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CHAPTER

Introduction

Features, installation and first look.

The goal of any retail management software is to help you concentrate on your sales
and your customers. Retail Plus is a tool that serves that goal. It is designed for those
who spend too much time making up purchase orders, counting stock, tracking sales
and customers, or preparing invoices. Retail Plus is an organizer, an analyser and a
time saver. Some of it’s most useful features include:

Easy to learn and use - no expensive training required.

Sales tracking by product, department and client.

Accounts receivable/invoicing system.

Complete sales and inventory data for every item.

Full-featured POS system with slip printer, barcode and cash drawer support.
Weekly and monthly sales figures for each product.

History of daily sales and POS totals.

Staff hours and commissions.

Support for ICVerify credit card authorizations.

Auto-generated PO's with four methods of calculating order quantities.
On-screen review and editing of purchase orders.

Customer orders, price quotes, layaways, gift certificates.

Client database with every customer’s purchase history.

Fast lookups using pick lists.

Automatic discounts, price levels, credit limits or tax rates for any customer.
A bonus points system to identify and reward your best customers.

Price quotes that you can later process as sales.

Flexible sales and inventory reports with on-screen preview.

Price tags, bin labels, shipping labels and barcode labels.

U.S. or European (A4) label formats.

Optional VAT style sales taxes.

Product photos and client photos.

Sales data exports to database or spreadsheet programs for further analysis.
Works with all barcode and credit card readers.

Jump to client’s email or web site.

Optional password system with four levels of access.
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System Requirements & Installation

System Requirements

Any microcomputer running Windows 98 or later.

At least 10MB of free space on the hard drive.

128 MB of RAM.

Optional Accessories - a POS printer for sales slips, an automatic cash drawer, a
barcode reader, a pole display and a credit card reader.

=

Running The Installer

Retail Plus comes with an easy install program. If you have a CD just put it in your
computer and the installer will appear. You can also use Windows Explorer or My
Computer to open the Retail Plus distribution disk (or the folder where the download
file was unpacked) and double-click on RETAIL20.EXE. This will launch the installer
and put Retail Plus in it's own program group.

The installation process will also place the bar code font (30f9.ttf) in your Windows
System directory. Depending on your version of Windows you may have to use the
font manager to install it in the usual manner to print barcode labels. See Appendix F
for more details.

Entering A Business Name And Serial Number

The first time that you start up Retail Plus you can enter your business name and
license number, if it is available.

¢ Double click on the Retail Plus icon to start the program.

¢ When the Main Menu appears, pull the Tools menu down to Setup.

¢ In the Business ID tab enter your business name and address.

¢ In the Software License field enter the license number that is on the
installation disk and press Validate. This step can be omitted if you are
running Retail Plus in demo mode (all functions enabled for 60 sessions).

¢ If you wish to do other setups at this time skip to Chapter 9.

If you entered a license number you will see a dialog box that confirms your single or

multi-user license. If you did not enter a license number the system will run as a multi-
user demo for 60 sessions.
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GETTING STARTED
How The System Is Organized

Retail Plus allows you to keep sales and inventory for one or more stores. We call them
Locations, and before you can conduct business you must set up at least one Location
and put some inventory in it. If you are using the sample Location this has been done
for you.

Each location is identified by a three character Location Code. The code for the sample
inventory is TST (for test), and you can see it displayed after the store name at the top
of the screen.

You can delete the sample location after you have set up a new one for yourself, or you
can just delete the inventory in it and start entering your own.

Exploring The Menus

When Retail Plus is started you will see the Main Menu. Each selection has a pull-
down menu that provides access to a group of related commands. To help new users
explore the system, Retail Plus has been pre-loaded with sample data which simulates
a store that sells products for hiking and camping.

How This Manual Works

The general layout of this manual will follow the layout of the menus, in order from
left to right. If you wish, you can customize your system configurations first by
jumping to Chapter 9, then coming back to Chapter 2.

From time to time this manual makes reference to the names of files on your computer.
These are often named and referred to by their file type, i.e. DBF or DAT. It seems
Windows is configured by default not to show you the full file name, but this is a
setting you can change. To make Windows display full filenames, double-click on the
My Computer icon, pull the Tools menu down to Folder Options, click on the View
tab and then de-select the check box for Hide Extensions For Known File Types.
Now do the same in Windows Explorer.
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CHAPTER

Making Sales

Using The Point-Of-Sale System

To open the point-of-sale screen just select File / Point-Of-Sale from the opening
menu. Later you can configure Retail Plus to boot directly into this screen and
optionally ask for passwords from the sales staff.

POS Simplified - How to make a quick cash sale.
If you want to see how the point-of-sale system works without getting into details, here
are the steps in a basic cash sale:

1. Press (F2] to start the sale and enter a stock code (or scan a label). If you have to
look up the item press again. If you select a matrix or serialized item you will
be prompted to pick one from a list (more on this later).

2. When the item detail window appears, press (Enter~—). Repeat step 1 for the next
item. Note that the item detail window is optional and can be suppressed.

3. To total and print, press and (Enter<=). If the system is not set to Auto Save
press (F9] to save the sale.

That’s all!

The POS system does not require a mouse unless you prefer to use it. All POS
functions can be done without it, but every command can also be executed with it.

There is a lot more to a retail business than cash sales, so let’s look at the features that
make this a very flexible POS system.
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THE POS Window

File Menu And Function Keys

B 8 == B = @ B E M e B 7
Bil To Ship T
SoldBy |STAFF CASH SALE SAME

&mmEhWEEME_E@

[rvoice # |1 04

Dliscount |EI.EIEI

Code [tem [ty Price Eut
g999 CAMPERS GIFT PACK 1.00 29_00TE g9.00
ozls COLUMETIA POLO Nl l.00 20_00TE 2000
04473 DUPACELL ULTRA Ak (4 PACE) ALn Z.00 4 _S3TE 9,98
Z3d4 POWMEREAR &0 M &. 00 1.73TE 10,74
0454 SUN LOTION - EBALI BALM l.00 7.93TE 7.939

Sub-

147.71 28 o 169.87
Alt+F1 F2 F3 F4 F5 Fb Fa F10 F11 F12
Help Start Credits Total Clients Delete Save Drawer Special Exit

The buttons across the bottom of the POS screen mostly duplicate all the commands
under the File menu. In all cases the commands you need to use the point-of-sale
window can all be executed on the keyboard without requiring a mouse.

¢ (2] Start — Use this to add the first item to the transaction. New options appear at
the bottom of the screen where you can specify the one you want.

Alt+F1 F2 F3 F4 FE | Stock EDdE| | Enter
Help Eind Detail Total Delete | OrScan - oK

Type the stock code of the item then press or scan a barcode label. If you
need to look up the item then press (F2] again to get a pick list that is sorted by
name or code.
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The button labelled (F3 ] Detail is available only if the system is set up to operate in
Fast Scan Mode, in which case it displays the Item Detail window only when this
button has been pressed first. If the system is not set up to operate in Fast Scan
Mode, then you will get the Item Detail window by default.

About Fast Scan Mode - This is an option in the Retail Plus Setup window. When
Fast Scan Mode is OFF, the POS screen pops up the Item Detail window every
time an item is added to a sale. This window lets you change the price, add a
discount, change the tax status, specify a quantity sold, or view the product
description. This adds flexibility and options at the time of sale. On the other hand
it adds keystrokes and gives the user more chances to make errors, which may be a
factor if you have part-time and occasional employees.

When Fast Scan Mode is ON, the POS screen does not pop up the Item Detail
window. It simply lists each item at the default price with a quantity sold of one.
This makes scanning sales with a barcode reader easy because you don’t have to hit
any keys between items. In order to see the detail window for any given item, press
(F3]) Detail just before ringing it up. This allows you to change a price, add a
discount, set the tax status or change the quantity sold.

ltem |POWERBAR

Code |2344 In Stock |36.00

F5 Regular Price Quantity 400

Price 1.79

F¥ Local x Dizcount 0.00

F& State

F8 Product Info

F12 Cancel Enter - Accept

Alt+F1 Help

The Item Detail window displays the Onhand quantity and default sales
configuration for the item. You can make changes as necessary then press
to accept the item as shown or to cancel it. When it pops up the quantity field
is already selected. Just press to move to the Price or Discount field.
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Press (F5 ] to select different price levels if they have been set up for the item. Press
or (F7]to over-ride any sales taxes that are normally applied.

The Product Info button gives you access to the Notes field associated with the
item which is usually filled in when the item is added to the inventory records. This
can be used to contain any type of product information that the customer may ask
for at the time of sale. For example, a drug store might use it to make note of drug
interactions and side effects.

¢ (B3] Credit — Use this to add a credit or return to a sale. A new menu appears with
the options available:

Alt+F1 F2 F3 F4 F5 F& F12
Help Dizcount LCoupon Beturn Gift Cert. Bottle Cancel

Discount — Apply a discount to the subtotal of the sale rather than
individual items.

= Coupon — Enter the name and value of a coupon.

= Return — This displays the usual dialog for finding an inventory item but it
credits rather than charges the customer. You have a option to return the item
to inventory or not.

= Gift Certificate — Enter the serial number and value of a gift certificate.

= Bottle Return — Enter the value of the empty containers being credited to
the customer.

¢ (F4]) Total — The Total Sale window shows you the result of the sale and lets you
change the method of payment, the amount paid and the number of invoice copies
to print.

You can also specify a second method of payment and an amount in case the
customer wishes to pay by split tender. In that case both sides of the window
should show a method of payment and the amount tendered by each method.
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Split Tender

DISCOUNT

e | 100.00 000

) CHARGES
Faid By | Check ﬂ

TAXES 20 04
Currency | Local ﬂ TOTAL 354 .03

TEMDERED 254 03
Murnber af copies b print |1 - |
PAID BY |Cash |
Alt+F1 F2 F3 F4 F5-F6
Help Preview Card Copies Paid By
E nter-
F7-F8 F9 F10 F11 F12 =
Split Save Currency || Becalc Cancel

The buttons on the Total Sale window are:
» (F2]Preview — Display the invoice or sales slip as it will appear on the printer.

» (F3] Card — Get a credit card authorization number if you have ICVerify
installed. ICVerify is the most popular card authorization software available
and all card processors will support it.

. Copies — Each time you press the number in the “copies to print” field
goes up.

* (F5) Paid By — Each time you press (F5] or the method of payment
skips forward or back.

. Split — Each time you press or the method of payment in the
split tender box skips forward or back

. Save — Saves and closes out the sale without printing an invoice or sales
slip. The user is asked to confirm this in case it was pressed by mistake. Mostly
it is used to save a small cash sale for which no sales slip is needed.

. Currency — Each time you press the currency being used for payment
skips to the next one. Retail Plus allows you to enter exchange rates for up to
five currencies.
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Recalc — Use this to update the numbers for each method of payment when
a split tender is entered (it subtracts the amount in the split tender box from the
amount in the main Tendered field).

Cancel — Press to close the Total Sale window without doing anything.
This lets you go back and add more items to the sale or cancel it.

Enter / Print — Close the Total window and print the invoice or sales slip. If the
system has been set up for Auto Save then the sales is automatically posted to
the sales and inventory databases.

¢ (F5] Client — This brings up the client functions that are accessible in the POS
screen. They appear on the buttons at the bottom of the window with the following
options:

4 F5 FG& F7 F& Fa F10 F11 F12
Find Hew Edit Ship To Clear History Delete Cancel

[-Q-L — This stands for Invoices, Quotes and Layaways. If you

click on this button with a mouse you will get the client’s on-account invoices
by default. You may find it easier to press the function key which corresponds
to the type of transaction you want. A list will appear where you can select the
transaction you want. Double-click on it or press to see the details and
some more options. These are explained by clicking on the Help button or

pressing (Alt)-(F1].

Find — Pop up a pick list of clients in the system. For more info on how
the pick list works just click on the Help button or press (Alt]-(F1].

New — Pop up a window where you can enter the client’s information. For
more info on how the new client window works just click on the Help button

or press (Alt)-(F1).

Edit — Pop up an edit window where you can modify the current client’s
information. For more info on how the edit window works just click on the

Help button or press [Alt]-(F1).

Ship To - This command pops up a dialog where you can enter an
alternate shipping address. It will be printed on the invoice as the Ship To
address. This will also be stored with the client’s record and will be used by
default.
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Clear — Use this to remove the client name from the screen. This is useful
if someone left a client name on the screen and want to make a simple cash
sale.

History — If there is a client name on the screen this command will display
the client’s purchase history. You can also enter any notes you wish to keep
about the client in this window.

Delete — This command deletes the current client record.

. Delete — Use this to delete the last item from the sale.

. Save — This button causes the current sale to be saved. You only need to use it
if the system is not set up to Auto Save, otherwise all sales are saved as soon as
they are sent to the printer. Auto Save eliminates keystrokes and makes the POS
system faster. If the printer jams you can always reprint the last sale.

. Drawer — The Drawer command provides access to the cash drawer functions.
A new menu appears with the following options:

F2 F3 F4 F5 FG& F¥ F10 Fi12
Float Yiew Print Save Pay Out Pay In Pop LCancel

(F2] Float - Enter the cash drawer opening balance.

(F3) View - This command can be used to monitor the progress of sales
throughout the day. It pops up a window that shows the current state on the
POS totals and they will keep running up until you clear them. If you are on a
network it shows the total sales made on the local workstation.

Print - Produce a hard copy of the POS totals.

(F5) Save - Clear the current POS totals and save them to the history file. This is
usually done at the end of every shift or at the end of the day. When the POS
totals are cleared two things happen - the running totals are reset to zero and
last line on the History Of POS Totals is closed out with the date and time of
the last sale. In this way Retail Plus builds a table (or history) of your POS
Totals.

Pay Out - This function allows you to take cash out of the drawer.

Pay In - This function allows you to put cash in the drawer.

10
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F10) Pop - Open the drawer without having to make a sale. Make sure the cash
drawer trigger has been entered in the Setup window.

¢ Special — This option leads to a collection of specialized functions that you
only need occasionally but which come in handy:

F2 F3 F4 F5 F& F¥ F8 Fa F12
usl Yoid Suzpend || Recall Taxes Output || Staff ID Hours LCancel

U /1— This stands for Unknown Item and it allows you to put an item on
the sale that has not been entered into the inventory records. Use it to sell
something that has just come in the back door. A two-part window appears.
You can enter an item name, the price, and the quantity sold in the upper part.
If you also supply the information in the lower part, the item is added to the
inventory records automatically. It is generally not a good idea to sell stock
that is unknown to your inventory system. If you do not fill in the lower part of
the window then no record of the sale is made in the inventory file or on your
sales reports. It will, however, appear on the Itemized Sales Log.

Void — This button allows you to void the current sale. To void a sale that
has already been saved see the Itemized Sales Log command under the Totals
menu. When voiding a sale you may be asked for a supervisor’s password if
the system has been set up to require it. A supervisor is anyone who has level
three access to the system.

Suspend — Puts away the current sale so other sales staff can enter sales
while you continue to serve the customer.

Recall — Pops up the suspended sales one at a time so you can select the
one you want to complete or to delete any you no longer need.

Taxes — Displays the current status of the sales taxes and the automatic
add-on charge if any were set up. You can use this to suspend taxes for any
items or the entire sale. After the current sale the tax settings go back to their
default settings as defined in the setup configurations.

How Taxes and Charges work — In the Retail Plus setup screen you can
define two taxes and an add-on charge. You can also choose the ones that are
applied by default at the time of sale. This command allows you to change
those settings only for the current sale and only for the items that not already
on the POS screen. Any items that were put on the sale before calling up this
window are still taxed as usual.

11
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If the tax status has to be changed for one item only it is easier to change it on
the Item Detail window which appears when the item is put on the sale.

= Output — Allows you to access a number function including
o Select the style of printer output.

o Reprint the last sale. Use this in case the printer jams and you want to
try again. This feature is also available just by pressing in the main
POS screen.

o Edit the header and footer message on the sales receipt. This command
is also available under the Tools menu.

o Select a printer port for the POS output.

= Staff ID — Pops up the user ID dialog so the next person who uses the
system will have to enter a password. This works only if the system has been
configured to require passwords.

. Hours — This option allows your staff to clock in and clock out. This will
require that they enter a staff ID.

Two more function keys that are not displayed at the bottom of the POS screen but are
available on the Transaction Menu:

. Reprint — Reprint the last sale.

. Packing Slip — Use this if you need a packing or delivers slip.

POS WINDOW - CLIENT MENU

B e == QB @ BE S B E s/ MK | ?

The client functions are key to many of the features in Retail Plus so they are
accessible by more than one route. The buttons on the tool bar and the commands on
the Client menu mirror each other. They are also accessible using the corresponding
(Shiff- Function Key combination displayed on the menu, or you can use the button
at the bottom of the POS screen to access the same commands.

12
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Bill To Ship Tao

Bruce E. Orken Tel440-233-1111 SAME
Eutreme YW aterzports Lid,

72 5. Pymatuning Lake Rd.

Williamefield OH 44093 154

JP166.00

On the upper part of the POS screen is the client window where name, address, phone
number and other customer information is displayed. If you choose to display the
optional POS Toolbar you will note that all the buttons on it relate to the client
functions except one. The toolbar buttons and their corresponding keyboard
equivalents are as follows:

B Close the POS screen - key (Fi2).

Enter a Staff ID - key (Ctrl)-(Ins).

=1 Print the address on a Com 10 envelope — key (<> Shift)-(F12)
== Print a shipping label (Avery S-644N) — key (< Shift)-(F11].
), Find an existing client - key (<> Shift}-(F5 ).

Enter a new client - key (< Shift)-(F6 ).

Delete the current client — key [« Shift)-(F10).

Display the current client’s account — key (<> Shift)-(F2 ).

= | Display the current client’s price quotes — key (<> Shift)-(F3 ).
Display the current client’s layaways — key (<> Shift}-(F4 ).

View the client’s notes and purchase history.

= Enter or edit the ship-to address — key (<= Shift)-(F8].

=2 Send the current invoice or price quote by Outlook Express [Alt]-(Fi1).

MR

SR
B
1y

1+

44 M P BH Go to the first client ( (Cirl)- (PgUp) ), previous client ( (PgUp) ), next
client ( ), or last client ( (Ctrl}- ).

13
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POS WiNDOW - ToTALS MENU

As sales are entered on the POS screen a history starts adding up. It includes dates,
staff, items, taxes, discounts, cost of goods sold, customer’s orders and so on. The
information available on this menu relates to this data.

¢ Itemized Sales Log — Every time a sale is saved, the line items are added to the
sales log and are tagged with the date, time, sales person and transaction number.
This command displays the log along with a new menu of options:

Delete — You can delete the current line (F6), the flagged lines (F7), the old
lines (everything before the current month), or the entire log contents (F9].
You might want to do this at the end of every week or whenever the log gets so
big that the POS system slows down. Be careful with this command because
deletion is permanent.

