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1. Today Software - Store & Corporate Controllers 
 

Functional Overview 
 

The Corporate Controller is a powerful multi-branch Retail Management System (RMS) 
designed for managing medium to large chains or retail stores. The Store Controller is a 
single store version of the Corporate Controller designed as a Retail Back Office system. 
 
Corporate Controller is a GUI/Windows based multi-user application written in the powerful 
PROGRESS™ development environment. PROGRESS provides a Graphical User Interface 
(GUI), 4GL development language, and a single or multi-user Relational Database 
Management System (RDBMS). 
 
The unique strength of the Corporate Controller is its integration with remote offline Branch 
POS systems and Store Controller systems. The Store Controller can also be used as basic 
Warehouse system although it is designed primarily as a Retail Back Office and Inventory 
System. 
 
Virtually all database transactions and structures are maintained seamlessly across the entire 
suite of systems to provide consistent centralised management and reporting for all locations. 
This can be done by individual branch or consolidated reports for selected branches. 
 
The system comprises an integrated Communications module which allows branches to be 
connected through either Dial-Up or Wide Area Network (WAN) configuration. Every remote 
transaction (including every POS transaction) and inventory movement of every branch is 
recorded in the Corporate Controller database. 
 
The Corporate Controller can also be used to provide centralised stock control for multiple 
stock locations (stores) through its Inventory Management and Trade Sales modules. This is 
used where stores are not required to manage their inventory locally. All modules are 
integrated so that Inventory is integrated both with branch/warehouse inventory systems and 
with Central Purchasing and Creditors modules. Similarly the Accounts Receivable module is 
integrated with Branch Account Sales and the Corporate Controller or Store Controller Trade 
Sales module. 
 
Modules 
 

Standard Modules 
Inventory Management 
Maintenance 
Sales Analysis & Reporting 
Sales Audit (Retail Operation reports) 
Communications 

 
Optional Feature Modules 

Central Purchasing 
Accounts Payable 
Trade Sales/Invoicing 
Accounts Receivable 
General Ledger 
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Inventory System & Management 
 
The Corporate Controller provides a perpetual real-time inventory system based on the SKU 
(Stock Keeping Unit) which is the primary unit for controlling inventory. Stock is ordered, 
received and reported by the SKU although sales can also be reported by PLU 
(Grocery/Liquor) and Size and Colour (Apparel/Footwear). 
  
The SKU is linked to a (maximum of 4) tiered hierarchical structure of product (reporting) 
groups which are: 
 
 Division, Department, Class and Subclass 
 
Linked to each SKU is one or more PLU's (Price Look Ups) or Barcodes. The SKU is then 
linked to the relevant product groups. The hierarchical structure of the product groups dictates 
that a Subclass belongs to a Class, which in turn belongs to a Department that belongs to a 
Division. 
 
The product/product group hierarchy is structured as follows: 
 
 Grocery/Liquor   Footwear/Apparel/General 
 Division  (optional) Division 
 Departments...     Departments....  
 Classes ....   (optional) Classes ....   
 Subclasses ....  (optional) Subclasses ....     
 SKUs....    SKUs....  
 PLUs ....    Barcodes for Size/Colour Matrix 
 
The PLU is the primary unit of sale and links back to the SKU through the "Base Unit" factor, 
which can be seen on the PLU Maintenance screen. This allows a product purchased in one 
standard package form (SKU) to be sold, in one or more package forms, which may be 
different from the SKU package.  
 
Example..  A SKU may identify a dozen bottles of a soft drink. Receiving 1 SKU into 
stock will result in 12 bottles in stock. Several PLU's may exist so that a PLU or Barcode may 
be used for; a Single Bottle, Six Pack, or Dozen bottles, or any other desired quantity of sale.  
 
Cost & Selling Price 
The cost price is held against the SKU. The cost is exclusive of Tax. The system  provides a 
matrix of costs by SKU by Vendor by Store. The system also tracks the cost and cost 
changes through the product history files.  The standard costing mechanism used in historical 
reporting is FIFO (First In First Out) which provides the most accurate Gross Profit and Stock 
Valuation. 
 
In Liquor and Grocery (SKU/PLU) systems, the selling price is held on the PLU record. This 
price is generally tax inclusive, but tax excluded is also supported The POS terminals perform 
the tax calculations returning the net (after tax) sell price back to the Corporate Controller.  
 
Each PLU may have up to 6 prices or price levels. These price levels may be used for 
Quantity Breaks or Customer Group Discount pricing. 
 
With Size/Colour Inventories, the price is held only on the SKU which is referenced from the 
barcode.  
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Product History  
Each product’s movements are tracked on a daily basis. The master product history file, from 
which inventory is controlled and reported, holds a history record for each SKU for each day 
on which the product has moved. Movement details including "Quantities", "Costs" and 
"Retail" values are consolidated into a  number of categories as follows; 
  Sales, Returns, Transfers, Adjustments, Supplier Receipts, 
With this dated inventory a picture of inventory at any date or period can be taken. 
 
Stock Levels 
Stock levels are maintained from three main inputs in the inventory system; 
 
 Stock receipting (from vendor orders/credits and inter-store transfers) 
 Stocktaking  
 Sales & returns (POS terminal interface) 
 
Purchase Orders  may be entered in the Corporate Controller for any branch, or entered into 
the local branch system. Stock Receipting is normally a function of the branch system 
although the Corporate Controller can also be used to manage a stock location such as a 
Retail Warehouse.  
 
Transfers. Stock Control documents are electronically transmitted between systems so Store 
to Store transfers are entered at one point but reconciled by the receiving store with 
“Inventory in Transit Report” identifying and reconciling discrepancies.  
 
With the Central Purchasing module , consolidated purchase orders can be generated for a 
supplier with multi-branch distribution. The respective receipting documentation is 
automatically transmitted to the relevant branches in preparation for the direct vendor - 
branch shipments. 
 

Maintenance 
 
The Corporate Controller provides a centralised maintenance facility for a variety of data 
types used by the Branch/POS Systems and Branch/Warehouse/Store Controller systems. 
The data types maintained centrally are: 
 
Product Reporting Groups (Divisions, Departments, Classes, Subclasses) 
User Defined Reporting Groups (eg Season, Brand, Label, Pack Type …) 
Products (SKU’s, PLU’s, Barcodes, Packages) 
Size & Colour Charts 
Vendors/Suppliers/Creditors 
Reorder Levels & Size Levels (for Size/Colour Inventory) 
Customers/Debtors (normally created in Branch/POS systems) 
Pricing (by SKU, PLU, Package, Price Levels) 
Promotions & Loyalty functions 
Mix&Match (Supermarket) 
Cashiers & Permissions (Security) 
Gift Vouchers 
Rebates (Vendor & Product) 
Store/Branches & Managers  
 
Smart efficient maintenance facilities are provided for managing products for products, pricing 
and promotions by store or store group. Store can be grouped into; Store Types, Regions, 
Sub Regions and Advertising Groups. 
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Sales Analysis & Reporting 
  

The system and particularly the database is designed for tracking sales and inventory history 
by product by store by day. Unlike systems that are designed primarily as multi-entity 
accounting systems, the Corporate Controller database is designed to rapidly access data for 
any number or combination of stores.  
 
A range of sales, audit and inventory reports is provided with the base system, and additional 
module specific reports (Accounting Modules) provided with the optional feature modules. 
 
System Report Summary 
 
QuickView  
Sales Analyser 
Stock Analyser 
Comparative Sales  

Sized Inventory  
Size Grid 
Size Composite 
Size Overview 
Sold by Size 

Price Reports  
Pricing 
Promotional Pricing 

Inventory Performance  
Inventory 
Restock 
Purchases 
Rebates 
Onhand 
Out of Stock 
Inventory in Transit 
Negative Stock 
Condensed Stock & Sales 
Rebates 
Vendor Receipts & Returns 

Product Sales Performance  
Profit 
Profit by Transaction 
Hot/Cold Item 
Top Products 
Sales Analysis 
Comparative Sales 
Salesperson 
Executive Sales 
Executive Summary 
 

Financial Sales  
Store Totals 
Hourly Sales 
Sales by Week 
Department Sales 
Class Sales 
Media Totals 
Media Summary 
Transactions 
Salesperson Sales 
SKU’s Sold by Salesperson 
Due Bills (Credit Notes) 
Discounts 

Customers  
Customer List 
SKU’s Sold by Customer 
Customer Orders 
New Customers 
Customer Letters 
Mailing Labels 
Layby Status 
 

File Listings  
SKU’s 
SKU Catalogues 
Barcodes 
Store 
Product Groups 
Vendors 
Sizes 
Operators 

Audit / Enquiry  
Till Reconciliation 
Paid In / Paid Out 
Total Stock 
SKU History 
Bank Rec. Exception 
Bank Rec. Summary 
Daily Banking 

Stock Control  
Count Sheets 
Provisional Count/Shrink 
Shrink 
Uncounted SKU’s 
Purchase Orders 
Forward Orders 
Document Listings 
Document Summaries 
Reorder 
SKU’s on Order 
Stock Receipt 

Accounts Receivable  
Aged Balance 
Statements 
Transactions 
 
General Ledger 
Trial Balance 
Profit & Loss 
Balance Sheet 
 

Accounts Payable  
Transactions 
Aged Balance 
Trial Balance 
Held Invoices/Items 
Invoice & Payment 
Overdue Payments 
Discountable Payments 
Suggested Payments 
Unallocated Credits 
Non Finalised Invoice/Credits 
Non Stock Items 

 
 
Most reports can be run as at any prior date or for any date range. All applicable reports 
provide a Store Selection screen so that stores can be selected by Store Number Range, 
Store Type, Region, Advertising Group or the users own store list. Key Sales, Inventory and 
Financial reports have run time options for consolidating stores into a single report. 
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Most reports have a variety of run-time options, and many have setup parameter options, and 
many can be exported to “CSV” files for use in 3rd Party systems or spreadsheets. 
 
QuickView  is a Graphical Drill-Down Reporting module that provides Snapshot reporting on 
KPI data with Drill Down facilities to products and product audit trails. In a single screen the 
user can quickly take a Snap-Shot of an Inventory Valuation, or Sales Performance, or 
Comparative Sales for a range of Stores, with the options for consolidation of Stores or 
Product Groups. Reports are automatically and seamlessly export to MS Excel™ for 
Graphical Reporting or integration into 3rd party management reporting systems. 
 

Sales Audit & Enquiry 
 
The Sales Audit module provides maintenance, reporting and enquiry functions for the many 
intricate Point-of-Sale functions. This module allows management staff to view each the 
transaction details of every POS transaction including payment tenders, change given, and 
exceptions like Mark-downs, Reasons and Discounts provided. Management staff can search 
for POS sales by a variety of search criteria across and periods or stores.  
 
Administration functions provide maintenance and enquiry functions for the following: 
 

Financial Detail Enquiries  
Gift Vouchers – issue and tracking 
Credit Notes (Due Bills) tracking 
Customer Loyalty transactions 
Till Reconciliation 
Bank Reconciliation 
Bad Cheques 
Paid In & Paid Out 
Coupons & Discounts 
Tax Collected 

Product Detail Enquiries  
SKU’s & Product Costs 
Product History  
Stock Documents 
Price Checking 
Total Combined Stock of an Item 
Customer Enquiries 
Laybys  
Loyalty & Adjustments 
Customer Orders 
Item purchases 

 

Communications 
 
The Corporate Controller manages the Wide Area or Dial-up communications network. The 
system automatically and seamlessly prepares all maintenance updates (see Maintenance) 
and distributes these to each store with their store specific pricing. Stores are typically polled 
at pre-defined times or intervals in order to minimise network costs.  
 
Updates are polled down to the POSperfect store systems or Store Controllers without 
operator intervention or interruption of store functions. Within the store systems, updates are 
then immediately transferred to every POS terminal. Timed updates such as Promotions are 
sent immediately but activated and deactivated by the local terminals. 
 
Transactions (sales and inventory) are also polled back seamlessly and loaded automatically 
into the Corporate Controller database. 
 
Stores may be grouped into Communications Groups so that stores with similar connections 
and in different time zones can be managed efficiently. The Communications module allows 
jobs to be defined to move any files (not only Corporate Controller data) to and from locations 
on the destination systems. 
 
The Communications system uses Microsoft™ Dial-Up Networking (for Dial-Up connections), 
and TCP-IP or NetBEUI protocols as a communications transport mechanism. 
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The Store Controller (or Corporate Controller when installed at a Store location), 
communicates to the local POS system through an Online (TCP-IP) Link so that transactions 
and updates are transferred between system immediately. 
 
A suite of Communications Administration tools and logs are provided for administering the 
Wide Area communications system or Dial-Up Network. 
 

Central Purchasing 
 
This is an add-on feature module which allows buyers at a central location to efficiently 
purchase on suppliers for any group of stores, or all stores. It is ideally suited to organisations 
which make centralised group purchasing decisions, but where vendors supply directly to the 
stores. 
 
The system allows the creation of a single Purchase Order for a vendor/Supplier with viewing 
into sales and stock information for each store. The resulting Purchase Order shows both the 
combined purchases and the distribution and delivery details for each store.  
 
From the Purchase Order distribution details, the system creates electronic receipting 
documents specific to each store, and transfers this document electronically into the store 
system to await the arrival of stock direct from the vendor. 
 
The system provides Suggested Order Reports, and can automatically generate Purchase 
Orders either based on Reorder Points and Quantities, or based on Stock Onhand, Sales 
Performance, and Weeks Stock Required.  

 Accounts Payable / Creditors 
 
This module is available either in the Corporate Controller for a centralised multi-branch 
Creditors system, or on the Store Controller (Branch Level) for a single store system. 
Creditors is fully integrated with the Purchasing and Receipting Systems and the General 
Ledger. 
 
Stock can be receipted directly into the Corporate Controller inventory system, or into a 
branch Store Controller or POS Back Office system. The receipting document is then 
recorded in the Corporate Controller and made available to the Creditors system. When the 
creditors invoice arrives and is entered, the operator can view the associated inwards goods 
documents and link these to the creditors invoice. The operator can then drill down from the 
Creditors invoice to each store and product purchased to verify quantities received and costs. 
 
This function provides for both reconciliation of stock received by the stores to the vendor 
invoice, and eliminates the need to the operator to enter the invoice lines for stock products. 
The operator simply adds on any Non Stock Items (NSI) such as Freight and Insurance  
 
On top of these functions the Creditors provides a standard suite of Accounts Payable 
administration functions and reports as follows: 
 

Administration Functions  
Account enquiries  
Invoices, Credit Notes Entry & Enquiry 
Payments and applications 
Cheques administration 
Payment Method & Terms maintenance 
Period Control 
Bank Account Maintenance 
Non Stock Item Maintenance 
Manual Payments & Payment Runs 
Held Items 

Reports & Enquiries  
Transactions 
Aged Balance 
Trial Balance 
Invoices & Payments 
Overdue Payments 
Discountable Payments 
Suggested Payments 
Unallocated Credits 
Non Finalised Invoices 
Non Stock Items 
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Trade Sales Invoicing 
 
This module is provided so that sales can be entered directly into the Corporate Controller or 
Store Controller (Back Office) systems rather than the POSperfect POS Terminal. It is 
designed with the same look and feel as the POSperfect Sales application but with reduced 
functionality so that only Charge Account and Cheque sales are supported. The Trade Sales 
module is tightly integrated with the Accounts Receivable module and inventory modules. 
 
The system provides standard pricing functions with 6 price levels by product and manual 
pricing overrides. The system also provides standard product searching functions for products 
by code or partial description. 
 
A flexible Invoice format is provided through MSWord™ (Rich Text) invoice template. 
 
In the Corporate Controller sales can be entered for other stores provided the system is set 
up so that the Corporate Controller is maintaining the Inventory for those stores. 

Accounts Receivable (Debtors) 
 
This module is tightly integrated with the Branch POS System account transactions and the 
Trade Sales module. It can be used in either (or both) the Store Controller (Back Office) or the 
Corporate Controller (Centralised Head Office). Every debtors transaction made at POS or 
Store level, is recorded both in the Branch debtors systems and the Corporate Controller 
database.  
The system is written as Open Item real-time system, although it can be configured to operate 
as or simulate a Balance Forward system. 
Account payments can be made at POS and applied immediately against an invoice, or left 
unapplied for subsequent processing in the Store or Corporate Controllers. Some restrictions 
apply when setting up the systems so that payments can only be applied against invoices at 
one location due to the processing lag in a Dial-Up or Polled environment where two 
payments could otherwise be applied to the same invoice. 
Statements can be run as at any prior date without any period roll-over restrictions. 
Customers are linked to Customer Types both of which are maintained within this module. All 
maintenance changes and transactions entered in the Store or Corporate Controller are 
automatically and seamlessly updated in the POS system at the Customers domiciled store. 
Customers can be enabled for account charge sales across all stores or limited to the 
domiciled store. 
 
