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For Your Information...

Here is some logistical information about this training class:

CLASS HOURS Class starts promptly at 8:00 am and runs until 5:00 pm each day.

BREAKS Normally, there is at 15-minute break during the morning and afternoon.

LUNCH The instructor will stop class for approximately one hour to allow
participants to enjoy their lunch. There are several restaurants within
walking distance of the Memphis training facility.

PHONES Please turn off your cell phone while in class. You can handle calls and
text messages while on breaks and at lunch.
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COUNTERPOINT FUNDAMENTALS — OVERVIEW OBJECTIVES

Section 1: After completing the readings and exercises in this section, you will
Overview

be able to:
= Start and log in to NCR Counterpoint

»= Navigate the Counterpoint menu

» Use filters, lookups, table views, and zooms
» Produce regular reports and Quick Reports
= Enter dates

=  Work with Message Center

= Access online help

= Work with Timecards

e
we



GENERAL INFORMATION

» NCR Counterpoint Enterprise Edition

» Runs under Windows Server 2012 R2 (64-bit)
Windows Server 2008 (32-bit or 64-bit)
Windows 10 (64-bit)
Windows 8.1 (64-bit)
Windows 7 (32-bit or 64-bit)
Windows Embedded POSReady 2009 (POS workstations only)

» LAN (Local Area Network) or WAN (Wide Area Network) capabilities

» Microsoft SQL database, using SQL Server 2012 Express (SSE)
SQL Server 2008 R2 Express
MSSQL 2012 or 2008 R2

» Supports Windows printers for all report printing

» Reports and forms are Crystal Reports format (Version 10)

» Labels produced using NiceLabel Pro (third-party software)

» Multi-Site operations using DataXtend Replication Engine (third-party software)

» Export Accounting Interfaces require SQL Server 2000 Data Transformation Services (DTS)
runtime

» Server - 2 GHz Pentium 4 or better, 4 GB RAM

» Workstation — 1.3 Celeron M or 1.6 Pentium M, 2 GB RAM



NCR COUNTERPOINT BASE SYSTEM

Point of Sale

Sales, returns, validated returns, orders, backorders, special orders, layaways,
holds, quotes, store credits, gift cards, multi-currency support, EBT food stamps,
stored value cards, tracking numbers, cash drops, cash loans, and CMP credit
card processing (RBS Lynk through NCR Payment Services)

Inventory

Items, 3-dimensional gridded items, tag-along Kits, barcodes, 3 price levels,
margin-driven pricing, special, promotional, and contract pricing, mix-and-match
pricing, price sheet, average cost by location, adjustments, physical count,
transfers, transfer advice, merge items, and labels

Alternate units supported in all transactions that move inventory

Customers

Cash customers, multiple ship-to addresses
Loyalty programs and merge customer utility

Purchasing

Vendors, vendor item costs, purchasing advice report — Maximum,
Replenishment, or Days of Supply, Forecast-driven replenishment, purchase
orders (including allocated POs), receivings, adjustments, and Returns to Vendor

Sales History

Complete sales transaction history (including reprinting of journals), ticket history,
management history, commissions, and sales analysis reports

Dashboard interface for viewing Sales History data
Purge utility for ticket history and credit card settlement history

Ecommerce Integration with NCR Retail Online for publishing item catalog and accepting
orders from merchant’s NCR Retail Online website

Timecards Track employee time worked

System Multi-company, multi-user, messaging, gift card and store credit maintenance
Interface distributions to G/L and voucher receivings to A/P
Database utilities - data verify, data import and export, and data migration
WAN operation is supported through the use of Workgroups and Client-specific
registry keys

Setup Configuration and setup functions for all modules
Change field names on windows, add picture masks, constraints, and change
text of messages

Reports Pre-defined reports in Crystal Reports (V 10) format, and Crystal runtime to print

them

Customizable with Crystal Reports (purchased separately)
Send reports via e-mail

Save report parameters (public or private)

Quick Reports from lookups allow simple changes without requiring Crystal
Reports (portrait or landscape orientation)




NCR COUNTERPOINT OPTIONAL MODULES

Advanced Pricing

6-level pricing

Location-specific pricing

Price by cell (single-cell line items)
Location-cell-specific pricing (single-cell line items)
Pricing location

Custom stored procedures for price rules

Credit Cards

Electronic draft capture/settlement using First Data North, First
Data South, TSYS, or Paymentech and Canadian Debit card
support

Data Interchange
(no charge)

Import and Export utilities for data migration

Gift Registry

Create and manage gift registries for your customers

Hub
(no charge)

Required on primary server for Multi-Site operation

Kits/Bills of Material
(no charge)

Assemble other items, in advance to produce a sellable item,
or bundle items at the time of sale for a single price
(miscellaneous kit)

Multi-Site
(no charge)

Required at Hub and each remote store for Multi-site operation
and synchronize multiple copies of company database on
multiple SQL servers

Offline Ticket Entry

Allows users to continue ringing up sales and taking orders in
offline mode when workstations cannot connect to the
database server. Data synchronization via NCR CPServices.

Receivables

A/R charge customers, process cash receipts, reverse a cash
receipt transaction, finance charges, aging report, print
statements, send statements via e-mail, customer
adjustments, and pay-on-account transactions in Point of Sale

Serial Numbers

Serialized items (sometimes or always), serial cost (always
serialized items only), historical transaction detail for each
serial number




GETTING STARTED WITH NCR COUNTERPOINT

Starting NCR Counterpoint

Double-click the desktop icon

Or

. . all Programs — #
Click 4 start and then click

Locate the NCR Counterpoint | NCR Counterpoint comes
folder, and then click NCR 26| [ICF. Counteroal
. . D tati i
Counterpoint . i T U
. Training
| Utilities Computer
.. NetZero
.. Morton Internet Security Control Panel
| PC Chedwp
| QuickBooks | | Devices and Printers
.. Skype
| Snagit 9 LI Default Programs
4 Back Help and Support
Search programs and filles IQJ Shut down >|

Selecting a Company

The NCR Counterpoint splash screen
appears.

se
The Select a Company screen then appears ' "d“ion
if you have more than one Counterpoint /
database. Select the company name from

the drop-down list.

(If you installed the training data, you can Sclect a Company 21
select Camptown Golf Training.) @", Gompany [Camptown Golf Trainng 3
( QK | Cancel | Help I :
. ak. | " s
Click = when completed. ) . .
©1007 Rature Syxtumn, Inc. AR rights resirved. Ridamt Syviems 3nd disipn 4 4 regrolered tradeeurk of

Radant Sytarma, e, Al ofter radenarls e the propecty of ther retpectwe Cwters

A message appears as the database CounterPoint SOEENESEENE.

connection is made.
Connecting to database CampGolfTraining...




GETTING STARTED WITH NCR COUNTERPOINT

Logging into NCR Counterpoint

The NCR Counterpoint Login appears.

Enter the Counterpoint User ID that you want to use, and enter the user's password. The user's
normal workgroup ID automatically appears.

(If you selected Camptown Golf Training, enter MGR as the User ID and 1 as the Workgroup ID.
Passwords are disabled in the Camptown Golf Training database and do not need to be
entered.)

If no users have been defined yet, you can 21|

enter any User ID (you will not be asked for a
Password or Workgroup ID).

This software is not registered

Enteryour user 1D and password for this company

User ID [MGR
(o]
] ] Easswordl
The next time you start NCR Counterpoint for Workgroup 1D [ ]
this company on the same computer, the last
User and Workgroup that was entered will %Eﬁ\é o | _— ‘ Company Help
automatically appear. wl

You can click ﬂl to switch to a different company.

Click LI when completed.

If your company has been configured to use X

Timecards, you may be prompted to clock-in when
starting Counterpoint.

?r) ¥aul are nak currently clacked-in,
- would you like to clock-in?

112:16:43 PM |

| w |




MAJOR AREAS IN NCR COUNTERPOINT

When working with Counterpoint, you will encounter four major areas: Configuration, Database
Maintenance, Transactions, and Reports. Let’s take a closer look at each.

Configuration: use to
configure how your
company will function.
For example, User
Preferences allows you
to select which menu
style will be used by a
user. Configuration
selections generally
appear under the Setup
section.

Database
Maintenance: use to
add, edit or delete
master data records.

QEH+XBEE «» L EBS-

L/:\I@| M anager

Main |User|nterface| Mes&agel

User IMGH

[}\9.

Haome action ITouchscreen Ticket Entry

Open home action at startup [~

[

ain menu hyle IEr:pIc-rer [dual panel]

— Buttan Style

Bound comers [

Text pozition IBottom v|

Font |“Arial“, 4, [Bold], [cWindowText]

100x100 pixels

]

=10l |

QE+XBmB «» LD @G-

Item number IADM-SCD lﬁ@ Aulu-assignl

BE|

Copy from item number I

Description IAdams SC Driver, RH

Iain Descriptionl Unitz I Grid I Barcodesl Prolilasl Senalizadl Other I 5ubstitute|tems|

Price-1 IESS_BQ SE Guantity on hand | 10
BRegular price IESS 93 Quantity available |11
Last oozt |159.9950 Stocking unit |EACH g

Discountable W
Status | Active -

Taxable v
Status date | 2/ 272000 -

Tax category I @

Category IGULF @ Label code E
Sub-category ICLUBS E Mix-andMatch cade @@
Auto-Assign

Agcount code |1 g
[l Adams Golt

Barcode |1
Primary wendor IADAMS

Wendor's item $# I

1o

Item type Ilnventmy -
Tracking method INorma\ hd

=10l x|

;Inventory Prices | | Yendor Items




MAJOR AREAS IN NCR COUNTERPOINT

Transactions: use to record

business events.

A transaction usually adjusts
inventory or a balance for a
customer. For example,
selling an item to a customer

is a transaction.

The menu selections for
transactions usually include
Enter, Edit List and Post.

Reports: allows you
to ask for specific
information from the
database and shows
it in a predefined
layout.

For example, you
can use a report to
find out the value of
your inventory for a
specific category of
merchandise.

BE+XE|«r|[LEDSG 8-
Purchase request # |1 00021 2 Quto-assignl

Location | MAIN |

=10l

Vendor number | DUNLOP @) Durlop Order date | 7/30/2008 Cop Pl |
Use conzolidated lines for IAII item types j
Wendor | Ship-tol Order I Lines I Mizc chargesl
Wendor nurmber IDUNLDF’ Ig@| Dunlop
= Mext:
MName IDunIop
Erinit
Salutation IMr. First name IJohn S
Last name IJones Post
Addresz 1 IDunIop Manfli Sports Save
Address 2 |?28 M. Plzazantburg Drive
Address 3 I
City |Gresnvile State [5C
Zip code |2SBD2 Country I
Phane I[SUU] 476-5400 Contact 1 IDunle Maxfli Sports Corporation
Fax I Contact 2 I
)
[E3] valuation Report 101 x|

Repart IDetaiI j

Order by IItem number j

Parameters | bern I Iriventon/Price

[~ Print senial nurnber detail

E-mail I Freview Frrint Optionz = LClose |




NCR COUNTERPOINT MENU STYLES

Several menu styles are available within Counterpoint: Explorer, Tree, Standard and Button. To
change the menu style, go to Setup > System > User Preferences. Let’s take a look at the
different menu options.

Explorer (Dual Pane) Menu Style

Title Bar ——» E.*] Camptown Golf Train Config - CounterPoint SQL Enterprise i ]

Menu Bar —rJ File Help

a9 .

Harie

Toolbar J Exit Windaw List Execute ‘ Help

=2 Point of Sale L Tickets

[ Gitt Registries ﬁ Ticket Entry
3 Drawers |1 Touchscreen
-7 Batch Processing Edit List
-3 Credit Cards ™ Post

-2 Tracking numbers
-3 Reparts

- Wiews

f-L7 Inventory

i3 Customers

73 Purchasing

730 Sales History

73 Ecommerce

3 Timecards

-7 Data Interchange
-3 Spstem

-0 Setup

Menu ————»

frmy O o IO g O e B P

User

l

Status Bar ——» 44 [ imeR [Menu: (default) 4

T

Workgroup Menu
Code

Title Bar Shows the company name of the database you are using

Menu Bar File  Activate an open window, or exit Counterpoint

Help Access online help or About CounterPoint SQL



NCR COUNTERPOINT MENU STYLES

Toolbar (keyboard shortcut)

. . 2 Start highlighted menu
it Exit Counterpoint (Ctrl+X) E selection (Enter)
whiawm ,(Acc::ttn/f\;[\(/a)open windows Hﬁ Access online help
4 || Runthe Home or previously
Home used menu selection (Ctrl+H)
Menu Shows all available menu selections, with the active one highlighted

Status Bar Shows the workgroup and user currently logged into Counterpoint and the menu
code for the current user

Tree (Single Pane) Menu Style

Ei'j Camptown Golf Training - CounterPoint S0OL Enterprise - |EI|5|
| File Help

= o . @A (7]

E xit WWindow List Haome Execute Help

EI@ Paint of Sale

'-D Drawers
--El Batch Processing
--D Credit Cards
EI Tracking rumbers
D Reports
H-E Views

f-[2 Ireeenton

i3 Customners

f-[2 Purchasing

f-[2 Sales History

i3 Ecommerce

i3 Timecards

f-[ Data Interchange

f-L System

f-L Setup

s O O e O e O e O e O o O s O s |

| [ 1fmeR | Menu: (defaulk) v




NCR COUNTERPOINT MENU STYLES

Standard Menu Style

|L'-_':11'_,] Camptown Golf Training - CounterPoint SOL Enterprise - |D|ﬂ

J File | Faint of Sale  lrventory  Customers  Purchaszing  Sales History  Ecommerce  Timecards  [Data Interchange Syl

B Tickets b Ticket Entry )
= ire Regiskries » [ Touchscreen elp
03 orawers + Edit List | 1/MiER, |Menu: (default)

——— [ Batch Processing * [ Post
2 Credit Cards
= Tracking numbers
= Reporks
[ visws

3
3
3
3

Button Menu Style

Button size and appearance is user-configurable.

Lw) Camptown Golf Training - CounterPoint SQL Enterprise

I | 1/MGR  |Menu: (default) 4




TOOLBARS

For each user, you can select the toolbar scheme to use on maintenance windows: Simple,
Default or V7.

To change the toolbar scheme for a user, go to Setup >System > User Preferences.

Simple Toolbar
gl:ltems _-_lﬂjlj

AR+ xX@e@E <« L0 G0

Default Toolbar
E[l’ems ;lglﬂ

: File ~ Edt ~ Data~ Help ~

BH | +XBHN e B~ < -7@-&;—\3-p|na-ml =z

Refresh Bookmark Set Active Index What's This
(F5) (Ctrl+B) (Ctri+l) (Shift+F1)
V7 Toolbar
Ei"l'llls = ‘-_lnl_x_’
Hom number VSO temte [ivericy 7]

Cogrp from em numbet ' Trackng method 'Numd 'l

Desgrption [Adsms SC Dever, RH
Man | Desciption | Unts | Gad | Barcods: | Profies | Senateed | Other | Substhte lems |

Peel mE 1) Qusiiyonhend (10
Bogumpece [958 Quaraly avalable |11
Latcon TS0 Sckegure [EACH ]
Drscountable ¥
Loubhe ¥ Sounficm 3]
Tag categony [ 7= Steusdue [2727200 =]
Coegoy [GOF ) Lbeicode|  [F
Swesegoy [CUES [ MicsndMacheode [ ]G]
Agcount code [ 7S
Barcods [1 m'
Prieny vendoe [ADAMS [PAE) Adams Got
Vendols tam 8 |

»)

[ et ) || Prov(@uterr) | elete(F3) || Notes (FS) || Lookp (Fi0) |
[ ety 7 v Rems ) rces i)




TOOLBARS

Toolbar Buttons (keyboard shortcuts)

ﬂ Cancel (Esc) Cancel changes and redisplay original data
E Save (Curls) Save changes
+ New (Ctrl+Ins) Add a new record to the table
x Delete (Ctrl+Del) Delete the currently displayed record
@] Copy from (Shift+Ctrl+C) Copy new record from an existing one
@ Enable Protected (Shift+Ctrl+P) Allow change to protected field, if authorized
Changes
Table view (Ctrl+Alt+R) View and modify records in a spreadsheet-style
‘ Prior (PgUp) Display the previous record
»> Next (PgDn) Display the next record
Q LookUp (Ctrl+L) Look through all records in a table
% Set filter (Ctrl+T) Display records that match filter set by user
(Red X means filter is not active, Green [ = active)
D Notes (Ctrl+N) Display notes. Displays with writing if notes exist
i) Labels Print item labels
Q Y Pprint (Ctrl+P) Either print a screenshot or a report listing of the
current record
[:\9 - Help (F1) Get help on the active Counterpoint window
(Shift+F1) Get help on the selected field




TOOLBARS

Adding a button to the toolbar

iz
QEH+XE g H <P, =
. . . . o numbor FORSD @] Aein| = MOmE =1
Right-click the title bar of the window e SRR el G —
and select Customize toolbars. | e

Main | Description | Unis | Grid | Barcodes | Profies | Serisized | Other | Sub  Labels as ConroNames
Show defauit labels

Price-1 |453.99 EE Quanti FormClass: Tfrmltems
Beguiar price [338.83 Quangy PPt form
Default size
Last cost [158.9960 Su

Discountable [
Tanable v

Tay category =] B =

Category [GOLF @ Label code lg
Sub-category [CLUBS = Mivandbatchoods [ D@
Ageount cade [1 ys|

Y Aurobssign |

Primary vendor [ADAMS [Pl adams Gor

Last Maintenance Information

Wendar's item #

| Inventory|| Prices| | Vendor Items

@Toolbar editor 21|

Scheme: Simple

Click from the Toolbar editor. =1

Mo custom layout

LCustomize I Bestore defaults |

Close | Help

x

Toolbars  Commands I Options |

Cateqgories: Commands:
On the Commands tab, select the category = X =
HH E it Dielete Item
and specific button to add. o
MiaiEMenu @ Copy from
Filters
gggtkmarks Refrash Item ‘J
Indexes
[Ett:;izfnaq; @ Enable Protected Changes
Custom

o First Item

=l

Drag and drop the button to the desired location on the toolbar.
AR+ xlmem «» LB WG

Close the Customize window and then close the Toolbar editor. When asked, answer
Yes to save the changes. The new button will now appear on the toolbar.

Deleting a button on the toolbar

To remove a button from the toolbar, choose to Customize the toolbar. Right-click the
button and select Delete. Save the changes.



GETTING HELP

Hosted at www.ncrcounterpointhelp.com

Requires Internet connection
Configure firewall to allow outbound traffic via port 80
Install Counterpoint help locally by

» accessing Software Documentation page on Counterpoint user portal or
partner portal

» downloading NCR Counterpoint V8.5 Online Help file

» copying V85_CounterpointHelp.zip to the Counterpoint installation
directory on your server or workstation (e.g., C:\Program Files (x86)\
Radiant Systems\Counterpoint\CPSQL.1)

> right-clicking V85_CounterpointHelp.zip and selecting Extract Here to
extract the archive.


http://www.ncrcounterpointhelp.com/

GETTING HELP

Accessing Help from the Main Menu and Toolbar

Click Hﬂ" on the NCR Counterpoint Main Menu menu bar

elp
E’.ﬂj Camptown Golf Training - CounterPoint SQL Enterprise -0 x|
| Eie | Help
(@ contents and Index Ij) #F ‘ 7}
7] Help on This Window  F1  pme Execute Help
w0 NP what's This?  Shift+F1 | Inventory
2 =7 about CounterPoint. .
-0 Customers E Items

Click I;Q 5 on the Toolbar.

GHA+ X

<> P R0 @GR
[ what'sThis?  Shift+F1

. . . &) Contents and Index
A drop-down menu with various help selections appears. "5 Help on This Window  F1

5 About CounterPoint. ..

For field-specific help, click @ and then click the specific field.

25 Items _ ol %]
= B B B
QE+XESE «»r| LB =S 9
Item number [EDM-5CD @) fuiossian | Jtem type [Inventory -
Copy from item rumber [ = Tracking method [Momal -
Desgription [Adams SC Driver, FRH
Main | Description | Units | Grid | Barcodes | Profiles | Serialized | Dther | Substitute Items |
Price-1 [333.53 EE Quantity an hand | 30
Begular price |359.33 Quatity available | 30
Last cost [153.9860 Stocking urit [EACH 5|
Discountable
Totye T m—
Ve ez £
Categolp | =]
I Tax category
Sulseeas Enter or look up the tax category to assign to the item.
Ageount co I The tax category you choose determines which tax rules apply to the item.
Bareo, I [ Use the Tax Categories window to define tax categories to assign to your
Frimany vendff | items.
Vendor's ter | |
| 2]
=~




GETTING HELP

Select Start > Programs > NCR Counterpoint > Documentation > NCR Counterpoint
Online Help

) What's This?  Shift+F1
). Contents and Index

or click on the Counterpoint toolbar and select
Contents and Index to access the full NCR "2 telp on This Window F1

Counterpoint Help file. £3  About CounterPoint...

Windows Internet Explorer

6 Welcom

& hep:/ncrcounterparthelp.com,

@ welcome x

Ele Edt Vew Favorites Took telp

Suggested Sites ¥ | Free Hotmail 2] ieb Slice Gallery v

Notes >] N8 | COUNTERPOINT

ation Guide

int!
A — ‘Welcome to NCR Counterpoint!
Getting Started Select an entry from the Contents or Index tab to display the corresponding help topic
tof Type a word or phrase in the Search tab to find help topics that contain that word or phrase.

Click the [2] button on any NCR Counterpoint window— or press F1— to display the help topic for that window.
Click the ¥ button and select any field— or press SHIFT+F1— to display the help topic for that field
Click the [Z] What is__. ink below the heading of a window-level topic to display a list of fields and buttons that appear on the window
Click the @ How do . link below the heading of some topics to display a list of related, step-by-step procedures

To resize the help topic text, click the topic window and press CTRL+PLUS SIGN to make the topic text larger or CTRL*MINUS SIGN to make the text smaller.

ing NCR Counterpoint

€ Defining new item: dows Internet Explorer

2 Defiing newitems x

1t nercounterpoin thelp.com

Fle Edt View Favorites Toos Hep

Click the
Contents tab.

H v Defining new items.
Select a topic - [eweee ]
c N Counterpoint maintains an item record for each item you sell and for each service you offer to your customers. In addition, your database may include items you use
from the Contents
pane.

Suggested Sites ~ £ Free Hotmail £ ] Web Sice Gallery ~

item. Occasionally, you may need to define new item records for tems or Services that you have begun offering
Follow these steps to define an item record for a new item
+Point Fundamental 1. From the main menu, click Inventory, and then click Quick ltems to display the Quick ltems window:

Getting Started

~

Enter an ltem number or click the Auto-assign button to create a new item record

w

Enter a brief Description of the item you are defining.

4. Select an B option from the Itemtype list to specify the type of item you are defining

The information -
on that topic will

appear on the o

right pane of the S .
Help window. '

& Once you save an item, you cannot change its ltem type.

o

Select an &l option from the Tracking method lst to specify the manner in which Counterpoint tracks inventory for the selected item.

=)

Enter the amount you normally charge for the item in the Price-1 field

-

Enter the MSRP for the item in the Regular price field.

=

If you are authorized to enter costs, enter the amount it costs your company to purchase the item in the Last cost field

For Non-inventory or Service items, you can enter the COS % (cost of sales percentage) value to calculate the amount of profi for a sale.

©

Click the Barcode field and enter (or scan) the barcode you want to ssign to the item
I 2T A Alternatively, you can click the Auto-assign button next to the Barcode field to automatically assign the next sequential barcode to the item.

Printing admission ti

5

Enter or look up the Category to which the item belongs

You may enter or look up a Sub-category to further classify the item

12. Enter or look up the Primary vendor for the item to specify the vendor from whom you normally purchase the item

®

Enter the item number that the vendor uses to track the item in the Vendor's item number field. This is the item number you will use to order the item from the w

tem Labels

4. Enter or look up the appropriate option for each item attribute field you enabled on the Items tab of the Quick Setup window.

Bills of Material

5. If you defined any profle felds on the ltems tab of the Quick Setup window, the Profiles tab appears on the Quick ltems window. Click the Profiles tab to displ.
Sales Kits
Adiustments Enter or look up the appropriate value for each profil field

Phy;

16. Click the Hl button on the toolbar to save the item record
d
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GETTING HELP

Use the Search feature to enter a keyword to find a topic. A list of topics containing your
keyword appears in the window.

Your search for "timecard” returned 34 result(s).

Maintaining timecards

Maintaining timecards From time to time. you may need to correct or complete timecard entries for your users. For example, if a user forgets to clock out when he or she goes to lunch or leaves work for the day, you must enter the
missing clock-out time to complete the user's imecard.

