrolling of the tab titles. How ?

Within a tab, if the spreadsheet is too large for the tab window, a scroll bar is provided to enable easier viewing.

Click to learn about the buttons displayed in this window.
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About the Buttons

The Dynamic Profit and Loss (P & L) window is used to help you control the financial aspect of your business.
Open the Dynamic P & L window. How ?

The following list details a brief explanation of the functionality of the buttons located on the Dynamic P & L window. To obtain more information on these functions see the relevant Help topic.
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Dy GP... |
Business Manitar... |
Print... |

Print Setup |
Firialise |
Ledger Balance... |

Cloze |
Help |

Details... - This button remains greyed out and unavailable until a cell or line has been selected. It provides access to the P & L Details window that allows you to enter financial transactions into your statement. For more information,
refer to the Viewing the Details Window topic.

Dry GP... - Displays the current entered dry GP if one has been entered. For more detailed information, see the Dry GP topic.
Business Monitor - Allows extra information to be added to each day of the statement. For more detailed information, see the Business Monitor section.

Print... - Opens the Print window. This allows you to select printing options for your statement or worksheet(s), for example grid lines, fit to page, and number of copies. It also gives access to the Print Preview and Print Setup windows.
For more detailed information, see the Print and Preview section.

Print Setup... - Opens the Print Setup window. This allows you to select the page options, such as orientation, the printer to use and paper type. For more detailed information, see the Print Setup section.

Finalise... - The Finalise button is normally greyed out and unavailable. It is only active and available when the current P & L Statement balances. For more detailed information see the Finalise section.

Ledger Balance... - The Ledger Balance window is typically used to set the opening balance before the system goes live. For more detailed information, see the Set Ledger Balance topic.
Close - Closes the Dynamic P & L window.

Help - Opens the Active Business Series Help System.
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About the Fields

The Dynamic Profit and Loss (P & L) window is used to help you control the financial aspect of your business.

Open the Dynamic P & L window. How ?

Periad ending date:

F & L Balance:

| £329.00

Current ledger balance:

I £0.00

House Float:

| £2,000.00

A brief explanation of the fields located on the Dynamic P & L window is displayed below:

The Period ending date of the selected P & L Statement - it may be set as a day or a week. Selecting the arrow button at the end of the field opens a drop-down list of previous statements. To view a previous statement, Click the
required history date. The amount of history available is governed by your system memory.

P & L Balance - This field automatically displays the balance of the selected statement. It is also colour coded, (a minus value is shown in red, a zero value is grey and a plus value is green). This field cannot be edited manually.
Current ledger balance - This field always displays the running credit ledger balance, regardless of the statement of business displayed. It is also colour coded in the same way as the P & L Balance.

House Float - This field allows the house float value to be viewed for audit purposes. It cannot be modified at site, only centrally.

Calendar Icon - To open the Calendar, click the icon. This calendar is inactive, that is for reference purposes only. It opens at the current month with today's date selected as default. To close the Calendar window: Click the button
marked with an 'X'.

Calculator Icon - To open the Calculator, click the icon. It works the same way as a real calculator; just click the buttons. To close the Calculator window: Click the button marked with an 'X".
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Setting the Ledger Balance

Open the Dynamic P & L window. How ?
The Ledger Balance is typically used to set the opening balance before the system goes live. To set this:
Click the Ledger Balance... button.

The following window opens
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Set Ledger Balance
Plzase enter the opening value for the ledger balance : I

IfaP & L Statement haz already been finalized then enter the value of the credit /
debit ledger balance as at last finalisation of the P & L Statement.

Help | Ok I Cancel

Enter the ledger balance in the following format:

For pounds, enter numerals. For £5, enter 5 or for £500, enter 500.
For pence, enter decimals. For 99p, enter .99 and it is displayed as £0.99.
To save the balance entered:

Click the OK button.

Dry GP

A Dry GP % figure can be entered on to the statement, if the statement has not been finalised. This percentage is multiplied to the Dry Sales amount for the week.

Open the Dynamic P & L window. How ?
To open the Dry GP % window:
Click the Dry GP... button.

‘

Enter the Dy GP % I

Cancel |

A new dry gross profit amount may be entered as a percentage.
Enter the required amount.
Click the OK button.

If the amount entered is less than 0 or greater than 100 then a warning message occurs.

You may accept the figure (as a negative amount and a percentage greater than 100 are allowed) or re-enter the figure.

The Dynamic P & L statement is refreshed using the new Dry GP figure.

About the Business Monitor

The Business Monitor allows text comments to be viewed, added or amended for each day of the financial statement.

Access the Business Monitor. How ?

& Business Monstor

Date : 09/11/2009 - 15/11/2009

Date

09/11/2009 ==

Dgle | 10/11/2009 =

= Date  11/11/2009 =

=) ate - 1241172009 ==

==Date - 13/11/2009 ==

==Diate : 14/11/2009 == Thursday

e ate - 1541172009 = Fiidsy
Saturday

_ e |
= ]
Cancel
B H

Frint
0K
elp

When the Business Monitor window opens, the 'View All' option is selected as default. It displays the dates covered by the statement and any previous comments entered.

Additions or amendments may not be added whilst this option is selected. To add/amend a comment, an individual day must be selected

To print the Business Monitor comments without printing the whole statement of business:
Click the Print button.

All the comments for the current statement are printed

Page 37 of 161
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Viewing Comments

The Business Monitor allows text comments to be viewed, added or amended for each day of the financial statement.
To view comments:
From the Dynamic P & L window:

Click the Business Monitor... button.

& Business Monitor [_IO]x]
Date : 09/11/2009 - 15/11/2009
==Diate ; 03/11/2009 =2l BT
Date : 10/11/2009 = oty
Poveer cut 12:2 pm. T akings down E60 Mondzy
=Date : 11/11/2008 = T
oDt - 12/11/2009 == Wednezday
=Date : 13/11/2009 = Thusday
“Date : 14/11/2009 = Friday
=Date : 15/11/2009 = Saturday

E\i ‘g

Help
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The 'View All' option is selected as default when the Business Monitor window opens. It displays the dates covered by the statement and any comments previously entered are displayed below the relevant date. Additions or amendments

may not be added whilst this option is selected.
To display comments for an individual date:
Select a day from the buttons provided -or- use the Calendar.

The window changes to show the comments for that day. The comments window is active to allow amendments or additions to occur.
Adding/Amending Comments

The Business Monitor allows text in the form of comments to be viewed, added or amended for each day of the financial statement.

Additions or amendments may not be added whilst the ‘View All’ option is selected. To add a comment, an individual day must be selected.

To add a comment:

Select a day from the buttons provided or use the calendar.
Press the tab key or click in the text area.

The cursor flashes in the text field.

Enter your comments.

When the View All option is selected, comments entered are displayed under each day.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Date : 09/11/2009 - 16/11/2009
=*Diate : 03/11/2009 = =]

= Date : 10/11/2009 = ot
Power cut 12.2 pm. Takings down E60 Mondsy
= Digte - 11/11/2009 = Tuesday
= Diate - 12/11/2009 = ‘Wednesday
“Diate : 13/11/2009 == Thurzday
=Date - 14/11/2009 == Filday
~Dale : 15/11/2009 = Saturday

Viewing the Details Window

Page 39 of 161

© Torex Retail Holdings Limited 2011. All rights reserved.

The Dynamic P & L Details window can be used to view, add and delete financial transactions in your Profit & Loss statement. It can also be used to enter the casual workers and the entertainers details such as their name and address

as well as the amount paid.

Open the Dynamic P & L window. How ?

Action

What to do

To open the P & L Details window:

Click the tab title (worksheet) that contains the items you need to view.

Click the desired line/cell and click the Details... button -or- double-click the desired line/cell.

Note: Until you have selected a cell or line, the Details button is inactive.

For example, to open the P & L Details window for Food Purchases in the Expenses worksheet:

Click the Expenses tab.

Desaription  Aectunt  Sunday  Mendsy  Tuesdiy Wednesdsy  Tharsday
Code

oL
o2
e

2

B2EER
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”
&
e
E
©
v
&
&
e
-

Double-click a cell on the Food Purchases line.

The P & L Details window for Food Purchases opens:

[T T ———
Dy oo ursbases

The grid shows the individual transactions that have been made for Food Purchases during the week. The total value for the transactions (gross) is listed in the Total field and would be the same as that shown on the Expenses tab for the

Food Purchases line. Any figures amended or added in this window is reflected in the worksheet view.

The first cell on the left side of the window usually contains a triangular pointer. The pointer indicates which row is currently active, that is which row of information is affected due to any amendments. If no pointer is displayed, the

transactions shown on the grid cannot be amended or deleted.

The above example displays five columns information of which three are default columns (namely, Transaction Date, Value and Tax Rate). However, you may have a maximum of 13 columns of information (that is, 10 columns are

available for configuring to customer requirements).

The box at the bottom of the Details window is used to display explanations on each of the columns contained in the window. As a column is selected an applicable explanation on the sort of data that should be added to the column is
displayed. For example, if a date column is active the narrative may display, "The date on which the transaction occurred." A middle line of help information may be seen if the system is configured to display this help.

EXAMPLE

Click to view help regarding adding or deleting financial transactions in your Profit & Loss statement.
When you have finished entering your transactions:

Click the OK button.

You are returned to the Dynamic P & L window.
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Adding Transactions

The Dynamic P & L Details window is used to add financial transactions in your Profit & Loss statement. It can also be used to enter the casual workers and the entertainers details.

Open the Dynamic P & L Details window. How ?

To add a new transaction to the P & L Details window (for example Food Purchases):

Click the Add New button.

Note: The Add New button is disabled if the selected Statement has been finalised or the worksheet does not allow manual entries.

A new line (some of the columns have default entries) is added to the Details window.

Foud Purchases
Aceour Lo FFY

[T IRETEE S———

G e percbares.

The Transaction Date column is highlighted and today's date is automatically entered. To change the date:

Type the required date -or- use the Calendar to select a date.

The calendar in the P & L Details window is an active calendar.

To move to the next column:

Click the required cell - or press the arrow keys.

The active cell is highlighted.

Enter desired details.

The number of columns and their titles is configured for each customer's needs. The columns always present are Transaction Date, Value and Tax Rate.

The Tax Rate column, although always present, is also configured to the customer's requirements. If one tax rate is only used, the rate may be entered automatically (as shown above). If more than one rate is available, when the cell is
active, the default rate is displayed along with an arrow key. The arrow key provides access to a drop-down list of other options:

Tax Rate To open the drop-down list:

STANDARD T | Click the arrow button.

To select an option:

STAMDARD — Il Click the required option -or press the up and down arrow keys to move the highlight and press Enter.

The drop-down list closes and the selected option appears in the cell.
When you have finished entering your transactions:

Click the OK button.

You are returned to the Dynamic P & L window.
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Deleting Transactions

The Dynamic P & L Details window is used to delete financial transactions in your Profit & Loss statement. It is accessed using the Details button in the Dynamic P & L window.
Open the Dynamic P & L Details window. How ?
Ensure the triangular pointer is currently in the row you want to delete. If it is not:

Click the left cell on the required row.

Food Purchases . :
Arcound Lo FPY -
[ e T T T

Total: [ oA
=

Dete
L]

—

=

L ———

Dy e purchares

When selected the row is highlighted.
Click the Delete button.
Note: The Delete button is disabled if the selected statement has been finalised or the worksheet does not allow manual entries.

A confirmation window opens:

namic P & L Detail

@ Are you sure you want ko delete the selected record?

Mo | Cancell

To delete the selected transaction
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Click the Yes button.

You are returned to the P & L Details window to continue with your additions/deletions.
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Adding Casual Workers Details

The Dynamic P & L Details window can be used to enter the casual workers and the entertainers details. It can also be used to view, add and delete financial transactions in your Profit & Loss statement.

Open the Dynamic P & L Details window. How ?

o P & L Details = B
Casual Workers Total : [ €205 00
Account code 54 ;

| TaxRale
135,00/ Zeno

The date that Ihe tianzaction accured on

s informmalion i i 4 these &re am s " 4 Iisin yous i o thie ot
accuralel, The auditon will check s information i recorded accuslely

To add details of a casual worker to the P & L Details window:
Click the Add New button.
Note: The Add New button is disabled if the selected Statement has been finalised.

e - 1151
Casual Workers

P

Wiwee [ U |
B — - T
Bemia: ™ 1 Fnsle ¥ Birt clatals whan 08 i cicked |I|

The fields labelled with bold text are mandatory and must be filled in.

Enter details as required.

A Casual Workers report is printed when the OK button is selected. This report shows the details of the casual worker just entered. If this report is not required:

Clear the Print details when OK is clicked check.box

No report is printed when the OK button is selected. You may, obtain a printed copy using the Reports & Views functionality where you select the week ending date. The details of all casual workers for that week are then printed.
When you have finished entering the details:

Click the OK button.

You are returned to the Dynamic P & L window.
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Adding Entertainers Details

The Dynamic P & L Details window can be used to enter the casual workers and the entertainers details. It can also be used to view, add and delete financial transactions in your Profit & Loss statement.

Open the Dynamic P & L Details window. How ?
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Entertainers ot - S—
T RSP

15600 Zewo B New

[Dele

! The date Ihet the tiansaction occured on.

This infomation i inportant 4 ; I d iz inyou i dhis ol
 accuraiel The finnciel sudicr wil check this information s recoeded sccuralel.

To add details of an entertainer to the P & L Details window:
Click the Add New button.

Note: The Add New button is disabled if the selected Statement has been finalised.

mw&m%;hmwumwunm Once you chick O the detais
Sumame: [
Title: | |
First Name: |
e,
|
|
|
Post Code: |
Stage Name: |
Mature of Entertainment: | =l —I"""
Payment Amount: | ':"‘“'_I
[ Biint detais when DK’ is ccked

The fields labelled with bold text are mandatory and must be filled in.

Enter details as required.

An Entertainers report is printed when the OK button is selected. This report shows the details of the entertainer just entered. If this report is not required:

Clear the Print details when OK is clicked check box.

No report is printed when the OK button is selected. You may, obtain a printed copy using the Reports & Views functionality where you select the week ending date. The details of all entertainers or that week are then printed.
When you have finished entering the details:

Click the OK button.

You are returned to the Dynamic P & L window.
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A
Printing

This topic covers the printing of your Profit & Loss Statement. You may print the entire statement or an individual worksheet within the statement.

At the Dynamic P & L window:

Action What to do

To print the whole statement: Click the Print... button.

Click the tab title you wish to print.
To print an individual worksheet:

Click the Print... button.

The Print window opens:



Staff Maintenance Overview Page 43 of 161

B |

— Print Optione—————————————— [~ Thizs P & L Statement ar Weekly————
% Current P & L Statement

[T Lentred On Page " Current ‘Week
™ Prirt Grid Lines

I Print Null Lines

r— Print what i Copie:
% Entire P & L Statement Mumber of Copies: |1 j

i Active sheet
|j¥| |j¥| ¥ Ccllate

I Include Business Monitar

Ereview.. PFrint Setup... | ok I Cancel

Several options are available. To select any of the options:

Click the relevant check box/option button/field -or- press Alt + (the underlined letter).
The Print window is split into 4 main areas:
} Print Options
} This P & L Statement or Weekly
¥ Print What
¥ Copies
The Print window also has 4 buttons at the bottom of the Print dialog box:
Preview... - Opens the Print Preview window, allowing you to view your print selections before printing.

Print Setup - Opens the Print Setup window enabling you to select another printer, change the orientation and size of the paper. The printer setup window may be accessed directly from the Dynamic P & L window without using the
Print button.

OK - Confirms the print selections and prints the statement/selected worksheet.

Cancel - Cancels the print selections, closes the Print window and returns you to the Dynamic P & L window without printing.
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Print Preview

When using the Dynamic P & L section, Print Preview can only be accessed from the Print window:

Action What to do

Click the Print... button -or- press Alt+P.
To preview your P & L Statement:

Click the Preview... button -or- press Alt+P

The Print Preview window opens:

1 Print Preview H=

Frint.. | MextPagel PreyPagel

Sl 4 P S TR O 2T 12T

SUMMARY

pT——

L —

Corheatiores
T

EHHLE

At the top of the window, there are four buttons:

Button Action
Print.. Print‘s the curre_nt view of the P & L Statement. The Print Preview window closes and you are returned to the Print window allowing you to make changes to your selections before printing or
previewing again.
Next Page :L;hs;eg;ss.on\y one page that has been selected for printing, the Next Page button is greyed out (disabled). The button normally allows you to move forward through your statement and view
Prev Page This button allows you go back to the previous page in the statement selected for printing. This button is also greyed out (disabled) when only one page has been selected for printing.
Close ICloses the Print Preview window and returns you to the Print window.
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4
4
Print Setup

The Print Setup window may be accessed from the Dynamic P & L window or the Print window. It allows you to make changes to the Printer you want to use, the paper size and the orientation of the paper. If your printer has more than
one paper tray, you can select which tray to use.
Click the Print Setup button.

The Print Setup window opens
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Print Setup EHE I
— Prirter
Properties

Marme:

Status: Feady
Type: HF Laserlet 4000 Series PCL &
‘Where:  Software Department [Middle Flaor].

Comment:

— Paper Orientation
Size: IAd j & Portrait
Source: IForm Select j " Landscape

Cancel |

The Print Setup window allows you to:

.

Select another printer to print your statement(s).
® Change the paper size.

® Select another paper tray if the printer has more than one.

.

Change the orientation of the paper from Portrait to Landscape and vice versa.

The Print Setup window has 3 buttons:
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Properties - This button opens the Document Properties window. It allows you to select other printing and document options, such as printing on the reverse side of the paper. Options available in this window differ depending on the

type of printer you installed with your system.

OK - Confirms any changes and returns you to the Print window.

Cancel - Closes the Print Setup window without saving any changes and returns you to the Print window.

Finalising
Open the Dynamic P & L window. How ?
Finalise may occur when all of the following are true:

1. The P & L Balance is 0.00

2. You are not in a session which has a start date before the statement end date.

3. Today's date is after the statement end date, and all sessions which have a trading date included in the current statement have successfully ended session.
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Until then, the Finalise button is greyed out and unavailable. No further amendments may be made to a P & L statement after if has been finalised and the finalise process cannot be undone.

If all three of the above conditions are met, to finalise the P & L Statement:
Click the Finalise... button.

The Finalise Statement window opens:

(") Once you have finalisad a P & L Statemert the process can not be reversed.
Are you sure you want to finalise the P & L Statement?

_to | co

To carry out this action:
Click the Yes button.

You are returned to the Dynamic P & L window.

EPOS Control Overview
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The EPOS (Electronic Point of Sale) Control window provides access to all the controls needed to manage the Point of Sales functions. To view Help on a particular topic, either select the topic from below or select the relevant book/page

from the EPOS Control help book from the Contents list.
What would you like to do ?

View the EPOS Control Window

Set Trading Modes
Set Terminal Floats

Open Terminals ready for Start Session

Start Session

Start a Terminal whilst 'In Session'

Perform a Cash Lift
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¥ Perform an Other Payment Method Cash Lift

¥ Stop All Terminals

¥ Stop Individual Terminals
 Perform Declarations

¥ End Session

¥ Recover from End Session Failure

¥ Set Server Training
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Overview

Note: Some of the contents of the EPOS Control window shown in the Help System differ to your own system and is to serve as an example only.

The EPOS Control window manages the Point of Sales system in your outlet. It is used to set floats and trading modes, start session, open terminals, perform other payment lifts, perform declarations, stop terminals and end session. It
also gives a visual indication of the current status of all cash drawers and money belt servers for your whole outlet.

The following topics provide a general overview of the EPOS Control window, its layout and how it changes during system operation.
Open the EPOS Control window. How ?

The window layout changes according to whether the system is:

¥ Waiting to Start Session

F In Session

F Waiting to End Session

Each of these scenarios are explained in their own topic. Click on a topic above to access further details.
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Prior to Start Session

This topic provides a general overview of the layout of the EPOS Control window prior to starting session.

Defaud TrafrgMode  Defaul Float
STANDARD 0|
Selalbodes | SetdlFlosts
i A Temnal [staus_[Trading Mode |FloaiDeckation
il; FUNCTION B4R TERM & @, STANDARD #0100
FUNCTION BAR FUNCTION BAR TERM S @ STANDARD EQ0D
FUNCTION BAR TERM & @ STANDARD ED0D
Ml
LDUNGE  TERM 2 @ STANDARD 000
Outofsesson |, o) ge aR _—
LOUNGE  TERM 3 ﬁ STANDARD £000
MAIN BAR MAINBSR  TEAM 1 @ STANDARD EQ0D
Chck an terminals b select whether they are apened al sai sesson
 Shom M St Live Diearing St Sevsin | te |

Above is an example of the EPOS Control window waiting to start session (the Start Session button is visible), with two terminals (FUNCTION BAR TERM 5 and LOUNGE TERM 2) opened (selected) for trading. The main area of the
window displays the trading areas, the terminals they contain, the status of each terminal and the trading mode and float set for each terminal. The window is split into six columns. A brief description of each column is explained below:

Mini - The Mini column displays the status of communication to each Mini, host, or controller used on your particular system, in the form of a traffic light. -’CIick to view more information.
At the bottom of the window is a check box labelled Show Minis. It is selected as default. If you clear/select it, the Mini column is hidden/displayed from view.

Area - Next to the Mini column is the Area column. It displays the trading areas controlled by each Mini, host or controller. Each trading area must contain at least one terminal.

Terminal - The Terminal column lists all the terminals present in each trading area in your outlet. The terminal is identified by an area name and a unique terminal number.

Status - The Status column contains terminal icons, which represent the terminals listed in the Terminal column. The screens of the icons display the current status of the terminal. For further information, refer to the Terminal Status
topic.

Trading Mode - The Trading Mode column displays individual terminal trading modes. For example, you could have a terminal in a function room set to a different trading mode, for example Happy Hour. Trading modes are configured to
customer requirements.

Float/Declaration - Before the session is started, the Float/Declaration column is used to display and set individual terminal floats.
At the top of the EPOS Control window there are 2 fields:

Default Trading Mode - The Default Trading Mode field contains a drop-down list of available trading modes. This field is used with the Set All Modes button to set the trading modes for all the terminals to the one selected in the Default
Trading Mode field.

Default Float - The Default Float field is used to set the float for all the terminals in the outlet at once. The float is set to the amount shown in the Default Float field.

The Start Line Cleaning button is located at the bottom of the window and is used so that the dispensed liquid is not registered as sales whilst line cleaning.
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In Session

This topic provides a general overview of the layout of the EPOS Control window whilst in session, (trading).

Below is an example of the EPOS Control window showing the LOUNGE TERM 2 terminal open for trading. The FUNCTION BAR TERM 5 is also open but no money belt servers are currently logged on. All other terminals are closed,
(denoted by dark green terminal screens displayed in the Status column).



Staff Maintenance Overview Page 46 of 161

Mini Aura Teminal [Stabas [Stit[Drawwer / Monay Bet | Float/Diaclavati
g FUNCTION BAR TERM 4 1 Cseh Dvawest 1) EE]
FUBCTION BAR FUNCTION BAR TERM & 1 Mo Cash Drawes
FUNCTION B4R TERM 6 1 Cash Dnawe 111 Sg
Wi
2212708 LOUNGE  TERM 2 1 Cash Dvames 1] @
Sestion1 | LOUNGE BAR —
LOUMGE TERM 3 ‘ 1 Cash Drawes (1] ="
MAIN BAR MANEAR  TEAM 1 0 1 Cash Drawes 11) Eig

Chick thee hemminad icon o open of close: 3 baaninal Chck the cash icon b declare the takings.

tabking:
Helpy I [# Show Minks |5 stect Seiver To / From Traning 'I ™| Trzrrg i Stop il Tesminals Cloze. I

The second example, shown below, shows the EPOS Control window with the money belt servers logged on. (Money belt servers are logged on at the point of sale terminal). The Show Minis check box is cleared and, therefore, the Mini
column is hidden. This example also displays that money belt server, SARAH COOK (pos user ID = 002), has 2 cells in the Float/Declaration column attributed to her. This is because Sarah has signed on for a second time in the same
trading session. The first time she had been signed on, a Cash Lift had been performed (the Float/Declaration column shows the amount of the Cash Lift).

Hran Tesminal [Stahue [Srit  |Drawes / Morey Bk | Flost/Declaration. =
FUNCTION BAR TERM 4 1 Cash Deawe (1) g
WICK BROWNINY £
FUNCTION B4R FUNCTION B4R TEAM 5 ‘ 1 & s
SAREH COOK (002 @
FUNCTION B4R TERM & o 1 Cash Draweer 1] =5 | |
LOUNGE BAR LOUNGE  TERM 2 T Cash Dnawes 1) [ ] 2

Chck e terminalican o apen o chose & beeminal Click the cath icon bo daclare the lakings.
Hel ™ SheweMinis |Select Servas To / Faom Traring =] T b Stop {4 Tamminale Clate

The window layout has changed from the 'Prior to Start Session' to 'In Session' in the following areas:

The Mini traffic light, (if the Show Minis check box is selected), becomes green and the session date and number is displayed underneath.
The open terminals in the Status column have light green screens and the closed terminals have dark green screens.
A new column called Shift has been inserted. You may have more than one shift in a session and different terminals open on each shift.

Another new column called Drawer / Money Belt has been inserted. When money belt server(s) have logged on, their names are displayed in this column. When using Money belts your system may be configured to allow declarations
without stopping the terminal.

The Float/Declaration column no longer displays float amounts but now displays icons:

@ Cash drawer icon - Terminals are open for trading.
@@ 2 stacks of coins - Terminals are closed and have not been used, or have been stopped ready for declaration.

The Start Session button has been replaced by a Stop All Terminals button.

Next to the Show Minis check box there is a new drop-down list displaying Select Server To / From Training. A disabled check box, called Training Mode has also appeared. These new items are used to aid in the training of new staff
and are covered in the topic 'Server Training Mode'.

Under the EPOS Control banner (title bar), there is an active field that periodically fills with colour, (approximately once a minute). This is called the Terminal Status Bar and it indicates the system is checking the communication between
the computer and the EPOS system.
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Prior to End Session

This topic provides a general overview of the layout of the EPOS Control window prior to end session.
Before an End Session can be performed, all terminals have to be closed with all cash drawers and money belts declared.

Below is an example showing all terminals closed and the LOUNGE TERM 2 terminal declared (under). The visible status of the under declared moneybag is only seen on sighted declarations. Money belt server SARAH COOK needs to
declare separately for each of her signed on sessions.

frma Tesminal [Status [Shit | Drewes / Morey Bek | Float/Dieclaiation. = |

FUNCTION BAR TERM 4 1 Cash Deawar [1)

&g
NCk BRownmly S
ga

FUNCTION B&R FUNCTION B4R TERM 5 ’ 1 = £50.00
SARAH COOK (002
FUNCTION BAR TERM & o 1| Cath Duawar 1) =] _
LOUNGE BAR LOUNGE  TERM 2 1 Cash Dsawes I1]) é et o

Chick. the Isiminal ison bo apen of close & besminal Click the cash icon b declaie the tskings.

Hel ™ ShesMiniz |Selact Servar To ¢ Fiom Traning =] T ’ Erd Sesmen Clase

The window layout has changed from being 'In Session' in the following areas:

The Stop All Terminals button has been replaced by an End Session button.

Where a terminal has been declared (LOUNGE TERM 2), the Float/Declaration column displays a bag of money and the amount declared.
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Terminal Status

The state of each terminal on the system can be viewed from within the Status column of the EPOS Control window. The following table gives the different states possible.

Icon Meaning
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Closed and parked.

Page 47 of 161

Closed. Only displayed before start session.

Locked for end session.

Unexpected response received.

Open terminal (ready for loading on start session - when start session has completed, screen automatically updates to light green).

Open and parked. Gone into idle standby.

Indicates the terminal is locked for update. It may be seen whilst extract or End Session is running.

Open and trading (in use).

Once the session has started any closed terminals are displayed with a dark green screen.

Contact customer support.

esocCEEGICR O

Float/Declaration Status

The Float/Declaration column within the EPOS Control window shows various states during system operation. The following table gives the different states possible.
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Icon Meaning

£50.00 Individual terminal float, only displayed before start session.

@8 Terminals are closed and have not been used, or have been stopped ready for declaration.

@ Terminals are open for trading.

@ £50.00 Terminals are open for trading and a £50.00 cash lift has been performed.

& Terminal/moneybelt has been declared and the declaration amount is shown. For sighted declarations, the full moneybag represents no variance, that is, the amount declared
£883.67 matches the expected takings exactly.

& Terminal has been declared and the declaration amount is shown. For sighted declarations, the half-full moneybag represents an under declaration, that is, the amount declared is
£873.67 less than the expected takings.

v
Terminal has been declared and the declaration amount is shown. For sighted declarations, the coins represent an over declaration, that is, the amount declared is more than the

£893.67 expected takings.

Setting Trading Modes

Individual trading modes are configured to customer's requirements, hence the examples shown may differ to your own system.

Default Trading Mode

[sTanDARD |

Set Al Modes

Terminal |Status |Trading Mode

FUMCTION BAR TERM 4 % STANDARD

FUMCTION BAR TERM & @ STANDARD

The trading mode can be set the same for all terminals at once or set differently on individual terminals.
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Action What to do

Click the Set All Modes button.
To set the default trading mode for all terminals:

The trading modes for all the terminals are set to the one selected in the Default Trading Mode field. To change the default trading mode see below.

Click the arrow button on the Default Trading Mode field.

IA drop-down list of available trading modes opens:

Default Trading Mode Click the required Trading Mode.

To change the default trading mode:
ISTANDAHD =
NDAHD
HaPPY HOUR

The drop-down list closes and the selected trading mode appears in the field.
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Click the Trading Mode cell for the required terminal.

Each trading mode cell contains a drop-down list of available trading modes. When the cell is selected, the list is activated and an arrow button appears in the
cell:

Click the arrow.

IA drop-down list of trading modes opens.
To set a different trading mode for a single terminal:

Trading Made Click the required Trading Mode.

STANDARD PRICES =

STAMDARD PRICES

The drop-down list closes and the selected trading mode appears in the cell. The trading mode only applies to this selected
ach terminal's trading mode must be set individually.

terminal. Using this method,

Note: If a terminal has more than one cash drawer or money belt server, they must all have the same trading mode. Also, terminals within an area must have the same trading mode for start session.
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Setting Floats

Default Trading Mode Diefault Float
|5TaNDARD =l
Set Al Modes Set &l Floats
Terminal |Stalus | Trading Mode Float/Declaration
FUMCTION BAR TERM 4 @ STANDARD £0.00
FUMCTION BAR TERM 5 @ STANDARD £0.00

Only one float can be entered per terminal. If the terminal has two cash drawers then both are given the same float. The float can be set either the same for all terminals at once or set differently on individual terminals:

Action What to do

Click the Default Float field.

Type in the new float amount.
To set a default float for all terminals:
Enter numerics only, for example if you type 50 the system sets the float as £50.00.

Click the Set All Floats button.

Click the Float/Declaration cell for the required terminal.

| Float/Declaration

£0.00

—

IThe float amount is highlighted and moves to the right of the cell.

To set a float for a single terminal:

Type the required float amount.
[Enter numerics only, for example if a float of 20 pounds is required, type in 20.

Press Enter or select another cell.

If you press the Enter key, the highlight moves to the next cell down the column.

For money belt servers, the default float set at start session is ignored and the float is set at the point of sale when the money belt server is signed on.

Note: If a drawer has not been used during a session but a float has been assigned to it, the float must still be declared.
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Opening a Terminal

Terminals required for the trading session must be opened that is displayed with a yellow screen with a tick. @

Action What to do

To open an individual terminal: Click the terminal icon in the Status column for the required terminal.

To open all terminals in an area: Click the required area in the Area column.
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Starting Session

You may start a new trading session with no terminals selected, however, this is not normal operational procedure. The terminals required for the trading session are usually opened before performing Start Session. When you start a
trading session, communication is checked between the different parts of the system, that is computer; Mini, host or controller; and terminals. The computer also sends any new or updated files to the Mini, host or controller. These files
contain trading information, such as sales items and prices. These are commonly known as . txt files and the process of sending txt files is called an Extract. When the first Start Session is performed on the system, all the . txt files need to
be sent; this is called a Full Data Extract. Thereafter, only amendments are sent and the data extract is quicker.

To start a session:

Click the Start Session button.
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A confirmation window opens, detailing the trading date and session number (if applicable)

Start Session [ x]

@ Please confirm start session for trading date 11/11/2009

Cancel |

To confirm and start the trading session:

Click the OK button.

A message window opens asking you to wait:

Applying any pending central
Updates, please walit. .

-l Click here to learn more about the extract process.

When the Start Session process has finished the following window opens:

Xn ABS

@ Stark Session completed.

Terminals are now Starting.

Click the OK button.

The EPOS Control window is updated to reflect that trading is now in session.

Wini A Teminal [ stahus [tk [Dvanwer / Morwy Belt | Float/Dchaa
ﬁ FUNCTION BAR: TERM 4 1 Cath Deawes 1) EE]
FURCTION BAR FUNCTION BAR TERM & 1 Mo Cach Drawer
FUNCTION B4R TERM 6 1 Csth Deawias (1] Sg
Minil
12/ LOUNGE  TERM 2 1 Cash Deawes 1) @
Sestion 1 | LUNGE BAR —
LOUNGE  TERM 3 0 1 Cash Deaweas [1] %
MAIN BAR MANBSR  TEAM A Q 1 Cash Drawe 1) Eig

Chck thee heminad icon o open of close: 3 baminal Chck the cash icon bo declare the takings.

Halp I [ Show Minks |5 sect Sarver To / Fioem Traning ‘l s

fore Shop il Tesminats Claze. I
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Where a terminal is used by money belt servers, no icons are displayed in the Float/Declaration column after Start Session. Money belt servers are entered onto the system from the terminals using the point of sale software. When logged
on, the EPOS Control window updates. The names of the money belt servers signed on are displayed in the Drawer / Money Belt column as shown in the example below:

EPDS Control

rma Temnal [t [Snit | Drewes / Morey Bek | FloahDeclishon =
FUNETION AR TERM 4 1 Cash Drawes (1] &g
NICK BROWNIDY £GP
FUNCTION BAR FUNCTICH B&R TERM 5 ‘ & s
SARAH COOK (002 @
FLMCTION B4Rt TERM E o 1 Cah Draet 1) == =
LOUNGE BAR LOUNGE  TERM 2 1 Cash Drawes 1) 2] =

ick. the Ieminal ison o apen o chose a beminal Click the cashicon bo declae the takings.

Help ™ Sheow Minks | Select Servm To ¢ Fiom Traning =] T ; Stop &l Temmnels Clase:

Starting a Terminal in Session

If a terminal is required for trading that was not initially opened at Start Session, it may be started whilst trading is in session.
To start a terminal whilst in session:
Click the required terminal shown in the Status column.