Customer Account payment terms are flexible supporting for example both 7 day, 30 day and 
20th month customers.  
 
 

Maintenance & Enquiry  
Customer Maintenance 
Customer Types Maintenance 
Account Enquiries with drill down 
Invoice Enquiries & details 
Payments (receipts) & applications 
Manual Adjustments (journals) 
Manual Charges & Credits 

Standard Reports  
Aged Balance 
Statements 
Transactions 
 

 

General Ledger 
 
The GL is a full multi-store multi company General Ledger. It provides a flexible format chart 
of accounts. It is fully integrated with the other Corporate Controller modules and the Branch 
POS Sales and Inventory systems. 
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It provides a flexible format Chart of Accounts. Only one ledger and chart of accounts is 
required for all retail stores maintained within one company. The system will automatically 
provide reporting for any store, or consolidated group of stores (or all stores) at report Run 
Time. This is consistent with the operation of the Corporate Controller is other areas of 
reporting like Sales and Inventory valuations. 
The fiscal periods are flexible and user defined with respect to Calendar month, 4-4-5 or User 
defined periods.  
Source transactions (e.g. Sales & Inventory) can be posted to General Ledger for any 
specified period, and re-posted as necessary any number of times. 
Profit and Loss and Balance Sheets can be run with prior period or budget comparisons. 
 
Setup Functions  
Fiscal Periods & Years 
Chart of Accounts 
Opening Balances 
A/C links to Transactions Types  
A/C links to Payment Types 
Budgets 
Period Control 

Transaction Posting  
Post Data 
Daily Banking 
General Journals 
Bank Reconciliation 
Reports 
Trial Balance 
Profit & Loss 
Balance Sheet 

Enquiries  
POS Transactions 
Creditors Transactions 
Account Enquiries 
Journal Enquiries 

Miscellaneous Functions  
Non Stock Items Maintenance 
Paid-out Type Maintenance 
Re-post transactions 

Highlights 
  
Integrated with Branch POS and Back Office Systems 
Complete Suite of Retail POS, Inventory, Purchase and Accounting Applications 
QuickView Snapshot Graphical Executive Level Reporting with Drill Down 
Industry Standard Hardware, Operating Software & Communications platforms 
Extensive range of retail management reports 
Powerful relational database and GUI/4GL for providing customised reports etc 
Flexible store selections (any combination of stores) for most reports 
Flexible integrated communications module using industry standard transports 
Proven in large multi-user multi-store retail chain environments 
Designed specifically as a Retail Management system, not a POS system 
Multi-stock location control for Online Warehouse and Stock Locations 
Powerful maintenance facilities for managing price catalogues by store 
Centralised Purchasing electronically linked to branch level stock control 
Electronic Store to Store and Warehouse to Store Transfers 
Centralised Creditors Multi-Branch (Accounts Payable) integrated with Purchasing and 
Inventory systems 
Full multi-store/multi-company General Ledger with report time Store/Company consolidation 
Advance stock-taking features, e.g. Stocktake Scheduler 
Customised menus and Customised End User reports 
Easy support third party application interfaces 
 
Supported Operating Systems 
The Today Software "Corporate Controller" is designed to run on Windows 
95/98/NT/2000/XP, and Unix based computers. The system may be run in single or multi-user 
modes. While the system originated from the multi-user Unix environment the standard 
architecture is now Client/Server using Win95/98/2000/XP clients with a WiNNT/2000/XP or 
Unix server. 
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2. Using the Corporate Controller Manual 
 

Terminology 
 
BARCODE:  

Same as PLU. 
 
BUTTON: 
 

A Windows control for starting a function.  Click a button to activate it.  If 
the button has a keyboard equivalent, you can press the key to activate it. 

In the Corporate Controller the F2 function key serves as the keyboard equivalent to 
the OK button. 

 
CHECK BOX:  

A Windows control for setting an option. Click in the box to toggle the option on or off. 
 
CLASS:  

Middle level reporting group in hierarchy. 
 
DEPARTMENT:   

Primary reporting group in hierarchy. 
 
DOUBLE-CLICK: 

To press and release the left mouse button twice in quick succession.  To double-
click a control is to move the mouse pointer over it, then press and release the left 
mouse button twice in quick succession. 

 
DIVISION: 

Highest reporting group within a store. E.g. Wholesale Division, Retail Division. 
 
KEY BRAND:  

Brand name of product or range of products. E.g. "SURF" Washing powder.  
 
LIST BOX: 
 

A Windows control for choosing one option from a list.  Click the 
down arrow to see the list of choices, and click one to select it.  
Use the arrows to scroll the list up and down.  Leave the box 

blank to use the default setting. 
 
MANUFACTURER:  

Products manufacturer.  May not be the Vendor/supplier. 
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MENU 
 

 
 
 
 
A Windows control for storing related groups of functions.  Click the menu you want, 
then click the menu item you want. 

 
PACK-TYPE:   
  Type of packaging used on product. E.g. Can, Bottle, Carton. Used for reporting by 

package type. 
 
PACK-QTY:  

Number of skus in a pack. This is different from the PACK referred to in  
PACK-TYPE above. It is used for Stock Receipting by a package quantity, 
E.g. 12 SKUs per package. 

 
PLU:  

Price Look Up. A unit by which an item is sold. One SKU may have one or more 
PLU's which reference the SKU. One PLU may be a proportion (in quantity) of an 
SKU.  

 
SEQUENCE NUMBER:  

Numbering system for reconciling Inwards Goods Receipting and Stock Taking 
functions. 

 
SKU:  

Stock Keeping Unit. The primary unit by which a product is ordered, received and 
stocked. 

 
STORE: 

The highest level of Corporate Controller reporting and auditing.  A store sells 
products, and is a location for stock. 

 
SUBCLASS:  

Lowest level reporting group in hierarchy.  
 
VENDOR: 

Same as Supplier. Also primary Creditor code for Creditors module. 
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Operations Manual Protocols 
 
Each procedure in the manual describes the steps required to perform a specific Corporate 
Controller task.  Default options are chosen throughout each procedure. If your Corporate 
Controller settings vary from the default ones, some screens may appear slightly different. 
 
Line numbers . A line number defines each operational step.  
 
Windows.   Each procedure is accompanied by a picture or pictures of the main windows 
used in the procedure.  Descriptions of windows or dialog boxes are inset in bold underneath. 
 
Field names . Described as they appear on the screen.  
 
Default Cursor Location 
If the cursor is in a field already containing data, the operator decides whether to accept the 
data by pressing the Enter key, or change it. The first entry at the prompt will clear the field as 
the new values are entered. 
 
Press Enter . Depress the Enter key once.  For consistency in the instructions, the Enter key 
has been used to accept an entry where an alternative may be to click the OK button or 
sometimes double-click. 
 
Press F1 .  Depress the F1 key once.  This key will give an on-screen display of all data 
currently in the database attached to the field that the cursor is active in. 
 
Input (value)   Type the value in the appropriate text box and press the Enter key.   
For example, at ‘Input the quantity sold’, you should ensure that the cursor is in the Quantity  
text box and type the quantity, then press the Enter key. 
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Corporate Controller Main Screen 
 
 
The Corporate Controller main screen is the screen displayed on login.  The system returns to 
this screen after the operator has fully completed any function.  Functions are accessed by 
selecting a pull-down menu from the menu bar.  The status bar at the bottom of the screen 
gives user information and displays the user name, date and LAN status.   
 
 
  
 

 
Fig 2.3 Main Screen 
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3. Maintenance 
 

3.1 Introduction – Please Read 
 
Maintenance refers to the functions necessary to add, modify and delete records from various 
database files. The most common file maintenance functions are those used to maintain 
products (SKUs or Stock Keeping Units) and (PLUs or Price LookUp Units), but maintenance 
functions are provided for many other functions. 
 
Most end-user maintenance functions are accessed through the Maintenance item from the 
Corporate Controller Main Menu. From this menu and its’ sub-menus the following items can 
be maintained; 
 
 SKUs 
 PLUs & Pricing 
 Product Groups (Divisions, Departments, Classes, Subclasses, 
 Vendors, Manufacturers, Key Brands) 
 Salespeople/Operators/Cashiers/System Users  

Customer Types, Customer Transactions (Discount Levels, Promotions) 
 Importing and Exporting of various data 
 
Some module specific maintenance functions such as; Creditors and Debtors and Audit 
Enquiry are accessed directly from these specific modules. 
 
Other less common maintenance functions related to the initial installation and set-up of the 
system are accessed via the SetUp menu.  
 
To obtain database field information within most text boxes on most screens, simply press F1. 
The listings pertaining to that field will appear in a separate window. 
 
To exit a screen, with changes kept, select either the Save button or press the F2 function 
key. The Esc key will exit screens without saving changes. 
 
The instructions that follow are written around adding new data into your system. To edit 
existing data very similar procedures are followed. Editing requires you to click the information 
on the screen whereas adding requires you to click the Add button. 
 
Depending on your System Setup and configuration, p rocedures found in this manual 
may vary slightly e.g. some screens may not appear.  
The Sku/Plu system is different from the sku system  and that is different from 
size/colour. 
** Denotes optional instructions depending on setup .
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Fig 3.1 Maintenance Menu 

 
 
 
 
 
 
 
 
3.2 Adding  SKUs (Sku/Plu system)  
(Groups such as Class, Department, Manufacturer and Vendor should all be established 
before adding new SKUs to them) 
1.  Select Maintenance from the Controller Application Main Menu. 
2.  Select Products from the Maintenance menu. 
3.  Select SKU from the Products menu. 
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Fig 3-1 SKU Maintenance 

 
To add a SKU, click the Add button and input the SK U number. To edit an existing SKU, click 
the Seek button and input the SKU number, or use th e navigation buttons to find the SKU. 
Click the Save button when the desired information is entered. 
4.  Input the SKU number then Enter   or  Tab 

5.  Input SKU description and press   Enter   or  Tab 

6.  **Input the Subclass or press F1 for a list of subclasses. 

7.  Input the Class (or press F1 for a list of classes) and press Enter  

8.  The Department and Division will default in. 

9.  **Continue through the defined User Groups (or charts) displayed 

10.  ** Input the Key Brand 

11.  Input the Vendor code, vendor’s stock code and vendor’s price 

12.  In the ‘All Vendors’ repeat step 11 for other vendors who supply this item. 

13.  Tab through remaining fields and input as appropriate. 

14.  Set the markups or GP’s etc, %’s and overwrite prices if necessary 

15.  **Input the retail prices, quantities and set Markdown allowance 

16.  Click ‘Save’ button 

17.  The SKU Options window appears. Click Update to modify, then Save followed by Exit when 
changes have been made. 

18.  A pop-up asks if you wish to distribute to stores. Respond as necessary. Click ‘OK’. 
 

19.  If Plu required click ‘Go PLU’ button and add details. 
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20.  Click Add to add another SKU or Exit to return to Main Menu 
 
 
Note: Sku/Plu setup only allows PLU price to be altered. 
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3.2.1 Adding SKUs (Quick Sku) 
 Select Maintenance from the Controller Application Main Menu. 

 Select Products from the Maintenance menu. 

 Select Quick Sku from the Products menu. 

 
Fig 3-2 SKU Maintenance (Quick sku) 

 
 
To add a SKU, click the Add button and input the SK U number. To edit a SKU, 
click the Seek button and input the SKU number, or use the navigation buttons 
to find the SKU. Click the Update button when the d esired SKU is displayed . 
 
4.  Input the SKU number, description and other detail 

5.  Click the ‘Save’ button then the ‘Exit’ button to return to the menu 
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3.2.2 Adding Sku (Size/Colour) 
Add the sku in the normal manner but attach a size chart and/or colour chart to the 
sku. 
This involves either using an existing chart or creating one specifically for that sku. 
 

 
Fig 3-3 Size Chart 
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3.2.3. Adding and  Editing PLUs 
Plu’s must have a relationship to a Sku, i.e. be part of that Sku quantity 
1.  Select Maintenance from the Controller Application Main Menu. 

2.  Select Products from the Maintenance menu. 

3.  Select PLU from the Products menu. 

 

 
Fig 3-4 PLU Maintenance 

 
 

To add a new PLU, click the Add button. At prompt P LU Number: input the 
number for the new PLU.   To edit an existing PLU, click the Seek button.  At 
prompt PLU Number: input the number of the PLU you want to edit, or press 
F1for a list of PLUs).  Click the Update button whe n the PLU is displayed on 
screen. 
 
4.  Input the related Sku code then click the Tick 

5.  Input the Plu number then click the Tick 

6.  Input the PLU description. 

7.  Input the number of base units, ie number plu’s to one sku 

8.  Input the pricing for the PLU and click the Tick. 

9.  Input Yes for allowing discount, or No for no discount, then press Enter. 

10.  Repeat step 9 for the remaining levels. 

11.  If Plu is linked to a default plu then click ‘Link Forward’ and enter details in 
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‘Link Plu’ field. 

12.  If this Plu is to be sold free if sold with a Sku then click ‘Link Free’ 

13.  Check if Loyalty Points are being attached to this Plu 

14.  If price is to be updated input price in Update Price field then respond to the 
‘Price Update’ window 

 
Fig 3-5 Price Update Information 

 
 

15.  Input the required date or press Enter to accept the current date. 

16.  Input the required hour and minute 

17.  Click OK 
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Fig 3-6 Select Store List 

 
 

18. Input the Stores, Advert. Groups, regions and store type where updates 
apply. Or click ‘Select All’ to update all stores. 

19. Click OK 

20. Click the Exit button to return to the Main Menu. 
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3.2.4 Editing PLUs by batch 
 
1.  Select Maintenance from the Controller Applications Main Menu. 

2.  Select Products from the Maintenance menu. 

3.  Select PLU Batch Entry from the Products menu. 

4.  The Select Store window(previous page) will appear 

5.  Input the Store Number of the first and last stores to be edited, or 

6.  Click ‘Select All’ to edit all stores. 

7.  Click OK. 

 

 
Fig 3-7 Batch Store SKU/PLU Update 

 
 

8.  Input the number of the SKU to which the PLU belongs. 
9.  Press Enter . 

10.  Input the new Sku cost. 

11.  At prompt PLU Prices  input the PLU price at each price level.  

 

A question mark ‘?’ means no change to the price at this level. 

 

12.  At prompt Discounts  input ‘Yes’ or ‘No’ to allow or disallow discounts at each 
price level. 

13.  Click the ‘Next>’ button if you wish to update stores individually. 

14.  Click the OK button to finish editing PLUs. 

15.  Click Exit  to return to the Main Menu. 
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3.2.5  Creating Packages 
A package is an entity that collects sku’s or plu’s under a collective title, but has no 
stock value. 
1 Select Maintenance from the controller Applications Main Menu. 
2 Select Products from the Maintenance menu 
3 Select Packages from the Products menu 
4 Click ‘Add’ and enter the name of the Package (Package Code) 
5 Input the description of the package and press ‘Enter’ 
  

 
Figure 3-8 Package Maintenance 

 

6. Input Pricing values then click ‘Save’ 
7. Respond to Product Control pop-up window 
8. **Click the ‘Add’ button and input the Sku or plu that you require and the 

quantity of item in package then press ‘Save’ (Press F1 for list) 
9. Repeat step 8 for any subsequent items. 
10. Click ‘Exit’ to return to Maintenance menu. 
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3.2.6. Creating Charts 
Charts can be created at any time before or during sku creation. 
1 Select Maintenance from the controller Applications Main Menu. 
2. Select Size Chart from the menubar. 
3. Click the ‘Add’ button and input the chart name. 
4. Select Type of chart and click ‘Save’. 
  