3_Back_Office/Timecards/Maintaining_timecards.htm

Exporting timecard entries
Exporting timecard entries The Export Timecards function allows you to export imecard entries to a Comma Separated Value (.csv) file, which you can import into your payroll software or another application
3_Back_Office/Timecards/Exporting_timecard_entries.htm

Purging timecard entries
Purging timecard entries To remove old, incomplete, or voided timecard entries from your database, select Timecards > Purge Timecards, and then specify a Cutoff date. Only entries that were recorded on or before the date you =~
specify will be purged

3_Back_Office/Timecards/Purging_timecard_entries htm

Clocking in and clocking out

Clocking in and clocking out After you enable timecards and define timecard settings for each system security code, all users who are allowed or required to use timecards will be able to record their time by clocking in and clocking
out.
3_Back_Office/Timecards/Clocking_in_and_clocking_out htm

Timecards

Timecards This versicn of NCR Counterpoint includes comprehensive Timecards functionality that allows you to easily track the hours your employees work.
3_Back_Office/Timecards/Timecards htm

Clock-in/Clock-out
Clock-in/Clock-out What is... Select Timecards > Clock-in/out to display the Clock-in/Clock-cut dialeg, which allows you to record timecard entries by clocking in and clocking out.
CSHrmSYTimeClock/frmSY TimeClock htm

Defining timecard settings for users
Defining timecard settings for users Use the new Timecards tab on the System Security Codes form (Setup > System > Security Codes) to specify which users are allowed or required to complete timecards in Counterpoint
5_System_Administration/System/Defining_timecard_settings_for_users.htm

Clocking in and out from the status bar

If the Show timecard status setting is in effect for a user's system security code, the status bar that appears on the main menu, the Ticket Entry window, and the Touchscreen Ticket Entry window indicates whether the user is
clocked in or not. With this Service Pack, users can click the status bar indicator to display the Clock-in/clock-out window. making it easier for users to clock in or out.
Release_Notes/Timecards/Clocking_in_and_out_from_the_status_bar him

Printing a Timecards report

Printing a Timecards report The Timecards report allows you to print your users’ timecards for your users for a specific date or date range. This report also identifies incomplete timecard entries, so you can make the necessary
corrections

3_Back_Office/Timecards/Printing_a_Timecards_report htm

Timecards Enter
Timecards Enter From time to time, you may need to correct or complete timecard entries for your users. For example, if a user forgets to clock out when he or she goes to lunch or leaves work for the day, you must enter the

Click a topic to see the help information.

This version of NCR Counterpoint includes comprehensive Timecards functionality that allows you to easily frack the hours your employees work.

Users can clock in and clock out from any Counterpoint workstation, using a simple interface that they can access from the main menu or from within Ticket Entry or Touchscreen Ticket Entry. Each time a user clocks in or clocks out,
the time is recorded in an entry on the user's timecard for that day

In addition, Counterpoint now allows you to:

Specify which users are allowed or required to complete timecards.

= Restrict users from using Counterpoint if they are not clocked in

Prompt users to clock in when they log in te Counterpoint, Ticket Entry, or Touchscreen Ticket Eniry, or when accessing drawer-related functions.

Prompt users to clock out when they log out of Counterpoint

Notify users when they are not clocked in

Complete, modify, or void timecard entries for other users

= Print the TIMECARDS report to review timecard entries and to identify incomplete timecards.

Export timecard entries for subsequent import into payroll software.

Purge old or unnecessary timecard entries

& Counterpoint’'s Timecards features are not available in offine mode.

@® Counterpoint uses each workstation's system time to record timecard entries. To ensure accurate timecards, do not allow your users to change their workstations’ system time settings. To ensure accuracy, use clock synchronization
software on all of your workstations.

The keyword is highlighted throughout the topic. Click the Remove Highlights button on
the top toolbar to clear the highlights.



GETTING HELP

@rer

Click the Glossary tab to view a list of
glossary terms.

Search Glossary

nt

Click a term to view its definition.

I Address Verification Service (AVS)

A third-party service that reduces credi Welcome tc

d fraud b firming the card
card fraud by confirming the car Select an entry fr

holder's address information when the

physical card isn't available to swipe Type aword orp
through an MSR device (e.g., as with Click the [ butte
telephone orders). AVS processing Click the " buttc
doesn't affect whether the charge is
approved. Instead, AVS indicates Click the MM
whether or not the address provided by Click the @) How
the customer matches the address on filg To resize the helj
with the credit card company so that the

merchant can decide whether or not to

process the charge.

Adjustment

What's This? Shift+1
Contents and Index

Help on This Window F1 I
About CounterPaint...

Select Help on This Window or press F1 to display help for the
active window.

[@ NCR Counterpoint SQL Help Y [ 73]

Fwhatis.. | @ Howdol.

Select Inventory = Items to display the ltems window. Use this window to define item records for the goods and services you sell.

Each item record you define can represent actual merchandise, labor or other services you provide, extended warranties or repair plans, discounts, or anything else you
offer to your customers. When you create an item record, you must select an ltem type option to specify what kind of item you are defining. You must also select a Tracking
method to specify how the item will be tracked.

For each item, you can record descriptive text, category and sub-category classifications, multiple price levels, taxable status, a default barcode, and a variety of other
details. For example, you can select the primary vendor for each item and associate the item with the vendor's item number, making it easier to order the item. You can
also specify the stocking unit and up to five alternate units for each item, allowing you to purchase and sell the item in different units

From the ltems window, you can also access other windows and dialogs that you can use to complete the item record. For example, the Barcodes window allows you to
define multiple barcedes for each item, while the Inventory window allows you to create inventory records for the location(s) at which the item is stocked, and the
Substitute Items dialog allows you fo assign suitable substitute items to the item you are defining

[ Before you define item records, you should:
+ Use the Account Codes window to define the necessary account codes for your items

+ Use the Vendors window to define a vendor record for each of your vendors

+ Specify the item profile fields you want to use on the Profile tab of the Inventory Control window.




GETTING HELP

Select About CounterPoint to access information about | WhatsThis?  Shift+1
this instance of Counterpoint. %) Contents and Index

T Help on This Window F1
B About CounterPaint...

21|
Version Info tab ‘ NCR.
Counterpoint SQL

www counterpointpos.com
Wergion Info Eertlhcatlunsl System Plowderl

Product version: 8.5.0

Service Pack: 8.5.0.0

Database Version: 29 35

EXE Build Date: 2015-03-26 10:34:05

CounterPoint.ini Build Date: 2015-03-26 10:34:05

Top-evel Directary: C:%\Program Files [#86]\Radiant Systems\CounterPaintyCPS OLBSAT oplewvelt,
Program Mame: C:\Program Files [xBETNR adiant Systems\CounterPointy CPSALESBin\CounterPoi
[ratabase Server "WUSMG185155-P|84sq2003

Database Name: CampGolfTraining8s

Database Alias: CampGolfTraining85

Close

Certifications tab - NCR
Counterpoint SQL

www.counterpointpos.com
Version Info  Certifications |System Provider]

National Conference of Weights and Measures: NTEP CCHOE-003

Close

@ About Counterpoint SQL 21|

NCR
Counterpoint SQL

www.counterpointpos.com
Version Info | Certifications  System Provider I

System Provider tab

Shows Partner.rtf or
Dealer.rtf, if either exists.
Otherwise, shows
NCR.rtf (supplied).

NCR COUNTERPOINT

Rich text files located in
C:\ Program Files (x86) \ »]

Radiant Systems \
CounterPoint \ CPSQL.1\

TopLevel. Can include text, graphics, email and web links.




GETTING HELP

Using the Training Manuals

Partners: Download from http://retailchannel.radiantsystems.com/training-
manuals.htm (Training > Instructor-led-classes > Training Manuals

Customers: Download from http://www.counterpointpos.com/news/training-ilc-
classes.htm on detail page for each class

@Radiant Retail Portal - Training Manuals | | J
Tral nlng Training / Instructor Led Classes / Training Manuals
*Instructor Led Classes
TRAINING MANUALS
Policies.

V8.4 Training Manuals

Accommodations

T T E Counterpoint Fundamentals V8.4 Training Manual (course #305) - 07/02/12

The Counterpoint Fundamentals Training Manual for V8.4 includes changes made to:

» Webi = -
febinars 1) allow emailing of receipts and other documents (such as customer statements, POs, and reports),
LT 2)the use of price sheets to change many item prices at once,
3)the ability to merge items, and
» Onsite Training Services 4) improvements to Dashboard.
» Elearning Downloads Updated through V8.4.5.
» Trainer Certification 305-CPFundamentalsTraininglanual. pdf

Configuring Counterpoint /8.4 Training Manual (course #306) - 09/04/12

The Configuring Counterpoint Training Manual for V8.4 is used in courses 306 and 306A. ltincludes
these changes from the V8.3.9 training manual:

1) Counterpoint installation for a server and workstation,

2y Radiant receipts and receipt editor,

3) Location of Counterpoint folders and files,

4) Device Management for configuring Radiant-supported devices,

5) PCI DS5-Compliance features in Counterpoint

Using the Tutorials

Select Start > Programs > NCR Counterpoint > Training > Tutorials

=10l x|

All are self-paced tutorials.

¢ Fundamentals Overview > Point of Sale Tickets

> Defining Items *> Point of Sale Orders

> Defining Customers > Printing Labels

¢ Purchasing & Receiving > Receivables

> Physical Count > Customizing the Dictionaries

> Transfers

EXIT
CounterPoint SQL {_* Radiant
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GETTING HELP

Using the Knowledge Base

From the NCR website, go to Technical Services, and select NCR Counterpoint
Knowledge Base (available to CSS users on counterpointpos.com).

Enter your search phrase and select the appropriate version of Counterpoint.
Then click .

NC R CO U NTE R POl NT User Portal Partner Portal Logout

NCR Counterpoint Knowledge Base

KB Home | Search | News | My Favorites | My Profile
CPSQL Knowledge Base v Y Y

AllL Categories
accounts

éﬂ nternal Support Docs (26)
e Partner Solutions (450)
= CPDialup (&) —

2 P News & Announcements -
& CPGateway (6) _ -T

L:, NCR Counterpoint 8.5 Release Notes | Posted on: Tue, Mar 31, 2015 at 9:53 AM
2% CPMobile (11) & Ma ffective October 14, 2016 | Posted on: Mon, Feb 16, 2015 at 4:31 PM
B Hardware (14) \f, Update: CPMobile and i058 (12/23/14) | Posted on: Fri, Sep 19, 2014 at 9:43 AM
@ NCR Counterpoint (160)
Featured Articles Popular Articles
$ SecurePay
¥ SmartAlerts (&) EJ “Internal” Data, forms, or reports required for 8.5 new features are not installed automatically @
N = Published on Fri, Apr 10, 2015
E-1 hGuard (0)

ERROR: Please Retry when attempting to settle with NCR Secure Pay
Published on Wed, Apr 8, 2015 in Errors
E NCR Secure Pay: NCR Counterpoint Data Flow
= Published on Wed, Apr &, 2015 in Secure Pay

H Advanced Search
Articles Search Results .
Shaowr IArtiules - I
1. L1 The total sales and number of tickets do not match froowms
H H That contain jaccounts
Click the article you between historical and sales reports.
- : But nuLI
Want to read . Summary: The total sales and number of tickets do not match
between historical and sales reports. (Management History, Tax In W
Histary, Flash Sales, Sales Analysis by Tax Code) Cause: Each report
calculates the sale and ticket figures based on the taxa._. Read More =2l IA“Y Word :l'
Search in IAII vl
2. L1 Error: Status 3180 ... Quickbooks error message: Sales tax SunhleEl&vﬁnce -1
detail Lline must have a vendor o
Also search in
summary: When attempting to voucher or interface with QuickBooks
the message Status: 3180 .. Quickbooks error message: Sales tax I File Attachments
detail line must have a vendor is given. Cause: This error is the result
of several incorrect settings in QuickBooks. ... Read More ‘ ol Scarch
Have an article suggestion? Share with
3. |2 Error: File ‘chwindows\system32\msvcridll’ could not be  us
Close the browser . :
H ini Can't find what you need? Let us know
WII”IdOW COI”ItaInIng the Summary: Error: File ‘cAwindows\system32\msvcrtdll’ could not be v
i opened attempting to install NCR Counterpoint. Cause: Window's user
article to return to the ’ e . ’
account permissions issue. Solution: Change the owner on the
search results. Mscvrtdll, Usp10.dL_. Read Mare
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Using the Elearning Downloads

From the NCR website, go to the
Training area, and select Elearning
Downloads (available to CSS
users on counterpointpos.com).

You can enter a keyword to search
for any elearning recordings about
a topic.

Click the title of a recording to get
detailed information about the
recording and to download it.

ELEARNING DOWNLOADS

to Simple Sesrch

Keyword Search

Filters
Area

Any

Category

w | | Any

Get Results

Results
Sort by

Publish date v | | Descending | | 10 v

Asc/Desc Rows per Page

Partner Technical Call 04-12-13

Recording, slides and notes from Partner Technical Call 4-12-13; CP Services

#1111 Coffee with CounterPoint-Top § Features

Top & Features

#1200 - Scope and Change Management

Learn how project management can help you better control the time and budget for your
implementations, from planning the individual tasks, to managing changes along the way.

Partner Technical Call 03-14-13

Recording, slides and notes from Partner Technical Call 3-14-13; SCL Database Maintenance




TABLE VIEW

Click

GH+ XBw 8

RN PR ARl =X

L\\Q =

or press Ctrl + Alt + R
* Shows multiple records in a spreadsheet-style format
e Can change or delete records in table view

* A user can choose to start in table view by adjusting User Preferences. .

@ Items ;lglil
QEH+XBESH «» | L300 @G 9
Itermn number |Descripti0n |F'rice-1 |Barcude |Item category |5ub-categuw | Primary vendor | I;I
> |~ Adams 5C Driver, RH 399.99 41 GOLF CLUES ADAMS
|_|ADM-TLZ &dams Tight Lies 2 Wood 34393 4 2 GOLF CLUBS ADAMS
|_|ADM-TL Adamnz Tight Lies 3'wood 34999 4 3 GOLF CLUES ADAMS
|_|ADM-TLS Adams Tight Lies 5 Wood 34999 4 4 GOLF CLUBS ADAMS
| |ADM-TLY Adamns Tight Lies 7 YWood 349.99 4 5 GOLF CLUES ADAMS
| |ADM-TLE Adams Tight Lies 3 'Wood 349.99 4 & GOLF CLUBS ADAMS
| |ADMAMI Adams VM Irons, Set BB9.99 4+ 7 GOLF CLUBS ADAMS
| |ADM-WMI-P Adarns YMI Putter 9393 48 GOLF CLUBS ADAMS
|_|APLHAT Golf hat with logo - 1 size 1299 4 H APPAREL MENS
|_|APL-UME Golf unbrella 1493 4 U GOLF &CCES
|_|BAG-FRD Pro bag with dividers B399 4 BAG GOLF ACCES
| |BAG-PRT Pro bag with tubes 9993 4 GOLF &CCES
| |BAG-ST Deluxe bag with statd 7999 4D GOLF ACCES
|_|BAG-TRY Golf bag travel case 39395 4 GOLF ACCES
L BALL-RET Ball Return - Battery powered | 2993 4 GOLF MISC DUWLOP
|_|BALL-RETFRO Ball Retun - FRO B399 4 GOLF MISC DUNLOP
_|BEER Beer 200 4 FoOoD DRINKS
|_|BIGBURGER Deluxe Hamburger 225 4 FOoD SMACKS
=
% Inventory ‘ Prices ‘ Yendor Ikems

To change multiple records at the same time:

Use Shift + arrow keys to select contiguous records.
Use Control + click to select non-contiguous records.

After selecting records, right-click the field in a record that contains the correct
value and select Copy values to copy that value to all selected rows.



TABLE VIEW

Right-click a column or a column heading

+ X m 9 FE I 2
I : seood |Item category |Sub -category |F'r|rnar_l,J werdor I;
p 100001 Hide m'”m”_ GOLF ACCES
Sort ascending
|| 18HOLES Green fee - 18 holes Sort descending GOLF FEES
|| ZPERSON 2 Perzon Lock column GOLF ACCES
|| SHOLES Greens fees - 9 hale: GOLF FEES
|| ADM-JACKET ten's All'Weather Load APPAREL MEMS ADAMS
ADM-LASER Digital Lager Ratge Save As GOLF ACCES ADAMS
B ADM-PLAT Adams Platinurn Toul Delete GOLF BALLS ADAMS s
[ |#omsCD Adams SC Driver, R Bei9a0 defaultiayout GOLF CLUBS  ADAMS
| |ADM-TL2 Adams Tight Lies 2 Fit columns EGOLF CLUBS ADAMS
|| ADM-TL3 Lodame Tight Lz 2ny Set default column widths GOLF CLUBS ADAMS
|_|ADM-TLE Adamsz Tight Lies 5% Export data GOLF CLUEBS ADAMS
|| ADM-TLY Adams Tight Lies 7w Enter moves right GOLF CLUBS ADAMS
|_|ADM-TLA Adams Tight Lies 9% EameliEs GOLF CLUEBS ADAMS
|| ADMAMI Adams VMl lrong, Sel GOLF CLUBS ADAMS
| |ADMAMIP Adamz VM| Putter Column designer GOLF CLUEBS ADAMS
|| APL-HAT Golf hat with logo - 1 gize 1233 = H APPAREL MEMS
|_|APL-UME Golf umbrella 1499 =L GOLF ACCES

Hide column

=|of x|

Don’t show column

Sort ascending
Sort descending
Lock/Unlock column

Load

Save As

Delete

Reload default layout
Fit columns

Set default column
widths

Export data
Enter moves right

Copy values

Column designer

Show data in ascending order

Show data in descending order

Prevent horizontal scrolling of locked columns
Unlock this column and any columns to the right

Load saved Table View definition

Save current Table View definition

Delete a saved Table View definition

Reload the default Table View definition

Change width of all columns to fit current width of lookup form

Change width of each column to fit width of each column’s
heading

Generate a comma-delimited text file of data

Enter moves to next column for the current record

Copy the corresponding value from the active row to all selected
rows

Select columns to show, order in which to show them, and the
layout and appearance of each column




TABLE VIEW

Exercise 1: Table View

Try it Yourself! In this exercise, you will learn how to use table view to change values
for multiple records at the same time.

SCENARIO: You need to change the Primary Vendor for two of your items.

Complete these steps:

1. Select Inventory > Items.

2. Click on the toolbar to view records in Table View mode.

3. To assign the new primary vendor:
a. Hold down Shift and then click item number APL-HAT.
b. While still holding down Shift, press the Down Arrow to move to APL-UMB. A small dot
appears in the far left column next to APL-HAT to indicate that it is a selected record.

APL-UMB is also selected.

c. Release Shift.

Bl
d. Hold down Ctrl and right-click +XEReE<«r PED S|P
DUNLOP in a different item. ltem rumber [rescription [Friice-1  [Barcade  [item categary [Sub-categor [Primary vender | [=]
[ [2DM-TL3 ‘dams Tight Lies 3'Wond | 348,98 4t 3 GOLF CLUES ADAMS
Select Co py Val ues. [ |#oM-TLS dams Tight Lies S'wond | 343.93 4 4 GOLF CLUBS ADAMS
[ |eom-TL7 Adams Tight Lies 7Wond | 348,98 4t 5 GOLF CLUBS ADAMS
[|4DM-TLa Adams Tight Lies 9'wond | 343.93 4 § GOLF CLUBS ADAMS
W ESDET Adams WMI l1ons, Set 68999 4 7 GOLF CLUES ADAMS
|| 4DMvMI-P tdams WMI Putter 9999 it 6 GOLF CLUBS ADAMS
[o|sPLHAT Golf hat with logo - 1size 1293 4t H APFAREL  MENS
o|4PLUMB Golf umbrella 1499 U GOLF ACCES
E BAG-PRD Fro bag with dividers 5953 4 BAG GOLF ACCES [BIRTGE e column
BAG-PRT Pra bag with tubes 9999 GOLF ACCES Sart ascending
[ |eaG-sT Deluse hag with stand EER GOLF ACCES Sork descending
[ |pac-TRY Gelf biag trawel case B\ i GOLF ACCES Lock column
[|eaLLreT Ball Fisturn - Battery powered 2893 4 GOLF MISC DUNLOF Load
BALLRET-PRO | Ball Retun - FRO 6999 i GOLF MISC DUMLOF  5aveAs
e Besr 200 4 FOOD DRINKS Delete
(— Reload default layout
BIGEURGER Deluxe Hamburger 225 4 FooD SMACKS
: BURGER Harrburger 150 FooD SMACKS ;ztﬁ:g’;&: R
| |caxe Cake slice 125 i FOOD SHACKS Py vl
wes right
wventory ||| Prices ||| vendor Tkems il
Column designer

x

e. When asked tO Conflrm the ::’) ‘ou are about to set Primary vendor to 'DUNLOP' For the 2 selecked records. Are wou sure
Change answer YeS - waou want ko do this?

The primary vendor changes for the two selected items.

----- END OF EXERCISE
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LOOKUPS

@)
=
2}

2l 0 @G-

[:Q o

or press Ctrl+L

* Shows a listing of records to select from

* Fields shown in lookup list can be customized and saved

* Can filter which records appear in the lookup list

* Counterpoint remembers the last lookup used by a user on a workstation

Lookup Header Fields

You can limit which records appear in a lookup by using the fields located in the header.

Search for I K.emwaord I
LookUp I[Default] j Order by IItem nurmber j
ot | saery | zoomie) | Peview | B | Eier | optionsss |
[tem number Description [kem categony Price-1 -
3 100004 <Enter itern description here. >
_|1BHOLES Green fee - 18 holes GOLF 36.0000
o SHOLES Greens fees - 9 holes GOLF 18.0000
_|ADM-SCD Adarnz 5C Driver, RH GOLF 393.5300
_|ADM-TLZ Adamg Tight Lies 2 Wood GOLF 249.5300
_|ADM-TL3 Adams Tight Lies 3 wood GOLF 349.53300
_|ADM-TLS Adams Tight Lies 5wood GOLF 349.59900
_|ADM-TL? Adarnz Tight Lies 7 wWood GOLF 343.5300
_|ADM-TL3 Adamg Tight Lies 3'wWood GOLF 249.5300
k. Cancel | Help |




LOOKUPS

Search for I K.emword I
Loaklp I[Default] j Order by IItem nurnber j

Edi | Add [F2) | T [FE]l E—— | Piint | Filer |I:Igtin:|ns >>|

Search for Find records by specifying the beginning characters of the Order by value

LookUp Choose a previously defined lookup that was saved to the database

Keyword Show only records in which an eligible field contains a word that matches
the keyword you enter

Order by Select the field that determines the sequence in which to records appear

Edit To edit the highlighted record ("on the fly" lookups)
Add [F2] To add a new record ("on the fly" lookups)
Zoom [FE] Get additional information on highlighted record
Preview To show, and optionally print, a Quick Report of all records currently shown in
the lookup
Pririt To print a Quick Report of the records currently shown in the lookup
Filter To define a filter to limit the records shown in the lookup. Filter is saved if you
save the lookup.
Optiohs > Define a filter, Save the lookup, Reload the lookup, Delete a saved lookup
Filter Use Column Designer to select the columns to show in the lookup
Save
Sawve fAs...
Reload loakup

Column designer



LOOKUPS

Lookup Options

Click = Options =
4' Search for I Keyward I
LoakUp I[Default] j Order by IItem number j
Edit | Add [F2) | Zaom [FE) | E—— | Print | Filter | Aiglee 55
Filter
St &l
Save
Save As...
[elete
Reload lookup
Column designer
Filter To define a filter to limit the records shown in the lookup
Filter is saved if you save the lookup
Show all To show all records when fewer appear than the maximum number
Save Save current lookup definition as the name already selected at Lookup
User must be authorized to save lookups
Order by and filter are saved with the lookup
Save As Save current lookup definition under a name other than the name
already shown at Lookup
Delete Delete a saved lookup definition. Cannot delete NCR’s "Default"
lookup.
Reload lookup Reload original lookup and discard changes entered in this editing
session

SETIE SN Select columns that will appear in lookup, order in which to show them,
and the layout and appearance of each column




LOOKUPS

Previewing a Quick Report

Click  Freview | from a lookup to generate a Quick Report

Fle Vien Hep
Search for I Kepword I S (| Repontile]item Guick Repor =]
Laaklp [ [Defaul) =] Orderby |1 i =l [ && # =0 = [ 10 A] 1fes IR
Freview |
Edit | Add [F2) | Zaoom [FE) Preview | Print | FEilter | Options »> |
Date 5222007 Time 2:03:23PM Pace 1
FOR DEMON STRATION PURPOSES ONLY
0004 <Enter note text here: Item Quick Report
1BHOLES Green fee - 16 holes GOLF 35.0000 orsaroy
SHOLES Greens fees - 9 holes GOLF 18.0000
ADM-SCD Adarns SC Driver, RH GOLF 3999300
ADM-TLZ Adams Tight Lies 2 Wood GOLF 3499900
ADM-TL3 Adarnz Tight Lies 3 'Wood GOLF 3499300
ADM-TLE Adams Tight Lies 5Wood GOLF 32499300
ADM-TLT Adamsz Tight Lies 7 Wand GOLF 3439300
ADM-TLS Adams Tight Lies 3'Wood GOLF 3459300
ADMAMI Adarns WMl lrons, Set GOLF £89.9300 ;I
il LCancel | Help |

Options available via the Quick Report Menu and toolbar:

From File Menu

View

From Toolbar

Select either Portrait or Landscape orientation
Additionally, select to fit the visible columns

@ Print report

Save report

Apply report title

Export Report

Refresh
Toggle Group Tree

100 - Size

Jﬁ"lﬁl@@ o

VCR buttons

s
e
-
¥

Page number

Select Expert

LI

Search Text

(File / Print report or Ctrl+P)
Prints all records matching active filter

(File / Save as or Ctrl+S)
Save as Crystal.rpt file in company's Reports folder

Apply name change for this report title

Export Quick Report data in the selected format to the
specified destination

Refresh data on report

List of Order by column data

To change magnification of the Quick Report
Move to different page

Enter the page number to move to

Restrict the data shown in the preview

Search for text in current report




LOOKUPS

Customizing Lookups

To change column width in the lookup window:
¢ Right-click column or column heading (e.g., Description)
¢ Click and drag column heading to change width or reposition column
e Double-click dividers

To access more column customizations, right-click in the lookup form. The lookup
customization drop-down menu will appear.