The Start Terminal window opens:

Start Terminal

& >0

Start LOUNGE TERM 2 in LOUNGE BAR 7

Float: |
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Trading Mode: ISTANDARD j
Start Temninal I Cancel | The Start Terminal window displays the Float and Trading Mode set for the selected, named terminal. You may change them before starting this terminal.

Action

What to do

ITo change the Float amount:

Type in the new amount.

ITo change the Trading Mode:

Click the arrow at the end of the Trading Mode field.
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Select the Trading Mode from the list provided.

To start the terminal: Click the Start Terminal button.

The Start Terminal window closes and the EPOS Control Status column updates to show the terminal with a light green screen. The terminal is now ready for a server to logon.
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4
Dispense Monitoring

When dispense monitoring is used, flow through the pumps is registered as sales on the system. The Start Line Cleaning button is used so that whilst line cleaning takes place, the fluid dispensed is not registered as sales. When a line
clean has been completed, the system automatically generates stock allowances so that any fluid wasted as part of the line clean are not shown as a variance on the stock reports.

Defaul Tradng Mode Defaul Float

STANDARD vI

SelalModes | SetllFlosts
Wi Aiea Teminal [status [ Trading Mode | Float Declaralion
il; FUNCTION BAF: TERM 4 ﬁ, STANDARD £0.00
FUNCTION BAR FUNCTION BAR TERM S @ STANDARD EQ00

FUNCTION B5R TERM & STANDARD E00D

Oueofseson || oinGe BaR

LOUNGE  TERM 3 STAMDARD E0.00

Mer) LOUNGE  TERMZ @ STANDARD £000

MAIN BAR MAIN BSR  TEAM1 @ STANDARD 000

Chck on letminals ba select whethet hey & anered al sail sasscn

FSomMim | Sules Oig REE=E || TR

The line cleaning mode can be switched on and off using the EPOS Control window. The Start Line Cleaning button is located at the bottom of the window and is only available when the system is not trading that is out of session and for
systems that use dispense monitoring. Only users with the correct authority level have access to the start and stop the line cleaning function.

To start line cleaning:

Click the Start Line Cleaning button.

Defaul Tradrg Moce  Defansk Fload
STANDAAD |
Selalbodes | SetdlFlosts
i A Temnal [staus_[Trading Mode |FloaiDeckation
il; FUNCTION BAR: TERM 4 @ STANDARD £000
FUNCTION BAR FUNCTION BAR TERM S @ STANDARD EQ0D
FUNCTION BAR TERM S @ STANDARD ED00
Minil
LOUNGE  TERM2 @ STANDARD £000
Outofsesson |, o) ge aaR _—
LOUNGE  TERM 3 ﬁ STANDARD £0.00
MAIN BAR MAINBAR  TEAM 1 @ STANDARD EQ0D
Chck an lermingls ko select whethet they are apened al dail sesson
' Show i Stop Line Clearing | gasesin | e |

Whilst line cleaning is taking place, the button changes to Stop Line Cleaning.

After line cleaning you should:

Click the Stop Line Cleaning button.

If you forget, the system automatically stops this process when the Start Session process commences.
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Cash Lifts on the Terminal

A cash lift enables you to remove cash and credit card slips from a cash drawer or money belt, during a shift or trading session. The amount is recorded for inclusion in subsequent cash management functions (that is, declarations). It
allows the system to account for the cash removed and allows you to control how much money is in the cash drawer/money belt. A floor limit may be set for both money belts and cash drawers, so that a cash lift is prompted when the cash
in the drawer reaches a certain level. A cash lift, is a Management function performed through a terminal. Lifts on Other Payment Methods (credit cards, cheques and vouchers) may occur using the facility in EPOS Control, subsequent to

a cash lift having been performed on the terminal. -’ Click here to view lifts on other payment methods.
To perform a cash lift through the terminal:

Select System menu.

Select Cash Lift.

Cash lifts can be performed for either Cash Drawers or Money Belts.

Action What to do

Select Cash Drawer Lift.

You are prompted to enter the amount of cash removed.
Enter the Cash Lift Amount (in pence) and press Enter.
To perform a cash lift from a Cash Drawer: You are prompted to confirm the amount entered.

To confirm:

Press Yes.

A Cash Lift report automatically prints.

Select Server Cash Lift.
You are prompted to enter the number of the server from which you are taking the cash lift.

Select the Server ID.

You are prompted to enter the amount of cash removed.
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Enter the Cash lift amount (in pence) and press Enter.
You are prompted to confirm the amount entered.
To perform a cash lift from a Money Belt: To confirm the amount:
Press Yes.

A Server Cash Lift report automatically prints.

When a cash lift has been performed, the EPOS Control window is also updated to show the amount involved in the Float/Declaration column. In the example below, a cash lift of £50 has been performed for money belt server SARAH
COOK.

P05 Control

uma Temminal [Stotus [Shit | Duswees / Morey Be | FlalDeclastion
FUNCTION BAR TERM 4 1 Cash Drawes 1) Sg
HCk BROWNOLY (G
FUNCTION 84R FUNCTION 4R TERM 5 ‘ 1 & o
SARAH COOK [002) ps
FUNCTION B4R TERM B o 1 Cash Drawest 1] =F] | |
LOUNGE B4R LOUNGE  TERM 2 1 Cash Dnawes 1) o] o

ek e beiminial ison b apen o close & beminal Click the cach icon bo declas the takings.

Help ™ Shew Mintz |Seloct Servm To / Fiom Traving =] T b Skop 4 Tamminale Clate

A numbered cash lift tab also appears in the Terminal Declaration window.
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Other Payment Methods

A cash lift, to remove cash and credit card slips from a cash drawer or money belt, is a Management function, which can only be performed through a terminal. When a cash lift has been performed, you may lift other Payment Methods
(credit cards, cheques and vouchers), using the EPOS Control window.

Open the EPOS Control window. How ?

" EPDS Control
uma Temminal [Stotus [Shit | Duswees / Morey Be | FlalDeclastion
FUNCTION B4R TERM 4 1 Cash Drawe (1) &g

HCk BROWNOLY (G
FUNCTION B4R FUNCTICH B4R TERM 5 ‘ & o
SAREH COOK (002 ps
FUNCTION B4R TERM B o 1 Cash Drawest 1] =F] | |
LOUNGE B4R LOUNGE  TERM 2 1 Cash Dnawes 1) & =
ck the tetminal icon lo opsn o chize & besminal Click the cath iconbo daclars the takings.
Heb I Show Minks [Select Serves o/ From Traming =] I b Shop 4 Tesminale Clate

Open the Terminal Declaration window for the required cash drawer/money belt.

Double-click the cash drawer icon n the Float/Declaration column.

The window that opens varies according to whether the terminal has been configured to allow open terminals to be declared, such as for money belt servers. The Enter a cash lift option is already selected as default.

Terminal Control - Terminal 5tatus

FUMCTION BAR TERM 5 SARAH COOK. Shift 1 is still open.
Do pou want ta:

nter a cash lift

If open terminals can be declared: " Declare the takings

= Stop the terminal and declare the takings

ok I Cancel

Click the OK button.

erminal Control - Terminal Status

LOUNGE TERM 2 Cash drawer Shift 1 iz still open.
Do pou want ta:

If declarations cannot occur on open terminals:

£~ Stop the terminal and declare the takings

ok I Cancel

Click the OK button.

The Terminal Declaration window opens with the Cash Lift tab showing the total cash amount already lifted. A tab is provided for each cash lift and they are numbered consecutively, for example Lift 1, 2, 3.
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erminal Declaration I

t1 Terrinal:

LOUNGE
Currency | Lift Amounll TERM 2
Nomal Currency | ESU.DDl

Trading Area
LOUNGE BAR

Shift
1

Cash draveer:
Cazh Drawer

Cash Total £50 I]EI| I Blenonination

Tatal |
Payment Method Lift Amount
AMER £0.00
CHEQUE £0.00
MASTERCARD £0.00
ROOM TRANSFER £0.00
SWITCH £0.00
154 £0.00

oK |

Cancel |
[Grand Total £50.00]

The window displays the terminal number, area of the outlet in which the terminal is located and the cash drawer number, (for terminals with multi-cash drawers), for the selected cash lift.

All available payment methods are listed. The system may be configured to only allow Lift Amounts to be entered for specific Payment Methods that is not all Lift Amount cells may be active. In our example shown above, only Lift Amounts
may be entered for the CHEQUE and SWITCH Payment Methods.

To enter a Payment Method Lift Amount:

Click the Lift Amount cell for the required method. For example SWITCH.

Enter the amount. For example, 5.00 = £5

When all the Payment Methods have been entered, the Grand Total cell automatically updates to display the grand total for the whole lift (Cash + Payment Methods).
To close the Terminal Declaration window and save the information entered:

Click the OK button.
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Stopping All Terminals

All terminals must be stopped and declared before an end session can be carried out. You cannot stop a terminal if there are any open orders on that terminal. All terminals can be closed at once, or the terminals may be stopped
individually.

Note: As a number of money belts may be operated from one terminal, they may be declared without stopping the terminal.

Open the EPOS Control window. How ?

7 EPDS Control
rmn Temminal [Sta: [Snit | Diswes / Morey Bek | FlaDeclustion =
FUNCTION BAR TERM 4 1 Cash Deaw (1) g

HICK BROWNIDY gD
FUNCTION 84R FUNCTION B4R TEAM 5 & 1 &
SAREH COOK (002) @
FUNCTION BAR TERME o 1 Caeh Drawet 1] == | |
LOUNGE BAR LOUNGE  TERM 2 1 Cash Drawes 1) 2] =

ck e teming ison o open o close & besminel. Click the cash icon o declare the lekings.
Help ™ Sheow Minks | Select Servm To ¢ Fiom Traning =] T ; Stop &l Temmnels Clase:

To stop all the terminals at once:

Click the Stop All Terminals button.

The following window opens:

Close All Ter

als

@ Are vou sure that you want ta clase all of the teminals ?

Mo | Cancel |

To confirm and close all terminals:

Click the Yes button.

The following window opens showing you progress of the process:
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stopping All Terminals

The following tasks are being processed

> Checking For Open Orders__.
Checking for End Of Day on FOS
Closing All Terminals
Running Trickle
Checking FOS Status

Refreshing screen

Stopping Individual Terminals

Individual terminals may be stopped to allow them to be declared.

Open the EPOS Control window. How ?

= EPDS Control
= Temminel [Stohu [Shit |Dieer /MoreyBek | FloalDeclmsion =
FUNCTION B4R TERM 4 1 Cash Deawser (1] @@
HICK BROWNID £
FUNCTION B4R FUNCTION B2R TERAM 5 i > 1 & £50.00
SARAH COOK (002 @
FUNCTION B4R TERME o 1 Cath Drawn (1) =] | |
LOUNGE BAR LOUNGE  TERM 2 1 Cah Draves 1] [ ] .

ick. the leminal ison 1o apen of close & beminal Click the cash icon bo deciae the takings.

Hep ™ Sheswe Minis | Select Servm To / Fiom Traring =] T » Stop & Tamminals Clate

There are 2 methods for stopping the terminals individually. The second method may only be used when a cash lift has occurred.
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Click the TERMINAL icon in the status column of the chosen terminal.

The Stop Terminal window opens:

top Terminal

This method only occurs when a cash lift has been carried using

during the trading session. "' Declare the takings

= Stop the terminal and declare the takings

ok I Cancel

Method 1
Stop LOUNGE TERM 2 in LOUNGE BAR ?
Cancel The selected terminal area and number are displayed. To stop the selected terminal:
Click the Stop Terminal button.
Double-click the CASH DRAWER icon for the relevant terminal.
The Terminal Control - Terminal Status window opens:
Terminal Control - Terminal Status
FUNCTION BAR TERM 5 SARAH COOK. Shift 1 is still apen.
Do you want to:
Method 2

Click the Stop the terminal and declare the takings option.
Click the OK button.

The terminal stops and the Terminal Declaration window opens to allow the takings to be declared.
Declarations Overview

What would you like to do ?

¥ Open the Terminal Declarations Window

¥ View the Terminal Declarations Window

¥ Perform Cash D ions by Amount (sighted)

» Perform Cash Declarations by Amount (blind

» Perform Cash Declarations by Denomination (sighted)

» Perform Cash Declarations by Denomination (blind)
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¥ Perform Other Payment Declarations

¥ Perform Other Payment Declarations (blind)

Money belts are normally declared on FOS. If you wish to declare them using BOS, they are declared individually using the same method as a cash drawer. Please select the type of declaration from the list above. You may, however,
declare a money belt without stopping the terminal.
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Opening the Terminal Declaration Window

The Terminal Declaration window is used to declare the takings for each cash drawer and money belt. If a drawer has not been used during a session but a float has been assigned to it, the float must still be declared.

e Temminal [Status [Shit | Duowees ¢ Morey Be | FlalDeclastion
FUNCTION BAR) TERM 4 1 Cash Drawes 1) Sg
HCk BROWNOLY (G
FUNCTION B4R FUNCTION B4R TERM 5 e 1 &
SARAH COOK [002) ps
FUNCTION B4R TERM & o 1 Cash Drawest 1] =F] | |
LOUNGE B4R LOUNGE  TERM 2 1 Cash Dnawes 1) o] =

Chick e terminalican b apen o chote & beeminal Click the cach icen bo declare the lakings.
Hel ™ ShewMinte |Select Serve To / Faom Tiaring =] T b Skop 4 Tamminale Clate

The Terminal Declaration window may be opened in several ways according to the configuration of the system.

Action What to do

To declare a stopped terminal (dark green screen):

Click the COINS icon for the required terminal.

Double-click the TERMINAL icon for the required terminal.

To stop and declare an open terminal (light green screen):
Stop LOUNGE TERM 2 in LOUNGE BAR 2

To stop and declare the selected terminal:

. StopTerminal ¢ Cancel Click the Stop Terminal button.

Double-click the CASH DRAWER icon for the required terminal.

inal Control - Termi

& FUMCTIOM BAR TERM 5 SaRAH COOK Shift 1 is stil open

Do you want to:

To declare an open terminal, if configuration allows: " Declare the takings

= Stop the teminal and declare the takings

oK I Cancel

Select the Declare the takings or Stop the terminal and declare the takings option button.

Click the OK button.

Double-click the CASH DRAWER icon for the required terminal.

al Control - Ter

LOUMGE TERM 2 Cash drawer Shift 1 iz stil open.
Do you want to;

&

To stop and declare an open terminal, if configuration does not allow
declarations to be made on open terminals:

i Stop the temminal and declare the takings

oK I Cancel

Select the Stop the terminal and declare the takings option button.

Click the OK button.

The Terminal Declaration window opens to allow the takings to be declared.
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The Terminal Declaration Window

The Terminal Declaration window is used to display lifts and to declare the takings for each cash drawer and money belt. It is opened from the EPOS Control window. The example below represents the Terminal Declaration window for a
sighted, single currency outlet to be declared by Total amount. There may be many tabs representing cash lifts, but there is only one Final Declaration tab that is displayed as default upon entering the window.
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[inal Declaration 1 Teminat
LOUNGE

Tunency T l“% Mid-gl TERM 2
L} 1l Trading Ausxc
LOUNGE BAR

Ml C. |

Grand Total In GB Pounds
Adbvanced Depasits Total
Hotel Fioom D eblors

Identification details of the selected Terminal and Cash drawer (for multiple cash drawer terminals) are displayed for verification purposes on the right-side of the window.
The Final Declarations tab may be split into different sections:

Cash Declaration - either by denomination (a breakdown of individual amounts) or total amount. The grid in the Final Declarations tab changes according to the option selected. The example above represents the Cash Declarations by
E;ﬁﬁ;?;ﬁ the grid layout for the Cash Declaration by Denomination view.

For multiple currency outlets, the currency column lists each currency name that exists. The first currency listed is the home currency. The rest of the currencies are then listed in alphabetical order.

Other Payment Method Declaration - shows amounts lifted and where configured, allows declaration for other payment methods to be entered.

Grand Total - shows the cumulative totals of the cash and other payment methods.

Advanced Deposits Total

Hotel Room Debtors

Corporate Account Debtors

The system may be configured to display Sighted Declarations - where expected takings and variances are shown (as seen in the examples above), or Blind Declarations - no indications of the systems calculations for variance or takings
are visible.
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Change Declaration

If you have declared a cash drawer/money belt and discover you need to change the declaration you may do so, but only before an End Session is carried out.

Action What to do

Click the money bag icon at the required cash drawer/moneybelt.
The Terminal Declaration window opens.

Enter your amendments to the declaration.

Click the OK button.

The Declaration Reason window opens:

Declaration Reason

Please zelect the reazon for changing the declaration

To change the declaration: oK I Cancel

The Declaration Reason window has a Reason field which contains a drop-down list of reasons for changing the declaration.

MIS-CO

SELECTED RECOUNT IN ERROR
ADDITIONAL MOMEY FOLKD
WRONG CASH DRAWER COUNTED
PRIOR CASH LIFT ADDED

Click the required reason.
The drop-down list closes and the selected reason is displayed in the Reason field.

Click the OK button

The Declaration Reason and Terminal Declaration window closes and the EPOS Control window opens. The selected cash drawer/money belt has the new amount declared displayed next to the money bag.

All changes of declaration are recorded for audit purposes.
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Cash Declaration

The example below represents the Cash Declaration section of the Terminal Declaration window for a sighted, single currency outlet. Where cash lifts have been made, a numbered tab is present for each lift.
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Final i [ Lit2 i L1 ]
Cumency | Total Lift Declaration
Pounds Stering | £300.00] £0.00]
Cash Takings Cash Valianca
Cash Total I £300.00 £0.00 e732 31 I

| Click to view the definitions of the terms shown.

To declare the cash as a Total Cash amount:

Click the cell under the Declaration column.

Enter the total amount of cash takings including float.

As you enter amounts in the Declaration column, the Cash Total fields are automatically populated and cannot be edited.
Progress to the Other Payment Declaration section or, if no other payment methods are required for declaration:

Click the OK button.

If there is a variance over the set default amount (the system default is £5) a warning window opens:

erminal Declaration

@ The Yariance is greater than £5.00. Da you want ta change the declaration?

Mo Cancel

You may:
Click Yes to declare anyway -or-
click No and return to the terminal declaration window to make amendments.

The system allows you a configurable amount of tries (typically 3) and then accepts the amounts you have entered, regardless of the variance.
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Cash Declaration (by Denomination)

The example below represents the Cash Declaration section for a sighted, single currency outlet of the Terminal Declarations window. Where cash lifts have been made, a numbered tab is present for each lift.

Final i 1 Lit2 1 Lit1 1
Fence 000 000
Pence 000 000
Pence 00g 000
10 Pence. 00 000
20 Pence 00 000
50 Pence i (]
1 Cains i 000
€2 Cons [ 000
= Hokes 00 000 Cash Takings Cash Vaiiance
10 Nalas ] 000
20 Natez [ ooox]
Cash Total I E30.00] [T €752 31

| Click to view the definitions of the terms shown.

To declare the Cash by Denomination:

Click the Denomination button.

The top of the Final Declaration tab contains the details of the Cash Declaration; for a Sighted Cash Declaration by Denomination it displays a grid. You may enter the amounts in any order and the Cash Total field automatically adds it.
Enter the takings in the Declaration column.

EXAMPLE

If in error you enter an invalid amount, for example 15 in the 2 Pence cell, the following error window opens:

@ This iz not a valid amaunt for this denarmination

Click the OK button and enter the correct amounts.
Progress to the Other Payment Declaration section or, if no other payment methods are required for declaration:
Click the OK button.

If there is a variance over the set default amount (the system default is £5) a warning window opens:

Terminal Declaration

@ The Yariance iz greater than £5.00. Do pou want to change the declaration?

Ho Cancel

‘You may:
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Click Yes to declare anyway -or-
click No and return to the terminal declaration window to make amendments.

The system allows you a configurable amount of tries (typically 3) and then accepts the amounts you have entered, regardless of the variance.
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Other Payment Declarations

The bottom part of the Final Declaration tab in the Terminal Declaration window, contains details of the other payment methods. This grid allows the other payment method declarations to be entered against each payment method.

Payment Method Total Lift| Declasation Takings Vasiance | »
AMEX [(] 000 000 000
CHEQUE L] 000 000 0 00|
MASTERCARD L] 000| 000 000
RODM TRANSFER 00| [1]L1] 000 0 00|
SWATCH [ 000 000 000
JESCO CC VOUCHER [L1] 000, 000 000
VISA [L1] 000 000 000

4

| Click to view the definitions of the terms shown.

Enter the amounts for other payments in the Declaration column.

To enter an amount:

Click the cell under the declaration column on the required row, for example VISA.

Enter the numeric amount.

As amounts are entered, the Grand Total fields are automatically populated and cannot be edited.
When you have finished entering the takings into the system:

Click the OK button.

If there is a variance over the set default amount (the system default is £5) a warning window opens:

Terminal Declaration

@ The Yariance is greater than £5.00. Da you want to change the declaration?

Mo Cancel

You may:

Click Yes to declare the cash drawer/money belt anyway -or-

click No and return to the terminal declaration window to make amendments.

The system allows you a configurable amount of tries (typically 3) and then accepts the amounts you have entered, regardless of the variance.
When you have finished making amendments:

Click the OK button.

The Terminal Declaration window closes and you are returned to the EPOS Control window. The Float/Declaration column for the declared till displays a money bag icon with the amount declared next to it. A half-full money bag
represents an under declaration, that is, the amount declared is less than the expected takings; an over declaration is shown with a full money bag with extra coins.

LOUNGE BAR LOUNGE  TERM 2 0 1 Cash Drawer é 9E3ES

If required, you may select the next cash drawer/money belt to declare. When you have finished declaring all the terminals, (cash drawers and money belts), you may progress to End Session or if you need to, change any declarations
you have made.
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Cash Declaration (by Amount)

The example below represents the Cash Declaration section of the Terminal Declaration window for a blind, single currency outlet. No indications of the systems calculations for variance or takings are visible on a blind declaration.

Final Declaration | Lift 1 ]
Cumrency ‘ Total Liﬂl Declalaliunl
Mormal Currency ‘ £60.00F 1100
Cash Tolal F501.00] 0 0n]

| Click to view the definitions of the terms shown.

To declare the cash as a Total Cash amount:

Type the takings amount into the Declaration field.

As you enter amounts in the Declaration column, the Cash Total fields are automatically populated and cannot be edited.
Progress to the Other Payment Declaration section or, if no other payment methods are required for declaration:

Click the OK button.



Staff Maintenance Overview Page 58 of 161

If there is a variance over the set default amount (the system default is £5) a warning window opens:

@ The Variance is greater than £5.00. Da you want to change the declaration?

Ha Cancel

You may:
Click Yes to declare anyway -or-
Click No and return to the terminal declaration window to make amendments.

The system allows you a configurable amount of tries (typically 3) and then accepts the amounts you have entered, regardless of the variance.
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Cash Declaration (by Denomination)

This example below represents the Cash Declaration section for a blind, single currency outlet. Where cash lifts have been made on the terminal, a numbered tab is present for each lift. No indications of the systems calculations for
variance or takings are visible on a blind declaration.

Final Declaration | Lift 1 ]
D inati Total Lift Declaration| « |
1 Pence 000 it |
2 Pence 0 00| aan
5 Pence 0 00| aan
10 Pence 0 00| aan
20 Pence 0 00| aan
50 Pence 0 00| aan
£1 Coins 000] 000
£2 Coins 000] 000
£5 Notes 000] 000
£10 Notes 000] 000
£20 Nates 000 ooo|x]
Cash Total £50.00] 0 an]

—I Click to view the definitions of the terms shown.

If the Terminal Declaration window is displaying totals only:

Click the Denomination button.

The window is updated and displays the home currency cash denominations, in this example pounds sterling.

Enter the takings in the Declaration column.

As you enter amounts in the Declaration column, the Cash Total fields are automatically populated and cannot be edited.
EXAMPLE

If in error you enter an invalid amount, for example, 0.50 in the £50 cell, the following error window opens:

Cash Declaration

@ Thisz iz not a valid amount for thiz denomination

Click the OK button and enter the correct amounts
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Other Payment Declarations

The bottom part of the Final Declaration tab in the Terminal Declaration window, contains details of the other payment methods. This grid allows the other payment method declarations to be entered against each payment method.

Payment Method Total Lift D

AMEX 0on 0on
CHEQUE 0oo oo
MASTERCARD 0on 0on
ROOM TRAMSFER i} 0on
SWITCH 0on oo
TESCO CCYOUCHER oo oo
WS4 oo oo

| Click to view the definitions of the terms shown.
Enter amounts for other payments in the Declaration column.
To enter an amount:

Click the cell under the amount column on the required row, for example VISA.
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Enter the numeric amount.

As you enter amounts in the Declaration column, the Grand Total fields are automatically populated and cannot be edited.
When you have finished entering the takings into the system:

Click the OK button.

If there is a variance over the set default amount (the system default is £5) a warning window opens:

erminal Declaration

@ The Warance iz greater than £5.00. Do pou want to change the declaration?

Ha Cancel

You may:

Click Yes to declare anyway -or-

Click No and return to the terminal declaration window to make amendments.

The system allows you a configurable amount of tries (the default is 3) and then accepts the amounts you have entered, regardless of the variance.
When you have finished making amendments:

Click the OK button.

The Terminal Declaration window closes and you are returned to the EPOS Control window. The Float/Declaration column for the declared till displays a money bag icon with the amount declared next to it.

LOUNGE BAR LOUNGE  TERM?2 D 1| Eath Drover & o

If required, you may select the next cash drawer/money belt to declare. When you have finished declaring all the terminals, (cash drawers and money belts), you may progress to End Session or if you need to, change any declarations
you have made.
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End Session

When the terminals are closed and declared, the system can be placed into Non-trading mode. This is called an End of Session. It is normally done at the end of the day or trading period.

When an End Session is carried out, the system performs a final trickle and gathers all the takings, stock sold and server information. End Session reports are automatically generated and printed. Typically, these are the Sales Report,
Server Summary Report and Takings Reports, however, other reports can be configured to print automatically at End Session. When the End Session has completed, the system is in non-trading mode ready for the next Start Session.

Area Teminal [Status [Shit | Duswies / Morey Bek | Float/Declastion =]
FUNCTION BAR TERM 4 1 Cath Deawer 1) gé
NICK BRGWN [004) & ESI3.00
FUNCTION BAR FUNCTION B4R TERM 5 ‘ 1 é E9295

SARAH COOK (002)

© o
FUNCTION B4R TERM 6 0 1 Cath Drawest (1) 8g _|

LOUNGE BAR LOUNGE  TERM 2 1 Cash Dsawes [1) & e

=
Chiek. e lerminial icon b apen o clee & besminal Chck the cach ieon bo declare the lskings.
Hel: ™ ShewMini |Select Serven To / Faom Traring =] T . Erd Sersen Clate I

Before selecting the End Session button, check to make sure that all of the terminals and money belt servers have been closed and declared, where required. (They display a money bag and amount declared in the Float/Declaration
column and the Stop All Terminals button has been replaced by an End Session button.) In our example shown above, two terminals still need declaring as coin icons are still displayed.

Perform an End Session. How ?
Whilst ending session, a print notification window may open to confirm that the End Session reports have printed.
Click the OK button.

When the End Session has completed, the EPOS Control window changes in readiness for the next trading session. The Default Float and Trading Mode fields re-appear. The Mini column (if shown), displays Out of Session and the traffic
light icon changes from green to red. The End Session button is replaced by the Start Session button. The End Session reports are printed.

The system is now Out of Session and ready for a new Start Session.
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End Session Recovery

Should there be a problem and the End Session is interrupted, the EPOS Control window displays an error message which may also have an error code number. The Back Office System has an audit trail for such errors and this can be
viewed by Customer Support if needed.

If an error message occurs:

Click the OK button in the error window.

The system error window closes. You may notice the EPOS Control window has changed slightly. The End Session button has been replaced by a Recover from End Session Failure button:

" EFDS Control

Aren Temminal [Status [Shit | Duswies / Morey Bek | FlaalDeclstion =

FUNCTION BAR TERM 4 Uz Tl e
NICK BR0WN 004] d’) E303.00

1 é:.ﬂm:

S&RAH COOK [002)
& oms
1 Cach Daawest (1) &g -

¥ Cash Deawes [1] & e =
=

He I~ Showe Minis Becover From Erd Session Fakne Chase

FUNCTION BAR FUNCTION B4R TERM 5

®

FUNCTION BAR TERM B

LOUNGE BAR LOUNGE  TERM 2

il
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Click the Recover From End Session Failure button.
The system attempts to recover and complete the End Session. If successful, the extract is performed, the End Session reports are printed in the normal manner and the system is set for the new Start Session.

In the unlikely event of persistent failure, contact the Customer Support Desk.
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Server Training Mode

To aid in the training of staff, both the FOS and BOS software can be put into Training Mode. Whilst in the FOS Training Mode, none of the sales processed through the terminals are saved to the system and, therefore, they do not affect
trading figures. A server who is in the FOS training mode can be taken out of this mode by a Manager using the EPOS Control software.

¥ EPOS Control [=]
Mini Taminal [ Staus [shit [Drwer Monsp Bet | Flost/Deceans
g FUNCTION B4R TERM 4 1 CathDrawes 1) EE]
FUNCTION BAR FUNCTION BAR TERM 5 1 Mo Cash Drawes
FLNCTION 845 TERM 6 1 Cash Drawe (1) Sg
Winit
2212020 LOUNGE  TERM 2 1 Cash Drawes [1] &
Session 1 | LOUNGE BAR —
LOUNGE  TERM 3 ‘ 1 Cach Drawes 1] 8g
MAIN B47 MAINESR  TERM 1 0 1 Cash Drawer 1) ==
Chck the feminal icon 0 ogen or close 2 teminal. Cick the cash icon o declare the takings.
Hep | [ Show M [Setect Sarver T/ From Trane =] 1 [ocrirbioce Siop Al Tesninale Chse |

To select the Training Mode, you must first select the server you wish to train. How ?

I Training Mode

E

Once a server has been selected, the Training Mode check box becomes active.

To activate the Training Mode for the selected server. How ?

When the selected server logs on to the terminal, the word 'Training' appears on the display and none of the sales performed whilst in training mode are saved to the system.
To allow sales to be processed through the system in the normal manner for the selected server, cancel out of the Training Mode for that server. How ?

The Training Mode for that server is cancelled and all sales carried out by the selected server are processed through the system in the normal manner.
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Purchasing and Stock Control Window

The Purchasing and Stock Control section of your system is used to maintain all stock records and transactions, stock takes, allowances and stock orders.

Access the Purchasing and Stock Control window. How ?

] ‘Slock Order I g-stuck Hovement I ﬂt‘ylo«:&..ﬂlbwance
| Description 1
= Start Audtor's Stock Take Start an Audtor’s Stock Take for selected stock rooms.
Start Manager's Stock Take Start & Managed's Slock Take for selecled ooms.
Start Line Check. Stast a Shock Take for selected stock kems.
Stock Line Enguiy Single Stock ltem Line Check on Screen.
E". Stast Verify Stock Take ‘erify a previous Manager's Stock Take.
g\" Fleset Cumulative Figures Thiz option wil r=set the cumulative stock result figurss
Help. Select Cloge

About the window layout

Above is an example of a Purchasing & Stock Control window. There are 4 tabs in the Purchasing & Stock Control window that provide access to the different areas of the stock system.
Stock Take - The Stock Take tab allows you to start an Auditor's or Manager's Stock Take, carry out line checks on stock items and reset stock figures. It is covered in greater details in the Stock Take help book.

Stock Order - The Stock Order tab allows you to view and update current stock orders, create new stock orders and update delivery schedules. When stock is received into your outlet via a stock transfer, (Supplier, Outlet or Room) the
status of relevant stock orders is updated automatically. Further details may be found in the Stock Orders help book.

Stock Movements - The Stock Movements tab provides access to the stock movement wizards for creating new stock movements and allows you to view, update, print, (freeze and thaw, if allowed), the existing stock movements via the
View Stock Movements option. For detailed information, see the Stock Movements help book.

Stock Allowances - Stock Allowances are used to enter changes in stock levels, other than receipts and returns. They are entered into the system using a wizard. Entry of stock allowances such as Management Drinks, Pipe Cleaning,
Theft and Promotions, the stock room affected by the allowance and authority, if required, are all contained within the wizard windows. An Allowance Report may be printed. For detailed information, view the Allowances topic.

When a Stock Take is in progress, a 5th tab appears called Stock Takes In Progress. It displays the types of Stock Take in progress, when they were started, by whom and what stock room(s) they include.
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M Puichasing & Stock Control

Stock Take I -‘Stock Order T

Stock.
Movement

Stock
M lowance

In Progress Stock Takes

Manager's Stock Stated 18/11/2009 12:45:39 by Fred Blogags for XN FOOD

Line Check Stock Started 13/11/200917:27:12 by Jack Frost for XN BOTTLES and XM EEGS

Stock Orders Overview

The Stock Orders section of your system is used in the process of ordering stock; creating, confirming, and completing orders.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Stock Orders help book in the Contents list.

What would you like to do ?

¥ Create an external ier Order

¥ Create an Outlet Transfer Order

¥ Create an order from another stock room within your outlet

} View all existing stock orders

} View details of individual stock orders

} Print stock orders

} Update an unconfirmed order

¥ Confirm an unconfirmed order
¥ Delete an unconfirmed order

¥ Complete a part delivered order

¥ Set up or amend a Delivery Schedule

¥ Look up the meaning of a term used within stock order

4
Stock Orders Terminology

Click on a term to view its definition
Completed Order

Confirmed Order

Create a Suggested Order

Date Entered

Expected Delivery

Delivery Date

Destination

Order Reference

Order Type

Part Delivered Order

Product Code or Supplier/Customer Reference
Product Description

Product Search

Quantity

Reference

Status

Subsequent Delivery
Supplier/Outlet

Unconfirmed Order

Use Existing Outlet Transfer Order

Use Existing Supplier Order

Adding Products

When working with stock orders (creating new stock orders, or updating unconfirmed orders), the stock order details may be changed that is products added, amended or deleted.
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Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

Stock can be identified by one of 3 option buttons: Product Code, Supplier Reference, and Customer Reference. The selected option is displayed as the first column title. However, the same functionality applies whichever code or

reference is selected
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Note: In this example, the Product Code option button is selected and, therefore, the first column in the window is 'Product Code'.

Click the Add New button.

A new line is added to the grid:

Product Code Product Desciiption

Quarity

Add required product.

Product can be entered using one of the following three methods:
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Action

What to do

To add a product using the Product Code/Supplier Reference/Customer Reference:

To add a product using the Product Description:

To add a product using Product Search:

Select required product.

EXAMPLE

Click the Product Code/Supplier Reference/Customer Reference cell.

Click the Product Description cell.

Select required product.

EXAMPLE

Click the Product Search button.

Enter quantity required.

information and an example using the Product Search button.

IThe Product Search button allows you to search the stock database for a product and insert it into the Details window. The window is laid out in a
tree structure, with the items of stock set out in product families and further sub-divided into categories and then into stock items. For more detailed

Action

What to do

To enter the quantity required:

Click the cell in the Quantity column.

