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2 Getting Started

2.1 Logging On

Log on allows access to the back office.

Action What to do
To log on: Double-click the Active Business Series icon.

Example: Log On Screen

&‘“f\clive Business Series Logon - Yersion 3.07 - XN CHECKOUT

Fleaze enter your Logon Mame and Pazsword

Logon Mame: I
Password: I

DUSINESS
I~ Training Mode Serles

Copyright @ 2005 XM Corporation Lid.
ok | e | Hep |

Action What to do

To log on: 1. Type your Logon Name.

2. Press the tab key, or click in the Password field or press Alt+P.

3. Type your Password. Your password appears as a row of asterisks.
4. Click the OK button.

2.2 Active Business Series Window
The Active Business Series window opens after a successful Logon.
Example: Active Business Series window

Active Business Series

& Wleonwe (o K™ detive Business Series

Tyeupric ®3.L l? Help

3 !n. Suppart

{;.cumum:un
' vama

Hzw lo comtact K zuzgart?

Heow to arder Consumable:?

=
B

- |
This window is divided into distinct areas providing different functionalities:

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

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

e Internet Tool Bar - where configured, allows the Internet to be browsed.
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e  Status Console - contains status icons when certain conditions exist.

3 Staff Maintenance

3.1 Selecting Users

Staff
b aintenance

At the XN Active Business Series window, click the Staff Maintenance button.
Example: Staff Maintenance window

¥ Staff Maintenance B

First Mame | Sumame | Logan Name = |
iule flerming JULIE Hew... |
rebbaca gibbs REBBACG

gunston TRALYS Updste.. |
julie hamilton JULIEH .
martin hepton MARTIM Temiinate... |
zarah |orgenzen SaRAH
julie mileham JULEM | I E— |
laura mileham LalIRa
Paul mileham PaLL wh's Logged an... |
carol miller CaROL
sheila moady SHEILAM Close |
[EnEGE mullen JEISI0
siMmion riewtar SiMOM Help |
iz rewtar LOUISEN LI

Click the required users name. The selected line appears highlighted.

You may then Update, Terminate or Change Password for that member.

3.2 Adding New Members

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.

3.3 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 personal details:

Example: Personnel Details window
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#F Hew Emplopee Wizard

Personnel Details

This Wizard will add a new member of stalf. Follow the prompts and mput the relevant detais when requested.

Enter the employes’s detals uzing upper case latters whene appropriate. The Forename and Surname fislds
st mot be blank. & default Logon Mame wall be provided.

Forename]s): |Barbi
Suname: |Evans
Logan MNarme: |BARBIE

Help | Cancel | po [ nets Ewe

Action What to do

To enter personal details: |1. Enter the employee's Forename(s).

2. Click in the Surname field or press the Tab key and enter the employ-
ee's Surname.

3. Click in the Logon Name field or press the Tab key.

A system generated logon name automatically appears.

4. If required, edit the generated Logon Name or enter one of your own.
5. Click the Next > button.

3.4 Adding Job Details
Example: Job Details window

¥ Hew Employee Wizard

Job Details

Select aJob Tithe from the list provided. If you are asked for & NI Mumber you can ether enter the emplopes's
MI Mumber or press Mest to alocate a emporang Ml Hurber, Mo fields can be blank,

Job Till: e

M1 Mumber: |

Help | Carcel < Back Mest » e

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

Action What to do

To enter job details: 1. Select the Job Title from the drop-down list.
2. Enter the NI number if required.
3. Click the Next > button.

National Insurance Numbers may be configured in one of three ways:
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Optional - You may leave the NI Number field blank and advance to the next window, or enter
other information of your choice for example 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.

The next window of the wizard to open depends upon the Job Title selected.
o If the new employee is a Point of Sale user, the Point of Sale Details window opens.

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

3.5 Entering POS Details

Example: Point Of Sale Details window

4F Hew Employes Wizard

Point Of Sale De

& Pomt OF Sale Mumber has been austomaticaly generated but youw can change this f you wizh. Mo helds can be
blank.

Pleaszs enter the Point OF 5 ales password bvace [Must be 4 digits]

Puirt OF Sale Number: (=
Passwerd |
Corifitm Password: |
Help Cancel ] < Back Mest > R

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

Action What to do

To enter POS details: 1. If required, edit the generated Point of Sale Number.

2. Enter a 4-digit password.

3. Click in the Confirm Password field or press the Tab key and enter the
same 4-digit password.

4. Click the Next > button.

For back office users, 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.

3.6 Entering BOS Details
The Back Office System Details window allows the Back Office system password to be entered.
Example: Back Office System Details window
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F Hew Employee Wizard

Back Office System Details

Action What to do

To enter BOS details: 1. Enter a 4-10 character password.

2. Click in the Confirm Password field or press the Tab key and enter the
same password.

3. Click the Next > button.

You progress to the last window of the wizard, the Finished window.

3.7 Saving Details
The Finished window is the last window of the New Employee Wizard.
Example: Finished window

F Hew Employee Wizard

Finished

LY
""I.‘ ;‘

.
"l'.* % Ei

b

b % 1

Action What to do
To save all details: 1. Click the Finish button.
Page: 10 © Torex Retail Holdings Limited 2008. All rights reserved.



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

3.8 Updating Staff Details

Action What to do

To update details: 1. Click the name of the person on the list of personnel on the Staff
Maintenance window whose details you wish to update.

2. Click the Update... button or double-click on any populated cell for that
person.

3.9 Changing Personnel Details

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
are displayed automatically in these fields. They may be updated by selecting the field and typing in
the new details.
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Example: Update Personnel window

J4E Update Personnel E

Personnel Details | Point of Sale Detals | Back Office Details

Fleaze amend the employes's detailz in the fizlds provided below:

Forenames: |Barbi

Surname: |Evans

Logaon M armne: |EAF| BIE

Language IEninsh j
HI Number: |TH103008]

User Type ¢ Staff member

¥ Pairt af Sales zer
¥ Back Office User

¢ Mon staff member [Back Office only)

Help | QK I Cahcel

Action What to do

To update personal details: |1. Amend fields as required.
2. Click the OK button.

Note: If access is granted to the Back Office or Point of Sale systems, you must then select the rele-
vant tabs and insert the information required, for example Passwords.