Search for I Kewmwaord I
Lokl dp I[Default] j Qrder by Iltem number j
it | aoirs | zeomie) | Preview | B | Ewer | options>s |
Item number Description - Te———— lF’rice-1 F A|
e e Hide column
] <Enter iterm dezcriptir Sort ascending
_|18HOLES Green fee - 18 holes S dleseanding 3E.0000
_|3HOLES Greens fees - Jhales | ol 18.0000
_|2pm-sco Adams SC Driver, Rk —— 399.9300
|12 Adams Tight Lies 21 Tt calumns _ 349.9300
|eomTLz Adams Tight Lies 3% oo default column widths 3493900
|eomTLs Adams Tight Liss 5t XPort data 3439900
_|ADM-TL? Adams Tight Lies % Calumn designer 343.9300
_|apMeTLe tdams Tight Lies 9 Wiaod GOLF 348.9300
ADR-AMI Adams VMl Irans, Set GOLF £89.9300 x|
Ok | LCancel | Help |
Hide column Don’t show column for this lookup
Sort ascending Show records in ascending order of data in the column
Sort descending Show records in descending order of data in the column
Lock / Unlock Prevent horizontal scrolling of locked columns.
column Unlock this column and any columns to the right
Fit columns Change width of all columns to fit current width of lookup form

SRl il B Change width of each column to fit width of each column’s heading
widths

Export data Generate a comma-delimited text file of all records and data currently
shown in the lookup

Column designer Select columns to show, order in which to show them, and the layout
and appearance of each column




LOOKUPS

Column Designer

Show/Hide Columns tab What columns will appear in the lookup and in what order?
21
Show'Hide Columnz | Calurt Option: I Grid Optiotz I

Hidden columnz Yizible columns
Account code j Add Item rumber

Additional dezcription 1 Drescription
Additional description 2 Item cateqony
Additional descrption 3 Add all > Frice-1
Adrmizzion ticket ——
Alpha profile 1
Alpha profile 2
Alpha profile 3
Alpha profile 4
Alpha profile 5 << Clear
Al-1 cube -
Al-1 divide by

AT raultiply by

Al-1 price-1

Al regular price

Alt-1 unit

Alt-1 weight

Alt-2 cube I
A2 divide by ll Move Up | Move Down

»)

ok Cancel | Help |

< Hemove

Hidden columns Visible columns

<Bemove | Hide selected column(s) fdd > Show selected column(s)

<< Clear Hide all columns &dd all 3> Show all columns

To change order of columns shown: Drag and drop in Visible columns list or

Move Up b ovee Do

use | or

1-34



LOOKUPS

Columns Options tab What name will be used for a column, and how will the name
and data appear?

Show/Hide Columns  Column Options I Grid Options I

Cal
|- Title
| Description Column Title |[tern nurmber - - -
om ootagory . | Edit the title/heading
Price-1 Align ILeft ‘I Color MJIvl +——| of the selected
: column
Fl:nntl 1S Sanz Serif, 8 |
—Data
Align |Lefl "I Calor MH Edit the data in the
Fl:nntl M5 Sanz Senf, 8 | selected column
Heset j- Discards changes
T~ made during the
current session
3
Ok LCancel | Help |
Grid Options tab How will the column grid appear on the lookup form?
@Eulumn designer 2l x|

Show/Hide Calumnns I Colurn Options — Grid Options I

; ; Stack column heading if
[Glabal grid zetting :
— longer than column width

Multi-ling column headings ﬂ’/
Eill grid from battam I;\

— Display bottom to top of
grid.




LOOKUPS

Saving a Lookup

* User must have authorization to customize the lookup dictionary to save a lookup

Search for I K.emwaord I
LookUp I[Default] j Order by IItem nurmber j

Edi | Add (2] | T [FE]l — | Piint | Fiter | Ogtions>» |

Skt all
Select Save to save the lookup as the default for that table. save

Save As...
Select Save As... to save the lookup under a defined name to Celete
the database. Reload lookup

Column designer

Save to Database... 2=
Name your new lookup, and click OK to save.

Save name IVEndDr Categorny j

ok | Cancel |

Saved lookup can be accessed by all Counterpoint usersin a company when doing
lookups for that table.

@\fendor Items 1Ol x|
=] e . .
X EN B
Al
Vendor number | e i
Item number I 1@[ Search for I Kepword I
LookUp |Vendor Category j Order by IItem number j
[Drefault]
Edit |[Categ/Subeat] Preview | Print | Filter | Options »> |
Test
Yendor Information | Purchasing | Last Order | Last Receipt %e;:f‘lond Account ... | lkem category
endor 1
Wendor's ikem number I 1 GOLF
Vendor's d i Greens fees - 9 haoles 1 GOLF
endar’ desciipton | Adams SC Driver, RH 1 GOLF
Wendor's list price I Adamsz Tight Lies 2 Wood 1 GOLF
Adamsz Tight Lies 3 'Wood 1 GOLF
Comment 1 I dams Tight Lies 5 Waood 1 GOLF
Camment 2 I Adamsz Tight Lies 7 'Wood 1 GOLF
Adams Tight Lies 3 'wood 1 GOLF -
Comment 3 I »
il Lancel | Help |




LOOKUPS

Using Lookups at Fields

Click E or press F9

B+XEoE <« LD @G-
Item number [ADM-TLE = Quto-assignl

=10l x|
@.

Item type Ilnventow 'l
Tracking method INormaI 'l

Drescription IAdams Tight Lies 5 ''aod

Main

Descriptionl Unitz I Grid | Barcodesl Profilesl Serializedl Other | Substituteltemsl
8 e Category Lookup
Regular price |349.99 Search far I

2|

Kepword I

Last cost |1 74.9350

Discountable v
Taxable v

=

LockUp | (Defaul)

=

Order by IItem category

LCategory IGDLF

Account code |1—B
Barcode |4—
Primary vendar m
Wendor's item # IW

e | Add[F2] | Zoor [F6] | Preview | Erint | Filter | Optiore »» |

Tayx category IGEN B Itern categary |Description |F'rofit center |Price-1 minimu.;l
[} [[sPrareL Apparel tems 0.0
Sub-category ICLUBS ; L |msc Discount 100
FOOD Food items 50

Golf itemns

f

I T

associated table.

Displays the defined values for the

-

Lancel | Help |

nventory ||| Prices||| Vendor Items

«» P B0 WG

Item number IADM-T L5

Kepword ||
j Order by IAtlribute

"Main  Deseription | Units | Grid

Shart description IAdams Tigh

Search for I

LockUp | [Defaul]

H@ ALuta-azsign |

=10l x|
Item type Ilnventoly 'l

Tracking method |N0rmal 'l
2|

| Filtered %7 |

=

Long description IAdams Tigh Edit | Add [F2] | Zoan [FE] | Preview | Frint | Filter | ptions > |
I
Additional description 1 IAdams excl [ aribute |Description / ";I
Additional dezcription 2 IUses a prop GRAPHITE Graphite shaft

Additional deseription 3 IKeeps ball ¢ L4

Hand? IHIGHTHAT\
Item attribute 2 ISTSTEEL
Item attribute 3 I

TITANILIM

Titanium

Automatically filtered to
display only valid values for
the field.

LCancel | Help |

>

nventory ||| Prices||| Vendor Items




LOOKUPS

Exercise 2: Using Lookups

Try it Yourself! In this exercise, you will learn how to use the lookups to find items.

1. Select Inventory > Iltems

2. Click }3 on the toolbar.

3. At Search for, enter PIN.
The pointer moves to the first item whose item number starts with "PIN".

Clear the characters from Search for.

4. Change Order by to Item Category.
The items are re-arranged and shown in order by their categories.
At Search for, enter G.

The pointer moves to the first item whose category starts with "G" (GOLF).

5. At Keyword, enter fee.

The list now shows only items with the word "fee" in the Keyword fields. The items are still
shown in order by their category.

Search for [G Kepword [fee Fitered Y%
LookUp I[Defaull] j Oirder by ICalegUr}l j
B | Ldd(F2) | Zaom FE) | Favins | Print | Fiter | Ogtions 5 |
_I Item nummber |Descrlptmn Illem categomny | Price-1 H
COFFEE Coffee FOOD 0.7500
>
SHOLES Greens fiees - 9 holes GOLF 18.0000
CART Cart Fee GOLF 10.0000
ALK Pull cart fee GOLF 5.0000
=
oK | Cancel | Help |

6. Click _ Freview | to view a Quick Report for the items in the list.
Notice that only the items in the lookup list appear in the Quick Report.

Close the Quick Report form when done.

- END OF EXERCISE




ZOOMS

Click @ , press F6, or click £oom [FE] |from a lookup to zoom on additional information about

the field.

Zooms are available for:

ltems
Customers
Open documents
Locations
Location groups
Serial numbers

(C——
BE+XBIE <«» LD

Stores

Store credits
Vendors
Purchase orders
Receivers

|lten number [ADM-SCO

' =10/ x|
G|
B ltemtype [inventoe ~
Tracking method | Normal =

Desgription [Adams SC Diiver, RH

Search far I

Kewword I

LaokUp | [Defaul]

di | sddiro) || zoomiFEl | Preview | Pat | Fiter | Options s |

j Crder by Iltem number j

=
ADM-SCD [tem Motes

lem type: Invertory

hem category: GOLF
Sub-category: CLUBS

Adams SC Driver, RH

Tracking method: Mormal

Loecation Bin-1 Qty on hand | Qty committed | Qty available | Qty on backorder, Oty on PO's
EAST 0.0000 0.0000 0.0000 0.0000 0.0000
(e 5.0000 1.0000 4.0000 0.0000 12.0000

STORAGE 0.0000 0.0000 0.0000 0.0000 0.0000

Recent Sales I “endor kems Open POs banthly Histary Substitutes

Serial Mumbers I

Transfers

Images Options > Close Help |
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Customizing Zooms

. Opti ) .
Click &l and select Customize

ADM-SCD Iterm Notes

Adams SC Driver, RH
Rem type: Inventory

Tracking method: Mormal

hem category: GOLF
Sub-category: CLUBS

Location Bin-1 Qty on hand | Oty committed | Oty awailable | Oty on baderder, Qty on FO's
EAST 0.0000 0.0000 0.0000 0.0000 0.0000
MAIN 5.0000 1.0000 4.0000 0.0000 12,0000

STORAGE 0.0000 0.0000 0.0000 0.0000 0.0000
Recent Sales I “endor tems Open POs Manthly Histons Substitutes
Serial Murmbers I Transfers

Customize

Saye
Save as..
Delete
Load

For each area, select the Fields to display

Customize Zoon: IM Item zoom from lookup ed b

Item |Inventur_l,l| Recent Salesl Yendar Itemsl Open PDSI b anthly Histur_l,ll Suk 4 I "I

Awailable fields Fields to display
Account code - Itermn nurmber
Additional description 1 j fdd > | Drezcription
Additional description 2 Item type
additional description 3 Add all »» | Tracking methad
Alpha profile 1 Item categaory
Alpha profile 2 Sub-cateqgory

Alpha profile 3 < Remove |
Alpha profile 4
Alpha profile &
41 cube 4” Dlear

Alk-1 divide by
Alt-T multiply by
Alt-1 price-1

Alt-1 reqular price
A1 unit |
At weight LI Move Up | Maove Qawnﬁ

kK I LCancel | Help |




FILTERS

Click

A+ X B 3

or press Ctrl+T

| <> PB0 m G |9

* Controls which records appear

* Filter icon changes to E when a filter is active.

Filter window initially looks similar to this:

[B 1tem Filter 2] x|
Itemn number | @@ to | L,g@
Description containg |
Primary vwendor I @g
Item categony I g
oK LCancel Clear Load Options »»> Help

Click Ml and select Customize to do any of these things:

add new filter lines
delete filter lines
change the operator of a line ("is exactly", "is not exactly", "contains", "between", etc.)



FILTERS

Exercise 3: Using Filters

Try it Yourself! In this exercise, you will learn how to use a filter to restrict the records
that appear.

1. Select Inventory > Items
Look at the already defined items one record at a time using E|

2. Click |&J|to see multiple records at once.

You will see items across several categories and with several different primary vendors. You
will define a filter to display only items that are in the GOLF category that have a primary
vendor of DUNLOP.

3. Click E to open the Item Filter.

4. At Primary vendor in the Item Filter window, click to look up a list of all primary
vendors and select DUNLOP.

Then click at the Item category field and select GOLF.

. . . Item Filter 7| X
The Item Filter window should now look like = e
. Iem e | s & Pe 65
th IS. Descrptioncartans [
Fiimary vendor [SONLF (1@
Mem category [GOLF [

ok | Cancel | Clear | Logd | Ugnm>>| Heb |

Click OK to close the Item Filter window.

5. Notice that the filter icon on the toolbar shows a green checkmark ® , indicating that it is
now active. The records have been filtered to show only items from the GOLF category that
have a Primary Vendor of DUNLOP.

=10 x|
QE+XBLoE «» 280 |@mg |9

Item number |Descripti0n |F'lice-1 |Barcode |Item categony |5uh-categur}l|F‘rimar}l wendar | -

[~ Golf umbrella 1499 U GOLF ACCES DUNLOP
BAG-PRD Pro bag with dividers 8999 4 BAG GOLF ACCES DUNLOP
BALL-RET Ball Returm - Battery powered | 2993 4 GOLF MISC DUMLOP
BALL-RET-PRO | Ball Retum - FRO BR99 GOLF MISC DUMLOP

6. To clear an active filter, click the filter icon, click Clear | and then .

- END OF EXERCISE
1-42
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Customizing Filters

e Use to add or remove fields from a filter

Right-click filter window or click

Optiong »» |

Select Customize

Click <Click here to add condition>
to add a new filter condition.

Select a field, an operator and a
value (or leave the value blank).

i

45 #3i%

ul Ogtions »> I

11

teo |

21|

Item number between < 7> and <7 and
Drescription containg <7 and
Erimary wendor iz [exactly] <7 and

r<EIick here to add conditior: I

Ok LCancel Clear

Load | Dgtions»l

Help

@Item Filter

2lx|

Item number between <7 and <7 and
Description containg €7 and

Frimary wendor is [exactly] <% and
ltem category is [exactly] £ 7 and

g desciption Is [exactly] <7

</m to add conditior\

Lazt maintained by -

Last iublished

=

e il

Next cell baicode #
Murmeric profile 1
MNumeric profile 2 |
MNurmeric profile 3

MNurmeric profile 4

MNurmeric profile 5

On special 5

at least
at most
beginz with
betweeh
containg
doesn't contain
erds with

iz blank ar empty _J Clear

|

Load Options »»

Help

is emply

iz in
iz not [exactly] j
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@ Item Filter

er between <> and <> and

i -cli o Add I

Then right-click and select P 0 ns
S| m p I | fy Prirnary vendor is [exacty] <2 and ¥ Delete Cerl+Del
) Item cateqory is [exactly] <% and Clear Ctrl+EBkSp

Sub-cateqary iz [exactly] <% -
< Click here ta add condition: = Inclert ChrlHRight
4 Cutdent ChrlHef
4 Maveun Chtl+p
1 Mave down Chrl+Down
n Save to Database. .. Chrl+5
Save as default filker... Chrl+a
[ Load from Database. .. i+l

oK Cancel Delete From Database...  CHHD B s | Help
ViewEdit Filker Text... Chrl+F
Preview results... Chrl+R
LI

I Simplify Chri+l

E-‘j Ttem Filter

Item number I

The new field now appears on

Pz

D escription contains I

the simplified filter window.

Primary wendor I

Item categony |

Sub-category |

Lancel Clear

= e

2| x|

Load Options »» Help
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Exercise 4: Customizing Filters

Try it Yourself! In this exercise, you will learn how to:

e customize a filter
e change the area code for the matching records
e clear the filter

SCENARIO: The area code for some of your customers has changed. You need to find
all customers who currently have an area code of 321 and live in the 38120 zip code,
and change their area code to 689.

Complete these steps:
1. Select Customers > Customers.
2. Click %| on the toolbar to open the Customers filter.

Right-click the filter window and select Customize. The Filter customization window
appears.

2%
C“Ck <CI|Ck here tO add [w] Custorner # between <?: and <7 and

Mame contains <7 and

con d |t|0 n > . Cateqory is (exactly] <72

[<Click here to add condition:

Customer # between <7 and <7» and
. . . - Mame containg £2> and
Click First name to display the list 9] Cateson s exact] <25 and

Fuist name is [exactly] <7

of all fields in the Customers table, T
and select Phone 1 from the list.

First zale date
Future docs

Last age a= of date —
Last age cutoff date

Click is exactly to display the list of
all operators, and select begins with.

Last aging balance 1
Last aging balance 2
Last aging balance 3 hd

Lancel Clear Load Optiohz »> Help

Click <?> and enter 321.

@Eustomer Filter x|
Cugtomer # between <2 and £7» and

Add another condition for the field Zip #] Hams contains <25 and

Categomy is [exactly] <7 and

code, the operator is exactly, and the [ Prons 1 beains wi 21 and

Zip code is [exactly] 38120

Val ue Of 38 120 . < Ciick here 1o add condition:

The customized filter window should
now look like this:

Ok LCancel Clear Load Options »> Help
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2l
R!ght—cllck the custor_nlze(_j filter Customer # P o o)
window and select Simplify to see Namecoreains [
how the additional fields appear on Caegow [ [0
the Slmple fllter Phone 1 begins with |321
Zip code|38120—

0K I LCancel Clear Load Options >» Help

Click to make this filter active.

3. The first customer that matches the filter conditions (phone number that starts with 321 and
zZip code of 38120) is automatically shown.

Before changing the area code, click on the toolbar to do a lookup. There are only
two customers that match the filter conditions.

Filkered S

Move your pointer over 1]

on the _Iook_up window. It shows Search for | Kepword | Fitered

the aCtIVG fllter LookUp I[Default] ﬂ Order by Icustomerﬂ j
Edit | Add [F2) | Zoom [FE] | Freview | Frint | Filter | Options = |

Close the lookup window.

Change the area code in the first customer's phone number to 689 and save the change.

Click on the toolbar again. Only one customer now displays in the lookup.

Change the area code for the second customer and save the change.

When all records that match the x|
filter have been changed, you are \1) You have edted or deleted the last recard that matehed your Fiker, Na records
told that no records remain that meteh the fiter.

match the filter. I~ Do not show again

Click L| .

4. Click % on the toolbar and then click Clear to clear the filter.

- END OF EXERCISE
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Exercise 5: Customizing Filters and Using Table View

Try it Yourself! This exercise demonstrates how to use the table view to change
values for multiple items at once

SCENARIO: Due to a price increase from your vendors, you need to change Price-1

for golf balls. All original prices of 26.99 need to be changed to 27.99.

Complete these steps:

1. Select Inventory > Items.

2. Click B
the BALLS sub-category.

3. Click

on the toolbar to view records in Table view.

on the toolbar to open the Filter window. Create a filter to limit the lookup to just

4. To assign the new price, click a golf ball item that has a price of 26.99. Then hold down
CTRL and click another 26.99 golf ball. A dot appears in the far left column of the first 26.99
golf ball to indicate that it has been selected. Continue to CTRL-click each 26.99 golf ball.

After clicking the last 26.99 golf ball, CTRL-click an item with the price of 27.99.

CTRL-right-click on 27.99
and select Copy values.

When asked to confirm the
change, answer Yes.

You will see the price
change for each selected
item.

END OF EXERCISE

1-47

Enter maoves right
Copy values

il
QE+XmBSE «» | LT &S 9-
Item number |Descripti0n |Pric:e-1 |Barcode |Item category |Sub-category | Frimary vendar | I;I
| *|DUN-DDH Dunlop DDH 110 Balls 29.99 < 1000 GOLF BALLS PINNACLE
| |DUN-DIS Dunlop Distance Balls 2793 41003 GOLF BALLS PINNACLE
|_[DUN-TI Dunlop Titanium Balls 2899 < 1008 GOLF BALLS PINNACLE
| [MAXHT Maxfi HT Balls 2499 4 1100 GOLF BALLS axFLI
| |MARMDT M axfi MD Tungsten Balls 29.99 4 1103 GOLF BALLS MAHFLI
| #| Max-REY Maxfi Revalution Balls 2693 41108 GOLF BALLS MaxFLI
| [Max.TP axfi Tour Patriot Balls 2893 41109 GOLF BALLS axFLI
| #[MAXH5D Maxfl X5 Distance Balls 2693 411z GOLF BALLS axFLI
| |MaRHST M axfi <5 Tour Ball: 2593 41118 GOLF BALLS MAHFLI
B|PINEQ Pinnacle Equalizer Balls A laann S ALLS PINNACLE
W " Hide colurnn
|_|FINEXT Finnacle Extreme B allz 29.99 Sort ascending ALLS FINNACLE
| [PIN-GLD Pinnacle Gold Balls 2893 gort descendin LS PINNACLE
| |FIN-TI Finnacle Titanium Ball: 2393 Lo_ck e . ALLS FINNACLE
| | TOP-5TD TopFlite Strata Distance Balls | 24.99 —— LLS TOPFLITE |
| [TOPSTT TopFlite Strata Tour Balls 2453 Load LS TOPFLITE
TOP-HLL TopFlite %L Long Balls 2499 e S LS TOPFLITE
| ToPwLs TopFlite <L Spin Balls 2439 Delete ALLS TOFFLITE
[ [ToPsLT TopFite %L Titarium Balls | 2409 Beeioad default layout ALLS TOFFLITE
Fit columns LI
H Set default colurnn widths
E Inventary ||| Prices ||| Yendor Thems Export data

Colurmn desigrer
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Saving Filters

While saved filters can be used by all Counterpoint users at that company, only authorized
users can save a filter.

21
Right-click filter window or click Ml s 5 28
Descipton contard o .
Privary vendor >
em coregury
Select Save to Database... or : ,
Save as default filter... s
B Sove to Dotabase. . Quies

Save o defalt flter,..  CUHA
@ Load from Database...  CUisl

o Defete from Database... QD u Yoo l

Prevew resuls., CirivR
Custone iy

Saving to the Database 2l

Use to save the filter as a particular name. To
later use the filter, a user will have to load it.

Save name ID unlopdGolf j

Enter a name for your filter, then click Ok, | ok |

Cancel |

Load from Database 2] x|

Saved names

To use a saved filter, click Load on the filter window Laoad default filer
and select the filter to use.

ok | LCancel |

Saving as Default Filter X
Use to save the filter as the primary filter for the »
table. \]‘) Filter "Ttem Filker" has been saved.

The filter will be saved under the title of the window, ™ Do mot show again
(e.g., “Item Filter”).

If someone opens a filter window, the default filter is automatically shown.



FILTERS

Exercise 6: Saving Filters

Try it Yourself! In this exercise, you will learn how to save a filter, and use it in another
function.

1. Select Inventory > Items and recreate the filter from the Exercise 3, with Dunlop as the
Primary Vendor and Golf as the Item category.