 
Fig 3-9 Chart 

 

 
5. Click the ‘Add’ button and input the data that the chart represents, e.g. 

“White” for a colour chart. 
6. Input description (if required) and click ‘Save’ 
7. On completion of all data click ‘Save’ then Exit 
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3.3 Adding Promotions 
 
1.  Select Maintenance from the Controller Application Main Menu. 

2.  Select Products/Promotions from the Maintenance menu. 

3.  Select from Promotions what category the promotion will run on, e.g. Products 

 

 
Fig 3.10 : Promotion Scheduler 

 
To add a promotion, click the Add button.  To edit an existing promotion, use 
the navigation buttons to find the promotion and cl ick the Basic, Lines or 
Stores tabs 
 
4. Click ‘Add’ and input description. 
5. Input the date for the promotion to start. 

6. Input the time for the promotion to start (in 24-hour format). 

7. Input the date for the promotion to end. 

8. Input the time for the promotion to end (in 24-hour format). 

9. Click Save  

10. The Promotion Scheduler screen appears 
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Fig 3.11: Promotion Products Detail 

 
11. To add a product to the promotion, at prompt SKU Number input the SKU 

Number of the product or press F1 for a list of SKUs (or Plu’s). 
12. At field Promo Price input the promotion price at Price Level 1 and press Tab.  

To specify markdown status, at field Markdowns click in the box to allow or 
leave blank for no markdown allowed 

13. Repeat step 12 for the remaining price levels, and then press Save. 

14. To include other products in the promotion, Click the Add button then repeat 
steps 11 to 13 for the remaining products. 

15. Click the Save button, then click the Exit button to finish inputting or changing 
promotion product details. 
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3.3.1. Adding Mix & Match Promotions 

 
1.  Select Maintenance from the Controller Application Main Menu. 

2. Select Products/Promotions from the Maintenance menu. 

3.  Select from Promotions  - Mix & Match. 

4.  Click the ‘Add’ button. 

5.  Input the description on the promo. 

6.  Input the start and end dates (and times if required) 

7.  Select the relevant Effects level (Price level) 

8.  Select type of Mix & Match promo. 

9.  Input Quantity to buy for promo to take effect. 

10.  Input Method (this depends on Type), Item Selection, Item code and Quantity 
Free/ or New Price 

 
Fig 3.12  Mix & Match Maintenance  

 

11.  Click the Lines tab. 

12.  Click the ‘Add’ button and append lines as required. 

13.  Click Save and Exit when finished. 
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3.4.1 Adding Divisions 
 
1.  Select Maintenance from the Corporate Controller main screen. 

2.  Select Product Groups from the Maintenance menu. 

3.  Select Divisions from the Product Groups menu. 

 

 
Fig 3.13:  Division Maintenance 

 
To add a division, click the Add button. To edit an  existing division, click on 
the Description and overwrite, then click the Save button. 
 
4.  Input the division code in the Number field. 

5.  Input the division description. 

6.  Click Save and click the Exit button to return to the Corporate Controller Main 

Menu. 
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3.4.2 Adding Departments 
 
1.  Select Maintenance from the Controller Application main screen. 

2.  Select Product Groups from the Maintenance menu. 

3.  Select Department from the Product Groups menu. 

 

 
Fig 3.14: Department Maintenance 

 
 
4.  Click the ‘Add’ button and input the Department Number 

5.  Input the Department description. 

6.  Input the required Division from the selection. 

7.  Under the ‘Price’ tab input any pricing structure that is applicable to the whole 
department 

8.  Under the ‘Basic’ tab select any of the fields required. 

9.  Click the ‘Save’ button 

10.  Repeat steps 4 to 9 for any further Department additions. 

11.  Click the Exit button to return to the Maintenance menu. 

 To add a Class is the same procedure as above, substituting Class for 
Department and Department for Division. 

 To add a SubClass is the same procedure as above, substituting SubClass for 
Department and Class for Division. 
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3.4.3 Adding User Defined Groups 
 
1.  Select Maintenance from the Store Controller main screen. 

2.  Select Product Groups from the Maintenance menu. 

3.  Select User Group Type** from the Product Groups menu. 

 

 
Fig 3.15: User Group Maintenance 

 
4.  Input the code number for the new Group. 

5.  Input the description of the new Group. 

6.  Input the connected Group Level. 

7.  Input the connected Group. 

8.  Click the ‘Save’ button. 

9.  Press Exit to return to the Maintenance Menu. 
 
** User Group Type needs to be defined within Setup before it will appear in the 
Maintenance section. 
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3.5.1 Adding Stores 
To replicate an existing store setup use ‘Copy Store Utility’ see next sub-section 
1.  Select Maintenance from the Controller Application Main Menu. 

2.  Select Store Groups from the Maintenance menu. 

3.  Select Stores from the Store Groups menu. 

 

 

Fig 3.16: Store Maintenance 

 
 
4.  Input Store Number (press F1 for list) 

5.  At AKA: input an alternative name or number for the store. 

6.  Input the store name. 

7.  Input the physical address of the store. 

8.  Input the city for the store. 

9.  Input the state code for the store (input 1 if no state code). 

10.  Input the zip code for the store if applicable. 

11.  Input the e-mail address of the store, if applicable. 

12.  Input the phone number of the store. 

13.  Input the alternative phone number if applicable. 

14.  Input the store type number for the store (press F1 for a list of store types). 

15.  Input the region of the store (and Sub regions if applicable) (press F1  for list ). 
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16.  Input the name of the store manager and home phone number. 

17.  Company Code field applies if the store being added belongs to an entirely 
separate legal entity. 

18.  Input the distribution group for the store (press F1 for a list of distribution 
groups). 

19.  At Dist Qty: input the factor by which distribution quantities should be 
multiplied for this store. 
 

20.  At Comm Phone (on Polling tab): input the IP address of the store if it is 
connected to a network else input the phone number of the modem. 
 

21.  Input the Communications device e.g. VPN or Modem. 

22.  Input the communications group for the store (press F1 for a list of 
communications groups). 

23.  At CC for Inventory Control tick as appropriate. 

24.  In the Automate Transfer in Posting field enter Customer tick if required. 

25.  Click Save and click the Exit button to return to the Maintenance Menu. 
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3.5.2 Using the Copy Store Utility 
 
1.  Select Maintenance from the Controller Application Main Menu. 

2.  Select Store Groups from the Maintenance menu. 

3.  Select Copy Store Utility from the Store Groups menu. 

 

 
Fig 3.17: Create Store 

 
4.  At New Store Nbr: input the Store Number of the store to create (press F1 for 

list). 
5.  At Store Nbr To Copy: input the Store Number of the store to copy details from 

(press F1 for list). 
 
To copy all store details, leave all the check boxes checked.  To copy a range of 
store details, leave only their check boxes checked. 
 
6.  Click OK to copy the store and click Exit to return to the Main Menu. 
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3.6.1 Customer Maintenance 
Used for adding/editing customer detail where there is no Debtor module 
1.  Select Maintenance from the Controller Application screen 

2.  Select Customers from the Maintenance menu 

3.  Select Customers from the Customers menu 

 

 
Fig 3.18 Customer File Maintenance  

 

4.  Click the ‘Add’  to add or click on name and  Basic tab to edit 

5.  Type in Customer Key number (12 digits)  

6.  Input all other customer detail necessary.  

7.  Enter Purchase, Contact and Delivery information if needed 

8.  Click ‘Save’, click ‘Exit’ 

 



Today Corporate Controller – User Handbook 

3-23 

3.6.2. Customer Discount 
1.  Select Maintenance from the Controller Application screen 

2.  Select Customers from the Maintenance menu 

3.  Select Customer Discounts from the Customers menu 

 

 
Fig 3.19 Customer Discount Maintenance  

 

4.  Click Add button to add or select existing entry to edit. 

5.  Input selections as required (press F1 for list) 

6.  Input Start and End dates. 

7.  Click the Save button, then click ‘Exit’ 
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3.6.3 Loyalty Maintenance  
1.  Select Maintenance from the Controller Application screen 

2.  Select Customers from the Maintenance menu 

3.  Select Loyalty Promotions from the Customers menu 

 

 
Fig 3.20 Loyalty Promotion Maintenance  

 

4.  Click the ‘Add’ button 

5.  Input Description 

6.  Input start and end dates and times 

7.  Select Group type to attach points to 

8.  Select Promotion type (Multiplier =Point Cost of group x Value specified, Extra 
Points=Point Cost of group + Value specified 

9.  Click Save and click Exit to return to Maintenance screen 
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3.7.1Adding Salespeople/Cashiers 
 
1.  Select Maintenance from the Controller Applications Main Menu. 

2.  Select Operators from the Maintenance menu. 

3.  Select Salesperson 

 

 
Fig 3.21: Salesperson/Cashier Permissions 

 
 
4.  Input the Employee number 

5.  Input the Salesperson number  

6.  Input the name of the Salesperson  

7.  Input the Store number  

8.  Select Operator type 

9.  Click Save then Password button 

10.  Input PIN number (min 5 digit), verify and click OK 

11.  Click ‘Exit’ to return to the Maintenance menu. 
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3.7.2 Adding Corporate Controller Users  
 
1.  Select Maintenance from the Controller Applications Main Menu. 

2.  Select Operators from the Maintenance menu. 

3.  Select System Users 

 

 
Fig 3.22: User and Security Maintenance 

 
To add new users click the Add button. To edit an e xisting user click the Seek 
button and input the user’s name in the User-Name f ield or double – click the 
user name. 
 
4.  Input the new user’s name in the User Name field. 

5.  Input the user ID (i.e. Designation) 

6.  Input the user’s security level (1=high) 

7.  Have the user input their password. 

8.  Press F2 then click the X button to return to the Maintenance menu. 
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3.8.1 Gift Voucher Setting Maintenance 
 
1.  Select Maintenance from the Controller Applications menu. 

2.  Select Gift Vouchers from the Maintenance menu. 

3.  Select Gift Vouchers Type from the Gift Vouchers menu. 

  

 
Fig 3.23: Gift Voucher Setting 

  
4.  Input voucher name 

5.  Select price level 

6.  Select tracking type required 

7.  Click                      or press F2, then click ‘X’ 

8.  Click ‘Exit’ to return to the Maintenance menu 

 

� 
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3.8.2. Gift Voucher Maintenance 
1.  Select Maintenance from the Controller Applications menu. 

2.  Select Gift Vouchers/Cards from the Maintenance menu. 

3.  Select Vouchers/Card Maint from the Gift Vouchers/Cards menu. 

 

 
Fig 3.24: Gift Voucher Maintenance 

 
4.  Add or seek the voucher required 

5.  Input detail applicable (Pos will update redeeming data automatically) 

6.  Click the tick, click ‘Exit’ to return to Maintenance menu 
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3.9.1 Credit Note Maintenance 
 
1.  Select Maintenance from the Controller Application menu. 

2.  Select Credit Notes from the Maintenance menu. 

3.  Click ‘Add’ to add or click on an existing record to edit  

4.  Input detail required (either new note or redeemed information) 

  

 
Fig 3.25: Credit Note Maintenance 

  
5.  Click Save button and click ‘Exit’ to return to the Maintenance menu 
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3.10.1 Importing Data 
 
1.  Select Maintenance from the Controller Applications menu. 

2.  Select Data Exchange from the Maintenance menu. 

3.  Select Import from the Data Exchange menu. 

4.  Select the category of the import file eg Class (from Product Groups) 

  

 
Fig 3.26: Data Importing 

  
5.  Click  the ‘Browse’ button to select the file you wish to import 

6.  Click ‘Open’ – file name should appear in window 

7.  Leave other defaults unless specifically required to change. 

8.  Move to Selection tab  

9.  Select item from ‘Field#/Data’ window and corresponding item from ‘Database 
Field’ window 

10.  Click  ‘Link’ button 

11.  Repeat steps 9 and 10 for rest of fields required 

12.  Click ‘Import’ button 

13.  A message window will appear giving you import result 

14.  Click ‘Exit’ to return to Maintenance menu 
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3.10.2 Exporting Data 
 
1.  Select Maintenance from the Controller Applications menu. 

2.  Select Data Exchange from the Maintenance menu. 

3.  Select Export from the Data Exchange menu. 

  

 
Fig 3.27: Exporting Data 

 
4.  Click on category to export, eg, Barcode 

5.  Select field/s required from ‘Available Fields’ window 

6.  Click  ‘ ->’ button to retain 

7.  Repeat steps 5 and 6 until all fields required are selected 
8.  Click ‘Export’ button 
9.  Browse to file or destination of exported data 
10.  Click ‘Save’ to save file 
11.  Click ‘Exit’ buttons to return to Maintenance menu 
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3.10.3 Making SKU’s Inactive or Reactivating 
 

1. Select Maintenance from the Controller Applications menu. 

2. Select Products from the Maintenance menu. 

3. Select Deactivate SKU from the Products menu. 

  

Fig 3.28: Deactivating SKU’s 

 
4. Click OK on Information window pop-up 

5. To deactivate a range of SKU’s input start and end groups in Ranges tab. 

6. Click Options tab and select desired option/s for inactivation 

7. To deactivate individual SKU/s input SKU number (or F1 search) in ‘Enter 
SKUNbr:’ field and press Enter button on keyboard. 

8. Click ‘OK’ button to deactivate SKU and respond to pop-up warning –system 
may take a little while to process deactivation 

9. Note: All associated PLU’s will be deactivated by system automatically. 
10. Click ‘Exit’ buttons to return to Maintenance menu 

  
 To Reactivate Inactive S KU 

1. Select Maintenance from the Controller Applications menu. 
2. Select Products from the Maintenance menu. 
3. Select Reactivate SKU from the Products menu. 
4. Select SKU from list or input number in ‘SKU Number’ field and press Enter 

on keyboard. 
5. Click ‘Activate’ button when correct SKU found. 
6. Repeat for further reactivations. 
7. Click Exit button when finished to return to Maintenance module 
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3.10.4 Making PLU’s Inactive or Reactivating 
 

 

1.  Select Maintenance from the Controller Applications menu. 

2.  Select Products from the Maintenance menu. 

3.  Select PLU from the Products menu. 

 
Fig 3.29:  Inactive PLU  

4.  To Activate an Inactive PLU:  

5.  Click ‘Show Inactive’ button to display any Inactive PLU’s (They have ** 
next to the SKU number column). 

6.  Click the ‘Activate’ button on the right-hand side. 

7.  Repeat for further activations or click Exit button. 

 To Deactivate a PLU:  

8.  Select the required active PLU 

9.  Click the ‘Deactivate’ button on the right-hand side. 

10.  Answer ‘Yes’ to the pop-up question box. 

11.  Repeat for further deactivations or click the Exit button. 
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4. Stock Control 
 

Introduction 
 
The Corporate Controller Inventory system comprises a Perpetual Real-Time Inventory based 
on the SKU (Stock Keeping Unit) which is the primary unit for controlling inventory. Stock is 
ordered, received, and reported in quantities of a SKU. 
  
Each SKU is attached to a hierarchical structure of Product Groups, which are; 
 
 Division, Department, Class and Subclass 
 
Linked to each SKU is one or more PLU's (Price Look Ups) or Barcodes. The SKU is then 
linked to the relevant product groups. The hierarchical structure of the product groups dictates 
that a Subclass belongs to a Class, which in turn belongs to a Department that belongs to a 
Division. 
 
The product/product group hierarchy is structured as follows; 
 
 Division   
 Departments....     
 Classes ....   
 Subclasses ....   
 SKUs....   
 PLUs ....   
 
The PLU is the primary unit of sale and links back to the SKU through the "base_units" factor, 
which can be seen on the PLU Maintenance screen. This allows a product, which is 
purchased in one standard package form (SKU) to be sold, in one or more package forms, 
which may be different from the SKU package.  
 
Example.. A SKU may identify a dozen bottles of a soft drink. Receiving 1 SKU into 

stock will result in 12 bottles in stock. Several PLU's may exist so that a PLU 
or Barcode may be used for; a Single Bottle, Six Pack, or Dozen bottles, or 
any other desired quantity of sale.  

 
Base_Units. The base_units field defines how many of this PLU make up one SKU.  
 Where the PLU represents the same package as the SKU the base_units 

must be 1.  
 

Where the PLU represents one twelfth 1/12 of the SKU the base_units must 
be 12  (note.. not 1/12) . 
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Cost & Selling Price 
 
The cost price is held against the SKU. The cost is exclusive of Tax. The system will hold up 
to three vendors for each SKU along with their respective costs for the product. The system 
also tracks the cost and cost changes through the product history files.  The standard costing 
mechanism used in historical reporting is FIFO (First In First Out) which provides the most 
accurate Gross Profit and Stock Valuation. 
 
The selling price is held on the PLU record. This price is generally Tax inclusive. The Point-of-
Sale terminals perform the tax calculations returning the net (after tax) sell price back to the 
Corporate Controller.  
 