3.10 Changing POS Details

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

Example: Update Personnel window

J¥ Update Personnel E3

Perzonnel Detailz T Point of Sale Details: T Back Office Detailz

Pleaze amend the emplayee's details in the fields provided below;

Paint af 5 ale Number 021

Authority Level ISupervisol 'I

[+ Puoirt of Sale Password

Pleaze enter the Point of Sales pazzward bwice [Must be 4 digits)

Pazswaord I
LCanfirmn I

Help | QK. I Cancel
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Action What to do

To update POS details: 1. Amend fields as required.
2. Click the OK button.
3. Click the Yes button.

Note: 1. You may only upgrade another user to the same authority level as yourself or lower.
Note: 2. The passwords entered in the Password and Confirm fields must be the same.

3.11 Changing BOS Details

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

Example: Update Personnel window

#% Update Personnel E3

Personnel Details T Point of Sale Detals | Back Office Details

Pleaze amend the employes's details in the figlds provided below;

Uszer Group f ant b anager

™ Maintain Dwn Group

Pleaze enter the pazsword twice [Minimurn of 4 characters)

Pasaword |

Confirm |

Pazsword expiry

* Use password egpiny Paszwards expiny period |3EI

Grace loginz |5

" Don't use pazsword exping

Help | (] I Cancel |

Action What to do

To update BOS details: 1. Amend fields as required.
2. Click the OK button.
3. Click the Yes button.

3.12 Changing Passwords

To change your own Back Office password or change the Back Office password of a current em-
ployee.

Action What to do

To change passwords: 1. Click the name of the person on the list of personnel on the Staff
Maintenance window whose password you wish to update.

2. Click the Change Password... button.

3. Type the new password in the New Password field.

Press the tab key, or click the Confirm New Password field and type the
new password again in the Confirm New Password field.

4. Click the OK button.

5. Click the OK button.
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Example: Change Password window

J% Change Paszword

Fleaze enter the new pazsword for tracy gunzton

[Mirirnurm of 4 characters]

Mew Pazzword I

Confirm Mew Pazzword I

Help | k. Cancel

3.13 Terminating Users

Action What to do

To terminate a staff mem- |1. Click the name of the person on the list of personnel on the Staff
ber (such as Manager, As- [Maintenance window who you wish to terminate.

sistant Manager): 2. Click the Terminate... button.

3. Click the required reason from the drop-down list.

4. Click the OK button.

5. Click the Yes button.

To terminate a non-staff 1. Click the name of the person on the list of personnel on the Staff
member (such as Manager, |Maintenance window who you wish to terminate.

Assistant Manager): 2. Click the Terminate... button.

3. Click the OK button.

4. Click the Yes button.
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4 E-POS Control

4.1 Overview

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 status of all cash drawers and
money belt servers for your whole outlet.

At the XN Active Business Series window, click the EPOS Control icon.

EPOS Contral
The window layout changes according to whether the system is:

e Waiting to Start Session
e In Session

e Waiting to End Session

4.2 Setting Trading Modes
Example: Epos Control window — Trading Modes

Default Trading Mode
[sTaNDARD =l

Set All Mades |

Terminal |Status |Trading kode |
FUMCTIOM BAR TERM 4 % STAMDARD
FUMCTIOM BAR TERM 5 @ STAMDARD

The trading mode can be set the same for all terminals at once or set differently on individual termi-
nals.

Action 'What to do

To set the default trad- |1. Click the Set All Modes button.
ing mode for all termi-
nals:

The trading modes for all the terminals are set to the one selected in the De-
fault Trading Mode field. To change the default trading mode see below.

To change the default (1. Click the arrow button on the Default Trading Mode field.

trading mode: /A drop-down list of available trading modes opens:

Default Trading Mode——
[sTAMDARD M
CETANDARD

HaPPY HOUR
2. Click the required trading mode.

To set a different trad-  [1. Click the Trading Mode cell for the required terminal.
ing mode for a single

rerminal: Each trading mode cell contains a drop-down list of available trading modes.

2. Click on the arrow.
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Trading Mode

STANDARD PRICES j

STAMDARD PRICES

3.Click the required trading mode.

'The trading mode only applies to this selected terminal.

Note: If a terminal has more than one cash drawer or money belt server, they must all have the same
trading mode. In addition, terminals within an area must have the same trading mode for start ses-
sion.

4.3 Setting Floats

Example: Epos Control window — Floats

Default Trading Mode Default Float

|STANDARD =l
SetdllModes | SetAllFioats
Terminal | Status | Trading Mode | Float/Declaration
FUMCTIOM BAR TERM 4 @ STAMDARD £0.00
FUMCTIOM BAR TERM 5 @ STAMDARD £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 either set the same for all terminals at once or set differently on
individual terminals.

Action \What to do
To set a default float for all 1. Click the Default Float field.
terminals:

2. Type in the new float amount.

Enter numbers only, for example if you type 50, the system sets
the float as £50.00.

3. Click the Set All Floats button.

To set a float for a single terminal: 1. Click the Float/Declaration cell for the required ter-

Float/Declaration

£0.00

minal.

The float amount is highlighted and moved to the right of the
cell.
2. Type the required float amount.

Enter numbers only. For example, if a float of 20 pounds is
required, type in 20.

3. Press Enter or select another cell.

If you press Enter, the highlight moves to the next cell down the
column.

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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4.4 Opening a Terminal

@ Terminals that are 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: 1. Click the terminal icon in the Status column for the required
terminal.

To open all terminals in an area: 1. Click the required area in the Area column.

4.5 Starting Session

Action \What to do
'To start a session: 1. Click the Start Session button.

A confirmation window opens, detailing the trading date
and session number (if applicable).

2. Click the OK button.

A message window opens asking you to wait whilst any
updates are performed.

3. Click the OK button when the Start Session process has
finished.

4.6 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.

Action \What to do
To start a terminal in session: 1. Click the required terminal shown in the Status column.

The Start Terminal window opens.

2% Start Terminal

L > ¢

Start LOUMGE TERM 2in LOUMNGE BAR ¥

Float: Im

Trading Mode: |smNDAHD |

Start Terminal I Cancel |

To change the Float amount: 1. Type in new amount.

'To change the Trading Mode: 1. Click the down arrow at the end of the Trading Mode field.

2. Select new trading mode from the list provided.

To start the terminal: 1. Click the Start Terminal button.