B
2. Click M and select Save to ave 0. Dstas 21x]|

database...
Save hame IDunlOpe’Golf LI
Name the filter Dunlop/Golf then click
ak. .
= . Exit Inventory>Items oK | Cancel |
3. Select Inventory > Reports > Valuation.
. BvauationRepot ___ EEK
4. Switch to the Item tab. - EE [ A W
7 Delete Gl De]
. . . Order by IItern number
Right-click the filter and select Load from s ST [ Clear CtikBksp
= [rdent (et PR Taht
Database"" Itemnumberl lﬁ@ lol &) ([Jitdent [Str{#lLeft
Item category ‘g = I
B i
. DK Sub-category [—E S Gl D nvr
Select Dunlop/Golf and click 4|— . O — Lt

ﬂ Save to Database... Ctil+5
Save as defaul filter... Ctrl+&
?’j Load from Database...
Delete from Database...  Ctl+D

view/EditElter Tiest (St
Preview Print g
(o ]_em | i

Preview results...

Customize Ctil+U

5. Click _Eie_w_.l to see a preview of the Valuation Report. It shows the current value of
guantity on hand for items with a Primary Vendor of “Dunlop” and Item Category of “Golf”.

- END OF EXERCISE



ENTERING DATES

Enter dates using 2 digits for the
month, 2 digits for the day and
either 2 digits or 4 digits for the

year.

Counterpoint automatically places

slashes in the date.

or

Click = or press Alt + 4

then select date from a
pop-up calendar

or enter

s -

T<COIZRX
c o

5w

xXso3g3T"<ZzZW®

Shift+

Shift+PgUp/PgDn
Ctrl+PgUp/PgDn

o
QE+XE<«» LT 05819
Purchasze reguest # m Suto-assign Location ’Wg
Wendor number | DUNLOP @] burlen Order date | 7/30/2008 CaFil |
Usze conzolidated lines for IA\I item types j
‘endor | Shipto  Order |Lines IMisc chargesl
Order date: lm Nests

Delivery date lﬁ
Eance\datelﬁ
Ml July, 2008 b
Sun Mon Tue “Wed Thu Fri Sat
1 2 3 4 &
E 7 8 &8 10 11 12
12 14 15 16 17 18 19
AR X2 23 M A\ I

27 28 29 JEf A

for Today’s date

for the first day of the current Week
for the last day of the current weeK
for the first day of the current Month
for the last day of the current montH
for the first day of the current Quarter
for the last day of the current qUarter
for the first day of the current Year
for the last day of the current yeaR

for the first day of the current Season
for the last day of the current seasoN
for the first day of the current Year
for the last day of the current year

for the first day of the current Month
for the last day of the current month
for the first day of the current Week
for the last day of the current week

increment date by one day
decrement date by one day

FBrint farm
Click 1| for last month
or 4 for lastyear

Click _¥| for next month
or  for nextyear

(for standard weeks)
(for standard weeks)
(for standard months)
(for standard months)
(for standard quarters)
(for standard quarters)
(for standard years)
(for standard years)

(for Calendar seasons)
(for Calendar seasons)
(for Calendar years)
(for Calendar years)
(for Calendar months)
(for Calendar months)
(for Calendar weeks)
(for Calendar weeks)

increment / decrement date by one month

increment / decrement date by one year




PRINTING REPORTS

Report =10l x|
Select to print detailed or summarized e B =
Informatlon Order bylltem number j
Parameters |Item | Inventmy.-"Pricel
[¥ Prirt senial number detail
Order by g
Select the field that determines the
order in which records appear.
Parameters B
Enable choices specific to each report. | N W ) |
Table tab (Item & Inventory/Price)
Each table used in the report has a tab that allows you to apply filters to the records of that
table [& valuation Report =101x|
Feport IDeta\I j
Order by Lltem number j
| Parametnventory.-’PrceI ;Iglﬂ
Item number I L,g@ to I L,g@ Report IDelai\ j
Item category I Ig ko I Ia Order by IItem number j
Sub-categoryl @ t°| IEI Parametersl Item(  Inventom/Frics [)
lemiyEs I j' [ty on hand not equal to |0
E-mail Preview Frirt Options >»
2]
E-mail Preview Print Dptions »» Close | Help |
E-mai Email report
Freview Show report on screen
Erint Print on default Windows printer
Dptionz >
Printer setup — Select different printer or paper settings
Export — Write report data to specified destination
Show 5L tabs — Display Filter text, SQL text, and All SQL text tabs
Diagnostic log — Create a diagnostic log for Crystal
Save report —> Save the report to disk
Save parameters — Save the parameters for the report
Load parameters — Load saved parameters
Delete parameters —— Delete saved parameters




PRINTING REPORTS

Previewing a report £ mnaenorar o) =al
g P Ty
2, o
@ﬁg| y oM S \ﬂss’mmm - =
Presisw |
Date 22272006 Time 3:16:04F M Page 1
FOR DEMONSTRATION PURPOSES ONLY
alustion Report - Datsil
Frint s erial number detail
Orderby hem number
Inwentory/Price: Oty on hand not equalto 0
tem # Dascription Categary Subcat Aot code Vandor #
ADM-3CO #dams $C Orhver, RH GOLF CLUBS 1 ADAM S
Unit alue Inuentory value -
Loeation Ot on hand Price-1 g unit cost Lastcost g cost Lagtcont Ratail
EAST 3 300 90 470,60 00000 81179 000 119997
MaN 44 ETEET) 270N 142 84k 110A 18 LLETTS) [LETTED]
I 0 I e ( ;ro u [EBvaluation Report (Preview) N [=] |
Fie Help
5 E % v
Tr @5=.E| [ 1t |j‘_,§'aﬁwu4, z
ee Froview |
-BDMSCD 4| -
- ADM-TL2
C | H k ADM-TL3 Date 2222008 Time 3:16:04FM Page 1
IC ADM-ILS FOR DEMONSTRATION PURFPOSES ONLY
ADM-TL? Valustion Report - Detsil
ADM-TLS
Arint serial number detail
ADM-UML Orderby tem number
ADM-YMI-P Inventary/Price: 0ty on hand not equalts 0
APL-HAT R
e # Daseription Categary Subest foct cods endar #
APL-UMB
BAG-PRD: ADM-5CD Adams SE Driver, RH GOLF CLUBS 1 ADAM S
BAG-PRT Unit Walue [T AT e ——
BAG-ST Location Qty on hand Prige-1 #g unit cost Last cost fovg cost Last cost Rstail
BAG-TRY EAST 3 399.99 27080 0.0000 81179 0.00 1.109.97
BALL-RET MAIN a4 399.99 27080 159 9960 11.308.18 7.099.82 17.599.55
BALL-RET-PRY e eSS 47 1271797 7.039 82 18,799 53
BEER
BIGELRGER ADM-TL2 Adams Tight Lies 2 Woad GOLF CLUBS 1 ADAM S
EiE:ER unit value Inventery valus -
CaLer Location Oty on hand Frige-1 fwg unit cost Last cost fowg sost Last cost Retail
g EAsT 3 34990 267 80 0.0000 803 08 000 1.040.07
3 MAIN 7 34990 267 88 1740950 187370 122407 244003
CAL-GBE
CAL-TII ttem totals o 267685 122497 349990

Saving the Report to Disk

Add sequence # - prevents

previously saved reports from
being overwritten. The sequence

number is a 5-digit number.

Directory I CACounterPointsCamp5olfTrainingh S avedR eports

2]

Filename IIM Inventory Waluation Report. pdf

l Add sequence # [ l

File farrnat IAcrobat Farrnat [PDF)

=

| LCancel |

Help
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USING THE MESSAGE CENTER

Select System > Message Center
* Use to send messages to a specific user, group of users, or all users

Click to create a new message
R =TE
FEIEEEES Y
User |Manager j
= Inbox @ Sent Items

il [itus]From [ro [receive b Ifl

=

[pttems Folders are up to date. A

Click to select the user/users to receive the message

2l x|

=
I;ll EHM

= X1

s | 21
Instant message? [T Hame Show names fram
I IAH Users j
————— | |Mame IUser IDaparlmEnl I;I
== 3]
= IR - | [ Clerk - Basic POS viser 1 POST
2 Clerk - Basic POS user 2 FOS2 j‘
|| Manager z Admin
|| I anager MGHR Admin
|| tdanager - 2 MGRZ Ldmin
| | M anager - 2 £2 Admin
=
IC\erk - Basic POS user 1.Clerk - Basic POS user 2
oK LCancel | Help |
00



USING THE MESSAGE CENTER

Enter the text for the message and click
users.

=

to send the message to the selected

[ 21
=28 a ! s
Clerk. - Bagic POS user 1:Clerk - Basic POS uzer 2 -
To.. | j" Al Uzers |
Subject IMeeting Today
Instant message? [ Auto-delete instant message [~
FHERAA S8 s U= ==
Reminder: =]
We have a company-wide meeting for all POS Clerks this afternoon at 2:30. Meet in the
break room.

Received messages appear in the Inbox of the Message Center. A user can read, reply,

delete, or forward the message. Messages

cannot have attachments.

0
foEEEXX G N
I =l Inbox @ Sentltems |
| |S‘tatus|Frnm |Tn |Recalved Subject I;I
4 =1  manager Clerk - Basic POS user "... 7/7/2009 9:28 AW Meeting Today
E Manager Clerk - Basic POS user “.. 762009 7:02 PM Closing Early

Subject: Meeting Today
Fram: Manager
To: Clerk - Basic POS user 1:Clerk - Basic POS user 2

Reminder:

We have a company-wide meeting today for all POS clerks this afternoon at 2:30. Meet in the break room.

2 Ttems Folders are up bo date,

Use System > Utilities > Purge Messages to permanently remove messages that have
been deleted by individual recipients and senders.
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USING THE MESSAGE CENTER

Sending Instant Messages

i i Message i |3
B&(al! s
1—‘| |l;|enh-3a=-c PO% e 1 ﬂ:l-ﬂlu_ml

Fgw Ilaere: Floady
Irnitarl maasage T Agho-delete rtant masaage [
| Check the Instant Message box.

S PR AKS (s UESE S
Mew items are ready te be maved to the showroom floor. =]

After 30 seconds, the instant message appears on the recipient’s screen. Any
authorized user can send an instant message.

@j Instant message -0l =|

tezzage From: kanager Received: 7/7/2003 3:44 AM
Subject: Mew [tems Feady

MNew items are ready to be moved to the showroom floor.

s (=g




TIMECARDS

Clock-in/Clock-out
Ways to clock-in or clock-out of Counterpoint:
» Select Timecards > Clock-in/out to clock-in/fout of Counterpoint

» Click *Not clocked in*/ *Clocked in * button " Clocked in/[1/MGR  Menu: MGR
located in the status bar. Qr

» Configure Counterpoint to automatically prompt user to clock-in or clock-out
when starting or exiting the software

21|
1 10:41:41 AM

Uszer IMGH

Pazawiord I

Employes # | 281

Department | Adrmin

Lazt activity twpe | Clock-in
Lazt activity date/time | 11042007 9:23 A

Clock-n | Clock-out | Cloze Help

Use Timecards > Enter to edit timecard records.

[ Timecards Enter

+ 4> PSR-
Store |MAIN M ain Store Employee # | 253
User £ .@ Manager Drepartment | Admir
Date |10/23/2007 - * User has open clock-in(s] =
Clock-in |Elock-0ut |H0urs worked |E0mment |V0id |Exp0rled| |‘\
|| 249PM M N
a [new ling] M N
v
Clock-in |2:49 PM Clock-out Total hours for date | 0.000
LComment | oid
* Entry not clocked out =




TIMECARDS

Clock-in/Clock-out with a User ID card

A user can swipe his/her User ID card to clock in and out.

At the Clock-in/Clock-out window, swipe the User ID card through the workstation's
MSR (mag stripe reader).

[ Clock-in/Clock-out o |
11:56:17 AM
Uszer |
Pazsward |
Lloze Help
Swipe User ID card to Clock-in/Clock-out

Click OK to close the Information window.

Information @

[0] User POSL has been clocked in

OK




TIMECARDS

Entering Timecards

Use Timecards > Enter to manually create or edit the clock-in/out record for a user.

¢ Allows a single document per date

e Uses the workstation’s system time

@Timecards Enter

GH+

=R PR P2

=10l x|

[:@ o

Store [MAIN -1 #ain Store Employes # | 251

User IMGF! H@| Manager Ciepartment |Admin

Date |05/03/2006 ~]

Clock-in |Elock-0ut |H0uls wiorked |E0mmenl |\-"0id |E:<pulted| I;I
| |30 AM 3T4AM 0217 M N
2 1AM 12:00PM 2733 M M
|| [riz line) M M

Clock-in |5:15-"-‘~M Clock-out |12:DD P Total hours for date | 2.950

LCormment I

Time worked: 2 hourz, 44 minutes [2.733 hours).

Last altered: 11/10/200E by user MGR

Woid |

Existing timecard records to not adjust for Daylight Savings Time or store seconds.



TIMECARDS

Exporting Timecards

Use Timecards > Export Timecards to export timecard information

e Produces a report of data that will be exported
¢ Cannot export incomplete or voided records

JRT=IE
Order by IUser j

Parameters |User | Timecard Detaill

Cutoff date ICustom j I LY ﬂ

Repart Type———————————

{* Summary " Detal

[~ Group by store
[ Include previously exported entries

E-mail Freview Print Export Optiong > LCloze | Help |

Export Timecard Entries

. . E t .
After CIICkIng _HI:IDT. ’ SpeCIfy a fOIder and Filenarne |raining\Activity\EHport\Timecards.csv J
name for the export file and whether you want t0 | puge expored entries
produce a report of the exported data. Timecard export repott [Skip |
0K | Lancel | Help |
Summary
Date 4/26/2012 Time 3:25:36FM Fage 1

FOR DEMONSTRATION PURFOSES OHLY
Export Timecards Report

Surmmary
Include previously exported entries
Cutoff date: H26/2013
Event no 700814
Group by User
Orderby User
User MGR Name hdanager Department Admin Employeed 251
Date Hours worked
15202007 5651
15202007 6833
1/4/2007 Q633
Date 4/26/2012 Time 2:26:39PM Fage 1

FOR DEMONSTRATION PURPOSES ONLY
Export Timecards Report

Detail
Detail
Include previously exported entries
Cutoff date: 4/26/20132
Event no 700815
Group by User
Orderby User
User MGR Mame hanager Department Admin Employee# 251
Date Clock-in Clock-out  Hours worked Comment
10202007 0656 A 0836 Ahd 1667 (1 hours, 40 minutes)
1/2/2007 1005 AW 11:12 AM 1117 (1 hours, 7 minutes)
1/2/2007  D4:11 PM 07:03 P 2867 (Zhours, 52 minutes)
17272007 0750 AM 10:49 AM 2883 (2 hours, 59 minutes)
17272007 1207 PM 02:58 PM 3850 (3 hours, 51 minutes)
1/4/2007  02:18 A 08:41 A 0382 (Dhours, 23 minutes)
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TIMECARDS

Purging Timecards

Use Timecards > Purge Timecards to remove timecard entries

¢ Cannot purge incomplete or voided records

i8]

Order by IUser j

Parameters IUser I Timecard Detaill

Cutaff date ICustom ﬂ I I j
Report Type——————— Entries to includ
_ [+ Completed and exported
* Sumnmary (" Detal [~ Completed and unesported
[~ Incomplete
[~ Group by store [# Yaided
E-mail Prewvigw Frint Purge Optiong = Cloze | Help |




LEARNING CHECK

EXERCISE 7/

Try it Yourself!

Set the Sales Rep to MGR2 for your A/R customers who are assigned to the EAST Store and
who have a balance over $100.00.
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Counterpoint Fundamentals
Learning Objectives Evaluation

Section One
Date:

Name (Optional):
Please respond to how well you feel you understand the tasks covered in today’s class

Use the following scale
1 - Not covered
2 -ldon’tgetit
3 - I need a lot more help in this area
4 - | need a little more time to get it

5-1gotit
Starting NCR Counterpoint 1 2 3 4 5
Selecting a company to use 1 2 3 4 5
Logging in to Counterpoint 1 2 3 4 5
Navigating the Menu structure 1 2 3 4 5
Customizing a toolbar 1 2 3 4 5
Using Lookups 1 2 3 4 5
Using Zooms 1 2 3 4 5
Using Filters 1 2 3 4 5
Using Table View 1 2 3 4 5
Generate a Quick Report 1 2 3 4 5
Generate a regular report 1 2 3 4 5
Entering dates 1 2 3 4 5
Using Messages 1 2 3 4 5
Getting online help 1 2 3 4 5
Work with Timecards 1 2 3 4 5
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COUNTERPOINT FUNDAMENTALS — POS PROCESSING OBJECTIVES

Section 2:
Point of Sale
Processing

After completing the readings and exercises in this section, you will
be able to:

= Use the Drawer Management function

= Activate a drawer

» Do areading of a drawer

= Process a cash drop from a drawer

* Process a cash loan into a drawer

» Log into Touchscreen and regular Ticket Entry
= Complete a sale ticket

= Complete a return ticket

= Create and process an order, layaway, and hold
= Perform overrides during entry of a ticket
» |dentify customers and sales reps

= Assign ticket numbers

= Sell alternate units of an item

= Sell gridded items

» Sell serialized items

= Sell and redeem gift cards

= [ssue and redeem store credits

» Add miscellaneous charges to a ticket

= Take different types of payment on tickets
= Count a drawer

= Reconcile a drawer

= Post tickets in a drawer

Ne
1
~e



EXERCISE LOG

The following is a list of the exercises and skills that you will be completing during Section 2 -

Point of Sale Processing.

Exercise Page # | Skills Covered

e Use of Touchscreen

e Enter a ship-to address

e Enter a shipping charge
Exercise 1. e Enter a miscellaneous charge
Touchscreen 22 e Do a price override
Ticket Entry e Receive credit card payment

e Conduct a No-sale

e Lock the drawer

e Unlock the drawer
Exercise 2: e Use of Touchscreen
Touchscreen 27 e Sell a weighed item
Ticket Entry e Redeem loyalty points

e Select an existing customer
L Sitan exsing customers sddress

. - ]

Basic .TICKEt 75 e Enter a gridded item
Entry in ;
Touchscreen * Hold aticket .

e Recall a held ticket

e Complete a cash sale

e Create an order
Exercise 4: e Add customer on the fly
Creating an 82 e Copy bill-to address
Order in e Sell a serialized item
Touchscreen e Process order deposit

e Create a backorder

¢ Release order lines to a ticket
Exercise 5: e Leave a backorder line on the order
Releasing an 05 e Allocate a deposit between the release and order lines
Individual Order e Complete the release tic ket
in Touchscreen e View the order after the release ticket is completed

e View order activity after the release ticket is completed
Exercise 6: e Select an existing customer
Entering a Ticket 127 e Enter an item on the ticket
in Regular e Take cash payment on the ticket
Ticket Entry e Complete the ticket




SEQUENCE OF POINT OF SALE PROCESSING

Typical Point of Sale work occurs by running the menu selections in this order. Unless indicated
otherwise, all selections are under Point of Sale.

1 | Drawers > Drawer
Management

Drawers > Activate
Drawers > Cash Drop
Drawers > Cash Loan
Drawers > Reading
Drawers > Count
Drawers > Reconcile

All drawer functions (Activate, Cash Drop, Cash Loan,
Count, Reconcile, Post, and Drawer Reading Report)
can be managed through the Drawer Management
window.

You can also use the menu selection for each specific
drawer function (e.g., Point of Sale > Drawers >
Activate)

2 | Tickets >Touchscreen or
Tickets >Ticket Entry

Use either of these menu selections to enter point of
sale transactions.

3 | Tickets > Edit List

Optionally use to print an edit list of ticket information
before posting tickets.

4 | Tickets > Credit Card > Settle

Use to settle credit card payments

Counterpoint also provides the ability to settle credit
card payments unattended.

5 | Tickets > Post

Use to post the tickets in a drawer.

7 | Reports > Journals

Any time after tickets have been posted, you can print
the journal of posted ticket information.

8 | Views >

View Tickets
View Orders
View Layaways
View Holds
View Quotes

View open ticket, order, layaway, hold or quote
documents

9 | Sales History > Views >
Ticket History
Closed Orders
Closed Layaways
Voided History

Any time after tickets have been posted, you can view
ticket history, closed order history, closed layaway
history, or voided ticket history.




DRAWER MANAGEMENT

Drawer Session Cycle

Current drawer session status New status
Drawers > Activate _
Enter opening amounts for Cash | Inactive Active
type pay codes
Tickets > Touchscreen Active
or or
Tickets > Ticket Entry Inactive (if auto-activate is OK for store) Active
Enter tickets, orders, etc. or _ -
Counted (if reactivation if OK for the store)
Drawers > Cash Drop Active At
Remove money from a drawer
Drawers > Cash Loan Active Active
Add money to a drawer
Drawers > Count Active
Enter amoubt for each pay code Counted
for drawer (Blind count)
Drawers > Reconcile Counted
Verify count amounts and correct | or
discrepancies Active (if auto-count is OK for store) Reconciled
or
Closes the drawer session. Reconciled
Tickets > Post Reconciled
Final update to data from tickets or _ -
that are being posted grou nted (if auto-reconcile is OK for store) Inactive
Active (if auto-count and auto-reconcile are
OK for store)




DRAWER MANAGEMENT

Using Drawer Management
Select Point of Sale > Drawers > Drawer Management

* Use to manage drawer functions
e User must be authorized to perform the requested function for the specified drawer

i
Drawer sessions
EElSession [=]| D [=]|5tatuz [=]|5tared on Last uzed by [+]|Created offline [+] Lrtivate
2 Inactive el B
a1 Reconciled 7/9/2008 729 AW |MGR Falze
- oy o Caszh Loan
Count
Reconcile

Post
=) Drawer reading

Drawer session events

EElEvent type [*]|Event date Amount Overdzhart User [=]|5tatuz  [+] _% Event details
4 | Drawveer activation 77942008 7:29 AM 0.00 0.00|MGR Marmal

Woid event

Store Select the store to perform drawer functions

Drawer sessions Shows the details for current drawers

Drawer session events Shows the events for the selected drawer session

Click | el | to enter opening cash amounts
CIick| LesiLiss |to remove cash from the drawer
Click L Cashloan |45 add cash to the drawer

Click | o | to count the drawer

CIick| Azseiclz |to reconcile the drawer

Click | £t lto post the drawer

CIick| = | Wy il g |to run the Drawer Reading Report



DRAWER MANAGEMENT

Activate a Drawer

Also available via Point of Sale > Drawers > Activate

* Use to indicate initial amounts placed into drawer for Cash type pay codes

* User must be authorized to activate a specific drawer

e Can only activate a new session if all others sessions for drawer are counted
e Can skip if auto-activate is allowed for store

MGR
Click Activate Uszer I @” b anager
Pazsword I
Store IMMN g@” b ain Store
DCirawer |1 L{gl
Activate | LCloze | Help
User User who is activating the drawer
Password User’s password
A user can also swipe a user ID card to identify who they are.

Store Store to which drawer is assigned
Drawer Drawer to be activated

Drawer’s status must be Inactive, or you will be asked to
reactivate drawer, if reactivation is allowed for store.

Reactivate displays initial activation amounts that can be changed

If your store is configured to allow auto-activation, you can go directly to Point of Sale >
Tickets > Touchscreen. If the drawer you choose to use when logging into Touchscreen has
not been activated, you are prompted to either Activate or Auto-activate the drawer.

x

This drawer is inactive. Do you want to activate it?

Auto-activate Drawerl Cancel |




DRAWER MANAGEMENT

Activate a Drawer: Entering Opening Amounts

For each pay code, enter the amount
put into the drawer at the start of the
day or shift.

If reactivating an already reconciled
drawer, enter total cash (original +
new)

Open

Click
cash drawer.

to physically open the

Uszer IMGH l@” tanager Open |
Store IMAIN J@” M ain Stare Bt ek unitsl
Dirawer |1 H| Drrawer 1
Pay code | Drescription |Amt activated II;'

|_|CASH Cash 150.00
L EURO Euro Dallar 177.80 ﬂ
Total activated 327.80

Total activated in home currency 361.84

Cancel | Help |

Total activated

Running total of amounts entered

Total activated in
home currency

Running total of amounts entered, converted into home currency
(Active only if a foreign currency is used at the store)

Click 4”'”“ sashunis| 14 enter the

guantity of each currency unit.

Counterpoint adds the quantities for
you and updates Amt activated with
the total.

Pay code ICASH Hl Cash
Curmrency code IHDME Hl Home currency [US Dollars)
—LCoin: —Roll
Currency unit | Count |Tota| I;I Currency unit |Count |T0tal I;I
|_|Pennies 50 0.50 |_|Pennies 1] 0.00
| |Mickels 10 050 | |Mickels 0 0.00
|_|Dimes 10 1.00 |_|Dimes 1] 0.00
M| Quarters 12 200 - M| Quarters 1 10.00 -
Subtotal 5.00 Subtotal 10.00
—Eill rStacks (Mo unite defined | ————————————
Currency unit | Count |Total I;I
| |31 20 20,00
e 5 25.00
| |$10s 5 50,00
| [$20s 2 40,00
|_|$50 a 0.00
M| $100% a 000«
Subtotal 135.00

T atal amount 150.00
Cancel | Help

Click when completed to update drawer’s status to Active.