Enter the number required

Amending Products

When working with stock orders (creating new stock orders, or updating unconfirmed orders), the stock order details may be changed that is products added, amended or deleted.
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Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

Stock can be identified by one of 3 option buttons: Product Code, Supplier Reference, and Customer Reference. The selected option is displayed as the first column title. However, the same functionality applies whichever code or

reference is selected.

Individual products and the quantities required may be changed.

Action

What to do

To change a product using the Product Code/Supplier Reference/Customer Reference number: ||Select a new product.

EXAMPLE

Click the Product Code/Supplier Reference/Customer Reference cell.

To change a product using the Product Description:

Click the Product Description cell of the product to amend.
Select a new product.

EXAMPLE

To amend the number required:

Click the Quantity cell of the product to amend.

IAmend the quantity.

EXAMPLE

Deleting Products

When working with stock orders (creating new stock orders, or updating unconfirmed orders), the stock order details may be changed that is products added, amended or deleted.
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Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

Stock can be identified by one of 3 option buttons: Product Code, Supplier Reference, and Customer Reference. The selected option is displayed as the first column title. However, the same functionality applies whichever code or

reference is selected.

The Delete button allows the selected products to be deleted.

Action What to do
Click the grey cell on the left of the row you wish to delete.
To select individual products:
The selected row is highlighted and the Delete button is enabled.
Click the grey cell on the left of the first product you wish to delete.
To select multiple adjacent products: Hold down the Shift key as you click the grey cell on the left of the end product.
The selected products are highlighted.

When the required products have been selected,
Click the Delete button.

The products are removed from the grid.
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If required, you may select and delete items using the keyboard. How ?
4
4

Generating Supplier Orders
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The New Supplier Order option is used to generate new stock orders from an external supplier to specified stock rooms within your outlet. A wizard guides you through the steps involved.

Access the New Supplier Order option. How ?

|ﬁ Stock

Allowance
Stock Oider Dptions | Descrigtion |

sv‘iew Stock Orders Wiew all esisting stock orders

ENBN Suppler Drder Creste a Supplier Order
ﬂNaw Outlet Transfer Order Create an Outlet Transfer Order
. Mew Room Transfer Order Create a Room Transfer Drdes

Update Supplers Delivery Schedule Update a suppliers delivery scheduled

Help Select Close

Double-click the New Supplier Order option
-or- click the New Supplier Order option and click the Select button.
The first window of the New Stock Order Wizard opens to allow the input of the Supplier Details.

You progress through subsequent windows - Destination Room, Supplier Order, Supplier Order Details until the Finished window.

4
4
Selecting a Supplier

Select a Supplier is the first window of the New Stock Order Wizard and allows the supplier to be selected.

Please select the Supples you wank 1o ardes fiom. I pou wauld [k the system to sugpest products and quaniilies for
the ciders) you are sboul to create click the Suggected Dider” check box below. Abemalively you can use an
exsting supplier ceder by clicking the 'Use Existing Suppler Order’ check box.

™ Suggested Order.
[™ Use Exsting Suppher Order.

Suppler;

Help Cancel Heel I HMext > st

Two optional check boxes are provided but only one may be selected.

Suggested Order - If you select the Suggested Order option, the Supplier Order Details window of the wizard is automatically populated with products based on:

e the configured minimum days of stock required against the current stock level,
o the average daily consumption up to the next delivery from this supplier (subsequent delivery) and

® any existing confirmed pending orders still undelivered for the supplier/stock room combination selected.

© Torex Retail Holdings Limited 2011. All rights reserved.

Use Existing Supplier Order - If you select this option, after selecting a destination stock room, you access all previous (existing) orders for the selected supplier/stock room combination. When an order is selected from this list, this order
acts as a template and the products it contains are automatically inserted in the Supplier Order Details window. You may use the options available to make additions/deletions or amend the quantities as required to create a new stock

order.

The Supplier you want to order the stock from must be selected. The name of the supplier supplying the stock can be found from a drop-down list of available suppliers used by your outlet. Only one supplier may be selected at a time.

Supplier THE BEER HOUSE =l

CASH & CARRY
FOOD SUPPLIER
SOFT DRIME SUPPLIER

Select the Supplier from the drop-down list, for example THE BEER HOUSE.
When you have completed the fields in the first window of the New Stock Order Wizard - Select a Supplier:
Click the Next > button.

The next window of the New Stock Order Wizard, Select Destination Rooms opens.



Staff Maintenance Overview

Selecting Rooms

The next window of the wizard is titled Select Destination Room(s).

k Dudes Wi

Select Destination

Flease sekct the Stock Foamfs] y
cieabe & order ﬁmhw'ﬂi BEER Hl]LISE'Inaaeh mseuidmha"i*dad lest beshoss

';E

b2 FOODS :
Agd Al 5o

Eemove I

oviE |

Hep | concel | <Beck | mews B
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The supplier previously selected is displayed in the window message at the top of the window. This window is used to select the stock rooms in your outlet for which the order is being made. If several destination rooms are selected,
subsequently, a Supplier Order window opens for each destination room selected. A list of available stock rooms for the outlet is displayed on the left and any or all of these may be added to the Selected field.

Click here to learn more about these buttons.

At least one stock room must be selected to proceed.

k Drder

Select Destination

thxdsdﬂusmﬂﬂm 1 ooder far. h wil
cieate 3 ordes fiom the ﬁw'ﬂiBEERHOUSE'MQMMMHMSMde

<Beck | bews Hrish

In the example shown above, the selected stock room, XN BOTTLES, has been moved from the Available field to the Selected field. To continue:

Click the Next > button

This leads to the Supplier Order window.

Supplier Order
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A Supplier Order window is inserted for each destination stock room previously selected and allows for the suppliers reference number (Order Reference) to be entered, along with expected delivery dates.

Only one unconfirmed order for each supplier/destination room combination can exist on the system. Should there already be an unconfirmed order held by the system for the selected supplier/stock room combination, a warning message
occurs instead. This window allows for the existing unconfirmed order to be deleted to enable this new order to be continued or to cancel this order and suggests updating the existing unconfirmed order using the View Stock Orders option.
EXAMPLE

Plaaze erles the details of the supplier ordsr, Uze the Drder Referance' to recced the suppliess reference number
for thiz order. The dates shown below ate thase hekd on the system for the selected supphier. The Expected
Dielvery date may be avenwilten usng the calenda faciiy.

Drder Reference: I
Suppdier: THE BEER HOUSE
Deslinalion Roo: T

Expected Dilvery: fosrrizznos |

Help | Carcel | <Back [T

Enter the Order Reference. (Optional).

As default, the Expected Delivery field contains the next delivery date for the selected supplier, as determined by the Delivery Schedule. If the delivery schedule has not been entered, the date defaults to today. The Expected Delivery

date may be amended using the Calendar.

The Subsequent Delivery field is only visible if the 'Suggested Order' check box had been selected at the first window of the wizard. This field contains the next but one delivery date for the selected supplier as default. The Subsequent
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Delivery date may be amended using the Calendar.
When the details have been entered,
Click the Next > button.
The next window to open depends upon selections made previously:
The Supplier Order window opens for the next stock room if more than one destination room was chosen. Enter the Order Reference and date(s) as required, for each supplier order, as detailed above.

If you selected the Use Existing Supplier Order check box, the next window is the Existing Supplier Order where the previous stock orders for the supplier/stock room combination are displayed. Select the chosen stock order from the
list provided. If there are no stock orders that are for the supplier/stock room combination you have chosen, a message opens. EXAMPLE

Otherwise, the next window is the Supplier Order Details window. If you selected the Suggested Order check box, the Supplier Order Details window automatically contains details of the suggested stock order, based on the current
stock levels, average daily consumption, outstanding deliveries, delivery schedules and minimum stock levels. If there are no products suggested, a message opens. EXAMPLE

© Torex Retail Holdings Limited 2011. All rights reserved.

4
Existing Supplier Order

If you earlier selected the Use Existing Supplier Order check box, the next window is the Select Existing Supplier Order:

Flease sslect an cldu Irom the st provided below. The list below cunently shows existing Suppler ceders fom THE
BEER HOUSE" into the stock room M BOTTLES' if you wizh o select a dffesent ordes from thoze displaped below
cick '¢Back' and change the Supgher or Stock Rocmls) cumently selected.

Oider
Humbsr

Expected

Ordes Feference OrcerStatus | Dt Evtered | G2l

Confimed

10 OR1234 Completed | 0971172005 | 03/11/2009

Hel Carcel Bk [ Mews

This window displays previous stock orders for the selected supplier and stock room combination. To choose a previous stock order from the list:

Click the required stock order from the list
-or- use the arrow keys to move the highlight to the required stock order.
Click the Next > button to proceed

The Supplier Order Details window opens and it automatically contains the products from this selected stock order. You may accept these or make amendments as required.
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4
Supplier Order Details

The example below shows the window without any products added.

Note: If you selected either the Suggested Order or the Use Existing Supplier Order check box, the products are automatically inserted into this window.

Pleaze enter the order datals for this order balow, & Product
Code
‘Pwducl Cade Product Descriplion Quaniity  Supplier
Refarence
Customer
Reference
F I Froduet Seaich |
Hel Careel I < Back Nest > Errist

Each line on the grid represents a Product. Products can be added, deleted or amended. Click to jump to view these procedures.
F Adding Products

} Deleting Products

¥ Amending Products

When you have finished adding products or making amendments:

Click the Next > button.

This leads to the Finished window.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Completing an Order

The Finished window represents the last page of the New Stock Order Wizard.

“au have completed al of the steps requied to creale 5 new stock ceder,
I%W&Mndw'ﬂn&w‘ o have enleied then click
the Back’ 3

When you cick Friish' would you ke to automaticaly print 2 repart for each
arcer?

Heb | Carcel <Back e Ernish

A report is printed automatically for each order when the Finish button is selected.

If you do not want a printed copy:
Clear the check box.
Click the Finish button.

The New Stock Order Wizard closes and you are returned to the Purchasing & Stock Control window.

You may obtain a printed copy of this order using the View Stock Order window or from the Reports & Views functionality.

Generating Outlet Transfer Orders

The New Outlet Transfer Order is used to order products from another outlet to specified stock rooms within your outlet. A wizard guides you through the steps required.

Access the New Outlet Transfer Order option. How ?

- Stock | Stack
!!'1@- Movement ﬁ Allowance
Stock Didet Oplions | Descrigtion |

S\"iw Stock Orders Wiew all existing stock orders

‘New Suppler Drder Creste a Supplier Order
ﬂNaw Outlet Transfer Order Create an Outlet Transfer Order
. Mew Room Transfer Order Create a Room Transfer Drdes

Update Supplers Delivery Schedule Update a suppliers delivery scheduled

Help Select Close

Double-click the New Outlet Transfer Order option
-or- click the New Outlet Transfer Order option and click the Select button.

The first window of the New Stock Order Wizard opens to allow the input of the Outlet Details.

You progress through subsequent windows - Destination Room, Outlet Transfer Order, Outlet Transfer Order Details until the Finished window.

4
4
Selecting an Outlet

Select an Outlet is the first window of the New Stock Order Wizard and allows the outlet to be selected.

Page 66 of 161
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Select an O

Please select the Dullel you want lo order fram. I pou would ke to use an exdsling oullet lransfer oder chck,
the Use Enisting Dutles Transter Dider’ check bax below,

[™ Use Exsting Outlet Transter Order

Help Carncel Hect | Hewt > Firish

The Outlet you want to order the stock from must be selected. The name of the Outlet supplying the stock can be found from a drop-down list of available outlets. Only one outlet may be selected at a time.

Outlet: |HOUGHTON HALL

TREE TOPS

Select the required Outlet from the drop-down list, for example TREE TOPS.
An optional check box is provided.

Use Existing Outlet Transfer Order - If this check box is selected, on selecting the Next > button you access the previous orders for the selected outlet/destination stock room combination. When an order is selected from this list, the
products it contains are autc i inserted in the Outlet Transfer Order Details window. You may use the options i to make addition: i or amend the quantities as required to create a new stock order.

When you have completed the fields in the first window of the New Stock Order Wizard - Select an Outlet:
Click the Next > button

This leads to the Select Destination Room(s) window.
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Selecting Rooms

The next window of the wizard is titled Select Destination Room(s).

k Drder

Select Des

Fleaze salect the Stock Roomis] add ik ceder for. Selectis han one room wil focal
cieate 2 ordes fiom the outlet TREE TOPS ' ko sach reom specified in the ‘Selected lit below.

Aovalable: Selecled

¥} FOODS

e Agd Al 5 J

Hely Carecel I < Back I Hest >

The outlet previously selected, (in this example TREE TOPS), is displayed in the window message at the top of the window. This window is used to select the stock rooms in your outlet for which the order is being made. A list of available
stock rooms for the outlet are displayed on the left and any or all of these may be added to the Selected field.

JCIick here to learn more about these buttons.
At least one stock room must be selected to proceed.
Click the Next > button

This leads to the Outlet Transfer Order window.
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Outlet Transfer Order

An Outlet Transfer Order window is inserted for each stock room previously selected. It contains the name of the Outlet and destination stock room selected and allows for an order reference code to be entered along with the expected
delivery date.

Only one unconfirmed order for each outlet/destination room combination can exist on the system. Should there already be an unconfirmed order held by the system for the selected outlet/stock room combination, a warning message
occurs instead. This window allows for the existing unconfirmed order to be deleted to enable this new order to be continued or to cancel this order and suggests updating the existing unconfirmed order using the View Stock Orders option.
EXAMPLE
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Flease eries the details of the outlet iranster ordes. Use the Deder Relferance’ 1o record a code o description
that will 2zzist you o idertify this ceder i the fubue.

DOrder Reference: I—
Dutlet: TEEE TS

Destinalion Floor: | B
Expected Deliery: [esriizaons | |

Hep | carcel | <Back Nest > Frish

Enter the Order Reference. (Optional).

As default, the Expected Delivery field contains the today's date. The Expected Delivery date may be amended using the calendar.
When the details have been entered,
Click the Next > button.

The next window to open depends upon selections made previously:

The Outlet Transfer Order window opens for the next stock room if more than one destination room was chosen. Enter the Order Reference and date, as required, for each outlet transfer order, as detailed above.
e If you selected the Use Existing Outlet Transfer Order check box, the next window is the Existing Outlet Transfer Order where the previous stock orders for the outlet/stock room combination are displayed. Select the chosen
stock order from the list provided. If there are no stock orders that are for the outlet/stock room combination you have chosen, a window opens stating this. EXAMPLE

o Otherwise, the Outlet Transfer Order Details window opens.
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Existing Outlet Transfer Order

If you earlier selected the Use Existing Outlet Transfer Order check box, the Select Existing Outlet Transfer Order window opens:

Flease select an order from the Ist provi The list below ki sh ¢ Transher orders
from ‘TREE TOPS" inko the stock racm %N KEGS' if you wich to select a difesent ceder from those displayed below
cick *tBack' and change the Dutlet or Stock Floom|s) cumently sslkecled

Hel | Corcel | < Back Newt > Frivh

This window displays previous stock orders, (with the most recent order first), for the selected outlet and stock room combination. To choose a previous stock order from the list:

Click the required stock order from the list
-or- use the arrow keys to move the highlight to the required stock order.
Click the Next > button.

The Outlet Transfer Order Details window opens and it automatically contains the products from the selected stock order. You may accept these or make amendments as required.

© Torex Retail Holdings Limited 2011. All rights reserved.
Outlet Transfer Order Details

The example below shows the window without any products added.

Note: If you selected the Use Existing Outlet Transfer Order check box, the products are automatically displayed in this window.
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Mew Stock [ W

Outlet Trans

Each line on the grid represents a Product. Products can be added, deleted or amended. Click to jump to view any of these procedures.
¥ Adding Products

¥ Deleting Products

¥ Amending Products

When you have finished adding products or making amendments:

Click the Next > button.

This leads to the Finished window.
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Completing an Order

The Finished window represents the last page of the New Stock Order Wizard.
Hew k Order W

Finished

A report is printed automatically for each order when the Finish button is selected.

If you do not want a printed copy:
Clear the check box.
Click the Finish button.

The New Stock Order Wizard closes and you are returned to the Purchasing & Stock Control window.

You may, obtain a printed copy using the View Stock Order window or the Reports & Views functionality.

© Torex Retail Holdings Limited 2011. All rights reserved.

Generating Room Transfer Orders

The New Room Transfer Order is used to order products from one stock room to other stock rooms within your outlet. A wizard guides you through the steps involved.

Access the New Room Transfer Order option. How ?
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!New Suppler Drder Creste a Supplier Order
ﬂNew Outlet Transfer Ordar Create an Outist Transfer Order
. Mew Room Transfer Order Create a Room Transher Drder

Update Supplers Dalivery Schedule Update a suppliers delivery scheduled

Stack Order Oplions | Descrigtion |
svisw Stock Ordess Wiew all esdsting stock orders

Help Select Close

Double-click the New Room Transfer Order option
-or- click the New Room Transfer Order option and click the Select button.

The first window of the New Stock Order Wizard opens to allow the Source Room to be selected.

You progress through subsequent windows - Destination Room, Room Transfer Order, Room Transfer Order Details until the Finished window.

Selecting a Source Room

Select a Source Room is the first window of the New Stock Order Wizard and allows the room supplying the stock to be selected.

Select a So

Please select the roarm pou wari b crder fram. If you would like the system to suggest products and quanities
for the crderls] you sre sbout lo cresle click the “Suggested Order’ check box belaw, Alleinatively pou cen use
an existing room tansfer oider by clicking the 'Use Existing Floom Transtes Cider’ check bow,

T
[ Use Existing Room Transfer Order

Stack Room: [N BOTTLES E

Help Carcel Beet I 53 Erret

selected at a time.

Stock Room: #MBOTTLES

Select the Stock Room from the drop-down list, for example XN FOODS.

Two optional check boxes are provided. Only one may be selected.

Page 70 of 161
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The Stock Room the products are being ordered from must be selected. The name of the source room supplying the stock can be found from a drop-down list of available stock rooms used in your outlet. Only one stock room may be

Suggested Order - If you select the Suggested Order option, the Room Transfer Order Details window of the wizard is automatically populated with products based on current stock levels, average daily consumption, outstanding

deliveries, delivery schedules and minimum stock levels for the destination stock room selected.

Use Existing Room Transfer Order - If this check box is selected, after choosing a destination stock room you access all previous (existing) orders for the selected source/destination stock room combination. When an order is selected
from this list, it acts as a template and the products it contains are automatically inserted in the Room Transfer Order Details window. You may use the options available to make additions/deletions or amend the quantities as required to

create a new stock order.

When you have completed the fields in the first window of the New Stock Order Wizard - Select a Source Room:

Click the Next > button.

This leads to the Select Destination Room(s) window:

4
Selecting Destination Rooms

The next window of the wizard is titled Select Destination Room(s).

© Torex Retail Holdings Limited 2011. All rights reserved.
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o

Select Destination Roo

Flease select the Stock Room{z] v coder for. i wil
cieate & odes from stock 1oce =N FOODS' to each ioom speched n the ‘Selected list below.

Avalable: Selected

N BOTTLES

Hep | concel | <peck | mews Ei

The room you have selected as 'source’ (in this example XN FOODS) is displayed in the window message at the top of the window. This window is used to select the stock room(s) in your outlet for which the order is being made to. A list
of available stock rooms for the outlet is displayed on the left and any of these may be added to the Selected field.

JCIick here to learn more about these buttons.

At least one stock room must be selected to proceed.

New Stock Dides Wizard

Select Destination Rao

Plezze salect the Stock Roam{s] ooder fr, i h wil
cieabe 3 ordes fiom shock 1ocen SN FODDS b sach ioom spaciiad i the ‘Selectad lis below,

Avalable: Selected

Help | Carcel | <Beck | bews Erish

In the example shown above, the selected destination stock room, XN BOTTLES, has moved from the Available field to the Selected field. To continue:

Click the Next > button

This leads to the Room Transfer Order window.
© Torex Retail Holdings Limited 2011. All rights reserved.
Room Transfer Order

A Room Transfer Order window is inserted for each stock room previously selected. It contains the name of the selected source and destination stock room and allows for the order reference to be entered along with delivery date(s).

Only one unconfirmed order for each source/destination room combination can exist on the system. Should there already be an unconfirmed order held by the system for the selected source/destination stock room combination, a warning
message occurs instead. This window allows for the existing unconfirmed order to be deleted to enable this new order to be continued or to cancel this order and suggests updating the existing unconfirmed order using the View Stock
Orders option. EXAMPLE

Plaaza eries the detals of the room tiansfer order. Liss the 'Drdsr Reference’ to 1ecard 3 code or descriplion thet
wil assist you to identily this arder in Ihe fulure,

DOrder Reference: I
Source Room: I‘Z‘- FOODS

Destinalion Rioom: 60T

Expected Dalvey: fzrivanos | |

Help | Carcel | < Back st > Hrivh

Enter the Order Reference. (Optional).

As default, the Expected Delivery field contains today's date. The Expected Delivery date may be amended using the calendar.

The Subsequent Delivery field is only visible if the 'Suggested Order' check box had been selected at the first window of the wizard. This field contains a date (a week from today) for the selected source room as default. The Subsequent
Delivery date may be amended using the calendar.

When the details have been entered,
Click the Next > button.
The next window to open depends upon selections made previously:
The Room Transfer Order window opens for the next stock room if more than one destination room was chosen. Enter the Order Reference and date(s), as required, for each room transfer order, as detailed above.

If you selected the Use Existing Room Transfer Order check box, the previous (existing) room transfer orders for the source/destination room combination are displayed. Select the chosen stock order from the list provided. If there are
no room transfers that are for the source/destination room combination you have chosen, a window opens stating this. EXAMPLE

Otherwise, the Room Transfer Order Details window opens. If you selected the Suggested Order check box, the Room Transfer Order Details window automatically contains details of the suggested stock order, based on current
stock levels for the selected destination stock room. If there are no products suggested, a window opens stating this. EXAMPLE
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Existing Room Transfer Order

If you earlier selected the Use Existing Room Transfer Order check box, the Select Existing Room Transfer Order window opens:

Flease select an aider rom the kst provided below. The list below currently shows enishng Foom Transher anders
from 34N FOODS' inko the stock reom ¥ BOTTLES' i you wizh to select a diterent oeder lrom those displayed

below cick “(Back’ e the Destir {7
(o | Duder Refererce OiderStatus | Date Eresed | ot

15 RO245 Completed | 0971142009 | 1471172009

Help Carecel < Back I Newt > Eriist

This window displays previous room transfers, (with the most recent order first), for the selected source/destination room combination. To choose a previous FOOM transfer from the list:
Click the required stock order from the list

-or- use the arrow keys to move the highlight to the required stock order.

Click the Next > button.

The Room Transfer Order Details window opens and it automatically contains the products from the selected stock order. You may accept these or make amendments as required.

© Torex Retail Holdings Limited 2011. All rights reserved.
Room Transfer Order Details

The example below shows the window without any products added.

Note: If you selected either the Suggested Order or the Use Existing Room Transfer Order check box, the products are automatically displayed in this window.

Plleass enter the order datal for this ordar below.

Product
© Code

Praduct Desciiplion Quaniity ¢ Supplier

Feterence

‘Pwducltude

Customer
Reference

AddNew | Oefes B:dmlsoar\:hJ

Hen | concel | <Back st >

Each line on the grid represents a Product. Products can be added, deleted or amended. Click to jump to view any of these procedures.

F Adding Products

} Deleting Products

¥ Amending Products

When you have finished adding products or making amendments:
Click the Next > button.

This leads to the Finished window.

© Torex Retail Holdings Limited 2011. All rights reserved.

Completing an Order

The Finished window represents the last page of the New Stock Order Wizard.
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‘fou have completed al of the steps requined to creale 8 new stock cedsr,
I you wanit to change any of the information you have entered then click,
the Back' button

"W wou click Finish’ wauld you ke to automatically pont a report for each
ordar?

Help Careel < Back Erish

A report is printed automatically for each order when the Finish button is selected.

If you do not want a printed copy:

Clear the check box.

Click the Finish button.

The New Stock Order Wizard closes and you are returned to the Purchasing & Stock Control window.

You may, obtain a printed copy using the View Stock Order window or the Reports & Views functionality.

4
4
Viewing Stock Orders

The View Stock Orders option allows you to:

e display stock orders by status,

o view the details of individual stock orders,

e print all stock orders.

Access the View Stock Orders option. How ?

Chick o cokmn aadr 1o 3¢t 1he ks bt ok

L =
2W10/2008 | 23102009 | UnConbemed

| Completed

Dnze:
Help
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The window contains a list of unconfirmed stock orders that is, stock orders that have been entered onto the system, but not ordered from the supplier, outlet or stock room. The UnConfirmed button has been selected as default.

Confirmed, Part Delivered, and/or Completed stock orders may also be displayed by selecting the corresponding buttons. How ?

The current state of the stock order is displayed in the Status column. The background of each stock order is colour-coded to represent its current status as shown below:

Unconfirmed - (White background) The stock order has been entered onto the system, but not ordered from the supplier, outlet or stock room.

Confirmed - (Green background) The order has been made to a supplier, outlet or stock room and you are awaiting delivery.

Part Delivered - (Orange background) products for delivery

Completed - (Red background) marked as complete.

Some of the products on the stock order have been received (Red background), or only part of the quantity ordered is received. That is, orders that have outstanding

All products on the stock order have been received or marked as completed. That is, those that have been delivered, or their undelivered stock products have been

Note: The currently selected stock order is highlighted as navy blue. This software is configured using standard windows colour settings. Should you change your system colour settings it may also change the highlight colour and it will not,

therefore, match the pictures displayed in the help system. To avoid confusion it is recommended that the system colours are left as default.

You may sort the list of stock orders by any of the column headings. The default is by the Order Reference. How ?

Updating/Viewing Details

© Torex Retail Holdings Limited 2011. All rights reserved.

The View Stock Orders option allows you to display stock orders by status. The details of the products on each stock order may also be viewed. The button caption changes according to the status of the stock orders being viewed. When
an unconfirmed order is selected, the button caption shows Update..., for all other stock order states (Confirmed, Part Delivered or Completed), the button caption shows View...

Action

What to do

To view the details of a Confirmed, Part Delivered or Completed stock order:

Click the required stock order.
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Click the View... button.

Click the required stock order.

Click the Update... button.

To view or update the details for an Unconfirmed stock order:

The View/Update window opens, its title relevant to the type of stock order selected. The background colour of products in the stock order is carried through to this window. The background of each stock order is colour-coded to represent
its current status as follows: White (Unconfirmed), Green (Confirmed), Orange (Part Delivered) and Red (Completed).

Click for an example of each.

-l Viewing an Unconfirmed order.
-l Viewing a Confirmed order.

-l Viewing a Part Delivered order.

J Viewing a Completed order.
To close the View/Update window:
Click the OK button.

You are returned to the View Stock Order window.

© Torex Retail Holdings Limited 2011. All rights reserved.
4
Printing Stock Orders

All stock orders may be printed from the View Stock Orders option.

Access the View Stock Orders option. How ?

ok o coksn Fade 10 5 (he s B tha cobann

Stock orders are displayed by status in this option, with unconfirmed orders shown as default. Confirmed, part-delivered, and/or completed stock orders may also be displayed by selecting the corresponding buttons. For more information,
see the Viewing Stock Orders topic.

Action What to do

Click the required stock order.
To print a Stock Order:
Click the Print... button.

The standard Windows Print dialog box opens:

Name:  [\NTDEVI\HP Lasedet 4000 TNPS 7] Propeities |
Statuz:  Ready

Type: HF LasesJet 4000 Sesies P5

‘Wwhere:  NPICTC48F

Comment:
1 Print range - Copies
A Number of copies: I 3‘

Ao g
_Cancel |

When appropriate options have been selected,

Click the OK button.

© Torex Retail Holdings Limited 2011. All rights reserved.

Updating Unconfirmed Orders

Access the View Stock Orders option. How ?
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Chick o cokmn aadr 1o 3¢t 1he ks bt ok

| Completed

Close
Help
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The window contains a list of unconfirmed stock orders that is, stock orders that have been entered onto the system, but not ordered from the supplier, outlet or stock room. The UnConfirmed button has been selected as default.
Unconfirmed orders may be updated that is, the stock order details may be amended - products added or deleted or quantities changed, confirmed or, deleted.

To update the details of an unconfirmed stock order:
Click the required stock order.
Click the Update... button.

The Update window opens, its title is relevant to the type of stock order selected for example Update Supplier Order Details:

Oirder Reference: W & Product Code

Suppler; I

Destination Room: =

Dielvery Date: IQg” 072009 " Customes Reference

¢~ Supplier Feference

Product Code Product Descnption Quantiy
10000 HOUGHTOMPILS  11GAL 12
10020 M EXPORT T1GAL 8
11020 HOUSEBITTER TGAL 14
10040 CANADIAN LAGER  18GAL 4

Add New ‘ Product Search |

0K Cancel Help

Fields that are unavailable for updating appear grey for example Supplier and Destination Room in the example shown above.

Each line on the grid represents a product. Products can be added, deleted or amended. Click to jump to view these procedures.

¥ Adding Products

¥ Deleting Products

¥ Amending Products

When you have finished adding products or making amendments:
Click the OK button.

You are returned to the View Stock Order window.

Confirming Orders

© Torex Retail Holdings Limited 2011. All rights reserved.

The Confirm button allows you to change the status of an unconfirmed stock order to confirmed (ordered and awaiting delivery). The button is disabled until an unconfirmed stock order is selected.

Chck on a coksn Fadr 10 3xt the st b tha coban

FIR84% Dutlet Transfer | HOUGHTOM HALL %N FODDS 1072008 | 23102003 | UnConé

| Completed

Close
Help

Action

What to do

Click the required UnConfirmed stock order.

Click the Confirm button.

IA confirmation window opens:
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To confirm the details of an unconfirmed stock order:

w Stock Orders

@ Aire you sure you want to confirm order 98765434347

Mo | Cancel |
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 To mark the selected stock order Confirmed:

Click the Yes button.

The order is removed from the Unconfirmed view of stock orders and placed within the Confirmed view.

Deleting Orders

Only unconfirmed stock orders may be deleted. The Delete button is disabled and is only enabled when an unconfirmed stock order is selected.

Chick o cokarmn Fades 1o ¢t the s b thal cchann

FIE04% Trarwfer | HOUGHTOM HALL %N FOODS 2310/2009 | 23107003 | UnConfeme

| Completed |

Cinze:
Help

© Torex Retail Holdings Limited 2011. All rights reserved.

Action

What to do

To delete an unconfirmed stock order:

Click the required UnConfirmed stock order.
Click the Delete button.

I The following window opens:

w Stock Orders

@ Are pou sure you want to delete aorder ‘9876543434 2

o |

To delete the selected stock order:

Click the Yes button.

The order is removed from the system.

Part Delivered Orders

Access the View Stock Orders option. How ?

Chick o cokmn aadr 1o 3¢t 1he ks bt ok

2310/2009 | 2310/2009

LUnCond

The window contains a list of unconfirmed stock orders.

© Torex Retail Holdings Limited 2011. All rights reserved.

Action

What to do

To display Part Delivered stock orders only:

Clear the UnConfirmed button.
No stock orders are shown.

Click the Part Delivered button.
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Chick s cokarn ands 1o st 1he s by tha ok

Supphe TEE BEER HOUSE /A0S | N 10008

M KEGS

Diste Enterad | Diste Expacted | Stslus

The View Stock Orders window displays all part delivered stock orders. These have an orange background but the currently selected stock order is highlighted as navy blue.

The system allows you to change the status of Part Delivered orders to complete, even if the outstanding products have not been actually delivered such as if an outstanding product is discontinued.

Action

What to do

To mark the entire Part Delivered order as Complete:

Click the required Part Delivered order.
Click the Complete button.

A confirmation window opens:

View Stock Orders B

@ Are you sure you want bo complete order ‘98765843337

Nao | Cancell

To mark the selected stock order Complete:
Click the Yes button.

The order is removed from the Part Delivered list of stock orders and placed within the Completed view of the View Stock Orders window.

To mark individual products on a Part Delivered order as Complete.

Click the required Part Delivered order.

Click the View... button.

The View Details window opens for the selected stock order.
Click the grey cell to the left of the outstanding product.
Click the Complete button.

When you select another row or cell on the grid, the product you marked as completed has a background colour of DARK RED.

Note: After using the Complete button, the button changes to Confirm, allowing you to revert the status of a product back, (should you mark a product complete in error).

For example, the View Details window below displays:

3 products that have been received (red background)

A product that is marked as complete (not received and no longer on order - dark red background)
A product that is outstanding on a part delivered order, (still on order but not yet delivered - orange background)

Order Refererce:

Suppler;

Destination Focm:

& Product Code

¢~ Supplier Feference

STEINMANS STOUT  11GAL

T

Ok Cancel

Dielvery Date: " Customes Reference
Product Code Product Descnption Quantiy
11020 HOUSE BITTER  T1GAL
12000 STEINMANS STOUT  11GAL 1
10040 1BGAL 4

Help

Should you mark every outstanding product as complete, therefore making the whole stock order complete, an information message opens:

der Details

order will now become completed.
Do pou wizh to continue?

_to | cowe

All the details on thiz order have now been assigned a complated status. Therefore the

To mark the whole stock order as complete:

Click the Yes button.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Regular Schedules
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The Update Delivery Schedule option is used to set and update the delivery schedules for your existing suppliers. Delivery schedules are used when calculating suggested orders. Two delivery schedule types are available:

Regular - an equal interval between deliveries, that is every three days, or
Irregular - an unequal interval, that is every Monday and Friday (irregular because there are 3 days between Monday and Friday, but only 2 days between Friday and Monday.)

Access the Update Suppliers Delivery Schedule option. How ?

ery Schedule

" Regular O lImegular

i Regular i lregular

If a new regular delivery schedule is to be generated,

CLICK THE Regular OPTION BUTTON.

Delivery Schedule B I

i+ Regular i lregular

Delivery Interval: |1 [days]
Order Lead Time: IU [daps)
MNext Delivery D ate: |24.."1U.-"2009

ok I Cancel Apply

Enter the Delivery Interval.

The Delivery Schedule represents the number of days between receiving deliveries. The default is every day.
Enter the Order Lead Time.

The Order Lead Time is the amount of notice required by the selected supplier to process the order.

Type in the Next Delivery Date or use the Calendar.

EXAMPLE of a regular delivery schedule.

To save the new schedule and,

o remain in the window to set a new delivery schedule for another supplier:
Click the Apply button.

e close the window:

Click the OK button.

When a supplier is selected that already has a regular delivery schedule entered, the Regular option button is selected automatically and the delivery schedule for that supplier is displayed. Fields can be amended as required.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Irregular Schedules
The Update Delivery Schedule option is used to set and update the delivery schedules for your existing suppliers. Delivery schedules are used when calculating suggested orders. Two delivery schedule types are available:

Regqular - an equal interval between deliveries, that is every three days, or
Irregular - an unequal interval, that is every Monday and Friday (irregular because there are 3 days between Monday and Friday, but only 2 days between Friday and Monday.)