4.7 Stopping 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 with-
out stopping the terminal.
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Example: Epos Control window — In session

= EPOS Control

Aras T eserial [ Ststus St | Drswer o/ Morey Bek | FlostDeclsation 4

FUMCTION B4R TERM 4 | Cash Deavees 1] Eg

NICK BROWNIDY gD

FUNCTION BAR FUNCTION BAR TERM 5 ‘ 1 @ £50.00
SARAH COOK (002 @

FUMETION BAE TERM E o 1 Eanch Dussssa (1] =] =

LOUNGE B&R LOUNGE  TERM 2 ’ 1 Cash Duawes 1] @ S
Chek the leiming izon bo apen o close a beeminal Click the cach icon bo declare the 1akings.
Hep I™ Shewe Minie |Select Serves T / Fiom Traning. =] 1T : Sap 4 Tamminals | Claze
Action \What to do
To stop all the terminals at once: 1. Click the Stop All Terminals button.
2. Click the Yes button.
To stop an individual terminal: 1. Click the terminal icon in the status column of the chosen
terminal.

'The Stop Terminal window opens:

i Stop Terminal

Stop LOUMGE TERM 2 in LOUNGE BAR 7

Cancel |

'The selected terminal area and number are displayed. To stop the
selected terminal:

2. Click the Stop Terminal button.

4.8 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.

The Terminal Declaration window may be opened in several ways according to the configuration of
the system.

Action \What to do

From a stopped terminal (dark  [1. Click the coins icon for the required terminal.
green screen):

From an open terminal (light 1. Double-click the terminal icon for the required terminal.
green screen):
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% Stop Terminal

Stop LOUMGE TERM 2 in LOUMNGE BAR 7

Cancel |

'To stop and declare the selected terminal:
2. Click the Stop Terminal button.

To declare an open terminal, if |1. Double-click the cash drawer icon for the required terminal.

configuration allows: —
%+ Terminal Control - Terminal Status

FUMCTIOM BAR TERM & SARAH COOK Shift 1 iz still open.
['o you wank to;

" Declare the takings

" Stop the terminal and declare the takings

(] I Cancel

2. Select the Declare the takings or Stop the terminal and declare the
takings option button.

3. Click the OK button.

To stop and declare an open 1. Double-click the cash drawer icon for the required terminal.
terminal, if configuration does
not allow declarations to be

made on open terminals: ¥ Terminal Control - Terminal Status

& LOUMGE TERM 2 Cagh drawer Shift 1 iz ztill open.

Do you want ko

" Stop the teminal and declare the takings

(] I Cancel

2. Select the Stop the terminal and declare the takings option button.
3. Click the OK button.

The Terminal Declaration window opens to allow the takings to be declared.

4.9 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 only one Final Declaration tab that is
displayed as default upon entering the window.
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Example: Terminal Declaration window — Final Declaration

T eamanall [ eclastion

LOUNGE
Cunency | Tolal Lift| Derclaration] TERM 2
Mormal Curency [ il 000 Trading Aask
LOUNGE BAR
Shit
1
Cash deimwer:
[ach Tk CashVasi Cash Drawer
Cash Total oo )| [T | Droriarslion
Payment Method Tatal Lit| Declaration) Takings|
AHEW oo ool 000
CHEQUE om 000 [T
MAGTERCARD m 000 0o
ROOM TRANSFER 0w nod 00

SlTCH oo 000 00
TESCO CCVOUCHER 0o oo 0 o

| [T
GA [TiE} unu| 00 oo
4 | 3

o= |

Grarsd Total In GB Pownds GEF 000 GEF 000 HEF L Ca |
Addvanced Euil Total GEF 000 EEF I

Help: |

Hoted Room [ elstors GEP 000 GBP 0

Comtole AL Debiors :

The Final Declarations tab may be split into four further sections:

e 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 Total amount.

Example: Terminal Declaration — Cash declaration by denomination

Final Declaration | Litt 2 if Lit1 1
Danomination Total Lift Declaration | =
1 Parce 000 000
2 Pence 0og 0 ooj
5 Pence 000 000|
10 Pence 000 0oo|
20 Pence oo ono
50 Pence 000 000
1 Cons o0 000|
£2 Cong ]3] 0oo|
Em um 0 a0 E&Sh'*'l’lﬂs Cazh Valiancs
E10 Moles L) oo
£20 Motes 000 ooo=]
Cazh Tolal [ mel EIEIEIIM Erazn

The Denomination column lists each denomination name for each currency.

e Other Payment Method Declaration - shows amounts lifted and where configured,
allows declaration for other payment methods to be entered.

e Grand Total - shows the cumulative totals of the cash and other payment methods.
e Advanced Deposits Total

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.

Action \What to do

To declare a terminal: 1. Enter the cash takings either by total amount or by denomina-
tion in the Declaration column.

2. Select each payment method in turn and declare in the Declara-
tions column the relevant amounts taken.
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3. Click the OK button.

If the variance between the takings expected and the takings de-
clared is greater than £4.99, you are given the choice of accepting
the variance or changing the declaration. If changed, a reason
must be selected.

The Terminal Declaration window closes and the Float/Declaration column for the declared till
displays a money bag icon with the amount declared next to it:

Example: Epos Control window — Declared terminal

LOUNGE BAR LOUNGE TERM 2 ‘ 1 Cash Drawer é £083 £S5

4.10 Ending Session

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.

Example: Epos Control window — End session

L4 EPOS Control
Area T eminal [State [shit | Drawer / Morey Bek | Float/Declustion =]
FUMETION BAF TERM 4 1 Cash Deavees [1] 8a
WICK, BRI [004) df) E50 00
FUNCTION BAR FUNCTION BAR TERM 5 ‘ ! (5 EoR35

SARAH CODK D02

FUMETION BAB TERM E 0 1| Canch Dusssa 1] Eg =

LOUNGE BAR LOUNGE  TERM 2 1 Cash Duawer (1] é REL S

Chick. the leiminal lcon bo apen o close a beeminal Chck the cach fcon bo declare the 1akings.

Help I~ Show Miniz |Se{-3u:|391~.9'TJ.-'Fln:mTrgr--'u; d r q, Erd Sesmon I Clage 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.

Action \What to do

To carry out an End Session: 1. Click the End Session button.
The End Session window opens asking you to confirm the End
Session:
End Sesszion

@ Are pou sure you want bo end session at this ime 7

i Ha | Cancel |

2. Click the Yes button.

\Whilst ending session, a print notification window may open to
confirm that the End Session reports have printed.