(F2] Void Transaction — The following is the sequence used to void a sale that
has already been saved:

- Pull the Totals menu down to Itemized Sales Log.

- Scroll the log window until you have located the transaction.
- Click on any one of the items in the transaction.

- Press(F2]or pull File down to Void Transaction.

(F3] Clear Flags — Unflag any flagged lines.

Reset Columns — Return the table’s column order to the default.

Export - This command allows you to create a data file that can be used to send
the sales data to another Retail Plus computer. The resulting file can be sent via
diskette or as an email enclosure. A common use would be to update the main
store inventory with sales made on a laptop or remote site. It can also be used to
report sales from the store level to the head office. If you are planning to use
the Retail Plus Internet Functions to transfer the sales data please see the
Chapter 11 for more information.

Print — There are a variety of print options here which will give you the reports
you need to track details of your sales.

Open In Excel — Open the sales log in MS-Excel. The file is opened in "read
only" mode but if you “Save As..” with another filename and then you can do
all the number crunching you want.

14



70

RETAIL PLUS FOR WINDOWS 2.0

¢ POS History— Every time a sale is saved the numbers are added to the entries on

the last line of this table. Every time the POS totals are saved ( Drawer / (5]
Save ) the last line is closed out with the current date and time and a new line is
started.

Let’s say that you decide to clear the POS totals at the end of every day. This will
build a history consisting of daily records. You can then print reports with specific
start dates and end dates. This allows you answer questions like “How much did we
make last Tuesday? What portion was paid by credit cards? How much did we
collect in sales taxes this month?” The information can also be imported directly
into most spreadsheet programs since they can read the .DBF file format. See your
spreadsheet manual for information on importing .DBF files. The file to look at is
called TOTALOO1.DBF. See Appendix C for more information.

The POS History table comes with a pull-down menu of it’s own that contains the
following options:

» (F5]) Unflag All - Unflag all the records in the POS exit totals table.

. Delete Line - Use this to delete an entry in the table. Be careful with
this command because deletion is permanent.

= Print — Access the following print options:

@ Print Flagged - This produces a report that only includes the entries
that have been flagged. To Flag or Unflag an entry double-click on the
small box at the left side of the window.

o Print Date Range - This produces a report that includes the POS
totals for a period of time specified by a starting date and an ending
date. A dialog box appears where the dates may be entered.

o Print Tax Report - Use this to get a report of the taxes collected and
the cost of goods sold that are not part of the above reports.

Some notes on POS totals

When a sale is made where the method of payment is On Account there are a
couple of things to keep in mind:

- The POS totals only show the amount paid, not the entire sale. The sales person
is still credited with the entire subtotal.

- The exit totals show the value of returned goods purchased on account. The
following fields are adjusted downward to reflect the return: On Account receipts,
the department net sales, and the total receipts.

15
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¢ Customer Order Log - When customer orders are created on sales transactions
they are placed in the Customer Order Log where they can be accessed for review
and processing. This menu command pops up a table where all the orders are listed.
To access the details on any one just click on the Detail Tab, which contains the
following two options:

= Fill This Order - Pressing this button causes Retail Plus to check if there is now
enough stock to fill the order. If so, the client's name will be displayed on the
POS screen and the back ordered item is put on the sale. Repeat this for any
other items that the same client has on order.

= Delete - Delete the item from the customer orders.
Further options are available under the File menu as follows:
= Print - Print a list of the flagged orders.

= Delete Flagged Orders - Use this to delete multiple orders at once.

= Reindex - This rebuilds the index file associated with the order file. You won't
need it very often but use it if you suspect that the orders are not in the correct
sequence, i.e. listed by client name.

= Printer Setup - Pops up the usual print driver dialog.

An item is deleted from the back order log as soon as it is moved to the POS screen for
processing as a sale. If you void the sale the order is not restored to the order log! Note
also that inventory is not adjusted and the cost of goods sold is not calculated until the
order has been filled, even if it has been prepaid.

POS WINDOW - TOoOLS MENU

The sales you make at one computer can be exported to a data file. This file can then
be imported by another computer running Retail Plus. The computer that is importing
the data is referred to as the Master and the computer that is exporting the data is
referred to as the Remote. This can be useful for businesses that have sales counters
spread out in different locations but require a master inventory at the main office. The
commands available to do this are:

Import Sales Data — There are two sales import options as follows:

* From Another Workstation — This command imports the sales made at another
location by reading the exported sales log. The log can be transferred by any means
available including the internet functions in Retail Plus (see Chapter 11 for more

16
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information). Just follow the prompts on the file dialog to locate the exported data
file. Retail Plus will then scan the sales and update your inventory files. You also
have an option to add the imported sales to your Itemized Sales Log which allows
you to create additional reports using the printing options sales log menu. There is
also an option to open the sales log in MS-Excel for a more advanced number
crunching.

= From A Cash Register CSV File - The source can be sales from an electronic
downloading cash register (originally created for the Swintec 2250). In practice
you can read in sales from any source that can produce an ASCII comma-delimited
or CSV data file with the following field order: stock code, item name, quantity
sold, and total (quantity times price each). For Retail Plus to recognize such files
their filenames should end in ASC as in XXX.ASC. When importing sales data you
will also be asked if you want to print a sales report. Answer "Yes" if you need a
report based on the contents of the sales import file.

¢ Delete Old...
= DAT Files - Use a file dialog to delete old sales import files.
= Price Quotes - Delete all price quotes created on or before a given date.

¢ Payment Options - Edit the list of tender types you accept for payment.

¢ Foreign Exchange Rates - View and edit a table of currency exchange rates. Use
this if you will be accepting other currencies.

¢ Invoice Header - Seclect this to edit the header and footer text that appears on
invoices or sales slips. Headers can be up to seven lines long and two lines for
footers.

When printing invoices, the first line of the header text will be printed in a larger
font than the rest. If you are not using pre-printed stock or letterhead, then the
header text can be used to show a company name followed by the address and phone
number.

For a more customized look leave the header text blank and create your own invoice
letterhead using a word processor and a color inkjet printer. This will result in a very
professional looking invoice.

¢ Tool Bar - Display the client functions as icons on a tool bar above the POS screen.
Please note that this option is not available if you have your screen resolution set to
640 X 480 because there is not enough space.

17
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Managing Inventory

Setting up and maintaining your stock records

In the Main Menu, pull File down to Inventory and select Open. You will then see
the current inventory viewed on a grid. This is usually referred to as a Browser
Window and it allows you to scroll up and down or left and right. This type of display

CHAPTER

is used throughout Retail Plus to browse different types of information.

-
B | & | = | Q | 2 | B | 6B M4 M | 7
Close | Print | Flags | Find | Sort | Split | Mew  Clone | Del | Top Bott | Help
Browse | Cetail | Sales | Fricing | Ordering | Motes | Mati | Kit | Special
# Deszcription Code Dept Size [n Stock, Caze Oty
&ABS0 TRAILMAKER COMPASS 1204-0230124 ACCESSORIES a.00 12
AERO WOMEMS SAMDALS AiafS 2 CLOTHIMNG 23.00 1
CAMFERS GIFT PACK 8333 CAMPING .00 1
COLUMEILA POLO 019 CLOTHIMNG 58.00 1
COLUMEBILS WOMEMS TEE ORO0 CLOTHIMNG £5.00 1
DURACELL ULTR& &4 (4 PACK] | 0443 ACCESSORIES LTS 7.00 1
GARMIM 45 GPS 0R03-0620643 ACCESSORIES 12.00 1
GARMIN WISTA GPS 0RO3 ACCESSORIES 4.00 1
HE&WWEIGHT CaMyvas SHIRT | 0319-5820275 CLOTHIMNG S-xL 24.00 1
JaMSPORT ROCKIES BACKPACEK, | 0607 CaMPING 20.00 1
JAMSPORT SCOUT BACKPACK, | 0B0E CaMPING 2.00 1
KELTY ZEM TENT 0310 CaMPING 100.00 1
KMEE-HIGH BOOT COVERS 0315-0100347 CLOTHIMNG S-xL 22.00 1

The other type of screen widely used in Retail Plus is called Form View. It displays
fields from only one record at a time but with more detail. This can be seen by
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selecting an item in the Browse window then clicking on one of the tabs above the
data. The contents of the menus will be explored first and the different tabs will be
explained later in the chapter.

Although this chapter deals mostly with inventory data, the screen navigation is the
same for most other data windows including clients, suppliers, invoices and purchase
orders etc.

Navigating The Browse View Screen

Browse View gives you quick access to lots of information. You can bring more rows
and columns into view in several ways:

Use the scroll bars to move the columns left or right, up or down.

You will notice that scrolling the columns to the left causes some of them to disappear
from view. You can keep some columns stationary while scrolling others by splitting
the screen. Just click on the Split button on the tool bar and the window splits into two
independently scrollable sections. To re-size these sections move the mouse pointer
slowly over the dividing line in the middle of the window and it will change from a
pointer to a double arrow with a vertical line through the middle. Click and hold the
left mouse button while dragging toward the position where you want the window
divided.

Below are some other tips for using Browse View windows:

1. To put new data in any cell just click on it once and start typing. If you want
existing text selected with a cursor at the end then double-click on it. If you want to
insert new text into the existing text then triple-click on it.

2. The first column in most Table View screens has no column heading. It is used to
flag items that want included in various operations. Just double-click on this column
to flag or unflag an item.

2. To rearrange the column order place the mouse pointer over the title of any
column, click and hold the left mouse button then drag the column where you want
it. It will stay there until you change it again.
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On the top right corner of the tabbed windows there are three buttons. The first
displays the previous record; the second turns the record flag on and off while the third
displays the next record.

INVENTORY WINDOW - FILE MENU

The commands on the File menu are:

¢ (F2) Open - Select a different inventory file. Retail Plus can handle multiple
inventories and this is where you can switch from one to another.

. New - Create a new, empty inventory file.

¢ (F5]) Receive Stock - This is the method of manually entering shipments item-by-
item. Shipments can be posted more efficiently if they are associated with a
purchase order you have created in Retail Plus. Click on the 7button for more info
about this feature.

¢ Transfer Stock — This command allows you to move stock between stores or from
a warehouse (also called Locations). There are two options:

s Transfer Out - A window appears where all the transfers are conducted.

r s |
[ Q | & b | & “ 1
Close Find | Sort | Del | Clear | Print | Send | Stock | Help
Stock Code | * Local Transfer Destination .
Transfer Oty | " Intermet Transfer TST ﬂ
[luantity Stock Code Dezcnption

First, select the destination location from the pick list. To start making transfers
just type the stock code of an item in the Stock Code field. If you don’t know
the code, click on the Find button to get a pick list to choose from. The window
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displays a running list of the transfers which can be executed all at once by
clicking on Trans on the tool bar. Click on the ? button for more info about the
stock transfer feature.

Select Internet Transfer if you are going to send the transfer data to the
destination store by internet. When you select Send the Internet
Communications window will appear.

Transfer In — Receive stock transfer data files from the internet via the FTP
file transfer window.

See Chapter 11 for more information.

¢ Adjust Stock - There are several types of adjustments you can make to the
inventory records without having to find and edit each record. Pull the Inventory
menu down to Adjust Stock to get a submenu with the following choices:

. Batch Price Adjustments - This command allows you to make price
adjustments quickly to any flagged items. The process would go as follows:

1. Flag the items you want to adjust.

2. Select Batch Price Adjustment from the menu then select Increase
or Decrease.

3. Check off the price levels to be adjusted.
4. Select Percentage Adjustment or Fixed Adjustment.

5. Enter the Amount of the increase or decrease.

If you chose a percentage adjustment then the amount is used to calculate a
new price. If you chose a fixed adjustment, the amount is simply added or
subtracted from the price. Note that only flagged items will be included in
the process.

Let's say you need to increase the price of every item in a given department
by 5%. The procedure would look like this:

1. Pull the Tools menu down to Set Flags and select Unflag All. This
ensures that there are no items will be accidentally included.
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2. In the Set Flags dialog and select Flag By Search and flag all the
items in the target department.

3. Pull the File menu down to Adjust Stock and select Batch Price
Adjustments. Set the options you want and click on OK.

Batch Onhand Adjustments — The inventory counts can be updated
automatically if you have a stock counting device that will download it’s data
to your computer. The device should be set up to download just the stock code
and the shelf count in a comma-delimited file format. The most common
delimited data files are the .CSV files produced by MS-Access and MS-Excel.
Once the file is on your hard drive you can open it with this menu command.
The result is a display of variances that shows you which shelf counts do not
agree with the inventory records.

This display comes with it’s own menu consisting of the following commands:

e Change Sort Order — This will toggle the sorting order between the item
name and the stock code.

e Value Of Variances — This pops up a dialog box showing the total
wholesale value of the stock discrepancies. Some retailers refer to this
as “shrinkage” and it represents the cost of any shortfall in inventory.

e Update Inventory — After you have made any required changes to the
Onhand quantities this command will write the corrections to the
inventory file.

e Print Report — This command prints a hard copy of the inventory
variances and the cost of the discrepancies.

As with most Retail Plus dialogs you can click on the 7 button for more
information about this feature.

o Manual Onhand Adjustments — Use this to correct the Onhand quantities in

the inventory records. Just type the stock code of the item you want in the
Stock Code field. If you don’t know the code click on the Find button to get a
pick list to choose from. To help you keep track, the window shows you a

running list of the adjustments, which can be printed at any time. Click on the ?
button for more info about this feature.

¢ Print — The print command leads to a submenu with the following options:
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= Item — Print the data available on the selected item.
= Labels / Price Tags — This pops up to a dialog box where the label type, the
quantity to print and the sorting order are selected.

Labels are only printed for the flagged items. Select the number of labels to
print for each item. The default (1 for each item in the last shipment) works
best if you use the flagging option when receiving stock. Labels are printed in
the current sorting order.

= Price List — Use this command to print a price list.

= (atalogue - Use this command to print a catalogue of your product line. It
assumes that you have used the Notes field to enter catalogue style product
descriptions.

Very sophisticated catalogues can be prepared by loading this output into a word
processor or publishing program where professional looking layouts can be added.
To send the output to a disk file instead of the printer select the Print To File
checkbox on the print dialog. Catalogue items will be printed in the current sorting
order unless you specify that they are to be listed by department.

Inventory Window - Edit Menu

The Edit menu contains the following commands:

. Add Item — This command displays a window where an inventory item
can be added. You can also click on the New button on the tool bar. A window
appears where you can type the basic data required to set up an item. Click on
for more information about the required data or the other buttons.

- =
] X
Stack Code | Suggest 4 Stock Code |

[ ezcription |
Reqular Price | Q.00 ﬂ Sugoest & Price |
OtylnStock | 0.00

Thesze four fields are the minimum information needed to et up an inventony item,
If wou are entering an item that already haz a barcode label you can gzan it instead
of manually typing in the stock code.

ltemType  |STANDARD _v| CostEach 0.000
Department |.-’-‘«|:CESSEIF||ES ﬂ Gross Margin | 0.000
Category [BATTERIES -] Caleulate Margin

Taxable ™ Taxl
[ Tas? | il | £l |
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Once an item has been established any further information you want to add is done
on the detail tabs above the inventory data. Each tab also has a 7 button which

explains the fields on each one.

You must enter at least an item name, a stock code and a selling price. See the
beginning of this chapter for a description of what all the other fields are and which
ones you can fill in now.

¢ Clone Item — Use this to make a copy of the current item so you can enter a similar
item without re-typing all the information. The stock code is copied without the last
character to reduce the chance of duplicating a code. Be sure to edit the cloned
stock code before moving on.

¢ Delete Item — Trash the current item.
¢ Delete Flagged Items — Trash all flagged items.

¢ Undelete Items — This option recalls all the items that were deleted during the
current session. When items are deleted they disappear from view but are not
physically removed until the Rebuild command is run or the program is shut down.

Discontinued items should not be deleted until you have run the year-end closing;
otherwise their sales figures will not be included in any sales reports.

¢ (R3] Find Item — This command pops up a dialog box that will help you locate an
item.

¢ Department List — Retail Plus has a list of valid department names in the
inventory. This command opens a window where you can review, add, edit, or
delete the department names you use. The ones you enter here will appear on the
pick list of valid department names when entering or editing inventory records.

¢ Category List — Retail Plus has a list of valid category names in the inventory.
This command opens a window where you can review, add, edit, or delete them.
The ones you enter here will appear on the pick list of valid categories when
entering or editing inventory records.

INVENTORY WINDOW - VIEW MENU

The following options are on the View menu:
¢ All Items - View all items in the inventory.

¢ Flagged Items — View only the flagged items.
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A ¢ Sort Inventory — Choose a sorting order.
Z
sort ¢ Get Info — View a window with information about the status of the system and the

contents of your inventory.

¢ Full Screen Browse — This window displays the same columns as the Browse tab
on the Inventory window but is expanded to the entire screen. The commands
available are limited to what is on the tool bar.

¢ Split Screen — Split the browse window into two independently scrollable
windows.

Split

¢ Reset Column Order — Set the browse window columns back to their default
sequence.
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Inventory Window - Reports Menu

The Reports menu contains a variety of sales and inventory reports:

¢ Sales - When a sales report is selected (except for weekly sales) a dialog box
appears with options to print various types of sales figures.

¢ Inventory — This report also offers a number of options :

Sarting Order
Stock Code ﬂ

Repart inventary in
" Cumrent location anly

o Al locations

If repaorting all lozations
' Combine counts

" Show separate counts

* Hide orhand quantity

ok LCancel

= Sorting Order — Select the order you want to use for the report.

= Current location only — Report inventory only in the active location.

= All locations — Report inventory from all locations that have been set up in
Retail Plus. If you select this the following two options are available to you:

e Combine counts — This causes the report to show only the total quantity of
any given item across all locations.

e Show separate counts — This option causes the report to show the quantity
of each item at each location.

e Hide onhand quantity — Select this to avoid printing the computer’s stock
count on the inventory report. This is useful if you want to hand out a list

for taking inventory without revealing what the computer says should be on
the shelf.
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¢ Top Sellers_— Use this report to show which items are the top sales performers.
You have an option to use volume or gross sales as the measure of performance.
You can also choose to report the year-to-date figures or just for a given month.

-y Fe- ppE [ %
SALES HELOHTS X |

..................................

" “Year To Date Sales

Select A Maonth

|Eln:t|:|l:|er ﬂ

] Cancel |

¢ Analysis — This gives you more detailed sales and inventory stats to work with.
¢ Stock Value — This produces an auditor’s report on the value of your inventory.