Each PLU may have up to 6 prices or price levels. These price levels may be used for 
Quantity Breaks or Customer Group Discount pricing. 
 

Product History 
 
Each product’s movements are tracked on a daily basis. The master product history file, from 
which inventory is controlled and reported, holds a history record for each SKU for each day 
on which the product has moved. Movement details including "Quantities", "Costs" and 
"Retail" values are consolidated into a  number of categories as follows; 
 
  Sales, Returns, Transfers, Adjustments, Supplier Receipts, 
 
With this dated inventory a picture of inventory at any date or across any period can be taken. 
 
Stock Levels 
 
Stock levels are maintained from three main inputs in the inventory system; 
 
 Stock receipting (from vendor orders/credits and inter-store transfers) 
 Stock taking  
 Sales & returns (POS terminal interface) 
 
Purchase Orders may be entered in the Corporate Controller for any branch, or entered into 
the local branch system (see next page). Stock Receipting is normally a function of the 
branch system although the Corporate Controller can also be used to manage a stock 
location such as a Retail Warehouse. Stock Control documents are electronically transmitted 
between systems.   
With the Central Purchasing module, consolidated purchase orders can be generated for a 
supplier with multi-branch distribution. The respective receipting documentation is 
automatically transmitted to the relevant branches in preparation for the direct vendor - 
branch shipments. 
 
The Stock Control functions are accessed through the Stock Control  item on the Controller 
Application Main Menu. 
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Purchase Ordering – Functional Overview 
 
Purchase Ordering is a feature module designed for use in a chain store environment where 
buying decisions are made and purchase orders issued from a central location. 
 
The system adds an additional Purchase Order (PO) layer on top of the standard stock 
management system which is integrated with the branch stock receipting and transfer 
functions. 
 
The main functions are: 
 
Central Purchasing without Warehouse. Allows creation of a single Vendor PO, but provides 

the store stock allocation and delivery details for direct Vendor/Store shipment. 
 
Automatically creates electronic stock receipting documents for each store and downloads the 

document to the store system to streamline the inwards goods and receipting process. 
 
In a franchise environment where each store makes its own buying decisions, each store can 

confirm a purchase order quantity. The ensuing central purchase order is then a single 
consolidated order for multiple store generated (or store updated) vendor orders.  

 
Warehouse distribution. Where all stock is first receipted into a warehouse or central stock 

location, the Purchase Order system provides a semi-automated process where the 
receipted stock is allocated to the stores at the time of receipt into the warehouse. This 
avoids double handling with respect to data entry. The system automatically creates 
electronic store transfer documents for the allocated stock. These documents are 
automatically downloaded to the stores systems for easy stock receipting.  
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Stock Reorder Management 
 
The purchasing and stock control modules include facilities to set Reorder levels and Reorder 
quantities by product and store. The method of replenishment varies depending on the type of 
product. Standard SKU’s or SKU/PLU products use Reorder Levels and Reorder Quantities 
whereas SKU/Size/Colour (Apparel/Footwear) products use a Size Level facility to define 
optimum stock levels by Size & Colour of the SKU.  
 
The restocking methods are therefore: 
 
Reorder Level & Reorder Quantity for SKU’s without Size/Colour 
Size Levels for SKU’s using Size/Colour charts 
 
4.3.1   Reorder Level & Reorder Quantity  
 
This is used for the Corporate Controller ReStock Report and the “Suggested Purchase 
Orders” (see 4.3.2 below).  These values can be maintained from the “BrancH” button on the 
SKU Maintenance screen(if Sku/Plu setup), or from the ‘Reorders’ button if just a Sku setup. 
 
SKU’s may be assigned a Reorder Level and Reorder Qty for each Store. Using the Store 
Selection screens the operator may assign the same Reorder details to store groups like 
“Store Types” or “Regions” or each store individually. The elements involved are: 
 
 SKU:   Product Code 
 Store:   Individual store or group of stores 
 Reorder Level: Stocking low limit set by SKU by Store Type 

Reorder Qty: Reorder Quantity used once Reorder Level reached. 
 
When a SKU is added or updated and sent to the stores (POSperfect II) systems, each store 
will be assigned Reorder Levels and Reorder Quantities designated for that Store. The store 
system can then generate Purchase Orders based in these optimum stock levels set by the 
corporate office. 
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Fig 4-1 Reorder Level by SKU 

 
 
4.3.2. Suggested Order Report and Suggested Purchase Order 
 
The Corporate Controller has a smart stock replenishment facility for producing Suggested 
Purchase Orders without the need to have Reorder Levels set against the SKU and thereby 
without having to set and maintain Reorder details. This is done through the “Reorder Report” 
on the Stock Control/Reports menu, and the “Auto Generate Orders” function on the “Stock 
Control/Order Receive” menu. 
 
Optionally this report can be based on Reorder Levels where these have been assigned to 
each product. 
 
This report creates suggested orders based on the following criteria; 
 Stock Onhand 
 Days Stock Required 
 Expected Sales related to any selected prior sales period 
 (eg December 2004 for restock for December 2005) 
 
The operator or buyer would normally run the Reorder Report and after analysis of the 
results, fine tune the selection criteria and use those inputs to generate the Purchase Order. 
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This Purchase Order can then be manually adjusted or maintained before being released to 
the Vendor. 
 
This report is also compatible with Size/Colour configured products based on the Reorder 
quantities of the Size Level system. 
 
4.3.3. Size Levels 
 
Size Levels are normally used in systems using the Size/Colour inventory feature. It is 
important to have a sound understanding of the Size/Colour inventory system before 
implementing Size Levels. 
 
A Size Level is a template which defines the optimum stock level for one or more products 
that have the same stock ordering characteristics. A Size Level is a one or two dimension  
X/Y (size/colour) matrix. The values set in each cell of the matrix represent the optimum stock 
level of that size/colour for each SKU using or linked to the Size Level.  
 
A Size Level is referenced by a name, like a product is referenced by a SKU Number. Where 
different stores require different stocking levels for a SKU, a Size Level is created for each 
template required for each store or store type. The Size Level maintenance functions allow 
different SKU’s for different Stores to be efficiently linked so that each store can have its own 
independent array of optimum stock levels by SKU/Size/Colour.  
 
     
4.3.4 Size Level Maintenance Menu Options 
 
Size Levels 
This screen is used to create and maintain each Size Level. If a SKU requires two or more 
different stocking levels (size levels) for two or more different stores, then multiple Size Levels 
must be created. One Size Level can be used for a range of different SKU’s that qualify (are 
assigned to the same Size/Colour charts), thereby minimising the number of Size Levels 
required. 
 
Once the Size Level has been created, the “Links” button allows individual stores and multiple 
SKU’s to be attached to that Size Level. 
 
Attachment by Store 
This function allows the operator to select a range of Stores and a range of SKU’s, and lists 
them in a screen for the Operator to then assign to a Size Level. Normally this would involve 
selecting the stores for example by “Store Type” (Large, Medium, Small etc), and the range of 
SKU’s possible by product category or Vendor.  
 
The operator can then scroll down the list and assign the product to a Size Level for the 
selected store. A help function (F1) is available in the Size Level field to list the selection 
options. SKU’s will only be assigned to a Size Level if the SKU’s Size Charts match the Size 
Level charts. 
 
Quick Attachment 
A simple way of attaching a single SKU for a single Store to a Size Level. 
 
Attachment by SKU 
This provides similar functionality to the “Attachment by Store” option except it leads the 
operator through the assignments by SKU Order not Store Order. 
 
Attachment  
This is an automatic assignment function for ranges of Store and SKU’s. The operator 
through the “Options” tab can select a particular Size Level, and the system will apply that to 
all qualifying SKU’s in the range for all stores selected. 
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4.3.5 Cell Disabling 
 
This function allows an operator to mask out cells for a given SKU or SKU’s from a specified 
date to disable re-ordering of that Size/Colour of SKU. This is typically done where a supplier 
has advised they no longer supply that configuration of the product.  

 
Fig 4-2 Size Level Maintenance 
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Purchase Order Creation 
 

1. Select Stock Control from the Controller Applications Main Menu. 

2. Select Purchase Orders from the Stock Control menu. 

3. Select Create/Update from the Purchase Orders menu. 

 

 
Fig 4-3 Purchase Order Maintenance 

 
4. Click the Add button to add a new document. 

5. Input required Vendor (press F1 for list). 

6. Input any relevant numbers in the Invoice reference fields. 

7. Input the expected shipping date. 

8. At prompt P/O. Terms:  input the payment terms of the purchase order, or press Enter to accept 
the default terms. 

9. Input the billing address for the order, or accept the default address. 

10. Input the shipping address for the order, or accept the default address. 

11. Input any instructions associated with the order. 

12. Click the Save button. 
13. Click the Lines  button 
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Fig 4-4 Store Selection 

 
 

14. 14. Click on the required radio button then click OK button. (Depending on  

 selection the next steps may be out of order of appearance). 

 The Select Store screen appears if you clicked ‘Order for Selected Stores. If you chose Select 
Stores when Entering Sku then the Select Stores screen appears after step 15. 

 

 
Fig 4-5 Select Store List 

 
  
15. Input required stores for this SKU and click the OK button. 
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Fig 4-6 Purchase Order Lines 
 
16. Click the Add  button. 
17. Input the SKU number or press F1 to search by SKU number.  When the correct SKU is 

displayed, press Enter. 
18. Product Distribution screen appears 
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Fig 4-7 Product distribution to Stores 

 
 
19. Input quantity required in the Qty field and click OK 

 
The SKU details are entered in the document, and the prompt returns to the SKU field. 
 
20. Repeat steps 16-18 until all the SKUs are entered. 

21. Click the Exit button to finish entering SKUs. 

22. Click the Release  button. 

Dialog Box: Question  ‘Are you sure you want to Release the P/Order?’ 
 
23. Click Yes to release the document (this tells the system that it is ‘On Order’). 

 
 

24. Click Print  to print the document.  Prints screen preview. 
 

 
25. Click the Exit button three times to return to the Stock Control Menu. 
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Receiving Stock from Vendor 
If an order document has not been created for the stock, create one by performing the 
Purchase Order Creation in 4.4 procedure. 
1.  Select Stock Control from the Controller Application Main Menu. 

2.  Select Order Receive from the Stock Control menu. 

3.  Select Document Maintenance from the Order Receive menu. 

 

 
Fig 4-8 Document Maintenance 

 
 
4.  Select appropriate document being received and click ‘Open’ button 

5.  Click ‘Lines’ button 
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Fig 4-9 Document Line Maintenance 

 
6. Click the ‘Receive’ button. 

7. Select the appropriate item depending on received quantity, e.g. if all order received 
select ‘Mark Lines Complete / All Line’ but if order partially filled select ‘Received 
Items Maintenance.’ And enter line quantity into ‘Receive Qty’ field 

8. When the Order input is complete (i.e. all items that you have received are entered) 
then click the ‘Exit’ button and then click the ‘Post’ button 

9. Respond as necessary to ‘Do you want to Print Document?’ and ‘Does the Document 
reference Number represent an Invoice/Credit Note?’ 

10. Click ‘OK’ button on  Order Totals 

 
Fig 4-10 Order Totals 
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Dialog Box: Question ‘Does t he Invoice/Credit note have Non -Stock items?  

11. Respond as appropriate. 

12. If ‘Yes’ input the items. 

13. Click the OK button. 

 

Dialog Box: Question ‘Finalise Invoice /Credit Note?’ 

 

14. Respond as necessary. 

15. Click the Exit button  to return to the Stock Control Menu. 
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Transferring stock between stores 
 
1.  Select Stock Control from the Controller Applications Main Menu. 
2.  Select Order Receive from the Stock Control menu. 
3.  Select Create/Update from the Order Receive menu. 
4.  Click the ‘Create’ button 
5.  In the Document Type field select option ‘Transfer Out’ 

 

 
Fig 4-11 Document Maintenance for Transfer 

 
 
6.  Click Save button. 
7.  Input Source and Destination, Expected Shipping date and other relevant information. 
8.  Click the ‘Lines’ button. 

 
 

9.  Input lines or press F1. 
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Fig 4-12 Document Line Maintenance 

 
10.  Input the SKU number of the item to be transferred and press Enter. 
11.  Input the quantity in the ‘Order Qty’ field and press Enter. 
12.  Repeat steps 8 and 9 for additional items. 
13.  Click on the X button to close the document. 
14.  Click the ‘Release’ button 
15.   Respond to ‘Do you wish to RELEASE Transfer?’. 
16.  Click the Exit button on the screen to return to the Stock Control menu. 
17.  Transfer In uses the same procedure except you will click the ‘Receive‘ button in 

Document Line Maintenance and Post the document when goods received. 
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Stock Take Count Sheets 
 
1.  Select the Stock Control menu from the Controller Application Main Menu. 

2.  Select Stock Take from the Stock Control menu. 

3.  Select Auto Generate Count Sheets. 

 

 
Fig 4-13 Generate Count Sheet Report Criteria 

 
 
4.  Input the range from lowest to highest in all categories required. 

5.  Click the Store Selection tab and input store/s. 

6.  Click the Options tab input comments or include inactive SKU. 

7.  Click the Sort By tab and set sorting as required. 

8.  Click the OK button. 

9.  Take note of Document number. 

 

Generating data for a Portable Data Terminal (PDT) 
 
1.  Select Stock Control from the Corporate Controller Main Menu. 

2.  Select Special Functions from the Stock Control menu. 

3.  Select Generate PDT Download data from the Special Functions/Reports menu. 

4.  Input the store number. 

5.  Upload the data to the PDT.  For help uploading data, refer to the PDT operating 
instructions. 

 



Today Corporate Controller – User Handbook 

 4-18

Inputting counts after Stocktaking 
 
1.  Ensure a count sheet document has been created.  If not, perform the Manually 

Create/Edit Count Sheet or Auto-Generate procedure to create one. 
2.  Select Stock Control/Stock Take/ Manually Create/Edit Count Sheets from the 

Corporate Controller Main Menu. 
3.  Enter Store number 

 

 
Fig 4-14 Stock Take Maintenance 

 
 
4.  Use the Seek button or scroll to locate the document required. 

5.  Click the Update button to input date and comments, the press F2 

Depending on how the document was created you may receive a : 
 

Dialog Box: Question ‘When this document was create d the PARTIAL stocktake mode 
was chosen. Press Enter to continue or select the o ther option’ 

 
6.  Respond as appropriate. 
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Fig 4-15 Stocktake Line Maintenance 

 
7. Select the line to input count information into and click the Update button (or press 

Enter). Then input the quantity counted in the count field 
8. Repeat  step 7 for as many lines as necessary. 

9. To import data from a Portable Data Terminal file, click the Import button. 

10. Click the Exit button when task is completed 

. 

Dialog Box: Do you want to RELEASE DOCUMENT?’ 

 

11. Respond as appropriate 

12. Click ‘Exit’ button. 

13. Click on Post Count and Print Shrink in the menu. 

14. Enter Store Number. 

15. Ensure Post Stocktake document is the correct one then click the ‘posT’ button. 

16. Select output of Shrink Report. 

17. Click the ‘Exit’ button. 
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Document Reporting 
Reports in the system all have a similar theme in running them. An open range (no selection) 
gives ALL categories within that range. When the ‘Store Selection’ tab is visible some or all 
stores must be selected. 
We have just given a sample of two reports here. 
 
1.  Select Stock Control from the Controller Application Main Menu. 

2.  Select Reports from the Stock Control menu. 

3.  Select Document Listing from the Reports menu. 

 

 
Fig 4-16 Document Listing (Options tab) 

 
 

To report across particular ranges, enter starting and ending values in the Beginning 
Document and Ending Document fields, or press F1 for a list of values available. To report on 
one document only, make the starting and ending values the same. 
 
4.  Click OK to run the report. 
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SKUs On Order/Received Document Report 
 
1.  Select Stock Control from the Corporate Controller Main Menu. 

2.  Select Reports from the Stock Control menu. 

3.  Select SKUs on Order/Received Document from the Reports menu. 

 

 
Fig 4-17 DOCUMENTS Report Criteria 

 
 

To report across a particular reporting group, enter starting and ending values in its Starting 
and Ending text boxes, or press F1 for a list of items in that reporting group. To report on one 
only of a certain reporting group, make the starting and ending values the same.    
 
4.  Click the Store Selection  tab. 

5.  Input the first store to report on, or press F1 for a list of stores. 
6.  Input the last store to report on.  To report on one store only, make the starting and 

ending store numbers the same. 
7.  To report profits for a list of SKUs and/or Vendors, click the Multi SKU and/or Multi 

Vendor tabs and enter the SKU or Vendor codes, or press F1 for a list of SKUs or 
Vendors. 