3.Click the OK button.
The system is now Out of Session and ready for a new Start Session.
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5 Reports And Views

5.1 Selecting Reports
At the XN Active Business Series window, click the Reports & Views button.

Beports & Yiews

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:  |1. Click the required report.

To select several reports: 1. Click the first report required.
2. Select the 2nd and subsequent reports by pressing the Ctrl key as
you click.

To select all reports: 1. Click the Select All button.

5.2 Saving Reports

Reports may be saved for future printing. However, before you can save, the required report must be
selected. You can only save one report at a time. If you select more than one report, the Save button
is disabled.

Example: Reports & Views window

= Reports & Views

Purchasing & Stock .
Cortd l @mm mEPDS Cortol Lroupings.
[ ? ) ]
Esu Qﬁmﬁnﬁ: T ﬁﬁum T akings $
Cushomise
Fieparls | Dtz Date | Lat Sarved ]
m Time Slal Servar Sales Yastarday Mo Saved ik | Qson:.
[ —
Time Slot Server S ales by fres Yeshmiday Ha Sawed Filss —
Premen .
m Houng \wiotked by Serse ‘asharday Ho Savad Files Repn
m Hiouns Warked by Dap Yasheiday Hao Saved Files Save
Ho Sawad Files
Sabact Al
Mo Saved Filss =
‘aaiday i Saad Files Clags I
" el Al € o= gmedl Eilms d Hm |

Action What to do

To save a report (for example |1. Click the required tab to display the report group (in this example,
Server Details): Server).

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

2. Click the Server Details report (the report is highlighted).
3. Click the Save button.
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When the report has saved, you may print the report.

Click - Yes to print. If you select No the report is available via the Reprint button for
printing later.

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.

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.

5.3 Preview Reports

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

Action What to do

To preview a report (for ex-  |1. Click the required tab to display the report group (in this example,
ample Server Details): Server).

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

2. Click the report you wish to preview.

3. Click the Preview... button.

The report is generated and the Print Preview window opens:
Example: Print Preview window

IR C e
oty ACTIVE BUSINESS SERIES REPORTING
x7
Sarvar [emails Bepor
FOE Upar Selected
FOb Sriar Formsamay farramy M $04 fon R Dw ot Sy _I
- — ey
m = 2 E=ma
I e P ot
The report is displayed, as it would look if it were printed.
The Print Preview toolbar contains eight options:
Example: Print Preview toolbar
=c Active Business Senes
W m] ] oo =] R %”
See overleaf for an explanation of the icons.
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Button Function

m Moves to the first page of a multi-page report.
| 4 | Moves back one page of a multi-page report.
E The Go To button allows you to choose which particular page you want to go to. When you

click this button, the Go to Page window opens:

Type in the page number you want to view or use the spin buttons to increase or decrease the
number already selected.
Click the OK button.

Moves to the next page of a multi-page report.

Moves to the last page of a multi-page report.

-
| |
I__|1 oz v The Zoom button to view the document page in different sizes. If you click the arrow button
= at the end of the zoom field, a drop-down menu of percentage sizes opens:

o0

10%
Zoom

To select an option:

Click the required option or use the arrow keys to move the highlight up or down and press

Enter.

EI Exits the Print Preview window.

@l The Print button. The report is sent to the default printer and the Print Preview window
closes.

5.4 Printing Reports

Both standard and saved customised reports may be printed. However, before you can print the
required reports you must select 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

To print individual reports: 1. Click the repott you wish to ptint.
2. Click the Print... button.

To print several reports: 1. Click the first report required.

2. Select the 2nd and subsequent reports by pressing the Ctrl key as you
click.

3. Click the Print... button.

To print all reports: 1. Click the Select All button.
2. Click the Print... button.

The Print window opens to allow the printer properties to be modified, selected pages to be printed
or multiple copies to be selected.
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When ready to print the selected reports:
Click the OK button.

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 sys-
tem.

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

5.5 Reprinting Reports

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 differ-
ent printer.

Action What to do
To reprint a report: 1. Click the Reprint... button.

Example: Reprint Reports window

S |

Reports | Date & Time |A
S erver D etails | 17A12/2008 3:31:42 .
End Sezzion T akings 141242005 5:44:40 .
End Seszzion Server Summarny 141242005 5:43:39
Stock Result Summary 071242005 11:15:4...

Stock Result Summary

Stock Result

Stock Varance

Stock Count

End Sezsion Takings

End Seszzion Server Summarny
End Sezzion T akings

End Seszzion Server Summarny
End Sezzion T akings

End Seszsion Server Summary

0712200511145 =
07/12/2005 11:14:0...
07A12/2005 11:13:0...
07A12/200511:12:0...
25/11/2005 3:48:31 ..
25/11/2005 34739 ..
25/11/20053:40:30 ...
25/11/20053:39:28 ..
23/11/20055:41:06 ...

23/11/2005 5:40:04 ... ;I

Lk Wialnlnl ==V

Cloze |

| R [ PRI, p -,

Print |

Action \What to do

To print individual reports:  [1. Click the report you wish to print.
2. Click the Print button.

1. Click the first report required.

To print several reports:

2. Select the 2nd and subsequent reports by pressing the Ctrl key as you
click.

3. Click the Print button.
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5.6 Report Options

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.

5.7 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.

Action What to do
To select a report: 1. Click the tab (group of reports) that contains your report.

2. Click the report you wish to amend (The report appears highlighted).

3. Click the Options... button.

The window usually displays two 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.

5.8 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.

The tab contains three option buttons that give access to date options:
o Easy Dates
e Range of date & session or Range of date & time according to the report selected.

e List of trading dates.

5.8.1 Easy Dates

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

Action What to do
To select an easy date: 1. Click the arrow button at the end of the easy date field.

2. 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.

5.8.2 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:

Example: Report Options window

Date & Sessi T Page Setup )l
Please select the dates and sessions that pou want to report on,

Between [23/10/2005 @ Session|al  ®

and (7072005 FE|  Session[ar =

[Dates are inclusve)
Foe example enteding Between 14/10/2005 and 14/10/2005
wil repant on just 14/10/2005
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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 today’s.

Action 'What to do

'To select the start date for [1. Click the Between field.
lyour report:

2. Enter the start date of your report.

To select the end date for (1. Click the and field.
lyour report:

2. Enter the end date of your report.

To select a session: 1. Click the Session field (A drop-down list of available sessions opens).