¢ Stock Levels — An item appears on the Understock report if it the Onhand
quantity is less than the Base Stock or the Reorder Point. Items are placed on the
Overstock report according to a formula that considers the stock on hand, stock on
order, base stock and average sales.

In the Overstock report, items with normal on-hand quantities may be listed as
overstocked if they have not had sales in the last three weeks or have large amounts
of stock already on order.

¢ On Order — This creates a list of the stock currently on order.

¢ Stock Received — This report shows when you last received the flagged items and
how much you received.
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INVENTORY WINDOW - ToOLS MENU

The Tools menu contains the following options:

jrp—

Jrp—

Flags ¢ Set Flags — Retail Plus uses Flags to tag items you want included in various

operations such as reports, labels, purchase orders and bulk deletions. A window

appears with the following options:

Options Flag By Search

& Flag Al Items Searchin | |
nflag All [tems

Flag Out-0F-Stock [tems Look far |
Flag Itemz Received Today

Flag Item= Sold Today (=
Reverze Exizting Flagz 'S

i B B S

Flag By Search

—I

ok Cancel

Click on the ? button for more info about how flags work. The Flag By Search
feature is used to tag or untag items that satisfy a given criteria.

First you can specify whether you want your selections Flagged or Unflagged. You
can then use the list box to select a target field. Last, you can enter the search
string, which is the word or characters you want to search for.

In most fields a match is reported if the search string is the same as the leading
@ characters in the target field. For example, if you search in the Stock Code and look
Q for 10, then every item whose stock code begins with 10 will be Flagged. The
exception to this rule occurs when you search in the Product Notes field. In this

case, an item is Flagged if the search string is found anywhere in the Notes.

Flagging records can be a cumulative activity. If you Flag all the items in one
department and then Flag all the items from one supplier you have Flag all the
items that contain either one of these targets. Remember to use the "Unflag All
Items" command before targeting a new set of items.

You can use another two-pass strategy to make more complex choices. For
example, let’s say you want to make a purchase order for a certain supplier but
wish to exclude the items in a given department. You would Flag all items from
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that supplier on the first pass then Unflag all items in a given department on the
second pass.

¢ Set Taxes — this is a fast way to set the default tax status of all flagged items. If the
items are normally taxable for one or both sales taxes then you can set them here
without having to visit each record.

¢ Stock Updates — This allows you to create a data file that can be used to update the
inventory in other Retail Plus computers. It is an easy way to send out inventory
adds & changes i.e. to make sure that every one has new items listed and is using
the same stock code and price for each existing item. You also have an option to
reset the onhand quantities as well. To create an update file make your inventory
changes and flag the items affected. Now select Stock Updates / Write and the file
is created. Send the file to other Retail Plus computers where the user selects Stock
Updates / Read. You also have the option to send and receive updates via the
internet. See Chapter 11 for more information.

¢ Import Inventory — This command contains a sub-menu with the following
options:

* From Delimited Data File - Use this command to import items from a comma-
delimited data file. A file dialog appears where you can find and double-click
on the file from which to import. The default filename extension for the import
file is .CSV. The field order for importing is: item name, stock code,
department, category, size, pack quantity, cost, price, onhand, supplier and
reorder number (the supplier’s stock code).

= From Retail Plus Version 1.5 — If you are already running Retail Plus For
Windows and wish to upgrade to upgrade to version 2.0. See Appendix E for
more details.

» From Retail Plus For DOS — If you are upgrading to Windows from a DOS
version of Retail Plus then use this to convert the inventory. See Appendix E
for more details.

¢ Export Inventory — Use this command to export the flagged items to a comma-
delimited data file. A file dialog appears where you can tell Retail Plus where to
write the export file. The default filename extension for the export file is .DTA.
The field order for exporting is: item name, stock code, department, size, pack
quantity, cost, price, onhand, year-to-date sales volume, year-to-date gross, supplier
and supplier's stock code. Please note that this is not meant to be imported by other
Retail Plus computers.

¢ Duplicate Check_— This command scans the inventory for items with identical
stock codes. When the Duplicate Search window appears, click on Search to get
started. If a duplicate is found some details about the two items are shown. You
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have an option to delete one of the items or continue the search without taking any
action just by clicking on the Search button again.

Year-End - This command runs the fiscal year-end closing routine and saves data
to an archive file. Before running this command you should print a final year-to-
date sales report from the Reports menu and make a backup of the inventory so that
you can always undo the year-end closing if there is a problem. A file dialog
appears where you can tell Retail Plus where to write the archive. Note that the
default filename for the archive contains the location code and the closing year.

The inventory file is set up for the new fiscal year, the sales histories are cleared
and the monthly sales figures are moved to the Last Year column.

The data archived by the year end closing process can be reviewed with any
spreadsheet or database program that can open .DBF files, which is almost all of
them. Good choices are MS-Access, Paradox, MS-Excel, dBase and MS-FoxPro.
See Appendix C for a description of loading Retail Plus data into Microsoft
Access.

Rebuild Indexes — Retail Plus uses index files extensively to speed up all it’s
processes. These indexes are constantly being read from and written to. It can
happen from time to time that the indexes get corrupted if there is an abnormal
shutdown of the system (i.e. a power failure) or an aging hard drive. A symptom of
corrupted indexes is that you cannot find an item you know is in the inventory. Use
this command to rebuild them. If you suspect that you have file corruption, see the
Backup / Rebuild command on the opening menu. The Rebuild option acts on
both indexes and data files. See Chapter 9 for more information about rebuilding
corrupted files and about avoiding them altogether.
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INVENTORY WINDOW - DETAIL TAB

[COLUMEIA POLD (D319
Year To Date
ltem Type  [MATRIX -] QtyInStock | 58.00
Grozs
Department  [CLOTHING ] Last Sold On |02/05/2003 = 430.00
Categoy  [SHIRTS | LastCost | 15000 Valume
16.00
Avg Cost | 10.000
T axable W Tawl [ Tamz L ast Year
Regular Price 3200 ﬁ IW
Bin Location |.~'1'-.|5LE B - SHELF 2 J -
Gross Margin |53_1 o5 o

Sugagest A Price |

Calculate karain |

B s> B

Retail Plus can subdivide inventory into Types, Departments and Categories. There are
many different ways to use these subdivisions and you can mould them to suit your
business. Both the Departments and Categories are user-defined while the item Types
are a fixed part of the system. Here is a description of how they work:

arc:

special characteristics.

color, size, style or any other characteristics you want to define.

by serial number.

Item Type - This tells Retail Plus how to handle an item. The available choices

Standard - This is the default Type. Assign it to your merchandise that has no

Matrix - Assign this Type to an item if you have to track sales and inventory by

Serialized - Assign this Type to an item if you have to track sales and inventory

Kit - Use this to create an item that consists of a collection of standard

inventory items. Use the Kit Tab to define the contents. These are also referred

to as assemblies or Gift baskets.

special orders.

Non-Stock - Assign this to items that are not normally kept in stock and require
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= Rental - Assign this to rental items.

= Service - Assign this to service or labour - usually sold in hours or fractions of
hours.

= Shipping - You can create a number of shipping items for different carriers and
destinations (local, domestic, and international). Put them on an invoice along
with the merchandise.

= Admission - Use this Type for selling ticket inventory.

¢ Departments - This is a user-defined subdivision of the inventory and it is a good
idea to enter all your initial Department names in the Department List before you
enter all your inventory. This will allow you to pick the Department from a pick list
as you set up each item. Please note that you are not required to create Departments
and can leave this field blank if you wish.

¢ Categories - This is also a user-defined subdivision of the inventory and it is a
good idea to enter all your initial Category names in the Category List before you
enter inventory. This will allow you to pick the Category from a pick list as you set
up each item. Please note that you are not required to create categories and can
leave this field blank if you wish. Some retailers who sell books and CDs put the
author/artist name in this field.

¢ Taxable - These two check boxes are used to identify which taxes normally apply
to the current item. These settings can be over-ridden at the time of sale manually
or automatically using the client tax settings.

¢ Bin Location - Enter the stock room shelf where the item is found or the
showroom display location. In effect you can put any information here that is
useful to you.

¢ Qty In Stock — This is the quantity you have available for sale.

¢ Last Sold On - This date field is maintained by the system and you do not
normally need to enter anything here unless you need to correct it.

¢ Last Cost - Enter the wholesale cost each the last time you sent an order to the
supplier. As you create purchase orders the system will modify this field
automatically.

¢ Avg. Cost - As you create purchase orders the system calculates the average cost.
You can include shipping costs in this figure if you use the Post Shipment
command in the Purchase Order system.
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¢ Regular Price - Enter the default selling price for the item. There is a calculator
available on the button to the right if you need it. You can also enter a cost in the
Last Cost field and a margin in the Gross Margin field then click on Suggest A
Price. See the Pricing Tab for more options.

¢ Gross Margin - If you enter the Regular Price and a Last Cost the system will
calculate the gross margin or, enter the desired gross margin and a cost then the
system will suggest a selling price.

Gross margin is different from a percentage mark up and is more widely used in
retail. It accurately reflects what portion of the selling price is profit. If you mark
up an item by 50% then only one third of the selling price is profit (1.00 + 50% =
1.50). If you mark up an item to a Gross Margin of 50% then half the selling price
is profit. The formula for calculating gross margin is: ((price - cost) / price) X 100

((‘ |:| .}1 ¢ Navigation And Flagging Buttons - On the top right corner of the tab are three
buttons. The first displays the previous record; the second turns the record flag on

and off while the third displays the next record.
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INVENTORY WINDOW - SALES TAB

[ABSD TRAILMAKER COMPASS [1204-0230124 d)
Sales Commizsions ONTH GROZS YOLUME LA e Year To Date
Type JEN 851.01 15.00 12.00 -
™ Fived Amaurt FEE 449,70 10.00 £.00 ST
* Percent Of Sale MAR F37.43 12.00 7.00
. Yolurmne
" Percent Of Profit APR E71.85 15.00 11.00 0
" Mo Commizsions MAY 0.00 0.o0 Q.00 :
JUN 0.00 0.00 0.00 Last Year
.fi‘-.mclunt D[ PB[CEnt JL”_ DDD DDD |:||:||:| SBDD
10.00 AlG 0.00 0.00 0.0
t4ax Commission SEP 0.00 0.00 0.00 | Save Changes |
5.00
ocT 0.00 0.00 0.00 Weskly Sales
NOY 0.00 0.00 0.00
Update Al 7
. DEC 0.00 0.00 0.00

The Sales tab displays the monthly volume and gross for the current item. These numbers are
maintained by the system and you do not normally need to enter them here. If you need to
change any of them just double-click on the cell and type a new number. When you are
finished be sure to click on Save Changes or your edits will be discarded.

Sales commissions can be set up for individual items. The controls work as follows:

= Type - Select the button that corresponds to the type of commission you want to pay.
The Percent Of Profit commission is calculated on the last wholesale cost and the
actual selling price.

= Amount - Enter the amount of commission. If you chose a percentage commission
enter a percent. If you chose a fixed commission enter the amount paid.

= Max Commission - If you chose a percentage commission and wish to keep it below a
certain number enter the maximum payable on this item.

= Update All - If you need to set the sales commissions on multiple items you can save
time by clicking on this button. It will set the sales commissions on all the flagged
items to match the current item.
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INVENTORY WINDOW - PRICING TAB

[ABSO TRAILMAKER COMPASS [1204-0230124 | < |l> ]|

Price Levels ~ Sale Pricing Year ToDate

P 39.00
Reqular | 4473 Price | Gross
Lewvel 2 I 39.00 Beaining |10/20/2003 EJ 251004

Level3 | 37.50 Endng [10/26/2003 | Volume
Level4 [ 000 56.00

Lazt Year

3200

Price Break Points — Bonus Pricing |

Lovel 3 c00 v Buy I2 And Get | 1 Free
& §

Level 4 I 12.00

Level 2 3.00

Retail Plus gives you flexibility to charge the right price at the right time. Customers can be
assigned different price levels as well as standard discounts. You can assign price break points
for volume buyers, date sensitive sale pricing and 2-for-1 type specials.

For your decision-making convenience this tab also displays the item's past sales performance.

Price Levels - Retail Plus lets you to set up four price levels for each item. They serve several
purposes:

= At the point of sale staff can choose a price to apply if they have the access rights.

* In conjunction with assigned price levels a customer always pays the assigned price
level if it was entered for any given item.

= Different price levels can be charged on volume purchases using Price Break
Points.

¢ Price Break Points - Price break points are used in situations where the price changes
with the quantity purchased. This means that the regular price is charged unless the
quantity reaches the Level 2 break point, at which time the price each drops to Level 2.
When the quantity reaches the Level 3 break point then the price drops again to the Level
3 price, and so on. To apply break point pricing do the following:
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1. On the Price Levels panel fill in the prices - Regular, Level 2, Level 3 and Level 4 (the
last two are optional).

2. On the Price Break Points panel fill in the quantities the customers must buy to drop
the price to the next level.

¢ Sale Pricing - Use this to create sale pricing with a start date and a finish date. Simply
enter a price and the dates you want to charge that price. If the current date is not within
the dates supplied then the regular price is charged, unless one of the other pricing features
applies.

¢ Bonus Pricing - This panel consists of a checkbox and two data fields. Check the box if
you want to apply Bonus Pricing to this item. Then in the first field enter the quantity the
customers must buy to get the quantity in the second field free i.e. Buy 2 and get 1 free.

1. Check the box if you want to apply Bonus Pricing to this item.
2. In the first field enter the quantity the customers must buy to get any free.

3. In the second field enter the number the customers get free if they buy the quantity in
the first box.
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INVENTORY WINDOW - ORDERING TAB

[ABSO TRAILMAKER COMPASS [1204-0230124 (<l > |

SUPPLIER | REDRDER NUMBER | cosT | MIN ORDER |
OUTBOUND EQUIPMENT 2337323 22,000 12.00
ROBINSON & HEATH 018172 21.250 24.00

I Stack 10.00 Reorder Point | 36 Cust Orders I? Add
BaseStock | 4 ReoderQty | 24 Last Shipment [ 24.00 _ Ea |
Bemove
On Ordler 24.00 Last Cost 22,000 Date Receivd [07/28/2003
EJ Promote
Order Date [10/13/2003 [ Last Suppier [OUTBOUND EQUIPMENT Demote

Having trouble keeping things in stock? Surprised when you run out of something? On the
Ordering tab any item can be set up to make reordering easier and more reliable. The options
are as follows:

= In Stock - This field tells you how many you have.
= Base Stock - Enter the base shelf quantity.

= Reorder Point - Enter the stock quantity at which a repeat order is triggered. The
system will order the amount shown in Reorder Qty or, if that is zero it will order
enough to bring it back up to Base Stock.

= Reorder Qty - This is the amount to reorder if the Reorder Point method is used. See
Creating Purchase Orders for more info.

The following fields are automatically maintained by the system and you do not normally need
to enter any data unless it needs to be corrected.

* On Order - This field tells you how many are already on order.

= Order Date - This field tells you the date the last order was posted.
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= Last Cost - The cost each on the last order. Note that costs can be entered to three
decimal places to allow commodities with small price variations.

= Last Supplier - The supplier on the last order.
= Last Shipment - The quantity received in the last shipment.
= Date Received - When the last shipment was posted.

= Cust. Orders - How many you currently have customer orders for.

Retail Plus keeps a list of suppliers for any given item and allows you to put them in order of
preference. The buttons on the Ordering tab are the means to do this:

= Add - Put a supplier on list for this item. The supplier currently at the top of the list
will be considered the preferred supplier and will be used by default in a purchase
order. See Suppliers List for more info.

= Edit - Change the details of the highlighted entry.
= Remove - Delete the highlighted supplier from the list.
= Promote - Move the highlighted supplier up the order of preference.

= Demote - Move the highlighted supplier down order of preference.
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INVENTORY WINDOW - NOTES TAB

[ABSO TRAILMAKER COMPASS [1204-0230124 d/ [ |
Product Haotes - use this for special product information | iew Photos |

or to enter the catalog dezcriphion.

[Jzed by foresters, geologists and wildemess travellers.
Sighting mirrar and 2 degree scale gradations for
accurate bearings. 360 degree scale compaszs
houzing can be adjusted to compenszate for
declination. Plastic bazeplate haz rubber feet; ruled in
bath inches and milimeters. Has luminous points and
clinometer,

L 2
* o
L] e
A
Pl
W

|C:'\E.-'-‘«"-."EI ZEATESTDATANPICSACOMPASS

¢ Product Notes - Enter a catalogue description of the product and any special notes you
may need to refer to. These notes can be consulted at the point of sale. In a sporting goods
store this may be equipment specs, in a pharmacy this may be drug interactions and
counter indications. It can also be used as copy for the Print Catalogue command.

¢ Product Photos - Pictures of the inventory can be displayed on both the Inventory
window and the Point Of Sale screen.

To get photos into the system take pictures of your stock with a digital camera or scan
regular photos then save them into bit map (BMP) files. On the screen the photo display
size is 240 by 200 pixels. For the best display results try to save your bit maps in that size
otherwise there will be some distortion and loss of image quality.

Once your pictures are in a folder click on the button next to the field at the bottom of the
tab. This produces a file dialog used to point to the picture you want displayed.

Please note that the pictures are not displayed when browsing the database until you click
on View Photos. This prevents the system slowdown associated with automatic photo
displays, particularly where a network is involved.
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INVENTORY WINDOW - MATRIX TAB

[COLUMBIA POLD 0319 Ed)
Calar Size Style In Staock, £dd Line |
Blue L Regular 15
Green L Button 20 Delete Line |
Red b W-Meck 20
wehite: 5 W-heck 18 Clane b atrix
Clear b atrix
Colurnn Headings
Save Changes

A matrix is used to track an item in it's variations such as color, size and style. Each item can
have from one to three different elements in the matrix and they do not have to be the same for
each item. You can invent your own matrix elements to describe the options a customer has on
purchasing any given item.

To set up a matrix item you need to do three things:
1. Create an inventory item with a name and a stock code.
2. On the Stock Tab set the Item Type to MATRIX.
3. On the Matrix Tab name the matrix columns and enter the quantities in stock.

To name the matrix columns for an item click on Column Headings, enter a name in one, two
or three fields then click OK. To add products to the matrix do the following:

1. Click on Add Line to put a blank line on the matrix.

2. Double-click in the empty cell under each column and enter a description that fits the
column heading.

3. Add lines till you have entered all the possible variations for the item then click on
Save Changes. Do not omit this step or you will have to start over!
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The last element of the matrix will always be In Stock. In this column enter the quantity you
have on hand. You can leave this blank if you are just setting it up. To change the In Stock
quantity in an existing matrix line double-click on the number and type the new one.

The other buttons on the Matrix Tab are:

= Delete Line - Click on this to remove the highlighted line in the matrix.