8.  Click the Options tab and select the type of document you wish reports on. 
9.  Select the destination for the report. (If screen is selected you can print it after 

viewing). 
10.  Click the OK button. 
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5. Reports 
 

Introduction 
 
The Corporate Controller has a unique database designed specifically for small and large 
retail chain operations. The system holds every product movement by store by day. The 
information is stored in a manner whereby reports can be generated for any number of 
combination of stores.  
 
Powerful selection criteria screens allow for the user to extract the precise information through 
the use of a four level product group hierarchy as well as Vendor, Manufacturer, Brand and 
other User defined groups. A number of reports provide for options to consolidate branches or 
show individual branch detail. 
 
System reporting is divided into several reporting categories; 
 

Quick View  - Snapshot type reporting of inventory. 
Inventory Reports  - Standard detailed inventory reports. 
Financial Reports - Store operations, non-inventory reports. 
File Listings - Printed lists of major system files. 
Debtors Reports - Accessed from the Debtors module. 
Creditors Reports - Accessed from the Creditors module. 
Audit Enquiry Reports  - Accessed from the Audit Enquiry module. 

 
Reports can be run for a single store or for a range of stores across a group. 
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Store Selection 
 
Reports use a common Store Selection procedure to specify the store or stores to be reported 
on.  If a Report Criteria window has a Store Selection tab, clicking it will allow you to enter a 
beginning and ending store number, or choose stores from a list by pressing F1 Help  
 

Quick View Reports 
 
These reports work on the concept of “Top Down” reporting. Sales and inventory statistics are 
held in the database in a consolidated form (product group & vendor totals) for every branch 
and every day. These totals are already accumulated prior to running the report making the 
reports very quick i.e. "QuickView" but still providing the facility to drill down to lower levels of 
detail.   
 
The reports allow the operator total flexibility in selection of product groups, vendors and 
product ranges, and provide a snapshot view at any date of that fiscal period (normally day, 
week, month and year). Comparisons are made against budget for each period. 
 
The Quick View  reports are accessed through the Reports item on the Corporate Controller 
Main Menu. 
 

Inventory Reports 
 
These reports are "Bottom Up" reports. They provide a lot of detail on various aspects of 
Inventory. The system first processes the store/product details which match the selected 
criteria, then provide totals based on the sort options selected and output results to Printer, 
Screen or File etc. 
 
Inventory reports meet typical information requirements like; 
 
 Inventory Valuations 
 Gross Profit and Margin 
 Profit by Transaction 
 Stock Turn 
 Hot/Cold Items 
 Vendor Analysis 
  
The reports are very flexible in the selection parameters and allow the report to be generated 
for any period and provide accuracy by date boundaries 
 
The Inventory  reports are accessed through the Reports item on the Corporate Controller 
Main Menu. 



Today Corporate Controller – User Handbook 

 5-3

Financial Reports (POS Terminal Reports) 
 
These reports are based on the daily transactions generated by the POSperfect II POS 
terminals. All the details of every transaction are captured in the Corporate Controller 
database by date and time. Each report selectively scans this transaction file and extracts the 
required information and consolidates this for one or many POS terminals. 
 
The reports include; 
 
 Store Totals (Total Financial Sales) 
 Media Details and Summaries 
 Cashier Balance 
 Hourly Sales 
 Cashier  

SKUs Sold by Salesperson 
 
The Financial  reports are accessed through the Reports item on the Corporate Controller 
Main Menu. 
     

File Listings 
 
File Listings provide a simple list of all the records in each major database file for the 
following: 
 
 Each Store 

Each Product Group (Division, Department, Class, Subclass) 
 Vendors, Manufacturers, Key Brands, Package Types 
 Customers 
 Operators 
 
File Listings are accessed through the Reports item on the Corporate Controller Main Menu. 
 

Debtors & Creditors & Audit Enquiry Reports 
 
These are accessed directly from the Debtors and Creditors and Audit Enquiry items on the 
Corporate Controller Main Menu. 
 

Report Header 
 
This is turned on or off as required from the SetUp > System Settings > Reports > General.  
Click the Update button and check (or uncheck) Print Header Page for Report. Click Save, 
then Exit, then Exit again to return to the Controller Applications menu. The program must be 
restarted for the change to take effect. 
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QuickView Sales Analyser 
 
1.  Select Reporting from the Controller Applications Main Menu. 

2.  Select QuickView from the Reporting menu. 

3.  Select Sales Analyser from the QuickView menu. 

  

 
Fig 5. 1: SALES ANALYSIS Report Criteria 

 
4.  Input any comments necessary in the ranges tab. 

5.  Click the Store Selection tab. 

6.  Input the first store to report on, or press F1 for a list of stores. 

7.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

8.  Click the Periods tab and input the date for analysis. 

9.  Click the Sort By tab and choose method of sorting data. 

10.  Click OK to run the analysis. 
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Fig 5.2 QuickView Sales Analyser  

 
 Double-click a reporting group, or click the Drill  Down button to see the sales analysis 
for that group. Click Back to move to a higher repo rting group.   Click Print to print the 
displayed sales analysis.  Click the Criteria butto n to return to the Report Criteria 
window. 
 
11.  To graph any column data select column that you require and click Graph 
  
Graph is defaulted to run in Ms Excel. This can be altered in the Setup menu. 
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QuickView Stock Holding Analyser 
 
1.  Select Reporting from the Controller Applications Main Menu. 

2.  Select QuickView from the Reporting menu. 

3.  Select Stock Holding Analyser from the QuickView menu. 

  

 
Fig 5.3: INVENTORY VALUATION Report Criteria 

 
4.  Input the range starting date for the report. 

5.  Input the range ending date for the report. 

6.  Input any comments required. 

7.  Click the Store Selection tab. 

8.  Input the first store to report on, or press F1 for a list of stores. 

9.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

10.  Click OK to run the analysis. 
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Fig 5.4: QuickView Inventory Valuation 

 
The quantities for the inventory at each date are s hown across the grid.  To show the 
Cost and Retail figures for the inventory, click th e radio buttons. Double-click a 
reporting group, or click the Drill Down button to see the stock holding analysis for 
that group. Click Back to move to a higher reportin g group.   Click Print to print the 
displayed stock holding analysis.  Click the Criter ia button to return to the Report 
Criteria window. 
 
11. To graph any column data select column that you require and click Graph 
  
Graph is defaulted to run in Ms Excel. This can be altered in the Setup menu. 
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Inventory Report 
 
1.  Select Reporting from the Controller Applications Main Menu. 

2.  Select Inventory Analysis from the Reporting menu. 

3.  Select Inventory from the Inventory Analysis menu. 

  

 
Fig 5.5: Inventory Report Criteria 

 
To report across a particular reporting group, ente r starting and ending values in its 
Starting and Ending text boxes, or press F1 for a l ist of items in that reporting group. 
See step 8. To report on one only of a certain repo rting group, make the starting and 
ending values the same.  
 
4.  Click the Store Selection tab. 

5.  Input the first store to report on, or press F1 for a list of stores. 

6.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

7.  If the complete range is not required input the selected departments, classes, skus 
and vendors that are needed: e.g. If range was 1-10 then a selection of 4, 6, and 9 will 
only report on 4, 6 and 9. (Selection must be within the range specified in the Ranges 
tab). 

8.  Click the Options tab and select how the report is to be displayed. 
 

9.  Click OK to run the report. 
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Fig 5.6: Inventory Report  
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Restock Report 
 
1.  Select Reporting from the Controller Applications Main Menu. 

2.  Select Inventory Analysis from the Reporting menu. 

3.  Select Restock from the Inventory Analysis menu. 

 

 
Fig 5.7: RESTOCK REPORT Criteria  

 
To report across a particular reporting group, ente r starting and ending values in its 
Starting and Ending text boxes, or press F1 for a l ist of items in that reporting group. 
To report on one only of a certain reporting group,  make the starting and ending values 
the same.   
 
4.  Click the Store Selection tab. 

5.  Input the first store to report on, or press F1 for a list of stores. 

6.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

7.  Click OK to run the report. 
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Profit Report 
 
1.  Select Reporting from the Controller Applications Main Menu. 

2.  Select Sales Performance from the Reporting menu. 

3.  Select Profit from the Sales Performance menu. 

 
Fig 5.8: Profit Report  

 
To report across a particular reporting group, ente r starting and ending values in its 
Starting and Ending text boxes, or press F1 for a l ist of items in that reporting group. 
To report on one only of a certain reporting group,  make the starting and ending values 
the same.   
 
4.  Click the Store Selection  tab. 

5.  Input the first store to report on, or press F1 for a list of stores. 

6.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

7.  Select the Options tab and select any options required. 

8.  If only a disparate selection of skus is required then click the MultiSku tab and enter 
each sku number. Selected skus will appear in the selection window. 

9.  Click OK to run the report. 
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6. Audit Enquiry 
 

Introduction 
 
The Corporate Controller’s Audit Enquiry functions allow you to track SKU stock holding and 
cost changes over any date range, for any store on your network.   
 
Transactions at any store can also be viewed, down to individual purchases and media types.  
 
Customer purchases can be viewed, giving you indication of who are your main customers. 
 
Financial management such as bank reconciliation and budgets are also available. 
  
Till reconciliation reporting can be performed for any till in any store (although this function 
would usually be done at Store Controller level. 
 
The Audit Enquiry functions are accessed from the Audit Enquiry  option on the Corporate 
Controller Main Menu. 
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Transaction Details Enquiry 
 
1.  Select Audit Enquiry from the Controller Applications Main Menu. 

2.  Select Transactions from the Audit Enquiry menu. 

3.  Select POS Transactions from the Transactions menu. 

 

 
Fig 6.1:Transaction Enquiry 

 
4.  Input the Store Number for the transaction to enquire about. 

5.  Input the Till Number or Transaction Number of the transaction if known. 

6.  Input the date of the transaction.  

7.  Highlight a transaction by clicking on it. 

8.  Click the Medias button to see a list of media for the highlighted transaction. 

9.  Click the Lines button to see the items purchased in the highlighted transaction. 

10.  Click the Options button to change the types of transactions displayed. 

11.  Click  the Exit button to return to the Main Menu 
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SKU Details Enquiry 
 
1.  Select Audit Enquiry from the Controller Applications Main Menu. 

2.  Select Products from the Audit Enquiry menu. 

3.  Select SKU Enquiry from the Products menu. 

 

 
Fig 6.2: SKU Enquiry 

 
4.  Input the Store Number for the SKU to enquire about, or press F1 for a list of stores. 
5.  Input the SKU Number for the SKU to enquire about, (press F1 for a list of SKUs) then 

press Enter. 
6.  The SKU Enquiry window displays the On-hand, On Order and pricing details for the 

SKU. 
7.  Click the Exit button to make an enquiry on another store or click Exit again to return 

to the Main menu. 
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Cost Enquiry Function 
 
1.  Select Audit Enquiry from the Controller Applications Main Menu. 
2.  Select Products from the Audit Enquiry menu. 
3.  Select Cost Enquiry from the Products menu. 
 

 
Fig 6.3: Cost Inquiry 

 
4.  Input the store number for the SKU to enquire about, or press F1 for a list of stores. 
5.  Input the SKU number to enquire about, or press F1 for a list of SKUs. 
6.  Press the Enter button. 
 
The SKU cost records will be displayed in the SKU COST list.  The audit entries for that SKU 
cost line will be displayed in the AUDIT TRAIL list.  To see only SKU cost lines corresponding 
with a positive On Hand, click the Active button. 
 
7.  Click Exit to return to the Corporate Controller Main Menu 
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SKU History Enquiry 
 
1.  Select Audit Enquiry from the Corporate Controller Main Menu. 

2.  Select Products from the Audit Enquiry menu. 

3.  Select SKU History from the Products menu. 

 

 
Fig 6.4: SKU History  

 
4.  Input the starting date for the history to list and press Enter 

5.  Input the Store Number for the store that has the SKU history to list and press Enter. 
6.  Input the SKU Number for the SKU that has the history to list and press Enter. 
 
The quantities for the selected SKU at each date are shown across the grid.  To show the 
Cost and Retail figures for the selected SKU, click the tabs.   
 
7.  Click Print to print the history. 

8.  Click the Exit button to return to the Main menu. 
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Till Reconciliation Report 
 
1.  Select Audit Enquiry from the Corporate Controller Main Menu. 

2.  Select Transactions from the Audit Enquiry menu. 

3.  Select Till Reconciliation Report from the Transactions menu. 

4.  The Till Reconciliation Report screen appears. 

5.  Input the starting and ending dates for the report. 

6.  Click the Store Selection tab. 

7.  Input the first store to report on, or press F1 for a list of stores. 

8.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

9.  Select the destination for the report. 

10.  Click OK to run the report. 

 

 
Fig 6.5 : Till Reconciliation Report 

 
11.  Click the Exit button to return to the Main menu. 
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7. Communications 
 

Introduction  
 
The Corporate Controller provides a Wide Area Communications "Polling" sub-system.  
Setting up a communications network is a task which should only be attempted by 
experienced network support personnel. 
 
In order for stores on a Dial-Up network to function when running in the Microsoft Windows 
NT or Windows 95/98 environments, the Microsoft Dial-Up Networking Software must be 
installed and the modems and system names configured correctly. This is also a specialist 
task. 
 
This sub-system allows the system administrator to define the following parameters for the 
wide area polled network; 
 
Communication Groups :  
Defines a group to which stores are attached that are automatically polled on the same days 
and times. For example this allows for different poll groups set up for example for stores in 
different time zones, or stores which are only polled on certain days of the week.  
 
Store Communications :  
This screen provides the individual communication set-ups for each store including 
communications phone numbers or network address and various other details which are store 
specific. 
 
File Transfer Schedules :  
These define each communications session or file which is copied to or from a store during 
the communications session. There are no restrictions as to the number of names of files, 
which can be configured for transmission. Any files, which are scheduled but do not physically 
exist will be ignored. 
 
Manual Polling :  
This provides a mechanism where the system administrator can at any time manually poll a 
selected store. All files set in the "File Transfer Schedules" for that store will then be 
transmitted. Manual Polling provides a submenu to allow the administrator to perform only 
selected routines in the polling process, eg Schedule the data (build the data files), or load 
data into the Corporate Controller which was previously polled. 
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Setting up Communications Groups 
 
1. Select Communications from the Controller Applications Main Menu. 

2. Select Maintenance from the Communications menu 

3.  Select Communications Groups.  

 

 
Fig 7.1: Communications Group Maintenance 

 
To add a new communications group, click the Add button.  To edit an existing communications 
group, click the communications group number, then the Basic tab. 
 
4. Input a unique number that identifies each Communications Group. Normally starting from 01, 

02, 03 ... as new groups are created. 
5.  Input a description for the group.  Example "Southern Zone Stores". 

6.  Input the hours at which stores in the group will be automatically polled.  Example: 01 or 19 
would poll at the hours 1.00am or 7.00pm. 

7.  Input the minute offset for each hour (above) for the system to poll. 

8.  Input the number of retry attempts for each store if a connection fails to be made or a line is 
dropped part way through the call. 

9.  Input the dial-out lines that should be used (normally “1” if through PABX system) 

10.  Input the days of the week these stores are called. 

11.  Click Save to accept input and click Exit to return to the Communications menu. 
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Editing Store Communications  
 
1.  Select Communications from the Controller Applications Main Menu. 
2.  Select Maintenance from the Communications menu. 
3.  Select Store Communications. 
 

 
Fig 7.2: Store Communications & Version Data 

 
Click the store record for the communications record to edit.   
 
4.  Input the store type code, or press F1 for a list of store types. 
 
This is normally pre-set when the store is created under Store Maintenance. Store Types are not 
normally relevant to communications settings. They may denote, for example, "Department" or 
"Specialty" or any other type of store preset in the Store Types maintenance. 
5.  Input the Communications Group to which this store is linked. This is a critical field, which 

must be set correctly for the communications to function. 
6.  Input the telephone number the system must use to call a dial-up stores, or the network 

address if the stores are connected via a Wide Area Network (Wan). 
  
 Examples 1,07,6388727 1     for Dial Tone 
      07  for Area Code 
        
   192.168.723.000 The IP address on the WAN  
 
7.  At prompt: Comm Type: input the type of communications the remote system has configured. 
 
 Example FTP  = File transfer Protocol 
   ACU  = Auto Call Unit  (Dial Up, or modem) 
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8.  At prompt: Comm Speed:   enter the desired Communications Line speed. (Only 

relevant for Dial-Up stores). 
 