DRAWER MANAGEMENT

Reading a Drawer

Also available via Point of Sale > Drawers > Reading

* Use to find out the current sales and pay code totals for all drawers in a store or for a

single drawer or drawer session

=

Perameters | Drawer Session |

Stare I |8 e | e Al stores
Drawer I H R R Al drawers
Dirawer seszion |* 2 All sessions.

[¥ Print drawer session totals

e

[~ Prirt store totals

[ Print repart totals Paramsters  Draer Session I

=0l x|

Store I |8

tol

Drawer I Ig
Drawer session I
Drawer session status I vl

tol

[UI—

[ &

Preview I

Frint Options »» LCloze | Help |

Date §A2008 Time 3:50:55AM
FOR DEMOMSTRATION PURPOSES OMNLY
Oravwer Reading Report

Store: MAIN

Orawer: 1

Drawersession: All

Fin ‘Remowed column signifies the d@wer was not counted and the walues are assumed
Print drawer session and drawertotals

Fage 1

Curmernt Exchange Rates:
Home currency (US Dollars) 1.0000

Store It 241N Draver 1 Draver session 1
Oraver session status  Active
Merchandise Non-Merchandise Tender
Amourt [Type Arnournt [Description Eegin amt Tr amt Removed Ower/Short

Sales 151034 Gift cert 20.00 (AR Charge o.on o.oo ® Hot counted ®
Retums -309.099 ) 5tared val cards 0.00 [American Express 0.00 000  * Mot counted ®
Misc charges 700 |Cash 0.00 9kT13 % Mot counted *
Tax 13595 | parzanal Cheek p.oo 33H1 ® Mot counted ®
Ord dep recwd 8039\ pragit Card 0.00 000  * Nat counted *
Ord dep applied 1:55 Discower 0.00 0.00 = Mot counted ™
g“: f“’P o 0g |Git Cerificate Frede 0.00 2500 * Not counted *
ash lean © |MasterCard 0.0n 45448 = Naot counted ©
Points 0.00 o.oo ® Mot counted ©
Store Credit o.oo -391.99 ® Mot counted ®
Wiza 0.00 6236 ® Mot counted ®
Met Sales 1,110.35 Total 299.24 0.00 1,409.59  * Mot counted *

-- End ofreport --




DRAWER MANAGEMENT

Cash Drop

Also available via Point of Sale > Drawers > Cash Drop

* Use to remove cash from a drawer
* User must be authorized to perform a cash drop for the specified drawer

User IMGH @| Manager
Pazzwiord I
Stare IM!—‘-.IN @| Main Stare
Diraveer |1 @|
ok | LClosze | Help |

User |MGR = || Manager Hpend
Enter the amount of | =] _ Do dae |
cash being Store IMAIN L/i\il\i’\" M ain Store Count cazh unit&l
removed from the Drawer |1 L1 Drawer 1
drawer Fay code IDescliptian Drop amount | |

l CASH Cazh 100.00

Reference

ﬂ Total amount | 100,00
ok | LCancel | Help

After clicking x| , a message appears to let E

you know that the cash drop information is saved.

Cash drop saved,

Y

[ Do not show again




DRAWER MANAGEMENT

Cash Loan
Also available via Point of Sale > Drawers > Cash Loan

* Use to add cash to a drawer
* User must be authorized to perform a cash loan for the specified drawer

Uszer IMGH @| b anager
Pazzword I
Store IM.-’-‘«IN B| b ain Stare
Cirawer |1 B|
ok | Cloze | Help |

Uzer IMGH |Q| Manager Dpen drawer, |
Store IMAIN HQ' bain Store Count cazh unitsl
Enter the amount of =
. Dirawer |1 L:\” Dirawer 1
cash being added to _
the drawer FPay code |Descr|ptlon Loan amaunt | I
! CASH Cash 10.00
Reference
Adding roll of quarters. ;I Total amount | 10.00

0K | LCancel | Help

x

After clicking Ll , amessage appears to let you - = 5
know that the cash loan information is saved. \l‘) Cash loan saved.

[T Do notshow again




ENTERING TICKETS

Two methods for entering tickets:

Touchscreen ticket entry

& Touchscreen Ticket Entry

F2 F3 F4 F5
il d -« - - "~ ltem number H

Customer #: Sales rep: -
ltem Description Quantity|Price  |Line Line item (%) ""I@ f 5
P v G ’L x&* Los'tSaQs

number discount |price iy ‘E.‘;’MEP"' ik e
» (new line) 0.00
(Y07
Discounts

Document totals R
PN p
Gross subtotal: 0.00 [ w
Document discount: 0.00 Pro.Shop

nacl >> >> >>
Number of lines: 0 Subtotal: Gon | || Smacks >> Jim= Pay
Tax: 0.00
Net amount received: 0.00 Misc charges: 0.00 V’ ‘ N Ii: |
Amount due: 0.00 Total: 0.00 Comglete Sale Return Item Vaid Line
* Not clocked in * 4/29/2013  1:01PM  MGR MAIN 1 1 Session: 1

Ticket Entry

&
Q@B X od 19

Customer # HName Document
| Sl | [(AUTO-ASSIGN)
| ttem rumber |pescription Quantty | Frice Gross fins tem prics | Line discount | Line item price |
ﬂ [new line] 0.00

Sale Item number Quantity Price Met line price

Return | |£|Q| ‘
Mora 35 |mew line] |stocking  ~|
Line item information Document totals
Gross subtotal: 0.00
Document discount: 0.00
Calculated price: Subtotal: 0.00
Unit retait: Gift cards: 0.00
Purchase request # Misc charges: 0.00
PO# Tax: 0.00
Receiver count: Total: 0.00
Amount due: 0.00
Payment
* Not clocked in * User: MGR | Store: MAIN | Station: 1 | Drawer: 1 | 4/29/2013 1:16 PM
00

2-17



TOUCHSCREEN TICKET ENTRY

Select Point of Sale > Tickets > Touchscreen

Login

Login is the same for both Touchscreen and "regular” ticket entry

2|

Ticket Entry Login

Lzer [MGR |g Manager
Stara MM -j—) Main Store
) : Only Store's Station and drawer
Station |1 . Station 1 that are valid for user are
Dmr Diravwer 1 displayed.

;Q%‘ oK | ;am:&l| Help ‘

¥

T

Floating keyboard displays when logged
into Touchscreen. Cursormustbeina
field to use floating keyboard

If the user who logged into Counterpoint has a User ID card assigned, he/she can
instead swipe the ID card to identify themself.

Activating the Drawer

If the drawer has not been activated, you may see a message similar to this:

\_‘.:J/ This drawer is inactive. Do you want bo activate it?

[ Donot show again ~ Activate Drawer ‘

If you choose to activate the drawer, you'll be asked to enter opening amounts for each
cash-type tender. If you choose to auto-activate the drawer, Counterpoint will assume an

opening amount of .00 for each cash-type tender.



TOUCHSCREEN TICKET ENTRY

Configuring Touch-Keyboard and Touch-Keypad

For users of Touchscreen monitors, a touch-keypad can be configured to appear
automatically on-screen as needed.

All letters are uppercase with no ability to input lowercase. The shift key gives visual
feedback by changing the key labels for the shifted keys.

The keyboard and keypad are available from any Touchscreen ticket entry window.

1}2 1 3 4 w 5 1 6 w 7| 8 1 9 0} - w = |Backsp ESC| Clear |Backsp
q‘w‘e|r‘t‘y‘u‘i‘O‘P‘[|]‘\‘ 7 | 8 9
ajsjaftfefnfifrcjr]:]"] -
Enter 4 5 6
@)z |x]efvbnjm| |- 1] T a]z2]s
- - OK
Shitt ‘ Space ‘ Shitt l Esc} Clear] 0 | o0

The keyboard and keypad can be configured differently for each field.

Click to configure when the keyboard or keypad should appear and to configure
size of buttons.

Keyboard settings x|
Keyboard mode

Select when

Always on
Touch-keyboard should Always On | forblank | Abways Off lBe;nember
appear. fiolds ast usage

Button size

§5| 46 |
Select button size. = a2
1338

[0]:4 Cancel Help




USING TOUCHSCREEN TICKET ENTRY: ENTERING A TICKET

NOTE: The buttons shown throughout this training manual correspond to the touchscreen
layouts defined in the training database. Buttons may be located on different pages
and in different positions for your company.

Entering aticket

1. Touch (or click) =mek=>> to
show the snackbar button

page.

2. Touch (or click) === tg
sell a hamburger.
s
3. Touch (or click) P>  to

accept payment from the
customer.

B Touchscreen Ticket Entry o [a] 5]
F2 =) F4 F5
3 d - - " ltern number
IEusmmev“ Cash Customer [CASH)] Sales rep:| MGR
2 " =
Item Description Quantity |Price Line item price d “"QJL xt D
b Member Golf et ThdPSison Lost Sales
[T Lookllp LooklUp Special racking
j (new line)
s P
Pro,Shop Eg
Snacks >> >> More >> Pay >>
Amount due V/‘ = 5 =
Subtotal Tax Total 0.00 - o L —| £ %)
[ 0.00 | 0.00 | 0.00 . Complete Sele Refurnliem | Void Line
[ b/9/2009  906aM  MGR MaIy It i Session: 1/
B Touchscreen Ticket Entry o [=] S

F5
3 d - - - ltem number -
[[Customer #] Cash Customer (CasH) Sales tep] MGR
T\
Item Description Quantity |Price Line item price @ g @ ‘\"ﬁ)
number Hamburger Cheesebar Big Burger Hotdog
j (new line)
) ®» € &
=
Fizza Sndwch Pretzel Saled
" <
@ $ U
Coke Pepsi. Coffee Beer
Candy. Cake lee Cream More >>
2 - &—E'/E 7
Pro.Shop
Snacks >> >> More >> Pay >>
Amount due v = = =
Subtotal Tax Total 0.00 = 0= 8
| 0.00 | 0.00 | 0.00 & Comlete Sele Rewmltem  VaidLine
[ $/9/2009  9:09AM  MGR MAIN 1 It Session: 1




& Touchscreen Ticket Entry

& @ q - ” P - =" ltem number
. h.Q__i_" Customer #:| Cash Customer (CASH) | Sales rep:| MGR
TOUCh (OI’ CI|Ck) Ceshy tO ltem Description Quantity|Price Line Line © @ S
: : : number discount [price Check AR
indicate receipt of Cash from lBURGER Fabrge : TR
the customer. B (new line) T e
visa e
= ) g L=
F Eﬁ} EE] -
Cesh s1 5 s10
:o ﬁ;..zl’
Payments Payments
Enter the amount of cash — . :
)
tendered by the customer. . g o il il D S
Humber ¢ B 7 8 9 More >> Pay >>
Pay ticket
Document totals Sale ‘ = = LE!
Am Totak 221 1 2 3 Return fiem. Veid Line
* Not clacked in * lletomount received: 0o 1 Session: 1
15

Confirm that the ticket is completed.

Provide any change due to the customer and
Alt+R

Receipt

click to print a receipt.

\g/ Ticket complete?

Change Due
Cash: 0.79

Ticket 105480

Alt+G Alt+R

Giift Rept Recsipt

Close Help




EXERCISE 1: TOUCHSCREEN TICKET ENTRY

Try it Yourself! In this exercise, you will learn how to:

- use the Touchscreen

- enter a customer PO number
- enter a ship-to address

- enter a miscellaneous charge
- complete a price override

- process a credit card payment
- conduct a “No-sale”

- lock/unlock the drawer

SCENARIO:

Brian Schmidt has entered your store and has selected the Adams VMI putter for purchase.
Brian needs to have the putter shipped to his friend’s home address (Joe Billings 1357 West
Thomas Ave. Memphis, TN 38111). Brian will use his MasterCard for payment
5419830000000004 Exp. 12/20.

Complete these steps:

1. Loginto Touchscreen as POSL1.

- RO ;
Qﬁs-i'u_mér T
2. Select Brian Schmidt as the customer. Click =~ Mo®>> | then Functions = {0  Enter Cust
and select Brian from the lookup.
If you knew Brian’s customer number, or if Brian had a  Customer# 1002 |2 @] Brian scnmidt
Loyalty Card, it could have been entered or scanned 22| ok | concel
at the Customer # field as well. -

Your store is configured to request a PO number for all Business category customers.

Enter 1234 as the Customer PO#. 21x

Custormner PO |1 234

5%
PG
R0;

QK | Cancel Help |

2. Return to the Main Menu by clicking



4.

Wy
Golf ltem

Click = =**  and select ADM-VMI-P (Adams VMI Putter). Notice that a quantity of 1 is
automatically added to the ticket. (If there is insufficient quantity, choose to Override.)

ltem Description Quantity |Price Line item price
number
_|ADM-VMI-P Adams VMI Putter 1 99.99 99.99
P (new line)
-

You need to enter the address to which you will be shipping this item. Click ¥°®** ' then

Functions | then WP and enter Joe Billings address.

Ship-to Address Entry

Ship-to address | 12
Ship-to name type |Person j
Name [Joe Bilings Copy billto address
Salutation | Eirst name Joe

Last name |Bi||ing5

Address 1 [1357 West Thomas oo

Address 2 | 50,

Address §|

City |Mermphis State [TN oK
Zip code IW Cogmrﬂ
Contact 1 | Phone 1 | Other contact
Emal | Fa | Cancel

Ship-via code [UPS GROUND || ship date [10/312013  +|
Shipping zone |UPS ZONE 3 |2 Taxcode [MEMTN =l Help




5. You need to include a shipping charge of 7.50.

= &
Click ¥>* ' then , then MseChaee  Next, enter the shipping charge. Notice that
the corresponding percent is automatically calculated and displayed.

Ticket
Functions

Subtotal [99.99
Arnount Percent Entered As
Misc charge 1 I?.SO I?.501 |Amoun’r [ Use default |0.00
R
,{f@ﬁ 0K | Cancel Help |

The shipping charge now appears in the totals area.

Document totals

Gross subtotal: 59.59

Document discount: 0.00

Humber of lines: 1 Subtotal: 59.99
Tax: 11.25

Het amount received: 0.00 Misc charges: 7.50
Amount due: 1 18?4 Total: ‘1 ‘18?4

6. Brian notices that the club he selected has a slight scratch on it and asks for a discount. You
agree to discount the club 5%.

Click the ADM-VMI-P item.

-

Kk Maore >>

FEY
iy 5
ltem.

Then clic Next, click Functions . then Price Override

Enter the discount percentage and enter MGR as the reason for the price override.

Calculated price |99.99
0ld line price |99.99
Price |94.99 Use default price |
Discount 22 [5.0000
Beason code IMGR \2” tManager Cveride
P
9:\@_\3 QK Cancel Help
21x]
When the "User not authorized..." message appears, User not authorized to Override prices or not
authorized to perform security overrides.
click | Cwerride(F2) ok | override (F2) | Help |




User not authorized to Override prices or not
authorized to perfarm security overrides.

Enter MGR as the user performing the override. User 1D M3
Eassword|
g)fg\é OK Cancel Help |
The Subtotal and Tax are recalculated to reflect the price change.
Gross subtotal: 9499
Document discount: 0.00
Humber of lines: 1 Subtotal: 54.99
Tax: 10.69
Het amount received: 0.00 Misc charges: 7.50
Amount due: '1 '1318 Total: 1 '13'18
Brian is ready to pay for his purchase.
[ validations @
‘e 7 Pay code [MASTERCAR | MasterCard
_ Pay >> e Card no 5419830004
Click then = Exp. date 1217
Name on card |Brian Schridt
Brian will put the ticket balance on his
MasterCard.
Click OK and enter the payment
information (5419-8300-0000-0004
Exp. 12/20).
g)Eg{’g (0] Cancel ‘ Help ‘
21|
Complete the ticket and close the print window. No Change Due
Ticket 100530
Alt+G Alt+R
Giift Rept Receipt
Close | Help |




7. As soon as Brian Schmidt left your store, you realized that you left his driver’s license
(which you had used to verify his identity) inside the drawer.

You will need to do a No-sale to open the drawer so you can retrieve his license, and
then you will need to Lock the station while you return the license before he leaves the
parking area.

. K&

Station ;}
Click Me>* | Next, click Functions  then | MeSse The cash drawer opens.

Retrieve the driver’s license and close the drawer.

o

To lock the station, click - **S=& The Station locked dialog now displays.

@Statiun locked i B

Unlock workstation.

User |0

Fassword

DY,
ol 'd
Lo

Ok | Help |

When you return, unlock the drawer by entering your User ID, and click OK.
If passwords were enabled, you would also be required to enter your password.

S N[ D 0] = == = Yo [S] N ——




EXERCISE 2: TOUCHSCREEN TICKET ENTRY

Try it Yourself! In this exercise, you will learn how to:

- use the Touchscreen
- sell a weighed item
- redeem loyalty points

SCENARIO:
John Lincoln has come to eat lunch at the Snack Bar. He selects a sandwich, salad, and Pepsi.

He also wants to play a round of golf, which he has loyalty points he can use for payment.

Complete these steps:

1. Exit Touchscreen Ticket Entry, and start it again, logging in as MGR this time.

"
Memmber
2. From the Home page of buttons, select ikl and select John Lincoln.
, L obo .
3. When the "Customer has open orders on file" message appears, answer ... S to skip

processing them.

4, Select
5. Select
6. Select
7. Select

&

Snacks »>

=

Salad

Pepsi

45

Pro,Shop
==

, then select

, enter a weight of 3.4 and select

and select

e

Sndwch

A

S Holes

LgBowl

Enter Weight

Welght [3.400 LB

2Ix]

R
oK Cancel

Help ‘

Mo scale found



8. The items John Lincoln has selected are now shown in the Line Item Display area of the
Touchscreen Ticket Entry window. Notice that John has loyalty points that are available for

redemption.
[ Customer #:| John L]
=== | gyalty points are available for redemption ***
ltem Description Quantity |Price Line Line item
number discount |price
_SANDWICH Sandwich 1 1.75 0.00 1.75
| SALAD Salad 3.360 1.75 0.00 5.88
_PEPSI Pepsi 1 2.00 0.00 2.00
_QHOLES Greens fees-9h... 1 16.20 0.00 16.20
k (new line) 0.00
1)
-
9. Select el , then select [tevltyFonts
2
. . . Fay code [LOYALTY | Loyalty Points
10. Click OK to use the available loyalty points. E—
Balance Piu,iﬂnzlﬂs A’B“U‘;’B?
Eligible 162 16.20
Minimum 162 16.20
Maximum 162 16.20
EostIW@ZZ |1620
':og;‘g oK | Cancsl Help |
Document totals Sale
T mountdue: %850 |
Document totals
11. The Totals area reflects the Gross subotal 2583
|_oy3_|ty point payment and Document discount: 0.00
ShOWS the remalnlng amount Humber of lines: Subl:tali Eiizf
due Net amount received: 16.20 Misc charges: 0.00
John tenders the balance of the fmoumtdue: =it T “Bis
ticket by handing you $15.
21X
Change Due
12. When you complete the ticket, the change due window Cash: 2.68
appears. Ticket 100531
Alt+G Alt+R
Gift Rept Receipt

--------------------------------------------- END OF EXERCISE

Close Help
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SALES REPS AND DOCUMENT NUMBERS (TOUCHSCREEN)

Changing the Sales Rep
To change the sales rep for a ticket:

. : =0
Ticket -
click Mere>> Next select Fumetions  thop  SslssRep

[ Enter Sales Rep

If you are authorized to change
sales reps, enter or look up the
sales rep for the ticket.

Assigning a Document Number

Usually, your document numbers (such as a ticket number) will be automatically
assigned by Counterpoint when the document is completed.

If enabled for your store, you can instead enter your own document number

To enter your own ticket number, after entering at least one line item on the ticket:
= &
= Ticket -

click Mere>> Next select Functions  {hgp Deeuments

Enter Document Number

You Can. replace "(AUTO-ASS|GN)" Document |(AUTO—ASS|GN]I Auto-Assign
by entering up to 15 alphanumeric

FSA
characters. oK Cancel Help ‘




VOIDING TICKETS (TOUCHSCREEN)

Voiding the current ticket

To void a ticket that you are in the process of entering:

-'5 T;cgei

click Mere>> Neyiselect Functions thop YodthisTekt

Click Yes to confirm the void.

\_..:‘) Do you wish to woid the current Ticket?

Voiding a completed ticket

To void a ticket that has been completed and not yet posted:

-’ T;cget K'

click More>>  Next select Functions  {hop YeidOlTekt

i i . [ Select ticket for, void
Select the ticket to void by browsing or PR

using the document lookup. Each ticket
is shown behind the void window. Current store | MAIN

Current station |1

Tickets are limited to the current store,

unless you enable Include other stores. Bl lncivile o s

Docurment \8‘
. oy Store | MAIN
. Yoid this ticket . .
Click to void the ticket that Station |1
currently appears. _
Ticket date | 42912013 4:36 PM
%
]| voidthisticket | Close ‘

[ Enter Yoid Reason

Provide a reason for the void. Void reason code | 2]
?0%
.@gﬁ QK ‘ Cancel Help ‘




REPRINTING TICKETS (TOUCHSCREEN)

Reprinting a ticket

To print a ticket that is completed and has not been posted :

s

More ==

Ticket

click . Next select Functions  thap

Select the ticket to reprint by browsing or
using the document lookup. Each ticket is
shown behind the reprint window.

Tickets are limited to the current store,
unless you enable Include other stores.

. Beprint ticket
Click =

currently appears.

to reprint the ticket that

*** Duplicate *** will appear at the top of the

receipt.

=
& 7]
Reprint Ticket

(5 select ticket for reprint

HdpH 5
Current store | MAIN

Current station | 1

@

[ Include other stations

Docurnent (i
Store | MAIN
Station |1

Ticket date |4/29/2013

28%
s
Q0;

PIX]

4:36 P

Reprint ticket Close

Main Store
547 Tournament Drive
P.0. Box 542
Memphis, TN 38018
{201y 555-1234

There golfing is FUN!!!

Ticket§ 105482

0472972013

Iten £
Description

SANDWICH
Zandwich
SALAD

zalad

PEPSI

Tepsi

SHOLES

Greens fees -

Subtotal
Tax

Total

Tender:

Loyalty Points

Cash

(Change)Cash

Itens purchased:

Points redeemed
Toints halance

**%  Puplicate ***

User: MGR

4:36 pm Station: 1
ey Price Total
1 1.78 1.7s
3.380 1.78 5.88
1 z.00 z.00
1 1s.z0 16.20
3 holes

25.83
z.69
zg.52
16.z0
15.00
-z.88
Net tender: 28.52

5.380
162
3,686

John Linceln
1925 Wondermist Dr.

Menphis,

TH 38120

3Z1-455-1%864
Plan on attending our FALL tournament

Specials

Prizes for everyone
available during tournament

2



ADDING ITEMS TO TICKETS (TOUCHSCREEN)

Adding items to aticket

At Item number, identify the item by
Scanning the item's barcode
Clicking a button assigned to the item
Entering the item number

Enter the vendor's item number

Clicking & and selecting the item from a lookup

The item's description and price automatically appear.

ltem Description Quanitity|Price Line Line item
number discount |price
 |ADM-TL2  Adams Tight Lies... 1 34999 0.00 34999
b (new line) 0.00
Enter Quantity @@
Itern number |DUN—DDH |@
Dunlop DOH 110 Balls
CQluantity |1
If the item has alternate selling units
defined, you can select a different unit. DOz sy EACH
$21.99 $3.00 $3.00
%t;g QK Cancel
Help

If the identical item and unit is added again to the ticket, it can be consolidated with the

previous line.
ltem Description Quanitity|Price Line Line item
number discount |price
_|ADM-TLZ2  Adams Tight Lies ... 1 349.99 0.00 34999
_|PUN-DDH  Dunlop DDH 110 ... 2 9.00 0.00 18.00
b (new line) 0.00
2-32



SELLING GRIDDED ITEMS

Selling Gridded Items

Scan a specific color/size/pattern barcode

2le]

ltem number ‘408

oy

ltem Zoom

ey

ltem Lookup

hd@

Item Prompts

i
iy}
Item Details

1.00

# =

AR
A
-_—

or
& Gridded Item 2
Select the item and then [tem number [SHOES - Women's golf shoss
enter the quantity for each Ship-from location [MAIN - Main store location
color/size/pattern the T
customer is purchasing = Width ]
Color Size Marrow Wide Total
White 7 0
W'hite 7h 0
Wihite g 0
‘'hite 8b 1 1
0 1 1=
4| [ »
Single cell | F Filter >=| wigw = ‘ oK ‘ Cancal ‘ Help ‘
. Single cell . . Lookup (F9) .
or click =" to select a single or click i to select a single
color/size/pattern color/size/pattern from the lookup

Gridded ltem

Itern number |[SHOES - Women's golf shoes

1- Color 2-Size 3 - Width
MUl 7 Marrow
75
(o] 4 ‘ Cancel | Multi-cell | Lookup (F9) ‘ Help ‘

@ Cell Selection Laooklp |E‘El

Search for ‘ Keyword |
(Detautt -] 255
LookUp |{Default) .@;\o@:
Order by ‘Ce\l j Fittered %
0K
|sHOES Muti 7 Wide 30000 00000 e
SHOES  Multi 75 MNarrow 50000 0.0000
- Cptions ==
_SHOES Multi 75 Wwide 50000 0.0000 —
_|SHOES  Multi 8 Marrow 60000 0.0000 Help
_SHOES Multi 8 Wwide 50000 0.0000 —
_|SHOES  Multi 85 Marrow 50000 0.0000
_|SHOES  Multi 85h Wide 3.0000  0.0000 _
SHOES white 7 MNarrow 30000 00000
v



SELLING SERIALIZED ITEMS

Selling Serialized Items

After entering or scanning
a serialized item, you are
prompted to enter a serial
number.