Access the Update Suppliers Delivery Schedule option. How ?

Schedule

" Regular " Irregular

i Regular i lregular

When a supplier is selected that already has an irregular delivery schedule entered, the Irregular option button is selected automatically and the delivery schedule for that supplier is displayed. Fields can be amended as required.
If a new irregular delivery schedule is to be generated,

Click the Irregular option button.

Delivery Schedule B I

|FooD SUFPLIER |

i Regular i+

Delivery Day of Week Le[?)c‘la;:ine

Sunday

tanday

Tuesday

‘whednesday
Thursday
Friday
Saturday

ok I Cancel Apply

Click the Delivery check boxes for the days required.

When a Delivery check box is selected, the corresponding Lead-Time (Days) cell is activated. It allows you to set the number of days in advance you must make your order. that is if you must give 1 weeks notice for an order you should
enter 7.

Enter a lead time.
EXAMPLE of an irregular delivery schedule.

To save the new schedule and,

e remain in the window to set a new delivery schedule for another supplier:
Click the Apply button.

e close the window:

Click the OK button.

© Torex Retail Holdings Limited 2011. All rights reserved.

Stock Movements Overview

The Stock Movements section of your system is used to control the movement of stock:

from external suppliers such as deliveries and returns
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transfers to and from another outlet

transfers between stock rooms

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Stock Movements help book in the Contents list.

What would you like to do ?

¥ Create a new Supplier Delivery & Return stock movement

¥ Create a new ier Return stock movement

} Create a new Outlet Transfer stock movement

¥ Create a new Room Transfer stock movement

¥ Find the Cost of a Recipe

¥ View or print details of stock movements

} Update a Supplier Delivery & Return stock movement

} Update a Supplier Return stock movement

} Update an Outlet Transfer stock movement

¥ Update a Room Transfer stock movement

¥ Look up the ing of a term used in stock

Stock Movements Terminology

Click on a term to view its definition
Actual Unit Cost

Cost Breakdown

Movement Date

Movement Type

Original Unit Cost

Part Qty

Part Size

Product Code or Supplier/Customer Reference
Product Description

Product Search

Reference

Room

Save New Cost
Supplier/Outlet

Total Cost

Total Cost of Deliveries

Use Confirmed Order

Use Existing Stock Movement
Voucher Number

Version Number

Whole Qty

Adding Products

Page 80 of 161
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When working with stock movements (creating new stock movements, or updating movements), the details of the stock movement may be changed that is products added, amended or deleted. The Cost Breakdown of each product on

the stock movement may also be displayed.

Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

Stock can be identified by one of 3 option buttons: Product Code, Supplier Reference, and Customer Reference. The selected option is displayed as the first column title.

Note: In this example, the Product Code option button is selected and, therefore, the first column in the window is 'Product Code'.

Click the Add New button.

A new line is added to the grid:

; Save
) whole Onginal | el

Fioduct Code | Prodhuet Desipien Gy |Patsize Pt | Cont Uk Cost | T ot | New

[ 1] 0. 0. 0.00 /]

Add required product.

Product can be entered using one of the following three methods:

Action

What to do

Click the Product Code/Supplier Reference/Customer Reference cell.

To add a product using the Product Code/Supplier Reference/Customer Reference: Select required product.

EXAMPLE

To add a product using the Product Description:

Click the Product Description cell.

Select required product.

EXAMPLE

I
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To add a product using Product Search: [ The Product Search button all

Click the Product Search button.

tree structure, with the items of stock set out in product families and further sub-divided into categories and then into stock items.
detailed information and an example using the Product Search button.
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lows you to search the stock database for a product and insert it into the Details window. The window is laid out in a
For more

Enter quantity received.

Action

What to do

To enter the quantity received:

Click the cell in the Whole Qty column.

Enter the number received.

To select a part size, if configuration allows:

Click the cell in the Part Size column.

The first Part Size applicable to the chosen stock item appears in the field along with an arrow button.
Click the arrow button.

A drop-down list of available sizes opens:

Click the required part-size.

The list closes and the selected Part Size appears in the field.

To enter a part quantity, if configuration allows:

Click the cell in the Part Qty column.
Enter the quantity received.
It must be a smaller quantity than the whole quantity, that is for items received in dozens, the part quantity must be

less than 12. If, when selected, the Part Size column is empty, the Part Qty column may be selected and an amount
entered without the selection of a Part Size first.

When a product has been selected on the Deliveries tab, the Original Unit Cost, Actual Unit Cost and Total Cost colum
delivery are entered. When a product has been selected on the Returns tab, cost columns are not present.

If the actual price paid for an item of stock is different to the Original Unit Cost displayed, the cost can be updated.

ns are populated automatically. The Total Cost column displays zeros and is updated when the quantities of the

Action

What to do

To update the price in the Actual Unit Cost column:

Click the cell in the Actual Unit Cost.

Enter the new cost.

If the price change is expected to remain for a while and your system configuration allows you to change prices:

Click the cell in the Save New Cost column.

A tick appears in the check box. When the stock movement is saved, the price that appears in the Original Unit Cost column is updated with the price of the Actual Unit Cost. On future deliveries, when the stock item is selected, the

Original Unit Cost displays the updated price.

If the price change to the stock item is a singular event, in the case of a special offer, the Save New Cost check box sh
the Original Unit Cost displays the original figure.

Amending Products

ould not be selected. The new price applies to this delivery only. On future deliveries, when the stock item is selected,

© Torex Retail Holdings Limited 2011. All rights reserved.

When working with stock movements (creating new stock movements, or updating movements), the stock movement details may be changed that is products added, amended or deleted. The Cost Breakdown of each product on the

stock movement may also be displayed.

Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

Individual products and their quantities may be changed.

Action

What to do

To change a product using the Product Code/Supplier Reference/Customer Reference number:

EXAMPLE

Click the Product Code/Supplier Reference/Customer Reference cell.

Select a new product.

To change a product using the Product Description number:

EXAMPLE

Click the Product Description cell for the product to amend.

Select a new product.

Click the Whole Qty
To amend the quantity of product: |IAmend the quantity.

EXAMPLE

cell for the product to amend.

To change a part size, if configuration allows:

Click the cell in the Part Size column.

The first Part Size applicable to the chosen stock item appears in the field along with an arrow button.
Click the arrow button.

IA drop-down list of available sizes opens:

Click the required part size.

The list closes and the selected Part Size appears in the field.

To change a part quantity, if configuration allows:
It must be a smaller

first.

Click the cell in the Part Qty column.

Enter the quantity received.

selected, the Part Size column is empty, the Part Qty column may be selected and an amount entered without the selection of a Part Size

quantity than the whole quantity, that is for items received in dozens, the part quantity must be less than 12. If, when

Deleting Products

© Torex Retail Holdings Limited 2011. All rights reserved.



Staff Maintenance Overview Page 82 of 161

When working with stock movements (creating new stock movements, or updating movements), the stock movement details may be changed that is products added, amended or deleted. The Cost Breakdown of each product on the
stock movement may also be displayed.

Note: The contents of stock databases differ depending on the type of outlet and configuration, hence the data shown here in the Help system is to serve for example purposes only.

The Delete button allows the selected products to be removed.

Action What to do

Click the grey cell on the left of the row you wish to delete.

'The selected row is highlighted and the Delete button is enabled.

o Product Code Product Description prefiole
To select individual products: Qty
25000 10vR MaLT FocL 2

41000

0010 CHERRYLIQUEUR  70CL |1

Click the grey cell on the left of the first product you wish to delete.
Hold down the Shift key as you click the grey cell on the left of the end product.
IThe selected products are highlighted.

“whale
Oty

To select multiple adjacent products: Product Code | Product Description

When the required products have been selected,
Click the Delete button.
The products are removed from the grid.

If required, you may select and delete items using the keyboard. How ?

© Torex Retail Holdings Limited 2011. All rights reserved.

4
4
Cost Breakdown

Select the required product.
Click the Cost Breakdown button.

For outlets that account for their plant separately, the Cost Price Breakdown window displays the separate parts of a product and their cost. The separate components, known as the Product Recipe, may consist of a Variable or Fixed cost
element. Details of each component are broken down into the Stock Item, Quantity, Size and Original Cost. The Original Unit Cost field contains the total of all the cost entries in the grid. This is the unit cost of the product.

For example, a crate of 24 bottles of beer could be broken down as follows:
Beer - Variable Cost Element

24 (Returnable) Bottles - Fixed Cost Element

1 Crate - Fixed Cost Element

& Cost Price Breakdown I

Selected Product: IDAF\K MILD 2002
P " Original
Stock [tem Quantity | Size
Lo Wanable cost
<‘,:| element
; Fiked cost

DARK MILD 1 2D0ZEN 12.00
0 0 element

< Eieyious

ezt

[ s |
L |

Help | Original Unit Cost: I 13.00

To view the Cost Price Breakdown for the next product on the stock movement:

Click the Next > button.
To view the Cost Price Breakdown for the previous product on the stock movement:

Click the < Previous button.

© Torex Retail Holdings Limited 2011. All rights reserved.

Generating a Stock Movement

A Supplier Delivery & Return stock movement is used to receive stock from and return stock to an external supplier. A wizard guides you through the steps involved. To return stock to an external supplier without receiving a delivery, refer
to the Generating a New Supplier Return topic.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.

Access the New Supplier Delivery & Return option. How ?
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ﬂilmkhhnaﬂce
Stock Movement Opt Descriglion |
Wiew Stock Movements Wiews all essting stock movements
ENM Supplier Delivery & Retun Cieate a Supplier Delven & Retuin
WNW Outlet Trarcter Create an Olulet Trarsfer
Hew Room Transfer Cieste a Room Transfer
ol Mew Sursler e Creste a Supplier Retur
Help Select Close

Double-click the New Supplier Delivery & Return option
-or- click the New Supplier Delivery & Return option and click the Select button..
The first window of the New Stock Movement Wizard opens to allow the input of the Stock Movement Details.

You progress through subsequent windows - Supplier Delivery Return Details until the Finished window.

© Torex Retail Holdings Limited 2011. All rights reserved.

Supplier Delivery & Return

Supplier Delivery & Return is the first window of the New Stock Movement Wizard and allows the stock movement details to be entered.

Supplier Deli

Please entet the detail: of the Supplier Defivery & Return stock movement Use the 'Delivery Mabe
Number' to record the supphers refesence number for this stock movement You should enter the date
when the stack movement occumed.

™ Use Existing Supplier Deiver & Retum Movement.
Delvery Note Mumber: |

Supples [CasH & Carpy |

Stock Raom: Paieoriies =
Delivery Diste: [e171272009 @

Heb Concel | ol [ Hes | Fris

Two optional check boxes are provided but only one may be selected.

Use Confirmed Order - This option is only applicable when using the Stock Orders facility. You should select this check box if you wish to receive a confirmed stock order as generated by the Stock Orders functionality. All stock details are
entered automatically.

Use Existing Supplier Delivery & Return Movement - You should select this check box if the stock movement is to be based on a previous delivery that is, the previous stock movement acts as a template for this new movement.
For both deliveries and returns the suppliers delivery note number, the name of the supplier, the stock room involved and the date of the delivery/return, must be entered.
Enter the Delivery Note Number.

The name of the supplier delivering or receiving the stock can be found from a drop-down list of labl ppliers used by your outlet.

Select the Supplier from the drop-down list.

A drop-down list of available stock rooms in your outlet allows the stock room to be selected. Alternatively, you may type the stock room name. You should select the stock room the delivery is being received into or the returns are taken
out of. You may select one stock room only.

Select the Stock Room.

The default date in the Delivery Date field is today's date. If a past date is required, you may type the date in the field or use the calendar to select a date. You may only use a date that is after the last Auditors stock take for the stock room
selected. Dates in the future cannot be entered.

Enter the Delivery Date.

When you have completed the fields in the first window of the New Stock Movement Wizard - Supplier Delivery & Return:
Click the Next > button.

The next window to open depends upon selections made above:

o If you selected the Use Confirmed Order check box, the confirmed and part delivered orders for the selected supplier and stock room combination are displayed on the Select Confirmed Orders window. Select the chosen stock
order from the list provided.

o If you selected the Use Existing Supplier Delivery & Return Movement check box, the previous (existing) stock movements for the selected supplier and stock room combination are displayed. Select the chosen stock movement
from the list provided.

o If neither of the above check boxes are selected, the Supplier Delivery Return Details window is displayed to allow products to be added.
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Select Confirmed Order

The Select Confirmed Order(s) window is displayed if you selected the Use Confirmed Order check box on the Supplier Delivery & Return window.

Please select fram the list of confirmed or part delvered ceders peovided below. To select an order cick the
checkbo nest 1o the ordes you wish to include. The list below cusrently shows essting Supplie: ordets fram
‘CASHECARRY" into the stock. ioom %M BOTTLES". If you can not find the crder you wish to complete, you
wil reed to click '<Back' and change the Suppler or Stock Room cunently selected

Ordes Expected
Number | 01der Rieference Order Status | Date Ervered | B00 7

F'alchlwelcd 08/1072005 | 08/10/2009
Corfimed | 04/10/2003 | 08/10/2003

Help Cancel < Back I Mot » I Firre

This window displays previous confirmed and part delivered orders for the selected supplier and stock room combination. The names of the supplier and stock room you selected are displayed in the instructions contained in the window.
To choose a stock order from the list:

Click the required stock order from the list (a tick appears in the check box)

-or- use the arrow keys to move the highlight to the required stock
order and press the space bar on your keyboard.

‘You may select more than one confirmed order. (If you had a delivery which contained stock from a part delivered order and a separate order, delivered at the same time.)
Click the Next > button to proceed

This leads to the Supplier Delivery & Return Details window.

&
© Torex Retail Holdings Limited 2011. All rights reserved.
Existing Supplier Delivery & Return

The Select Existing Supplier Delivery & Return window is displayed if you selected the Use Existing Supplier Delivery & Return Movement check box on the Supplier Delivery & Return window.

Plaase select a movement fiom the list provided below. The list below currently shows existing Supolisr
Rebun movwements fram ‘CASHECARRY into stock wom %N BOTTLES', if you wish to select 4 difersnt
movement from those displaped below click '<Back’ and change the Suppier or Stock Room cusrently
selected

Deliveny Note Nurrbet foucher| DaleardTine | p e Date

1224 1 2171042009 030324 | 21/10/2003

Help Cancel < Back I Mot » I s

This window displays previous stock movements for the selected supplier and stock room combination. The name of the supplier and stock room you selected is displayed in the instructions contained in the window. To choose a previous
stock movement from the list:

Click the required stock movement from the list
-or- use the arrow keys to move the highlight to the required stock movement.
Click the Next > button to proceed.

This leads to the Supplier Delivery & Return Details window.

© Torex Retail Holdings Limited 2011. All rights reserved.

Supplier Delivery & Return Details

Two tabs exist in the Supplier Delivery & Return Details window:

The Deliveries tab (default) is used to record stock being received from the supplier into the selected Stock Room.
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[ The Returns tab is used to record stock being taken from the selected stock room and returned to the supplier. They can be entered independently of a delivery. Cost information is not displayed when the Returns tab is selected.
Note: If you selected either the Use Confirmed Order or the Use Existing Supplier Delivery & Return Movement check box, the stock items for deliveries are automatically displayed in the window.

The example below shows the window without any products added.

% Return Details

Each line on the grid represents a product. Products can be added or deleted. Quantities and where allowed, Actual Unit Costs may be amended. Click to jump to view any of these procedures.
¥ Adding products

¥ Deleting products

¥ Amending products

¥ Find the cost breakdown of a product

When all required stock details have been added/amended:
Click the Next > button.

This leads to the Finished window.

© Torex Retail Holdings Limited 2011. All rights reserved.

Completing a Movement

The Finished window represents the last page of the New Stock Movement Wizard.

New

Finished

A stock movement report is automatically printed after completion of the wizard. It is advisable to attach the delivery note to this report as it may be used when checking deliveries prior to performing a stock take.
If you do not want to print a copy of the stock movement report:

Click the check box to clear it.

No stock movement reports are printed when the Finish button is selected. You may, obtain a printed copy using the View Stock Movements window or the Reports & Views functionality.

To finalise and save the Supplier Delivery & Return movement:

Click the Finish button.

The New Stock Movement Wizard closes and the details of the New Supplier Delivery & Return entered are saved. You are returned to the Purchasing & Stock Control window. Once created, the stock movement may be viewed or
updated using the View Stock Movements option.

© Torex Retail Holdings Limited 2011. All rights reserved.

Generating a New Outlet Transfer

An Outlet Transfer is used to transfer stock between outlets within a business. A wizard guides you through the steps involved.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.

Open the New Outlet Transfer option. How ?
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ﬂilmkélu@ce
Stock Movement Opti Description 1
Wiew Stock Movements Wiewy all esisting stock movements
ENM Supplier Delivery & Return Cieste a Supplier Delven & Retuin
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Double-click the New Outlet Transfer option
-or- click the New Outlet Transfer option and click the Select button.
The first window of the New Stock Movement Wizard opens to allow the input of the Stock Movement Details.

You progress through subsequent windows - Outlet Transfer Details until the Finished window.
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Outlet Transfer

Outlet Transfer is the first window of the New Stock Movement Wizard and allows the stock movement details to be entered.

An Ouglet Transfer alloves you o record movement of stock between this outlel and another.Use the
'Reference Code’ 1o iecord & code or description that wil ssst you to identify this ransfes inthe
Fulure. Yiou should enter the date when the stock movement occurmed.

ry
™ Use Esisting Outiet Transfer Movement.

Reference Code: [HHam23

Outet: [roushToNRa 7]
Stock Aioom: S
Transfes Date: Im EI

Heb Cancel | cpack [ Nes | it

Two optional check boxes are provided but only one may be selected.

Use Confirmed Order - You should select this check box if you wish to receive a confirmed stock order as generated by the stock orders functionality. All stock details are entered automatically.

Use Existing Outlet Transfer Movement - You should select this check box if the stock transfer is to be based on a previous stock transfer movement that is, the previous stock movement acts as a template for this new movement.
For both transfers in and out the name of the outlet supplying or receiving the stock, the stock room involved and the date the stock transfer occurs on, must be entered. A reference code may be entered if required.

Enter the Reference Code.

The name of the outlet supplying or receiving the stock can be found from a drop-down list of available outlets.

Select the Outlet from the drop-down list.

A drop-down list of available stock rooms in your outlet allows the stock room to be selected. Alternatively, you may type the stock room name. You should select the stock room the transfer is being received into or going out of. You may
select one stock room only.

Select the Stock Room.

The default date in the Transfer Date field is today's date. If a past date is required, you may type the date in the field or use the calendar to select a date. You may only use a date that is after the last Auditors stock take for the stock
room selected. Dates in the future cannot be entered.

Enter the Transfer Date.
When you have completed the fields in the first window of the New Stock Movement Wizard - Outlet Transfer:
Click the Next > button.

The next window to open depends upon selections made above:

If you selected the Use Confirmed Order check box, the confirmed and part delivered orders for the selected outlet and stock room combination are disp on the Select Confirmed Orders window. Select the chosen stock
order from the list provided.

If you selected the Use Existing Outlet Transfer Movement check box, the previous (existing) stock movements for the selected outlet and stock room combination are displayed. Select the chosen stock movement from the list
provided.

If neither of the above check boxes are selected, the Outlet Transfer Details window are displayed to allow products to be added.
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Select Confirmed Order

The Select Confirmed Order(s) window is displayed if you selected the Use Confirmed Order check box on the Outlet Transfer window.

Please select fram the list of confimed o part delvered ceders peovided below. To select an order cick the
checkbon nest Lo the ordes you wish o include. The list below cusrently shows sssting Dullst Transfer caders
from HOUGHTON HALL' into the stock room M BOTTLES". If you can not find the order wou wish to
complete, you wil need to click '<Back' and change the Dullet or Stock Room cunently sslected

Ordes Expected
Number | 01der Rieference Order Status | Date Ervered | B00

Corfimed

Help Cancel < Back I Mot » I firrs
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This window displays existing confirmed and part delivered orders for the selected outlet and stock room combination. The names of the outlet and stock room you selected are displayed in the instructions contained in the window. To

choose a stock order from the list:

Click the required stock order from the list (a tick appears in the check box)

-or- use the arrow keys to move the highlight to the required Outlet stock order and press the space bar.
Click the Next > button to proceed

This leads to the Outlet Transfer Details window.

Existing Outlet Transfer

The Select Existing Outlet Transfer window is displayed if you selected the Use Existing Outlet Transfer Movement check box on the Outlet Transfer window.

Please select & mavement friom the list prowided below. The list below currsnthy shows existing Dutlet
Transfes movesments from HOUGHTON HALL into stock roam %N BOTTLES', ¥ vou with to select &
different movement from thase displayed below click “<Back! and change the Dutlet or Stock Room currenlly
selected.

“Wouches | Date and Time

Feference Code Mumber | Entesed Transfer Date

Help Cancel <Back [ Nets | i
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This window displays existing outlet transfer movements for the selected outlet and stock room combination. The names of the outlet and stock room you selected are displayed in the instructions contained in the window. To choose an

existing outlet transfer movement from the list:

Click the required Outlet transfer movement from the list

-or- use the arrow keys to move the highlight to the required Outlet transfer movement.
Click the Next > button to proceed.

This leads to the Outlet Transfer Details window.
Outlet Transfer Details

Two tabs exist in the Outlet Transfer Details window:

The Transfer In tab is used to record stock being received into the selected stock room.

© Torex Retail Holdings Limited 2011. All rights reserved.

The Transfer Out tab is used to record stock being taken from the selected stock room and transferred out to another outlet. Cost information is not displayed when this tab is selected.

Note: If you selected either the Use Confirmed Order or the Use Existing Outlet Transfer Movement check box, the stock items are automatically displayed in the window.

The example below shows the window without any products added.
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Each line on the grid represents a product. Products can be added or deleted. Quantities and where allowed, Actual Unit Costs may be amended. Click to jump to view any of these procedures.
¥ Adding products

¥ Deleting products

¥ Amending products

¥ Find the cost breakdown of a product

When all required stock details have been added/amended:
Click the Next > button.

This leads to the Finished window.
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Completing a Transfer

The Finished window represents the last page of the New Stock Movement Wizard.

& New Stock M

Finished

A stock movement report is automatically printed after completion of the wizard.

If you do not want to print a copy of the stock movement report:

Click the check box to clear it.

No stock movement reports are printed when the Finish button is selected. You may, obtain a printed copy using the View Stock Movements window or the Reports & Views functionality.
To finalise the Outlet Transfer:

Click the Einish button.

The New Stock Movement Wizard closes and the details of the New Outlet Transfer entered are saved. You are returned to the Purchasing & Stock Control window. Once created, the stock movement may be viewed or updated using
the View Stock Movements option.
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Generating a New Room Transfer

A Room Transfer is used to transfer stock between stock rooms within the same outlet. If only one stock room exists in your business, Room Transfers are not applicable. A wizard guides you through the steps involved.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.
Access the New Room Transfer option. How ?

Click the Stock Movements tab.
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Double-click the New Room Transfer option
-or- click the New Room Transfer option and click the Select button.
The first window of the New Stock Movement Wizard opens to allow the input of the Stock Movement Details.

You progress through the Room Transfer Details window to the Finished window.
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Room Transfer

Room Transfer is the first window of the New Stock Movement Wizard and allows the stock movement details to be entered.

A Room Trarefer alloves you to record movement of stock fram one stock 1oom to anather within the
outlet Use the 'Reference Code’ lo record a code of desciption that will assist pou to identify this ransfes in
the Fulwre Yiou should eniles the date when the stock transher occured.

™ Use Exsting Foom Transfer Movement.
FReference Code: I

Source Room; IxN FOOD vI

Destination Room: IxN BOTTLES vI
Transtes Diste: [2171272009 W

Heb Cancal | ok [ Nes | B

Two optional check boxes are provided but only one may be selected.

Use Confirmed Order - You should select this check box if you wish to receive a confirmed stock order as generated by the Stock Orders facility. All stock details are entered automatically.

Use Existing Room Transfer Movement - You should select this check box if the stock movement is to be based on a previous stock movement.

The name of the source room supplying the stock, the destination room receiving the stock and the date the stock transfer occurs on, must be entered. A reference code, used internally to track room transfers, may be entered if required.
Enter Reference Code.

The name of the source room supplying the stock can be found from a drop-down list of available stock rooms used by your outlet. Alternatively, you may type the stock room name. You should select the stock room the stock is being
transferred out of. You may select one stock room only.

Select the Source Room from the drop-down list.

A drop-down list of available stock rooms in your outlet allows the stock room receiving the stock to be selected. Alternatively, you may type the stock room name. You should select the stock room the stock is being transferred into. You
may select one stock room only.

Select the Destination Room from the drop-down list.

The default date in the Transfer Date field is today's date. If a past date is required, you may type the date in the field or use the calendar to select a date. You may only use a date that is after the last Auditors stock take for the stock
room selected. Dates in the future cannot be entered.

Enter the Transfer Date.

When you have completed the fields in the first window of the New Stock Movement Wizard - Room Transfer:
Click the Next > BUTTON.

The next window to open depends upon selections made above:

o If you selected the Use Confirmed Order check box, the confirmed and part delivered orders for the selected supplier and stock room combination are displayed on the Select Confirmed Orders window. Select the chosen stock
order from the list provided.

e If you selected the Use Existing Room Transfer Movement check box, the previous (existing) room transfers for the selected source room and destination room combination are displayed. Select the chosen stock movement from
the list provided.

e If neither of the above check boxes are selected, the Room Transfer Details window is displayed to allow products to be added.
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Select Confirmed Order

The Select Confirmed Order(s) window is displayed if you selected the Use Confirmed Order check box on the Room Transfer window.

Please select fram the list of confimed o part delvered ceders peovided below. To select an order cick the
checkbon nest Lo the ordes you wish o include. The list below cusrently shows sssting Room Transfer caders
from =N FDOD" i'lulhealwk room ¥ BOTTLES. If you can not find the: ardes you wish to complete, you
wil need to click "<Back' and change the Source Roomm or Destination Room cumently selecled.

Ordes Expected
Number | O1der Reference Order Status | Date Ertered [ B00 7

Help Cancel < Back I Mot » I firrs

This window displays existing confirmed or part delivered orders for the selected source room and destination room combination. The names of the source room and destination room you selected are displayed in the instructions
contained in the window. To choose a stock order from the list:

Click the required stock order from the list (a tick appears in the check box)
-or- use the arrow keys to move the highlight to the required stock order and press the space bar.
Click the Next > button to proceed

This leads to the Room Transfer Details window.
© Torex Retail Holdings Limited 2011. All rights reserved.
Existing Room Transfer

The Select Existing Room Transfer window is displayed if you selected the Use Existing Room Transfer Movement check box on the Room Transfer window.

& New Stock Move t Wizard

Please select & mavement fiom the list provided below. The list below curantly shows exisling Room
Transfes nmuneru Imm am\* room 'KH FDI]D' into stock luum ¥N BOTTLES'. if you wish 1o select a

different click “«Back' and change the Source Room of Destinalion
Room cusrently selected.
Wouches | Date and Time
FReference Code Mumber | Entesed Transfer Date

Help Cancel <Back | Mest> | Firit

This window displays previous room transfers for the selected source room and destination room combination. The names of the source room and destination room you selected are displayed in the instructions contained in the window.
To choose an existing stock movement from the list:

Click the required stock movement from the list
-or- use the arrow keys to move the highlight to the required stock movement.
Click the Next > button to proceed.

This leads to the Room Transfer Details window.
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4
4
Room Transfer Details

Only one tab exists in the Room Transfer Details window:
The Transferred Items tab is used to record stock being transferred between the two rooms. Cost information is not displayed when this tab is selected.
Note: If you selected either the Use Confirmed Order or the Use Existing Room Transfer Movement check box, the products are automatically displayed in the window.

The example below shows the window without any products added.



Staff Maintenance Overview Page 91 of 161

Each line on the grid represents a product. Products can be added or deleted. Quantities may be amended. Click to jump to view any of these procedures.
¥ Adding products

¥ Deleting products

¥ Amending products

¥ Find the cost breakdown of a product

When all required stock details have been added/amended:
Click the Next > button.

This leads to the Finished window.
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A
Completing a Transfer

The Finished window represents the last page of the New Stock Movement Wizard.

& New Stock M

Finished

A stock movement report is automatically printed after completion of the wizard.

If you do not want to print a copy of the stock movement report:

Click the check box to clear it.

No stock movement reports are printed when the Finish button is selected. You may, obtain a printed copy using the View Stock Movements window or the Reports & Views functionality.
To finalise and save the Room Transfer movement:

Click the Finish button.

The New Stock Movement Wizard closes and the details of the Room Transfer saved. You are returned to the Purchasing & Stock Control window. Once created, the stock movement may be viewed or updated using the View Stock
Movements option.
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Generating a New Supplier Return

A Supplier Return stock movement is used to return stock to an external supplier. A wizard guides you through the steps involved. To return stock to an external supplier when receiving a delivery, refer to the Generating a Stock
Movement topic.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.

Access the New Supplier Return option. How ?
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Double-click the New Supplier Return option
-or- click the New Supplier Return option and click the Select button.
The first window of the New Stock Movement Wizard opens to allow the input of the Stock Movement Details.

You progress through subsequent windows - Supplier Return Details until the Finished window.
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Supplier Return

Supplier Return is the first window of the New Stock Movement Wizard and allows the return details to be entered.

Please enter the details of the Supplier Retum stock mavement U se the Retun Note Mumber' o iscord
the suppliers refes amnbes for thiz stock ou should enter the date when the stock

movement occuned.

™ Use Existing Supplies Retum Movement
Retun Note Number. |

Suppler: [CasH & carmy |

Stock Room: IXN BOTTLES vI
Retuen Date: [21/12/2009

Heb Cancel | ok [ Nes | Fie

An optional check box is provided.

Use Existing Supplier Return Movement - You should select this check box if the stock movement is to be based on a previous return that is, the previous stock movement acts as a template for this new movement.
The return note number, the name of the supplier, the stock room involved and the date of the return, must be entered.

Enter the Return Note Number.

The name of the supplier to receive the stock can be found from a drop-down list of available suppliers used by your outlet.

Select the Supplier from the drop-down list.

A drop-down list of available stock rooms in your outlet allows the stock room to be selected. Alternatively, you may type the stock room name. You should select the stock room the return is taken out of. You may select one stock room
only.

Select the Stock Room.

The default date in the Return Date field is today's date. If a past date is required, you may type the date in the field or use the calendar to select a date. You may only use a date that is after the last Auditors stock take for the stock room
selected. Dates in the future cannot be entered.

Enter the Return Date.
When you have completed the fields in the first window of the New Stock Movement Wizard - Supplier Return:
Click the Next > button.

The next window to open depends upon selections made above:

e If you selected the Use Existing Supplier Return Movement check box, the previous (existing) returns for the selected supplier and stock room combination are displayed. Select the chosen stock movement from the list provided.

e If the Use Existing Supplier Return Movement check box was not selected, the Supplier Return Details window opens next.
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Existing Supplier Return

If you selected the Use Existing Supplier Return Movement check box on the Supplier Return window, the Select Existing Supplier Return window opens
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Please select a movement fiom the list provided below. The list belovw currently shows esisting Supplier
Retun movemerts from the stack toom XN BOTTLES o 'CASHACARRY, if you wish 1o select a diferent
mavement friom those displaved below click '<Back' and change the Suppler or Stock Room curently
selected

e
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This window displays previous returns for the selected supplier and stock room combination. The names of the supplier and stock room you selected are displayed in the instructions contained in the window. To choose a previous stock

movement from the list:

Click the required return from the list

-or- use the arrow keys to move the highlight to the required stock movement.
Click the Next > button to proceed.

This leads to the Supplier Return Details window.

Supplier Return Details
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This window allows the details of the stock to be taken from the selected stock room and returned to the supplier to be entered. Cost information is not displayed when returning stock.

Note: If you selected the Use Existing Supplier Return Movement check box, products to return are automatically displayed in the window.

The example below shows the window without any products added.

Pleace arber e sock movement detal: below . onibet, ps thee B ack” butlon.
@ FuodwiCode T SupheFaimencs ™ Custorer Refmence
Retuns 1
Phaace antes ol et pioducts that are b
‘mm [Pmunm‘um o [parsios -09‘ s ket pplen.
st | Product Search | oot Bspakon |
Heb | < Back [

Each line on the grid represents a product. Products can be added or deleted. Quantities, where allowed, may be amended. Click to jump to view any of these procedures.

¥ Adding products
¥ Deleting products
¥ Amending products

» Find the cost breakdown of a product

When all required stock details have been added/amended:
Click the Next > button.

This leads to the Finished window.

Completing a Return

The Finished window represents the last page of the New Stock Movement Wizard.
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“fou have completed 2ll of the steps requred to create 2 new stack,
movement. If you want to change any of the information you have entered
then click the Back' button.

hen pou chek Finish’ would you like to sutomatically print a repart for
this stock mavement and its detals?

Help Cancel < Back | F |

A stock movement report is automatically printed after completion of the wizard.

If you do not want to print a copy of the stock movement:

Click the check box to clear it.

No stock movements are printed when the Finish button is selected. You may, obtain a printed copy using the View Stock Movements window or the Reports & Views functionality.
To finalise and save the Supplier Return movement:

Click the Finish button.

The New Stock Movement Wizard closes and the details of the New Supplier Return entered are saved. You are returned to the Purchasing & Stock Control window. Once created, the stock movement may be viewed or updated using
the View Stock Movements option.
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Viewing Stock Movements

The View Stock Movements option allows you to display and print stock movements (including audited movements) and their details.

Open the View Stock Movements window. How ?

Dick a1 2 column hieader bo sort the st by that cokamn

i

CMEOTILES D
WOOTILES | Suppies Fstum 4
MMBOTTLES  Foom Tearafer 1
4 P00 | Faom Tearcfar 1

ol Tearafen

CASH & CAFST

Lt

The View Stock Movements window displays stock movement history since the last audited stock take. That is, movements that have occurred since the last auditor's stock take. To view Audited movements (movements that have been
included in the last auditor’s stock take and remain in history), the Audited button (if configuration allows) should be selected.

Any of the stock movements listed can be viewed and printed. Frozen movements cannot be updated. Frozen stock movements are those displayed with a blue background.

Note: The currently selected stock movement is highlighted as navy blue. This software is configured using standard windows colour settings. Should you change your system colour settings it may also change the highlight colour and it
will not therefore, match the pictures displayed in the help system. To avoid confusion it is recommended that the system colours be left as default.

Stock movement status may only be changed by a user with Auditor level access, That is, an Auditor may freeze or thaw a stock movement or, update frozen stock movements. More information is detailed in the Freeze/Thaw Stock
Movements topic.

To view all stock movement history including audited stock movements:

Click the Audited button.