= (Clone Matrix - Click here to copy the matrix structure from an existing matrix
item. A Find dialog appears listing the matrix items that you can copy from.

= (Clear Matrix - Use this to delete all the lines and leave an empty matrix.
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Inventory Window - Kit Tab
[CAMPERS GIFT PACK (8999 d)
CODE DESCRIPTION | QUaNTITY |
0801 WENGER 5w/I55 ARMY KNIFE 1.00
0454 SUN LOTION - BALI BALM 1.00
1982 WHITEROCK CLIMBING ROPE 50.00

Kits are used to sell a group of related items under one stock code. Kits are also known as
assemblies and gift baskets. Each time a kit is sold it's components are all processed by the

@] uantty [ 1.00

Add | Delete |

system as if they had been sold separately. To set up a kit you need to do three things:

1. 1.Create an inventory item with a name and a stock code. This can be a kit, an

assembly of parts or a gift basket.

2. 2.0n the Stock Tab set the Item Type to KIT.

3. 3.0On the Kit Tab define the contents using items already in the inventory.

To define the contents of a kit do the following:

1. Code - Enter the stock code of an item you want in the kit.

2. Quantity - Enter the number you want in the kit.

3. Add - Push Add to put the item on the list.

4. Delete - Click on this button to remove the highlighted item from the list
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INVENTORY WINDOW - SPECIAL TAB

[GARMIN VISTA GPS (0603 d/ [ ]
SERI4L NUMEER DATE SOLD | DATE RECVD ) Message On The Pairkt Of Sale Screen
43A575648454398 10/14/2003  10/01/2003 | sk customer if they require a dashboard
434536454574634 10/15/2003  10/01/2003 gy | |mount or esternal antenna.
8R5A32675945644 10/16/2003  10/01/2003 [

|;|I i | |;|

Add | Edit pel | Print |
Mezzage On The Invoice
g ¥ Hurry, All Garmin GPS accessores are on
Substitute Item |1603-0630643 Huny. &4
T ag-along [kem |':|4*1r3 M
Parent [tem | E
Ship Weight 0.05 Caze Gty | 1

¢ Serial Numbers - If you have stock that needs to be tracked by serial number do the

following:

1. Create an inventory item for the serialized stock. Go to the Detail Tab and set
Item Type to Serialized.

2. Go to the Special Tab and click on Add. Enter a serial number and the date
received. Save and repeat for each item in the shipment.

3. At the time of sale you will be prompted to pick the serial number from the list.

= Edit - Click this to change the highlighted entry.

= Delete - Click this to remove the highlighted entry.

= Print - Click this to get a list of units sold and those remaining in stock.

¢ Substitute Item - If you have products that can be substituted for out-of-stock items
they can be identified here. When customers want something that is not available the
staff will be prompted to offer them the alternative.

43



RETAIL PLUS FOR WINDOWS 2.0

¢ Tag-Along Item - A tag-along item is any product that is usually sold with something
else, and of course the usual example is batteries to go with the gadget. Whenever the
item is sold a window appears on the screen with the option to add the tag-along item.

By defining a tagalong item you can make sure that staff encourages customers to buy
those batteries from you, and that the sales person will give them the right ones. Other
examples are things like plant food to go with house plants or an extended warranty to
go with an appliance.

¢ Parent Item - Parent items are usually cases of something. For example, a case of
wine is the parent item to a single bottle of the same wine (the child). Being able to
break cases into single bottles without having to make complicated stock adjustments
saves time.

Lets say a customer wants a bottle of wine but the records show you only have cases
left. Using this feature a case can be broken so the inventory record for cases is
decreased by one while the record for bottles is increased by 12. You can now go on
selling single bottles while keeping the records accurate.

To set up a parent and child item do the following:

1. Set up an inventory record for the parent then go to the Special Tab in the
inventory window. In the Case Qty field enter the number of items in a case.

2. Set up an inventory record for the child then go to the Special Tab in the inventory
window. In the Parent Item field locate the parent using the find dialog.

¢ Ship Weight - Enter the weight of the item for shipping purposes. It does not matter
which unit of measure you use. If you always use the same one the totals will come out
right.

¢ Case Qty - If this is the case form of an item you also sell individually then enter the
number in a case here. See Parent Items for more information.

Retail Plus allows you to display messages on the screen or print them on the invoice each
time an item is sold.

¢ Message On The Point Of Sale Screen - This can be used to prompt staff to do
something related to the sale such as asking to see the customer's ID before selling
them alcohol or offering the customer a related item to go with their purchase. For
another good way to prompt staff to sell related items see Tagalong Items.
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Message On The Invoice - Use this to print item-related messages for the customer's
information and/or your protection on the invoice. For example: ' No returns or
exchanges on bathing suits." Some retailers use these messages to promote related
items or events i.e. 'Present this slip and get 15% off your next widget' or 'Call us to
sign up for art classes!'

INVENTORY NEW, SELECT, DELETE

The other options on the Inventory submenu are:

¢ New - Retail Plus can manage multiple inventories (sometimes referred to as
Locations). When you create a new inventory file a dialog box appears where the
three-character location code is entered to keep it separate from any other
inventories. If you are running more than one store or business with Retail Plus
make sure each one has a unique Location code. Next you will see a standard
dialog where you can double-click on the folder where you want to put the new
data. Each inventory is treated as a separate database and is kept in it's own folder
labelled with the three-character code.

¢ Select — Once the system has more than one inventory set up, this command is used
to move from one to another. A standard file dialog appears where you can locate
the inventory you want. Simply double-click on the one you want and all
operations will then focus on it.

¢ Delete - A standard file dialog appears where you can locate the inventory to
delete. Simply double-click on the one you want. Please note that you cannot delete
the active inventory file. You must always select another one first.

Be very careful with this command because you can trash a lot of data with it. If a
number of staff members are using the system, turn on the password requirement
and assign levels of access so only authorized people can use this command. Once
an inventory has been deleted the only way to get it back is to restore it from a
backup.
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Managing Clients

Using the Client Database

CHAPTER

As sales are made in the POS screen, transactions can be associated with a customer
just by having the customer’s name on the screen when the sale is saved. This means
that the details of the sale are stored under the customer’s name in the client database,
and you can use this information to carry out targeted mailings or other marketing

activity.

The client database can be used to perform advanced functions using your client’s
purchase histories. For example, say that you are having a special sale on widgets.
Retail Plus can identify everyone who bought a widget in the past year and print a
mailing label for them. The result is that your flyers may get to the customers who are
most interested. You can also find out who has a birthday coming up and send them an

email.

To view the client database, go to the Main Menu and pull File down to Clients.

-

=]
@ | & Q b || 2 | 8| @ | 4 | | 2
Close | Print Find | Mew | Flags | Sort | Split | Del | Top | Bott | Help
Browse l Client ] Histary ] Options ]
= First Name Last Name Company | Address 1
Tem L. Aaran Mail & More E38 Marth Market Street
Yerardo Acosta Crigto Esperanza De Vita 2208 Amsterdarn Ave, Lower Le]
Temel Adams T.&4.'s Hobbies and More 1122 Wildwood Ave SE
Mark. Adams FPC Melis C54500
Eill Adams Adams B aldwin 14349 N, Dale Mabry Hewy
Authur . Addie Aghury Window Factory 1221 Asbury dve
urphy Adeleke Super Tree Corp. EB5E Eastem dve N, Ste 306
Roger Adking RS, Inc. 189 Mims Drrive
Adrian Agard Caribbean Christian Artists Things Gazpel, Beckwith Mall
Carolire Ager McBurney Junction Furniture | 20528 Frazer Hg
Fadhe Aggansal Brather 117 - 10 Jamaica Ave.
Greg Aguera TTD Inc. 810 Haku Road #113
Ahmdinia Emax 12130 Mara Dr., #2

Sarah

-

46



Frint

RETAIL PLUS FOR WINDOWS 2.0

On the left side of the Browse View window there is a narrow column of check boxes.
These are used to “Flag” client records, which selects them to be included in some
operation such as a print job or a bulk deletion. Records are flagged (or unflagged) by
double clicking on the check box.

Client Window - File Menu

The first pull down menu in the client database contains the following commands:
¢ Print — There are a variety of printing options:
= This Client — Print all the data available on the current client.

= (Client List — Creates a list of flagged clients which includes their contact
information.

= Envelope — Print the current client’s address on a standard COM10 envelope.
You have the option of including the customer number and your return address
as well.

» Mailing Labels — Print the flagged clients on Avery 5160 or 8160 address labels
(30 per page).

= Shipping Labels — Print the flagged clients on Avery 8163 shipping labels (10
per page).

= Open Layaways — Print a list of uncompleted layaways.

= Reward Points — Print a list of client’s points sorted by total points earned.

Client Window - Edit Menu

The Edit menu contains the following commands:

¢ Add - Select this to enter a new customer in the database. New customers can also
be entered in the POS screen at the time of sale.

¢ Delete — Deletes the current record.

¢ Find — A dialog appears where you can specify what to look for and where to look.
If you are not sure which client record you want you can enter the first few
characters of the search target then press the Find Next button until the right one
comes up.
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¢

Delete Flagged Clients — Delete all the flagged clients. Use it to clear out old data
but be careful — it can do a lot of damage if you make a mistake.

Client Window - View Menu

The View menu contains the following commands:

¢

All Clients — Restores the screen to a full display of all clients in the database. Use
this if you have previously used the next command.

Flagged Clients — Causes the client window to display only the flagged client
records.

Sort Clients — The sort command pops up a dialog box where the sort field can be
chosen from a pick list.

Get Info — Displays a dialog box of status information about the client database
and the computer it is running on.

Split Screen — Split the browse window into two independently scrollable
windows.

Open In Ms-Excel — Open the client file in read-only mode in Microsoft Excel.
You can do searches, sorts and print custom reports but you cannot make changes.
If you wish you can save it under another name and the read-only restriction goes
away.

Reset Column Order — Set the browse window columns back to their default
order.
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Client Window - Tools Menu

The Tools menu contains the following commands:

jrp—

a ¢ Set Flags — Just as you can flag inventory items for a particular function you can
Flags do the same with client records.

Optionz Flag By Search

" Flag &l Clients

" Unflag &) Clients Searchin | City =l
" Flag Clients "Wiho Have Standard Discounts o |

" Flag Clients Who Have T ax Exemptions

" Flag Clients "With Reward Points Greater Than li ]

" Flag Clients Who Have &n Emall &ddress (o Flegiaient e

" Flag Birthdays From Ii : £ Unflag target items

9

Flag By Search " Reverse Existing Flags

v Reset All Previous Flags 0K ‘ Cancel ‘

There are several pre-programmed flagging options, and you can customize your own
using the Flag By Search feature. For more information on how flagging works just
click on the ? buttons.

¢ Duplicate Check — Customer numbers are assigned by Retail Plus but you can
reassign them at will to conform to your own system. Periodically check the client
database for to make sure no errors have been made.

Duplicate numbers can be unintentionally assigned in two ways: if a user resets
Next Customer Number in the setup screen to a smaller number or it is edited
directly in the customer’s record.

¢ Import Clients — There are several sources you can use to import clients.

* From A Delimited Data File — This command allows you to bring client lists
into Retail Plus from another source. A file dialog pops up where you locate the
file to be imported. It uses a common data exchange file type called a CSV
file. The import field order for client each record is:

Field No. / Description / Max Length / Type
1. First name, 12, Char
2. Last name, 16, Char
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Title, 30, Char
Company, 30, Char
Address Line 1, 30, Char
Address Line 2, 30, Char
City, 18, Char

State, 4, Char

9. Zip, 10, Char

10. Country, 15, Char

11. Phone, 13, Char

12. Extension, 4, Char

13. Fax, 13, Char

14. Mobile Phone, 13, Char

XN R W

The data being imported does not necessarily have to contain all these fields.
The only rule is that a double comma must be used to represent any empty field
if it is not the last one.

= From Retail Plus Version 1.5 or DOS - The Import command also allows you
to bring over your client data from previous versions of Retail Plus. Just select
the one that applies and follow the file dialog to locate it.

¢ Export Clients — This command allows you to export the data in the client
database to a standard interchange file format called a comma-delimited data file.
These are sometimes referred to as CSV files (which stands for Comma Separated
Values).

A file dialog pops up where you can supply a name and location for the export file.
You will also be asked if you want the first record in the export file to contain the
field names. Answer Yes if the program you are exporting to requires this header
record. To make sure that the header record always sorts to the top the field names
all begin with "AA". Please note that only the flagged clients are exported..

¢ Reindex — This command rebuilds the client file indexes. Use it if the existing
indexes become corrupted, which can happen if your hard drive is old or has very
little space left. A common symptom of corrupted indexes is that the system cannot
find a record that you know is there.
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Client Window - Detail Tab

First Last M I—
Mare |Pu:|ber1 Alllen Phone Mumbers
Tl |General Manager Phone  |523-456-7830
Campany |Eiay Street Music Exh W
Address 1 |1 128 Burton Hill Road Ezpy 323-446-5630
Address 2 |5uite #2 b obile |323_445_435|]
ity |Br0wnsvi|le State |T><
Zip 33906 Country [LISA Custamer Mo, |31 0636
Cust Type [WHOLESALE Last Puchase [11/03/2003
E mail |rubal|en@aul.cum ﬂ Last Mailing IW
Wweh Site |http:f,-“baystreetmusic.cum E Birthday M @

The Detail Tab displays the basic information available on each customer. The
Customer Number, Last Purchase Date and Last Mailing date fields are automatically
maintained by the system and you do not need to enter them manually unless some
change is needed.

To enter a new client just click on the New button on the Tool Bar and a new, blank
client form will appear.

Client Window - History Tab

Robert \Alllen Bay Street Music d/ [ > |
NOWVEMEEER 2, EZ003 INVE 5397 By STAFF

Check

SFT-RPW1EE BEETAIL PLTT® 1.5 FOR WINDOWE 1.00 15500 1&82._00
SFT-10& DMAIL MATILING LIZT DEMS 1.00 13.00 15,00
EFE-100 COURIER SHIPPING & HANDLING 1.00 2E.00 2E.00
Acct No. [1A2688336 Credit Limit | 1000 Imvoices | Quates | Lapaways |
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The History tab displays a customer's purchase history, account number and credit
limit. It also has buttons used to display the customer's invoices, price quotes and
layaways.

= Purchase History - This is a standard edit field where you can enter any other notes
you need to keep about the customer.

= Acct. No. - A unique account number is automatically assigned by Retail Plus and
it is used to link invoices with customers. If you change this number be sure the
customer does not have any invoices, quotes or layaways on file and you must
make sure the number you assign is unique.

= Credit Limit - Enter the customer's credit limit. Caution: a limit of zero means there
1s no limit to the customer's credit.

= Invoices, Quotes or Layaways - click on the corresponding button to show a list of
such transactions on file for this customer. When the list appears just double-click
on the one you want to see more detail.

Client Window - Options Tab

Robert |Alllen |Bay Street Music 4/

Wiew Photos |

Usual Discount | 10.00

Reward Poirts | 2212.00

Tax Exemptions | Tax1 W Tax2
Price Level
" Regular @ Level2 © Leveld © Leweld

Ship To Address

Bay Street Music
77 Bay Street
Philadelphia, P
09345

C:ACA 0 Z5hcust bmp

The Options tab displays a number of options you have for managing the client plus an
optional photograph.

= Usual Discount - If this client gets a standard discount on all purchases then enter
the percentage here. The discount can be overridden at the time of sale
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= Reward Points - This field displays the customer rewards the client has earned.
You can use it to change the number as needed.

= Tax Exemptions - If the client is exempted from paying any of the listed taxes
(where taxes have been set up) then check them here. These exemptions can be
overridden at the time of sale.

= Price Level - If the client normally pays a certain price level click on the
corresponding button. If that price is available for any given item it will
automatically be applied, otherwise the regular price is used. The price level can
also be overridden at the time of sale.

= Ship To Address - Enter a ship to address here only if the billing address is
different from the shipping address.

= Photo - This area is reserved for any photos you have relating to the client. For
example, if you are in the carpentry business you can display a picture of the last
job you did for them. For undistorted viewing any digital pics you take should be
saved as a bit map (.BMP) that is 240 pixels wide by 200 pixels high. Place the pics
in a folder and click on the button next to the field at the bottom of the tab. This
produces a file dialog used to point to the picture you want. Please note that the
pictures are not displayed when browsing the client database until you click on
View Photos. This prevents the system slowdown associated with automatic photo
displays.
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Managing Invoices

Using the Accounts Receivable Database

CHAPTER

As sales are made in the POS screen, some or all of the transactions can be placed on
the customer’s account simply by setting the Method Of Payment to “On Account” at
the time of sale. This produces an invoice that is saved in a file, making it available for
the accounts receivable functions such as payments, statements, re-prints, late charges,

and the receivables report.

To view invoices go to the Main Menu and pull File down to Invoices. The first

screen you see is a Browse tab with all the invoices in the system.

—
RN VOICES
@ | 85 | Q | 2i i= M4 | WM | ?
Close | Print | Find | Sort | Split | Stat | Del | Top | Bott | Help
; l Dietail ] Payrnent ]
#| First Hame Lazt Mame Company | Invoice Date Tatal Balanc|
Greg Morvel Sprint, KSOPHED210-24454 0gMe8s2002 142.00
Lydia Ordonez Impresgiohable Gifts 011122002 332.00
Mick, Farker Douglaz College Purchazing Dep | 064172002 196.00
Accounts FPapable E.R. Squibb & Sonz 01142002 159.00
Accounts Fapable Bob Jones Univerzity Press 03082002 626,00
Fandy Ferry Arbour Creek Auto Sales 0g/24,/2002 250,00
Richie Pierce Fazhion Shack 0a/A18/,2002 1757.00
Dravid Smedley Sprint 05/04/2002 1540.00
Stewe Thompszaon anl 06/28/2002 168.00
Peter Yarriaz Diurango's Altic 05172002 186.00
Carol Wwihelan Greenfire Gallery 03022002 167.30
Diuztin Williamzon Southern Syztems 06/09/2002 0.a0
Arnber Wige Tirne Y arner Cable 06/M15/2002 374.00

%]
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On the left side of the window there is a narrow column of check boxes. These are
used to “flag” invoices, which selects them to be included in some operation such as a
print job or a deletion. Invoices are flagged (or unflagged) by double clicking on the
check box. There is also a menu and tool bar dedicated to the invoice functions. These
are covered on the following pages.
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Invoice Window - File Menu

The File menu contains the following commands:

Print — This command pops up a sub-menu with the following options:

*= Current Invoice — Print the current invoice. Retail Plus will give you an
opportunity to preview the invoice before printing it.

= Flagged Invoices — Print all the flagged invoices.

= Account Statements — Print a statement for the client or clients for which there
is at least one flagged invoice. A dialog box appears where you enter the date
range of the invoices to be included.