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

5.8.3 List Of Trading Dates

Action \What to do
To select a list of trading  [L. Click the List of trading dates option button.
dates:

The tab automatically changes and different selection options appear:

2. Click the date field and enter the required dates or use the calendar to select
dates.

Example: Report Options window - Date & Session tab

Date & Session | Page Setup 1
Please select the dates and sessions that you wanit to repart on.

" Easy Dates
& of date & sesson

= 5

=l
Entes dates and / o date ranges separated by commas.
Example: 14410/2005, 171072006 - 2010/2005.

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

5.9 Saving a Report
Once you have finished selecting options for your report, it may be saved.

Action 'What to do
To save the report: 1. Click the Save button.

2. Click the OK button.

5.10 Print and Preview

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.

Action 'What to do
To preview the report: 1. Click the Print Preview... button.

2. Click the Print... button.

3. Amend print options, if required.
4. Click the OK button.
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5.11 Customising Reports

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.

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

5.12 Selecting a Report

Action What to do
To select a report: 1. Click the tab (group of reports) that contains your report.

2. Click the report you wish to customise (The report appears
highlighted).

3. Click the Customise... button.

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

Example: Report Customisation window — Date & Session tab

=8 Report Cuslomisation: Sales

Date & Session | Inchude 1 Show I Page Sefun
Please select the dates and sessions thal you wanl Lo repor on

& Easp Dates [vesterday =l
" Bange of date &k session

= List of trading dates

Gensrate... | Save Custom Help Cancel

5.13 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 three option buttons that give access to date options:
e Easy Dates
e Range of date & session or Range of date & time according to the report selected.

e List of trading dates.

5.13.1 Easy Dates

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

Action What to do
To select an easy date: 1. Click the arrow button at the end of the easy date field.

The drop-down list opens.

2. Click the required easy date or use the up and down arrow keys to
move the highlight to the required option and press Enter.
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5.13.2 Ranges Of Dates
Click the Range of date & session option button.
Example: Report Customisation window — Date & Session tab
Date & Session 1 Include T Show T Page Setup
Fleaze select the dates and zessions that pou want to report on.

" Eamy Dates

{+ Hange of date & session

{~ List of rading dates Between |23710/2005 El Session|[ Al E
and [23/10/2005 Session| Al =

[Dates are inclusive)

For example entering Between 14/10/2006 and 14/10/2005
wall report on just 14/10/2005

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.

Action \What to do
To select the start date for your report: 1. Click the Between field.

2. Enter the start date of your report.

To select the end date for your report: 1. Click the and field.

2. Enter the end date of your report.

To select a session: 1. Click the Session field.

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

5.13.3 List Of Trading Dates

Action \What to do
To select a list of trading 1. Click the List of trading dates option button.
dates:

2. Click the date field and enter the required dates or use the calendar to
select dates.

Example: Report Customisation window — Date & Time tab

Date & Session | Inchude I Show T Page Sefup
Flease select the dates and sessions that you want bo repaort on,

" Eazy Dates

= Range of date & session

@ fist of hxdng dates =] |
Enter dates and /7 or date ranges separated by commas.
Example: 14510/2005, 171042006 - 2071 0/2005.
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5.14 Selecting Information

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

Example: Report Customisation window — Include tab

Date & Session Include: 1 Show | Fage Setup
Please select the kems that should be ncluded in this report.

1 Available Columne Itz bo inchide:

Type of Trading D Actual Sales Select Al

Dieselect All

aining Sales |

(! Category

M Inchude new items

The tab has two 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/deselection.

5.14.1 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.
Example: Report Customisation window — Include tab

[ incwde )

Please select the items that should be included in this report
~ Available Colurmng ——— |~ lhems lo include

| MINERALS o
FIRITS na—t,

| IQUEUR
w/INE

H OTTIEM RECR ATIME D 1'
¥ Include new Rems

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

3 only some of the items in the include group are shown in the report.

.} all of the items in the include group are mentioned in the report.

... none of the items in the include group are included in the report.

5.14.2 ltems To Include

The 'Items 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: 1. Click the check box.

To select all items: 1. Click the Select All button.
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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, etc. Only the check boxes for the categories that are required on the report should be selected.

5.15 Selecting Columns to Display

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

Example: Report Customisation window — Show tab
Show 1

Please zelect the columns that you want to appeas in this repat,

Tupe of Trading ﬂ Show Al |

-/} Duartity

W Malue Inc AT

- SIAT

'+ dverage Price Inc VAT ;J

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

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

Action 'What to do
To select individual items: 1. Click the appropriate check box.
To select all items: 1. Click the Show All button.

Note: Certain columns rely on a combination of others for their information, for example, an Aver-
age 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 will contain zeros.

5.16 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 the generated report, as seen in our
example below.

Example: Report Customisation window — Generated report

= Report: Sales

Famiy Categony Sales ltem Quantiy Yalee Inc VAT Average
d. L WAT
Tatal LIGUOR 218 2088 35 959

Tota FOOD 254 253200 .37

5.16.1 Expand/Compress Columns
Yellow indicates the information may be expanded to reveal further details.

Action \What to do
To expand all information in a column: 1. Double-click the yCHOW column header.

To expand individual sections within a column: |L. Double-click the desired yellow cell.

© Torex Retail Holdings Limited 2008. All rights reserved. Page: 31



Blue indicates the information can be compressed and hide the details.

Action \What to do
'To compress all information in a column: Double-click the blue column header.
'To compress individual sections within a column: Double-click the desired blue cell.

5.17 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. If the dates previously selected when creating the report are to
be saved ensure the 'Save with default dates' check box is selected.

To save the configuration of your customised report: Click the Save Custom button.The Save
Custom Report window opens.

Example: Save Custom Report window
EE Save Custom Report |

Bepart name Custom 5 ales

o] Change lzon

v Save with default dates

Help | (] 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.

Action 'What to do
To save a custom report: (1. Type the required name in the Report name field.

2. Change icon if required.
3. Click the OK button.

The default setting is save with default dates. If the box is de-selected the saved report defaults to
the easy date "Yesterday' so whenever the report is selected it reports on yesterdays data. You may
then use the 'Options' window to select a more specific date.

5.18 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.

Action 'What to do
To preview the report: 1. Click the Print Preview... button.

2. Click the Print... button.

3. Amend print options, if required.
4. Click the OK button.

The generated report is sent to the printer. The window remains open displaying the generated
customised report.
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6 Dynamic Profit And Loss

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 the income, expenses and bankings of the outlet. At some point
(normally weekly but occasionally daily) the statement is balanced and finalised.