Dlick an & column header ba sort the lst by that colmn

Foom Movemen). Trps | | I

M BOT TLES Outhed, Tagrren M09 HOUGHTON HaLL
| #M BOTTLES Suppbe Fetum 24122008 .E’\SH & CARFT
SMEOTILES  Room T 1 mA2a00 I

4 F000 [ - anz

4 F000 Supplies Delivesy 4|

. 1

EE b

The View Stock Movements window is updated to show all available stock movement history, including audited stock movement history. The window is colour-coded as follows:

Background| .
colour Frozen Audited

Blue * *

IAqua

Grey *

(White

Aqua stock movements indicate they have been frozen, but are not audited. A blue background represents stock movements that are both audited and frozen. Stock movements that have a grey background are audited but not frozen. A
white background indicates the stock movements have not been frozen or audited.
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The stock movement history may be sorted by order of any of the column headings. How ?
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Updating/Viewing Details

The details of the products on each stock movement may be viewed. The button caption on the View Stock Movements window changes according to the status of the stock movements being viewed. The Update.../View... button has
three states and shows:

Update - When a stock movement is selected that is available for updating. A stock movement may only be updated if:

@ It has not been included in an auditor's stock take.
® The stock movement has not been frozen.

o For a frozen stock movement - only after it has been thawed by a user with Auditor level access.

View - When a frozen or audited stock movement is selected.

Greyed out and unavailable - If more than one stock movement is selected, such as when printing.

Action What to do

Click the required stock movement.
To view the stock movement details:

Click the View.../Update... button.

The View/Update window opens, its title is relevant to the type of stock movement selected. Updating stock movements are covered in separate topics according to the type of stock movement they perform. Click to jump to the relevant
topic.

L3 ing Supplier Delivery & Returns

} Updating Outlet Transfers
} Updating Room Transfers

} Updating Supplier Returns
The View window for each type of stock movement selected, displays the details of the stock movement but no fields may be amended. The information is for viewing purposes only.
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4

Printing Stock Movements

The Print button on the View Stock Movements window prints the currently selected stock movement(s).

Action What to do

To select individual stock movements: Click the stock movement you wish to print.

Click the first stock movement required
To select multiple adjacent stock movements:

Select the end stock movement by pressing the Shift key as you click.

hick an & column hesder ta zort the st by that cokmn

THE BEER HOUSE

Supcles Dy 124 CASH L CHRRYY
Oultel Toerwen 2NN | HHZ [HougHTON HaLL
Supske: Fetim e | A1z cash & camsr
Supphes Dby 24122008 | Iz | cash & CamY

When the required stock movement(s) have been selected,
Click the Print... button.
The Print Dialog box opens:

Print EE I
— Printer
Properties

Narme:

Status: Feady

Type: HP Lager)et 4000 PCL 5e

‘where:  HPLJ4000_2

Comment: HP Laserlet 4000 Series in Development;

i~ Piint range Copie:

i Al Mumber of copies: |1 3
" Pages _from:l'l LD:ISSSB
Iﬁl - ™| Glate

£ Selention

Cancel |

‘You may select the printer, pages you wish to print and number of copies.
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When ready to print the selected stock movement(s):

Click the OK button.

The system generates the chosen stock movement(s) details and sends them to the printer. If several reports have been selected, the print window opens allowing you to choose the printer and page range for each stock movement
selected.
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Freeze/Thaw Stock Movements

The Freeze/Thaw button is only visible to users with Auditor-level access. It allows stock movements to be frozen (prevented from being accessed) or thawed (access allowed). An auditor may use the frozen function when checking
delivery notes. Once a delivery note has been checked, it is 'frozen’ to stop it being amended.

Changing the states of the stock movement is performed from the View Stock Movements window.

Action What to do

Select the required stock movement.
To change state of an individual stock movement:

Click the Freeze/Thaw button.

Select the first required stock movement.
To change state of multiple stock movements: Hold down the Shift key as you click the last required stock movement.

Click the Freeze/Thaw button.

The background colour of the stock movement updates to reflect these changes. | Click to view the colour coding.

The button has 3 states and toggles between them, depending on the stock movement(s) selected:

Freeze - Stock movements selected are thawed for example, stock movement Reference 1234 shown below is currently thawed hence the button caption is Freeze.

Click on & column header to sort the st by that cobmn

M BOTTLES
=4 BOTTLES.
4 FO0D
M FOOD

Thaw - Stock movements selected are frozen for example, stock movement Reference BH1234 shown below is currently frozen hence the button caption is Thaw.

Click an & column header b sort the st by that cobmn

| I | |
Foom Movsmest Tope | | | | Upsdale . |
MBOTTLES | Supohe: Deiwey 2 200 |1 | CASH | CARRT =
FMBOTTLES | Ouet Tearwler 3 21200 | HHI HOLGHTOM HaLL _I
CMBOTTLES | Supphe Fetum 4 24/12/200 | R12M CASH b CARRYY
FNBOTTLES  RoomTewier 1 212203 12 |
4 FO0D AnE 12 |
1 1 | { Suciterd |
241272008 | CCE0A
3 3
=
Help

Freeze/Thaw - Stock movements selected have a mixture of states for example, when both frozen and thawed stock movements are selected as shown below:

Click on & column header b sort the it by that cobmn

FAoom ‘MMTM |Vm|umnmom| Fissrence Suphe T ufist Updaie I
FMBOTTLES | Supohe: Deivey 2 12 CASH § CARRTY = I
M BOTTLES Oulle Tearater 3 HHIANZ HOUGHTION HALL L
PMBOTTLES  Supodes Ratem 4 2173 CASH & ARSI Fresze/Thaw

94 BOTTLES Fioom Tearaer 1
4 FO0D Floom Tearafer 1

When selected, all the stock movement states are inverted. That is, if stock movements are frozen they are thawed and if the stock movements are initially thawed they are all frozen. It is, therefore, recommended that this process be
carried out for each stock movement individually.

Once a stock movement has been frozen only a user with Stock Auditor level access may update it. A user with an access level below Auditor may only view and print frozen stock movements.

Changing the states of the stock movement may also be performed from the Update Stock Movements window.

Action What to do

Select the required stock movement.

To change state of an individual stock movement: Click the Update... button.

Click the Freeze/Thaw button.

EXAMPLE
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4
Updating Supplier Delivery & Returns

A Supplier Delivery & Return stock movement is used to receive stock from and return stock to an external supplier. Once created, the stock movement may be viewed or updated.

Note: An explanation of the terminology used may be found in the Stock Movements Terminoloay topic.
To update/view a Supplier Delivery & Return stock movement:

Access the View Stock Movements window. How ?

Click an a column hieader ba sort the it by that cokamn
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1
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ReomTurer 1 Az 12 I
Focm Tearwfer 1 NN 2 |

L B

Click the Supplier Delivery & Return you wish to update.
Click the Update button.

Note: If, when you have selected the stock movement you wish to update, the button caption changes to View, the selected stock movement is either frozen or has been audited and is not available for updating. In this case you may view
and print only. The Freeze/Thaw button is only available to users with Auditor access level. An Auditor may thaw a stock transfer or update frozen stock movements hence, when an Auditor is logged on, the button caption remains as
Update.
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At the top of the window there are a number of fields containing information on the selected Supplier Delivery & Return movement generated when the stock movement was created. Only the Delivery Note Number and Delivery Date may
be amended. Greyed out fields are unavailable for updating.

The Delivery Note Number field is selected as default - type a new delivery note number if required.
To amend the Delivery Date:

Click the Delivery Date field.

Select a new date using the Calendar or type in a new date.

Two tabs exist in the Supplier Delivery & Return Details window:

The Deliveries tab (displayed as default) is used to record stock being received from the supplier into the selected Stock Room.
The Returns tab is used to record stock being taken from the selected stock room and returned to the supplier. No Cost columns are displayed when this tab is selected.

The tabs contain details of the products associated with that particular stock movement. Each line on the grid represents a product. Products can be added or deleted, quantities changed and where allowed, Actual Unit Costs may be
amended. Click to jump to view any of these procedures.

» Adding products
¥ Deleting products
F Amending products

¥ Find the cost breakdown of a product

When all required details have been updated and to save any amendments made:

Click the OK button.

© Torex Retail Holdings Limited 2011. All rights reserved.

Updating Outlet Transfers

An Outlet Transfer stock movement is used to transfer stock between outlets within a business. Once created, the stock movement may be viewed or updated.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.
To update/view an Outlet Transfer stock movement:

Access the View Stock Movements window. How ?
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Click the Outlet Transfer you wish to update.
Click the Update button.

Note: If, when you have selected the stock movement you wish to update, the button caption changes to View, the selected stock movement is either frozen or has been audited and is not available for updating. In this case you may view
and print only. The Freeze/Thaw button is only available to users with Auditor access level. An Auditor may thaw a stock transfer or update frozen stock movements hence, the button caption remains as Update.

As long as the selected stock movement is available for updating, the Update Outlet Transfer window opens:
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At the top of the window there are a number of fields containing information on the selected Outlet Transfer generated when the stock movement was created. For an Outlet Transfer, only the Reference Code and Transfer Date may be
amended. Greyed out fields are unavailable for updating.

The Reference Code field is selected as default - type a new Reference Code if required.
To amend the Transfer Date:

Click the Transfer Date field.

Select a new date using the Calendar or type in a new date.

Two tabs exist in the Update Outlet Transfer window:

The Transfer In tab (displayed as default) is used to record stock being received from another outlet into the selected Stock Room.
The Transfer Out is used to record stock being taken from the selected stock room and returned to another outlet. No Cost columns are displayed when this tab is selected.

The tabs contain details of the products associated with that particular stock movement. Each line on the grid represents a product. Products can be added or deleted, quantities changed and where allowed, Actual Unit Costs may be
amended. Click to jump to view any of these procedures:

¥ Adding products
¥ Deleting products
¥ Amending products

» Find the cost breakdown of a product

When all required details have been updated and to save any amendments made:

Click the OK button.
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4
Updating Room Transfers

A Room Transfer stock movement is used to transfer stock between stock rooms within the same outlet. Once created, the stock movement may be viewed or updated.

Note: An explanation of the terminology used may be found in the Stock Movements Terminoloay topic.

To update/view a Room Transfer stock movement:

Open the View Stock Movements window. How ?

Dick. an & column header to sort the st by that colmn
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Help

Click the room Transfer you wish to update.
Note: There are two entries for Room Transfer. One entry for transferring the stock out of the source room and a second entry for receiving the stock into the destination stock room.
Click the Update button.

Note: If, when you have selected the stock movement you wish to update, the button caption changes to View, the selected stock movement is either frozen or has been audited and is not available for updating. In this case you may view
and print only. The Freeze/Thaw button is only available to users with Auditor access level. An Auditor may thaw a stock transfer or update frozen stock movements hence, the button caption remains as Update.
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As long as the selected stock movement is available for updating, the Update Room Transfer window opens:
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At the top of the window there are a number of fields containing information on the selected Room Transfer generated when the stock movement was created. For a Room Transfer, only the Reference Code and Transfer Date may be
amended. Greyed out fields are unavailable for updating.

The Reference Code field is selected as default - type a new Reference Code if required.
To amend the Transfer Date:

Click the Transfer Date field.

Select a new date using the Calendar or type in a new date.

The Update Room Transfer window has only one tab titled Transferred Items. The tab contains details of the stock items associated with that particular stock movement. Each line on the grid represents a stock item. ltems can be added or
deleted, and quantities changed. Click to jump to view any of these procedures:

¥ Adding products
¥ Deleting products
¥ Amending products

» Find the cost breakdown of a product

When all required details have been updated and to save any amendments made:

Click the OK button.
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Updating Supplier Returns

A Supplier Return stock movement is used to return stock to an external supplier. Once created, the stock movement may be viewed or updated.

Note: An explanation of the terminology used may be found in the Stock Movements Terminology topic.
To update/view a Supplier Return stock movement:

Access the View Stock Movements window. How ?
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Click the Supplier Return you wish to update.
Click the Update button.
Note: If, when you have selected the stock movement you wish to update, the button caption changes to View, the selected stock movement is either frozen or has been audited and is not available for updating. In this case you may view

and print only. The Freeze/Thaw button is only available to users with Auditor access level. An Auditor may thaw a stock transfer or update frozen stock movements hence, when an Auditor is logged on, the button caption remains as
Update.
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At the top of the window there are a number of fields containing information on the selected Supplier Return movement generated when the stock movement was created. Only the Return Note Number and Return Date may be amended.
Greyed out fields are unavailable for updating.

The Return Note Number field is selected as default - type a new return note number if required.

To amend the Return Date:
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Click the Return Date field.

Select a new date using the Calendar or type in a new date.

Each line on the grid represents a product. Products can be added or deleted, and, where allowed, quantities may be amended. Click to jump to view any of these procedures.
Adding products
Deleting products
Amending products

Find the cost breakdown of a product

When all required details have been updated and to save any amendments made:

Click the OK button.
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Stock Take Overview

Two levels of stock take are available; Auditor's and Manager's. They may be carried out at the same time, but only if they are in different stock rooms, for example in a multi-stock room outlet, an Auditor's stock take may take place in one
stock room, whilst a Manager's stock take is taking place in another stock room. Other functions are available according to the access level of the user. Only a user of Auditor-level access may amend cash variances, reset the cumulative
stock figures, and verify a Manager's stock take figures and set the stock accumulators to match. A guide is also provided covering key areas relating to stock taking procedures both prior to and during a stock take.

What would you like to do ?

View the Stock Take Guide
Start a Manager's Stock Take
Perform Line Checks
Perform Stock Line Enquiries
Enter Stock Counts

Add items and products to the Count Sheet

Finalise the Stock Take
Print Reports
Abort a Stock Take
The following options are Auditor-level functions:
Start an Auditor's Stock Take
Amend Cash Variances
Reset Cumulative Figures

Verify a Manager's Stock Take
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Stock Take Guide Intro

This chapter contains a guide which covers key areas relating to stock taking procedures both prior to and during a stock take. Progress through each of the topics shown below for a general guide to performing stock takes. Links to more
detailed procedures are provided within the appropriate topics.

What would you like to do ?

Generate reports

Check delivery notes and transfers

Select stock room and produce count sheet

Count stock

Produce reports

Validate results

View help on problem solving
Finalise

Calculate cost prices
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Generating Reports
Prior to performing a stock take, it is useful to generate and print the following reports:

Sales report - create a report showing the sales recorded by trading area during the stock period. Ensure the right dates are used (dates are inclusive) and the sales are requested for the trading area required. A sales report assists
an auditor to verify that all the trading days' sales figures have been included by the EPoS system when downdating stock.

Takings for Payment Methods report - a takings report is also used by an auditor to verify that the stock system has been passed the income figures for all the trading dates during the period. In addition, the value of takings attributed
to payment methods, such as 'Complimentary' or 'Voucher', may be verified and used to adjust the stock take result later, if this is required.

A Stock Allowance report can be produced to provide a summary of all allowances entered on ABS.

Remember to use the customisation option to allow you to create the reports you require. Once created, you can the save the format in your Custom tab using a suitable title that describes the content - for example 'Takings payments for
the Main Bar area’. Subsequently these reports can be updated to reflect current trading data using the Options button.

Note: It may be possible, depending upon your system configuration, to SELL an item in one trading area and PAY for it in another (by the use of bar tabs or table numbers). The system down-dates the stock from where it was sold rather
than where a bill is paid for by a customer.

© Torex Retail Holdings Limited 2011. All rights reserved.
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Delivery Notes and Transfers

It is advisable to attach delivery notes to the generated Stock Movement reports produced by ABS. Ensure that the product size and amount specified on the suppliers' delivery note is equal to that stated on the movement report.
Any inaccuracies should be amended using the View Stock Movements option and selecting the Update button for the required movement.

All Room and Outlet Transfers should be checked using the same methods. It is imperative that transfers are strictly monitored to provide the most accurate stock results.

After checking that stock movements are up to date, the count sheets need to be produced.

© Torex Retail Holdings Limited 2011. All rights reserved.

Producing Count Sheets
After checking that stock movements are up to date, the count sheets need to be produced. When using a multi-room stock package it is advisable to produce counts for individual rooms. This makes it easier to enter your stock on hand
and when comparing results with sales reports.
Stock takes are started using wizards. Each wizard is covered in greater detail in the relevant help topics.
Auditor's Stock Take
Manager's Stock Take
Line Check - used to carryout stock takes on selected stock items.
The last page of each of the stock take wizards allows for printing of count sheets, either:
one count sheet which covers all the stock rooms selected or,
a separate count sheet for each stock room selected.

An individual colour is allocated for each count sheet generated. Stock quantities may then be entered on the printed count sheet(s).
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Counting Stock

The stock contained in the rooms selected for the stock take should be counted. The figures obtained (including any zero counts), should be entered on the printed count sheet in the stated Unit Of Measure (UOM).

Enter your counts carefully on the appropriate Count Sheet window. Additional items may be added to an existing count sheet, if required. Ensure that the units you have counted in are the same as displayed on the screen. A calculator is
provided on this window and adds up in the units associated with the selected item.

Check that all counts have been entered by selecting the 'View Missing Counts' button.

Once all the counts have been entered you need to produce reports so you can analyse the results. DO NOT at this stage finalise the result.
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Producing Reports

All counts must be entered before reports can be printed. Choices of reports are available but it is advisable to produce both the Stock Count Report and the Stock Result Report, as these reports hold much of the information that
enables you to track down any errors.

After these reports are generated, they should be checked for discrepancies/variances. Counts in the count sheet window may be amended where applicable. If any amendments are made, these reports should be re-printed and re-
checked.

The process is repeated until you are sure all the stock counts are correct. You are then ready to finalise the values.
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Validating Results

Have to hand the following reports: your Stock Result v Report, Stock Take Takings Report, Stock Count Report and Sales Report.
The summary report highlights variances by category. To ensure that categories are reporting correctly some basic checks should be made. These are:
Variance at Retail inc VAT should be the same figure as the surplus / deficit after allowance figure. A few pennies difference may occur due to rounding up.
If you have open liquor keys on tills then the sales figure needs to be added to the Physical Consumption at Retail inc VAT total. Stock items sold through open keys causes variances.

To validate the figures further, Physical Consumption at Retail inc VAT should be either added to or taken from the Variance at Retail inc VAT. (Minus if deficit /Add if surplus) These figures should agree with the Cash Declared figure
on the summary report.

Take your sales report and ensure that the sales total difference against the Physical Consumption at Retail inc VAT is the same figure as Variance at Retail inc VAT.

A final check that may be carried out is to ensure that the declared cash figure is the same as the cash declared figure on the takings report. Ensure that the takings report you have produced is for the correct period and the correct
stock room.

From the Stock Count report study the Variance Qty column. Highlight stock lines that appear to have excessive variances. From there you can check the other columns and look for discrepancies. The most common areas of
discrepancies are deliveries and the opening stock figures. If any of these figures seem to be inaccurate then check back through the last stock closing figures and your deliveries for this stock period.

Check your totals on the count sheet against the totals on the report. Ensure that the UOM you have counted in, is the same as is requested on the count sheet window and on the printed count sheet. Have you counted correctly? Is it
entered against the right item?

Are any of your products being rung through the till as another product. Do you have crossover variances? Some staff may be inputting all Budweiser products through as Bud, not Bud Ice or Bud Light. This problem is common among
wine and spirits as well.

When using multi-room stock check that the transfer columns match with any manual requests you may have. Has stock been taken from the main stock area without a request? An example would be that an opening stock of 4 with
transfers in of 1 & sales of 6 would lead to a stock on hand of -1. This would show that transfers are not being processed correctly. (You are selling more than you have!)

If a managers stock take is produced between auditors stock takes, ensure that any transfers entered to balance the managers stock take are taken into account. (sales quantity minus room transfer in quantity) The remaining amount is
the amount left to transfer from cellar to the stock room.
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Problem Solving

Use the Sales Report (which includes the theoretical GP%) and take the total figure of Sales (inc VAT) = Value A

Use the Takings Report (which includes the declarations) and take the total figure of Sales (inc VAT) = Value B
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If not, you have a BSI/Pay mismatch. Only the Sales value A is transferred to the stock reports.

The Stock Result Summary gives a summarised page per stock Family = Value C

>
i
o

If A < C, please report this to the help desk as there may be a stock down date problem.
IfA>C:
Sales items without stock recipes, that is, sales report items that have a GP% that is 100%. The sum of these items should be the difference between A and C. Value D
Not enough stock has been down dated. Please contact the helpdesk as a rebuild may be required.
The Stock Movement Summary Report total figure is Value E

Sum of the deliveries on the Stock Result Summary is F

m
[0
-

If not, either free stock deliveries or a system recipe setup error.

The total variance figure from the Takings Report is fed through to the Stock Result Summary as the declared Cash (Value F). If you have the authority, you can adjust this figure.
B - F = Cash Variance

Summary

The above checks highlight if there is a system issue that could be causing variances. If the above figures balance, then any variances are now due to either or a combination of:
Incorrect opening stock

Incorrect closing stock

Not all deliveries/returns entered

Wastage/shrinkage

Sales not been rung through the tills but the revenue should still have been banked/declared so this should balance with any stock deficits.

Sales Report Value Inc VAT A
B
Takings Report Grand Total Sales A = B if not BSI/Pay mismatch.

Value of goods sold should equal amount of money taken.

G
Grand Total Variance B = G if not Cash Variance

Amount taken for goods sold - deliveries - cash variances.

C
A=C
Stock Result Summary Cash Expected Inc VAT A < C = stock downdate issue
A > C = sales items without stock recipes or not enough stock downdated

Expected Sales should equal Actual Sales

Goods In At Cost F
E
Stock Movement Summary Grand Total E=F

Stock movements equal sum of deliveries, if not free deliveries or recipe error.

Stock Count Report

Before finalising the result ensure that any cash variances in each stock room has been adjusted. This ensures that the GP% on the summary sheet is more accurate.
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Finalising Count Sheets

Only when you are sure that all the counts are correct should you finalise. It is very import that you finalise the correct counts, as these are used as the opening stock figures for your next stock take and any line checks that you perform.
Ensure you produce and keep a copy of the available reports that you require, as these may be required on your next stock take.
Once the stock take is finalised you are unable to amend further any of the counts recorded.

Stock takes are finalised using a wizard and allows comments for each family in each stock room to be added. Final reports are printed automatically on the completion of the wizard. It is covered in detail in the Finalise topic.

You should use the stock take reports variance column to highlight products that require constant monitoring using line checks and enquiries facilities during the stock period.

Close monitoring at regular intervals helps reduce variances when stock taking, and speed up the overall process.
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Stock Take Checklist

Below is a list of key areas relating to stock taking procedures both prior to and during a stock take. Mark the associated check box when the appropriate task has been completed to show progress through the stock take process.
Generate initial reports

Check delivery notes and transfers

Produce count sheets

Count and enter stock

Produce reports

Validate results

Finalise

© Torex Retail Holdings Limited 2011. All rights reserved.
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Calculating Cost Prices

Ensure that when you are calculating cost prices, the unit you are basing your calculation on is correct.
For example: 74doz bottles of beer at a cost price of £8.52 per doz equals £62.48.

This is calculated as follows:

cost price per bottle is £8.52 divided by 12 (1doz) = 0.71p

number of bottles 74doz = (7x12) + 4 = 88btls

cost of 88 bottles is 88 x 0.71p = £62.48

Calculating 74 x £8.52 = £63.048 - a difference of 0.568p

You may when calculating cost prices have a small difference to the EPoS reports as the calculation runs to more decimal places.
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Starting a Manager's Stock Take

A manager's stock take, (only available to users with an access level of Manager or above), is used to reset the managers' stock accumulator and to report on all stock transactions since either the last managers stock take or the last
auditors stock take. Every stock item in the selected room(s) must be counted and entered on to the system. All stock takes are started using a wizard.

To start a Manager's Stock Take:

Access the Start Manager's Stock Take Wizard. How ?

The first window of the Start Manager's Stock Take Wizard opens to allow you to select whether the sales for the current trading session should be included in the stock take. You progress through subsequent windows of the wizard
relating to the rooms to include (for multi-room outlets), until the finished window where the printing count sheet option is located.
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Selecting a Sales Session

The Select Sales Session window is the first window of the Start Manager's Stock Take Wizard.

Select Sales Se

‘What zales do you want to take in fo account when you generate the stock reportz?

You may use sakes befors the curent iading session, or inchude the cunent trading session.

& {Use sales before curent trading sesson,

€ Include sales for the cumrent frading session,

Help Cancel I i Mest > Firish

This window allows you to select whether the sales for the current trading session (using information from the last trickle) are to be included in the stock take, from an option button. The default selection is to 'Use sales before current
trading session' and means the stock take uses the values obtained up to the last end session.

Action What to do

To include sales for the current trading session: Click the Include sales for the current trading session option button.

To move to the next window of the wizard: Click the Next > button.

For a single stock room outlet the next window of the wizard is the Finished window. For larger outlets with multiple stock rooms, the next window of the wizard is the Select Rooms window.
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ABS-POS Selecting Rooms

For outlets with multiple stock rooms, the next window of the Start Manager's Stock Take Wizard is the Select Rooms window.
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Select Room

FPlease select the oom o rooms to inchude in the Stock Take.

Available Rooms: Selected Rooms:

M KEGS

Help Corcel | Bk Nest > G|

There are two fields in the Select Rooms window:
Available Rooms - This field contains a list of all available stock rooms in the outlet.
Selected Rooms - This field displays the stock rooms to be included in the stock take.

The transfer of rooms is carried out via a set of four buttons in the middle of the window. These buttons allow rooms, either individually or all, to be added or removed. -‘ Click here to learn more about these buttons.
You may also select or clear a room by double-clicking it.

When you have selected the stock rooms to be included in the stock take:

Click the Next > button.

The next window of the wizard is the Finished window.
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Printing Count Sheets

The last window of the Start Manager's Stock Take Wizard is the Finished window which contains options for printing a count sheet.

“You have completed all the steps required fo start a stock take, If you wart o
change any of the information you have enlered then click the ‘Back” buttor
“whher pou click Frish' would you like to automatically print a count sheet?

% Prnt one count sheet which covers all selected slock rooms.

™ Print a separate count sheet for sach selected stock room.
It there are several stock takes in progress, you can identify youss by the

colour of the count sheet.
“You have been assigned: Mauve ﬁ
Help Cancel < Back | Firish

The 'Yes, Print a count sheet' check box is selected as default and is associated with two option buttons to give a print choice:

Print one count sheet which covers all selected stock rooms - a combined count sheet splitting the stock items into separate rooms is printed. For example, if two stock rooms have been selected, one count sheet (first column on
printout shows stock room) is printed.

Print a separate count sheet for each selected stock room - an individual count sheet listing out all the stock items is printed for each stock room selected. For example, if two stock rooms have been selected, two count sheets (one
count sheet per room) are printed.

If the check box is cleared, both option buttons are disabled and no count sheets are printed.
A colour is allocated to the stock take to make tracking easier. The allocated count sheet colour is displayed at the bottom of the window, in this example, Mauve.
When you have made the desired print selections:

Click the Finish button

Processing Stock Take

The fallowing tasks are being processed.

~  Checking Trading Status
> Uplifting Current Session Sales
Initialising Stock Take

Frinting Reparts

A progress window displays the tasks the system carries out when starting a stock take. The task currently being processed is displayed in bold with an arrowhead beside it. As the task is completed, it is prefixed with a tick. The
arrowhead moves to the next task on the list. In the example shown above, 'Checking Trading Status' has finished and the system is currently 'Uplifting Current Session Sales'.

The Start Manager's Stock Take Wizard closes and unless cleared, the count sheets are printed. A new tab called Stock Takes in Progress shows in the Purchasing & Stock Control window.

A flashing icon is placed in the status console on the Active Business Series window. Double-clicking this icon launches into the Stock Takes in Progress tab to allow the chosen stock take to be started.
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User: Jack Frost User Jack Frast

Stock Take[z] in Progress: 1 “;"‘\‘%:';1 Stock Take(s] in Progress: 1
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In Progress

When a stock take has been started using the Start Manager's Stock Take Wizard, a fifth tab called Stock Takes in Progress shows in the Purchasing & Stock Control window.

It displays the Manager's Stock Take started, along with details of who started it, the date and time it was started and what stock room(s) it covers. The count sheet icon is displayed in the allocated colour:

Stock Stock
Movement Allowance

Manager's Stock Started 18/10/2003 12:4%:39 by Fred Blogos for XN FOOD

Help Select Close

This tab also displays any other stock takes and line checks that may have been started. For the next stage of your stock take, entering stock counts, view the topic titled Entering Quantities.
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Starting a Line Check

Line checks are stock takes on a collection of selected stock items that may be stocked in several rooms.
To start a line check:
Access the Start Line Check Wizard. How ?

The first window of the Start Line Check wizard opens to allow you to select whether the sales for the current trading session should be included in the line check. You progress through subsequent windows of the wizard relating to
creating a new or using an existing count sheet, the rooms to include (for multi-room outlets), and selecting stock items (by hierarchical level if configured) until the finished window where the printing count sheet option is located.
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Selecting a Sales Session

The Select Sales Session window is the first window of the Start Line Check Wizard.

Select Sales Se

‘What zales do you want to take in fo account when you generate the stock reportz?

You may use saes before the curent iading session, or inchude the cunent trading session.

& {Use sales before current hrading sessin.

1 Include sales for the cusrent frading session,

Help vl I Br Mest >

|

This window allows you to select whether the sales for the current trading session (using information from the last trickle) are to be included in the line check, from an option button. The default selection is to 'Use sales before current
trading session' and means the line check uses the values obtained up to the last end session.

Action What to do

To include sales for the current trading session: Click the Include sales for the current trading session option button.
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||To move to the next window of the wizard: ||C|ick the Next > button.

This leads to the Use New Or Existing Count Sheet window.
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Creating a New Count Sheet

When performing a line check, after selecting a Sales Session on the Start Line Check Wizard, the following window opens:

[E Stait Line Che

Use New

The Use New or Existing Count Sheet window has two option buttons:
Create new count sheet - This option is selected as default and means a new count sheet is created.

Use existing count sheet - Allows you to select previously created counts sheets. If there are no previously created count sheets this option button is disabled.

To continue to create a new count sheet:
Click the Next > button.

When creating a new count sheet, the next window of the Start Line Check wizard for multiple stock room outlets is the Select Rooms window, allowing you to select the stock room(s) to be included in the line check.
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Using an Existing Count Sheet

When performing a line check, after selecting a Sales Session on the Start Line Check Wizard, the following window opens:

[E Stait Line Ch fizard

Use New Or Existing Count Sheet

The Use New or Existing Count Sheet window has two option buttons:

Create new count sheet - This option is selected as default and means a new count sheet is created.
Use existing count sheet - Allows you to select previously created counts sheets. If there are no previously created count sheets this option button is disabled.

To select a previous line check count sheet:
Select the Use existing count sheet option button and
Click the Next > button.

This leads to the Select Existing Count Sheet window, which displays a list of previous line check count sheets.
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The folowing ist cortaing all previous ine checks held in history. Sedect which line check you wish to uze az a
biasis for this line check. The ine check you choose will determnire: what ikems appear on the court sheat

au can shusys add mare items to the count shest using the dd To' button on the caunt sheet entry scisen

Pleass selact which count sheet you wish to re-uze:

M FOOD

Help Cancel < Back | Next » | F

To select a previous count sheet:

Click the count sheet you require.
Click the Next > button.

The next window of the wizard is the Finished window.
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Selecting Rooms

When creating a new count sheet for outlets with multiple stock rooms the next window is the Select Rooms window.

art Line Check Wizard

Select Rooms

Please select the room of rooms to inchude in the Stock Take.

Available Aooms: Selected Rooms;
M FOODS
Add All >
« Hemowve |
<< Remave Al |

Help Cancel

< Back Mest >

|2

There are two fields in the Select Rooms window:
Available Rooms - This field contains a list of all available stock rooms in the outlet.

Selected Rooms - This field displays the stock rooms to be included in the stock take.

The transfer of rooms is carried out via a set of four buttons in the middle of the window. These buttons allow stock rooms, either individually or all, to be added or removed. -’ Click here to learn more about these buttons.
You may also select or clear a room by double-clicking it.

When you have selected the stock rooms to be included in the line check:

Click the Next > button.

The Select Rooms window closes. The next window to open leads to the selection of the stock items to count. This selection may be at hierarchy level (for example Category), if configured, or individually at stock item level.
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Selecting Hierarchical Levels

Stock items to count can be selected by their hierarchy level. First the hierarchy level is selected (such as Category), and then the required categories are selected on a subsequent window. When the Start Line Check Wizard is finished, a
count sheet is built that contains all of the stock items in the selected stock categories.
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Wizard

Select Hierarchy Level

This scieen enables pou to select st what level vou add items to the new count sheet. For example if you select
‘Category’ ther the nest screen wil give you a list of categories to add to the count shest.

The new count sheet will contain all of the stock items fiom the categoiies you have selected.
Flease select a Hierarchy level
I Family
1+ Categony
" Group
" Generic Stack llem
1 Stock ltem

Corcel | <Back [ ER = |

Click the required hierarchy level.
Click the Next button.

The next window displays the list of available items at the hierarchy level selected. For example, if the Family level is selected above, the next window displays a list of all the families available. If the Category level is selected above, the
next window displays a list of all the categories available and so on.
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Selecting Stock Items

The stock item to count is selected from those shown in the Available list.

[E Start Lin ck Wizard

Select Stock Items

Sielact the requited stock items from the available list. or singly lype in the fict lettess of the stock item to
seach for, then add to the list.
g
AG

£ SEEDED BUN

e

EBQ SALICE <kt |

BEAUMONTS BEST

BEEF MINCE

BERNARDS BITTER = MI

Help Concel | cBack Hewt > g |

Stock items to count can be selected by their hierarchy level if configured. For example, if the Category level has been selected on the previous window, available Categories are displayed as shown in the example below. All stock items
for the hierarchy level selected are shown on the count sheet. For example if MINERALS are added to the Selected Items list, the count sheet would contain all of the stock items that exist in the MINERALS category.

Wizard

[

Select Category

Select the required Categony from the available kst, mwnmwmmmmmmm
for, then press add to add it to the Selected Items" st 'Y'ou may add as many tems as you ke,

Selected ltems :
Add All>» |
E :ennr r'
<< FI"T) e Bl
Help Cancel < Back. ﬂnt) s

The transfer of available items is carried out via a set of four buttons in the middle of the window. These buttons allow items, either individually or all, to be added or removed.
Click here to learn more about these buttons.

When selecting individual items, either, use the scroll bar to view the available items or type the first few letters of the item to start a search.
Select the required item.

When an item has been selected, the description appears in the field above the list.

Click the Add > button.

When you have finished selecting stock items to be included in the Line Check:

Click the Next > button.

This leads to the Finished window.
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Printing Count Sheets

The last window of the Start Line Check Wizard is the Finished window that contains options for printing a count sheet.

art Line Check Wizard

Yo have completed all the steps requited to start a stock take, IF you wank to
change any of the infarmation you have entered then click the 'Back” buttor
“wihen pou click Finish' would you like to automatically print a count sheet?