Enter or look up each serial
number that is sold or
returned, and respond to any
serial number prompts that
may appear.

If you sell more than 1 of the
item, the window looks
similar to this.

@ Serial numbers 1|E|
Serial number “ |£|
Py
9:\@\3 oK ‘ Cancel Help ‘
@ Serial numbers ilgl

o

ltern number [BALL-RET- | - [@] Ball Return - PRO
Location [MAIN - Main store location

Serial number |

ALETEE2
(new line)

L»

I

2]

Serial numnbers
Guantity
Entered

To add

Serial number

M| = W

aK ‘ Cancel Help ‘

If the item is Always serialized, you will need to identify a serial number for each piece

that is sold or returned.



SELLING WEIGHED ITEMS

Selling Weighed Items

Enterweight 21
AN WT
After specifying an item that needs to be weighed, wieight [1.300
you will be prompted for the item's weight. Seling unit | LB
SIS (S
Place the item on the scale or, if the scale is not SmCam | Lglam | Flale
connected to your computer, enter the weight. =
N Cugtomer's
Sm Bowl Lg Bowl
You can select the container before or after the T
item is weighed. o [l e
Mo scale found

The item's quantity (its weight) is automatically adjusted to deduct the weight of the
container.

| Customer #:] Cash Customer (CASH) Sales rep:| MGR

ltem Description Quantity|Price Line Line item
humber discount |price
_ [BALL-RE... Ball Return - FRO 3 69.99 0.00 20997
| [SALAD  Salad 1.250 1.75 0.00 219

If you instead scan a random weight barcode, the Enter Weight window does not
appear. The weight (quantity) and extended price for the item are obtained from the
barcode.



EDITING AN ITEM ON A TICKET

Editing an item on a ticket

Click the item you want to edit in the Line Item Display. Then select the button that
corresponds to the change you want to make.

| Customer #:] Cash Customer (CASH)

Sales rep:| MGR

ltem Description Quanitity |Price Line Line item
number discount |price
|BALL-RE... Ball Return - PRO 3 69.99 0.00 209.97
|SALAD  Salad 1.250 1.75 0.00 2.19
i1 0.00
.
In the above example, to edit the serial numbers for the item, click = *> ' Select

iy =
Funcions  gNd then click tempesis

The Serial numbers window
opens where you can edit the
serial number information.

[&] serial numbers E]E]
ltern number [BALLRET- [~ [@] Ball Retum - FRO
Location |MAIN - Main store location

Serial number |

|A
4567862

[

[new ling)
¥

Serial nurnber @

Serial numbers
Guantity
Entered

To add 2

—

Ok ‘ Cancel Help ‘

Other changes you can make after selecting an item in the Line ltem Display:

= Quantity

= Line type (sale, return, order, etc.)

* Price

» Taxable status (taxable vs non-taxable)
= Color/size/pattern for a gridded item

= Weight and container for a weighed item



PERFORMING AN OVERRIDE

Performing an Override

POS managers with authorization can perform security overrides for POS clerks

E ?]x]
The User Not Authorized message
appears when a POS clerk attempts
to perform a function for which they User not authorized to Override prices or not
do not have permission Red authorized to perform security overrides,
QK Crerride (F2) Help ‘
s
Click Crerride (F2) . Q0 2K ‘ Cancel ‘ Help ‘

(&3] Security Override

A POS manager who has permission to Us;r not ?{rhoriifed to Qverride prio_%s or not
perform the attempted function can enter authorized to perform security overrides,
his/her user ID and password. User 1D [MGR

A
PAGAT]

QK Cancel ‘ Help ‘

.Eml User not authorized @

. User not authorized to Owverride max discount or not
The POS manager can also swipe a user ID suthorized to perform security cverrides.

card to perform the security override.

UserlD |

Fazsword |

0K | Cancel Help

Swipe User ID card to perform security override




ITEM DISCOUNTS

Discounting an item on aticket

You can discount an item by overriding a price or by using a discount code.
Overriding a price

Click the item whose price will be changed in the Line Item Display.

= i k-
Click Mere>> | Select Functions and then Fe=o=me (dollar) or o= (percentage).
Price override EJE|
Enter the new price and supply a reason | Calculated price 627.99
code if one is requested, Price [510.00 Use default price
Reason code |MGR . Manager Overide
§$\‘a oK Cancel Help ‘
Price override percent @E‘

Calculated price | 27.99
Qld line price 27 .83

Price |565.19 Use default price |

or enter the discount percent to apply to

. . .
the item’'s pnce' Reduction % [10.0000
Reason cods [MGR . Manager Overide
A
:&iﬁ oK Cancel Help

& User not authorized

If the clerk is not authorized to override
prices, a POS manager who is authorized
can do a security override.

User not authorized to Override prices or not
autharized to perform security overrides.

Help ‘

oK Cverride (F2)

The new price is shown in the Price and Line item price.

| Customer #:] Cash Customer (CASH) Sales rep:| MGR

ltem Description Quanitity |Price Line Line item
number discount |price
| |ADM-VMI Adams VMI Irons.... 1 565.19 0.00 56519
> (new line) 0.00



ITEM DISCOUNTS

Discounting an item on aticket

Using a discount code

Click the item you want to discount in the Line Item Display.

- iy

. —lem} ter line
Click Mee>  Select Fuetions and then e

If the clerk is not authorized to

discounts, a POS manager who is
authorized can do a security override to

allow the discount.

Select the discount code and,
if allowed, modify the discount
amount or percent.

28] User, not authorized

allow ) )
User not authorized to Allow discounts or not

authorized to perform security overrides.

0K Owerride (F2) Help ‘
[ Enter Line Discount E]@
Discount code (ML . Manager's Line Discount
Disc type |Percent -

[neA 10 000

a5
QK ‘ Cancel

Help ‘

The discount is shown in the Line discount column and is reflected in the Line

item price.

| Customer #:] Cash Customer (CASH) Sales rep: MGR

ltem Description Quantity (Price Line Line item

number discount |price
_|ADM-VMI Adams VMl Irons.... 1 627.99 62.80 565.19
i (new line) 0.00

Only one discount code can be applied to the same line item.



TICKET DISCOUNTS

Discounting a ticket

* You can discount all items on a ticket at once, using a ticket discount code

* Only one ticket discount can be applied to a ticket

* A ticket discount and line item discount can be applied on the same ticket

=

. Ticket ] -
Click More>>  Sglect Fumcions gnd then TeketDiseont

If the clerk is not authorized to allow discounts,
a POS manager who is authorized can do a
security override to allow the discount.

Select the discount code and,
if allowed, modify the discount
amount or percent.

The discount is applied to all
discountable items on the ticket
and is reflected in the
Document totals area.

The discount will not show in
the line item prices on screen.

[28 User not authorized

User not authorized to Allow discounts or not
authorized to perform security overrides.

Help ‘

QK Oerride (F2)

[& Enter Document Discount

Discount code |MT252% . Manager's 25% Ticket Discount
Disc type |Percent <

ﬁ
——

OK Cancel ‘ Help ‘

9%

| Customer #:| Cash Customer (CASH) Sales rep:| MGR

ltem Description QuantityPrice Line Line item | |©
number discount |price
ADM-VMI Adams VMl Irons.... 1 565.19 000  585.19

| |APL-HAT Golf hat with logo ... 1 999 0.00 999

B (new line) 0.00 0.00

-

Document totals

Giosscubioil 25

I Document discount: 143.80 I
Humber of lines: 2 TonTotar 4313
Tax: 4854
Net amount received: 0.00 Misc charges: 0.00
Amount due: 47992 Total: 47992



ENTERING RETURNS

Entering Returns

You can enter returns in two ways: a "regular” return and a "validated" return.

Entering a regular return

-
Click “reumken ™ and then scan or select the item being returned.

[& Enter Reason Code

Supply a reason code if

one is requested. Return reason code Returned - Cust did not want
S
’9:?@% ak Cancel Help

The item is added to the ticket with a negative quantity and price.

| Customer #:] Cash Customer (CASH) Sales rep:| MGR

ltem Description Quantity |Price Line Line item

number discount |price

ADM-VMI Adams VMl Irons.... 1 565.19 0.00 5B65.19
|APL-HAT Golf hat with logo ... 1 9.99 0.00 9.99
' |APL-UMB Golf umbrella -1 14.99 000 -1499
B (new line) 0.00




ENTERING RETURNS

Entering Returns

Entering a validated return

. " T;cket
Click Mere>> | Sglect Functions gnd then

Vali
Returns

At Find Document, scan the ticket barcode (from the customer's receipt) to locate
the original ticket.

& validated Returns

Find Documnent | ﬂ
Ticket

Line items

Itern nurnber | Description Quantity Awvailable |Quantity to return | Return
1o retum reason

FEA
.@gﬁ aK Cancel

You can instead click L to look up the ticket using different criteria.

[ validated Returns Ticket Lookup

Ticket search criteria, IAdvanced search fitter |
Document ‘
Store [MAIN 2] Main Stare (e
Ticket date [ 1/ 1/2012 =~ ol
Customer # [200003 Pl e G & Vatidated Returns Ticket Lookup
Itern number | EE) Ticket search criteria Advanced search filter I
Card no | Swipe (Fz2) | Tickets Lineitems ‘ Payments | o

Line description contains W _
] Item category Cancel

Document

5/6/201212:35 PM 103246 200003

Wiew ticket
3132012267 PM 101831 200003 Bil —
3132012266 PM 101830 200003 Bil .93094

2/4/201211:06 AM 101104 200003 Bil
1262012606 PM 100977 200003 Eil

Docurment Customer #

Ticket date




After you find the ticket, select the item and indicate the quantity that is being
returned. Provide a return reason if necessary.

(& validated Returns @E|
Find Document | £|
Ticket .
Ticket # | 100686 &  Salesrep. MGR Sub total 339.28
Store | MAIN User MGR Misc. 0.00
Date | 1/2/2012 1:23 PM Station |1 Tax 3817
Customer | 200003 Bill McMaster Total 37746
Line items
Find Ltern # |
[tem number  Description Guantity | Available | Quantity to retumn | Retun
10 return [egason
1 v AOM-TL2 Adams Tight Lies 2 Wood 1 0 1 4| = |R v
TOPST] TOpT e Strana 1our Bans T T e

2da s 4
.@Qg “iew ticket oK ‘ Cancel ‘

. 0K ) .
Click - to add the line to the current ticket.

[ Customer #:] Cash Customer (CASH) Sales rep:| MGR

ltem Description Quantity |Price Line Line item |

humbetr discount |price

ADM-VMI Adams VMI Irens.... 1 565.19 0.00 56519
|APL-HAT Golf hat with logo ... 1 9.99 0.00 9.99
' |APL-UMB Golf umbrella -1 14.99 0.00 -14.99
NlADM-TL2 Adams Tight Lies ... -1 314.99 0.00, -314.99
B (new line) 0.00

Doing this as a validated return ensures that no future returns can be made for
the item from the same ticket.

If the item was originally paid for with loyalty points, the loyalty points will be
automatically shown as the refund tender for the ticket.



ENTERING RETURNS

Processing a Return and Scrapping Inventory

When returning an item, if you select a Return reason code that indicates the item is to
be scrapped, the posted return ticket will also create and post an inventory adjustment.

a a . F2 - Fa - - F5
[ Customer #:| Cash Customer (CASH) Sales rep:| MGR

ltem Description Quantity |Price Line Line item *

number discount |price
 |ADM-VMI Adams VMl Irons.... 1 565.19 0.00 565.19
| |APL-HAT Golf hat with logo ... 1 9.99 0.00 9.99

APL-UMB Golf umbrella -1 14.99 0.00 -14.99

ADM-TL2 Adams Tight Lies... -1 314.99 0.00 -314.99
IBALL-RET -1.0000 0.00

[& Enter Reason Code
Return reason code |DAM El Damaged
0K Cancel Help ‘ i

[ Reason Codes

+ X :
Reason code |D&M

Description |Damaged

Yoid completed document [
Tax ovemids [
Price averide [~

Retumn [v Scrap reason code

Scrap |v |S I£| Scrap




GIFT CARDS

Selling a Gift Card

" G;lziu <

Click Mee>> | Select

Enter or look up the gift card
code.

Assign a number or click
Swipe (F2 .

2 to swipe the card's
magnetic stripe.

Enter the amount, if allowed
for the gift card code.

. Multipl .
Click ™ tosell multiple

gift cards to the same
customer.

Each gift card sold may show
up as a line item on the
ticket.

Gift card sales are not
reflected in the subtotal of the
title, and are not usually
taxed.

Functions . 3 d then

[

Sell GC

[& Gift Cand Sales

Gift card code |GC |2 Gift Certificate
Description |Giﬁ Card

Gift card number [[AUTC-ASSIGH)

Auto-assign Swige(FZl‘
Amount |20.00
7S i
.9:@_\3 Muttiple
(8] 4 Qancel‘ Help ‘

Sell Multiple Gift Cards

Giift card code |GC L | Gift Certificate
Description |Gift Card
Starting gift card [[AUTO-ASSIGN)

Arnount |20.00

Quantity |4
A
00! oK Qancel‘ Help ‘

Cash Customer (CASH) MGR

[tam Description Quantity |Price Line Line item |*

number discount |price

GC Gift Card 20.00
lac Gift Card 20.00
lac Gift Card 20.00
lac Gift Card 20.00
) (new line) 0.00

v

Document totals

Gross subtotal: o.o0

Document discount: 0.oo
Number of lines: 0 Subtotal: 0.00
Tax: o.o0

Het amount received: 0.00 Misc charges: 0.00

80.00 Total: 80.00

Amount due:




GIFT CARDS

Redeeming a Gift Card

e [

Click P=>  to accept a customer's payment for purchases. Then click = g#c=

If you are using a mag stripe reader, swipe Credit Card (WSR) Reader
the card.

Swipe card now..

If the card swipe is not working or the card
cannot be read, click "= to manually oreel Manual Enty (72
enter the gift card that's being redeemed.

Gift Card number

Gift card. # 100040 Pl@ Swipe (F2)

Description | Gift Card
lssued to | CASH
Issue date |5/1/2013
Qriginal amourit 20.00

If you are not using a mag stripe reader,
enter or look up the gift card.

Current amount 20.00

OK Cancal

Help ‘

. . Pay code |GC Gift Certificate Redemption | Clear ‘ Backsp
Enter the amount that's being . —
redeemed. Smeun 7|8 |9
Fay ficket
T — QK ‘ Cancel Help ‘ 4 5 5
Document totals Sale
Total: 60.06 1 P e
Het amount received: 0.00
Amount due: 60.06 0




GIFT CARDS

Editing Gift Cards

Select System > Gift Cards > Edit Gift Cards

* Use to change selling description, expiration date, or purchased by information for
gift cards that have sold and are not closed

* Use to void or reinstate a gift card
* Use to view all activity for a gift card

1ol x]
QBEHE 4> PRS- 9
Gift card # [100037 B E Woid |V_iew.~’-\ctivit_l,l|
Gift card cods IGE Ld

Selling description IGifl Card

lzzue date I‘I'I.-’ 4,/2009 vl
E xpiration date I I vl v Always vald

lzzued to IC."-\SH Iﬂ@| Cazh Customer
Stare IM."-\IN L,:\ig| tain Stare
Station |1 Lﬂ| Station 1

Docurnent rumber |1UDE4D
Original armaunt |2D.UD
Current amaount |2D.UD

Liability account [2090100 || GC Liabiities Main Store
Redemption account method IHedeeming store j
Redemption accaunt |2|39EI1 oo LC\” GC Liabilities b ain Share
Farfeit accaunt |851 oo LC\” Forf Dep GC. 5C Main Stare




GIFT CARDS

Voiding a Gift Card

=
GQEHB «» L BSH W
Gift card # [100037 EE) ITI |
Gift card code [GC B
Sefing descriplion |Gilt Card

Voided gift card can be reinstated until gift card is closed using System > Gift Cards >
Close Gift Cards.

Click _ Benstats | 45 yeinstate a voided gift card.

& Edit Gift Cards M[=1/E3)
B 4> | L TG |9
Gift card # |1DDDS? I@ Beinstate | Wiew Activiy |

| I_I This Gift card is void.

|
EEERE

- i

Click Yiewhctivity | 1o check/verify the gift card status.

=
AEHB <> LB |9
Gift card # [100037 B | Reinstate | viewactiviy ||
y2
Gift card code |EE u This Gift card is void.
Sefing desciiplion [Gift Card

28] Gift card activity 21 x|

Activity type |Date

[3 100037 |1ssue [1174/2009 20.00 | MAIN
100037 Void 2/10/2010 0.00 MAIN
100037 Reinstate  2/10/2010 0.00 MAIN




GIFT CARDS

Closing Gift Cards

Select System > Gift Cards > Close Gift Cards

Identify the gift cards to close, o= =l0lx]

and prOVide the date for any Cloze fully redeermed qift cards W
generated dlStrIbUtIOﬂS Lazt activity date I 2102010 vl

Close voided gift cards [

Click ~Feview  to view the eligible gift Lt actiiy date [271072070 =]

Close expired aift cands [V

Cards before proceedlng. Expired on or before I 2/9/2010 vl
Click [aoses to close the el|g|b|e Distribution date I 210/2010 vl

glft cards. Preview I Frocesd | Close | Help |

Date 11MELZ00E  Time B:03:51PM Page 1of 1
FOR DEMONSTRATION FURFOSES OMLY

Closed Gift Cerificate Edit List - Detail

Gift certificates selected: Zero balance last activity on orbefore 11M46/20006, woided last activity on orbefore 11162006 , expired on orbefore 11452006
Order by Gift cert #

Gift cert # I==ued to Name Issue date Original amount  Status

Store Exp d=ate Current amount

100001 CASH Cash Customer 01/25/2002 5000 *F Redeemed *°
T AIN Gift Certificate oo
Activity detail:  Date Docd Auctivity type Amount
01425420032 100116 lz=zue a0.00
017257200 100118 Redesm -50.00

100002 1000 Bill Baker 01252002 2500 * Redeeamed
M AUN Gift Certificate o.oo
Activity detail:  Date Ooc # Activity type Amount
0172542003 100117 lzsue 500
DT 200E 100207 Redeem -25.00

100003 1000 Bill Baker 014252002 2500 * Redeemed ™
il AlH Gift Certificate 0.00
Activity detail:  Date Ooc # Activity type Amount
0172542003 100117 lzsue 2500
D7 200E 100:07 Redeem -15.00

inooo4 1000 Bill Baker 014252002 2500 * Redeemed **
Tl AW Gift Certificate 0.00
Activity detail:  Date Docd Aptivity type Amount
0172502003 100117 lzsue 2500
0807200 100207 Redesm -15.00

100004 1001 John Lincoln 0207 2006 2000 ** Redeemed ™
M AUN Gift Certificate o.oo
Activity detail:  Date Doc # Activity type Amount
DT 200E 100208 lzsue 000
1106200¢ 100226 Fedeem -20.00
5 gift cetificates printed Original amount 145.00
Cumert am ount oo

- End ofreport --




GIFT CARDS

Maintaining Gift Cards

Select System > Gift Cards > Maintain Gift Cards

* Use to set up outstanding gift cards that were sold prior to implementing gift cards in
Counterpoint

e Generates no audit trail or distributions

o1 x]
GH+ X 8.
Gift card # [100038 L@ Yoid | \-"_iewﬁi‘n.ctivityl
Gift card code IGE @

Selling description IGift Card

lzzue date I11.-" 442009 vI
Expiration date I I vl v Blaaps valid

lzzued to IC#SH L,g@l Caszh Customer
Store IMMN Lfg@| tain Store
Station I'l L/g| Station 1

Docurment nurmber |1UDE4D
Original amont IZD.EIIJ
Current arnount IZEI.EIEI

Liability account {2090100 [F| GE Liabilties Main Store
Redemphion account method IHedeeming zhare j
Redemption accaunt |2EIEID1 0o L/g| GC Liabilities tain Stare
Farfeit account |851 01an L/H| Faorf Dep GC, 5C Main Stare




STORE CREDITS

Issuing a Store Credit

[ Touchscreen Ticket Entry

L] d -’ - ” - - " Item number
Customer #:| Cash Customer (CASH) Sales rep:] MGR o
ltem Description Quantity|Price Line Line item | |~ S % A = w‘
_'E"'_'"‘“ number discount |price Check AR Gift Card Store Credit
= BAG-PRD Pro bag with divid... -1 5599 0.00 -55.99
. ) — N
lick ' swrecresi h 5 (new line) 0.00 T =y = =
Clic as the pay code |} L= U= R

for a ticket with a Refund due.

If you are using a mag stripe reader, swipe the store

credit.

Humber of lines: 1

Net amount received: 0.00

Refund due: -62.29

If the card swipe is not working or the card cannot be

read, click "=  to manually enter
credit number that's being issued.

the store

Store credit number

Document totals

Visa MC CreditCard  Loyalty Points
y; A
T L
codf My B
Cash. s1 $5 510
20 #d Y W
Cl
U $20 5100 Payments Payments
™
LR e
Gross subtotal ) [ £
Bocument discount: 0.00 Pro,Shop
Suborat egs | Snacks>> >> More >> Pay >>
Tax: £.30
Misc charges 0.00 V; == ‘ =3
Total -62.29 Complete Sele Return llem

S{je013  1:32PM POS1 HAIN 1 1

Credit Card (MSR) Reader

Swipe card now

Cancel Manual Enty [F2] ‘

Store credit & |(AUTO—ASSIGN) Pl@ AuTo-aSSign‘ Swipe (F2)‘

If you are not using a mag stripe reader,

assign the store credit number.

You can also add the refund amount to
an existing store credit.

Specify how much of the refund
should be issued to the store credit.

Issuing a store credit.

OK Cancel

Help ‘

Pay code |SC Store Cradit Clear ‘ Backsp
A 1

Amount [T s | g
Pay ficket

T — oK ‘ Cancel Help ‘ p 5 :

Document totals Sale|
Total: -62.29 1 2 3
Net amount received: 0.00
Refund due: -62.29 0

2-51




STORE CREDITS

Redeeming a Store Credit

Click P=>  to accept a customer's payment for purchases. Then click = seecest

If you are using a mag stripe reader, swipe P —
the card.

Swipe card now..

If the card swipe is not working or the card

cannot be read, click " to manually Farel Menua Enty F2)
enter the store credit that's being redeemed.

Store credit number

Store credit # 100029 P21 @| Swipe (F2)

Description | 1ssued on tkt 105479
Issued to |CASH

If you are not using a mag stripe
reader, enter or look up the store

credit.
Issue date |B/1/2013
Qriginal arnourt 52.29
Current armount £2.29
FIESA
’Qfgﬁ QK Cancel Help ‘

Enter the amount that's being oy code [5C Store Crogit Cloar ‘ Backep
redeemed.
50.00
Arnount 7 g g
Pay tickst
T QK Cancel Help ‘ p . .
Document totals Sale
Total: 0.00 1 o &
Net amount received: 0.00
Amount due: 0.00 0




STORE CREDITS

Recharging a Store Credit

To add more funds to an existing store credit when no purchase or return is being made,

Pay >>

click
the store credit value.

to accept the tender the customer is providing that will be used to increase

| Customer #:] Cash Customer (CASH)

Sales rep:| MGR

[tem Description Quantity|Price Line Line item
humber discount |price
e (new line) 0.00
Pay code |CHECK Personal Check Clear | Backsp
A t[35.00
Ao 7 5 9
Pay ticket
o — QK Cancel ‘ Help ‘ 4 5 5
Document totals Sale
Total: 0.00 1 P 3
Het amount received: 0.00
Amount due: 0.00 0
.
Gross subtotal: 0.00
| Ticket payment:] CHECK 35.00
The ticket shows that BTEED I oo
Change |S due tO the . Document discount: 0.00
NHumber of lines: 0 Subtotal: 0.00
customer. Tax: 0.00
Net amount received: 35.00 Misc charges: 0.00
Change due: 35.00 Total: 0.00
== Store credit number E|FZ|
Click ' secm Store credit # [100027 P@] Auto-assign | Swe (F2)|

Then swipe or select the
existing store credit to
which the funds will be
added.

