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Introduction  

IMPORTANT!! PLEASE READ THIS FIRST 

POSperfect II handles all normal sales transactions for all stock items. Types of sales 

include cash, cheque, EFTPOS, credit card, customer accounts or combinations of any of 

these. Sales can be cancelled, voided and deleted. Mark-downs, discounts and different 

price levels are also available for each sale. 

System Setup: 

Procedures stated in this manual may differ slightly from your system. This is due to differing 

versions of software and/or your companyôs policy on any of the multitude of different 

settings that can be configured on system setup. This is a keyboard based version ï Touch 

screen version has different (and sometimes lack) screens seen in this manual. In compiling 

the manual the writer has endeavoured to cover as many of the variations as possible. To 

have any of these settings altered please refer to your IT Manager. 

Procedures: 

The sales procedures in this section start at the Sales Window.   To access the Sales 

Window from the Salesperson Login Window, enter your salesperson number. 

A button picture e.g.                           in the procedure list means the operator must press that 

button to proceed. 

At any stage in a sales procedure, F9 Cancel or F9 Void moves back through previous 

windows to enable correction or voiding of the sale.   

To delete input in a text box Tab   to the box and press Backspace. 

 The Esc button   may also be used to move back a screen in the 

programme 

Where there are two buttons joined with a ñ+ò sign that means the operator hold down the 

first button and press the second e.g. 

A button may be described in procedures as    - this is the same as what the 

programme and/or keyboard states as F3 Find Item or F3 Laybys  or F3 Accept etc. 

Where a letter is underlined on a key or menu holding down the Alt button and pressing the 

corresponding alpha key on the keyboard will achieve the same result as pressing the 

Function key e.g. Alt + u = F2 Subtotal. 

HELP!    To obtain assistance with any of the procedures in POSperfect II click on the Help 

item in the menu bar ( Alt + h on the keyboard ) or , to  get an explanation of the field where 

the cursor is currently positioned, press the  F1 Button on your keyboard. 

Definitions :  

For the definition of terms used in this manual refer to the Glossary. 

Enter 

F3 

Alt 

 

A + 

Esc 

TabF ÁBackspace 
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POSperfect

Sales Process Chart

Customer

Farewell

Item stocked by

company?

Item on hand in store?

Right price for

customer?

Login to Sales (F2)

Order required ?

Can we  negotiate

price?

Is this an Account

customer?

Find correct customer

details

Select right price level

& input items

Subtotal sale & select

media

Discount? Layby?

Loyalty? Delivery?
Process as required

Complete Sale

Print Receipt, Invoice,

Delivery Notes

Create Customer Order /

Purchase Order

No

No

No No

No

No

Yes
Yes

Yes

Yes

Yes

Yes

No

Yes
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Dashboard  

 

The Dashboard gives the user an instant overview of the dayôs sales in each department.  It can be 

filtered to show Sales, Quantity or Profit Margin.   The Dashboard also allows the user to select any date 

in the past and view the sales for  that date.  By clicking on the graph you can alternate between bar 

graph and line graph display. 

Login Screen  

PROCEDURE:  
 

1 
The program may be set up to load 

the login screen automatically. 

1. From the Command Centre open the Sales Module
1
 

F2 
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2
 If you do not have a unique 

Salesperson number see your 

supervisor to obtain  one. 

2. Input your unique Salesperson Number or PIN 
2
. 

 
3. Proceed with the Sale. 

 
Note: You may also access the Store sales total for the day (F3), Total against budget 

(F4), daily Product Sales (F5), change a retail Price (F6), check staff productivity (F7) 

or the Inventory Module (F8). To exit this screen, without entering Sales press F9 or 

click the close( X ) symbol on the top of the window. 
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F2 

Making a Cash sale  

The following assumes that Stock is labelled with SKU or barcode. 

PROCEDURE:  1. Scan the item or; 

1
If item carries Serial No. Input 

box will appear. 

2 In liquor stores ñage checkò box 

appears 

      Type the item code
1
. 

2   3
 

Use the  keyboard arrow key to increase quantity if required 

3
 If óSku Notes are on the notes 

box appears 

2. Repeat for any additional items. 

4
If the ñDelivery ñoption is 

activated respond to pop-up 

3. Subtotal the sale
4
. 

 

5
Pressing the ñEscò will achieve 

the same result. 

If Customer requires additional purchases at any stage before sale is completed.  

Subtotal window will disappear
5
. 

6
If ñAuto CloseSaleò option is 

enabled: scan/type an item code, 

Enter, then either; 

a).Press F2 to subtotal sale, press 

Enter button twice. The sale will 

be automatically completed. 

or; 

b). Type the amount tendered in 

the Item Code box and press F2 

Subtotal.  The sale will be 

automatically subtotalled and 

completed. 

 

 

 
7
 Applies to stores who have the 

Customer Loyalty module. 

4. Check if the customer has a loyalty card
7
. If so  

 And input Customer number. 

 5. Check Cash media type is selected (default). 

8
If the exact amount is tendered, 

press the Enter key in place of 

inputting the amount. 