% Print orve count sheet which covers al selected stock rooms.

" Print 3 separate count sheet for each selected stock room.
If there are several stock takes in progress. you can identify yours by the

colour of the court shest.
/ ‘You have been assigned: Cyan E
Help Cancel <Back | Eirish

The 'Yes, Print a count sheet' check box is selected as default and is associated with two option buttons to give a print choice:

Print one count sheet which covers all selected stock rooms - a combined count sheet is printed covering all stock rooms included in the line check. For example, if two stock rooms have been selected, one count sheet (first column
on printout shows stock room) is printed.

Print a separate count sheet for each selected stock room - an individual count sheet is printed for each stock room. For example, if two stock rooms have been selected, two count sheets (one count sheet per room) are printed.

If the check box is cleared, both option buttons are disabled and no count sheets are printed.
A colour is allocated to the stock take to make tracking easier. The allocated count sheet colour is displayed at the bottom of the window, in this example, Cyan.
When you have made the desired print selections:

Click the Finish button.

Processing Stock Tal

The following tasks are being processed.

v Checking Trading Status
> Uplifting Current Session Sales
Initialising Stock Take

Frinting Reports

A progress window displays the tasks the system carries out when starting a line check. The task currently being processed is displayed in bold with an arrowhead beside it. As the task is completed, it is prefixed with a tick. The arrowhead
moves to the next task on the list. In the example shown above, 'Checking Trading Status' has finished and the system is currently 'Uplifting Current Session Sales'.

The Start Line Check Wizard closes and unless cleared, the count sheet(s) are printed. The Line Check you have created is displayed on the Stock Takes in Progress tab with the count sheet icon shown in the allocated colour. You may
now open the count sheet and enter counts as required.

A flashing icon is placed in the status console on the Active Business Series window. Double-clicking this icon launches into the Stock Takes in Progress tab to allow the chosen line check to be started.

User: Jack Frost User: Jack Frost

Stock Takefs] in Progress: 1 “1%’,\:‘:3 Stock Take(s] in Progress: 1
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In Progress

When a stock take has been started using the Start Line Check Wizard, a fifth tab called Stock Takes in Progress shows in the Purchasing & Stock Control window.

It displays the Line Check started, along with details of who started it, the date and time it was started and what stock room(s) it covers. The count sheet icon is displayed in the allocated colour:

[ Purchasing & Steck Contiol

StockTakeT -‘Sbock OldsT o |ﬂ o

Manager's Stock Started 18/1072003 12:4%:39 by Fred Bloggs for <M FOOD

Line Check Stock Started 191042009 17:27:12 by Jack Frost for XM BOTTLES and <M KEGS

Help Select Close
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This tab also displays any other stock takes and line checks that may have been started. For the next stage of your line check, entering stock counts, view the topic titled Entering Quantities.
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Starting a Stock Line Enquiry

A stock line enquiry allows a single stock item to be counted and is used as a quick check of the status of a stock line. The count is entered and the details of opening stock, sales, deliveries, returns, cost and so on, are displayed on
screen and printed. It shows the computed stock on hand value, compares it to the count entered and show any variances between the two. The stock line enquiry is carried out using a wizard.

To start a Stock Line Enquiry:

Access the Stock Line Enquiry Wizard. How ?

The first window of the Stock Line Enquiry Wizard opens to allow you to select whether the sales for the current trading session should be included in the stock line enquiry. You progress through subsequent windows of the wizard relating
to the stock figures to use, the rooms to include (for multi-room outlets), selecting a stock item, entering counts, viewing the results until the finished window where the printing report option is located.
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Selecting a Sales Session

The Select Sales Session window is the first window of the Stock Line Enquiry Wizard.

‘what sales do you want to take in to sccount when you generate the stock reports?

“Youmay uze sdles before the cunent trading session, or include e cument trading session.

™ Include sales lor the cusrent irading session,

Help Cancel Mest > Firis

This window allows you to select whether the sales for the current trading session (using information from the last trickle) are to be included in the stock line enquiry, from an option button. The default selection is to 'Use sales before
current trading session' and means the stock line enquiry uses the values obtained up to the last end session.

Action What to do
To include sales for the current trading session: Click the 'Include sales for the current trading session’ option button.
To move to the next window of the wizard: Click the Next > button.
This leads to the Select C ive Figures To Use window where you can select the stock figures to use from either the last Manager's or the last Auditor's stock take.
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Selecting Stock Figures

When performing a Stock Line Enquiry, the stock accumulator should be selected. —' Click to view more information.

Fleass select the cumulative stock figures to uze for this stock take,

& Use stock figures from last Manager's Stock Take:

" Use stock figures from kast Auditor's Stock Take,

Help Cancel < Back Mext > Firish

This window has two option buttons:
Use stock figures from last Manager's Stock Take - This option is selected as default and means the stock line enquiry is referenced to the last finalised Manager's stock take and all deliveries, sales, and so since then.

Use stock figures from last Auditor's Stock Take - The stock line enquiry is referenced to the last Auditor's stock take.

Note: Stock counts entered as a stock line enquiry do not affect the cumulative stock figures for either type of stock take.
ir L Ll
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Action What to do

To select the Auditor's option: Click the Use stock figures from last Auditor's Stock Take option button.

To move to the next window of the wizard: Click the Next > button.

The Select Rooms window opens to allow stock rooms to be selected.
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Selecting Rooms

For outlets with multiple stock rooms, the next window of the Stock Line Enquiry Wizard is the Select Rooms window.

Line Enguiry \
Select Rooms g
Please select the rocm os rooms bo inchude in the Siock Take.
Available Rooms: Selected Rooms:
*M FOODS Add >
*M KEGS
Agddall > |
Remivee |
¢ Fesve Al |
Help Cancel | cBack Newt > |

There are two fields in the Select Rooms window:
Available Rooms - This field contains a list of all available stock rooms in the outlet.
Selected Rooms - This field displays the stock rooms to be included in the stock take.

The transfer of rooms is carried out via a set of four buttons in the middle of the window. These buttons allow rooms, either individually or all, to be added or removed. -‘ Click here to learn more about these buttons.
You may also select or clear a room by double-clicking it.

At least one room must be selected before proceeding. When you have selected the required stock rooms:

Click the Next > button

This leads to the Select Stock Item window opening to allow the item of stock to be selected.
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Selecting a Stock Item

When performing a Stock Line Enquiry, after selecting the stock room, the stock item to be checked should be selected from those listed.

Line Enquiry

Select Stock Item

Ta select the required stock item, you can sither pick the item from the list, or simgly bype in the fist letters of
the stock item to seanch for, You can then select the size to count the: stock iem in.

Seleck the Stock ltem: Select the Size:

Holp Carcel | <Beck Nest > |

Either, use the scroll bar to view the stock items or type the first few letters of the item to start a search.

Select the required stock item.

When a stock item has been selected, the 'Select the Size' field is populated with the sizes applicable to the selected stock item.

Use the scroll bar to view the other sizes if needed.

Click the required size.

When the required stock item is displayed in the 'Select the Stock Item’ field and the required size is highlighted in the 'Select the Size' field:
Click the Next > button.

The next window of the wizard is the Enter Count window.
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© Torex Retail Holdings Limited 2011. All rights reserved.

Entering Counts

The Enter Count window of the Stock Line Enquiry Wizard, contains details of the stock item and size previously selected.

Two fields allow for entering the stock count:

Major Unit - used to enter whole units of the selected size.

Minor Unit - used to enter part quantities of the whole unit of measure. If no part quantity is allowed, this field is disabled.

The counts can be entered into the fields provided or via the calculator. . Click to view an example of how to use the calculator.
Enter the count in the Major Unit Stock Count field.

Enter the count in the Minor Unit Stock Count field.

When the count has been entered:

Click the Next > button.

The Enter Count window closes, the result calculated and the Stock Line Enquiry Results window opens.
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Viewing Results

When performing a Stock Line Enquiry, after selecting information on previous windows of the wizard, the Stock Line Enquiry Results window opens:

This window displays the name of the stock item, the stock room(s) selected and the stock count result.

You may use the < Back button to go back and choose a different stock item or stock room if required. To move to the last window of the wizard:
Click the Next > button.

You progress to the Finished window to allow the stock line enquiry report to be printed.
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A
Printing Reports

The last window of the Stock Line Enquiry Wizard is the Finished Stock Line Enquiry window.
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“ou have completed all the steps required fo finish a stock line enguiny.

‘wWhen pou click Frnich' would you like to automatically print a report for this
stock line enquiry?

¥ ‘Yes, Pt a stock line enquity repart

Help cancel | <Back | Frish |

It allows you to print a stock line enquiry report if required. If you do not require a printed report:

Clear the check box.
Click the Finish button.

The Stock Line Enquiry Wizard closes and you are returned to the Purchasing & Stock Control window.
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Count Sheets Overview

Count sheets are printed as a result of starting one of the following stock take wizards:
 Auditor's Stock Take

¥ Manager's Stock Take
¥ Line Check

On screen, the count sheets are accessed using the Stock Takes In Progress tab in the Purchasing & Stock Control window. This tab is only displayed to users of Manager-level access or above. A Manager's Stock Take can be viewed
by personnel having Manager-level access or above, whereas, only Auditor-level users have access to an Auditor's Stock Take. Line Checks are also displayed on the Stock Takes in Progress tab and are displayed to both Auditors and
Managers. When all counts have been entered onto the count sheet, the stock take/line check may be finalised or reports printed.

What would you like to do ?

} Enter quantities
¥ View missing counts
¥ Add items to the Count Sheet

¥ View tips on making counting easier
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4
Entering Quantities

Stock Take Count Sheets allow stock level quantities to be entered into the system. Additional stock items, sales items or products may be added to the existing count sheet.

Open the required count sheet. How ?

‘ Line Check Stock Started 1971072009 10:27:12 by Jack Frost for XN BOTTLES and XN
KEGS

i Tol Counl N BOTILES |34 KEGS

Cok  |Descoplin £
ok |Fat [whok [Pat [wnale [Pat

10000 L 1GALLON 9_o ﬁ_ AddTo,
10020 | %N EXPORT 1GALLON 0] o
1000 |BEAUMONTS BEST |1 GALLON o d
1020 |HOUSE BITTER 1 GALLON o o @
11040 |5 MPERIL 1GALLON E: o o
12000 |STENMANS STOUT |1 GALLON o q
15010 GOLDEN C 1DOZEN 0| o
19020 |*MGOLDEN LS 1002EN o d
6000 |BERNARDSBITTER  |1DOZEN o d
W0 |DeAk MILD 1DOZEN o q
B0 |HANCDCKS ME 1 DOzEN o d
17000 IMPERSAL STOUT 1D0ZEN 0| o
H00 |10 MALTWHERY  |70CL ERE
010 |SEOTCH Wiasky o o d dem Al Loy

View Wissing Courts
s

o |
v |

H

The type of stock take, (Auditors, Managers or Line Check), date and time the stock take was started and the stock rooms) it includes are displayed at the top of the window.

A list of items associated with the stock take is displayed in a grid format, where fields for entering the actual count quantities appear for each stock room. A column is provided for each stock room included in the stock take and this
column is subdivided into Whole and Part count columns.

The Whole count column is used to enter full accounting units. The Part count column is used to enter part quantities of the whole unit of measure. For example, if the item is counted in dozens: 1 entered in the Whole count column is
equal to 1 dozen; 1 entered in the Part column is equal to 1/12. An error message occurs if you try to enter a number in the Part count column that is larger than the whole unit of measure. For example, entering 13 for the part quantity
when the whole unit of measure is expressed in dozens. Where a stock item does not have a part quantity or does not exist in a selected stock room (for multiple stock room count sheets), the cells are greyed out and not available.
For count sheets having more than one stock room, (as shown in our example above), the Total Count column automatically displays the sum of the individual counts for each stock room.

Quantities may be entered on the grid by typing in a value or by using the calculator. A quantity should be entered for every item in each stock room (where applicable). Where no quantities exist for an item, a zero should be entered in
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the appropriate cell. If you enter a decimal point in a Whole cell, the cursor defaults to the Part cell. Pressing the 'Enter' key moves the cursor to the next Whole cell in the grid.
To enter quantities into the grid:

Click the Whole or Part cell corresponding to the item counted.

Enter the quantity.

Press Enter or click in the next cell required.

Enter the quantity.

Continue entering quantities until all counts have been entered. EXAMPLE of a completed count sheet.

When all counts have been entered onto the count sheet, the stock take/line check may be finalised or reports printed.
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Viewing Count Sheets

As default, the grid on the Stock Take Count Sheet displays all items including those that have no quantities entered beside them. Selecting the View Missing Counts button enables you to view only those stock items which have no
quantities entered beside them.

! a?-nl Stock Started 1971002009 10:27:12 by Jack Frost for XN BOTTLES and XN Fiirn Repodts..
FEinalisz..
e |Desciin . Total Count | XN BOTTLES [N KEGS =
Whols [Pat [Wihols [Part |Whals [Pat —I
10000 1 GALLON o o ﬁ_ e
10020 1 GALLON 0] L
11000 [BEAUMONTS BEST |1 GALLON o o
11020 |HOUSEBITTER 1GALLON o o @
11040 |5 IMPERIAL 1GALLON - o o
12000 |STEINMANS STOUT |1 GALLON o o
15010 GOLDEN C 1D0ZEN 0] L\
15020 |¥M GOLDENALS 100ZEN o o
6000 |BEANARDSBITIER |1 DOZEN o o
WD |DAAKMILD 1D0ZEN o o
16020 |HONCOCKS ALE 100ZEN o o
17000 IMPERSAL STOUT 1D0ZEN 0| o
2000 [10vA MaLT wHisKY  [70cL o o —
000 |scoTcHwhskY |7ocL o o ion SLCRES

Wiew issing Counts
Clase
Help.

The contents of the grid may be displayed in either one of two views: View All Counts/View Missing Counts, where the buttons toggle between these two views.

To view stock items which have no quantities beside them:
Click the View Missing Counts button

Stock items with no quantities are displayed.
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Adding Items

Stock Items, Products and/or Sales ltems can be added to the count sheet.

To open the Add to Count Sheet window:

Click the Add To... button.

Stock ltems | Sles lams | Broducts
Salect Stozh e
Salact Size: Stock. Ibams to Add to Count Sheet:
T07R MALT WHISEY - —
4oz BURGER

GE|
4oz VEGGIE BUAGER
5" SEEDED BUN
ARABIATI SALICE
BABY MINERAL

BEQ SAUCE

BEAUMONTS BEST LI
BEEF MINCE

BERNARDS BITTER CEEToVE:
BOLOGMAISE SAUCE

CANADIAN LAGER
CARBOMARA SALCE
CARDIMAL LAGER
CHEESE

CHERRY LQUELR
CHICKEN BREAST

CHICKEN BURGER =l T I |

_ ke | [ ] _ o |

The Add To Count Sheet window has three tabs. The default tab is the Stock Items tab. When a tab is selected, it moves to the front and its title is displayed in bold. Each tab lists the items available to add to the count sheet. You may
select a mixture of Stock Items, Sales Items and Products to be added to the count sheet at the same time, if required. An item may be located using the alpha search functionality or use the scroll bar to view the item on the list. When
an item is selected, it appears in the Select Stock Item field.

® For Stock Items only

The Select Size field is empty until a stock item has been selected. It is then populated with all valid sizes for the selected item and a scroll bar is present for easy viewing.

The transfer of available items is carried out using the Add and Remove buttons. These buttons allow stock items/sales items/products, to be added or removed.
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| Click here to learn more about these buttons.

Click the required tab.

Select the required item.

Select the required size. (For Stock Items only)

Click the Add > button.

Repeat the above steps to continue adding items.

When you have finished selecting items to be added to the Count Sheet,

Click the OK button.

The Add to Count Sheet window closes and the selected items are added to the count sheet.

Click to view an example of adding:
| A stock item
| A sales item

-l A product
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Making Counting Easier
Depending on the type of item stock is counted and split up into different units of measure.

Draught Beer

Draught Beer is normally counted in Gallons, there are 8 Pints in a Gallon.

Beer can also be counted in Litres. There are 4.544 Litres to a Gallon or 568ml to a pint. Draught beer can also be measured in Fluid Ounces, there are 20 Fluid Ounces to a Pint, there are 35.2 Fluid Ounces to a Litre.
There are two types of barrels that beer is normally stored in: Cask and Keg. Casks are used for real ales and the contents can be measured quite accurately with a ‘dip-stick’. Kegs are used for lagers, stouts, ciders and smoothflow beers,
they are measured by weighing the barrel or by the stocktaker estimating the contents based on the barrel's weight.

Spirits

A normal bottle size for a spirit bottle is 70CL (0.70 Litres), a single measure of spirit is 25ml, so you get 28 single measures from a standard bottle, or 60 measures from a 1.5 Litre bottle.

When counting a part bottle of spirit a stocktaker usually splits the bottle into tenths, and estimates how much is in there to the nearest tenth.

50cl btl contains approx 20 measures @ 25ml giving 2.0 shots per 1/10th of a btl

70cl btl contains approx 28 measures @ 25ml giving 2.8 shots per 1/10th of a btl

75cl btl contains approx 30 measures @ 25ml giving 3.0 shots per 1/10th of a btl

1ltr btl contains approx 40 measures @ 25ml giving 4.0 shots per 1/10th of a btl

1.5 Itr btl contains approx 60 measures @ 25ml giving 6.0 shots per 1/10th of a bt

Practice counting of spirits ensures a more accurate count. Bottles containing water can be used for this purpose.

Most bottles have a central line marked along the bottle from the manufacture. If the bottle is held horizontally, it gives an exact half measure upon which to base your count.

Wines

A normal bottle size for a bottle of wine is 75CL (0.75 Litres), a normal single glass of wine is 125ml, so you get 6 glasses from a bottle, or 12 glasses from a 1.5 Litre bottle. Glass sizes can also be 175ml and 250ml.

When counting a part bottle of wine a stocktaker usually splits the bottle into tenths, and estimates how much is in there to the nearest tenth.

Postmix/Bag in Box Minerals

Postmix usually comes in a 10 litre box that contains a syrup that is then mixed with carbonated water. Depending on how much water is mixed with the syrup depends on how much you get out of the box. Normally you get 60 litres out of
a box which works out to 2112 Fluid Ounces, or roughly 211 Half Pints of mineral.

When counting a part box of Postmix, a stocktaker usually splits the box into tenths, and estimates how much is in there to the nearest tenth.

Alternately, a chart for Bag in Box minerals can be created by weighing a full 10ltr box then dividing this by 10 to give you the weight per Itr of mineral. A set of bathroom scales is ideal for this.
Bottled Beers/Bottled Minerals

Usually counted in Dozens and held in single units (twelfths).
So if you had counted 71 bottles of beer at a stock then that would be entered as 5.11 Dozen.
When counting bottled products in twelfth's the following may help when adding up.
A count of 44 + 76 + 35 + 57 = 212 single bottles should be written on a count sheet as:
38 (3 dozen and 8 twelfth's) + 64 + 211 + 49 = 178 dozen
1. Add up all the part units:
8+4 + 11+ 9=28dozen (2x12) + 8 = 32 single bottles
2. Add up all the whole units:
3+6+2+4=15dozen
3. Now add the part units to the whole units:
28 + 15 = 178 dozen (17x12) + 8 = 212 single bottles

On some stock systems, bottled items are counted in decimal and not twelfths so the following conversions have to be taken into consideration:

1 bottle = 0.083

2 btls = 0.166

5 bls = 0.42 11 btls = 0.92
6 btls = 0.5 12 btis = 1
General

If possible store products in the same order as on the count sheet. This makes counting easier and quicker.
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Top up part used products in dispense areas within the same stock room so you have only one part stock item to count. This reduces the margin for human error.

Ensure staff are aware of procedures that are required the night before and the morning of a stock take. Simple things like bottle cabinets being full and tidy, crates in the cellar are tidy and not mixed up and that all empty containers have
been removed all helps to make a stock take quicker and easier.

If itis possible, a strip of wood doweling can be used as a stopper on wooden shelving used behind a bar to store/display bottled items. This provides a guide when "bottling up' or rotating stock and ensure that a row holds 12 bottles for
example.
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Aborting Stock Takes

To abort a stock take, access the count sheet window for the stock take/line check to abort. How ?

. Line Check Stock Started 13/10/2009 10:27:12 by Jack Frost far XN BOTTLES and XN [ —

_ e |

25000 TOYR MALT WHISKY 70CL
23010 SCOTCH WHISEY 70CL

- - [ Total Count | %M BOTTLES [N KEGS =
Whols [Pat [Wihols [Part |Whals [Pat —I
= i i i o
0020 |XMEFDAT 1GALLON o] o
11000 [BEAUMONTS BEST |1 GALLON o o
11020 |HOUSEBITTER 1 GALLON, o o E
11040 |3 IMPERIAL 1 GALLON - o o
12000 |STEINMANS STOUT |1 GALLON o o
15010 |GOLDEN 1 DozEN o o
15020 XM GOLDENALS 1 DozEN o o
6000 |BEANARDSBITIER |1 DOZEN o o
WD |DAAKMILD 1 00ZEN o o
16020 |HONCOCKS ALE 1 00EN o o
00 |mPeRaL sTOUT 1 DozEN o o
o o
o o

Click the Abort button.

The following window opens:

Stock Take Count Sheet

WARNING: You are about to sbort the stock take. Aborting & stock take will loose ALL count figures.
Are you sure you wank to abort the stock take?

(E=] o | comel

To abort the Stock Take:
Click the Yes button.

The window closes, the selected stock take is aborted and you are returned to the Purchasing & Stock Control window. The aborted stock take/line check no longer appears on the Stock Takes In Progress tab.
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Printing Reports

Reports are only available when all counts have been entered on the count sheet. The reports can be generated as part of the finalisation process or they can be viewed and/or printed before the stock take/line check is finalised to
check for discrepancies/variances. Counts in the count sheet window may then be amended where necessary.

From the completed Stock Take Count Sheet window (as shown in the example below):

i Line Chock Stock Started 13/10/2009 10:27:12 by Jock Frost far XN BOTTLES and XM JRoT—
FEinalise..
- i Tots Count N BOTTLES |04 KEGS
| = Whok |Pant [whole [Pt |inale |Pant L‘
0040 |CAMADUN LAGER  |1GALLON ElE EE o
10000 HOUGHTOMN AILS 1 GALLON 10 2 10) 2
W [N EFOAT 1 GalLoN a o | o
1000 |BEAUMONTS BEST |1 GALLON ElE ERE E
100 |HOUSEBITTER 1 GaLLON w o w o
00 [ MPERIAL 1 GALLON EE EIE
12000 STEINMANS STOUT 1GALLON 4 4 4 4
W10 |GOLDENT 1 bozen EIE e | 2
W00 |#N GOLDEN LS 1 DozEN E EBE Bl
000 |BERNSADSEITTER |1 DOREM CEE ElE ERE
W00 |DeAk MILD 1 DOEEN 2 4 7 o o 4
16020 HANCOCKS ALE 1D0ZEN 2] 1 1 1 1 [
0| MPERIAL STOUT 1 nozEn CIE DE BlE
000 |10VR MALTWHISKY 7001 3 o E 1 Ao Al Cousiy
mO0 [soTCHwHSEY  |mooL 3 o E iem Hissing Courts
_ e |
Help.

Click the Print Reports... button.

The Print Stock Reports window opens:
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Print Stock Reports I

Frint Repaorts Using: ™ Auditor's Accurnulator

anager's Accumulat

Repaort for Each Room: Report for All Rooms:

¥ Count Sheet for 4l Foams

Count Sheet for Each Room
Stock Count

Stock Yariance

Stock Take Takings
Allowance

Help | FErint I Freview.. Cancel

At the top of the Print Stock Reports window there are two option buttons called Auditor's Accumulator and Manager's Accumulator. The option selected indicates which stock accumulator is used when producing the selected stock
report.

For an Auditor's Stock Take, the Manager's Accumulator option is disabled and appears greyed out.
For a Verify Stock Take, both options are disabled and appear greyed out.
For a Manager's Stock Take and Line Checks, both options are available as shown in the example above.

Report for Each Room - This field details the reports available for each stock room included in the stock take. Report(s) selected from this list results in a separate report being printed for each room.
Report for All Rooms - This list is only available if the stock take in progress includes more than 1 stock room. A report selected here, gives an accumulated stock report for all rooms included in the stock take.

The check boxes inside the Report fields have 3 states:

oA The report is printed as default and may not be cleared.
The report is selected as default for printing, but may be cleared.

The report is available, but not selected as default, for printing.

Selected reports can be viewed before printing.

To print reports:
Click the Print button.

The system starts to calculate the stock result and whilst it is doing so, the Processing Stock Take window is displayed:

Processing Stock Take

The following tasks are being processed.

¥ Initialising Stock Take

v Calculating Count Figuies

v Calculating Average Fetail Prices
v Calculating Result

> Printing Reports

This window displays the tasks the system carries out to generate the reports. The task currently being processed is displayed in bold with an arrowhead beside it. As the task is completed it is prefixed with a tick. The arrowhead moves to
the next task on the list. In the example shown, the system is currently 'Printing Reports'.

The Print Stock Reports window closes and the reports are printed. You are returned to the count sheet window. The printed reports should be checked for discrepancies/variances. Counts in the count sheet window may be amended
where necessary. If any amendments are made, the report should be re-printed and re-checked. This process should be repeated until you are sure all the stock counts are correct. When correct, the stock take/line check may be
finalised.

Once created, Stock Reports are also available for printing from Reports & Views.
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4
4
Previewing Reports

The Preview button on the Print Stock Reports window allows the selected stock reports to be viewed on screen before (optionally) printing them.
To preview reports:
Click the Preview button

The system starts to calculate the stock result and whilst it is doing so, the Processing Stock Take window is displayed:

Processing Stock Take

The following tasks are being processed.

¥ Initialising Stock Take

v Calculating Count Figures

v Calculating Average Retail Prices
¥ Calculating Result

> Previewing Repoits

This window displays the tasks the system carries out to generate the reports. The task currently being processed, is displayed in bold with an arrowhead beside it. As the task is completed it is prefixed with a tick. The arrowhead moves to
the next task on the list. In the example shown, the system is currently 'Previewing Reports'.

The first of the selected reports is displayed. If required, the report can be printed from this window. Details of the Print Preview Toolbar.

When the Print Preview window is closed, the next stock report is displaved. When the final stock report is displayed and the Print Preview window is closed, you are returned to the count sheet window.
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Finalising

Completion of a Stock Take/Line Check is carried out using the Finalise Stock Take wizard. A Stock Take may not be finalised until all stock counts have been entered on to the count sheet.

Open the Finalise Stock Take Wizard. How ?

Manager's, Auditor's or Verify Stock Take

The first window of the Finalise Stock Take Wizard is the Comments window. You progress through subsequent windows - Final Reports and Select Accumulator until the Finished window.

Line Check

If a Line Check was selected from the count sheet window, the Final Reports window leads to the Select Accumulator window. You may be allowed to enter your own Line Check Name before progressing to the Finished window.
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Entering Comments

If a Manager's, Auditor's or Verify Stock Take was selected, the first window of the Finalise Stock Take Wizard is the Comments window:

Comments

Pleass mwawmmMMMIMMﬂHMMhSIMTM
Fiesul Summary Report. You wil be prompted to enter for each family in each

Comments For XN KEGS. Family WET

=

J -]

Help Concel | i | mew> T |

It allows you to enter any comments on the stock take result. The comments you enter are printed on the Stock Result Summary Report. A Comments window is provided for each stock room/family combination in turn.

The cursor is flashing in the comments field ready for you to enter the information. If there are no comments to enter, or when you have entered any comments:
Click the Next > button.

Where applicable, a new comments window opens for the next stock room/family combination. When all comments windows have been completed, the Final Reports window opens.
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[ A
Printing Reports

When all Comments windows have been completed, or, if a Line Check was selected, the Final Reports window opens:

[E Finalize Stock Tak

Final Reports

Please salact which reports you wish to print as part of stock finalization. The reports wil be printed when you have

Report for Each Rloom: Report for &l Rooms:
 Count Shest for Each Aoom ﬂ

Stock Count

Stock Yariance

Stock Rlesuk Summary
Stock Take Takings

Help Concel | <Back G|

The example shown above represents the Final Reports window when a single stock room is involved in the stock take/line check. The example below represents the same window but with multiple stock rooms selected.
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: Court Shest for Each Room £ | Count Sheet for All Rooms

Report for Each Room - This field contains a list of available reports for each stock room included in the stock take. Report(s) selected from this list results in a separate report being printed for each room.
Report for All Rooms - This list is only available if the stock take in progress includes more than 1 stock room. A report selected here, gives an accumulated stock report for all rooms included in the stock take.

The check boxes inside the Report fields have 3 states:

. The report is printed as default and may not be cleared.

The report is selected as default for printing, but may be cleared.

The report is available, but not selected as default, for printing.
When you have finished selecting reports for printing:
Click the Next > button.

This leads to the Select Accumulator window.
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Selecting Accumulators
The stock accumulator to use when producing the stock reports should be selected. This window has two option buttons:

Auditor's Accumulator - Reports are referenced to the last Auditor's stock take.

A 's A - Reports are to the last finalised Manager's stock take and all deliveries, sales, and so on since then.

The options buttons default to:

[ Auditor's Accumulator for an Auditor's Stock Take

[ Manager's Accumulator for a Manager's Stock Take and Line Check
I Disabled for Verifying a Manager's Stock Take

To change the selected option button if required:

Click the required option button.

To move to the next window of the wizard:

Click the Next > button.

When finalising a Line Check you may be allowed to enter your own Line Check Name before progressing to the Finished window.
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Entering Names
When finalising a Line Check, you may be allowed to enter your own Line Check name. All Line Checks show when they were started (date and time), by whom and the names of the stock rooms involved for example, Started 19/10/2009

17:27:12 by Jack Frost for XN BOTTLES and XN KEGS.

This stock take name is used when viewing stock reports and in the Start Line Check Wizard if an existing count sheet is selected.
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E Finalize Stock Take Wizard

Enter Line Check Name

Please enter the name for thiz fne check, or cick Nesit to keap the defaull name. The name pou enter will have
the: date and time, wour name and the stock room name(s] appended to it 'You may enter up o 40 characters.

Please enter the name of the Line Check:

|m Stasted 13/10/2003 17:27.12 by Jack Frost for XN BOTTLES and

¥M KEGS

Help Cancel < Back. Mest > Eirish

The text (in this example Line Check Stock) is highlighted as default, so any new entry overtypes this text.
To change the name:

Enter a new name.

To move to the next window of the wizard:

Click the Next > button.

This leads to the Finished window.

Completing Stock Takes

The Finished window is the last window of the Finalise Stock Take Wizard.

Yo have completed all the steps requited to finalize the stock take. If you
wari to change any of the information you have enfiered then chok the 'Back’
button.

I‘l:yllz:fhave chosen to print any reports. they will be pinted once you chck
inish.

Cancel < Back [iExts Fwrizh

To Finalise the Stock Take:

Click the Finish button.

The system starts to calculate the stock result and whilst it is doing so, the Processing Stock Take window is displayed:

Processing Stock Take I

The fallowing tasks are being processed.

~ Initialising Stack Take

3> Caleulating Count Figures

3> Calculating Average Retail Prices
Calculating Result
Finalising Stock Take

Printing Feparts
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This window displays the tasks the system carries out when finalising a stock take. The task currently being processed, is displayed in bold with an arrowhead beside it. As the task is completed it is prefixed with a tick. The arrowhead
moves to the next task on the list. In the example shown 'Initialising Stock Take' has finished and the system is currently 'Calculating Count Figures' and 'Calculating Average Retail Prices'.

When the stock take/line check has been processed you are returned to the Purchasing & Stock Control window. The stock take/line check no longer appears on the Stock Takes In Progress tab and any reports selected are printed.

Starting an Auditor's Stock Take

An auditor's stock take is used to reset the auditors and the managers stock accumulator and to report on all stock transactions since the last auditors stock take.

Every stock item in the selected room(s) must be counted. Stock Takes are started using a wizard.
To start an Auditor's Stock Take:

Access the Start Auditor's Stock Take Wizard. How ?

© Torex Retail Holdings Limited 2011. All rights reserved.
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This window allows you to select whether the sales for the current trading session (using information from the last trickle) are to be included in the stock take, from an option button. The default selection is to 'Use sales before current
trading session' and means the stock take uses the values obtained up to the last end session.

Action What to do

[ To include sales for the current trading session': Click the Include sales for the current trading session option button.

[To move to the next window of the wizard: Click the Next > button.

For a single stock room outlet, the next window of the window is the Finished window. For larger outlets with multiple stock rooms, the next window of the wizard is the 'Select Rooms' window:

There are two fields in the Select Rooms window:
Available Rooms - This field contains a list of all available stock rooms in the outlet.

Selected Rooms - This field displays the stock rooms to be included in the stock take.

The transfer of available rooms is carried out via a set of four buttons in the middle of the window. These buttons allow rooms, either individually or all, to be added or removed. . Click here to learn more about these buttons.
‘You may also select or clear a room by double-clicking it.

When you have selected the stock room(s) to be included in the stock take:

Click the Next > button.

The Finished window opens:

In a multiple stock room outlet, the system allows more than one stock take to be carried out at the same time. However, only one stock take may take place in each room. That is, A Manager's stock take may take place in one stock
room, while an Auditor's stock take is taking place in another stock room. A colour is allocated to the stock take to make tracking easier. The allocated count sheet colour is displayed at the bottom of the window, in this example, green.

Print a Count Sheet
The 'Yes, Print a count sheet' check box is selected as default and is associated with two option buttons to give a print choice:

Print one count sheet which covers all selected stock rooms - a combined count sheet splitting the stock items into separate rooms is printed. For example, if two stock rooms have been selected, one count sheet (first column on
printout shows stock room) is printed.

Print a separate count sheet for each selected stock room - an individual count sheet listing out all the stock items is printed for each stock room selected. For example, if two stock rooms have been selected, two count sheets (one
count sheet per room) are printed.

If the check box is cleared, both option buttons are disabled and no count sheets are printed.
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When you have made the print selections and finished making changes:

Click the Finish button.

Processzing Stock Take

The following tasks are being processed.

v Checking Trading Status
> Uplifting Current Session Sales
Initializing Stock Take

PFrinting Feports

A progress window displays the tasks the system carries out when starting an auditors stock take. The task currently being processed is displayed in bold with an arrowhead beside it. As the task is completed, it is prefixed with a tick. The
arrowhead moves to the next task on the list. In the example shown above, 'Checking Trading Status' has finished and the system is currently 'Uplifting Current Session Sales'.

The Start Auditor's Stock Take Wizard closes and unless cleared, the count sheets are printed. A new tab called Stock Takes in Progress appears in the Purchasing & Stock Control window. It displays the Auditor Stock Take that you
started, along with details of who started it, the date and time it was started and what stock rooms it covers. The count sheet icon is displayed in the allocated colour:

StockTakeT -‘Sbock Onder T@- o |ﬁ o

Auditer's Stock Starbed 04/08/200910:01:49 by Jack Frost for XN BOTTLES

Help Select | Close

The Stock Takes in Progress tab also displays any other stock line checks or Manager's Stock Takes that may have been started. For Help on entering stock counts and count sheet functionality, see the topic titted Count Sheets.