= Receivables — This command prints a summary of all open invoices with a non-
zero balance.

Invoice Window - Edit Menu

The Edit menu contains the following commands:

Find Invoice -This command pops up a dialog box that is used to locate an
invoice.

Look In | Campary ﬂ Find Mexst

Look, For
|CD Depot 4
Cancel

There are a variety of search fields to choose from and the search target is not case
sensitive. If you look for "smith" or "SMITH", it will still find "Smith". It also
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searches from the beginning so "sm" will find "Smith", but "mi" will not.

Delete Invoice — This command removes the current invoice. Be careful with it
because deletion is permanent.

Delete All Flagged Invoices - Delete all the flagged invoices. Be very careful with
this command because deletion is permanent. The only way to recover them is to
restore the invoice files from a backup.

Invoice Header — This command pops up an edit window where the header and
footer text for the invoice or sales slip can be entered. You may enter up to seven
lines in the header and two lines in the footer. When printed, the fist line in the
header appears in a larger font than the rest of the lines.

The header and footer text is used to create complete invoices (or sales slips)
that include your business name and other messages. To get a customized look try
leaving this window blank and creating your own invoice letterhead with word
processing or graphics software. This allows you to create something with your
business logo and other effects. You may put your design and message in the top
two inches and the bottom inch of a standard page. Print a hundred copies at a time
and then feed it back into your printer every time you need invoices.

Invoice Window - View Menu

The View menu contains the following commands:

All Invoices — Display all the invoices on file.
Flagged Invoices — Display only the flagged invoices.
Non-Zero Balances — Display only the open invoices.

Sort — This command pops up a dialog box used to select a sorting order for the
invoices.

Get Info — Displays the status of your invoice file and your computer.

Split Screen — Split the browse window into two independently scrollable
windows.

Open In Ms-Excel — Open the invoice file in read-only mode in Microsoft Excel.
You can do searches, sorts and print custom reports but you cannot make changes.
If you wish you can save it under another name and the read-only restriction goes
away.

Reset Column Order — Set the browse window columns back to their default
order.
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Invoice Window - Tools Menu

The Tools menu contains the following commands:

¢ Flag All — Flag all the invoices on file. Use this if you want to include all the
invoices in a print or delete operation.

¢ Unflag All — Unflag all the invoices on file. Use this to make sure there are no
flagged invoices in the file.

The Unflag All command should be used regularly to make sure that there are no
invoices that were flagged on a previous occasion and therefore unintentionally
included in some print or delete operation.

¢ Import Invoices — If you are upgrading from version 1.5 or the DOS version of
Retail Plus, use this to convert the invoices to the Windows version. See Appendix
E for more details.

¢ Reindex — This command rebuilds the invoice file indexes. Use it if the existing
indexes become corrupted, which can happen if your hard drive is old or has very
little space left. A common symptom of corrupted indexes is that the system cannot
find an invoice that you know is there.

Reminder - Invoices are only stored in customer accounts if the method of payment
was set to "On Account".

Some notes on invoicing

Penalties on overdue accounts are optional and the monthly interest rate can be entered
in the Retail Plus Setup screen. The system will calculate the number of months the
invoice is overdue but you can change this before printing if necessary. You are only
asked if you want to add the penalty if the invoice date is more than the grace period
days behind the current date. The grace period can be set in the Setup screen on the
Options tab and is usually 15 or 30 days.

If a partial payment is made on an invoice that already has a penalty on it the payment
is applied to the penalty first, and the rest is applied to the balance owing. For this
reason the follow-up invoice with the new balance does not show a penalty calculated
from the original invoice date, but rather from the last payment date.

When re-printing an invoice, the same taxes and charges are applied that were in effect
at the time of the original sale, and this cannot be modified later. Changing a
customer's tax status does not affect previously unpaid invoices.
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Invoice Window - Details Tab

Browse Detail lF'a_l,lment]

|Cﬂru|ine |.»ﬂ\.shhur1o,nr | MD

Woid [nvoice

Invaice No. | 1871 Date [10/23/2003  |nvoice Total | 378.44 (G
Refund

Becount Mo, 43322447 Staff |JANE Balance Due | 37544 —
Frinl

o&04 COLEMAN DOME TENT M1 l.00 1z0.00 lz0.00
0312-5320275 HEAVY-WEIGHT CANVAZ SHIRT 5 - KL l.00 2950 Z3.50
00l JANSPORT ROCEIES BACEPACE M1 l.00 159,95 le9. 95
0443 DURLACELL ULTRZ Ak (4 TPACH) 1.00 49319 4_33
1lz04 SILVA BANGER COMPASS l.00 4400 44 .00
SUETOTAL 378 44

INVOICE TOTAL 37544

EALAMNCE OWING 278,44

The buttons on the Invoice Detail tab are as follows:

»= Void Invoice - This button voids the current invoice and return the balance
owing to zero. Please note that neither the invoice nor the entry in the client's
purchase history is deleted but a void notice is added to both.

= Refund - Refund any payments made on this invoice.
= Print - Reprint the current invoice.
The fields on the Invoice Detail tab are as follows:
Invoice Number - This is automatically assign by the system and you do not normally

have to edit this field. If you do, make sure that the invoice number you are entering is
unique.

=  Account Number - This is automatically assign by the system and you do not
normally have to edit this field. If you do, make sure that the account number
you are entering is for the client shown.

= Date - This is the date the invoice was originally created.

= Staff - This is the staff member who created the invoice.
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= Invoice Total - The total sale with taxes and charges.

= Balance Due - The outstanding amount.

Invoice Window - Payment Tab

Elawse] Detail  Payment l

|Caroline |Ashbury | (< |l > |
B alance Due £75.44 Last Payment | 100.00 Acct Mo, |I.-“-‘-.392244?
Late Charges | 0.00 Payment Date |10/22/2003 @ Payment U Account
Amount {10000
Bill Ta: Caroline Azhbury
20528 Fraser Highway Method | Check |
Hoboken MJ 01455
Date  |10/22/2003 @
| oK |

Ship Ta: Same

Distribute thiz payrent
to the unpaid invoices [~
starting with the oldest.

The Invoice Payment tab allows you to apply a payment to the current invoice or
spread a payment over all the client's open invoices.

= Amount - Type the amount being paid on the invoice. It defaults to the amount
owing.

= Method - Select the method of payment from the pick list.

= Date - The date of payment defaults to today's date but can be back-dated if
necessary.

= Distribute this payment - Check here if you want to distribute the payment to
all the client's open invoices. Let's say a client has three invoices with a balance
due and he gives you a check to be applied to all three. Retail Plus will find the
oldest invoice and pay into it. If there is any money left over it will find the
next oldest invoice and pay into that one, and so on.
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CHAPTER

Managing Suppliers
Using The Supplier Database

Maintaining a list of suppliers has several advantages. When entering an item into
inventory, for example, the supplier can be chosen from a pick list. When purchase
orders are created, the name and address of the suppliers can be included.

To view the suppliers go to the Main Menu and pull File down to Suppliers. The first
screen you see is a Browse window of all the suppliers in the system.

r - |
= ]

@  Q 2 | & | 0O B e | WM | 2

Close | Find | Sort | Print | Mew | Split | Del | Top | Bott | Help
Browse l Supplier ] Mates ]

s Supplier Contact Firzt Mame Contact Lazt Mame | Lazt Order | Addrezz 1
QOutbound Equipment Contact Lhame 070242002 Fietail Heaven Blvd.
Specialized Foods Ltd, Frame Lname SFL 070242002 234 Rogerz Blvd
FRobinson & Heath Rakin Ribinson 07/02/2002 76 Rilke Street

On the left side of the Browse window there is a narrow column of check boxes. These
are used to “flag” suppliers, which selects them to be included in some operation such
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as a print job or a bulk deletion. Suppliers are flagged (or unflagged) by double
clicking on the check box. There is also a menu and tool bar for the supplier functions.
These are covered on the following pages.

Print

Supplier Window - File Menu

The File menu contains the following commands:

Print — This command produces a sub-menu with the following options:

= Current Supplier — Print all the information on file for the current supplier.

= Supplier List — Print a list of suppliers.

= Mailing Labels — Print the flagged supplier addresses on Avery #8160 address
labels.

= Envelope — Print the supplier’s name and address on a standard COM 10
business envelope. There is an option to include the return address.

Printer Setup — This pops up the standard printer dialog box.

Supplier Window - Edit Menu

The Edit menu contains the following commands:

Add Supplier — Add a new supplier to the database. The screen automatically
jumps to Form View with the cursor in the company name field.

Delete Supplier — Delete the current supplier.

Delete Flagged Suppliers — Delete all flagged suppliers. Be careful with this
command - deletions are permanent.

Find Supplier — This command pops up a dialog box used to locate a supplier by
company name.
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Supplier Window - View Menu

The View menu contains the following commands:

All Supplier — View all suppliers.
Flagged Suppliers — View only the flagged records.

Sort — This command pops up a dialog box used to select a sorting order for the
suppliers.

Get Info — Display some tech information about the supplier file and the computer.
Used mostly for troubleshooting.

Open In Ms-Excel — Open the supplier file in read-only mode in Microsoft Excel.
You can do searches, sorts and print custom reports but you cannot make changes.
If you wish you can save it under another name and the read-only restriction goes
away.

Reset Column Order — Set the browse window columns back to their default
order.

Supplier Window - Tools Menu

The Tools menu contains the following commands:

Flag All — Flag all the suppliers on file. Use this if you want to include all the
suppliers in a print or delete operation.

Unflag All — Unflag all the suppliers on file. Use this to make sure there are no
flagged suppliers in the file.

The Unflag All command should be used regularly to make sure that there are no
suppliers that are still flagged from a previous occasion and therefore accidentally
included in some print or delete operation.

Split Screen — Split the Browse window into two independently scrollable
windows.

Duplicate Check — Scan the supplier records to make sure you do not have any
duplications.
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¢ Import Suppliers — This command allows you to bring a list of suppliers into
Retail Plus from version 1.5 or from another source. The latter uses a common data
exchange file format called a comma-delimited file and is often referred to as a
CSV file because MS-Excel and MS-Access use this convention to name this type
of file. Each record simply contains all the fields on one line separated by commas

and terminated by a carriage return. The field order for each record is:

Field Name Max Length Type
1. Contact First name 12 Char
2. Contact Last name 16 Char
3. Title 30 Char
4. Company 30 Char
5. Addr 1) 30 Char
6. Addr?2) 30 Char
7. City 18 Char
8. State 4 Char
9. Zip 10 Char
10. Country 15 Char
11. Phone 13 Char
12. Mobile Phone 13 Char
13. Fax 13 Char
14. Supplier Number 6 Char
15. Email Address 30 Date

The data being imported does not necessarily have to contain all these fields. You
can supply just the first 10 fields if you wish. The only rule is that a double comma

must be used to represent any empty field before the last one.

¢ Reindex — This rebuilds the index file associated with the supplier list. Use it if
you suspect that the suppliers are not in the correct order or if the system cannot

find a supplier you know is there.
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CHAPTER

Purchase Orders

Keeping Inventory In Stock

Purchase orders are used to keep stock on the shelves. They can be also used to acquire
for customers special items for that are not usually kept in stock. To access these
functions from the opening menu pull File down to Purchase Orders.

Purchase Order Window - File Menu

¢ New — This opens a window with the options for creating a new PO.

e

[tems to cangider far thiz order Haw rmany to arder
+ All ltems stocked fram this supplier... ™ Blank order
Supplier  |OUTBOUMD EQUIPMEMT ﬂ 1 week of shack

" Flagged iterns only

~
(" 2 weeks of stock
" Customer orders only ~

R eorder paintz
Al iterms in the invenbang

%

tanthly zales...

‘wha ko order from Ordering for month:

ALiguzt ﬂ
[].4 Cancel ‘

*+ The preferred supplier [ the first on the list ]
~

You can tell Retail Plus which items to include, where to order and how to calculate
the order quantities.

The options in each panel are as follows:
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Items to consider for this order:

= All items stocked from this supplier - Choose a supplier from the list box if you
only want one purchase order from a specific supplier. Otherwise an order will
be created for multiple suppliers and you will get a separate printout for each
one.

= Flagged items only — Use this option if you have pre-selected the items you
want to order. You can flag items manually or by search criteria. See menu File
/ Inventory / Tools / Set Flags for more information on selecting items.

= Customer orders only — Use this to create purchase orders for items that have
customer orders.

= All items in inventory — Use this to consider your entire stock for reordering.

Who to order from:

= The preferred supplier — The purchase orders will be directed to the supplier
which appears at the top of the list. The list is maintained on the item’s
Ordering Tab in the Inventory section. This option will produce not one PO
but one for each supplier.

= The supplier with the lowest cost - The purchase orders will be directed to the
supplier who shows the lowest cost on the list. The list is maintained on the
item’s Ordering Tab in the Inventory section. This option will produce not
one PO but one for each supplier encountered.

How many to order:

Whenever you create a purchase order, Retail Plus will suggest an order quantity based
on the formula you choose. The exception, of course, is the first one:

= Blank order — This option creates an order file where all the order quantities are
either zero or the minimum order quantity where specified. You can simply
review the blank order. When you see an item you want shipped, change the
order quantity to a number greater than zero. When you print the final order
Retail Plus will automatically omit all items that you have skipped.

= ] Week Of Stock - This orders one week's worth of stock based on a formula
that looks at average sales over the past 3 weeks.

= 2 Weeks Of Stock - This is the same as above but orders 2 week's worth.

= Reorder Points - There are two ways to use this. Both ways look at the Reorder
Point and Reorder Quantity fields in your inventory records.

1 - If you have put a number in the Reorder Quantity field this orders the
Reorder Quantity whenever the Onhand quantity falls below the Reorder
Point. Use this to order a fixed amount of stock each time.
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2 - If you leave the Reorder Quantity at zero this orders enough to bring it
back up to the Base Stock when Onhand falls below the Reorder Point.
Use this to order a variable amount of stock depending on how much you
have on hand and what you need as your base stock.

= Monthly Sales — This calculates orders based on sales for the same month last
year, the amount of stock on hand, the base stock, and the amount of stock on
order. It relies on the availability of monthly sales figures for last year. Retail
Plus automatically saves monthly sales figures for the current year but you will
have to enter these for last year if you need to use this method as soon as you
start working with Retail Plus. The Monthly Sales formula orders a large
amount of stock and should be used for suppliers who cannot ship to you on
short notice.

When you have made your selections click 0k and you will see a file dialog that
allows you to specify the name and location of the purchase order file. The file name
has been suggested for you and is based on a PO number sequence. Go to the Options
tab on the Setup screen to specify the PO number where you want to start.

Please note that you may change the filename but not the file extension (the three
characters after the dot). This must always be the three-character location code that
Retail Plus uses to tell which orders belong to each location. If you change it you will
not be able to open the file from within Retail Plus.
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¢ Open - You will then see a file dialog box that allows you to double-click on the
order you want. After you select an order file from the items are displayed in the
Browse window.

- X

B | = | DS B | Q|8 |=|<« | @)= ¢?

Close | Open | Mew | Print | Add | Del | Fnd | Sort | Flags | Total | Split | Text | Help
Browse ‘ [kem | b atrix ]

S Stock Code Item Description Order Gty [ty Recwyd In Stack Size i__
0ED4 COLEMAN DOME TENT 1.00 oo 11000 10CF | C4
oS COLUMEA POLD 74.00 000 74.00/5-%L |CLE
0600 COLUMELA WOMEMS TEE 1.00 000 71.0005%L  |CL
0443 DURACELL ULTRA A% [4 PACK] 1.00 000 14.00 A
0B03-0620643 GARMIN 452 GPS 0.00 0.oo 12.00 AL
0603 GARMIN YISTA GPS 1.00 ] 4.00 AL
031 5-5820275 HEAW Y SWEIGHT CANVAS SHIRT 0.00 000 2400|5-%L |CL
OB J&MSPORT ROCKIES BACKPACK 5.00 0.00 2200 750 Ca
OB0E JAMSPORT SCOUT BACKPACK, 1.00 000 2.00| B4L Ca
030 KELTY ZEM TENT 1.00 000 BE.00 Ca
03150100347 KMEE-HIGH BOOT COVERS 0.00 000 2200|5-%L |CL
1658 LC CROSS TRAIMER 1.00 0.oo E7E.00 CL
0603-0540454 LOWE ALPINE PACEK, 0.00 0.00 21.00/ a1 CF  [Balld

& B

This window supplies you with the information you need to make a judgement about
the quantities being ordered and gives you an opportunity to adjust them. You
normally need to edit the order quantity column and occasionally the Case Quantity
column. If any of the other fields need to be changed it should be done in the inventory
file, not in the order file.

The most important columns displayed when reviewing a purchase order are as

follows:

» Flag — The first column has no heading but all Browse screens in Retail Plus
have one. It is used to flag items that are to be used in various operations. Just
double-click on this column to flag and unflag an item.

= QOrder Qty - The number of items or packages being ordered. If the Case
quantity is 1, this is the number of items. If the Case quantity is more than 1,
this is the number of cases or packages, not the number of items being ordered.
Note that the ordering formula rounds this off to the nearest full case but you
can change this to a split case if you wish. For example, if the case quantity is
12 and you order 1.5 then your PO will show one and a half cases (18 items).
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= (Case Qty - The number of items that the supplier ships in one package. This is
the same Case Qty field as the one in the inventory window. If Case Qty is
greater than 1 the order is rounded off to the nearest full case and the Order
Qty column shows the number of cases being ordered, not the number of items.

= Cost Each - What you pay the supplier for one item.

= QOrder Cost - The result of multiplying Order Qty times Case Qty times Cost
Each.

=  Qty Recvd — How many you got in the shipment.
* In Stock — How many you had on hand when the order was generated.
=  On Order — How many you already have on order, including back orders.

* Minimum Stock - The quantity shown in the inventory records as the minimum
shelf quantity. This is also referred to as Base Stock.

= Reorder Point - The re-order point as shown in your inventory records.
= Reorder Qty - The re-order quantity as shown in your inventory records.
= Back Orders — How many you need to fill current customer orders.

You can remove an item from the order simply by changing the Order Qty field to
zero. Items with an order quantity of zero will be excluded when you print the final
order.

¢ Delete — Get rid of some old PO files.

¢ Post Order — Once you have finished creating a PO, printed it and sent it to the
supplier you can use this command to update the On Order fields in your
inventory records. It adds the order quantity to the On Order field and updates the
Order Date field for each item. Usually you do not run this command until you are
sure your PO is final and ready to send.