6. Type the cash amount tendered. (see sidebar
8 
) 

(Press Tab key to correct an input error). 

 7. Close Sale to print the sales receipt and show the cash change
6
. F2 

Enter 

 

ą 

 

F7 

F5 

F2 



 

POSperfect II Sales Manual v5.0 7 7 3 September, 2014       

Changing Item lines in Sales screen  

PROCEDURE:  1. Item showing in Sales screen 

 2. Display the Delete/Edit window.  

 3. Highlight the line you want to change. 

 

 

 4. To delete the line 

 or 

5.  To increase or decrease the quantity.  

See Making a sale for help on 

completing a sale. 

6. Continue with the sale. 

F8 

¬ 

Esc 

Delete 

+ _- 

® 
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Changing Price Levels within a Sale  

Use for Trade Sales, Staff Sales, Special Sales, Duty Free, etc. 

PROCEDURE:  1. Display the Pricing menu from the menu bar. 

2. Press P for Price Levels
1
. 

1 Price level configuration 

is in the Set Up module. 

 

The selected price level will 

remain active until the sale is 

completed or until a subsequent 

change of price level. 

3. Press 1, 2, 3, 4, 5 or 6 to select the required price level. 

These Selections will be labelled according to individual company policy. 

 
4. Input the item code. 

 
5. Subtotal the sale once all items inputted. 

See Making a sale for help on 

completing a sale. 

6. Complete the sale. 

F2 

Alt 

 

P 
+ 

F2 
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Selling multiples of one item  

There are several ways to achieve this (see sidebar)
1
 

PROCEDURE:  1. Press F6 Quantity. 

 2. Type the quantity in the ñQuantityò box. 

 3. Scan or: 

 Type the item code. 

 

1
Also, depending on system 

settings: after entering an item, to 

change the quantity you can use 

either;  

i )the up or down arrow keys **  

ii) and/or F7 Repeat Qty 

iii) Press ñF8ò, select line, and 

use the ñ+ ñ andò-ñ keys.  

 

 

** This is the simplest option 

 

 4. Subtotal the sale. 

 5. Select payment media type. 

If  the exact amount is tendered, 

press the Enter key in place of 

inputting the amount.  

6. Type amount tendered. 

(Press Tab key to correct an input error). 

 7. Close Sale to complete the sale and print the sales receipt. 

F6 

F2 

F2 

Enter 

 

Enter 

 

Enter 

 



 

POSperfect II Sales Manual v5.0 7 10  3 September, 2014       

Making a sale by cheque  

PROCEDURE:  1. Scan the item or type the Item Code
1
 

1
If item carries Serial No. Input 

box will appear. 
2. Repeat for additional items. 

Subtotal the sale
2
. 

2
If ñDeliveryò feature activated 

respond to pop-up. 
3. If Customer requires additional purchases at any stage before sale is completed.  

Subtotal window will disappear
3
. 

3
Pressing the ñEscò will achieve 

the same result. 
4. Select Cheque media. (Press C on keyboard) 

4
To tender the exact amount due, 

press Enter.   
5. Input the amount of the cheque tendered

4
. 

(Press Tab key to correct an input error). 

 

 

 

 

 

 

 

 

6
With the ñAutoClose Saleñ 

option :When the cheque has 

printed, the sale will be 

automatically closed and  sales 

receipt printed.(Settings Option)  
 6. Input the Branch Number(3 digits prior to account number)  

 7. Input the Account Number. 

5
 Some stores may not have 

cheque printing facilities 

8. Insert the cheque into the printer.
5
  

 9. Message window advises that ñPrint Completedò 

 
10. Complete the sale and print the sales receipt

6
. 

Enter 

 

Enter 

 

Enter 

 Enter 

 Enter 

 

Enter 

 F2 

F7 
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Making an EFTPOS sale  

PROCEDURE:  1. Scan the item or; 

1
If item carries Serial No. Input 

box will appear. 

      Type the item code
1
.  

2
If ñDeliveryò feature activated 

respond to pop-up. 

2. Repeat for additional items. 

3. Subtotal the sale
2
. 

 

3
Pressing the ñEscò will achieve 

the same result. 

 If Customer requires additional purchases at any stage before sale is completed.  

Subtotal window will disappear
3
. 

4
 Or press E on the keyboard 4. Select EFTPOS media

4
. 

 

 

 

 

 

 

 

5
With the ñAutoClose Saleñ 

option :When the EftPos card 

processing has finished, the sale 

will be automatically closed and 

the sales receipt printed. 

 

 
5. The system will prompt for ñCash Out $ò.  

6. If cash is required input amount. 

6
  Will  not apply if not interfaced 

with EFTPOS system 

7. Display the EFTPOS processing screen.
6
 

 
8. You will be prompted to ñSWIPE CUSTOMER CARDò, ñSELECT ACCOUNTò 

and key ñPINò on the  EFTPOS pin pad. 

F2 

® Enter 

tour 

Enter 

 

Enter 

 

F7 

Enter 
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The EFTPOS part of the receipt 

will now be printed. 

