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Introduction

IMPORTANT!! PLEASE READ THIS FIRST

POSperfect Il 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 <companyds poli
settings that can be configured on system setup. This is a keyboard based version i 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 humber.

Abutton picturee.g. || Enter || 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 inputin a textbox Tab || TabF to the box and press Backspace.

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

programme

Where there are two buttons joined with a A+d s

first button and press the second e.g. Alt + |([A

A button may be described in procedures as F3 - 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 Il 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.
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POSperfect

( Customer )

Y
Item stocked by

No

Sales Process Chart

C Farewell

company?

Item on hand in store?

Right price for
customer?

No

No

No

Order required ?

Create Customer Order /
Purchase Order

Login to Sales (F2)
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Select right price level
& input items

Subtotal sale & select
media

Canwe negotiate No _
price? o
Yes
Is this an Account Yes Find correct customer
customer? details

Discount? Layby?
Loyalty? Delivery?

Complete Sale

Print Receipt, Invoice,
Delivery Notes

Process as required
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Dashboard

T2 Foint o Sale | POSperfect II Command Centre

| NSTANT DRINKS
= AILKS & BAKING
FOODS
m—C0UPS
CHOCOLATE
==SUGARS
m=CEREALS
==BEYVERAGE SOLUTIO
F6 Reporting | m—CATERING

= CULINARY
INDUSTRIAL CHOCOL
==PET FOOD
= fiscellaneous

F3 End of Day |

FS Inventory l

F9 Maintenance |

Login ‘

Report Type: |Sales | Date: | 8052014  ~|

TODAYSOFTWARE Last Backup 22/05/2014 |
© Copyright Today Software Limited 1996~2014

NUM 22/05/2014 13:36:53

The Dashboard givestheuseraninst ant overview of the dayods sales in ea
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:

"The program may be setuptoload 1. From the Command Centre open the Sales Module*
the login screen automatically.

F2
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& Salesperson Login [;] m

DELTA

""The Store with Everything"

Salesperson Number : |

POSperfect 11

© Copyright Today Software Limited 1996~-2014

F3 Sales Total F4 Budget IFS Goto Inventory F9 Exit POS

Please input your operator number Terminal 1 {Master Terminal) NUM 22§05{2014 13:41:04

2|fyou do not have a unique
Salesgrson number see your

supervisor to obtain one.

POSperfect Il Sales Manual v5.0

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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Making a Cash sale

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

PROCEDURE: 1. Scantheitem or;
Yif item carries Serial No. Input Type the item Codel_ 23
box will appear.
2n I1iquor sto Use the keyboard arrow key to increase quantity if required - a
appears
‘iI'f 6Sku Notes 2 Repeatforanyadditional items.
box appears
1f the ADeliv 3 Subtotalthe sale®.
activated respond to pagp E
If Customer requires additional purchases at any stage before sale is completed.

Pressing the  gynotal window will disappear’. E
the same resuit.
6 = ; - S
1 f AAut ooptBiio s TG
enabled:scan/type an item code I Totals Tenders
Enter, then ether, Markdowns $0.00

ﬁ i Discount $0.00
a).Press F2 to subtotal sale, pres famBade EticeiLe —_—

| Total $19.44
Enter button twice. The sale will
) Media
be automatically completed. G
L: | Item | Description iCheék
@l 1 9414789305545  7UP Lemonade 6x1 Debit Card
2 9414982388271 Coke Cans 12x120z} | + Credit Card
b). Type the amount tendered in + Manual Cards
the Item Code box and press F2 AR Cash
Layaway
Subtotal. The sale will be Gift Certificate Amount $
. Due Bill

automatically subtotalled and oyl Pigit
completed.

Total ltems
2

FS Loyalty Card F7 Add On

” Applies to stores who have the 4
Customer Loyalty module.

5.

8f the exact amount is tendered, 6
press the Enter key in place of

inputting the amount.

POSperfect Il Sales Manual v5.0

Terminal 1 (Master Terminal)

Check if the customer has a loyalty card’. If so

UM

22/05/2014 13:45:25

F5

And input Customer number.

Check Cash media type is selected (default).

F2

Type the cash amount tendered. (see sidebara)

(Press Tab key to correct an input error).

Close Sale to print the sales receipt and show the cash change®.................