¢ Post Shipment - When a shipment arrives that is associated with a purchase order
you can update your inventory records quickly. Bring your packing slip to the
computer and go down the column titled Qty Recvd. Check this against the
packing slips and correct the Qty Recvd where it does not match the actual
number received. The default number in the Qty Recvd column is the same as the
Order Qty with one difference. Where items were ordered by the case the Qty
Recvd column shows the number if pieces, not the number of cases. For example,
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if the purchase order shows an Order Qty of 8 and a Case Qty of 12, then the Qty
Recvd column will show 96.

When you have finished checking the Qty Recvd column select the Post
Shipment command to update the In Stock, Last Cost and Avg Cost figures. You
will have the following options:

e TR B S S T T EN T ﬂ

[ Flag these iterns far printing labels or
a report of items received.

[ Urflag all the previously flagged itens

[ Add zhipping costs to these items

Total costs bo add:

I
[].4 | Cancel |

= Flag these items for printing — Select this if want the new items flagged as the
inventory is updated. This allows you to see which items were received and to
print labels for them.

= Unflag all the previously flagged items — If you selected the previous option
then you would probably select this one too unless you are receiving several
shipments and need to print labels for all of them.

= Add shipping costs to these items — Select this if you know the shipping costs
and want Retail Plus to calculate them into the Avg Cost of the item.

= Total costs to add — Enter the entire cost of shipping so it can be distributed
across all the items received and calculated into the Avg Cost. In practice, you
can enter any costs you wish, not just the shipping cost.

¢ Print — Where there is more than one supplier on a purchase order the print
function will split them up into suppliers so you can send the right order to the right
supplier. There are also other print options as follows:




Add

Ciel

RETAIL PLUS FOR WINDOWS 2.0

R DRONE: a%

[v Print supplier's address
[v Frint the supplier's stock code

[v Print the PO header text

ok, Cancel

= Print supplier’s address — Put the suppliers mailing address at the top of the PO.

= Print the supplier’s stock code — On the printed order, substitute the supplier’s
stock code for your own where it is available. In the inventory records the
supplier’s stock code is entered as the re-order number.

= Print the PO Header text — This allows you to add some standard text to the top
of your PO’s such as delivery instructions or conditions for placing the order.
To create a PO Header, pull the Edit menu down to PO Header Text.

You may be wondering why an order is not automatically posted to the inventory file
when it is printed. Consider this situation: say that you need to prepare December
orders in August to make sure you have enough stock for Christmas. You create the
order, print it, and send it off to the supplier. The supplier can now make sure there has
enough stock in December to fill your Christmas order. If you post this order to your
inventory in August, the orders you generate for September, October and November
will be too small because the data shows a large amount of stock already on order.
Those orders will be correct only if you to post the December order after those for the
preceding months.

Purchase Order Window - Edit Menu

The Edit menu contains the following commands:

¢ Add Item — This command pops up a pick list where you can locate an item and
add it to the order.

¢ Delete Item — Items with an order quantity of zero are omitted from the final order
when it is printed. You do not normally have to delete them, but if you want them
removed, this command will do it.

¢ Delete Flagged Items — This command will remove all items that have been
flagged.
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Add PO Header — This pops up a window where you can enter any text that you
want to appear at the top of the printed order. This can be delivery instructions, PO
numbers etc.

Find Item_— This command pops up a dialog box that helps you find an item.

Purchase Order Window - View Menu

The View menu contains the following commands:

¢

¢

View All Items — Select this to view all items on the order.

View Flagged Items Only — Select this to view only the flagged items on the
order.

Sort — Select a sorting order for the PO.

Split Screen Browse — Split the Browse tab into two independently scrollable
windows.

Open In Ms-Excel — Open the order in read-only mode in Microsoft Excel. You
can do searches, sorts and print custom reports but you cannot make changes. If
you wish you can save it under another name and the read-only restriction goes
away.

Reset Column Order — Set the browse window columns back to their default
order.

Get Info — Display systems information about the current PO and your computer.
This is usually used for troubleshooting.
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Purchase Order Window - Tools Menu

The Tools menu contains the following commands:

¢

¢

Set Flags — Flag all the items from one supplier.

Recalculate Order Costs — If you change an order quantity, pack quantity or
wholesale price, then you can use this command to update the Order Cost column.

Export - This pops up a file dialog that allows you to select a name and destination
for the output file. The file will contain the flagged items in comma-delimited
format, which can be imported into many different types of programs such as MS-
Excel and MS-Access as a CSV file (comma separated values). You can use this to
further process the orders according to your needs and preferences.

The exported fields are Order Quantity, Stock Code, Item, Size, Pack, Dept,
Supplier, Reorder Number. The last one is usually the supplier's stock code and
may be the same as your stock code (makes life easier if it is). The field names will
appear in the first line of the export file.

If you have created an order that contains items from more than one supplier you can
limit the scope of your editing and printing to one supplier at a time. To do this pull the
Tools menu down to Set Flags and use the Flag By Search feature to tag the a chosen
supplier. Then pull the View menu down to View Flagged Items.
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PURCHASE ORDER WINDOW - DETAIL TAB

[ABSD TRAILMAKER COMPASS [1204-0230124 [ < |l > |
SIPPLIER | REORDER NUMBER COST | MIN ORDER |
OUTEOUND EQUIPMENT 2337323 22.000 12100
ROBINSOM & HEATH 0g172 21.250 24.00

In Stock 100.00 Feorder Point | 36 Order Quantity 0.00 &dd

Hini .
Stlg,lzrﬂum 4 Reorder Qhy 24 Last Shiprent n.oo Remave
O Order 0.00 Last Cost 22000 Date Feceivd [07/28/2003 Bromote

Cust Orders 0.00 Demote

While editing purchase orders the Detail tab is where you can get some details about an
item to help you decide how much and from which supplier to order. The fields are as
follows:

= Supplier - This list contains the suppliers available for this item. It is usually
kept in order of preference and when the PO is finalized the item will be
ordered from the one you have put at the top. The buttons on the lower right
relate to this list and are used as follows:

= Add - Choose a supplier from the pick list and add it to the preferred list for this
item.

= Remove - Take the selected supplier off the list. You can select one just by
clicking on it.

= Promote - Move the selected supplier up the list.

= Demote - Move the selected supplier down the list.
The rest of the fields are duplicates of the data in the inventory files and are included
for reference to help you decide how much to order. The following two fields are

exceptions to note:

= Cust Orders - Also for reference - this is the quantity for which you have taken
customer orders.
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= Order Quantity - If you have chosen an ordering formula when you created the
PO this shows the quantity the system has suggested. Enter a number only if
you wish to change it. To take an item off the order simply set this field to zero.

PURCHASE ORDER WINDOW - MATRIX TAB

ICOLUMBIA POLD D319 K(‘]—

Order Oty Color Size Style
16 Elue L Fegular
20 Green L Button Order Quantity
20 Red M W-Meck IW
18 Wwhite s WaMeck

Save Changes

If the item you are ordering is a matrix item you will want to specify an order quantity
for each detail (color, size, style etc.) in the matrix. Just highlight each one in turn on
the Matrix tab, enter an order quantity in the edit field to the right of the list and press
Save Changes.
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Managing Sales Staff

Working With Staff Hours And Commissions

CHAPTER

Data about staff hours and commissions is collected in the point-of-sale screen as
business is conducted at the sales counter. Keeping track of commissions requires that
all staff enter an ID before each sale. Keeping track of hours requires that they also
clock in and clock out. Both of these features depend on having a staff ID for each
employee, which can be entered in the Setup window on the Users Tab. Sales
commissions on can be set up in the Inventory screen on the Sales Tab.

The staff commissions and hours can be accessed from the opening menu by pulling
File down to Sales Staff. A window appears where the information can be maintained

and reported.

=
Fram [ ate TaDate Clack I || Clock Out Hours Sales Cormnmigsions
01/20/2003 | 01/20/2003 | 09:00 18:00 5.00 E70.85 E7.00
01/21/2003 | 01/21/2003 | 09:00 18:00 5.00 549.95 §5.00
01/22/2003 | 01/22/2003 | 09:00 17.00 8.00 525.00 5250
01/23/2003 | 01/23/2003 | 09:00 17.00 8.00 E25.00 E2.50

Select A Uszer

Show Date Range I

Show All

Delete Line

Delete All

Report

|
|
|
Recalc Howrs |
|
|

Exit
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To view the data available on any staff member just click on the member’s name. The
options available on this window work as follows:

¢

Show Date Range — View only the data that occurs between two given dates for
the current staff member.

Show All — View all available data. This just removes the date filter applied by the
above command.

Delete Line — Remove the highlighted line from the table.
Delete All — Clear the entire table for the current staff member.

Recalec Hours — Use this to recalculate the Hours column after changing any
Clock In and Clock Out times.

Report — Print a hard copy report with total hours and commissions.

Exit — Close the window and return to the opening menu.
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CHAPTER

Setup And Configuration

Choosing Program Defanlts And Options

Retail Plus offers considerable flexibility through options affecting how the system
works for you. To access these options go to the Main Menu and pull Tools down to
Setup. The setup screen is arranged in tabbed sections as follows:

Business ID Tab

The first tab is where you identify your business and enter your Retail Plus license
number. The address can be used on purchase orders or for the return address on
shipping labels and envelopes. . If you do not enter a license number Retail Plus will
run as a fully functional system for sixty sessions.

Taxes Tab

This is where you can identify the names and rates of the sales taxes and an optional
add-on charge (if any):

= Tax 1 Name - Enter the name of a sales tax that applies in your area.

= Tax | Rate - Enter the percentage amount of Tax 1 i.e. a tax of five percent is
entered as 5.000 not .05.

=  Tax 2 Name - Enter the name of a second sales tax.
= Tax 2 Rate - Enter the percentage amount of Tax 2.

= Tax 2 Compound - Select this if Tax 1 is included in the calculation of Tax 2.
Normally sales taxes are not themselves taxable, but unfortunately there are
still some areas where merchants are required to do this.

= Percentage Add-On Charge Name - Enter the name of a percentage add-on fee
such as a service charge or commission.

= Percentage Add-On Charge Rate - Enter the percentage amount of the charge.
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= Percentage Add-On Charge Taxable - Select this if the charge is taxable.

= Taxation Type - Select Tax Inclusive if your taxes are normally included in the
sticker price and Tax Exclusive if they are not.

= Tax Registration Number - Enter your tax registration number if you are
required to print it on your invoices and sales slips.

¢ POSTab

The point of sale system is flexible in many details of how sales are handled. The
options are:

= Apply Tax 1/ Tax 2 - Select either or both of these to enable the corresponding
sales taxes defined in the Taxes Tab. In order for a tax to be automatically
charged the tax must be selected here and the item being sold must be identified
as taxable in the inventory records.

= Allow Tax Over Ride - Allow sales staff to over-ride the default taxes on any
given item. When items are entered into inventory they can be identified as
taxable or non-taxable. This can be over-ridden at the time of sale, but only if
this option is selected. That means sales staff are allowed to exempt a customer
from a tax that is usually charged, or apply tax to an item that is not usually
taxed.

= Apply Percentage Add-on Charge - Enable the add-on charge defined on the
Taxes Tab so it is applied by default. In order for the charge to be automatically
applied it must be selected here, but this can always be over-ridden at the time of
sale.

= Print Credit Card Signature Line - Print the standard message and signature line
on the sales slip for credit card sales.

= Print Client Name On Sales Slip - Print the client information on the sales slip
when it is available. This is available on 40 column sales slips only. See Printer
Output below.

= Carry Over City, State, And Zip - Select this if most of your customers are in
the same town or neighbourhood. It eliminates having to re-enter this
information for every customer.

= Go Into POS On Startup - Open the point of sale screen as soon as you launch
Retail Plus.

= Staff May Discount - Allow sales staff with an access level less than three to
give discounts. Otherwise, only personnel with level three or four access can
give them. This does not apply if the password requirement is not turned on. In
that case everyone is automatically given level four access.
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= Fast Scan Mode - Enable uninterrupted bar code scanning. Normally an Item
Detail window appears on the POS screen when putting each item on a sale.
This window allows you to change the item's quantity, price or discount. If you
turn on Fast Scan Mode then the Item Detail window is suppressed, requiring
fewer keystrokes per customer. If you still want to see the Item Detail window
for any given item you can press (F3] Detail just before ringing it up. This
makes scanning sales with a barcode reader easy because you do not have to hit
any keys between items.

= Auto Save Sales - Select this to have the sales and inventory data automatically
updated when the sales slip is printed. Otherwise you must press Save to
save the sale. When this option is turned on fewer keystrokes are needed to
make a sale.

= Scan Random Weight Barcodes - Enable processing of random weight
barcodes.

= Confirm Before Saving Sales - Select this to ask the salesperson to confirm that
a transaction is finished before saving it. This allows the user to an additional
chance to check the transaction before completing it.

= Credit Card Approvals - Select Card Verify if you have set up ICVerify or X-
Charge to do on-screen credit card authorizations. In Request Directory select
the folder where Retail Plus should place the approval requests and read the
responses.

=  QuickBooks Version - Select your country version of QuickBooks if you have
installed QuickBooks Pro or Premier, 2003 or later. In Company File select the
folder where Retail Plus find the QuickBooks company file you want to use.
See Appendix Q for more details.

= Printer Output - Select the radio button that describes the POS printer output
you want. Invoices contain the most detail. A 40-column sales slip shows item
names as well as stock codes, and 20-column sales slips show only the stock
codes. Printer output can be selected on the POS screen as well. The sales slip
output is sent to the printer port as plain ASCII characters. This may not print
on some Windows page printers so avoid selecting sales slip printing if you
don't have a slip printer.

= POS Station ID - This should be a unique, three digit number between 001 and
999. 1t is used to identify a particular computer when Retail Plus is used on a
network. It is also used as the station ID in ICVerify credit card authorizations.
If verifications are processed through a modem on the server rather than on the
individual station, this number cannot be greater than the number of users you
have ICVerify licenses for.

= Default Method Of Payment - This is the method of payment that will be
applied to all sales by default unless some other method is chosen.
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Default For Split Tender - This is the default method of payment that will be
applied as the second payment in cases where the customer is paying with two
types of tender (i.e. part cash, part check or credit card).

Minimum Tender - Enter the smallest coin available for payment. For most
countries this will be .01 (a penny) but this can be changed here.

Printers Tab

This is for the commands used to control the point of sale printer. The commands can
be found in your printer manual and usually consist of two or more characters that
begin with the ESCAPE character (printer commands are often called escape
sequences). These sequences are expressed in terms of the decimal ASCII numbers of
each character in the sequence. For example, if your printer requires "ESCAPE - M"
for condensed print then you would enter 27,77 because the decimal ASCII number for
"ESCAPE" is 27 and the number for "M" is 77. These numbers can be found on the
ASCII chart in most printer manuals and computer reference books. The fields are as
follows:

Setup Command - Enter the control string (if any) to send to the printer before
printing a sales slips. For most receipt printers made by Epson and Star (the
most popular ones) no setup command is needed.

Cutter Command - Enter the control string (if any) that activates the tape cutter
on the sales slip printer. The Epson cutter command is 27,105. For Star printers
it is 27,100,48. In practice you can put any codes that you want to send to the
POS printer after each print job. For example, if your printer does not feed
enough paper after a sale try entering 46,13,10,46,13,10 to feed two extra lines.
For more lines just keep repeating the sequence.

Slip Printer Port - Select the computer port to which the slip printer is attached.
You need this onlty if you have a slip printer to which you are sending 20 or 40
column output. Do not use this type of output if you are printing to a regular
page printer, in which case you should use the invoice output.

Red Command - If your slip printer supports two color printing enter the
control string that selects the red ribbon for the store name and address. The
Epson red command is 27,114,49.

Black Command - If your slip printer supports two color printing, enter the
control string that selects the black ribbon. The Epson black command is
27,114,48.

Print An Extra Copy On Credit Card Sales - Select this if you need to print a
signature copy on credit card sales. This is usually used in combination with the
Credit Card Signature Line option in section 1.
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Page Eject After Print - Select this if you want a page eject sent to the printer
after printing an invoice or sales slip. Usually this will be applied to slip
printers only. Note that there are some slip printers that ignore eject commands.

Initialize the Serial Printer - Select this if you have a serial slip printer and it is
not printing even though you have correctly set the Slip Printer Port on a COM
port.

Default Invoice Or Sales Slip Copies - Select the number of copies to print. The
number printed can always be changed at the time of sale but it will default
back to this number.

Hardware Tab

This section is used only if you have a cash drawer or pole display connected to the
computer.

Cash Drawer

Cash Drawers come in two basic types - those that connect to a serial port and those
that connect to the back of the receipt printer (the most popular option). In both cases
you will need to supply the trigger command and the connection port. If you are using
a Universal Serial Bus (USB) type serial port you will still need to know which COM
number the device is on the bus.

Trigger Command - Enter the cash drawer trigger in decimal ASCII form. If
you have a drawer connected to a serial port this may be 0 (zero) or 65. If you
have a drawer connected to the back of the receipt printer the trigger command
will be either Epson compatible (27,12,112,0,50,250) or Star compatible (07).

Connection Port - Select the port the drawer is connected to. If it is connected
to the back of the receipt printer then this will be the same port as the printer.

Trigger Repeat Count - Select the number of times to repeat the trigger. If it
doesn't open on 1 set this to two. Some serial port drawers may need more.

Open Cash Drawer When Printing - Select this if you want the drawer to pop
when the sale is printed.

Pole Display

Retail Plus supports the popular Logic Controls PD3000 serial pole display, or any
work-alike unit. The setups are as follows:

Use Pole Display - Select this if a pole display is connected. Before enabling
the pole display in Retail Plus, please make sure you have tested the unit's
operation according to instructions in the PD3000 manual.
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= Connection Port - Select the serial port to which the pole display is attached.

= Scrolling Idle Message - Enter a scrolling message to be displayed between
sales, such as "Ask About Our Special On Space Travel". The line is restricted
to 45 characters in length and will appear on the first line of the display.

= Fixed Idle Message - Enter a fixed message to be displayed between sales, such
as "Aliens R Us". The line is restricted to 19 characters in length, including
spaces, and will appear on the second line of the display.

¢ Users Tab

You can add security to the use of Retail Plus in your business by setting up user passwords
and assigning access levels. The setup options are as follows:

= Require Passwords And Assign Access Levels - Force a password entry to get
into the system or to change your own password.

= Require Supervisor Password for Voiding Sales - Force a level 3 password
entry before the system will void a sale. That means sales staff will have to
have a supervisor on hand in order to void a sale.

= Track Staff Sales Or Commissions - Force a password before every sale so the
system can identify the sales person and tag their name onto the transaction.
This is important where you need to keep track of everyone's sales totals, and is
essential if you need to know who conducted any given transaction (which can
be seen on the Itemized Sales Log).

= Use Employee Time Clock - Turn on the Clock In & Clock Out feature to track
staff hours. Using this feature means you should also use the one above to
prevent staff from making a sale without clocking in.