At the Active Business Series window, click the Dynamic P & L button. 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.

Example: ‘Expenses’ worksheet set out as a weekly statement

DCopgaription  Becsunt Sundy Monday  Tuesdsy Wednesdsy  Tharsday Fridiy  Samrday Oithier T
roas

"Wiraioer Cieaning ] 5] Ll Lide fuli] mm mnm Ea0in E0 EO0 W
Chpwna Mdivak 12 B0 E E0LDD am H.m =21} ENDD €000 4l
Ed Wlatnn Hi SN a1} £ £0.00 i 00 £1.00 ECul] 100000 E000 e
Frocd Table Hire T i} L 000 i 00 #.00 ali] 15D Hiii] 1
Adearinirg AL s piile e 10100 m o 0. £ il 0 18
Fless papers AW sl Ll AN~ 1 I 4] AT amim 1l
Fani Piavhaass P P L= f k] IR LLF 3 P11 AT T il
g WG B E0I00 L] am nm  Else0m EDID oo B
FPurkamas PF1 B0 £ £0.00 i 00 £1.00 E11000 EXTT0D £0000 ¥
Licancan i i} e 2000 il o0 #.00 =ali] E450000 SO0 1
Kichen Egaprasn ME1 ol 1] 10 piifii] 411 [ i ] e 1} E4 4010 i o] ELD)

The tabs represent individual worksheets using spreadsheet format. They are titled to cover financial
areas of your business for example, Takings, Expenses, Bankings, Summary, etc. The tabs
(worksheets) are linked to form a daily/weekly statement of business.

6.1 Viewing the Details Window

The Dynamic P & L Details window can be used to view, add and delete financial transactions in
your Profit & Loss statement.

Action 'What to do

To open the P & L Details [1. Click the tab title (worksheet) that contains the items you need to view.
window:

2. 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.

Example: P & L Details window

Food Purchasss o
Eocc FPY Total EIC3
T sarcachion Dl Fharbar Caagine.
T y ' !
P S Fwnd
TEH0NE Eorein] Ll |
1SAINE A Lian
11HWNNE EEE S o
15A0E E- k] Smad
141030 E- -] Ui i
e |
o
Tt e B e T s
Doty el parchazen
T inkamabion & npodant § e oo i o et i aradely. Tha bruncal msdior vell chack iz incerssbon i mcosded sccussbely.

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 is the same as that
shown on the Expenses tab for the Food Purchases line. Any figures amended or added in this
window are 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. If no pointer is displayed, the transactions shown on the grid
cannot be amended or deleted.
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6.2 Adding Transactions

Action \What to do

To add a new transaction to (1. Click the Add New button. A new line (some of the columns have de-
the P & L Details window: [fault entries) is added to the Details window.

The Transaction Date column is highlighted and today's date is
automatically entered.

2. Change date if required.

3. Click the required cell or press the arrow keys. The active cell is
highlighted.

4. Enter desired details.
5. Click the OK button.

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

6.3 Deleting Transactions

Action \What to do
To delete a transaction on the |1. Ensure the triangular pointer is currently in the row you want
P & L Details window: to delete. If it is not, click the left cell on the required row.

2. Click the Delete button.
3. Click the Yes button on the confirmation window.
4. Click the OK button.

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

6.4 About the Business Monitor

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

From the Dynamic P & L window:Click the Business Monitor... button.
Example: Business Monitor window

‘ Buzinezs Monitor

Date : 09/10/2005 - 16/10/2005

== Diale : 09/10/2005 ~ -
- Wiea Al

~Dale  10/10/2008 =

= Date  11/90/2008 =
== Date : 12/10/2005 ===
“**Date: 13/10/2005 ==
= Diate: 14/10/2005 =

e Digte  15/10/2005 = Fidy

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.
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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.

6.5 Printing

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.
To print an individual worksheet: 1. Click the tab title you wish to print.

2. Click the Print... button.

Example: Print window

— Print Optionz — Thiz P & L Statement or ‘Weeky
I £ItTD ges & Current P & L Statement
I™ Lentred On Page " Current 'Week
[~ Frint Grid Lines
[~ Print Mull Lines
— Prink wihat — Copies
(% Enfire P & L Statement Number of Copies: | =
 Active sheet
Ijil Ijil [¥ Caflate
[T Include Business Manitar
Preview... Print Setup... | ] 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 four main areas:

e  Print Options

e This P & L Statement or Weekly

e  Print What

e Copies

6.6 Print Preview

When using the Dynamic P & L section, Print Preview to view your print selections before printing
is accessed from the Print window:

Action 'What to do
To preview your P & L Statement: 1. Click the Print... button or press Alt+P.

2. Click the Preview... button or press Alt+P.
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Example: Print Preview window

i Print Preview =] E3

Fririt... | Hext Fage | Fiew Fage |

Sl S et ol Fries O SaToe s PH

SLUMMARY

Torr lircras

Torr 1y

Carhualires
TeulHirw:

ZHHE

6.7 Finalising

Finalise may occur when all of the following are true:

1. TheP &L Balance is 0.00

2. You are not in a session that 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
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:

Action 'What to do
To finalise your P & L Statement: 1. Click the Finalise... button.

2. Click the Yes button.
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7 Stock Movements

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.

At the Active Business Series window, click the Purchasing & Stock Control icon.

o

i
Purchazing &
Stack Cantral

Double-click the New Supplier Delivery & Return option on the Stock Movement tab.

7.1 Supplier Delivery & Return

Example: Supplier Delivery & Return window

& Mew Stock Moveme

Please eriter the detail: of the Supplier Defivery & Retumn dock movement Lize the 'Deliveny Nale
Mumber' to record the supplers reference number for this stock mavement You should enter the date
when the shack movement occued.

™ Use Esigting Supplier Dfiven & Retun Movement

Debvery Mote Mumber |
Supplist; [casH e cammy I |
Slock Room: [me0TTLES =l

Defivery Date: [z171272005 @

Heb | Cancel | ook [ Hews | B

Supplier Delivery & Return is the first window of the New Stock Movement Wizard and allows the
stock movement details to be entered. 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.

You should select the Use Existing Supplier Delivery & Return Movement 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.

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.

Action 'What to do

To enter stock movement details: 1. Select the Use Existing Supplier Delivery & Return
Movement check box if required.