 Example 56000  = Baud Rate of 56000 bits per second 
 
9.  At prompt: Login:   input the login name required to access the store. 
10.  At prompt: Password :  input the password which is required to access the remote system. 
 
The Type, Version, and Qty fields are not mandatory and provide the administrator a quick reference 
for each stores system configuration. Type refers to each software application name, Version to the 
current software version, and Qty to the number of POS terminals configured with that version. 
 
11.  Press Save to accept the data. 
12.  Click the Exit button to return to the Main menu. 
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Setting up File Transfers  
 
1.  Select Communications from the Controller Applications Main Menu. 
2.  Select Maintenance from the Communications menu. 
3.  Select File Transfer Schedule. 
 

 
Fig 7.3: File Transfer Maintenance 

 
To add a new transfer job, click the Add button.  To edit an existing transfer, click the Store record, or 
use the navigation buttons.  Click the Basic tab. 
 
4.  To Add, input the store for which this communications job is destined, or press F1 for a list of 

stores. 
5.  Select "Send" or "Receive" to send a file to the remote store or receive the file from the remote 

store.(Delete, Make Directory, Remove Directory are also options here) 
6.  Input the relative or full path name of the source file. A full path name should be used. 
7.  Input the relative or full path name of the destination file. A full path name should be used. 
  
Example: If sending a file "manager.doc" from the directory "d:\msword" to a file named "man-
new.doc" in the directory "c:\worddocs" on the remote store computer you would set up the following: 
 
Source File Name:  d:/msword/manager.doc 
 
Destination File Name: /c/worddocs/man-new.doc 
 
8.  Select Repeat to tell the system to send this file repeatedly each time the store is polled. 
9.  Select Append to add to another file. 
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10.  Select Text to send/or receive as a text file. 
11.  Select Rename to rename the sending/receiving file. 
12.  Select Use Locking to lock the file. 
13.  Select Add Suffix to add a suffix to the file. 
14.  Select Uncompress to uncompress any received files that have been sent compressed. 
15.  Select Uncompress (Pipe) to uncompress the whole transmission as one continuous file. 
16.  Select the days to send or receive the file.  
17.  Click Save and click Exit to return to the Communications menu. 
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Manual Polling  
 
1.  Select Communications from the Controller Applications Main Menu. 
2.  Select Manual Polling from the Communications menu. 
3.  Select Schedule Data to Send. 
 

 
Fig 7.4: Select Store List 

 
4.  To select a range of stores enter the first and last store number in the Starting Store Number 

and Ending Store Number fields. 
5.  Click OK to start the polling. 
 

Dialog Box: Call these Stores 
 

6.  Check the box if appropriate. 
The system issues a Polling Results report when polling has finished.  
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8. Debtors 
 

Introduction 
 
The debtors system is a tightly integrated feature module for the Corporate Controller. The 
system is an open item real time debtors system. 
 
Without this feature the Corporate Controller still provides tracking for customers through an 
account number but the Debtors module is required for the generation of statements and 
other back-office debtors functions. 
 
The main functions are; 
  
 Maintenance and Enquiries 
 Receipts processing 
 Statement generation 
 Aged balance Reports 
 Transaction Reports and reprinting 
 Trade Sales Setup 
 Customer Quotations 
 
The Debtors  functions are accessed through the Debtors item on the Corporate Controller 
Main Menu. 
 



Today Corporate Controller – User Handbook 

 8-2

Debtor Enquiry 
 
1.  Select Debtors from the Controller Applications Main Menu. 
2.  Select Enquiry and Maintenance from the Debtors menu. 
3.  Select Debtor Enquiry from the Enquiry and Maintenance menu. 
 

 
Fig 8.1: Customer Enquiry 

 
4.  Enter the Customer Number for the debtor to enquire about, or press F1 for a list of 

debtors, then press Enter to display debtor information. 
 
To see phone information, click the Phone tab.  To see purchase total information, click the 
Detail tab. To see individual purchases and dates, click the Purchases tab. 
 
Click the Invoice button to see a list of invoices for the debtor.  Click the Receipt button to see 
a list of receipts from the debtor.  Click Detail to expand on the information. Click the 
Statement button to print a statement for the debtor by Store. 
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Adding a Debtor  
 
1. Select Debtors from the Controller Application Main Menu. 

2. Select Maintenance from the Debtors menu. 

3. Select Debtor from the Maintenance menu. 

 

 
Fig 8.2: Debtor Maintenance 

 
If you want to add a new debtor record, click the Add button.   If you want to edit an existing 
record, click the record. Click the Basic tab. 
 
4.  Input the Customer Number. 

5.  Input the last name of the debtor, or the organisation name, or press Enter to accept 
the displayed name. 

6.  Input all other details as required and as available. 

7.  Click the ‘Account Locked’ check box if you wish to prevent sales being charged to 
this account. 

8.  When you have finished working with the debtor record, click the Save button to make 
changes permanent. 

9.  Click the Exit button to return to the Debtor menu. 
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Manual Adjustment to a Transaction 
1.  Select Debtors from the Controller  Applications Main Menu. 

2.  Select Manual Adjustments from the Debtors menu. 

 
Manual adjustments cannot exceed the transaction’s original value.  
 

 
Fig 8.4: Manual Adjustment 

 
At prompt: Customer Number:  enter the customer number, or press F1 to display a list of 
customers. Press Enter when the desired customer number is displayed. 
 
3.  Select the transaction to be adjusted in the list box. 

4.  Click the Adjust button. 

5.  Input the amount of the adjustment. 

6.  Click the Debit or Credit radio buttons.  

7.  Input a comment associated with the adjustment. 

8.  Click the Save button to save the adjustment. 

9.  Click the Exit button to return to the Debtor Menu. 
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Manual Charge 
 
1.  Select Debtors from the Corporate Controller Main Menu. 

2.  Select Manual Charges from the Debtors menu. 

 

 
Fig 8.5: Manual Charge 

 
At prompt: Customer Number:  enter the customer number, or press F1 to display a list of 
customers.  Press Enter when the desired customer number is displayed. 
 
3. Click the Charge button. 

4. Click the Amount edit box and input the amount of the manual charge. 

5. Input comment or reason for charge. 

6. Click the Save button. 

7. Click the Exit button to return to the Debtors Menu. 
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Debtor Statements 
 
1.  Select Debtors from the Controller Application Main Menu. 

2.  Select Reports from the Debtors menu. 

3.  Select Statements from the Reports menu. 

 

 
Fig 8.6.1: Select the Statement Range 

 
To produce statements over a range of customers, input the starting and ending Customer 
Numbers in the Starting Customer and Ending Customer fields, or press F1 for a list of 
customers. 

 
4.  Click the Date box and select the month end for the statement if different from default. 
5.  Change the year for the statement if different from default. 

 
On Options tab:  to print zero balances check the Print Zero Balances check box.  To print 
statements in alphabetical order by customer name, check the Print in Alphabetical Order 
check box. 
 
6. Set the Store  Address number  
 
7. Click the OK button. 

8. Select Destination screen appears. 

9. Ensure that Printer is selected in the Printer:  list box and click the OK button to print 
the statements. 

10. The system returns to the Debtors Menu when finished. 
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Aged Balance Report 
 
 1. Select Debtors from the Controller Application Main Menu. 

 2. Select Reports from the Debtors menu. 

 3. Select Aged Balance from the Reports menu. 

 

 
Fig 8.7: Customer Aged Balance Report Criteria 

 
To report over a range of customers, input the starting and ending Customer Numbers in the 
Starting Customer and Ending Customer fields, or press F1 for a list of customers.  To 
change the sort order of the report,  
 

4. Input the start and end customer numbers. 

5. Change date if not default. 

6. Click the Options tab and choose as required. 

7. Select a destination for the report. 

8. Click the OK button to run the report.  The system returns to the Debtors Menu when 
finished. 
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Trade Sales 
 
1.  Select Debtors from the Controller Application Main Menu. 

2.  Select Trade Sales from the Debtors menu. 

3.  Input Store number and Operator number and press Enter. 

4.  Input Customer number (F1 for list ) and press Enter. 

 

 
Fig 8.8: Sales Module 

 
5.  Click the Pricing button and select the pricing level. 

6.  Input the Sku number. 

7.  Input the quantity being purchased and any markdowns and press Enter. 

8.  Repeat steps 5 to 7 for further lines. 

9.  If necessary click the Edit button and select a line to change. 

10.  When all items are input click Subtotal button and complete sale. 
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9. Creditors 
 

Introduction 
 
The Creditors system is an optional Corporate Controller module, which is fully integrated with 
the Stock Control system. The normal process for stock ordering, receipting and payments is; 
 
1. Order raised on vendor. 
2. Stock receipted and costs confirmed from invoice (if available). 
3. Vendor invoice entered into system. 
4. Vendor invoice reconciled against stock receipting document. 
5. Vendor invoice confirmed for payment. 
6. Aged creditors balance analysis. 
7. Standard payment terms calculated and for Payments Due report. 
8. Cheque payment produces payment list for payments due. 
 
The system provides maintenance and enquiries for; 
  
   Vendors/Creditors 
   Journals 
   Payments & Cheques 
   Invoices & Credit Notes 
 
Controls for;  Payment terms 
   Discounts 
   Cheque blanks 
   Bank accounts 
   Non stock items 
   Held invoices 
   Automatic payment runs. 
 
Reports for;  Aged balance 
   Transactions 
   Held payments 
   Overdue payments 
   Discountable payments 
   Suggested payments 
   Unprinted cheques 
   Unallocated cheques 
   Projected cash requirements 
 
The Creditors  functions are accessed through the Creditors  item on the Corporate 
Controller Main Menu. 
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Adding a Creditor  
 
1.  Select Creditors from the Controller Applications Main Menu. 

2.  Select Maintenance from the Creditors menu. 

3.  Select Creditors from the Maintenance menu. 

 

 
Fig 9.1: Creditor Maintenance 

 
To add a new creditor, click the Add button and enter the Vendor code.   To edit an existing 
creditor, click the vendor record and alter fields in Basic or Payment tabs. Click Save. 
 
4.  Input the creditor number or code. 

5.  Input the name of the creditor and address details in Basic tab. 

6.  Input the creditor’s payment details under Payment tab 

7.  Input the account number and contact. 

8.  Input the payment method and when due. 

9.  Input Y in the In Dispute box if you wish to  hold payment  of invoices for this creditor. 

10.  Enter the credit limit for the creditor. 

11.  Input further required information. 

12.  Click the Save button to save information. 

13.  Click Comments button to enter comments 

14.  Click the Exit button to return to the Creditors menu. 
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Entering Invoices 
 
1.  Select Creditors from the Controller Applications Main Menu. 

2.  Select Transaction Entry from the Creditors menu. 

3.  Select Invoices from the Transaction Entry menu. 

 

 
Fig 9.2: Creditor Invoice Maintenance 

 
To edit an existing invoice, click the Seek button and at prompt Vendor enter the vendor code, 
then highlight the desired invoice and click OK, then click the Update button. 
 
4.  Input the Store Number 

5.  Input the vendor code (press F1 for list) 

6.  Input the invoice number. 

7.  Input the date of the invoice (if different from default), and click the tick to accept. 

8.  Input the payment terms (if different from default, or press F1 for a list. 

9.  Input the held date for the invoice if required. 

10.  Input the number of the document that relates to the invoice, or press F1 for a list of 
posted documents. 

11.  Click the tick to accept input. 
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Fig 9.3: Invoice Line Maintenance 

 
To add a new invoice line, click the Add button.  To edit an existing line, highlight it and click 
the Update button. 
 
12.  Select the Non-Stock Item code for the invoice line to add ( F1 for list). 

13.  Input the cost excluding GST for the invoice line. 

14.  Press Enter twice to accept the cost including GST calculated. 

15.  Press Escape to finish entering invoice lines. 

16.  Click Exit to finish entering invoices. 

 

Dialog Box: Question ‘ Finalise this invoice?’ 

 

17.  Click the Yes button to finalise the invoice and make it payable. 

 

18.  Select a destination for the invoice. 

19.  Click Exit when viewed or printed. 

20.  Click the Exit button on Creditor Invoice Maintenance to return to the Creditors Main 
Menu. 
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Making Payments 
 
1.  Select Creditors from the Controller  Applications Main Menu. 

2.  Select Payments Processing from the Creditors menu. 

3.  Select Payment Run from the Payments Processing menu. 

 

 
Fig 9.4: Select Payment Method 

 
To pay a range of creditors, enter the first and last Vendor numbers in the Starting Vendor 
and Ending Vendor fields, or press F1 for a list of creditors.   
 
4.  Input the Store number. 

5.  Input the Creditor code/s in Start and End Vendor fields. 

6.  Input the recorded date for the payment, or press Enter to accept the current date. 

7.  Input the payment method code, or press F1 for a list of payment methods. 

 

Uncheck the’ Pay Due Only’ check box if you wish to pay all invoices. 
Check the ‘Full Paid to No’ only if you wish to make part payment 

 

8.  Click OK to create the payment list. 

 



Today Corporate Controller – User Handbook 

 9-6

 
Fig 9.5: Creditor Payment Run 

 
Click the Details button to see details of the highlighted payment.  Click the Notes button and 
click Add to make notes about the highlighted payment. To Release an invoice overwrite the 
‘0.00’ in the Amt column. 
 
9.  Click the Post button. 

 
Dialog Box: Question ‘Print Remittance?’  

 
10.  Click Yes to print remittance advice for each payment. 

11.  Select a destination for the remittance advice.  The system returns to the Creditors 
Menu when printing has finished. 
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Creditor Invoice & Payment Report 
 
1.  Select Creditors from the Controller Applications Main Menu. 

2.  Select Reports from the Creditors menu. 

3.  Select Invoice & Payment from the Reports menu. 

4.  Input the Starting and Ending Vendors( To report on one vendor the Start and End 
codes must be the same).  

5.  Click the Store Selection tab. 

6.  Input the first store to report on, or press F1 for a list of stores. 

7.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

8.  Click the Options tab and input requirements. 

9.  Click the Destination Selection tab and select where output is going. 

10.  Click OK to run the report. 

 

 

Fig 9.6 : Creditors Invoice and Payments Report 
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Creditors Transaction Report 
 
1.  Select Creditors from the Controller Applications Main Menu. 

2.  Select Reports from the Creditors menu. 

3.  Select Transactions from the Reports menu. 

 

 

Fig 9.7: Creditors Transaction Report Criteria 

 
4.  To report across a range of creditors, enter the first and last Vendor numbers in the 

Starting Vendor and Ending vendor fields, or press F1 Help for a list of creditors.  To 
report on only one creditor, make the starting and ending Vendor numbers the same. 

5.  Input Starting and Ending dates for the report. 

6.  Click the Store Selection tab. 

7.  Input the first store to report on, or press F1 for a list of stores. 

8.  Input the last store to report on.  To report on one store only, make the starting and 
ending store numbers the same. 

9.  Click the Options tab and make the required selection. 

10.  Select the destination for the report (if ‘Screen’ is selected you can print the screen by 
click the Print button). 

11.  Click the OK button to run the report. 
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10. GENERAL LEDGER 
 

Introduction 
 
The General Ledger module enables the user to construct and maintain a full set of trading 
and non-trading accounts. Account codes, whilst given a basic structure, are at the discretion 
of the user. 
 
The program will calculate and display Trial Balance, Profit and Loss and Balance sheets, 
either by store or across all stores. Data transmitted from POSperfect point of sale terminals 
and Trade Sales terminals will automatically update all relevant accounts. 
 
Detail given here concentrates mainly on trading accounts (e.g. Sales). Non-trading accounts 
such as Depreciation are beyond the scope of this manual. 
 
Operation of the windows in this module differ slightly from previous modules in the button 
functionality – pressing the Enter  keyboard button will activate most displays.
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Financial Year Range 
 
Initial setup is the Financial year date range.  On the Opening Date setup screen, each record 
represents a period.  You can divide a financial year into any number of periods you like.  The 
system uses the ‘Fiscal Year’ field to determine the date range of a year. 
E.g.:   If the record look like this: Opening Date  Fiscal Year 
 01/04/2002 2001 

 01/07/2002 2002 
 01/10/2002 2002 
 01/01/2003 2002 
 01/04/2003 2002 
 01/07/2003 2003 
……  

The year ‘2002’ is divided into 4 periods.  1st period – 01/07/2002 to 30/09/2002 ….. last period 
– 01/04/2003 to 30/06/2003.  The year range for the year is 01 July to 30 June.  
 