7

Enter

7]

2
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Changing Iltem lines in Sales screen

PROCEDURE:

See Making a sale for help on

completing a sale.

1. Item showing in Sales screen

2. Display the Delete/Edit window. F8

3. Highlight the line you want to change. ® -

Sales Screen

System  Client  Pricing Returns  Recall Special  Help

Salesperson : Me 1

Transaction : 5955

DELETE / EDIT

Esc  Return to ins

L: | Item |Desc1'iption |Qty |Mark(lovm ]Line Total |
$12.95

1 9414789100690 Diet Pepsi 12x120z $0.00
| 2 9414789100508 epsi Sing

3 9414789305507 7UP Lemonade Single Can 120z 1 $0.00 $0.99

Total Items Total Markdown Subtotal
3 $15.02
Alt+F4 Pay Acct Alt+F8 Cust Orde;

Sale Lines Terminal 1 (Master Terminal) NUM 13/06/2014 10:03:37
4. Todelete the line Delete

or

5. Toincrease or decrease the quantity. =~ -

6. Continue with the sale.

Esc
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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 fromthe menubar. ...

Alt P

2. Press P for Price Levels®,

1 _. ' .
Price level configuration
is in the Set Up module.

| Salesperson : Me %
Transaction : 5956
Item Code Price Level :1 (Retail)

| Price Levels

Price Level Selection

L: | Item |Desc1’ile Markdown | Line Total

« 2 Trade

C 3 Staff
4 VIP

5 Club

C B.Duty Free

$0.00

Terminal 1 {Master Terminal) MNUM 13/06/2014 10:13:24

et 3. Press1,2, 3,4,50r6to0selectthe required price level. ... £2
remain active until the sale is
completed or until a subsequent These Selections will be labelled according to individual company policy.
change of price level.

4. Input the item code.

5. Subtotal the sale once all items inputted. F2
SeeMakingasaleforhelpon ¢ - complete the sale.
completing a sale.
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Selling multiples of one item

There are several ways to achieve this (see sidebar)

PROCEDURE:

'Also, depending on system
settings: after entering an item, tc
change the quantity you can es

either;
i the up or down arrow keys
ii) and/or F7 Repeat Qty

Press fAF!:

)

use thefAfnkefisi

** This is the simplest option

If the exact amount is tendered,
press the Enter key in place of

inputting the amount.

POSperfect Il Sales Manual v5.0 7 9

1. Press F6 Quantity.

2 Type the quantity i.n.t.he. iQua Enter
3. Scanor:
Type the item code. Enter

Sales Screen

System  Client  Pricing Returns  Recall Special Help

Salesperson : Me 1

Transaction : 5956
Item Code |9400559001410 Price Level :1 (Retail)
Quantity 6
L: | Item | Description | Qty IMm'k(lovm Line Total

Total ltems Total Markdown Subtotal

F3 Find Item

$0.00

F6 Quantity

FS Customer

Alt+F3 Next Find | Alt+F4 Pay Acct §| Alt+F7 Lookup

Terminal 1 (Master Terminal) UM 13/06/2014 10:17:42

4. Subtotal the sale.

[F2 ]

5. Select payment media type.

6. Type amount tendered. Enter

(Press Tab key to correct an input error).

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

| 72 |
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Making a sale by cheque

PROCEDURE: 1. Scan the item or type the ltem Code!

Enter

s .
ifitem carries Serdl No. InpUt > - Raneat for additional items.
box will appear.

Subtotal the sale®.

2 = B N
I f ADeliveryo 3

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

Subtotal window will disappear®; F7

®ressing the 4

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

“Totenderthe exactamountdik 5, Input the amount of the cheque tendered”.
press Enter. Enter

(Press Tab key to correct an input error).