Description | I1ssued on tikt 100943
Issued to CASH
Issue date | 1/23/2012

Original amount 40.05
Current amount 40 .05
R0%
’@;@g (8] 4 Qancel‘ Help ‘

2-53



STORE CREDITS

Editing Store Credits

Select System > Store Credits > Edit Store Credits

* Use to change selling description, expiration date, or purchased by information for
store credits that have been issued and are not closed

e Use to void or reinstate a store credit
* Use to view all activity for a store credit

~i/
QES «r | L BG|®-

Store credit number [100023 13 od | Viewsactviy |

Gift card code | =
PvcolE T
wm|luuﬂmlkl1m1
N
Expistiondate [ 7 7 x| 7 Awoys vad
lssued to [200007 (=] @ Maty Hingins
Store |MAIN 1=} Man Stose
Station |1 L] station 1
Documert rumber [100641
Ongnal amount [4008
Cunert amount [S508
Lisbity account [2080100 [] Cust Dep Liskd Man Store
Fledemption account method | Redesming store =l
Redemption account 2080100 |-]| Cust Dep Liabd Main Store
Forfeit account 8510100 L] | Foef Dep G, 5C Main Stoee




STORE CREDITS

Voiding a Store Credit

[& Edit Store Credits

SRR
Store credit number |1UUU2? |® I Yoid I VjewActivity|

Gift card code | I_I

Pay code |SC

Deseription |lssued on tkt 100343

|zsue date | 1/23/2012 -

Voided store credit can be reinstated until store credit is closed using System > Store
Credits > Close Store Credits.

Click  Beinstate |+ reinstate a voided store credit.

& Edit Store Credits (=13
14> PEBS 9
Store credit number |1UUU2? |@ Beinztate | VjewActivit_l,l|
| I_I This Store credit is void.
EE
|

Click View Activity to check/verify the card status.

[& Edit Store Credits

4dPr P BSH 9

Store credit number |1UUU2? |@ Reinstate I Wiew Sctivity I

| This Store credit is void.

=

[ store credit activity

Store credit  |Activity type | Date Amount |Store Station Document ~
rimber rimber

40.05 | MAIN

l 100027 *oid 5/1/2013 0.00 MAIN



STORE CREDITS

Closing Store Credits

Select System > Store Credits > Close Store Credits

* Use to close fully redeemed, expired or voided gift cards

* Generates distributions for expired or voided gift cards that have balances

Identify which store credits to close,
and provide the date for any
generated distributions.

Click = F=view = o view the eligible
store credits before proceeding.

[ Close Store Credits g@@

iClose fully redeemed store credits! [

EECEE

Close vaoided store credits [

B

Cloge expired stare credits [

Distribution date | 5/ 1/2013 -

. .. Presi P d Cl Hel
Click  Feceed  to close the eligible Boven | Pt | Ome | uob |
store credits.
Date 11/M16/2006 Time §:28:53FM Fage 1of 1

Order by Store credit #

FOR DEMOMSTRATION PURPOSES ONLY
Closed Store Credit Edit List - Detail

Store credits selected: Zero balance last activity on orbefore 111652006, voided last activity on orbefore1 1462006 | expired on orbefore 1162006

Store credit #  Issued to Name Issue date Original amount Status

Store Description Exp date Current amount

fooood o000 Bill Baker 01/25/2002 1625 ™ Redeemed ™
hd AN Izzued on Ticket 100111 o.oo
Activity detail:  Date Ooc# Activity type Amount
0142502002 ooitil lzsue 16346
01282002 1001149 Redeem -4.16
01042003 100138 Redeem -12.10

ioooog 1003 Caral Dawn 09/20/2002 1089 ™ Redeemed ™
M AIN Issued on Ticket 1001452 0.0
Activity detail:  Date Ooc# Activity type Amount
D9/2002003 100143 lzsue 10249
DT 2006 100207 Redeem -10.89

1noons CASH Cash Customer 09/M 22004 98.09 * Redesmed **
bl AIN Iszued an Ticket 1001581 o.oo
Activity detail:  Date Doc ¥ Activity type Amount
09 gaz00s ooigl lzsue az.049
11072006 100228 Redeem -az.09
3 store credits printed Original amount 126.33
Current amount o.oo

-- End of report --




STORE CREDITS

Maintaining Store Credits

Select System > Store Credits >Maintain Store Credits

* Use to set up outstanding store credits that were issued prior to implementing store

credits in Counterpoint

¢ Generates no audit trail or distributions

[E3 Maintain Store Credits

GH+ X W

=10l x|

Store credit number |1UUU23 L/:\'@ Yoid | Yiew Activity |
Gift card code I H
Pay code ISE L{g
Description |lssued on tkt 100641
lssue date |11/ 4/2003 |
Expiration date I A j v Always valid
|zzued to |2DDDD? Lfg@| kd ary Higgine
Stare IMNN L{g@| M aitr Shore
Station |1 [ Station 1

Dacurnent number I'l a0e41

Original amount |4D.D4

Current amount |55.EI4

Liability account |2080100

@| Cuszt Dep Liahil Main Stare

Fedemption account method IHedeeming share

=

Redemption account IEUBD'I 0o

H| Cuszt Dep Liabil Main Store

Farfeit account |85'| 0100

IH| Forf Dep GC. SC Main Store




HoLDS

Holding a Ticket

* Use to temporarily suspend a ticket

[
Any time during entry of a ticket, click = Mer=>> |

Enter or auto-assign a hold ID.

—_— =

Hol

QuotefHold :
Select Fuetions gnd then &

Hold D

Hold 1D [[AUTO-ASSIGN) Auto assign

Pa%
8| | ox

Q0 Cancel

Help ‘

You can print a copy of the hold ticket.

Any payments are removed from a ticket
that is put on hold.

Tickets with already authorized debit or
EBT payments cannot be put on hold.

Recalling a Hold

=
More>> |, then Functions gnd then et

Before entering items on a new ticket, click

Browse or use the lookup window to find the
Hold ticket to recall.

Holds are limited to the current store and
station unless you enable Include other stores
and Include other stations.

Becall Hold

Click to recall the hold.

Complete processing of the ticket the usual
way.

Hold H-000002

Alt+P

Hold

Close

Help ‘

QuotefHold

[ Hold Ticket Recall
X H4pH 5 ip0

Current store | MAIN

Current station |1

-
[ Include other stations
Hold |H-000002 2]
Store | MAIN
Station |1
Ticket date | 5/1/2013

4:03 PM

Becall Hold |  Print Hold

Delete Hold Close

2oy




HOLDS

Viewing Hold Tickets

Select Point of Sale > Views > View Holds

e Use to view details on hold tickets

[E View Holds

“r PR G

[:@ o

Document IH-UUUUU2 L/:\i Store IMNN LC\I | Print Ticket I
Station I'I L/:\I
Hold | EiII-ToI Ship-TnI Lines.n"TotaII Paymentsl Ta:-tesl Gift Eardsl Stored value cardsl Mates I .&ctivityl Packane track 4 I L4
Cugtomer # | CASH Drawer | 1
Salez rep | MGR Uszer | POST
Price-from location | kAl Ticket date  B/1/2013
Ship-from location | MAIN Time | 4:21 PM
~Total
Total amount received 0.00 Gross subtotal 3933
Tatal change 0.00 Document dizcount 0.00
Gift cards 0.00
Stored walue cards n.on
Misc charges 0.00
Tax 450
Taokal 44 43
>3]
Hold Data about the hold
Bill-To Bill-to information entered on the hold
Ship-To Ship-to information entered on the hold
Lines / Totals Lines and associated information for the hold
Payments Payment information for the hold
Taxes Tax information for each tax authority for the hold
Gift cards Information about any gift cards on the hold
Notes Shows any hold notes entered
Activity Shows log of activity for the hold

Package tracking #’s Shows any tracking numbers entered for the hold

°
2-5




EXERCISE 3: BASIC TICKET ENTRY IN TOUCHSCREEN

Try it Yourself! In this exercise you will learn how to:

- select an existing customer

- edit an existing customer’s address
- select an existing sales rep

- enter a gridded item

- hold a ticket

- recall the held ticket

- complete a cash sale

SCENARIO:

John Lincoln has entered the store and has taken his purchase to a sales clerk to pay. He
selected a pair of the men’s pleated twill shorts (blue, size 34) and wants to pay in cash. Mr.
Lincoln also informs you that he has recently moved and wants to change his billing address.

Complete these steps:
1. To change Mr. Lincoln's address, you will use the "add-on-the-fly" window.
= 20 2

Q‘uslum’ér Tl
. Mare >> Functions Enter Cust
Click = = , then ,then E

[ Enter, Customer

: Customer # |@23S] 2 @ | Cash Customer
Click E at Customer #. = EE
&%
PGS
Q0 [0]4 ‘ Cancel
Search for | Keyword |
LockUp |[Defau|t] j DOrder by |Customer #
I Edi |I add 72 | zooms) |
Highlight John Lincoln (customer 1001) in Customer & [Name [oiv e |
H H _ 1 Thomas, Scott Memphis ™
the lookup window and click - oo Bl Bt Memghis ™
_ 100002 Scott Thomas temphiz T
100007 Stephen Lopez Memphis ™
M .John Lincaln
_ 1002 Brian Schmidt temphiz T
| 1003 Caral Dawn Memphis ™
| 200003 Bill b ch aster Cordova ™
| 200004 John Jones Cordova ™




Enter the new address of 9753 &4 Customer (from lookup)

Morning Glory Lane. B S - 19 -
E Customer # |'|DD1 |®
Click to save the new Name [John Lincoln
addreSS First name [John Last name |Lincoln
Address 1 |9?53 Morning Glory Lane
This address will be used for Mr. City |Memphis State |TN
Lincoln on future tickets. Zip cade |38120
Bhone 1 |321-455-1864
H Email 1
Click 2 | at the lookup el e
window to select John Lincoln ]
for the ticket s Members
If a message appears about
open orders or layaways, click
Non
= 0
"’ Ticket -

Click Mere>>  Next select Funetions  {hop  Saesfep

[ Enter Sales Rep
Change the sales rep to POS1.
9 P p [POST [2] @] clerk - Basic POS user 1

QK Cancel

At Item number, use the lookup function to select the item SHORTS.

[ Gridded Item

ltem number [SHORTS [ @] Shorts - Mer's Twill Pleate

The color/size choices for this item Ship-from location [MAIN - Main store location
appear.

Guantity

Size

- Color 30 32 34 36
Enter a quantity of 1 for Blue, Black
) . oK Blue 1
Size 34, and click . » Sandstone
a 0 1 a
< [ i
. . 2%

Single cell | F Eltter >=| View>> | [ oK Cancel Help




Customer #:| John Lincoln (1001) Sales rep:| POS1

tem Description QuantityPrice Line Line item |*
number discount |price
| |SHORTS Shorts - Men's Tw... 1 2789 0.00 2799
ki (new line) 0.00

The ticket now shows the shorts
Mr. Lincoln selected.

The totals area shows the amount
due with tax.

v
Document totals
Gross subtotal: 27.99

Document discount: 0.00

Humber of lines: 1 Subtotal: 27.88
Tax: 3.18
Net amount received: 0.00 Misc charges: 0.00
Amount due: 31 ']4 Total: 3']14
* Mot clocked in * 5/3/2013 4:50 PM

When Mr. Lincoln went to pay for the shorts, he realized he left his wallet in the car.

While he leaves the store to retrieve his wallet, you need to put the ticket on Hold.

. " Quﬂle{Hle ii
Click Mere>> | Select Fuetons gnd then 2

Hold 1D

Auto-assign the Hold #. Hold 1D |EAES; Auto assign
[
’\f@‘: QK ‘ Cancel ‘ Help ‘
You could now continue to ring up additional customers.
= =) >

efHold

. . . Quats
When Mr. Lincoln returns, on a new ticket, click Mee>> | then Fuciios gnd then HeRe!

[ Hold Ticket Recall 2x
XE A 519MF

i i Current store MAIN
Use the lookup to find the hold for Mr. Lincoln and

Current station 1

click Recall Hold [ Include other stores
' [ Include other stations
Hold |2
Store MAIN
Station 1
Ticket date B/3/2013 455 PM
BEecall Hold | Print Hold

A
KR1| Delete Hold|  Close




6. You can now enter payment information.

&7 d -
Click P> | Thenselect | & Pay code [CASH Cash Clear | Backsp
40.00
Arnount - z g
Pay ficket ‘
aK Cancel Help
Enter 40 as the amount. balance 4 |5 |8
Document totals Sale
Total: 314 ] z 3
Het amount received: 0.00
;

Since this amount covers the amount due, you are asked
if the ticket is complete.

Answer Yes.

The ticket is then saved and the Print window Cha”ge Due

appears, showing the $8.86 change due to Cash: 8.86

Mr. Lincoln. Ticket 105482
AltG Alt+R

Gift Rept Receipt

Alt+R

Receipt

Click to view a copy of his receipt.

Help ‘

Close

Close the Print window when done.

END OF EXERCISE




MISCELLANEOUS CHARGES

Enter a Miscellaneous Charge

* Use to enter up to 5 miscellaneous charges enabled for the store (shipping
charges, gift wrapping fees, etc.)

s oy 2
= =
Any time during entry of a ticket, click Y>> | Select Functions , and then  viscare

Enter the miscellaneous charge as an amount or percent, or enable Use default to use
the default miscellaneous charge (if one was initially defined for the charge).

Enter Miscellaneous Charges El El

Subtotal | 3999
Arnount Percent Erterad As
Misc charge 1 |7.60 |18.755 Armount [ Use default |0.00

A
,@g&‘] (o] % Cancel

Help ‘

The entered charge now appears in the Document totals for the ticket.

Document totals

Gross subtotal: 39.99
Document discount: 0.00
Humber of lines: 1 Subtotal: 39.99
Tax: 4.50

Net amount received: 0.00 I Misc charges: 7.50 I
Amount due: 51.99 Total: 5199



TAXES

Changing the Calculated Tax Amount

[ Q;}P

£y

. Tax
Click More>> | Select Funcions  gnd then reowemie

The ticket’s current tax amount
appears.

The normal tax amount is what
Counterpoint has calculated.

Enter the new tax amount.

Tax Override

Sale tax amount 2R

(Z)5)

Wormal tax armount
450 [v Use normal tax

Tax armount

Tax exempt # | Erom Customer
Tax override reason .
Poa
’9:@: oK ‘ Cancel Help ‘

You will also need to enter or select a tax override reason, if the store is configured to

require them.

If you enter .00 as the tax amount, you must provide a tax exempt #.
Click M' to use the tax exempt number from the customer’s record.

The new tax amount now appears in the Document totals.

Document totals

Humber of lines:

Het amount received:

Amount due:

Gross subtotal: 39.99
Document discount: 0.00
Subtotal: 39.99

| Tax 0.00 |
Misc charges: 7.50
Total: 47.49



TAXES

Other ways to change taxes

NCR Counterpoint includes several other commands in both Touchscreen and regular
Ticket Entry that allow authorized users to change sales tax.

Regular Ticket Entry
Simple
Toolbar Default V7 Tool-bar
(Customized Toolbar (C?St?t;n ized
Touchscreen toolbar) oolbar)

Ch_ange tax code From the
Switch to a different tax A Ticket A
code for the current
_ menu
ticket
Change tax category
Change the tax category | yUse the g From the =
for the selected line corresponding Line menu
item. buttons
Change taxable
status

@ From the &
Toggle the taxable Line menu
status between Y and N
for the current line item.




TAXES

Showing Tax-inclusive Prices

When a store is configured to use tax-inclusive pricing, the column headings shown in
Touchscreen and Ticket Entry are normally different than when not using tax-inclusive

pricing.
ltem Description Quantity|Price  [Line Line item |[Tax =
number (T) discount|price (T) |amount
(allocate
The price shown for each | |CAL-X12  Callaway X-12Irons... 1 83889 000 888.89 89.89
line item includes a portion ¥ 0.0000  0.00 0.00 0.00

of the tax allocated to that
item. The allocated tax
amount for each line item
may also be shown.

-

Gross subtotal: 795.00

Document totals

Document discount: 0.00

Humber of lines: ’71 Subtotal: ’W
Tax: £9.89
Net amount received: 0.00 Misc charges: 0.00

Amount due: 88889 Total: 88889

Showing Tax Collected for each Tax Authority

When a store is configured to show tax authorities, a breakdown of the tax amount
assessed for each authority is shown in the ticket totals.

ltem Description Quantify Price Line Line item B
number discount |price
| |CAL=X12 Callaway X-121ra... 1 799.00 0.00  799.00
The breakdown will also ) 0.00

appear on the customer
display device, if one is
used.

=
Document totals
Gross subtotal: 799.00

Document discount: 0.00
Number of lines: 1 Subtotal: 799.00
MEMPHIS: 15.98
SHELBY: 17.98
TN: 55.93
Ta [ @98




PAYMENT ENTRY

Entering payment information

At any time while entering a ticket, click P> to show the possible payment methods

for a store.

B8 Touchscreen Ticket Entry

Number of lines: 1

Net amount received: 0.00

Amount due: 47 .49

* Mot clocked in *

You can enter multiple payment
methods on a single ticket.

Each method is shown, along
with the amount that is still due.

3 d - ” - " - " ool e ltem number | -
Customer #:] Cash Customer (CASH) Sales rep:| MGR ) .
ltem Description Guaniity|Price Line Line item |* @ 7% G—“—\ & -'*-.,;
number discount |price Check AR Gift Card Store Credit
| [BAG-TRV Golf bag fravel case 1 39.99 0.00 39.99
B (new line) 0o | g = =
Visa MC CreditCard  Loyalty Points
gl ey s
:.Q.lr m @ -
Cash s1 5 s10
Nt o 2 )
2o #os Y W
"Clear
$20 $100 Payments Payments

v

Document totals

Gross subtatals 3998 E L £

Document discount: 0.00

Subtotal: 150 | Smacks >> >> Mare >> Pay >>
Tax: 0.00
Misc charges: 7.50 V} = = ::
= E = E s
o 47.49 Complete Sale Return liem Void Line
5/2/2013  11:59AM MGR MAIN 1 1 A

[ Touchscreen Ticket Entry

a a - F2 - F3 - F4 - F5 lten
Customer #:| Cash Customer [CASH) Sales rep:| MGR
ltem Description Quantity Price Line Line item |* 5
number discount |price Check
BAG-TRY Golf bag travel case 1 39.99 0.00 39.99
¥ [new line) 0.00 |
Visa
B
Cash
Ticket payment] CASH 10.00  CHECK 10.49 =
Gross sulffotal: 3999
Document disgpunt: 0.00
Number of lines: 1 Sulotal: 3999 §rﬂch
Tax: 0.00
Net amount received: 2049 Misc chffges: 7.50 V}
Amount due: 27.00 otal: 47.49 Complet
* Not clocked in * /272013 11:56 AM MGR




PAYMENT ENTRY

Pay code [CHECK Personal Check Clear | Backsp
37.49
Armount . . g
If you enter an amount Pay ficket
that covers the remaining balance || 9K | Lancel | Help 4l s | s
amount due, or you click T —
Pay ficket Total: 47.49 i P 3
balance Het amount received: 10.00
! Amount due: 37.49 _ 0

Confirm [‘S__<|

\__‘.:) Ticket complats?

you are asked if the ticket is complete.

Answer No if you need to continue to enter Yes Mo ‘
or make changes to the ticket. : :

Fay ticket
If you click P3ance  and then add more items to the ticket, the increased amount of the
ticket will be paid with the same pay code.

When you are completed entering or making changes to the ticket, click = com



PAYMENT ENTRY

Editing payment information

If a ticket is not complete, you can correct payment information that you've already
entered.

[ =22 ol

Click P> . Then select e

You're asked if you want to clear all
payment information.

:.?/ Are you sure you want to clear all payment information?

[ Do not show again Yes Mo

If you answer Yes, all the existing payment
lines are cleared from the ticket and you
can re-enter payment information again for the ticket.

Showing payment lines

Besides seeing summarized payment information at the bottom of the line item window,
you can see more detail on the payment lines.

[ Customer #:] Cash Customer (CASH) Sales rep:| MGR

Eia
Click P> Payments
Pay code ‘Description ‘Amount ‘ —
6 JCASH  Cash 10.00
Then select Famenis . :CHECI( Personal Check 37.49

You can use Column
Designer to add other
payment information columns to the window.

£23
Click ™= again to revert back to showing the line items on the ticket.



PAYMENT ENTRY

Paying with a Credit Card

Counterpoint can automatically determine the type of credit or debit card a customer is
using when the card is swiped, based on the beginning characters of the card number.

v

When you finish adding lines to a ticket, click = cemi=

When the Complete Ticket window Complete Ticket
appears, you or the customer can
swipe a card. Ticket is not fully tendered. Swipe card now to add a payment

of choose another option below

Return to Ticket Entry Manual Entry [F2)

You can also manually enter the card

number or return to the ticket.

When the customer's card is swiped, Counterpoint automatically selects the appropriate
pay code and you can continue processing the payment normally.

( Select payment type @ﬂ

If the swiped card matches the card prefix Debit ‘ Credit ‘
for both a Credit card and a Debit card pay - -

code, choose whether the customer is
using a Debit card or Credit card.

| Cancel | Help |

Note: You can still click a specific pay code button if you prefer.



PAYMENT ENTRY

Swipe Anytime — Ingenico 16550 or iISC250

Customers can swipe a credit card, debit card, or other type of payment card at any time
during a sale if you are using an Ingenico i6550 or iISC250 payment terminal. Swipe-any-
time functionality is NOT available for EMV transactions.

Ren's Polo 188% cotton

As soon as a line is added to a ticket, the
Ingenico payment terminal displays the ticket
line and the Please slide card prompt for the
customer to see.

‘

The customer can swipe his or her card through the payment terminal's MSR at any time
during entry of the sale. The customer then selects either the Credit, Debit, or Store
button (use Store for a Store Credit, Gift Card or Stored Value Card). Counterpoint
automatically determines the pay code to use, based on the prefix of the swiped card.

Nen's Polo 1868% cotton
. . Shorts - Men's Twill Plea
The POS clerk can continue to enter line Golf hat with logo -

items. The payment terminal shows each
ticket line to the customer, along with the
"Please wait for the cashier" message.

«

When completed adding lines to the ticket, the POS clerk selects = comae=

The clerk sees the Complete Ticket Complete Ticket
window until the customer completes
the transaction on the payment
terminal.

Ticket is not fully tendered. Swipe card now to add a payment
or choose another option below

. . Return o Ticket Ent M | E F2
If the customer previously swiped a sume TR e el Eny 21
card, this window will automatically
close when the customer completes the transaction.




PAYMENT ENTRY

On the payment terminal, the customer is prompted to enter a PIN if they swiped a debit
card. The customer cannot enter a PIN until the ticket is completed.

Nen's Polo 106% cotton
. . - Wen's Twil i
If the customer swiped a credit card or after B G e Lt pa-
entering the PIN for a debit card, they are

asked to confirm the amount.

When the customer touches Yes, the
transaction is authorized automatically.

Lastly, if the payment terminal is configured
to use signature capture, the customer is
prompted to sign the payment terminal
screen.




PAYMENT ENTRY

EMV Transactions — Ingenico iSC250

When using NCR Secure Pay and a properly configured Ingenico iSC250 payment
terminal, a customer can insert a credit card with a chip after the ticket is completed.

After ringing up the items, the clerk will touch (or click) the Complete button so that the

Amount window appears:

Amount -7 =3l
Clear | Backsp
A 54 45
Arnourt 2 8 o
Pay ticket
T 0K ‘ Cancel Healp ‘ 4 b :
Document totals Sale
Total: E4.45 1 o5 3
Het amount received: 0.00
Amount due: 54 45 0

Enter the amount of the payment and click OK.

If the clerk enters an amount that’s less than the current Amount due, Counterpoint will
create a placeholder payment line for the card payment, and allow entry of additional

forms of payment.

Alternatively, instead of clicking Complete, the clerk could move to the pay codes
window and touch or click any pay code button and then enter the amount. As long as a
credit card type of pay code button was selected, Counterpoint will choose the correct
pay code to assign to the ticket, based on the authorization response obtained from the

processor.