2. Enter the Delivery Note Number.

3. Select the Supplier from the drop-down list.

4. Select the Stock Room from the drop-down list.
5. Change the Delivery Date if required.

6. Click the Next > button.
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The next window to open depends upon selections made above:

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.

e If the check box was not selected, the Supplier Delivery Return Details window is
displayed to allow products to be added.

7.2 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.

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.

Example: Select Existing Supplier Delivery & Return window

& Mew Stock Mov

Please select 4 movement fiom the list provided below. The list belove curenthy shows existing Suppler
Rebun movements fram CASHECARRY" into stock room =N BOTTLES', if you wizh to select a different
movement from those displaved below click <Back' and change the Suppler or Stock Room cusrently
seleched.

Viouche Eane and Time Delivery Dale

2| 24A10/2005 0305:22 | 2410/2005

1 2171072005 D503:24 | 21/90/2005

Heks | Cancel | cBack [ Near | i |

Action 'What to do
'To choose a previous stock movement from the [1. Click the required stock movement from the list or
list: use the arrow keys to move the highlight to the

required stock movement.
2. Click the Next > button to proceed.

This leads to the Supplier Delivery & Return Details
window.

7.3 Supplier Delivery & Return Details
Two tabs exist in the Supplier Delivery & Return Details window:

o The Deliveries tab (default) is used to record stock being received from the supplier into
the selected Stock Room.

e 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 the Use Existing Supplier Delivery & Return Movement check box and a sub-
sequent stock movement, the stock delivery details are automatically displayed in the window.

The example below shows the window without any products added.

Page: 38 © Torex Retail Holdings Limited 2008. All rights reserved.



Example: Supplier Delivery & Return Details window

Flaace snber the shock movemenl detats belov IF wou ek o modify e supplben, oullsl, souscs o destinstion room, uss e 'cBack” bulion.
& Produet Code T Supplel Relwencs " Customsi Refaiance
Dekvesies I Behums
5y Save
L ‘ol n Drigingl
Pioduct Code | Product Digscrigiion Oty Pait Size Fat Qty | i eoey [ Uris Cose | Tota! Cast m
Product Swach | Cos Basakaon | Tolal Cast of Deiveries: | ]
cwed | gk | hmeo | |

Each line on the grid represents a product. Products can be added or deleted. Quantities and where

allowed, Actual Unit Costs may

7.3.1 Adding Products
Click the Add New button.

A new line is added to the grid:

be amended.

Prodhuel Code | Prechuet Disseription

N Save
wihole Onginal | Aciusl
Qi | PatSise Part Oty |11 Cost | Ut Cost | Tt Cost g::
i o 0o oo 0 ¥

Product can be entered using one of the following three methods:

Action

'What to do

To add a product using the
Product Code/Supplier Refer-
ence/Customer Reference:

1. Click the Product Code/Supplier Reference/Customer Reference
cell.

2. Select the required product.

To add a product using the
Product Description:

1. Click the Product Description cell.
2. Select the required product.

To add a product using Product
Search:

1. Click the Product Search button.

'The 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.
Items prefixed with a '+' contain sub-categories and are available for
opening.

2. Select the required product.

To enter the quantity received:

1. Click the cell in the Whole Qty column.

2. Enter the number received.

To select a part size, if
configuration allows:

1. 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.

2. Click the arrow button. A drop-down list of available sizes opens:

3. 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:

1. Click the cell in the Part Qty column.

2. Enter the quantity received.
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If the actual price paid for an item of stock is different to the Original Unit Cost displayed, the cost
can be updated.

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.

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.

Conversely, 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 should not be selected. The new price applies to this delivery only.
On future deliveries, when the stock item is selected, the Original Unit Cost displays the original
figure.

7.3.2 Deleting Products
The Delete button allows the selected product(s) to be deleted.

Action 'What to do

To select individual products: [1. Click the grey cell on the left of the row you wish to delete. The se-
lected row is highlighted and the Delete button is enabled.

To select multiple adjacent 1. Click the grey cell on the left of the first product you wish to delete.
products:

2. 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 product(s) have been selected, click the Delete button. The product(s) are
removed from the grid.

7.4 Cost Breakdown

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. 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

Action 'What to do
To view the cost breakdown of (1. Select the required product.
@ product: 2. Click the Cost Breakdown button.

When all required stock details have been added/amended: Click the Next > button. Completing A
Movement

The Finished window represents the last page of the New Stock Movement Wizard.

Example: New Stock Movement Finished window

“You have complated 4l of the steps required to creale 5 new stock
movement |f you of the i L d
then clck ths Back’ button

‘When you click. Finish' would you like to sulomaticall print a repoit for
this stock movement and itz detals?

Help Cancel <Back He | [ |
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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.

To finalise and save the Supplier Delivery & Return movement: Click the Finish button.

Once created, the stock movement may be viewed or updated using the View Stock Movements
option.

7.5 Viewing Stock Movements

A Supplier Delivery & Return stock movement is used to receive stock from and return stock to an
external supplier. Once created using the wizard, the stock movement may be viewed or updated.

Double-click the View Stock Movements option on the Stock Movement tab.
Click the Supplier Delivery & Return movement you wish to update.

Click the Update button.
Example: Update Supplier Delivery & Return window

¥ Phoduct Code

|. VBOTTLES
: = . ™ Supplei Relsencs
|23I' 2/ EI ™ Customer Felmencs

Delivesies | Fietuma

L Save
Froduct Code | Prodbact Dissiption e |pan size Fan Oy [[onel (Sl | Tl Cou ow
1o CANADUM LAGER  18GAL |1 0 o oen oen |
| 10000 HOWGHTON ALS MIGAL |2 1} ESam SO0 ETD4.O0 l_—_l
17000 IMFERLSL STOUT  2D0Z ] o o0 o B27m I:l
13000 CLATHURMS SWEET  18GAL [1 0 [ rc W 1 I b i) |:|
Skl B | el I Mﬂg.ml ;ﬂaml Total Ciost of Defvesies: £330.90

ﬁml ok | cenes | Heo |

Two separate tabs exist in the Supplier Delivery & Return Details window: One for Deliveries, the
other for Returns. 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.

When all required details have been updated and to save any amendments made, or to exit the
window, click the OK button.
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8 Stock Takes

A manager's stock take is used to report on all stock transactions since either the last managers stock
take or the last auditors stock take.

Line checks are stock takes on a collection of selected stock items that may be stocked in several
rooms. Either a new count sheet or a previously created count sheet can be produced.