You do not need to input the end date of a period.  The system will determine the end date of a 
period by the opening date of the next period. 
 
 

Start a Financial Year 
 
Once all transactions are entered for the current year, you can create a new financial year and 
calculate the opening balance for the new year. 
First Financial Year 
If it is the first time you have used the GL system, choose this option.  Input into the ‘New Year’ 
field and click ‘OK’. The system will : 
* Calculate the opening stock for the start of the year, and it will be the opening balance for 

the opening stock account. 
* Calculate the balances for debtor, creditor, layby , credit note, gift voucher, and order 

deposit (if the features are enabled) for the starting date and these will be the opening 
balances for those linked accounts. 

* The system will balance the accounting equation by putting the difference into the capital 
account. 

* As it is the first time of system use, there should be no previous accounting transactions.  
Therefore all other accounts are zero balance. 

 
Start A New Year 
Choose this option if system has been previously used.  Input the ‘Current Year’ and ‘New 
Year’ then click ‘OK’.  The system will: 
* Calculate the account balance at the end of the Current Year for each account.   
* Post all the Asset, Liability and Equity account balances from the current year to the new 

year.   
* The net profit of the current year will be added to the Retained Earning Account.  
* All Revenue and Expense accounts will have zero opening balance for the new year. 
* The closing inventory of the current year will become the opening inventory for the new 

year. 
 
When the system has finished the above process, it will ask you ‘Do you want to adjust the 
Opening Balance’.  Click yes if you want to see the opening balance, click no to finish. 
 
Note:  If the year you input is not found, the ‘Period Opening Dates’ will pop up.  User must 
input the financial year detail before they start a new financial year.  
 
 

Chart of Account Setup & Maintenance 
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There are 9 types of Account: 
1. Asset 
2. Liability 
3. Equity 
4. Trading Revenue 
5. Trading Expense 
6. Other Operating Revenue 
7. Other Operating Expense 
8. Non-operating Revenue 
9. Non-operating Expense 
 
* The first group of each type is the default group, you can change the group detail, but you 

can’t delete the default group. 
* The Trading Revenue and Trading Expense are used to calculate the Gross Profit. 
* To view another Group Type, change the ‘Account Type’ on the top of the screen. 
 

Group Maintenance  
 
Field  
1. Group Number –  

Unique code assigned by user. 
 

2. Group Description –  
Description of the group. 
 

3. Group Level –  
The default group of each Type is level 1.  One Group can have at most 4 levels of  

subgroup, so the lowest level is 5 
 

4. Group Header –   
If the group is a subgroup, the group header will be the group to which it belongs. (i.e.: the 

Group Header of ‘Current Asset’ is ‘Assets’). 
 
Function 
1. Add Group – 

Click the ‘Add Grp’ button.  Input the unique code and description for the group.  If it is 
a subgroup of another group, input the group level (if it is a subgroup of a level 2 
group, input level = 3 ) and choose the group header from the drop down list.  If it is 
not a subgroup, input level = 1.  Click ‘Save Grp’ button when you finish, or click 
‘Cancel Grp’ button to cancel addition. 
 

2. Delete Group – 
If a group is no longer in use, you can delete the group by using the ‘Delete Grp’ 
button.  You cannot delete any group that contain subgroup or ledger accounts. 
 

3. Seek Group – 
Click the ‘Seek Grp’ button, then input group number or group description and press 
enter.  The system will display the group or the nearest group on the screen. 

 
 
4. Edit Group –  
First choose a group (You can choose a group by clicking on the menu tree or using the ‘Seek 

Grp’ button), then click the ‘Edit Grp’ button. Click ‘Save Grp’ button when you 
have finished editing, or click ‘Cancel Grp’ button to cancel the change. 

 

Ledger Account Maintenance 
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Field  
1. Group –  

Group to which the account belongs. 
 

2. GL Account –  
Unique code for the ledger account: input by user 
 

3. Description –  
Description of the Account 

 
4. Debit/Credit –  

Is it a debit account or credit account? 
 

5. Inactive –  
If an account is no longer in use, we can deactivate it.  You can’t deactivate an 
account which is a link account, or with an account balance greater than zero.  No 
entry can be entered for an inactive account. 
 

Function 
1. Add Account – 

Click the ‘Add A/C’ button. . Choose the group from the drop down list.   Input the 
unique code and description for the account, choose either debit or credit. Click ‘Save 
A/C’ button when you have finished, or click ‘Cancel A/C’ button to cancel addition. 
 

2. Delete Account – 
You can delete an account by the ‘Delete A/C’ button.  You cannot delete any account 
that is a link account, where account balance is not zero or account which has 
transactions in the current financial year. 
 

3. Seek Account – 
Click the ‘Seek A/C’ button, then input GL number or description and press enter.  The 
system will display the account or the nearest account on the screen. 

 
4. Edit Account –  
First choose an account by either clicking on the  menu tree or use the ‘Seek A/C’ button, then 

click the ‘Edit A/C’ button. Click ‘Save A/C’ button when you finish editing, or 
click ‘Cancel A/C’ button to cancel the change. 

 
Print 
Click the print button: it will print out a list of account groups and accounts. 
 
Link 
Click the link button: it will display the ‘Account Link’ Screen. (refer to  5.  Account Link 
Maintenance ). 
 
 

Opening Balance Maintenance 
 
Choose a year (and store)  
Input the financial year and store number, then press enter.  The system will display the 
opening balance of all  accounts.  If you want to view the total opening balance for all stores,  
input ‘0’ for the store number  
Note: You cannot change the opening balance if it is for all stores. 
Change the opening balance 
Click the ‘Update’ button, then you can edit the amount.  Click ‘Save’ when you finish or click 
‘Cancel’ if you want to cancel the change. 
Debit Side Total must equal Credit Side Total.  When you save the change and the debit total 
does not equal credit side total, the system will ask you ‘Do you want to put the different to the 
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Capital Account’.  If you choose yes, it will put the difference to the capital account and save 
the change. If you choose no, the system will not save the change. 
 
Print out the opening balance - Click the ‘Print’ b utton,  it will print out the opening 
balance. 
 

Account Link Maintenance 
 
When the system is posting the data from our day to day transactions to the Ledger,  it needs 
to know which ledger account is used for any transaction.  The Account Link Maintenance is 
used to set this up.  The Account Link Maintenance lists all the transactions; the user can 
update the ledger account used for each of the transactions. 
  
Update the account  
Click the ‘Update’ button,  Type the GL number beside the transaction.  The account 
description will display next to the field.  Click ‘Save’ when finished, or ‘Cancel’ to cancel the 
change. 
 
Unlink an transaction 
If you don’t want to link any account to some transaction (e.g.: you don’t have any  payment 
‘Pay by manual AE’, so you don’t want any account link for this), leave the field empty and 
press enter, the account description will display ‘Not Link’.   
Note: If there is a ‘Not Link’ transaction occurrence, (i.e.: a sale is paid by manual AE, but no 
link for ‘Pay by manual AE’ exists), then the system will not post that transaction. 
 
E.g.: Money received from Cash Sale to go to the Ledger Account ‘Bank’, GL Number ‘11001’: 
1. On page ‘Asset 1’, click the update button. 
2. On the field beside ‘For Payment by Cash’, type ‘11001’ and press enter. 
3. Click the ‘Save’ button. 
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Budget 
 
You can enter the periodical budget for an account,  so you can compare the difference 
between expected and actual when you prepare P&L and Balance Sheet. 
 
To update or view the budget: 
1. Input the store number, the year and the account number and press enter. 
2. The system will display the budget of all periods in that year.  If it is the first time you have 

entered budget figures, then all the ‘Amount Increase’ will be zero. 
3. Enter the expected increase or decrease amount ( negative if decrease) for each period. 
4. Click Save when finished. 
 
The budget amount will be shown in P&L and Balance (refer to  13.  Profit and Loss and 14. 
Balance Sheet ). 
 
 

Posting Data 
 
The transactions on POS/CC will not be recorded in the Ledger Account until you ‘post’ them.   
 
To post the data: 
1. Input the date range, tick the transaction you want to post 
2. Click the ‘Post’ button.   
3. If CC, It will ask for store range 
4. Wait until a ‘DONE!!’ message appear 
 
 

General Journal 
 
There is some data that cannot be obtained from day to day transactions, but is needed to 
prepare for the final account. This can be input through the General Journal.  You can also 
make 13th period entry. 
 
Field 
Store – Store Number (enable if CC) 
Date – Date of the transaction 
13th period – If the entry is a 13th period entry, tick this option 
For Year - If the entry is a 13th period entry, input the year in this field 
Reference – User input reference for the entry 
Account – GL number 
Account Description – Description of the account (automatically comes up after you enter the 
GL Number) 
Debit – amount to debit 
Credit – amount to credit 
Comment - Reason for the entry ( can be empty ) 
 
To Add an entry 
1. Input Date, Reference number (and Store number if cc) 
2. Tick the 13th period and input year if it is a 13th period entry.  If this option is ticked, the 

system will change the Date to ‘end date of the year’. 
3. Enter the Account and the amount to debit( or credit) 
4. Repeat, entering other Accounts and the amount to debit( or credit) 
5. Click ‘Save’ when finished, or click ‘Exit’ to cancel 
 
The credit total must be equal to the debit total, otherwise the system will not allow you to save 
the entry. 
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Delete Line 
When you are entering data, and find  one of the lines you enter is wrong, you can highlight 
that line and click ‘Delete Line’ to delete that line. 
 
Template button 
If there are some transactions which you make frequently, you can save it as a “Template 
Entry”.  The next time you want to enter this transaction, just simply load the template.  To 
create a new entry with the template, click the Load Template button.  It will list all the template 
entries, double click on the one you want (or highlight it and click OK button).  Then the detail 
of  the entry will show on the screen.  Click save to finish. 
 
‘View All’ button   
Click the ‘View All’ button, you will have another screen ‘General Journal Enquiry’ .  This 
screen can show all of the general journal entries.  You can filter the entries using the Date, 
Store, Reference and Entry type on the top of the screen. 
You can also reverse an entry on this screen 
 
On the ‘General Journal Enquiry’ Screen 
Reversing an entry 
When an entry is entered and saved, it cannot be deleted.  If you want to cancel the entry, you 
need to reverse it.  To reverse an entry: 
1. On the ‘General Journal Enquiry’ Screen, filter out the entry you want to reverse. 
2. Highlight the Entry. 
3. Click ‘Reverse’ button 
4. Choose yes when message ‘Are you sure you want to reverse the transaction?’ pops up. 
 
A reverse entry will display in ‘red’ in the browser 
 
Assign a transaction as a template/ not a template 
On the General Journal Enquiry Screen, highlight an entry and click the Template button.  It 
will assign the highlighted entry as a template.  To cancel it, simply highlight the entry and click 
the Template button again. 
 
 

Bank Reconciliation 
 
When you receive a bank statement, you can prepare a Bank Reconciliation Report for your 
bank account. 
 
Input the store number, date, account, and bank statement balance and press enter. 
On the Browse, Type ‘yes’ on the transactions that show on the Balance Statement 
If there are some transaction showing on the bank statement but not shown in the system, you 
can add these transactions using the ‘additional’ button.  An ‘Additional Bank Transaction’ 
screen will pop up. 
Click ‘Reconcile’ button when finish. 
After reconciliation, the system will ask “Do you want to print the report?’. 
 
Additional Bank Transaction 
There are 2 option: additional deposit and additional withdraw 

� Enter date, amount, account and comment 
� Click ‘OK’ button when finished. 

 
Reconcile Button 
If Checked Balance does not equal bank statement balance and user clicks the reconcile 
button: A message window “Warning: The difference is… ” will pop up.    
Otherwise it will do the reconciliation. 
 
Previous Button 
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For viewing and reprinting reports of previous bank reconciliation. 
 

� Use filter on the top to filter the bank reconciliation.    
� Highlight the one you want to report on in the browser. 
� Click ‘Print’ button to reprint the report. 

 
 

Sale and Creditor Posting Status 
 
After posting the data, you can use this enquiry to check back on what accounting entry is 
made for each POS and creditor transaction. This screen will display all the posted 
transactions. You can filter the transaction search using Store, Till #, Sale #, Date Range and 
Vendor # on the top of the screen. 
 
Detail 
Double click on the transaction on the browser or click the detail button; it will show you the 
accounting entry of the transaction. 
 
Success/Unsuccess 
A transaction may not be posted successfully, i.e.: not balance.  To view those unsuccessful 
posted transactions, click the ‘Unsuccess’ button.  This screen will display all the unsuccessful 
transactions using the filter. Double click on the transaction on the browser or click the detail 
button to see the unsuccessful reason.  To change it back to displaying successful 
transactions, click the ‘Success’ button. 
 
 

Account Enquiry 
 
This enquiry is used to show the detail of an individual account.  Input the store number (if cc),  
date range and the GL Number, it will display balance and the all entries of the input GL 
account within the input date range.   
 
Note: 
* For CC, if you want to see the entries for all stores, input 0 for store number.  
* The date range must be within a financial year, otherwise the system will adjust the start 

date and make it fit into a financial year. 
 
 

Trial Balance 
 
Trial Balance shows the balance of all the ledger accounts.  Input Store number and a date, it 
will display the account balance at the input date.  For CC, input 0 for store number for all 
stores.  Click the ‘Print’ button,  it will print out the trail balance. 
 
 

Profit and Loss 
 
Report Option 
Selected Period 
It will calculate the profit for the date range inputted.  It will calculate the opening inventory 
using the starting date 
Year To Date 
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It will calculate the profit from the first date of the financial year to the ending date you input.  It 
will get the opening inventory balance from the GL account which is linked to opening stock 
(refer to 5. Account Link Maintenance).  
 
Comparison 
1. Last Year 

You can compare the P&L with the previous year in the same period. 
2. Budget 

If you have entered a budget, you can tick this option.  It will display the P&L with both 
actual and budget figures. You can compare the difference. 

 
Force to match Fiscal Period –  
If this option is ticked, the system will adjust the starting date to match to the nearest Fiscal 
Period Opening Date and adjust the ending date to match to the nearest Fiscal Period End 
Date.  After adjustment, the date range may be across more than one period. (about the period 
setup, refer to 1. Financial Year Range ) 
 
Display opening and closing inventory 
COGS (Cost Of Goods Sold) is calculated by the value of the stock on hand at the beginning 
(opening inventory) and end (closing inventory) of the period, and the cost of 
purchases(trading expenses) made during the period: 

COGS = opening inventory + trading expenses – closing inventory. 
If you don’t want to calculate the COGS by the stock on hand, you can untick this option.  Then 
the COGS will be the  
Trading Expense only. 

COGS = trading expenses. 
 

 

Balance Sheet 
 
This shows the worth of a business at a certain point in time.  Input a date and the store range, 
it will display the balance sheet for the input date. 
 
Comparison 
Same as P&L, You can compare with previous year or budget. 
 
Force to match Fiscal Period –  
If this option is ticked, the system will adjust the date to match to the nearest Fiscal Period End 
Date (about the period setup, refer to 1. Financial Year Range ) 
 
Display opening and closing inventory 
Same as P&L, if this option is ticked. Then the COGS will be the Trading Expense only. 

Other 
 
Non Stock item maintenance 
The original nsi maintenance (creditor/nsinew.p) display gl_code and that gl_code is linked to 
table gl_codes.  This will link with the GL on the system. 
 
Add field ‘account’ to table cinv_nsi 
Make another non-stock item maintenance (creditor/nsimain.p), same as the original one.  But 
replace the gl_code with the account.  For the systems that have GL features, use this one, 
otherwise use the original one.   
 
Paidout type maintenance 
Same as nsi maintenance, the original maintenance (qbf/paidtype.p) have gl_code as well.  So 
make the same change. 
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Add field ‘account’ to table paidout type 
Make another paidout type maintenance (qbf/paytype2.p), same as the original one.  But 
replace the gl_code with the account.  For the system that have GL features, use this one, 
otherwise use the original one.   
 
 
Repost data (account/repost.p) 
When posting data using postopt.p, it will only post records that ‘haven’t been posted’ (i.e.: 
header_nbr eq 0).  It will not post any posted transaction.   
To repost those posted transaction,  the system need to change the header_nbr to zero first. 
 