= Add User - When you push this button a blank line appears at the top of the
user list. Just fill in the blanks, assigning a Level between 1 and 4. The levels
assign access rights as follows:

1. Can make sales in the POS screen only. Assign this to new staff that have
been given a basic orientation to the Retail Plus point of sale functions.

2. Can make additions and changes in the various database screens but can't
delete anything or authorize voided sales.

3. Can perform all functions except create & delete users or assign access
levels. Also cannot change any program setups & configurations.
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4. Can perform all functions without restriction.

There is a fifth access level for trainees. If a person logs into Retail Plus
using password "Trainee" they will be assigned an access level of 0 (zero).
This means he or she can access the POS screen and practice making sales
but nothing will be saved.

= Delete User - Remove the highlighted user from the list.

There are two ways to invoke the password requirement. The first is to select the
Require Passwords checkbox, which forces a password on start-up. The second is to
select the Track Staff Sales Or Commissions checkbox, which forces the user to
enter his or her password before every sale. Selecting both Track Staff Sales Or
Commissions and Go To POS On Start-up effectively turns on the password
requirement (and the resulting access levels) for the entire system.

Options Tab

This tab contains a set of optional configurations as follows:

Assigned Numbers

= Next Customer Number - This number that will be assigned to the next new
customer. If you want all your customer numbers to be the same length start
counting at 10000.

= Next Invoice Number - This is the number that will be assigned to the next invoice
or sales transaction.

= Next Purchase Order Number - This is the number that will be assigned to next PO
generated by the system.

Bonus Points Setup

The bonus points system is a feature that you can turn on and off. It is meant to provide
the means to set up a rewards program for your best customers by giving them bonus
points with every purchase. This qualifies them for a discount when they have
accumulated enough points. The number of points a customer has is displayed on the
POS screen at the end of the Bill To field. The setup options are:

= Use Bonus Points System - Turn on the bonus points system.

= Print Points On Sales Slips - Show the points earned on the customer's invoices and
sales slips.
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Points Per Dollar - Enter the number of bonus points the customers will receive for
every dollar they spend (before taxes and charges). If you enter 1 they will get one
point per dollar. If you enter 0.10 they must spend ten dollars to get one point.
Points are still awarded on sales that contain discounted items but not on sales
where there is already a discount on the subtotal.

Minimum Required - Enter the number of points a customer needs to qualify for a
reward (discount) on their next purchase. The points a customer has accumulated
will be displayed on the screen at the end of the line containing the Customer
Number. When that number reaches the Minimum Required you will be notified
the next time they make a purchase, and they can decide whether to use the reward
now or let the points keep adding up. If a bonus point reward is taken on a given
sale, the customer's point total is decreased by the same number as the Minimum
Required. For example, if the minimum is 500 and the customer has 600 points,
they will have 100 points left after they take their reward. If a customer returns an
item the point total is reduced again.

Percent Discount Rewards - Select this to give rewards as a discount on the
subtotal of a sale. Enter the percentage discount that customers will receive when
they have enough points to qualify.

Fixed Discount Rewards - Select this to give rewards as a fixed amount credited to
the customer on a sale. Enter the amount credited to the sale when the customer has
enough points to qualify. If both the Percent Discount and the Fixed Discount are
selected the customer's reward is calculated as a percentage discount up to a
maximum of the amount shown in the Fixed Discount. For example, if the Percent
Discount is set to 10 and the Fixed Discount is set to 20, then the reward is a 10%
discount up to a maximum of 20 dollars. In order for a customer to qualify for a
reward two conditions must be satisfied: the customer must have earned the
minimum required bonus points and there cannot already be a discount applied to
the subtotal of the sale.

Overdue Finance Charges

Interest Rate Per Month - Enter the monthly penalty rate on overdue accounts. This
is usually in the area of 1% to 1.5%.

Grace Period - Enter the number of days after the invoice date when the penalty
begins. This is usually 30, 60 or 90 days.

Date Display

Use UK Date Format - Select this if you prefer a British style date format i.e.
MM/DD/YYYY instead of DD/MM/YYYY.
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CHAPTER

Backup / Restore / Rebuild

Redundancy, Recovery And Fixing Files

Crashes, floods, fires and even computer thefts happen, but they always happen to
someone else...

In the world of computers, redundancy refers to making copies of your work for
safekeeping. Nowhere is redundancy so important as in the computer world. The
question is not “will my disk drive fail?” but rather “when will it fail?”, and when it
does, having a fresh backup saves much heartache.

You should always keep backup copies of your data. This is also important if you are
about to delete a lot of records which you think you don't need any more because it
allows you to go back if you have to.

Files should also be copied to a backup device for safe keeping. See the Windows
Backup utility under Programs / Accessories / System Tools. If you use your computer
every day for business transactions you MUST have a tape drive, CD, Zip Drive or
other easy means to make regular backups.

If you do not want to back up all files just check the ones you want and click OK. This
allows you to use a different floppy disk for each option when the whole set is too big
to fit on one disk. It also makes it easier and safer to move data between computers by
limiting the type of data transferred.

Rotating Backups - Some users back up to a different folder each day of the week by
creating five folders labelled "Mon, Tue, Wens"...etc. At the end of each day they
create a backup in the appropriate folder. This allows them the option to roll back their
data to a previous date.

N.B. - Please note that the Backup command can only 'see' files that are in the folder
for the active location. If you have more than one inventory you will have to select it to
back it up.
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AVOIDING DATA LoOSS

There are steps you can take to minimize the chances of losing data. The most effective
are:

e Use the drive maintenance programs weekly. They are found in the Windows
Accessories program group and are called Scan Disk and Disk Defragmenter.

e Get any virus-scanning program. This is important if the computer is exposed to
floppy disks that people bring in from home or other businesses.

e Avoid old equipment. Do not use any drives that are more than four years old.
Upgrading a disk drive is no longer expensive.

e Never turn the power off while Retail Plus (or any other program) is still loaded.
Always use normal Windows shutdown procedures.

e Uneven or “dirty” power can destroy a hard drive. Use a quality surge protector on
the computer’s power supply. Beware of inexpensive power bars that claim to
incorporate surge protection because they are very slow to react to a surge. If you
have a network server get an uninteruptible power supply for it.

e Avoid sharing a single-user program with another user over a network. Databases
such as Retail Plus should never be shared unless the multi-user functions are
enabled.

The most effective protection against file corruption and equipment failure is to
make backups a priority. Ideally it should be in someone’s job description to make sure
that regular backups are made, and that at least one backup is stored off site. This is
important because a fresh backup does not help you if it is burned in the same fire as
your computer, or stolen along with the computer and tape drive.

In cases where you have a small inventory (1000 items or less) Retail Plus can
write the backup to a floppy disk. Otherwise Retail Plus creates a backup file set that
can be written to tape or floppy disks using any backup program. If you have not
checked it out, see the Windows Backup program in the Accessories program group.
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TooLs MENU - BAckurP COMMAND

Making a complete backup file set is easy.
1. Go to the Main Menu; pull Tools down to Backup/Rebuild.
2. A dialog box appears; accept the default settings by clicking OK.

3. A file dialog appears; double-click on the folder where you want the backup, then
click OK.

That’s all there is!

Action
* Backup
" Restare

" Rebuld

Filez
[ Sales And Inventom Files
[ Client And Supplier Files
[ Invoice Files
[ Sales / Order Logs
[ Setup / Staff Files

[v Al The Above

The backup dialog box has several uses. There are three types of operations and
they can be applied to six different file options.

The operations are:

¢ Backup — Create a backup file set. If you do not want to back up all files just check
the ones you want and click OK. This allows you to use a different floppy disk for
each option when the whole set is too big to fit on one disk. It also makes it easier
and safer to move data between computers by limiting the type of data transferred.

Some users keep a different backup for each day of the week by creating five
folders labelled “Mon, Tue, Wens”...etc. At the end of each day they create a
backup file set in the appropriate folder. This allows them the option to roll back
their data to a previous date.
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¢ Restore — Restore from existing backup files. A standard file dialog appears.
Double-click on any one of the files you want restored and, if more than one file is
required, they will all be copied. The Restore command can be used to move data
files from one machine to another or to roll back the data to a previous date. Please
note: You have an option to backup and restore the configuration files (this
includes Setup.dbf and Plus20.ini). On a network there are universal configurations
that apply to all workstations (Setup.dbf) and local configurations that apply only
to the workstation you are on (Plus20.ini). If you are restoring files on a network
server you must go to all workstations and check the Setup screen to make sure the
settings are correct.

¢ Rebuild — This command is used to rebuild damaged files. Retail Plus relies
heavily on index files to sort and locate information. These files are constantly
being read from and written to. In all database programs the index files
occasionally get corrupted. A symptom of this is not being able to find something
you know is there or failing to get the sorting order you asked for.

The Rebuild option not only creates new indexes; it also makes a clean copy of the
data files. If the data files are corrupted this process may or may not help,
depending on the extent of the damage.
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CHAPTER

Internet Communications

Transmitting Information Between Stores And The Office

There are a number of features in Retail Plus that take advantage of the fact that you no
longer need to be a major retail chain in order to afford computer links between your
stores. This is done by putting an internet hookup in each store and pointing Retail Plus
to the disk space usually provided free of charge by the same service that hosts your
web site. Communications through this space is done via File Transfer Protocol (FTP).
The Retail Plus functions that can work this way include:

Sales Logs - You can post your itemized sales log or view those of any other
stores. If you wish, the logs can be read into MS-Excel or MS-Access for
further processing at head office.

Stock Levels - You can post your stock levels or view those of any other store.
If you wish, the levels can be read into MS-Excel or MS-Access for further
processing at head office.

Stock Transfers - Send stock to other stores or from the warehouse to the
stores. The inventory files at each location can be updated without doing any
more data entry.

Stock Updates - Send inventory adds and changes to other stores or from the
warehouse to the stores. This ensures that everyone is selling the same stock for
the same price and calling it by the same name.

Generic File Transfers - You can transfer any file you wish in or out of your
store. For example, after creating a purchase order file you can send it
anywhere you like via standard FTP. This would allow a supplier to receive
your order and load it into MS-Excel, MS-Access or any other application for
further processing.
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Setting Up And Testing Communication

The internet function all happen through the Internet Communications window. To
open it you can go to Tools / Internet / FTP Any File. This allows you to try out your
communications settings without doing any actual data transfers.

IV W= LS T LS LT J _] a‘

ISP Setup
Server, |RETAIL-PLUS.COM [~ UseHTTF
Frowy: |
User ID: Usemarme Password: |©7
Lazt Status: Dizconected
Local Files: Remote Files:
Narme | Ext | Size| Date | Time | &[] Name | Ext | Size| Date [ Time [ &
SaLESOm DEF BEFD 102, 154224 A
SETUFR DEF 2102 10/02.. 145848 A
SUSPEND oo 193 10403, 11:5350 A
SUSPEND FPT 1184 10403,  11:5350 A
TOTALOO DEBF 1233 10/02.. 154224 A
TSTINY Chx 10240 0813, 171448 A4
TSTINY DEF 44516 10/05.. 150026 A&
TSTINY FPT 16612 10/05.. 1500:268 A
TSTTRAMS  CDx B120 09/30.. 20:6856 A
TSTTRAMNS DBF 1443 09/30.. 20:6856 A
TSTTRAMS  FPT 1024 08413, 125412 A

Click on Connect FTP to begin or Exit to quit. 3
LConnect FTP Exit

ISP stands for internet service provider and is the computer system that connects your
PC to the internet and contains some storage space for your web site. This storage
space is often divided into at least two directories - one for your web site material and
one for FTP file transfers. FTP stands for file transfer protocol. It is a process used to
upload and download data files over the internet and this allows you to send Retail Plus
data from one store to another.

The setup options are:

= Server - Enter the internet address of your FTP space on your web site. Your ISP
support line can provide the address you need. If you have your own webname.com
then something like "ftp.webname.com" is all you need.

= Proxy - Enter the local server TCP address if you are accessing the internet through
your office computer network. You need this only if your computer is not directly
connected to the internet.
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= User ID - Enter the user name you use to logon to your FTP space. This is usually
the same name you use to log onto the internet.

= Password - Enter the password you use to logon to your FTP space. This is usually
the same oneyou use to log onto the internet.

= Use HTTP - Select this only if you cannot use FTP on your internet server and
need an alternative.

= Save Setup - If you do not use this button your logon info will not be stored.

To test your server setup make sure you have an internet connection available on your
computer and press Connect FTP. If the connection fails check your settings and also
check with your ISP to make sure you have the system rights for an FTP login.

SALES LOGS

This feature is used to transmit sales data, usually from the stores to the office. You
can see the Itemized Sales Log for each individual sales desk regardless of it's location
and print the daily sales and department reports.

Send Your Sales Log - To make your sales data available on the internet:

1. Select Send Your Sales Log to open the internet connections window. The
Local Files list shows the name of the sales data file with the POS station
number and the three-character location code.

2. Make sure the server information is correct then click on Connect FTP to
establish a connection.

3. On the Local Files list right-click on the sales log file and select Send File.

View Remote Sales Logs - To see the daily sales posted by other locations:

1. Select View Remote Sales Log to open the Internet Connections window.

2. Click on Connect FTP to establish a connection.
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3. On the Remote Files list right-click on the sales log you want and select
Receive File. The sales log will be displayed as soon as the data has been
downloaded:

Update Your Sales & Inventory Data - To read the downloaded sales data into the sales
& inventory files on your computer:

1. While viewing the remote sales log pull File down to Export and follow the
prompts to select the folder where it will be saved.

2. Close the Internet functions window and open the Point Of Sale window.

3. Pull Tools down to Import Sales and select From Another Workstation. Use
the file dialog to locate the file you just created in step 1 above.

4. After the data has been imported you have the option to add the sales to the
local Itemized Sales Log. If you answer Yes then you can view the sales by pulling
Totals down to Itemized Sales Log. This allows you to print reports on the
downloaded data.

STOCK LEVELS

This feature is used to send and receive stock levels to and from other stores so
everyone can look up the availability of an item.

Send Your Stock Levels - To make your stock levels available on the internet:

1. Select Send Your Stock Levels to open the internet connections window. The
Local Files list shows the name of the stock levels data file with the three-
character location code.

2. Make sure the server information is correct then click on Connect FTP to
establish a connection.

3. On the Local Files list right-click on the levels file and select Send File.

View Remote Stock Levels - To see the stock levels posted by other locations:

1. Select View Remote Stock Levels to open the internet connections window.

2. Click on Connect FTP to establish a connection.
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3. On the Remote Files list right-click on the stock levels you want (look for the

three-letter code of the location you want) then select Receive File. The stock
levels will be displayed as soon as the data has been downloaded and a window
appears where you can search for items.

STOCK TRANSFERS

This feature is used to transfer stock to or from other stores. It allows you to update the
inventory at both the sending and receiving locations without doing additional data

entry.

Transfer Out - To transfer stock to another location:

1.

Select Transfer Out to open the Stock Transfers window. Put together the list
of items you are going to send and print it for the shipper.

Click on the Internet Transfer button, enter the destination location code, and
click on Send to open the Internet Connections window. The Local Files list
shows the name of the transfer data files with the three-character destination
location code.

Click on Connect FTP to establish a connection.

On the Local Files list right-click on each of the two transfer files (DBF, FPT)
and select Send File.

Transfer In - To receive transferred stock:

1.

Select Transfer In to open the internet connections window and click on
Connect FTP to establish a connection.

On the Remote Files list right-click each of the two transfer files (DBF, FPT)
and select Receive File. When the data has been downloaded the system will
update your inventory.

Caution: If you have more than one inventory set up on your computer make sure you

have the right one loaded before you send or receive transfers.
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Stock Updates

Retail Plus can produce data files for the purpose of updating the inventory on other
computers. This saves time and reduces errors by making sure that all stores are selling
the same item for the same price and calling it by the same name. This feature allows
you to harmonize the inventory at any and all locations without doing additional data

entry.

These files can be sent to their destination by any means but sending them by internet
is often the easiest. To create update files see Inventory Updates.

To send stock update files:

1.

Make the inventory add & changes on your computer and flag the affected
records as you go.

Select Stock Updates / Internet / Write and navigate the folder dialog to
identify the folder where the update files are to be stored. Wait while the
system writes the files.

When the Internet Connections window appears make sure the server
information is correct then click on Connect FTP to establish a connection.

On the Local Files list right-click on each of two update files (DBF & FPT) and
select Send File.

To read update files from the internet:

1.

Select Stock Updates / Internet / Read to open the Internet Connections
window.

Click on Connect FTP to establish a connection.

On the Remote Files list right-click on the update file you want (DBF) and
select Receive File. When the data has been downloaded you will be given an
opportunity to halt the process before the update changes your inventory.

Caution: If you have more than one inventory set up on your computer make sure you
have the right one loaded before you send or receive stock updates.
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GENERIC FILE TRANSFERS

As a bonus Retail Plus can also transfer any other data files you wish using this
window.

To begin make sure you are logged onto the internet then click Connect FTP. The
panel on the left will show the files on your computer (Local Files) while the one on
the right shows your files on the ISP computer (Remote Files).

= To send a file right-click on it in the left hand panel and select Send File.

= To receive a file right-click on it in the right hand panel and select Receive
File.

You can change directories just by clicking on the directory names. To upload or
download a file just select it and click the right mouse button to see your options.

Click on Disconnect FTP to break the file transfer connection when you are finished.
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APPENDIX

Client Data And Mailing Lists

Using Client’s Historical Data Files

The client database consists of two files called CLIENTS.DBF and CLIENT.FPT.
They are compatible with MS-FoxPro, MS-Access, and MS-Excel. Each time you
make a sale in the POS screen with the customer’s name on the screen the sales
information is saved in their record. Using this purchase history you can always find
out who bought what, when, how many, how much they paid for it and how they paid
for it. There are several standard ways to use this information and you will probably be
able to think of a few yourself.

o Example 1 - Let’s say you are having a special promotion on the latest widgets.
You have some flyers printed to get the word out, but now you have to get
those flyers into the right hands. Using D-Mail you can easily find everyone
who ever bought a widget and generate mailing labels for them.

o Example 2 - Mr. Jones brings back his widget for a warranty repair. He says he
lost his sales slip and can’t prove that it is still under warranty. Using the client
database you can look up his name and find out the exact date that he bought
the item and whether he bought it at a discount.

The client database can also be used to classify your customers into categories such as
business, institutional, government, private using the Client Type field. If you have a
sporting goods store you could enter the customer’s best sport. You can now tailor
your promotional mailings to the customer type by pulling out the appropriate names
and addresses according to a key word search. If you want to make your mailings a
little more personal, Retail Plus will create merge files for your word processor that
you can use in generating form letters.