Salesperson : Me I Totals _Tenders

Subtotal $219.00
; Markdowns $0.00
Item Code Price Le Discount $0.00
Total $219.00
Media
L: | Item Description Cash
1 502884 Sleepmaker Queen Cheque $219.00
Account
Debit Card
+- Credit Card
+ Manual Cards Cheque
Gift Certificate
Loyalty Pionts Amount $
Wi th the fAut Layaway
. Total Items Tof] Due Bill
option :When the cheque has 1
pn'nted, the sale will be : F5 Loyalty Card F7 Add On
automatically closed and sales
——— e |
receipt printed.(Settings Option) Terminal 1 (Master Terminal) | NUM | 13/06{2014 10:28:13
6. Input the Branch Number(3 digits prior to account number) Enter
7. Input the Account Number.
Enter
5 . .
Some storesmaynothave 8 |nsert the cheque into the printer.” Enter
cheque printing facilities
9. Message window advises that A
Enter
. . .6
10. Complete the sale and print the sales receipt’. F2
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Making an EFTPOS sale

PROCEDURE:

1. Scanthe item or;

Yifitem canies Serial No. Input Type the item cod el =
box will appear. nter
) . . A
I f fAbDeliveryo 5 Repeatforadditonal items.
respond to pojip.
3. Subtotal the sale”. F2

Pressing the ) I '
g Subtotal window will disappear®. F7
the same result.
4
OrpressEonthekeyboard 4, Select EFTPOS media”. el Enter || ... Enter
Subtotal
Salesperson : Me I Totals Tenders
| Subtotal $1,399.00
Item Code Price Lelf | Markdowns $0.00
| Discount $0.00
| Total $1,399.00
Media
L: | Item |Description Cash
1 756626 Carnival 4Pce Lngej Cheque $1399.00
+-Credit Card
+-Manual Cards EFTPOS
Withthe fiAut oCl o Gift Cetificate
option :When the EftPos card Loyalty Pionts Amount $
Layaway
processing has finished, the sale Due Bill
. ! 1
will be automatically closed and F5 Loyalty Card F7 Add On
the sales receipt printed. s
Terminal 1 (Master Terminal) UM 13/06/2014 10:30:26
5, The system wlashlOutpor.ompt for A
6. If cashis required input amount.
6 P
Wil notapply ifnotintdaced 7 Djsplay the EFTPOS processing screen.’ —
with EFTPOS system
8 You will b eSWEQUITOMERICARDD SELECT ACCOUNTO

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

and RIMOy ofin

POSperfect Il Sales Manual v5.0 7
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Subtotal
Salesperson : Me ﬁotals 'Tenders

| Subtotal $1,399.00

Item Code Price Le ] Markdowns $0.00
$0.00

| Discount

| Total $1,399.00

L: | Item De
1 756626 Carr

Cheque
ot

+-Credit Card
) + Manual Cards EFTPOS
The EFTPOS part of the receipt Gift Certificate
Loyalty Pionts Amount $

will now be printed.

Layaway
Due Bill

Terminal 1 {Master Terminal) UM 13/06/2014 10:30:26

9. Complete EFTPOS processing. Enter

10. Complete the sale and print the sales receipts. . F2
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Making a sale by credit card

PROCEDURE: 1. Scanthe item or;

Yititem carries Serial No. Input
box will appear.

2

Type the item code’.

I'f fiDeliveryo 2 Repeatforadditional items.

respond to pojIp.

3. Subtotal the sale®.

3 .
Pressing the |fCustomerrequires additional purchases at any stage before sale is completed.

the same result.

Subtotal window will disappear®.

4 Setup can be configured tc
always show Credit cards in
the expanded fornYouonly
need push V for Visa, M for
Mastercard etc.

With the fAAut

5.

Enter

F2

3]

|

F

List credit card options.

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

Enter

option :When the credit card Subtotal
processing has finished, the sale e b Totals - Tenders
Subtotal $379.00
will be automatically closed and ltem Code Price Le|f | Markdowns $0.00
B Discount $0.00
the sales receipt printed.
| Total $379.00
. Media
L: | Item | Description Cash o
1 209384 Clothes Dryer F&P Cheque '
Account
EFTPOS
= Credit Card
VISA C MASTER Card
Amount $
+-Manual Cards [vel
F5 Loyalty Card F7 Add On
Terminal 1 (Master Terminal) NUM 13/06/2014 10:32:33
6. Highlight the appropriate card. ol Enter
“To tender the exactamountdik 7 1 i the amount tendere.
press the Enter key.
(Press Tab to correct input error)
8. Display the EFTPOS processing screen. Enter
9. You Il be prompted to ASWI PE CUST!
and key API N OR ENTERO on the EFTPO
POSperfect Il Sales Manual v5.0 7 13 3 September, 2014



faPINwasnotentered (after 1y - The EFTPOS part of the receipt will be printed.
pressing the Enter key on the

EFTPOS pin @d) the customer

will be required to sign the Store

Copy of the EFTPOS Receipt.
11. The EFTPOS system will prompt @ASign
customer 6s card.
12. Confirm Signature Enter
13. Complete the credit card processing. Enter
14. Close the sale and print the sales receipt’. £
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Stock ltem Search

PROCEDURE:

St ore manager
on sales screen. See next page.