 
 
NOTE: 
 
Sale and Sale Return 
The Sale and Sale Return may not match with the report on CC (i.e.: store total report).  This is 
due to the GST rounding when the sale data is polled from POS 
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11. Setup 
 

Introduction 
 
The system is designed to in such a way that on-going administration functions are minimised. 
There are no manual month-end functions and system back-ups are normally automated. 
 
Product Structure 
(Define the Product structure you require) 
 
The SKU (Stock Keeping Unit) 
Inventory control is usually a fundamental requirement of a Retail Management System. 
Corporate Controller manages inventory through the Point-of-Sale module for customer or 
“front door” transactions, and through the Inventory module for supplier or “back door” 
transactions including inter-branch transfers and stock taking facilities 
The key element for inventory control is the SKU (Stock Keeping Unit). Most product reporting 
functions are based on the SKU. The SKU is normally an internal product code used by the 
retailer within their business. It can also be a Vendors product code. 
 

Product Setup Options 
1. SKU only Products bought and sold by the same product code 
2. SKU/Barcode  Products sold by barcode. Barcode item is the SKU. 
This is used where the unit of sale is typically the SKU, but the SKU also has a barcode 
linked directly to the SKU. This is typically for products like giftware, white ware and 
electronics but also many others. This does not work for grocery and liquor items where the 
product sold (Barcode/PLU) may be a different package unit than the SKU. 
To use this SKU/Barcode method the “Barcode” feature must be enabled in the POSperfect 
Setup module “Features” screen. 

 
3. SKU/PLU Products sold by SKU or PLU (Price Look Up) or Barcode 
This is used where an item may be sold by differing package units as often in occurs in 
food, grocery and liquor retailing. If merchandise is sold by a unit quantity that may be 
different from the SKU unit, then the SKU/PLU feature should be set on. Often a SKU will 
have a number of PLU’s linked to the SKU for the varying units of sale and special pricing 
and description of each package type. 
Example: A product may be wholesaled in 10 Litre units, but retailed in 10, 4, 2, 1, 0.5 and 
0.25 units. The 10L would have a SKU with an associated barcode and all the other 
quantities would have their own barcode linked to the SKU. 

10L  SKU =”AL1000”  barcode =”947884211” 
4L barcode =”947884212” 
2L barcode =”947884213” 
1L barcode =”947884214” 

To use this method the “SKU/PLU” feature must be enabled in the POSperfect Setup 
Features screen. 

 
SKU Size/Colour Barcode 

POSperfect provides powerful features for managing size/coloured stock items as are 
typically found in fashion and footwear. Where a single style code is used to purchase or 
sell products of different sizes, then the Size/Colour feature should be selected. 
The Size/Colour feature provides inventory control using a one or two-dimensional matrix 
for each SKU (Style). While each product needs only one SKU code, the system will 
provide stock and sales information down to individual sizes and colours. Typically each 
active size and colour will have a barcode. When this barcode is scanned the system 
automatically assigns the correct size and colour information to the SKU. 

 
Example: An overcoat with a style named ”Manhattan” may be sold in several different colours 
and several different sizes. 
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Manhattan  
 6 6+ 7 7+ 8 8+ 9 9+ 10 
Black  2   10  10 8  
Navy   4 6 12  10  4 
Red  2  4  2    
Green   4 6  5    
Each stock intersection on the above matrix can be tracked through the one SKU on 
“Manhattan” 
The system can use either the manufacturers barcodes assigned to a Style/Size/Colour, or it 
can automatically generate its own (internal) barcode to represent the Style/Size/Colour. This 
is often the most efficient method because no entry of barcodes is required. The system can 
generate barcodes for products being received or stock on-hand. 
 
Barcode and Label Printing 
The system provides label printing. There is a Label format module in the Setup programme 
“Printout/Barcode Printouts/Format” folder. If you select the “Laser Barcode Setup” tab you can 
format your own labels. 
Note: Setting up Labels is a specialized task requiring skill, time and patience. Unless you 
have all these you should have your software supplier do this work. 
 
Customer Management and Customer Pricing 
  
Customer Management Features 
The Corporate Controller provides the following customer related features; 

Customer database and purchase history 
Layby management system 
Accounts Receivable system 
Customer Loyalty module (points based system) 
Customer Types (Groups) with pricing / discounting by group 
Customer Quotations, Orders & Deliveries 

These features are easily selected through the Setup module after the software is installed or 
in the features selection screen during installation. 
 
Customer Types 
Before entering customers into the system you must define your customer groups or “Types” 
so that customer reporting meets your requirements. Customer Types can be labelled through 
the Setup module  “Customer/Customer Types”. Each Customer Type can be linked to a Price 
Level so those customers can receive special pricing by product. 
 
Example:  Customer Type 1 = ”Retail” 
  Customer Type 2 = ”Trade” 
  Customer Type 3 = ”Staff” 
  Customer Type 4 = ”Duty Free” 
 

Price Levels 
Each Product (SKU and/or PLU) has up to 6 prices allowed. The price levels can be labelled 
through the Setup module “Sales/Pricing/Price Levels” screen. 
As each product is added to the database, the pricing for each level should be entered, 
although the System Maintenance module “Product Information/Price Change” allows prices to 
be globally assigned to price levels for ranges of products based on various criteria such as 
“Cost Plus” or “Retail Less” factors. 
 
 
Apart from the standard maintenance functions previously covered in this manual, other 
functions which the System Administrator should be aware of are mainly found under the 
Setup item on the Main Menu.  
These are; 
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What’s New Gives update of changes in version. 
Data Setup Enables setting of database. 
Send Data to POS Filters data sent to stores 
Features Sets general features available. 
Polling Handles data transmission & memos 
Creditors/Debtors Sets parameters for Statements, Invoices and 

other information. 
Sales Sets Pricing, Process, Duty Free and Sales 

Invoice features. 
Reports Sets structure for all types of reports. 
Inventory Sets parameters for stock movement, counting, 

PDT input and Tag printing. 
System General program settings. 
Maintenance Sets parameters for Maintenance section. 
Interfaces Sets G/L set-up. 
Peripherals and Interfaces System Hardware Devices Set-up. 
Report Queues Managing Reporting 
Fiscal Periods Defines the Fiscal Periods and Seasons. 
Media Setups Sets types of media handled at POS 
Transaction Codes Defines the POS transaction codes. 
Discount Types Sets types and parameters for discounts. 
   
 
Most of these functions will be performed at installation time. Before making any changes you 
should consult with your Software Support organisation. 
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Adding a Printer 
 
1.  Select Setup from the Corporate Controller Main Menu. 
2.  Select General Setups from the Setup menu. 
3.  Select Printers from the General Setups menu. 
4.  Alter settings in the Font screen if required and click OK 
5.  Click OK on the Print screen after selecting correct printer. 
 

 
Fig 11.1: Printer Setup 

 
To edit an existing printer, click the Seek button and enter a printer number, or use the 
navigation buttons to find the desired printer.  Click the Update button when the desired 
printer is displayed. 
 
6.  Click the Add button. 
7.  Input a unique printer number and a Descendent number if appropriate. 
8.  Input a description for the printer. 
9.  Input the path name and device name for the printer. 
10.  Input the page width in columns. 
11.  Input the number of lines per page. 
12.  Input the enable codes for the printer. 
13.  Input the disable codes for the printer. 
 
For help with printer codes, consult the printer do cumentation 
 
14.  Click the Exit button to return to the Corporate Controller Main Menu. 
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Report Queue Setup 
 
1.  Select Setup from the Corporate Controller Main Menu. 

2.  Select Report Queue from the Setup menu. 

  

 
Fig 11.2: Report Queue Setup  
  
3.  Click  the Add button and input Queue name and press Enter . 

4.  Respond Y or N to make queue active or not and press Enter . 

5.  Respond Y or N to make suspend queue or not and press Enter . 

6.  Press Enter if only one Print server. 

7.  Input users allowed to access queue and press Enter . 

8.  Repeat steps 3 – 7 for additional queues. 

9.  Press Esc  when finished. 

10.  Click the Exit button to return to the Main menu. 
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12. Appendix 1: Trade Sales 
 

Introduction 
The Trade Sales Module is a Corporate Controller module that allows you to make sales at 
the Corporate Controller.  Payment can be made by cheque or to an account. 
Operations Manual Conventions 
Keys and controls are named in bold.  For example, F2 Subtotal, or the up arrow  and down 
arrow  keys. 
Input (value):  type the value in the appropriate text box and press the Enter  key.  For 
example, at ‘Input the quantity sold’, you should ensure that the cursor is in the Quantity  text 
box and type the quantity, then press the Enter  key. 
 

Procedures 
The procedures in this chapter describe the steps required to operate the Trade Sales 
Module.  All the procedures start from the Sales Module Window.  To start the Trade Sales 
module and get to the Sales Module Window, select Debtors from the Corporate Controller 
main screen, then select Trade Sales from the menu.  When the Login window appears, enter 
your Store Number and Operator Number. 
You are then required to input an Account number. If this is not known, ensure the cursor is 
placed in the Account Number field and press F1 to search for Accounts. Select the relevant 
account by clicking on it and pressing Enter . The number will appear in the field. Press Enter  
again or click the OK button. 
For definitions of words or technical terms, consult the Glossary.  To find a specific procedure, 
consult the Index. 
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Item search 

PROCEDURE: 1. Place the cursor in the Item Code: field of the Sales Module Window. 

 2. Press F1 

 

 

 
Fig 12.1: Sku/Plu search 

If you have the SKU/PLU 

feature, you may search 

by PLU. 

3. Select the required item by clicking on it. 

 4. Click the OK button or press Enter . 

See the ‘Selling an item 

by cheque’ or ‘Selling 

an item on account 

procedures for help on 

completing the sale.  

5. Complete the sale. 
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Account Sale at marked Price 

PROCEDURE: 1. Input the item code,(Press F1 for search)1 and press Enter . 

1 See Item Search 2. Input the quantity sold and press Enter . 

 3. Repeat steps 1 and 2 for any further items to be sold. 

 4. Click Subtotal (or press F2) to subtotal the sale. 

 

 

 
Fig 12.2: Sales Module 

 5. Click the Account radio button (default0. 

 6. If, at this stage, you wish to add more items, click the Addon button and 

repeat steps 1 through 4. 

This puts the entire sale 

on account.  If the 

customer exceeds their 

credit limit, you will be 

prompted to confirm the 

sale. 

7. Click the Close button (or press Enter ) to complete the sale.  

You may also enter a 

comment. 
8. Enter a reference number for the invoice. 

 9. Click the OK button to send the receipt to the printer. 
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Cheque Sale at marked price. 

PROCEDURE: 1. Input the item code,(Press F1 for search) and press Enter . 

 2. Input the quantity sold and press Enter . 

 3. Repeat steps 1 and 2 for any further items to be sold. 

 4. Click Subtotal (or press F2) to subtotal the sale. 

 

 

 
Fig 12.3 Subtotal 

 5. Click the Cheque  radio button. 

This pays the entire sale 

by cheque. 
6. Press Enter (or click the Close button). 
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Fig 12.4 Cheque Verification 

 7. Enter the branch number of the bank issuing the cheque. 

 8. Enter the account number of the drawer. 

 9. Click OK  

 

 

 
Fig 12.5  Ref/Comments 

 10. Complete the Comments if required. 

 11. Select destination of receipt. 
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Returning items. 
All Returns are made to an account number 
PROCEDURE: 1. Click the Return button on the Sales Module screen1. 

1
The word ‘Return’ will 

appear above the Item 

Code box.  

2. Input the item code and press Enter . 

 

 
 

Fig 12.6: Sales - Return 
 3. Input the quantity returned and press Enter . 

2
Open pricing is 

automatically selected 
when you select Return. 

4. Input the return price(or press Enter  to accept the default)2. 

 5. Click Subtotal. 

3
This credits the 

amount to the 

customer’s account.. If 

the customer exceeds 

their credit limit, you 

will be prompted to 

confirm. 

6. Amount showing should be “- $xx.xx”. Press Enter or click the close 

button3. 

 7. Input a reference number for the invoice and reason for Return in 

Comment field. 
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This closes the 

transaction. 
8. Click the OK button to send the receipt to the printer. 

Sale of marked down product 

PROCEDURE: 1. Click the Pricing button in the sales module window. 

 

 

 
Fig 12.7: Pricing Option - Markdown 

 2. Click the Markdown check box. 

 3. Click the By Dollar Value to mark down an item by a dollar amount, or the 

By Percentage radio button to mark down an item by a percentage of its 

price. 

‘Markdown $’ is 

displayed above the 

Item Code box. 

4. Click OK. 

 5. Input the item code and press Enter . 

 6. Input  the quantity sold and press Enter . 

 7. Input the markdown amount or percentage. 

1
See the ‘Account Sale’ 

or ‘Cheque Sale’ 

procedures for help on 

completing the sale.  

8. Complete the sale1. 
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Discounted Sale 

PROCEDURE: 1. Input the item code and press Enter. 

 2. Input the quantity sold and press Enter. 

 3. Click Subtotal to subtotal the sale. 

 4. Click Discount . 

 

 

 
Fig 12.8: Discount Selection 

1
 These are setup in the 

Corporate Controller 

Setup> General Setups> 

Discount Types. 

5. Click the type of discount you want to use1. 

 6. Click the OK button or press Enter . 

 7. Input the percentage if the discount is variable and press Enter . 

See the ‘Account Sale’ 

or ‘Cheque Sale’ 

procedures for help on 

completing the sale.  

8. Complete the sale. 
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Deleting items in Sales Module 

PROCEDURE: 1. Click the Edit button in the Sales Module window. 

 

 

 
Fig 12.9: Sales - Edit 

 2. Press the up arrow or down arrow to highlight the line you want to delete. 

 3. Press Delete to delete the line.  

See the ‘Account Sale’ 

or ‘Cheque Sale’ 

procedures for help on 

completing the sale. 

4. When you have finished, click the Edit button again or click in the Item 

Code field to continue with the sale, or click Subtotal. 
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Changing price levels 

PROCEDURE: 1. Click the Pricing button in the Sales Module. 

 

 

 
Fig 12.10: Pricing Options – Price Levels 

The selected price level 

will remain active until 

the sale is completed or 

until a change of price 

level. 

2. Click the radio button corresponding to the price level you want. 

 3. Click the OK button or press Enter .  

 4. Input the item code and press Enter . 

 5. Input the quantity and press Enter . 

See the ‘Account Sale’ 

or ‘Cheque Sale’ 

procedures for help on 

completing the sale. 

6. Complete the sale. 

 



Today Corporate Controller – User Handbook 

 12-11 

Duty Free Sale 

PROCEDURE: 1. Click Pricing on the Sales Module window1. 

1
To make a Duty Free 

sale, the Duty Free 

feature must be enabled 

and price level set on 

your Corporate 

Controller.   

 

 

Fig 12.11: Sales – Duty Free 
The Duty Free price 

level will remain active 

until the sale is 

completed or until a 

change of price level. 

2. Click the radio button corresponding to the Duty Free price level. 

 3. Click OK.  

 4. Input the item code. 

1
Depending upon the 

system setup you may 

have to respond to 

other windows in this 

section e.g. Flight 

number, Departure date, 

etc. 

5. Complete the sale1. 
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Tax Free Sale 

PROCEDURE: 1. Click the Pricing button in the Sales window1. 

1
 The option to allow 

Tax Free has to be set in 

Setup> Sales Module> 

Process Control 

 

 

Fig 12.12: Pricing Options – Tax Free 
Tax Free will remain 

active until the sale is 

completed or until the 

check box is cleared. 

2. Click the Tax Free check box. 

 3. Click the OK button or press Enter .  

 4. Input the item code and press Enter . 

 5. Input the quantity and press Enter . 

See the ‘Account Sale’ 

or ‘Cheque Sale’ 

procedures for help on 

completing the sale. 

6. Complete the sale. 
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Holding and Recalling Sales 

PROCEDURE: 1. Input the item code and press Enter . 

1
You can also hold 

sales at the Subtotal 

window using the same 

procedure. 

2. Input the quantity sold and press Enter . 

You can now carry on 

and make new sales. 
3. Click the Hold button1. 

 4. When you want to recall the sale, click Recall . 

 

 

 
Fig 12.13: Select Held Transaction 

The system returns to 

the Sales Module 

screen.  

5. Click the sale you want to recall. 

See the ‘Selling an item 

by cheque’ or ‘Selling 

an item on account’ 

procedures for help on 

completing the sale. 

6. Complete the sale. 
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