A flashing icon is placed in the status console on the Active Business Series window. Double-clicking this icon launches into the Stock Takes in Progress tab to allow the chosen stock take to be started.

User: Jack Frost User: Jack Frost

Stock Takefs] in Progress: 1 “1%’,\:‘:3 Stock Take(s] in Progress: 1
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Amending Cash Variances

Cash variances may only be amended by a user with Auditor-level access. The function is provided to amend errors made in till declarations which affect stock takes. They have no effect on the Dynamic P & L variances and only affects
the stock take currently in progress.

Note: When opening the Cash Variances window, if the system configuration requires updating, contact your Customer Support representative.

To amend a cash variance:

Click the Cash Variances button.

The Amend Cash Variances window opens:

Figure: Example Amend Cash Variances Screen

Pleaze amend the cash variances. Note that only the cash variances for this stock take wil be affected. The variances on the
Dpnamic P& L wil not be alfected.

Takings|
r Raoom affected Family affectad ! .
Temingl e L7 wﬁm % | SelesInc vl [Declaration) Waiiance|
Eta: Flast)
TERM 01 MAIN AREA #N BOTTLES LIQUoR E122.40] 4381
Totals: E122.40 E49.81 E-72.59

Help 13 I Cancel

The main grid of the window displays the terminal, the room that is affected by the cash variance, the family affected, the sales for the terminal and the takings declaration (sales + variances), excluding float. This information cannot be
amended and the cells are coloured grey.

The last column in the grid is the variance column and it is the only column available for amendment. When a new variance is entered the takings column and totals are recalculated. Positive and negative values may be entered.

Action What to do

1. Click the Variance cell you wish to amend.

To enter an amendment: |2. Enter the new variance figure.

To save the amendment and exit the Amend Cash Variance window: |;\ick the OK button.

© Torex Retail Holdings Limited 2011. All rights reserved.
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4
Reset Cumulative Figures

The Reset Cumulative Figures option is situated on the Stock Take tab. It is an Auditor-level function only, used to reset the cumulative stock figures at the end of the trading year.

Access the Reset Cumulative Figures option. How ?

Reset lative Stock Figures [ ] I

Flease select which rooms pou wish ta reset the cumulative stack result figuies for.

Available Fooms: Selected Rooms:

fdd > |
Add Al |

& Hemove: |
<< Femayve s |

Help | Freset I Cancel

Available Rooms - This field contains a list of all available stock rooms in the outlet.

Selected Rooms - This field contains a list of all rooms that have been selected.

The transfer of rooms is carried out via a set of four buttons in the middle of the window. These buttons allow rooms, either individually or all, to be added or removed. —l Click here to learn more about these buttons.
You may also select or clear a room by double-clicking it.

Note: the Reset button is not available until at least one room has been selected.

When you have finished selecting stock room(s):

Click the Reset button.

A confirmation window opens:

Reset Cumulative Stock Figures [ ]
@ Confirn Rezet Cumulative Figures For Room(s):
¥N BOTTLES

Cancsl |

Click the OK button.
The cumulative stock result figures for the selected room(s) is reset.

You are returned to the Purchasing & Stock Control window.
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Verifying a Manager's Stock Take

The Start Verify Stock Take option is available to users with an access level of Auditor only. It allows an auditor to verify the last managers' stock take. The stock auditor would view reports showing the managers count figures with the
auditor's stock accumulators (that is stock movements, sales and allowances since the last auditors stock take). The managers stock take may have been several days ago, in which case the auditors accumulators need to be rewound to
that date. The auditor then accepts the figures and the auditors accumulator is reset. The auditors accumulator then has to have the sales deliveries that have occurred since the managers stock take added back to the auditors newly
reset accumulator.

To verify a Manager's Stock Take:

Access the Verify Stock Take Wizard. How ?

The list of available room: will inchude all stock rooms where a Manager's stock take has been finalized since
the last Auditor's stock take.

Awailable Rooms: Selected Rooms:

Add > | ‘
Add &l > |
-:':I e |
Femave A |

Help Cancsl

Firsh

There are two fields in the Select Rooms window:
Available Rooms - This field contains a list of all available stock rooms where a Manager's stock take has been finalised since the last Auditor's stock take.
Selected Rooms - This field displays the stock rooms to be included in the verification.

The transfer of rooms is carried out via a set of four buttons in the middle of the window. These buttons allow rooms, either individually or all, to be added or removed. -‘ Click here to learn more about these buttons.

You may also select or clear a room by double-clicking it.
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When you have selected the required stock room(s):

Click the Next > button.

"You have completed all the steps required to start & stock take, If you wart 1o
change any of the information you have entered then click the ‘Back’ button
‘wihen pou click Frich' would you like to automatically print a count sheet?

" Print ore count sheet which covers al selected stock rooms.

" Print a separate count sheet for each selected stock room.
It there are several stock takes in progress, you can identify youss by the

colour of the count sheet.
¢ ‘You have been assigned: Mauve ﬁ
Help Cercel | <Back 1 | Firish

A colour is allocated to the stock take to make tracking easier. The allocated count sheet colour is displayed at the bottom of the window, in this example, mauve.
Print a Count Sheet
The 'Yes, Print a count sheet' check box is selected as default and is associated with two option buttons to give a print choice:

Print one count sheet which covers all selected stock rooms - a combined count sheet is printed for all stock items contained in the stock rooms selected. For example, if two stock rooms have been selected, one count sheet (first
column on printout shows stock room) is printed.

Print a separate count sheet for each selected stock room - a separate count sheet is printed for each stock room selected. For example, if two stock rooms have been selected, two count sheets (one count sheet per room) are printed.

If the check box is cleared, both option buttons are disabled and no count sheets are printed.
When you have made the print selections and finished making changes:

Click the Finish button.

The Verify Stock Take Wizard closes and unless cleared, the count sheets are printed. The Stock Takes in Progress tab displays the new Verify Stock Take that you started, along with details of who started it, the date and time it was
started and what stock rooms it covers. The count sheet icon is displayed in the allocated colour:

StockTakeT -‘Sbock Order T@- P |ﬁ e

Help Select | Close

The Stock Takes in Progress tab also displays any other stock line checks or Manager's Stock Takes that may have been started. For Help on entering stock counts and count sheet functionality, see the topic titted Count Sheets.
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Stock Allowances Overview
Stock allowances to cater for stock adjustments that are necessary in the normal operation of an outlet, for example, breakage's, wastage, and so on, can be entered.
What would you like to do ?

¥ Generate an allowance

¥ Add items using the Add button

» Add items using the Search button

¥ Delete items

} Print stock allowance reports
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Adding Items (Add Button)

When working with stock allowances (creating manual allowances), the allowance details may be changed that is stock or sales items can be added using either the Add or the Search button.

To add an item using the Add button:
Click the Add button.

Aline is added, where you may enter the new item:
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Description

Click the highlighted cell under the Description column.

The first item listed (alpt ically) on your stock\sale: appears in the cell along with a down arrow.

Click the down arrow to display the stock/sales list.

You may then use the scroll bar to look through the items listed or you can also use the alpha search functionality to find items in the database.

Select the desired item.

When using the stock item tab, after the item has been selected,

Click the cell in the Size column.

The cell is populated with the counting unit of measure. If required, this unit of measure may be changed. How ?
Enter a valid amount in the Quantity cells(s) as required.

EXAMPLE of adding an item on the Sales Item tab using the Add button.

Adding Items (Search Button)
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When working with stock allowances (creating manual allowances), the allowance details may be changed that is stock or sales items can be added using either the Add or the Search button.

The Search button allows you to search the system database for a particular stock or sales item. To select an item using the Search button:

Click the Search button.

The Stock\Sales Item Search window opens:

The search windows are laid out in a tree structure. Items are set out in categories and are further sub-divided.
Items prefixed with a '-' are already open and displaying their sub-categories.

Items prefixed with a '+' contain sub-categories and are available for opening.

To open a category:

Double-click the item.

Repeat for each level of hierarchy.

To select a stock\sales item:

Click the item to select it and click the Insert button

-or- double-click the item

The item is inserted into the Allowance Details window. You may continue to use the Search method to select other products.

To close the search window:

Click the Close button.

When you have finished entering items:
Click the Next > button.

You progress to the Finished window.

EXAMPLE of adding an item on the Stock Items tab using the Search button.

Deleting ltems

When working with stock allowances (creating manual allowances), the allowance details may be changed that is stock or sales items can be deleted.

To delete an item:

Click the grey cell at the left of the Description column, on the line you wish to delete.

Stack Items 1 S s Items
Descriphian Size Guantity [ Guantity
‘whole it

OTCH WHISKY

sd | Delte | Seach

The whole line is highlighted.

Click the Delete button.

The line is deleted.

When you have finished entering items:
Click the Next > button.

You progress to the Finished window.

Generating Manual Allowances
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Stock allowances cater for stock adjustments that are necessary in the normal operation of an outlet, such as breakage's and wastage. A wizard guides you through the steps involved.

Access the Enter Stock Allowances option. How ?
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Stack Alowance Dptions | Descriction |
Allowrs Allowiances to be entered per room.

Help Select Close

Double-click the Enter Stock Allowances option
-or- click the Enter Stock Allowances option and click the Select button.
The first window of the Allowances Wizard opens to allow the input of the Allowance Type and Room.

You progress through subsequent windows - Allowance Details until the Finished window.

Allowance Type and Room

The first window of the Allowances Wizard is titled Select An Allowance Type and Room.

Pleaze select the allowance type and the stock mom that the alowances apply bo 1f you want to enter
alloweances for more than one allowance type or room then e this wizard.

A I TETET—
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Foom : |><N BOTTLES =]
Help Cancel Beck Hest > Forist
Two fields, the allowance type and the stock room that the allowance applies to, require selecting. A drop-down list for each field is provided to aid in the entry of information.
Action What to do
To change the allowance type: 1. Click the arrow button on the Allowance Type field. A drop-down list of available allowance types opens.
© change fhe allowance type: 2. Click the required Allowance Type. The drop-down list closes, leaving the selected allowance in the field.

To change the room: Select the required Room from the drop-down list

To move to the next window of the wizard: Click the Next > button

The next window of the Allowances Wizard depends upon system configuration:

For outlets that require an authorisation for a stock allowance, the next window of the wizard is Enter An Authorisation Code.

For systems that are configured with no authorisation code, the wizard defaults directly to the Enter The Allowance Details window where stock or sales items may be added or deleted.

Entering an Authorisation Code

For outlets that require authorisation for a stock allowance, the Enter An Authorisation Code window opens after selecting an Allowance Type and Room:

© Torex Retail Holdings Limited 2011. All rights reserved.
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This window contains only one field, which requires entry of an authorisation number (maximum of 25 characters).
When you have entered the authorisation code:
Click the Next > button.

The next window of the wizard is the Enter The Allowance Details window where stock or sales items may be added or deleted.
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[ A
Viewing the Details

The Enter The Allowance Details window is used to enter the items to be included in the allowance.

Enter The Allowance Details

You may enter the items to be included in your allowance by Stock Items (default) or Sales Items. Tabs are provided for each option.
To enter allowances by using Sales Items:
Click the Sales Items tab title.

The Sales Items tab moves to the front:

=

You may locate and add the stock or sales items using either, the Add or the Search button. Items, once entered, may be deleted if required.

When you have finished entering items:
Click the Next > button.

You progress to the Finished window.
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Printing Stock Allowance Reports

The Finished window of the Allowances Wizard has a check box used to print a copy of the Stock Allowance report.
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ow have all the steps enber your It
wou wank ko change any of the infarmation you have erbered then click
the Back” button.

When you click, Finith would you ike to automeaticaly prnt 3 report
showing al alowances?

[¥ ‘res, Bint a repait showing al allovances.

Help Concel | cpock | 1

If a print copy is not required:
Clear the Yes, Print a report showing all allowances check box.
Click the Finish button.

The Allowance Wizard closes and, unless the check box has been cleared, the Stock Allowance report is printed. You are returned to the Purchasing & Stock Control window. A copy of the report may be printed using the print option in
the Reports & Views section.
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Generating Automatic Allowances

Certain types of allowance are fixed and are given on a regular basis. These allowances can be set up to be automatically generated on a weekly basis at end of session provided that the stock line is still in use. A wizard guides you
through the steps involved.

Access the Auto Allowances Configuration option. How ?

Stock Take ] ‘snm Order l @F Stock Movenent ]ﬂ
Stock Allowance Dplions |D=m'|:lims
Enter Stock Alowances Allowes allowances o be entered per room
‘Suto Allowances Cordiguration Automatic Allowances can be configured per room
Help Select Close

Double-click the Auto Allowances Configuration option
-or- click the Auto Allowances Configuration option and click the Select button.
The first window of the Auto Allowances Configuration Wizard opens to allow the input of the Allowance Type and Room.

You progress through subsequent windows - Automatic Allowance Details until the Finished window.
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Allowance Type and Room

The first window of the Auto Allowances Configuration Wizard is titled Select An Allowance Type and Room.

Figure: Auto A Confi ion Wizard Screen

4 Auto Allowances Configuration Wizard

Select An Allowance Type and Room

This wazard enables you to set up automatic A i ae h ek,
provided the stock lin is active.

Please select the alowance type and the stock room that the automatic allwances wil be appled to. [f you
wank to enter sutomatic al fior than ore alk type o ther re-run this wizard.

Allowance Type - Line Cleaning -i
Bloom: N BOTTLES 7!

Cancel < Bat Mest > Ern |
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Two fields, the allowance type and the stock room that the allowance applies to, require selecting. A drop-down list for each field is provided to aid in the entry of information.

Action What to do

1. Click the arrow button on the Allowance Type field. A drop-down list of available allowance types opens.

To change the allowance type: 2. Click the required Allowance Type. The drop-down list closes, leaving the selected allowance in the field.

To change the room: Select the required Room from the drop-down list.

To move to the next window of the wizard: Click the Next > button.

The next window of the Auto Allowances Configuration Wizard is the Automatic Allowance Details window where stock items may be added or deleted.
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LA
Viewing the Details

The Automatic Allowance Details window is used to enter the stock items to be included in the allowance for the selected stock room and allowance type. Any previously configured automatic allowances are displayed in the grid.

45 Auto Allows: onfigurati

matic Allowance Details

Allowance Type: Line Cleaning Room ; XN BOTTLES

Description |Sizs
HOUGHTON PILS Gallon
IMPERIAL STOLIT [Fint

@ JElele | I
Help I Cancel | < Bach I Hewt > I Eirsty I

Stock items can be added using either the Add or the Search button. Iltems, once entered, may be deleted if required.
When you have finished entering items:
Click the Next > button.

You progress to the Finished window.
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Printing Stock Allowance Reports

The Finished window of the Allowances Wizard has a check box used to print a copy of the Stock Allowance report.

== Allowances Wizard

Finished

“fou h all the steps requi snker your I
you wank to change any of the information you have entered then click
the Black” bulton.

“when pou click, Finish' would you fike o automaticaly pint 3 report
shiowing al alowances?

[# es, Pink a repoit showing al allowances,

Hep | Cancel | <Back e | @

If a print copy is not required:

Clear the Yes, Print a report showing all allowances check box.
Click the Finish button.

The Allowance Wizard closes and, unless the check box has been cleared, the Stock Allowance report is printed. You are returned to the Purchasing & Stock Control window. A copy of the report may be printed using the print option in
the Reports & Views section.
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Stock Reports Overview

What would you like to do ?

Learn about the:

} Stock Count Report

} Stock Variance Report
} Stock Result Report
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Stock Result Summary Report
Stock Take Takings Report
Stock Allowance Report

Stock Movement Summary Report
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Stock Count Report

The Stock Count report indicates the period the stock is running from and to and lists the stock room, family, category and stock item together with the unit of measure the product is counted in and the part measure.
The report shows the opening quantity for each item (this should equal the last stocks closing quantity). It also shows the quantity of deliveries, returns and transfers that have been entered during the stock period.
Any allowances together with the cost of the allowance is also shown.

The sales quantity for each item is listed together with a computed stock on hand quantity.

The actual stock on hand values are the figures you inputted into the system from the count sheet.

A variance for each product is then produced which shows the difference between the computerised and the actual stock on hand. A negative variance in this column represents a deficit.

Physical consumption only equals sales if there is no deficit. Physical consumption at cost and at retail are also calculated together with the number of days stock on hand which is calculated based on the current stock periods
consumption. Each stock category's physical consumption at cost and at retail is calculated together with a stock family total.
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4
Stock Variance Report

This report, as with the Stock Count Report, also shows stock room, family, category and product together with the count unit and part unit. The physical consumption at cost and at retail for each product and category is also shown.

This report then either shows:

® A surplus quantity, surplus variance at cost and at retail including VAT, or

o A deficit quantity, deficit variance at cost and at retail including VAT

© Torex Retail Holdings Limited 2011. All rights reserved.

Stock Result Report

Shows:

.

Physical consumption at:

Retail inc VAT

Retail exc VAT

e Cost

Variance at:

Retail inc VAT

.

Retail exc VAT

o Cost

Variance %

.

Opening stock at cost

® Goods in at cost

Total allowance at cost

.

Actual stock on hand at cost
® Number of days stock on hand

e Theoretical GP exc VAT

.

Theoretical GP % exc VAT
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Stock Result Summary Report

This report summarises the previous reports and rather than showing each individual item it reports on stock categories.
The date and time of the last stock take are shown and the number of days that have elapsed since the last stock date. The cash declared and expected are shown and whether the variance has been amended.
A surplus or deficit value after allowance is given in monetary terms together with an expected GP % exc. VAT.

Each category shows the following results:

® Physical consumption at:
e Retail inc VAT
o Retail exc VAT
e Cost

e Variance at:
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Retail inc VAT

Retail exc VAT

e Cost

Variance %

® Opening stock at cost

Goods in at cost

e Total allowance at cost

@ Actual stock on hand at cost
o Number of days stock on hand
o Theoretical GP exc VAT

e Theoretical GP % exc VAT

A summary is shown for:

e This stock
e Last auditor's stock

o Cumulative

Stock Take Takings Report
Shows:

® Sales for each stock family on each till inc and exc VAT
® The takings declared exc float

e The variance between the above two

Stock Allowance Report

An allowance report can be produced to provide a summary of all allowances entered on ABS against stock items.

It shows:

® The stock room
® Allowance group and type

® The date the allowance was entered onto the system

® The stock item, unit of measure and the whole and part quantity entered

o The reporting units of measure and quantities
e Cost

® Value inc VAT

Stock Movement Summary Report

Reports on all movements of stock into or out of an outlet. It shows:

All deliveries, returns and transfers in and out
o Supplier
e Date, Time and Entered By

e Total Actual Cost

Digital Library Overview
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The Digital Library allows the creation of an on-line directory of documents on all the sales items maintained in the system. Each of the Sales Item Documents may contain images, recipe/preparation instructions, cooking instructions

and/or presentation details to ensure consistent operations.

To view Help on a particular topic, either select the topic from below or select the relevant topic in the Digital Library book from the Contents list.

What would you like to do ?

View the Digital Library window
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¥ Create an Active X document - uses the template provided by your Active Business Series software

¥ Create an HTML document - uses an HTML file previously created using other software, such as Microsoft Word

¥ Search for a document using the Directory Tree

¥ Search for a document using the Search button

¥ Search for a document using the List All button

¥ Edit an Active X document

¥ Print a document - also shows how to setup the printer or to change the properties of the printer

} Delete a document

I
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About the Window

Access the Digital Library window: How ?

PR

= Y

The window consists of the:
o Title Bar - displays the name of the window and three buttons.
® Menu Bar - to provide access to pull-down menus.

® Toolbar - displayed under the menu bar, there are eleven buttons grouped together. This is called the toolbar.

e Directory Tree - contains folders arranged in hierarchical order of sales items.
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About the Toolbar

Access the Digital Library window: How ?

Under the menu bar, there are eleven buttons (with icons) grouped together. This is called the toolbar.

& 22 8023 8 2 228 2

Fomard  Reliesh Home: Seach List N Edt

Note: The Toolbar may be hidden from view. To show the toolbar, (if hidden), select the Toolbar option from the View pull-down menu and select Show Toolbar. That is,

B ]

Hide Taofbar
Show Toolbar
The buttons on the toolbar perform the following functions:
Button Function

Back Moves one place back towards home on the directory tree.
Forward Moves one place forward on the directory tree.

Refresh Updates the current document with the latest data.

Home Moves to the first place on the directory tree.

Search Searches for a document.

List All Shows all available documents.

Print Prints the current document.

New Creates a new document.

Edit Allows changes to be made to existing document.

I
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Delete Allows a document to be deleted.

Help Provides access to the Help system.
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About the Directory Tree

Access the Digital Library window: How ?
Note: The contents of the directory tree shown in the Help system may differ to your own system and is to serve as an example only.

The first three buttons, Back, Forward and Home on the Toolbar, navigate you through the directory tree found on the left side of the Digital Library window.

The directory tree displays an expandable\compressible hierarchy of folders that organise sales items into manageable groups, such as: LIQUOR, FOOD, ADMISSION.

Folders prefixed with a (+) contain more information and are available for opening.

Folders prefixed with a (-) are already opened and displaying their sub-folders.

The folders are arranged in the following hierarchical order:

{2 Farnily
= a Family
Ela Categomny
El-a_ Generic Stock Item Group
a: Generic Stock [tem

[=1-Bage Sales ltem

[=1-Bage Sales ltem

The folder called Family is at the top of the directory tree and contains Category folders. The Category folders contain the Generic Stock Item Group folders which, in turn, contain the Generic Stock Item folders. The Base Sales Items are
stored in the Generic Stock Item folder and are at the bottom of the directory tree.
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Selecting a New Document Type

Note: The contents of the wizard shown in the Help System may differ from your system and is to serve as an example only.

Two types of documents can be created within the Digital Library system:

Active X documents that use the template provided by your Active Business Series software (as detailed in this topic) and
HTML documents that use an HTML file previously created with other software, such as Microsoft Word.

Access the Digital Library window: How ?
On the Toolbar,

Click the New button.

Select Hew Document Ty

i~ HTML Document. Erowse |
LCancel |

The Select New Document Type window opens with the Active X Document option button selected as default. EXAMPLE of the template.

Click the OK button.

The first window of the Add Sales Item Document Wizard opens to allow a Sales Item to be selected.
You progress through subsequent windows relating to the:

# Document Background

} Preparation Text

F Cooking Instructions

¥ Presentation Details

¥ Product Image

until the

¥ Finished window in creating a new document.
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Selecting a Sales Item

When creating a new Active X Sales Item Document, the first window of the Add Sales Item Document Wizard opens to allow a sales item to be selected.
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1002 RUMP STEAK
1250 CHEMMIN BLA

125M LSPA CHENMI
125M LSPR PINOT
125M LSPR TEMPRA,
125 PINOT GRIGI
1250 SPR CHENNIN
125M SPR PINOT G
125M 5PR TEMPRAN
125M TEMPRAMILLD

This window is used to select the sales item from the list given. You may use the scroll bar to look through the items listed or type the item name and the system enters the nearest match for the letters as you type.
EXAMPLE

Select the desired item from the list.

The selected item is displayed and highlighted in the field.

When you have finished selecting a Sales Item,

Click the Next > button.

You progress to the next window of the wizard - the Select Document Background window.
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[ A
Selecting a Document Background

When creating a new Active X Type Sales Item D after ing a Sales Item, the Select Document Background window opens:

s Item Document Wizard

ect Document Backgr

This window allows an image or texture to be selected as the document's background.

Note: This background is for viewing purposes only and is not printed. All documents are printed on a white background, as if no background was selected.

If a blank background is required:

Click the Next > button.

You progress to the next window of the wizard.

If a background is required, a path and filename of where the image is located is entered in the Filename Field. A Browse button is provided to aid in locating files.

Click the Browse... button.

The Image Browser opens and allows the Drive, Folder and Search Criteria to be selected. Available Files shows those files fitting the specifications selected. In our example below, bitmap image files (indicated by a . bmp file name
extension) are shown. Other graphic files, such as .JPG may also be used. The Search Criteria field should be changed from the default, Background Images, to All Files from the drop-down list.

Background Images r

around [rmage:
ez
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When an individual file has been selected from the Available Files field, the Preview field displays a sample of the background image.
EXAMPLE
The Clear button deletes the Filename and Preview of the document background previously selected.

After ing the required gl

Click the Next > button.

The Preparation Details window opens.
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[ A
Adding Preparation Text

Preparation details that appear on the Sales Item Document may be entered in this window.

) Add

Insert Preparation List Details Te

e |

Type the text that you wish to appear under the Preparation List.

EXAMPLE
Click the Next > button.
The Insert Cooking Instructions Text window opens to allow cooking instructions to be entered.
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Adding Cooking Instructions

This window allows text, representing cooking instructions, to be typed in that appears on the Sales Item Document.

<ing Instructions Te

Type the text that you wish to appear under Cooking Instructions.

EXAMPLE

The Insert Presentation Details Text window opens to allow presentation details to be entered.
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Adding Presentation Details

This window allows Presentation Details to be entered.
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Item Documen

1t Presentation Detai

Type the text that you wish to appear under Presentation Details.
EXAMPLE
Click the Next > button.

The Select Sales Item Image window opens where an image file representing the Sales Item may be chosen.
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Adding an Image

An image would usually be added to the Sales Item Document.

Enter the path in the Image Filename field.

The Preview field displays the image chosen.

If the specific path for the desired image is not known, the Browse button may be used to help find the location of the file. In our example below, JPEG image files (indicated by a .JPG file name extension) are shown. The Search Criteria
field may be changed from the default, Picture Files, to All Files from the drop-down list to accommodate other file types.

EXAMPLE

The Clear button deletes the Image Filename and the Preview of the image.
When the required Sales Item image has been selected:

Click the Next > button.

The last window of the Add Sales Item Document wizard, the Finished window opens.
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[
Saving the Document

The last window of the Add Sales Item Document Wizard is the Finished window. It indicates that all the information required has been entered.
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Item Document Wizard

Finished

“You have successhully completed sl the steps raquired to produce a new
Sakes ltem Document,

Press the ‘Finish' bution to save the new details and o retumn to the Digital
Libeary window

To save the New Sales Item Document:
Click the Finish button.

The New Sales Item Document is added to the system. The Add Sales Item Document wizard closes and you are returned to the Digital Library window. The Sales Item document just created is displayed in the window using the formats
you have chosen.

[=]]

ﬂi&ﬁﬁnag

Sesch LM Pl s Edt

Sales ltem: SPECIAL DESSRT 1 B

W ) STARTERS

% ] MAIN COURSES

% 2 SAHDVACHES Item ID: 65002

= 23 DESSERTS

=3 SPECIALS
£ 28 DESSERT SPECIALS

& SPECIAL DESSAT 1
& SPEr DESSAT 2
4 SPECLAL DESSAT 1
4 SPECIAL DESSRAT &
D SPECIALDESSRT §
£ SPECAL DESSRT §

] EEVERASES

5 ) SIDE ORDERS

FUNCTIONS

(00 ADMISSN

' Cloan Masee o

To print a copy of the Sales Item Document:

=

Print

Click the Print button

The Sales Item Document is printed.
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Selecting a New Document Type
Two types of documents can be created within the Digital Library:
Active X Type documents that use the template provided by your Active Business Series software and

HTML Type documents that use an HTML file previously created with other software, such as Microsoft Word.

A HTML type document allows greater freedom of input and creativity, but requires extra software and expertise.
To create a HTML type document:

Access the Digital Library window: How ?

On the Toolbar:

Click the New button.

Select Mew Document Ty,

&

" HTML Document. Browse |
LCancel |

The Select New Document Type window opens. This window allows you to choose the type of document required.

Click on the HTML Document option button.

The window expands to allow the HTML filename (including the . htm extension), to be entered. A Browse button aids in the path location of the file.
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Select Mew Document Type I

" Active X Document.

Erowse |

HTML Filenarne:

Available Sales Iberns:

1002 RUMP STEAK ﬂ
1250 CHENNIN BLA

125k LSPR CHEMMI

1250 LSFR PINOT

1250 LSPR TEMPRA

1250 PINOT GRIGI

1250 SFR CHENNIN

128k SPR PINOT G

1250 SFR TEMPRAN LI

LCancel |

Click on the Browse button.

Open HTML Document ﬂn
Laak ir: Ia Desserts j gl

Chaocolate Pudding.htm
Muffinz.htm
Feach Surprise.htm

File hame: I DOpen I
Files of lype: IHTML Diocuments j Cancel

I Open as 1ead-only

The Open HTML Document window allows folders to be browsed in the search for a . htm file. The window has the same functionality as the Open window in the File menu of Windows. Navigate your way to the directory or directories
where the HTML Document files types are located. When the desired .htm file has been located:

Click on the Open button.

Bl Select New Document Type I

€ Active ¥ Document.

" HTML Documnent. Erowse |

HTHL Filename:
C:HHTML DocumentsiDesserts\Mulfing. him

Available Sales lhems:

SOUTHERM COM SMG ;l
SPAGHETTI BOLOGM

SPECIAL DESSRT 3
SPECIAL DESSRT 4 iy
SPECIAL DESSRT &
SPECIAL DESSRTE
SPECLAL MAINS 1 LI

LCancel |

The selected path for the Document is displayed in the HTML Filename field.

You should select the desired sales item from the Available Sales Items list given.
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Selecting a Sales Item
When creating a new HTML type document, after entering the HTML Filename path, select the Available Sales Item from the list given. You may use the scroll bar to look through the items listed or type the item name and the system
enters the nearest match for the letters as you type.
EXAMPLE
Select the desired item from the list.
The selected item is displayed and highlighted.
Click the OK button.
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Select Mew Document Type I

" Active X Document.

i HTML Docurnent. Browse |

HTML Filenarne:
C:HHTML DocumentsiDesserts\Muffing. him

Available Sales Iberns:

SOUTHERN COM SHG ;l
SPAGHETTI BOLOGH
SPANISH OMELETTE

SPECIAL DESSRAT 2
SPECIAL DESSRT 2
SPECIAL DESSRAT 4
SPECIAL DESSRT S
SPECIAL DESSRTE
SPECIAL MAINS 1 LI

LCancel |

Click the OK button.
When you have finished selecting a Sales Item,

Click the OK button.
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The Select New Document Type window closes and you are returned to the Digital Library window. The HTML type Sales Item document you have just created is displayed on the right side of the window.

A e

Mulins

A

Serting

e L 1 b o s W

To print a copy of the Sales Item document:

Click the Print button on the tool bar.

The Sales Item document is printed.

Using the Directory Tree

Note: The contents of the directory tree shown in the Help System may differ from your system and is to act as an example only.

Searching for a document can be approached from one of three routes:

the Directory Tree (as detailed in this topic) or

the Search button or

the List All button.

The directory tree displays an expandable\collapsible hierarchy of folders that organise items into manageable groups.

Folders prefixed with a (+) contain more information and are available for opening.

Folders prefixed with a (-) are already opened and displaying their sub-folders.
Expand each of the relevant folders in turn until the required Base Sales Item is displayed.
EXAMPLE

The Base Sales Item document is displayed on the right side of the window.
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Using the Search Button

Searching for a document can be approached from one of three routes:
the Search button (as detailed in this topic) or
the Directory Tree or

the List All button.

The Search button allows you to search the system database for a Base Sales Item that meet specifications entered.

Search

Click the Search button.

The Sales Item Search window opens.

Sales ltem Search [ %} I

Field: Search Results:

Operator:

- -

Criteria:

Search |

[k LCancel

Three fields need to be completed to create the search criteria:

® Field - the field name (specific item) to be used in the search.
e Operator - the operation to perform that is how the field name meets the criteria for example, '=' means the field has to match the criteria.

e Criteria - the value or text to search for.

Field

Field contains a drop-down list of available options to specify which search field to use.

Click the down arrow button at the end of Field.

The drop-down list opens. There are two methods available, either Base Sales Item ID (default selection) or Base Sales Iltem Name.
Field:

Baze Sales ltem D J

Baze Sales ltern Name

To select the Base Sales Item Name option:
Press the up arrow key to move the highlight to the Base Sales Item Name option
and press Enter,

-or- click on Base Sales Item Name.

Operator

This part of the search criteria represents the operation to perform and already contains the '=' symbol as default. Other operators may be found by clicking on the down arrow.

If the Base Sales Item ID is chosen as the search field, only the '=" symbol is available.

The number entered in the Criteria field needs to be a perfect match in order for an item to be found.

If the Base Sales Item Name is chosen as the search field, two options are available: = and LIKE.

The Operator, '=', is the default option. The text or number to be entered in the Criteria field has to be a perfect match in order for an item to be found. For text, the search is not case-sensitive, hence it makes no difference if BREAD or
bread is entered. If the operator LIKE is chosen, the search uses the text entered in the Criteria field to find items.

Criteria

The more you narrow the search, the fewer items that appear as the search result.

When the search criteria has been entered, to begin a search:

Click the Search button.

The system database is searched for Base Sales Items using the Field, Operator and Criteria entered.

Results of the search are displayed in the Search Resullts field, with the first item on the list highlighted. A scroll bar is available if the list is long.
Click for an example on the following:

EXAMPLE of Field: Base Sales Item ID, Operator: =

EXAMPLE of Field: Base Sales Iltem Name, Operator: =

EXAMPLE of Field: Base Sales Iltem Name, Operator: LIKE

When the desired item is selected from the Search Results field:

Click the OK button.
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The Sales Item Search window closes and you are returned to the Digital Library window. The Base Sales Item document is displayed.

If a Criteria is entered and does not match any items in the database the following error message opens:.

Sales Item Search B

& Mo Records Found

To close the error message:
Click the OK button.
Try entering other search criteria to look for desired document.

When a search is performed using the Base Sales Item ID as the Field, if alpha characters are used in the Criteria field, the following error message appears.

Sales Item Search

& Sales Item [D Must Be Mumeric

To close the error message:
Click the OK button.

Only enter numbers in the Criteria field.
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4
Using the List All Button
Searching for a document can be approached from one of three routes:
the List All button (as detailed in this topic) or
the Search button or

the Directory Tree.

To select a Base Sales Item using the List All button:

List All

Click the List All button.

The List All Documents window opens:

B List All Documents [ =] I

Select a Sales ltem Document to visw.

1002 RUMP STEAK N
128M SPR CHEMMIN

BAKED HAM 5/

EATTERED MIUSHRMS

EEEF CURRY

EEEF /ITH MUSTRD

CHICKEN & STEAK

HaM OMELETTE

LAMCASHR HOT POT

LEMON CHICKEM

MINCE & DUMPLING

MIXED SALAD 5/0R
MUSHROOM OMELETT
MUSHROOMS SA0RDR j

All Sales Item Documents are listed alphabetically. You may use the scroll bar to look through the documents listed or type the document name and the system enters the nearest match as you type for example, SPECIAL DESSRT 1.
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= List All Documents B I

Select a Sales [tem Document to view.