The client database does have a limitation - it can only hold about 400 sales per client.
Retail Plus will warn you when you are getting close to the limit for any given client.
At that time you should clear out some of the old data from the records. If you do not
do this, Retail Plus will clear the client’s purchase history when the limit is reach and
will start over with a clean slate, but you will have plenty of warning before that
happens.
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APPENDIX

About Using Stock Codes

Things To Consider

When choosing a stock code numbering system you should take the following into
account:

Retail Plus allows alphanumeric codes (letters and numbers) and you may use any
combination of letters and numbers you wish but you should avoid using any other
characters such as punctuation.. Examples such as "A123" are valid. When you sort
your stock by code it will appear according to it's alphanumeric order. This means that
"A99" will come after "A100" for the same reason that ABC comes after AABC. This
is due to the fact that, in an alphanumeric sort, the number of characters is not as
significant as their ordinal value while in a strictly numeric sort the number of
characters is more significant than their ordinal value.

Retail Plus is compliant with standard Type 2 (Random Weight) Bar Codes. These are
printed by electronic weight scales that embed the price within the barcode. When the
cashier scans the item, Retail Plus extracts the price from the barcode. It then divides
the unit price into the embedded net price, calculates the quantity sold, and deducts this
from physical inventory.

In order for Retail Plus to recognize a Random Weight barcode three things must be
true:

1. The barcode must consist of 12 numbers.

2. The first number must be 2.

In the setup screen you must have selected "Scan Random Weight
Barcodes".
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Random Weight Barcodes - Scale Setup
The standard weigh scale setup should print a bar code in the following format :

2ABBBBCDDDDE where:
= 2 =the Number System Character (identifies this as a UPC Type 2 barcode).

= A = Package Code (this digit is output by the scale; refer to documentation by the
scale manufacturer for specifics).

= BBBB = The stock code.

= C = Price check - not used by Retail Plus but must be present as a place holder.
= DDDD = Net price which will be scanned in the format 99.99

= E =Modulo Check

The stock code stored in the Retail Plus inventory item record must be the Package
Code and the item identifier (ABBBB) which must be 5 digits exactly; that is, you
must use zeroes before 3, 2, and 1-digit Item IDs.

When the Type 2 barcode is scanned at the checkout, the 5-digit item code is extracted
and Retail Plus looks for the item. If the item record is found, the item is entered into
the transaction at the price embedded in the bar code (DDDD). When the transaction is
completed, the price for the item is divided by Price 1 in the item record to determine
how much of the item was sold.

Note that the rounding of quantity and currency numbers produces inexact inventory
tracking, but your numbers should be close enough to keep good records of weighed
inventory movement.

Some notes on Type 2 (Random Weight) Barcodes

To track the inventory movement of an item sold with Random Weight bar codes, the
Price 1 must be set to the weight unit price.

If the Price 1 is left blank or is zero, a quantity of 1 (one) will be subtracted from the
Quantity On Hand for each package sold.

If the checkout staff over-rides the price, the price entered will be applied as the price
per unit (such as pound or kilo) and will be multiplied by the weight as calculated from
the embedded price.
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APPENDIX

Using Other Programs

Loading Data Into Other Databases And Spreadsheets

There are functions for importing and exporting built into Retail Plus that allows data
to be moved in and out of the system. But there are more options made available
because Retail Plus keeps all it’s data in DBF files. These are an industry standard that
can, in turn, be imported into many software packages including Microsoft FoxPro,
Access, Excel and dBase.

Some of them refer to DBF files as dBase III files, but all of them can open,
manipulate, and write back Retail Plus data. The exception here is Excel, which can
read DBF’s but cannot write them back unless the ODBC module that comes with it
has been installed. This is because, unlike databases, spreadsheets do not recognize the
logical data type (true/false) which is so essential to database systems.

Note that DBF’s, which may contain large text fields called memo fields, consist of
two parts — a DBF and a FPT file. For example, in the client database the customer’s
name, address and phone numbers are stored in CLIENT.DBF. The customer’s
purchase histories are in large text fields stored in CLIENT.FPT. This concept applies
to the inventory and invoice files as well, and the two parts must always stay together.
It may happen that the third party application you use to open DBF files may not be
able to open the associated FPT file.

Some files you may be interested in opening are:
= (TST)INV.DBF /(TST)INV.FPT) — the inventory database.
= CLIENT.DBF / CLIENT.FPT - the client database.
= SUPPLIER.DBF / SUPPLIER.FPT — the supplier database.
= INVOICE.DBF / INVOICE.FPT — all invoices in the system.
= TOTALOO1.DBF — the history of POS totals.
= SALESO001.DBF — the itemized sales log.
= BACKORD.DBF - all customer orders on file.
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Below is a procedure to load Retail Plus inventory data into Microsoft Access. Please
note that there may be minor variations in the dialog boxes, depending on which
version of Windows and Access you are using.

= Backup all files using the Backup command in Retail Plus.
= C(lose Retail Plus.

=  Open MS Access.

= C(Click File and Open Database.

= (Click on any database that is there.

= Click "Table" if it is not already on "Table".

= Click File/Import.

= Click dBase III.

=  When the file dialog appears choose c:\plus20\xxx\xxxinv.dbf where xxx is the
three-letter location code for the inventory you want to open.

= On your database you will now have an additional Table called XXXINV.
Double-click and manipulate it at will. You can even copy and paste from an
Excel spreadsheet.

= When you have finished editing, select Save Table from the File menu.
Collapse the Table so that you are left with the nwind database. Make sure that
XXXINV is highlighted and select Export from the File menu.

= Select dBase III again and when the dialog box with "Select Microsoft Access
Object" comes up, click XXXINV and make sure that View is set to Tables
(the radio button at bottom). Click OK.

= In Export to File make sure that you have c:\plus20\xxx\xxxinv.dbf selected.
Click OK and click OK again when the “replace file” warning comes up.

= Exit Access and start Retail Plus to see the changes.

100



RETAIL PLUS FOR WINDOWS 2.0

APPENDIX

About Networks

Installing Retail Plus On A Network

Retail Plus can be installed on LAN servers such as Windows peer-to-peer, NT Server,
or Netware. Getting the file and directory privileges set up is important. Since the
program routinely creates, updates and deletes index files each user must be able to do
the following: read, write, create, erase, modify, and file scan (list directory). This does
not mean you must give them direct access to the Retail Plus directory where they may
do some damage. The goal is to give all users the required rights, but allow them to
exercise those rights only through Retail Plus so that their activities are effectively
restricted. If you are using Windows as the network system check to see that the drive
mappings are configured correctly, otherwise every computer may try to set up it's own
inventory data rather than working with the one on the host machine.

Network Screen Updates

A good thing about networks and multi-user systems is that any additions or changes
you make are available to all other users on the system. But this ability does present
complications, one of which you need to be aware of. Many parts of Retail Plus
include browse windows that allow you to see your data in a table, i.e. you see a
window with multiple records on a grid. Suppose that two users both open the same
browse window. They are looking at the same data and the display order is controlled
by the same index. If the first of these users adds or edits something, the information
on the second user's screen is out of date. It will not be updated until the second users
scrolls the window, and in some cases only if the window is closed and re-opened. This
situation is aggravated if the first user changes the field on which the second user’s
table is sorted. The second user's screen is now out of date in two ways, i.e. display
order and the data itself. Many multi-user programs lack browse windows for this
reason, but we believe they are too useful to leave out. You need only be aware of the
problem and be patient if you see unexpected effects in the browse window when there
is more than one user making changes. To make the problem go away you can restrict
yourself to working in "record" view, where you see only one record at a time.
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APPENDIX

Upgrading From Older Versions

Moving Your Retail Plus Data Into VVersion 2.0

Retail Plus version 2.0 can import inventory, client and invoice records from the
previous versions. If you wish to upgrade any or all of these into version 2.0 execute
the following commands:

= To import inventory select: File / Inventory / Tools / Import Inventory
= To import clients select: File / Clients / Tools / Import Clients

= To import invoices select: File / Invoices / Tools / Import Invoices

= To import suppliers select: File / Suppliers / Tools / Import Suppliers

In each case a file dialog appears where you can locate the Retail Plus folder and data
file you want to convert. For inventory the file would be named something like
XXXINV.DBF, where XXX 1is the three-character location code used for that
inventory. The client data is in CLIENT.DBF and the invoices are in INVOICE.DBF.

Please note that Retail Plus does not convert the itemized sales log, purchase orders,
exit totals or back orders from previous versions. It is strongly recommended that you
leave your previous version intact until the end of the fiscal year in case you need any
information in it.
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APPENDIX

Code 39 Bar Code Font

Installng The Font For Barcode Printing

If you are planning to print your own barcode labels you may need a bar code font
installed on your computer. Do the following to install the one supplied with Retail
Plus:

Click on the Start button, select Settings and then Control Panel. Double-click on the
Fonts folder. This opens a window with a menu. Pull the File menu down to Install
New Font. A window appears where you can locate and open the Retail Plus folder.
When the font name appears double-click on 3 of 9 Barcode (True Type).
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APPENDIX

QuickBooks Integration

Using QuickBooks for accomnting

Retail Plus exchanges data with QuickBooks using Intuit's new QB-XML data
exchange standard. You must be running QuickBooks Pro or Premier, 2003 or later
because those are the only versions that support the process. In order for the two
programs to communicate you must have your QuickBooks company file open in
multi-user mode and Retail Plus must be registered in QuickBooks as an unrestricted
user.

Retail Plus does not require you to have QuickBooks open at the same time as you
make sales in order for the accounting data to be posted. You always have the freedom
to choose when and what information is passed to the accounting system before it is
posted.

Follow these steps to prepare QuickBooks for use with Retail Plus:

- If you have not done so make a company file with the chart of accounts for a retail
business. Just pull File down to New Company and follow the Easy Step Interview.

- Once the company is set up pull File down to Multi-User Mode then pull Company
down to Set Up Users and enter Retail Plus as an unrestricted user with no password.

- Set up the sales tax with the same name and rate as those in Retail Plus. If you have
not entered any in QuickBooks the steps are:

- From the Lists menu, choose Item List.

- From the Item menu button, choose New.

- From the Type list, select Sales Tax Item.

- Enter a tax name.

- Enter a description to describe this sales tax on your sales forms.

- The description prints on your sales forms after the final line item. You cannot edit it
on the forms themselves.
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- Enter the tax rate. QuickBooks assumes the rate is a percentage. For example, enter
7.25 if the rate is 7.25%.

- Enter the tax agency to whom you pay the tax.

- Click OK.

- Set up the method of payment list exactly as it appears in Retail Plus. The menu path
to do this is: Lists / Customer & Vendor Profile / Payment Method List.

- On the Chart Of Accounts create an account with the name of POS Revenue. In the
Description enter Sales Totals and set the Type to Bank.

- Check to see that QuickBooks has created an account called Accounts Payable and
the account type is set also to Accounts Payable. If it is not there just pull the Vendors
menu down to Enter Bills and it will automatically be created.

- In order for Retail Plus to transfer subtotal discounts to QuickBooks invoices they
must be on the Item List as a Discount Item. To do this in QuickBooks the steps are:

- Pull Lists down to Item List.

- At the bottom of the screen click on the Item button and select New.

- Set the Type to Discount, the Item Name to DISC and the Description to
SUBTOTAL DISCOUNT.

- Set the Tax Code to Tax so the items on the invoice will not be taxed at the full price.
- Set the Account to Cash Discounts or another of your choice.

- Leave the Amount or % at zero - it will be supplied at the right time.

Follow these steps to prepare Retail Plus for use with QuickBooks:
- On the opening menu pull Tools down to Setup and select the POS tab.
- Check the box labelled Use QuickBooks.

- Click on the file browser button on the right of Company File. Locate and click on the
QuickBooks company file that you want Retail Plus to work with.

UPDATING ACCOUNTS AND DATABASES

Menu Path - Main Menu / Tools / QuickBooks

The QuickBooks Update commands fall into two categories - those that update data
from Retail Plus to QuickBooks and those that update data from QuickBooks to Retail
Plus. As a normal precaution we recommend using the backup procedure in both
programs before running any of these commands.
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Update To QuickBooks

- Customers - Writes the contents of the Retail Plus Client Database to the QuickBooks
Customer List. Duplicate records (based on the customer name) will automatically be
prevented. This list must be kept current for invoice transfers to work. If you transfer
an invoice from Retail Plus to QuickBooks that belongs to a client not on the Customer
List then QuickBooks will generate an error message.

- Inventory - Write the Retail Plus inventory data to the QuickBooks Item List.
Duplicate records (stock code) will automatically be prevented. This list must also be
kept current for invoice transfers to work. If you transfer an invoice from Retail Plus to
QuickBooks that contains items not on the Item List then QuickBooks will generate an
error message.

- Vendors - Write the Retail Plus supplier data to the QuickBooks Vendors List.

- Invoices - Transfer all open invoices to QuickBooks. If there is nothing owing on an
invoice it will not be transferred. All transferred invoices will be removed from Retail
Plus. Once invoices are transferred you can still make payments on them from within
the Retail Plus POS screen.

- POS Revenue - Transfers the POS revenues to QuickBooks (as they appear on the
POS History table). If you are on a network it will include the POS revenues from all
workstations. In QuickBooks you must have an Income account called Sales. Also
create a Bank account called POS Revenue. This account was set up for you
automatically if you used the QuickBooks installation wizard to set up a retail
business. Please note that all transferred POS revenues are deleted from Retail Plus and
the POS History table is cleared.

Update From QuickBooks

- Customers - Writes the contents of the QuickBooks Customer List to the Retail Plus
Client Database. Duplicate records (based on the customer name) will automatically be
prevented.

- Inventory - Write the QuickBooks Item List to the Retail Plus Inventory Database.
Duplicate records (stock code) will automatically be prevented.

- Vendors - Write the QuickBooks Vendors List to the Retail Plus Supplier Database.

Troubleshooting Info

- Last QB Request - If QuickBooks generates an error message after one of the above
commands is executed this button will pop up a window showing the request sent to it
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in QB-XML format. You can copy and past it into a fax which will make it easier for
us to see why your request was rejected.

- Last QB Response - Similar to the previous button but shows the data returned from
QuickBooks.

INVOICE PAYMENTS

Menu Path - Main Menu / Point Of Sale / Client / Invoices / QuickBooks
You can view and make payments on QuickBooks invoices from the point of sale
screen. Just find the client and press Alt-F3 to check QuickBooks for invoices. These
will be listed in the upper part of the window. Select any invoice in the list to make a
payment on it.
The controls available in this window are:
- Paid By - Select the method of payment being used.
- Amount - Enter the amount being paid.
- Make Payment - This applies the payment to the selected QuickBooks invoice.
- Show All - By default the invoice list will contain only the invoices on which there is
a balance owing. Press this button to toggle between that and listing all the client's

1nvoices.

Please note that QuickBooks will not allow you to pay more on an invoice than is
owing on it.

SUPPLIER PAYMENTS

Menu Path - Main Menu / Purchase Orders / Tools / QuickBooks
After creating the final version of a purchase order you can post the total amount as a
bill to the Accounts Payable file in QuickBooks. This is equivalent to using the Enter
Bills command in QuickBooks. If there is more than one supplier listed on the PO then
a separate bill is created for each one.

The controls available in this window are:

- Vendor - The supplier to be paid.
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- PO Number - The purchase order number.
- Amount - The total cost of the goods coming from the supplier listed.

- Due Date - By default the due date is 30 days from today. Press the calendar button to
the right to change the date.

- View QB XML - Press this button if you are getting error messages from QuickBooks
concerning the bills posted. When the next bill is sent to Accounts Payable you will get
a display showing exactly what was sent to QuickBooks and the response. Note that
this information is formatted in standard XML language and is used only for
troubleshooting.

For this process to work you must have certain accounts set up in QuickBooks. If you
have not done so please see QuickBooks Setup before attempting to use the accounting
links.
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APPENDIX

Software License

Please Read This

Retail Plus can be a valuable tool in helping you manage your business. It does not
supply you with sound business practices and does not substitute for your own mastery
of what goes on in the store. Test it mercilessly to satisfy yourself that it is the right
tool. We will make every effort to help you use Retail Plus successfully and to correct
any deficiencies that may come to light.

Retail Plus Software License

1. True North Computer Services (the "Licenser") grants a non-exclusive License
to the registered user (the "Licensee") to use Retail Plus, (the "Software") which
comprises computer programs, supporting documentation, and any copies thereof. The
Licensee acknowledges that the Licenser is the sole owner of the Software and that
neither title to nor ownership of the Software is transferred to the Licensee.

2. The Licensee agrees that each computer or network server on which the
Software is installed will require the purchase of one copy of the Software except for
instances where the Licensee wishes to work at home. The Licensee shall not permit
the Software or any part to be disclosed in any form to any third party and shall not
permit unauthorized copying and distribution.

3. This License may not be assigned to a third party. If you sell your business you
cannot include Retail Plus in the deal.

4. The Licenser’s sole warranty to the Licensee is that the Licenser has the right to
grant a License of the Software in the manner set out here. The Licenser gives the
Licensee no other warranties, expressed or implied, including any implied warranties
of fitness for a particular purpose. In no event arising from the performance or non-
performance of the Software shall the Licenser be obligated or liable to the Licensee in
any manner for consequential, special or incidental damages, including loss of profits
or suits by third parties. Furthermore, in no event shall the Licenser be liable to the
Licensee for amounts in excess of the amounts already paid by the Licensee to the
Licenser.
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5. The Licensee further acknowledges that the Software does not enable the user
to carry out the steps needed to conduct a profitable trade and that the Software is
merely a system which facilitates the storage and retrieval of information, the accuracy,
security and integrity of which cannot be guaranteed by the Licenser.

6. The Licenser may terminate this License if the Licensee fails to comply with
these License terms.

7. Any License Of Software is subject to the terms of this Software License
Agreement and those terms supersede any other agreement between the Licensers and
the Licensee.
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ITEM TAB, 31, 43,73

ITEM TYPE, 31

ITEMIZED SALES LOG, 11
ITEMIZED SALES LOG, 14
ITEMIZED SALES LOG, 14
ITEMIZED SALES LOG, 89
ITEMIZED SALES LOG, 11,17, 82, 91, 92
ITEMIZED SALES LOG., 11

KEYBOARD EQUIVALENTS, 13
Kit, 31, 42

KIT TAB, 42

KiTs, 42

113



RETAIL PLUS FOR WINDOWS 2.0

LABELS, 23, 47, 61
LAST cosT, 38, 69
LAsT CosT, 32, 33
LAYAWAYS, 13, 47
LETTERHEAD, 17, 56
LICENSE NUMBER, 2, 77
LLETTERHEAD, 17
LOCATION CODE, 3
LOCATIONS, 3, 20
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