Wizards are used to produce the count sheets. The stock item in the selected room(s) must be
counted and entered on to the system. 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 is finalised to check for discrepancies/variances.
Quantities in the count sheet window may then be amended where necessary. Completion of a stock
take is performed with the use of the Finalise Stock Take wizard.

8.1 Using the Manager's Stock Take Wizard
At the XN Active Business Series window, click the Purchasing & Stock Control icon.

o
—

Tz
Purchazing &
Stock Caontral

Double-click the Start Manager's Stock Take option on the Stock Take tab.

Action 'What to do

stock take figures.
2. Click the Next > button.

rooms to include (for multi-room outlets).
3. Select stock rooms to include.
4. Click the Next > button.
5. Print the count sheet. Either:
e one count sheet which covers all the stock rooms selected or,
e aseparate count sheet for each stock room selected.
/An individual colour is allocated for each count sheet generated.
6. Click the Finish button.

To produce a count sheet: 1. Select whether sales for the current trading session are included in the

'You progress through subsequent windows of the wizard relating to the

A progress window displays the tasks the system carries out when starting a stock take.

The Manager's Stock Take started is displayed in the Stock Takes in Progress tab. The stock take
count sheet can be selected and the counts entered into the system.

8.2 Using the Start Line Check Wizard

At the XN Active Business Series window, click the Purchasing & Stock Control icon.

o

i
Purchazing &
Stock Cantral

Double-click the Start Line Check option on the Stock Take tab.
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Action 'What to do

To create a new count sheet:  [1. Select whether sales for the current trading session are included in the
stock take figures.

2. Click the Next > button.

The Create new count sheet option is selected as default.

3. Click the Next > button.

4. Select the stock room(s) to be included in the line check.

5. Click the Next > button.

6. Select the stock items to count.

This selection may be at hierarchy level (for example Category), if
configured, or individually at stock item level.

7. Click the Next > button.

8. Print a count sheet. Either:
e one count sheet which covers all the stock rooms selected or,
e aseparate count sheet for each stock room selected.

/An individual colour is allocated for each count sheet generated.

9. Click the Finish button.

To select a previously created [1. Select whether sales for the current trading session are included in the
line check count sheet: stock take figures.

2. Click the Next > button.
3. Select the Use existing count sheet option button.

4. Click the Next > button.

5. Click the count sheet you require from the list of previous line check
count sheets.

6. Click the Next > button.

7. Print a count sheet. Either:

e one count sheet which covers all the stock rooms or,

e aseparate count sheet for each stock room.

/An individual colour is allocated for each count sheet generated.
8. Click the Finish button.

A progress window displays the tasks the system carries out when starting a line check. The Line
Check started is displayed in the Stock Takes in Progress tab. The stock take count sheet can be
selected and the counts entered into the system.

8.3 Entering Quantities on the Count Sheet

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.

Double-click the required stock take on the Stock Takes in Progress tab.

The count sheet window for the selected stock take opens:
Example: Count Sheet window
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[E Stock Take Count Sheet

%;ﬂm& Stock Started 1971072005 10:27-12 by Jack Frost for XM BOTTLES and XN Pt Rlepods. .
Einalise..
cade | Desciptin . Totsl Count | XNBOTILES [N KEGS o
whols |Part [Whole |Fart |whale |Fart | —I
10000 |HOUGHTON FILS 1 GALLON oo | s,
lonzo =N EXFOAT 1 GALLOH o [i
1000 |BEAUMONTS BEST  |1GALLON o o
11020 |HOUSE BITTER 1GALLON o o E
11040 [N MPERIAL 1 GALLON o o
12000 |STEINMANS STOUT (1 GALLON 0 ul
15010 GOLDEN CONTIHEMTAL | 1 DOEEMN o [1
15020 |NGOLDEN PILS 1002EN o o
16000 |BERMARDSBITIER |1 DOZEN o o
16010 |DARK MILD 1 DOZEN o o
15020 [HANCOCKS ALE 1 DOZEN o o
1000 IMPERIAL STOUT 1 DOZEMN o [i
2000 |10vR MALT wHISKY | 70EL o o Iﬁ
BO10 | SCOTCH WHISEY 70CL 0 &
View Missing Courts
Clase
Helo
Action \What to do

To enter quantities into the grid:[1. Click the Whole or Part cell corresponding to the item counted.
2. Enter the quantity.
3. Press Enter or click in the next cell required.

4. Enter the quantity.

5. Continue entering quantities until all counts have been entered.
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 but-

ton enables you to view only those stock items that have no quantities entered beside
them.

When all counts have been entered onto the count sheet, the stock take/line check may be finalised
or reports printed.

8.4 Finalising Stock Takes

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.

Action 'What to do
To finalise the stock take: 1. Click the Finalise button in the count sheet window.

2. 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.

3. Click the Next > button.

4. Select the reports for printing:
5. Click the Next > button.

6. Select Accumulator to use.

7. Click the Next > button.

8. Click the Finish button.

Page: 44 © Torex Retail Holdings Limited 2008. All rights reserved.



The system starts to calculate the stock result and whilst it is doing so, the Processing Stock Take
window is displayed:

Example: Processing Stock Take window

Processing Stock Take |

The following tazks are being processed.

v Initialising Stock Take

» LCalculating Count Figures

» Calculating Average Retail Prices
Calculating Rezsult
Finalizing Stock Take

Printing Reports

8.5 Using the Stock Line Enquiry Wizard

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 etc. are displayed on screen and printed. It shows the computed stock on hand value, compares
it to the count entered and shows any variances between the two.

At the XN Active Business Series window, click the Purchasing & Stock Control icon.

o

T
Purchazing &
Stock Caontral

Double-click the Stock Line Enquiry option on the Stock Take tab.

Action 'What to do

To perform a stock line enquiry:[1. Select whether sales for the current trading session are included in
the stock take figures.

2. Click the Next > button.

. Select the cumulative stock figures to use.

. Click the Next > button.

. Select the stock room(s) to be included in the line enquiry.

. Click the Next > button.
. Select the stock item and size to count.
. Click the Next > button.

© 00 N O o b W

. Enter the count of the selected stock item.

'The counts can be entered into the major and minor unit fields provided
or via the calculator.

10. Click the Next > button.
11. View results.
12. Click the Next > button.

13. Click the Finish button and the stock line enquiry report is printed.
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