2Your store may have Size/Colour
option in which
button allows access to search on
various ranges. (See Search all stocl

by size)

® Different terms may be applied in

individual setups.

For more detail see next page.

POSperfect Il Sales Manual v5.0

The following is dependent upon settings that have been made in Program Setup.”

1. Open Item Search in Sales screen

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

i)Search by Start of ltem code OR any part of ltem Code

Search Criteria

F3 By Description

Start of Description : |

Any Fart of Description |forest

F4 Fast By Code

Start of [term Code: |

Any Part of ltem Code: |

F5 Advanced (Only Use Advanced Search on SKU's)

By: | i1 o
ot x| v
F2 0K | TF8BySize | F10 By Package| F9 Cancel |

iiiy Search SKU by Department, Class, Brand or Vendor’

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

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

3. Display the Search screen.

4, Select the required item.

5. Complete the sale (see Making Sales).

7 15
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Stock Item Search(cont.)
OBJECTIVE:

PROCEDURE: 1

'Dependent on both SKU/PLU codes? .

on system.

3.

I f Afast find A
any part of the item code or
description in the Item Code box of
the Sales window. PreB8 will raise

the search screen of filtered items.

Depending on System settings Pricin

and AOn Handd& T 1

Obtaining detailed information in SKU / PLU Search Screen

Display Search screen.

Select search on SKU or PLU*

Select ltem.

F3

F2

F7

Salesperson :

028219
9414789305699
9414789305545
9414789305507
892173

808157

150010

747399

808142

808156

990004

756626

150000
RV2010
808149

R18R

209384

750001

827245 3,

<]

45 Ltr Roll Away Box
7UP Lemonade 12x120z
7UP Lemonade 6x120z
7UP Lemonade Single Can 120z
TUP Soda 12x120z
Amstel Light Pint

Apples - Granny Smith b
Barossa 2Pce Lnge Suite
Beef Lasagne

Berry Parfait

Breakage

Carnival 4Pce Lnge Suite
Carrots - Minature b
Chantell Ball Gown RV-2
Chocolate Log

Clock Kitchen Wall
Clothes Dryer F&P 3.5
Coffee Nescafe 160z
Coke Cans 12x120z

—

$14.99
$11.90
$5.95
$0.99
$11.90
$3.75
$0.89

$299.00

$1,

$9.99
$6.50
$0.00
399.00
$1.29

$239.00

$5.99
$22.90

$379.00

$12.90
$1349 1y
B

4.

5.
Size/Colour Module must be 6.
activated.

7.
Multi T store Environment 8.

9.

POSperfect Il Sales Manual v5.0

Show selected item in greater detail.

Show amount

UM

i Qn...Hando

Select Size or Colour if applicable.

Show all information on selected item.

Show information on selected item at other stores.

Return to Search screen.

7

16
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13/06/2014 10:34:54

F5

F3

F3

F6




Stock ltem Search 0 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 I nput category code or move to. T;
4.  Select category of primary search parameter. Py — F—G
5. Input next category code or move to field aboveF7 T;
6.  Select category of secondary search parameter,.
7.  Display all product that are in the above categories. ?
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Creating a Customer record

Procedure: 1. From the Sales screen display the Customer Number screen F5

Customer Number

Salesperson : Me

Customer Number : |

Last Name | Phone Number |
First Name I Email I
I~ Case Sensitive Customer Type | =l

UM 13/06/2014 10:56:15

2. Press orclick F3

3. Display the Customer Maintenance screen F3

! Lastname field must be
completed

2 Fields that are displayed
reflect the parameters set in the
Setup section

3 The CustomefType field will
define which price level this
customer buys at. (Setup
required).

4. Input all the relevant details* > *

5. Return to the Sales screen when completed F2

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