 

 
9. Complete EFTPOS processing. 

 
10. Complete the sale and print the sales receipt

5
. 

Enter 

 F2 
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Making a sale by credit card   

PROCEDURE:  1. Scan the item or; 

1
If item carries Serial No. Input 

box will appear. 

Type the item code
1
.  

2
If ñDeliveryò feature activated 

respond to pop-up. 

2. Repeat for additional items. 

3. Subtotal the sale
2
. 

3
Pressing the ñEscò will achieve 

the same result. 

 If Customer requires additional purchases at any stage before sale is completed.  

Subtotal window will disappear
3
. 

4 Setup can be configured to 

always show Credit cards in 
the expanded form. You only 

need push V for Visa, M for 
Mastercard etc. 

4. Select Credit Card media type (Press C twice) 4 

5.  List credit card options. 

5
With the ñAutoClose Saleñ 

option :When the credit card 

processing has finished, the sale 

will be automatically closed and 

the sales receipt printed. 

 

 6. Highlight the appropriate card. 

6
To tender the exact amount due, 

press the Enter key.  

7. Input the amount tendered6. 

(Press Tab to correct input error) 

 8. Display the EFTPOS processing screen. 

 9. You will be prompted to ñSWIPE CUSTOMER CARDò, ñSELECT ACCOUNTò, 

and key ñPIN OR ENTERò on the EFTPOS pin pad. 

F2 

® 

Enter 

 

F7 

® Enter 

 

Enter 

 

Enter 
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If a PIN was not entered (after 

pressing the Enter key on the 

EFTPOS pin pad) the customer 

will be required to sign the Store 

Copy of the EFTPOS Receipt. 

10. The EFTPOS part of the receipt will be printed. 

 11. The EFTPOS system will prompt ñSignature OK?ò.  Verify the signature against the 

customerôs card. 

12. Confirm Signature 

 13. Complete the credit card processing. 

 14. Close the sale and print the sales receipt
5
. 

Enter 

tour 
Enter 

tour F2 
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Stock Item Search  

PROCEDURE:  The following is dependent upon settings that have been made in Program Setup.
1
 

1
Store manager  may allow ñfast findò 

on sales screen. See next page. 

1. Open Item Search in Sales screen  

 2. i )Search by Start of description OR any part of description
2
. 

    ii)Search by Start of Item code OR any part of Item Code 

2
Your store may have Size/Colour 

option in which case the ñF8 Sizeò 

button allows access to search on 

various ranges. (See  Search all stock 

by size) 

 
3
 Different terms may be applied in 

individual setups. 

   iii) Search SKU by Department, Class, Brand or Vendor
3 

 

   This search may be a single subject search, e.g. Vendor,  

 

   or a dual subject search, e.g. Department and Label 

For more detail see next page. 3. Display the Search screen.  

 4. Select the required item. 

 5. Complete the sale (see Making Sales). 

F4 

$ # 

F3 

F3 

F5 

F6 

F7 TabF 

F2 

 F2 
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Stock Item Search(cont.)  

OBJECTIVE:  Obtaining detailed information in SKU / PLU Search Screen 

PROCEDURE:  1. Display Search screen. 

1
Dependent on both SKU/PLU codes 

on system. 

2. Select search on SKU or PLU
1
 

 3. Select Item. 

                                                                                                                  

If ñfast find ñoption is available type 

any part of the item code or 

description in the Item Code box of 

the Sales window. Press F3 will raise 

the search  screen of filtered items. 

 

 

 

 

Depending on System settings Pricing 

and ñOn Handò information can be 

seen below or alongside the listings. 

 

 4. Show selected item in greater detail. 

 5. Show amount ñOn Handò. 

Size/Colour Module must be 

activated. 

6. Select Size or Colour if applicable. 

 7. Show all information on selected item. 

Multi ïstore Environment 8. Show information on selected item at other stores. 

 9. Return to Search screen. 

F7 

$ # 

F5 

F3 

F3 

F6 

F9 

F3 F2 
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Stock Item Search ð Advanced.  

OBJECTIVE:  Search for product (SKU only) by single or dual category(e.g. Department, Vendor & 

Class) 

PROCEDURE:  1. Display the Search Criteria screen. 

 2. Move to Advanced section of screen. 

 3. Input category code or move to the ñByò field 

 4. Select category of primary search parameter. 

 5. Input next category code or move to field above F7 

 6. Select category of secondary search parameter. 

 7. Display all product that are in the above categories. 

 

F3 

F5 

TabF 

$ F6 

TabF 

F7 

F2 
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Creating a Customer record  

Procedure:  1. From the Sales screen display the Customer Number screen 

 

 
 2. Press or click 

 3. Display the  Customer Maintenance screen 

1 
Last name field must be 

completed 
2
 Fields that are displayed 

reflect  the parameters set in the 

Setup section 
3
 The Customer Type field will 

define which price level this 

customer buys at. (Setup 

required). 

 
.  
 

4. Input all the relevant details
1   2  3

 

 5. Return to the Sales screen when completed. 

 The current transaction open on the terminal will be recorded against the customer. 

F5 

F3 

F2 

F3 












































