EEEF /ITH MUSTRD d

CHICKEN & STEAK

Hak OMELETTE

LAMCASHR HOT POT

LEMON CHICKEN

MINCE & DUMPLING

MIXED SalLaD S/0R

MUSHROOM OMELETT

MUSHROOMS S/0RDR

MNACHOS CHEESE

ROAST CHICKEN

SOUP OF THE DAY

SPAGHETTI BOLOGH
L RT1

To display the selected document:

Click the OK button.

The List All Documents window closes and you are returned to the Digital Library window. The Base Sales Item document is displayed.

Editing Documents

Select the Base Sales Item Document that requires amendment(s) by using any of the search methods.

Note: Only Active X type documents that is those created from the template provided using the Active Business Series software may be edited.

=

E dit

Click on the Edit button.

The Edit Sales Item Document window opens.

Select section of document to edit.

Pravisw ™ Pecporafion List Tewt
- |
[l .
—I I™ Cacking Inshucicns Test
|
™ Document Image Preview: g
Image Flename: L -

™ Pegsentaton Detak: Test

L]

’ o
ar I Larcal

The title bar displays the name of the selected document. The window is split into five sections for editing purposes:

Document Background
Document Image
Preparation List Text
Cooking Instructions Text
Presentation Details Text

To select a section for editing, the check box for that section needs to be selected for example to edit the Presentation Details Text:

Click the Presentation Details Text check box. izt [kl e

A tick appears in the check box indicating its selection.

You may amend the text in the Presentation Details Text field as necessary.
EXAMPLE

To update and save the changes made to the document:

Click the OK button.

The following confirmation window opens:

Edit Sales Item Document

@ Save Changes to Document ?
Cancel

To confirm the changes:

Click the OK button.
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The changes to the document are saved.
Printing Documents

To print a copy of the Sales Item Document:

Display the Sales Item Document that requires printing. It may be found by using any of the search methods.

Print

Click the Print button.

The Sales Item Document is printed.
Print Setup

To setup the printer or to change the properties of the printer:
Click File on the menu bar.

The File pull-down menu opens.

Wiew Toolz Help

Hew Sales Item Document

Print Setup
Print

Exit

Click the Print Setup option.

The Print dialog window opens:

P @l

— Printer

Narme: vent HP4000
Status: Feady

Type: HP Lager)et 4000 PCL 5e

‘where:  HPLJ4000_2

Comment: HP Laserlet 4000 Series in Development;

Properties

i~ Piint range Copie:
i Al Murnber of copies: |1 3:
" Pages _from:l'l LD:ISSSB
Iﬁl ™| Glate
£ Selention

Cancel |

Amend print options, if required

Click the OK button.

Deleting Documents

Select the Sales Document that requires deleting by using any of the search methods.

Click on the Delete button.

The following confirmation window opens:

@ Delete Sales ltern Document ?
Cancel

To delete the selected document:

Click the OK button.

The Delete Sales Item Document window closes and you are returned to the Digital Library window.

Should you select the Sales Item to view, on the right panel a No Document Available message occurs.
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Mo Document Available for Selected Sales Itern.

e b e )

Auto Scheduler Overview
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The Auto Scheduler allows you to organise tasks within your business, regardless of whether they are regular events or occur once and gives you a useful reminder when these tasks are due. If the task is to print a group of reports

regularly, they can be set to print automatically, on specified days and times.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Auto Scheduler book in the Contents list.

What would you like to do ?

View the Auto Scheduler window

Create a Reminder Type Task - event that can be scheduled and a message of your choice appears on the screen as a reminder when the task is due
Create a Print Group Type Task - selected Report Group can be scheduled to print automatically at specified times

Add a Note - a note can be created to accompany tasks that have been scheduled
Amend an existing Task

Amend an existing Note

Delete a Task

Delete a Note

Review the History Data
About the Window

Open the Auto Scheduler. How ?
Figure: Example Auto Scheduler Screen

4§ Auto Scheduler [x]

e Hote  Help

& 9 g A B S 2

3
Back  Fonsard  Fiefresh Hame: Hiew Edit Delte  History Help
Tashs Note
=1 Preit Gioups
(3 Fromation: Repcn Date: [T0/02/2009 Tine {778
(1 Reminders
=1 Hygene Audt [Tawel hakler in Gents toiet in Funciion Bar needs (epaiing =]
(¥ 1140220091718
(3 Fipe Clesring

([ Promation Brisling
[ Seaff Masting
[ Stock Take

The window consists of the:

.

® Menu Bar - to provide access to pull-down menus.

® Toolbar - displayed under the menu bar, nine buttons grouped together. This is called the toolbar.

Title Bar - displays the name of the window and the Close button. Clicking this button closes the window that is open.

Directory Tree - shows a visual overview of tasks entered, divided into folders for each type of task (Reminders or Print Groups).

© Torex Retail Holdings Limited 2011. All rights reserved.
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About the Toolbar

Open the Auto Scheduler. How ?

Below the menu bar, there are nine buttons grouped together on the toolbar.

i e -
B:nl: Fu-wtd Refrazh H@;e IQ % Dgh H‘i:b"u'y H?b
The buttons on the toolbar perform the following functions:
Button Function

Back Moves one place back towards home on the Tasks Directory Tree.
Forward Moves one place forward on the Tasks directory tree.
Refresh Updates the summary of tasks with the latest history data.
Home Moves to the first place on the Tasks directory tree.
New Creates a new task or new note.
Edit Allows changes to be made to existing tasks or notes.
Delete Allows deletion of tasks and/or associated notes.
History Allows viewing of task history, that is when task was last run and its result.
Help Opens the Active Business Series Help System.
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About the Directory Tree

Access the Auto Scheduler window. How ?

The Back, Forward and Home buttons on the Toolbar, navigate you through the Tasks directory tree found on the left side of the Auto Scheduler window. The Tasks directory tree shows a visual overview of tasks entered, divided into
folders for each type of task (Reminders or Print Groups).

Initially, no tasks or notes are displayed as they have not be created.

{1 Print Groups
{21 Reminders

Once tasks have been created, the folders can be expanded to show the tasks created.

{_] Print Groups
{_] Reminders

Folders prefixed with a (+) contain more information and are available for opening.

Folders prefixed with a (-) are already opened and displaying their sub-folders.
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4
4
Reminders Type

To create a new task:

Open the Auto Scheduler. How ?

£ Auto Schedules [x]
Ele View Tadi [loc Help
- > 4 (] & 8 9 E
Back Farvard Refiesh Home: Mo Edt Diclete History Hi
Hame: Fr Lazt Ran At
{2 Pert Bioups
2 Reminder:

Ensure that the home title, 'Tasks', is highlighted on the Tasks Directory Tree. If it is not:
Click the Home button.
You are returned to the home position on the Tasks directory tree.

L]

MNew

Click the New button.

A wizard is used when adding new tasks within the Auto Scheduler.
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Task

Please enler 3 beief description of the task and select the type of task you wish ta scheduls.

Description TR
Tipe Femirders -

Enter the reminder you wish to receive.
Femember ﬂ

| I

The Task window is used to enter a new title for the proposed task and to select the type of task to be scheduled.

The Description field is, by default, entitied New Task. If you do not change this description, all of your tasks are called ‘New Task'. It is highly recommended that this title is changed to avoid any confusion.
Enter the title of the new task in the Description field.

Two types of tasks can be created within the Auto Scheduler:
Reminders - events that can be scheduled and a message of your choice appears on the screen as a reminder when the task is due, and,
Print Groups - selected Report Groups can be scheduled to print automatically at specified times.

Reminders is chosen as default. If this is the desired type, the message should be entered in the text box. The text typed here becomes the message displayed as a reminder on the screen at the scheduled time. For example, if a
reminder was scheduled for Friday afternoon with a message regarding the impending Promotions meeting, the following window opens:

% Auto Scheduler

Remember to carry out a meeting re: Promotions this
afternoon.

To move to the text box from the Description field to allow your message to be entered:

Click in the text box

By default the message begins with 'Remember' but this is overwritten when your message is typed in.
Enter the text you wish to see as a reminder.

When the information has been entered correctly, to proceed to the next window:

Click the Next > button.

You progress through subsequent windows relating to the whether the task is to be a single or multiple occurrence, the required date and time (s) of the scheduled reminder, the duration of the task, until the Finished window in
creating a new reminder.
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4
Print Groups Type

To create a new task:

Open the Auto Scheduler. How ?

e > O 4 0O B @ @ | 2

Back Fam Refiesh Home: Mewr Edit Dielete Hiztory Help.
Hame: Fi Last Ran At

{1 Port Gioups

3 Reminders

Ensure that the home title, 'Tasks', is highlighted on the Tasks Directory Tree. If it is not:
Click the Home button.
You are returned to the home position on the Tasks directory tree.

L]

Mew

Click the New button.

A wizard is used when adding new tasks within the Auto Scheduler.
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The Task window is used to enter a new title for the proposed task and to select the type of task to be scheduled.
The Description field is, by default, entitled New Task. If you do not change this description, all of your tasks are called ‘New Task'. It is highly recommended that this title is changed to avoid any confusion.
Enter the title of the new task in the Description field.

Two types of tasks can be created within the Auto Scheduler:
Reminders - events that can be scheduled and a message of your choice appears on the screen as a reminder when the task is due, and,
Print Groups - selected Report Groups can be scheduled to print automatically at specified times.

Reminders is chosen as default. If this is not the desired type, to move to the Type field in order to change the Reminders type to the Print Groups type:

Click the arrow on the Type field.

A drop-down list opens.

lemin:
Print Groups

To select the Print Groups option:
Click on Print Groups.

The window changes and the reminder text box is replaced by a drop-down field. This allows a Report Group to print to be selected from the list given. This list contains the same group of reports as displayed on the tabs in the Reports &
Views window. Only one group may be selected.

To select the required Report Group to print:
Click the down arrow in the Report Group to print field.

Click on the required Report Group.

The drop-down list closes and the name of the selected Report Group is displayed in the Report Group to print field.
To proceed to the next window:

Click the Next > button.

You progress through subsequent windows relating to the whether the task is to be a single or multiple occurrence, the required date and time (s) of the printing, the duration of the task, until the Finished window.
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Single Occurrence

When setting up a new task within the Auto Scheduler, after selecting either the Reminders or Print Groups type task, the next window of the Auto Scheduler wizard is the Number of Occurrences window. This window allows you to
choose whether the task occurs once or several times. There are two option buttons - Single and Multiple Occurrences.
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The single occurrence option is selected as default. To open the next window of the wizard:
Click the Next > button.

The next window is the Schedule window:

This window allows the date and time of the task to take place to be selected. The default date for new tasks is the date on which the task is created. The On Date field allows entry of the date on which the task is to occur or you may use
the Calendar to select a date.

The At Time field allows entry of the time the task is to occur in the 24-hour clock format, that is 3:30 PM should be entered as 15:30.
Click the At Time field and enter the desired time.

If the time is not entered correctly, an error message opens:

Click the OK button and enter the desired time in the correct format.
When you have finished entering the date and time for the task to occur:
Click the Next > button.

The last window of the Auto Scheduler Wizard is the Finished window:

er Wizard

The Finished window indicates that all the steps required to schedule a task have been entered. To save the New Task to the system:
Click the Finish button.

The Auto Scheduler Wizard closes and the new task is added to the system. You are returned to the Auto Scheduler window. The newly created task is displayed on the Tasks directory tree with a read only summary of the schedule
details on the right side of the window.
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Once created, tasks may have notes added, be amended, be deleted or the history data may be reviewed.
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Multiple Occurrences

When setting up a new task within the Auto Scheduler, after selecting either the Reminders or Print Groups type task, the next window of the Auto Scheduler wizard is the Number of Occurrences window. This window allows you to
choose whether the task occurs once or several times. There are two option buttons - Single and Multiple Occurrences.

The Multiple Occurrences option button allows a task to be scheduled to take place on more than one occasion. The date and time(s) have to be specified on subsequent windows of the wizard.

The single occurrence option button is selected as default, so for multiple occurrences:

Click the Multiple Occurrences option button.

£ Auto uler W

Number currenc

To proceed to the next window of the wizard, called Schedule Frequency:

Click the Next > button.

There are three option buttons to specify the frequency of a task taking place. The default freq y for multiple ces of new tasks is Daily. The other option buttons allow for the tasks to be scheduled on a Weekly or Monthly
basis.

To accept the Daily option:
Click the Next > button.
If the Daily option for the task is chosen, the next window of the Auto Scheduler window, the Frequency - Daily window opens.
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Daily Events

If the Daily option for the task is chosen from the Schedule Frequency window, the next window on the wizard opens to the Frequency - Daily window.
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5 Aul Wizard

Frequency - Daily

The Frequency - Daily window is used to enter how often the task is to be scheduled that is, every day, every two days. The default frequency is every day and the maximum entry is every 99 days. If every day is not suitable:
Use the tab key to place the cursor in the field or click in the field.

Type in the number of days.

To proceed to the next window of the wizard called the Timing Frequency window:

Click the Next > button.

The Timing Frequency window allows you to select how often the task is performed on the scheduled day.
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A
Weekly Events

If the Weekly option is chosen from the Schedule Frequency window, the Frequency - Weekly window opens:

£ Au ot Wizard

Frequency - V

The Frequency - Weekly window allows the task to be scheduled on a weekly basis that is, every week, every two weeks and which days of the week the task is performed. The default frequency is every week. To change the default
frequency:

Click in the first field and enter in the required weekly frequency.
A series of check boxes allows which day of the week the task is performed. More than one day may be selected for example, you may schedule a task to occur on Monday and Friday.
At least one check box needs to be checked in order to proceed to the next window. If no check boxes are selected, an error message displays when the Next > button is pressed. To close the error message window:

Click the OK button.

Active Business Series

N

Select one or more days.

When the desired check boxes have been selected, to proceed to the next window of the wizard called the Timing Frequency window:
Click the Next > button.

The Timing Frequency window allows you to select how often the task is performed on the scheduled day.
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[ A
Monthly Events

When the Monthly option for the task is chosen from the Schedule Frequency window the Frequency - Monthly window opens:
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* Aul

Frequency - Monthly

[ 1] [
N | G [

The Frequency window allows you to set how often the task is to be scheduled on a monthly basis that is, every month. This can be either:

A specific date in the month for example, the 31st.

If a specific date is required, the day and frequency can be entered in the relevant fields. If a specified date does not exist, for example, 31st April, then the nearest day is used - the 30th April. EXAMPLE

or the same day in the scheduled month that is the 1st Sunday of every month.

If the same day each month is required, drop-down lists allow the week of the month and day of the week to be selected. EXAMPLE

Enter the task frequency.

When the chosen monthly occurrence have been selected, to proceed to the next window of the wizard called the Timing Frequency window:
Click the Next > button.

The Timing Frequency window allows you to select how often the task is performed on the scheduled day.
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1 s
Time of Task

The Timing Frequency window is used for all tasks with multiple occurrences (Daily, Weekly, Monthly) and allows you to select how often the task is performed on the scheduled day.

£ Aul

1ming Frequene

The task can either occur:

Once at the specified time (see EXAMPLE), or at regular intervals throughout the day. If the task is to occur at regular intervals, a Start and End Time should be entered for the period the task is performed (see EXAMPLE).
Enter the desired time(s).
Click the Next > button.

The Duration window allows the time span for the task to be valid to be entered.
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Duration of Task

The Duration window of the Auto Scheduler wizard opens after ion of the Timing F window.
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Please enter the time span fioe which the task iz walid

StaitDate [o/02/2005 | EH| € Endbate  [Gooccos | |

Help Concel | <Back |  Mews> | Erieh

This window allows the range of dates for which the task is valid to be entered. Calendar buttons are available for selection of Start and End Dates. The default Start Date and End Date for new tasks, is the date on which the task is
created.

The End Date can be:
Specified, for example you may make a task valid for this year only (see EXAMPLE), or Indefinitely, for example set no end date and the task runs until the task is edited or deleted. The default is No End Date (see EXAMPLE).
When you have finished entering the Start Date (and End Date, if applicable) in this window, click the Next > button to proceed to the last window of the Auto Scheduler Wizard, the Finished window.

Click the Next > button
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4
Saving the Task

The Finished window of the Auto Scheduler wizard follows on from the Duration window. It indicates that all the necessary steps to schedule a task have been entered.

‘rou have completed al the steps requined to schedule & task, IF
you want to change ary of the information you have entered then
chck the 'Back' button,

Help Concel | <Back | oo |

To save the new task to the system:
Click the Einish button.

The new task is added to the system. The Auto Scheduler Wizard closes and you are returned to the Auto Scheduler window. The newly created task is displayed on the Tasks directory tree with the schedule details displayed on the
right side of the window.

Eile Task 1 Help
. o r :
L G R = R R 7
Back. Foomand Reliesh Ham= Mew Edt Delete. Hisbory Help
[ Toke Sichedulzd Monihly
= Fiint Groups
(3 Fromotions Aeport Dey iT
=1 FRemindses “
3 Hygiene Audit
{8 Ppe Cleaing ol Evey T Moréhlz)
1 Prosmetion Briefing
L] St Meeting
[ Stock Take
Timg Frequency
Oecurs A [17:00
Duration
statDate: [Ti0272008 EndDate: [
Hygene Audt 03/02/2008 813 AM

Once created, tasks may have notes added, be amended, be deleted or the history data may be reviewed.
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Using the Directory Tree

When several tasks have been created, to display the summary of all tasks, highlight the Tasks folder on the Directory Tree. If necessary, use the Home button on the Toolbar to return to the home position. The tasks are sorted
alphabetically within each folder.

& Auto Sch

Ee Yiew
& Al D0 @ @ | ‘
Back Home: Naw Edt Delate: Hishony Hep

= (L Print Groups #) Promatiorss Report
) Promebons Flapert (] Pipe Clearing Oree 0B/2/2008 7:04:50
£ {0 Reminders Hugierse dusckt Weskly TVI22009 ROBOS
# 1 Hpgene Audi Fromotion Brcing Marihly
2 Ppe Cleanng Staif Mesting Weskly  12/02/2008 (3000
aa Pmmm_aualmg [E] Sback Take Motk 11022009 10:30:-0
' Staff Meeting
2 Siock Take

When the Print Groups or the Reminders folder are highlighted, only those tasks within each respective folder are displayed on the right side of the window. For example, only the Promotions Report is shown in the example below when
the Print Groups folder is selected:

Edi

Tagks
E-8

JPect Geouos)
{1 Pramotiors Report
= 1 Remindars

-] Hygiere Audt
{20 Pipe Clearing
1 Fromation Brising
12 Stall Mesting
{3 Stock Take

To see a read-only summary of the schedule details for a particular task, highlight its folder. For example, Promotions Report.

&5 Auto Scheduler E

Fle View Help

Forwad  Rehech

)

Dredate

History Hel

LastRan At

DA02/2009 15:30:05

[ Prommections Repot
=110 Remindes:
] Hygene Audi
[ Pipe Cleasi
{1 Promation Briefing
[ St Meeting
[0 Stock Take

Amending Tasks
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Changes to the scheduled details for any task and their notes may be made.

Open the Auto Scheduler. How ?
To amend task details, the task you wish to change must be highlighted on the Tasks Directory Tree. Use the navigation buttons on the Toolbar (Forward, Back and Home), to select the task to be edited.

Highlight the chosen task. For example, Hygiene Audit in our example.

1 o ' ®
L | A B R 7
Back  Fowsd  Refiech Hame Hew Edt Delste  History Help
[F Teste Sichedulzd Monihly
=] Frink Groups
(1 Promotions Report Dey [T
= Remindsrs s
3 Hygiene Audit
{21 Pipe Cleaning of Every F Mornh(s)
(1 Prowmtion Biiefing
(1 Stai Mecting
) Stock Take
Timag Frequency
Occusat [T700
Duration
StatDate: [Ti/0272008 EndDas U2
Hygene udt 08/02/2008 | 213 AM

=

E dit

Click the Edit button.
The first window of the Auto Scheduler Task wizard opens. Use the Next > button to proceed through the previously completed steps of the wizard. Amend any window as necessary. When you have finished amending information,

Click the Next > button.
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“r'ou have completed &l the steps requined to schedule & task. IF
you want to change ary of the infomation you have entered then
chick the: 'Back' button.

Help Concel | <Back Her

Continue progressing through the wizard until you reach the Finished window.

Click the Finish button.

Auto Scheduler

& All existing History data will be deleted
Cancel

A warning message occurs detailing that all history (previous events) associated with the task will be deleted. Selecting the OK button saves the changes to the edited task, deletes any history associated with the task and closes the
wizard returning you to the Auto Scheduler window.

The Cancel button closes the warning message window and returns you to the Finished window of the wizard.
Click the OK button.

The tasks summary updates to reflect the changes made.
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Deleting Tasks

Individual scheduled tasks can be deleted.
Open the Auto Scheduler. How ?

To delete a task, the existing task must be highlighted on the Tasks Directory Tree. Use the navigation buttons on the Toolbar (Forward, Back and Home), to select the task to be deleted.

Highlight the task to be deleted. For example, Hygiene Audit in our example.

1 o A 4 ®
A A B = R 7
Back Formand LETE Hams Mew Edt Dielete. Hiskory Help
[ Toks Sichedulzd Monibly
=1 [ Frint Groups
(1 Fromotions Aeport Day [T
=] Reminds: “
3 Hygiene Audit
{21 Pipe Clesnng ofEvery [T Monih(z)
(1 Promtion Briefing
L] Stk Meeting
() Stock Take
Timg Frequency
Occurs At [TF00
Duration
StatDote: [Ti0272008 End Dote: [i7&
Hygene Audt 080272008 [413 AM

Click the Delete button.

A warning message is displayed:

Delete Task %]

Are you sure pou want to delete this task?

Cancel |

To delete the highlighted task or note.

Click the OK button.

If a task is deleted, any associated notes and history data are also deleted. The Tasks directory tree is updated to reflect the deletion of the task or note.
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The history for individual tasks can be displayed. It lists the dates and times when the task was performed and whether the result was successful. That is, if the reminder message was displayed.

Open the Auto Scheduler. How ?

Use the navigation buttons on the Toolbar, (Forward, Back and Home), to select a task on the Tasks Directory Tree. The right side of the window displays the schedule details, as shown in the example below:

To display the task history:

Highlight the task for example Hygiene Audit.

FEde Task 1 Help
. r ¥ v
i P 3 [ | E o @ 7
Back Foomad Reliesh Hams New Edt Deelete. Hiskory Help
Toshs Seheduled Monthy
=[] Prink Groups
(1 Prometions Flepod Dey [T
=] Reminds: Q
—d Hygiene Audit
& Fpe Clesning ofEvery [T Morkhis)
L1 Proanection Briefing
L1 Staff Meeting
] Shock Take
Tivirg Freqency:
Decus At [17:00
Duration
StatDate: [Ti/0272008 LT T —
Hygene udt 08/02/2008 | 213 AM
Click the History button. uletory

History [ %] I

File “iew Histo

Fian At Result

How ? to refresh the History data:

How ? to delete the task's history data:

To update the summary of tasks with the latest history data for the listed tasks:
Click the Refresh button.

The latest history data is displayed for example in our example, Promotions Report has been updated.

&3 Tasks
= (R 2| Pramtians Repail Onee DA02/2009 15:30:05
[ Prommections Repot
=110 Remindes:
] Hygene Audi
[ Pipe Cleasieg
{1 Promation Briefing
[ St Meeting
[0 Stock Take

Adding Notes

Notes can be created to accompany tasks that have been scheduled.

Open the Auto Scheduler. How ?
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Use the navigation buttons on the Toolbar (Forward, Back and Home), to select the desired scheduled task that the note is to be added to. In our example shown below, Hygiene Audit.

¢ 5 3| Q 7 9 @ | 2

1
Back Foomad Reliesh Hams New Edt Deelete. Hiskory Help

[F ek Scheduled Moniy
=[] Prink Groups
(1 Promotions Aeport Day il
521 Remindses i
3 Hygiene Audit
& Fpe Clesning ofEvery [T Morkhis)
(1 Promation Briefing
L] St Meeting
] Shock Take
Tirmirsg Fraguercy

OccusAr 1700

Duration

Shart Diabe: ||1102.‘2W9 End Date: ﬁ.m

Hygene udt 08/02/2008 | 213 AM

To create a note:

B

Mew

Click the New button.

4% Mew Note [ =] I

Date |11fU2/2008 Time: |1 714
I =

=

oK Cancel |

The Date and Time fields are automatically filled with the date and time at which the note is created. The text box underneath allows the note to be entered.

Enter your desired text.

Click the OK button.

The note is saved to the chosen task, and you are returned to the Auto Scheduler window. When a note is highlighted on the Tasks directory tree, the area on the right side of the window displays a read-only version of the note made, as
shown in the example below.

Eie btz Help
& = 5] fa B R ] 7
Back Forward Fehesh Hame: New Edit Delete Help.
BT Hole
=13 Friet Groupe
(3 Fromotion: Repor Date: [T1/02/2008 Time {773
(1 Remnders
= (1 Hygene Audt Tawel haker in Gents tolel in Funchon Bar needs epaiing =
(¥ 10220091719
(1 Fipe Cleaning
(3 Fromotion Brieiing
(3 Shaff Meetng
(3 Stock Take
=l

Once created, the notes may be amended or deleted.
Amending Notes

Notes, accompanying scheduled tasks, may be amended.

Open the Auto Scheduler. How ?
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Before you can edit a note, it must be highlighted on the Tasks Directory Tree. Use the navigation buttons on the Toolbar (Forward, Back and Home), to select the note to be edited.

Highlight the chosen note. For example, Hygiene Audit note in our example.
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Fie Hote Help
e o5 9 fat ] 9 ?
Back Forward  Flehiesh Hame Hew Edt Dielete Help
BT Hole
=1 Priedt Groupe
[ Promations Report Date: | 11/02/2009 Time {719
(1 Remirders
= (1 Hygene Audt Tawel haker in Gents tolel in Funchon Bar needs epaiing =
(¥ 10220091719
{1 Pip= Cleaning
{3 Promotion Brisfing
(3 Seaff Meeting
(2 Stock Take
L

=

E dit

Click the Edit button

|
Date |11HD2£2UDB Time |1? 19

T owel holder in Gents tailst in Function Bar needs repairing. ;I

[ -]

ok Cancel |

Only the text may be modified; the date and time cannot be changed.
Amend the text as necessary.

To update and save the changes made to the note:

Click the OK button.

The changes to the note are now saved.
Deleting Notes

Notes, accompanying scheduled tasks, can be deleted.

Open the Auto Scheduler. How ?
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To delete a note, the existing note must be highlighted on the Tasks Directory Tree. Use the navigation buttons on the Toolbar (Forward, Back and Home), to select the note to be deleted.

Highlight the note to be deleted. For example, Hygiene Audit note in our example.

Ele Hote  Help
& 2 (g G ] 3 Q9 @ 7
Back  Foowad  Flehesh Home Hlew Edi Delete History Helo
= Tame Hole
=1 {1 Prrd Giroups
(2 Prometions Riepart Date: [11/02/2009 Tine {778
[ Reminders
= (L1 Hygiene Audit [Towel hakder in Gentz toill in Funchion Bar heeds tepaiing = |
(¥ 1140220081719
0 Pipe Cleaning
(0 Premetion Belig
(2 Staif Meeting
(3 Stock Take
=]

Click the Delete button.

A warning message is displayed:

Delete Note

Are pou sure you want to delete thiz nate?

Cancell

To delete the highlighted note.

Click the OK button.

The Tasks directory tree is updated to reflect the deletion of the note.
4

Exception Auditor
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The Exception Auditor allows messages raised by the system to be viewed, for example, when there are pending system updates to be applied or when error reports need printing.

When you log on, the system checks to see if there are any new messages that have been assigned to you. If there are messages, a flashing icon is placed in the Status Console at the bottom of the Active Business Series window.

w @Hmudl:ax Q21072008 % Hew Mezsage|s] Received 1 WO FIMANCLEL DATA

ﬁ User BEH %mmm::sl nPiogies 1 e Cash Insurance Liit Reached

Action What to do

Double-click on the New Message(s) Received icon -or- click the Exception Auditor button.
To open the Exception Auditor window:
All new messages are displayed.

To view all archived (previously accepted messages): Click the Archive button.
 To view all (both new and archived) messages: Click the All button.
To return to the new message view: Click the New button.

Click the Accept button.
To acknowledge that the new message has been read and archive it:
This message is no longer displayed within the New view window but has been moved to the Archive view.

To exit the Exception Auditor window: Click the Close button.

EXAMPLE
© Torex Retail Holdings Limited 2011. All rights reserved.

Performance Indicators Overview

The Performance Indicators option is a real time graphical reporting tool. It allows previously configured Key Performance Indicators ( KPIs ) to be viewed graphically in different formats. KPIs are a measure of key factors, such as Sales
per Server or Transactions per Hour, which affect an outlet's profitability.

To view Help on a particular topic, either select the topic from below or select the relevant chapter from the Performance Indicators book in the Contents list.

What would you like to do ?

} View the Performance i window

¥ Learn about the Toolbar

¥ Select an indicator/view

¥ Change presentation style
¥ View multiple indicators

¥ Change the refresh interval

© Torex Retail Holdings Limited 2011. All rights reserved.

About the Window

This topic explains the layout of the Performance Indicator window.

Access the Performance Indicator window. How ?

Peformance Indicator] [_ O]

A” Performance Indicato
File Edit “iew Siyle Help

AR

5] 2

a
Eack Faornward Refiech Home: Delete Help
Sales Per Server

B00 B00

M Toroet
400 400 [ HOMER
200 zo0 [ MICKB

SARAH
a o]
Sales Per Server 06/04/2003 ‘ 10:30 -

The window consists of the:
o Title Bar - displays the name of the window and three buttons.
® Menu Bar - to provide access to pull-down menus.

® Toolbar - displayed under the menu bar, six buttons grouped together. This is called the toolbar.
® Main Screen - used for viewing the graphical indicators.

o Status Area - displays the current view of the window.

© Torex Retail Holdings Limited 2011. All rights reserved.

About the Toolbar
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Access the Performance Indicator window. How ?

Below the menu bar, there are six buttons grouped together on the toolbar:

& 2 () D

Back Forward Fefiesh Home Delete Help

Note: The Toolbar may be hidden from view. To show the toolbar, (if hidden), select the Toolbar option from the View pull-down menu and select the first option, namely the Tool bar.

Stle Help

The buttons on the toolbar perform the following functions:

Button Function
Back Moves one place back through the available charts.
Forward Moves one place forward through the available charts.
Refresh Updates the current chart with the latest data.
Home Moves to the first chart.
Delete Allows removal of a selected chart.
Help Provides access to the Help system.
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4
4
Selecting a View

Access the Performance Indicator window. How ?

erformance Ini

icator - [Peformance Indicator] |_ (O] x| I
Ele Edit “iew Stle Help

& =

2

(=]
Back Fanward Refresh Home Delete Help
Sales Per Server
EO0 B00
M Taroet
400 400 | HOMER
200 200 I NICKB
SARAH
o] — o]
|Sales Per Server | [og/oaszoma | 1oa0

The main part of the window shows the data presented in a chart format. Our example above represents the Sales per Server data. Other performance indicators are available. To view other charts available:
Click on View from the Menu bar.

E

 Tool bar
 Slatus

 Sales Per Server
Take Per Server
Sales Per Hour
Transactions Per server
Sales By Category
Profit b argin By Categamy
Sales per Terminal
Transactions Per Hour
Transactions per Minute
Total KV Sales by Trading Hour

A list of available charts are presented. A tick denotes the view has been selected
Clear any charts not required.

Select desired charts(s).

The chosen chart(s) are displayed. The style of the chart may be changed. More information can be found in the Changing Presentations topic. —l Click here to jump to this topic.

EXAMPLES of different charts available.
© Torex Retail Holdings Limited 2011. All rights reserved.
Changing Presentations

Access the Performance Indicator window. How ?
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rformance Indicator - [Peformance Indicator] |_ (O] x| I
Ele Edit “iew Stle Help

& =

(6] 2

0
Back Fanward Refresh Home Delete Help
Sales Per Server
EO0 B00
M Taroet
400 400 HOMER
200 200 I NICKB
SARAH
o] — o]
Sales Per Server [0E/04,/2009 | 10:30 y

The Performance Indicator data may be presented in different styles of charts such as pie-charts, bar charts and line graphs. Both two and three-dimensional graphs are available.
Charts are colour-coded and a legend is available to decipher the colour-coding.
To show or hide the legend:

Click on Style from the Menu bar.

v Dataln Bows
v Legend

Optians
3DBar

v 2DBar
3DLine
2DLine
3DArea
2DArea
305tep
3DCombo
2D Combo
2DPie
20y

A tick beside the Legend option denotes it has been selected. To change the status:
Click on the Legend option.
To change the style of the view selected:
Click on Style from the Menu bar.
A list of available styles are presented. A tick denotes that the style has been selected.
Select desired style.
The selected performance indicator is displayed in the chosen format.
EXAMPLES of each style available.
I
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4

Viewing Multiple Indicators

Access the Performance Indicator window. How ?

rformance Indicator - [Peformance Indicator] |_ (O] x| I
Fle Edit Yiew Swle Help

&

| @ 2

(=]
Back Fanward Refrzsh Home Delete Help
Sales Per Server
EO0 B00
M Taroet
400 400 HOMER
200 200 I NICKB
SARAH
o] — o]
Sales Per Server [0E/04,/2009 | 10:30 y

Our example above represents the Sales per Server data. Several performance indicators can be viewed on the window at once.
To view other performance indicators available:

Click on View from the Menu bar.
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Em

 Tool bar
 Slatus

 Sales Per Server
Take Per Server
Sales Per Hour
Transactions Per server
Sales By Category
Profit b argin By Categamy
Sales per Terminal
Transactions Per Hour
Transactions per Minute
Total KV Sales by Trading Hour

A list of available charts are presented. A tick denotes the view has been selected.

Select desired charts(s), for example Total KVI Sales by Trading Hour

The chosen charts (in our example, Total KVI Sales by Trading Hour and Sales Per Server), are displayed:

rformance Indicator - [Peformance Indicator] |_ (O] x| I
Fle Edit Wiew Stz Help

& = o)

o
Back Forvard Refresh Haome Delete Help

Tatal K1 Sales by Tracing Hour Sales Per Server

M Taroet

HOMER
W NicKE
1 = SARAH
| Total k31 Sales by Trading Hour | |ogesrmns | 12,

The style of the chart may be changed. More information can be found in the Changing Presentations topic. -l Click here to jump to this topic.

4
4
Changing the Refresh Interval

Access the Performance Indicator window. How ?

The performance indicator charts are updated at regular intervals. The interval rate can be changed.

Click File from the Menu bar.

Select Options then the Interval option.

’ Performance Indicator
“iew Stle Help

Demo Mode
Exit Interval

Enter the interval rate.

Refresh Interval in Seconds

How mary seconds should we wait between refreshes?

Cancel |

Click the OK button.
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