If the customer wants to provide multiple forms of payment (e.g., cash and credit card),
the clerk must use a standard pay code button to process each payment. If the clerk first
clicks the Complete button, only credit, debit, or SVC card payments can be processed.

After entering payment(s) that satisfy the full Amount due, the clerk will see the
Processing window, and “Insert, Swipe, or Tap Card” will appear on the iISC250 screen
to prompt the customer to insert or swipe the credit card.

“Please wait... Do not remove card” appears on the iSC250 while the payment terminal
is reading the chip on the card. If the card is accepted, the customer is prompted to
confirm the purchase amount by touching the Yes button on the iISC250 screen.

If the customer touches the No or cancel the confirmation, the transaction will be
cancelled and the customer will be prompted to remove the card from the iISC250.

The clerk will be required to print a failed payment
receipt for the transaction.

] Print

Failed payment receipt 100505

AhE

Fail Repl

e =

ARl
EMV Repl

Chsa Helo




If the customer confirms the purchase amount and authorization is obtained, the
customer is prompted to remove the card from the iSC250.

If a card verification method is assigned to the card, the customer will be prompted to
sign the iSC250 or enter a PIN.

When the transaction is complete, the normal Print window appears so that the clerk can
print or email the necessary receipts.

No Change Due
Ticket 100505
Al AxeT
=1 g =1
Eral Gilt Rept Tk Recpt
o | e |

Counterpoint automatically prints a sales draft with a signature line for each EMV
transaction, followed by the customer's receipt which includes the necessary EMV

information.

AID: ADOODOOOO31010
TVR: O0Z0&0D0CO00D
TSI: EBOD

Manually entering card information on the iSC250

If a customer’s card is unreadable, card information can be manually entered on the
iISC250. The card information will be encrypted and tokenized by NCR Secure Pay.



To manually enter the card information:

a)

f)

The clerk will click the Manual Entry button so that the Amount is requested. (A
Manual Entry button will need to have been previously added to the Touchscreen
layout or the Payment Entry window toolbar.)

The clerk then enters the payment amount or selects “Pay ticket balance”.

The clerk will need to instruct the customer to then enter the card number on the
iISC250 keypad and then press Enter.

The customer will then be prompted to enter the expiration date (MMYY) on the
iISC250 keypad and press Enter.

The customer will then need to enter the card verification value for the card on the
iISC250 keypad and press Enter.

The customer may also be prompted to enter the zip code associated with the card
on the iISC250 keypad, and press Enter when done.

The ticket can then be completed as usual.



PAYMENT ENTRY

Foreign Currencies

When indicating completing a sale in Ticket Entry, select a Foreign Currency pay code.

Counterpoint uses the exchange rate currently defined for the Currency Code and shows
the converted amount due for the selected pay code.

[ Touchscreen Ticket Entry

F2 F3 Fa F5
i d - - = - ltem number ‘ Ple
Customer #:| Cash Customer (CASH) Sales rep:| MGR o
ltem Description Quantity|Price Line Line item |* 5 5 & w.*
number discount |price Check AR Gif Card Store Credit
:‘BAG-TRV Golf bag travel case 1 3999 0.00 39.99
i i v - =
i k_.; € =
MC Euro Loyalty Points
Pay code |[EURC Euro Dollar Clear | Backsp
D oou— e W W
Amount (T8 ; . 5 m E ﬁ >
Pay ticket 51 55 s10
e — 0K ‘ Cancel Help ‘ a 5 g
iy o G
Total; 748 | 2 | 3 205 T
HNet amount received: 0.00 5100 Payments Payments
Amount due: 4749 0
N F i
0.00 E_ Pro,Shop " %E
Number of lines: 195 | Snacks »> > More >> Pay >>
0.00
Net amount received: 0.00 Misc charges: 750 :: :: =
£ ! E=!
AELTIGLIE 47.49 Total: 47.49 Complete Sale Return ltem Vaid Line
* Not clocked in * 5/2/2013 4:01 PM MGR MAIN 1 1 Session: 1

Change and refunds can also be
converted into the foreign currency.

In this case, the store is configured to
automatically give change in the same pay

code that was tendered.

Change Due
Euro Dollar: 10.14 (EURQ)

Ticket 105481

Alt+G Alt+R
Gift Rept Recaipt
Close ‘ Help ‘




PAYMENT ENTRY

Foreign Currencies with Rounding

If you select a foreign currency pay code that is defined to round to a minimum
denomination (such as .05),Counterpoint will show the converted amount due, as well as
the amount rounded to the minimum denomination..

In the below example, the sale amount of 44.49 is shown in US (HOME) currency. After
selecting the Canadian cash pay code, which rounds to the nearest .05, the Amount due
window shows 55.61 as the amount converted to Canadian currency and 55.60 as the
rounded amount.

~lojx
F2 F3 F4 F5
i d - - - - ltem numberl e I @
[Customer #:] Cash Customer (CASH) Sales rep:| MGR o
e P - . 5 = == N
ltem Description Quantity Price Line Line item [/ @ o | b j'
number iscount |price Check AR Gift Card Store Credit
[Amount Due E
:‘BAG-TRV Golf bag trq —rs 1 oo0 3999
Currency code CAN —
) Sale  Rounded 0.00 =l =J
Amount due 5561 5560 21| visa - — e
e——
Pay code [CAN ‘ Canadian currency Clear | Backsp A ) ey
T o i Aé 54 a0
v 8 9 (lessn 51 35 10
Pay ticket
balancs QK | e Help | 4 53 B |le2y é 4
¢ v 3 Lo
Document totals Sale w =2 % H
Total: 44.49 1 @ g <20 Canadian Posurai Fa;:‘:;m
Net amount received: 0.00
Amount due: 44.49 _ 0
Document totals
Gross subtotal: 39.99 ‘ ‘ H %f:’__l
Document discount: 0.00 Pro,Shop =%
Humber of lines: 1 Subtotal: 3989 §nﬂ(:ks > i !um > Pﬂ—v >
Tax: 450
Net amount received: 0.00 Misc charges: 0.00 V :: ::: :::
=3 = = 5l
Amount due: 44.49 Total: 44.49 Complete Sale Return ltem Void Line
* Not clocked in * lar1s/2015  10:50 AM MGR [mam n n [session:1
I —
E

Cuntency code CAN

If the pay code is defined to not allow Salo  Rounded

L.  Amoun £ Amount due 5561 55.60 2(xl
entry of amounts below the minimum

denomination, and you enter an amount Pay code [CAN | Ganadan currency Cloar | Backsp

such as 55.61, an error message appears. SO o1 78 |9

Pay ticket
5 cotnes || € | Gonoel | op | 4|5 |
Y must fis 1 BM0rs Document totals Sale
The amount entered is not valid per the minimurn currency denamination. Nemmum[eo;;'::: 4;;3 1 2 3
N

If a non-cash pay code is selected (e.g., credit card), the exact amount can be accepted
without rounding.

On a ticket being paid both with cash and credit card, enter the cash tender first so that
the remaining non-rounded amount can be applied to the credit card.

2-78



Change and refunds will also be rounded to the minimum denomination.

If the pay code is configured to allow change/refund amounts below the minimum
denomination, the rounded amount appears as a default but a non-rounded amount can
be manually entered.

Change Due
Canadian currency: 4.40 (CAN)

In this example, the rounded amount due of
55.60 was overtendered with 60.00

Canadian. .
Ticket 105478
Al+G Alt+R
E:na” Gift Ropt Receipt
Close Help ‘




GIFT REGISTRIES

Print Blank Registry Form

Select Point of Sale > Gift Registries > Print Blank Registry Form

e Use to print a form so an individual can provide you the items to include on their registry
o Gift registries can also be imported

Page 1
Date 6Ff24f2009 Time 12:20:15PM
FOR DEMONSTEATION PURPDSES ONLY
Gift registry

Customer #

Begistrant 1 name

Begistrant £ name

Begistry name

Occasion date

Occassion Citys/ 5t

Shipping addressl

City/8tatesZip

Phone

Ttem namber Bequestec Tnit




GIFT REGISTRIES

Creating a Gift Registry

Select Point of Sale > Gift Registries > Manage Gift Registries

e Use to create a new gift registry for a customer
¢ Manually enter items and quantities, or import items

ol
AP PLES D =19

Qa8+ X
Customer # |1003 3 :]

Occasion IW’ LC\" ‘Wedding

Occasion date | 1/ 9/2010 vl Registry never expires

Shipping information

Ship-ta address I g

Address 1 |1438 Corporate Lane

Registry name IDawn % Stephens Wedding Address 2 I
Occasion city lMemDh\S— Occasion state IW CityiStatesTip |Memph\s IT |38118
First name Last name By l—
Registrant 1 IEIamI |Dawn
Phone |321 -443-54 36
Registrant 2 |H|chard |Stephens
Ayailable anline [ Comment
Manua”y enter I Import Items I Erint Registy |
|temS Item number IDescriptiDn Unit |Qty requested IQl_u filled IUnit price = |
| |SHIRT Men's Palo 100% cottan - Blue/Large EACH 1 0
| |TavFsD TayloiM ade FireSole Driver E&CH 1 0
or | |TEES Bag of Tees EACH 2 0
L WEST ten's 100% cotton vest - Black/Laige EACH 1 0
lick Import [benns | [ |apLar Gl hat with logo - 1 sizs EACH 2 0
clic to | |APL-UME Golf urnbrella EACH 1 0
|m port ":ems from a | |BaG-TRY Golf bag ravel caze EACH 2 0
fl b [new line] 0 1]
.CSv Tlle. _ -
| 2

Itemn number Description

Gty requested  Unit fla by filled LUnit price
| _|Jstockng ] Jo.0000

. . :
If importing the registry: Bci reselo R 1

Filzname IGiftFlegistry.csv _I

Select the file to import and specify which lem
fields contain item and quantity detail

Field number |1

_Q uamil_-,-

% Always one

" Included in file Field number I

v Skip first ling in file during impart

Werify Irport | Lloze | Help I




GIFT REGISTRIES

Selling Items on a Gift Registry

= ”‘.”1'"'"” B

CIle M 3 . Select Fu;mio/ns and then Gift registry

Gift registry lookup @g|

) Gift registry# |100000000000101 |2
Select the registry to use. _ _
Reqistry name | Dawn & Stephens YWedding

Registrant 1 |Carol Dawn

Registrant 2 | Richard Stephens

Prinit Regis’rry‘ ‘ Use selected registry | Stop using registry ‘ Help ‘

Click _EMfe3 | t5 print a copy of the registry.

Click s ssketedreasiv] v racord items that are being sold against the selected registry.

&8 Touchscreen, Ticket Entry.

. 3 a - F2 - F3 - Fa - F5
Each of the items you
now enter will be [ Customer #:| Cash Customer (CASH) Sales rep:| MGR
recorded against the === Gift registry: Carol Dawn & Richard Stephens [Dawn _Stephens Wedding] ===
registry. ltem Description QuantityPrice Line Line item

number discount |price
| |[BAG-TRV Golf bag travel case 1 39.99 0.00 39.99

If you already entered items on the ticket before selecting the gift registry, s

you can record them against the registry by editing each line and then selecting | itresism |,
Note that when editing a line, the gift registry will not remain selected for other lines that
you add to the ticket.

If you enter an item ltem Description Quantity Price Line Line item |*
that is not on the number discount |price
registry, you can still | [BAG-TRV Golf bag travel case 1 39.99 0.00  39.99
record it against the | |APL-UMB Golf umbrellia 1 1499 000 1499
registry, »|BALL-RE... 1.0000 0.00
or
you can click Stop using registry \:.Ll Item BALL-RET-PRO not found on the gift registry. Would you like to add it to the

. . qgift registry?
to sell it without
reCOfding it on the Yes ‘ Mo Stop using registry
registry.




If you sell more than
the registered
guantity, you have
multlple ChOiceS fOI’ Purchase suggsted gty only | Continue with the purchase | Split excess gty into a new line iem
how to handle the
excess quantity.

\_‘.f) Quantity entered is greater than the quantity requested for this itern. We suggest you buy 1 of this item,

Cancel ‘

When you have entered all of the registry items and want to stop selling items against

¥

LK

the registry, click | = | again and then click =P usngregsty |

You can continue to sell other items on the same ticket, or even select a different gift
registry against which to record additional purchases.



GIFT REGISTRIES

Gift Registries Reports
Select Point of Sale > Gift Registries > Gift Registry Reports

e Use to view, print or email Gift Registry Reports

=]

Fepart IGift Reqistry Detail j

Order by IItem i j

Parameters I Gift Hegistr_l,ll Gift Registry LineI

For customer [

Cel detail |List view =l

Registrant 1 E| | Clear |

Print

E-mail ﬁ Preview

Dptionz »> | Cloze | Help |

Date 7/8/2011 Time 10:14:40AM Page 1
FOR DEMON STRATION PURPOSES ONLY
Gift Registry Detail

Cell detail: List view
Order by Item &

Gift Registry: Registry name between Dawn & Stephens Wedding and Dawn & Stephens Wedding
Mame: Carol Dawn {1002} Registryname: Dawn & Stephens Wedding Occasion date: 1/9/2010 Status: Active
Iltem # Description Category Subcat Item Pro Qty re Qty remain
APL-HAT Golf hat with logo - 1 size APPAREL MENS 12.99 2
APL-UME Golf umbralla GOLF ACCES 429 0
BAG-TRV Golfbag travel cass GOLF ACCES 35.58 e 0 2
DUM-DDH Dunlop DDH 110 Balls GOLF BALLS 2188 3 0 3
GLOVE Deluxe Golf Glove GOLF MISC 99 2z 0 2
SHIRT Men’s Pol 100% cotton AFFAREL MENS 4353 e 0 2
Cuolor Size
Blus Small i 0
Large 1 0
TAY-FED TaylerM ade FireSole Driver GOLF CLUBS 415.00 ]
TEES Bag of Tees GOLF MISC 0.99 2z 0 2
VEST Mens 100% cotton vest APPAREL MENS 39.98 0
Black/Large
Line count: & 16 0 16
Report totals: Registries: 1 2 linefz) i} 0 [}

-- End afreport--



ORDERS

Three types of order lines are supported in Counterpoint:

Order Backorder Special Order

General Normal stocked item Normal stocked item Item normally not stocked
Sufficient quantity on Insufficient quantity on Quantity not kept on hand
hand hand

Entry Quantity on Order Quantity on Backorder Quantity on Special Order
increased increased increased
Quantity committed Quantity committed not Quantity committed not
updated updated updated

Purchase | Purchasing>Purchase Requests>Customer-specific Purchases

Release Release partial or full Release partial or full Release partial or full
Quantity on Order Quantity on Backorder Quantity on Special Order
decreased decreased decreased
Quantity committed Quantity committed Quantity committed
updated updated updated

Entering an order

a7 ﬂ: U & ,_‘..Iu
= e = g = Y
i M Functi Order Special Order
Click Mere> | Select Ffuetions  gnd then , BN Or EENE—
& Touchscreen Ticket Entry E@g|
B d «” «” - - ltem number -
Customaer #:| Cash Customer (CASH) Sales rep: MGR o
tem Description Quanitit| Price Line Line item |* = ol MW‘E — iy
number discount |price Order Dmp‘Ship Fraambr Spe:al Order
ADM-TL3 Adams Tight Lies... 1 399.99 000 39999
BAG-PRD Pro bag with divid... 1 55.99 000 5599 D L S i
. BAG-TRV Golf bag travel cass 1 39.99 000 3999 | Lo Doumentt  SrowPamedt  Guaniy
Enter the ItemS that 3 (new line) 0.00
are being placed = B gj'f: é"fi‘
on the order. Select Line Select Al Ship Full Ship Zero
: : re=s) iy
UnselectLine  Unselectll  CancelLine
0
Gross subtotal: 495.97 &-’_-’
Document discount: 0.00 E Pro.Shep H E’
Humber of lines: 3 Subtotal: 48597 §mkﬁ L = Mﬂl’e L PQ" L
Tax: 55.80
Net amount received: 0.00 Misc charges: 0.00 = = ::
V/' E | e | E x|
Amount due: 551.77 Total: 551.77 Complete Sale Return liem Veid Line
* Not clocked in * 5/6/2013 9:10 AM MGR MAIN 1 1 Session: 1




e

Click P=>>  to enter the order deposit.

Select the pay code and enter the [EHE [

tendered amount.

Pay code |CASH Cash Clear ‘ Backsp
.. . . Arnount 30.00 | Payticket balance
The minimum required deposit Appiy .. ’ vopE e
amount is shown at the bottom Applyto order 000 [ pay minimum 4l s | e

of the window.

[ Pay balance

Apply to ticket |0.00 " Einal payment 1 2 3
Enter how much of the amount ‘ 0
. (o] Cancel Help -
will apply to the order.
Document totals Order
Total: 551.77
1 1 H Net amount received: 0.00
Select Pay minimum if the v =T
customer tenders the exact Minimum due: 5518

minimum due amount.
Select Pay balance if the customer is paying the balance of the order.

Select Final payment to also capture the tender method for use later as the final payment
on the order.

Click ﬂ when completed entering the deposit information.

N4

Click = === if you're done entering the order.

Ship-to Address Entry

Ship-to address ¥s]
The store may be _
. Ship-to name type |Person v
configured to allow _
entry of Shipping Name |Mar}/ Morgan Copy bil-to address
information for orders. Salutation Eirst name [Mary

Last name |Morgan

Address 1 |?60 East Person Street

Address 2 |
Address 8 |
City |L|1't|e Rock State [AR— QK
Zip code ’W Country |
Contact 1 | Shama il ’m Other contact
Ernail 1 | Fax 1 Cancel

Ship-via code | |£| Ship date m -
Shipping zone | |£| Tax code Help



Less Than Minimum Order Deposit

Errors for Touchscreen Ticket Entry

If less than the minimum deposit
amount was entered, you won't e rinimurn amount due.
be able to complete the order

until the minimum is paid.

Close

Click P=>> to return to the pay codes to enter additional tender.

a5

You can also click ™™= to clear the current payment information and reenter it, if desired.

N4

Click = om= to complete the order.

Printing the Order and Receipt

No Change Due
When an order is completed -

. ' Ticket 105483
you can print a copy of the 'CAEG — Order 70053
order for the customer, as well & & Z4"°
as a receipt for the order S IREZE ||| (ReE= Order
deposit.

Close Help




EXERCISE 4. CREATING AN ORDER IN TOUCHSCREEN

Try it Yourself! This exercise demonstrates how to:

- add a customer on the fly

- create an order

- use a bill-to address as a ship-to address
- sell a serialized item

- take a deposit on an order

- create a backorder

SCENARIO: A cash customer enters your store and wants to order the Ball Return Pro, 9 golf
umbrellas, and also purchase the ADM-TL3 golf club. He will pay for the golf club and the

minimum deposit on the order. He wants to have h

is order shipped to his home address: Derrick

Lennon, 6420 Strawberry Fields, Memphis, TN 38125, Phone (901) 555-1122.

Complete these steps:

1. To add Derrick Lennon as a customer on-the-
fly,
= 20

Q‘lslum‘er

CIle Myre > ,then Functions and then Enter Cust .

Click H to open the lookup window and then
click 2dF2 |

Use Cust # 1004 and enter all of Mr. Lennon’s
information, as shown here.

Use this customer for the next document.

2 customer (from lookup)

QHABES 9

Customer # |1DD4 L@
Mame |Denick Lennan
First name 'Denicki Last name ’W
Address 1 |B42U Strawberry Fieglds
City [Memphis Stae TN
Zip code (38125

Phane 1 [301-555-1122
Email1 [

Dpt-out from marketing emails [

Category |CASH 2 Cash only [ alk-i

[ Enter Customer

2. Enter the order line items.

= 2 b=

Click Mere>> | then Funcions gl then o

At "ltem number", look up and select
BALL-RET-PRO.

Select an available serial number.

Customer # |1 004 2| @] Derrick Lennon
Y
g\@ﬁ OK Cancel
] Serial numbers @E‘
Serial number 83471 .

9%
.\e:\o_\g oK Cancel

Help ‘




At “ltem Number”, look up and select TOP-XLS.

=y
Change the quantity to 4 (| Mere>> | Functions = Quniy )

\-?J Insufficient quantity for tem TOP-XLS at location MAIN.

(1 DOZ available)

There is insufficient quantity, so select to
Backorder the item.

Owerride?

Substitutes

Yes ‘ MNo ‘ ﬁackorderé Change location

| Customer #:| Derrick Lennon (1004) Sales rep:| MGR

[tem Description QuantityPrice Line Line item

The 3 that are not available are number discount |price
split into a separate backorder | |BALL-RE... Ball Return - PRO 1 69.99 0.00 69.99
line. TOP-XLS TopFlite XL Spin ... 1 25.00 0.00 25.00
|[ToP-xLs TopFlite XL Spin ... 3 25.00 0.00 75.00
3 fraw lina) n.nn

Mr. Lennon wants to purchase the golf club and take it with him.

Before entering this item, click = == . Then at "ltem Number", look up and select ADM-TL3.

Customer #:| Derrick Lennon (1004) Sales rep:| MGR
The ticket now shows two order liem Description Quantity Price Line Line item
lines, one backorder line and number discount |price
one sale line. | |BALL-RE... Ball Return - PRO 1 69.99 0.00 69.99
TOP-XLS TopFlite XL Spin ... 1 25.00 0.00 25.00
:TOP—XLS TopFlite XL Spin ... 3 25.00 0.00 75.00
| JADM-TL3 Adams Tight Lies ... 1 399.99 0.00 39999
b {raws lina) n.nn

iz

Click P> to enter the order deposit and payment for the golf club.

li.J Amount @E
Click e . The minimum due for the Pay code |MASTERCARD | MasterCard Clear | Backsp
sale and order lines is shown at the Amount [456 56 v i - B O
bottom of the window. Apply o
Apply to order [10.67 v {Pay minimum 4 5 &
) [ Paybalance
Check Pay ticket balance to cover the Applytoticket 44499 [ Final payment U A
sale line amount, and Pay minimum to
.. oK ‘ Cancel Help ‘ = 0
pay the minimum order amount.
Document totals Sale Order Document|
Total: 42459 189.11 634.10
Het amount received: 0.00 o.00 0.00
Click ¢ Amountdue: 44499 18911  634.10
’ Minimum due: 44499 10.57 455.66




Enter the MasterCard information
(5419-8300-0000-0004 exp 12/20).

Click

Answer Yes when asked if the ticket is
complete.

\_‘.? Ticket complete?

When the Ship-to Address Entry window

. Copy bilto add
appears, click 7% P10 #AEEes

Click

Authorization is obtained for the credit card (simulated for this i

exercise).

PIX]

[ validations
Pay code |MASTERCAR | MasterCard

Card no [5410-8™*0004

Exp.date (12117

Name on card |Derrick Lennon

——

2oy
20!

Cancel ‘ Help ‘

RX

Ship-to Address Entry

Ship-to address 2]
Ship-to name type |Business ©

Name ‘Derrick Lennon

Salutation

Last name ‘Lennon

Copy bil-to address

First name |Derrick

il

Address 1 ‘6420 Strawberry Fields £

|
v

Other contact

K3

Address 2 ‘
Address ﬁ‘
oiyMempris
Zip code ‘381 25 Cogn‘rry‘
Contact 1 ’7 Phone 1 ’W
Email| Rl
Ship-via code Ship date ’H—;|
Shipping zone Tax code

Cancel

Help

Information

Auth codes:

MASTERCARD for 455.56: DEMOOK

You can print a receipt for

No Change Due

Authorized transactions simulated.

the sale and deposit Ticket 105484 Order 70054
amount, as well as an order ARG AR s
document for the customer. it _ Q

ift Ropt Receipt Order

----------- END OF EXERCISE
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DROP SHIPS

Flow of Drop Ship Processing (steps 2-7 covered in Purchasing section)

1. Enter Customer order I 2. CP creates Purchase '
with drop ship lines : request(s) :
*Drop ship lines do not update | *Generated automatically when |
Quantity Committed | customer order is saved I
*QObtain ship-to address | I
eFully paid | |
e e e e = - T ______ I

v
: 3. Post Purchase request(s) : : 4. Receive Notification/ :
| *NOT automatic; user must post I I Invoice from Vendor I
| burchase request to create PO 1 - | *Indicates that vendor has shipped |
| | | tocustomer I
I I I I
I I I I

: 5. Create Drop Ship : : 6. Post Drop Ship Receiver :
I Receiving | | *Costs & serial numbers copiedto |
| Drop Ship receiving does not 1 N Customer order I
| update Quantity Committed I | *Automatically releases received I
I | I item(s) from customer order I
I I I I
| o e e e e e e e e e e — - | | e e e e e e e e e e e — = |

: 7. Post Release Ticket

I
I
sAlso posts order to history if order |
is complete |
I

I

I



DROP SHIPS

Entering a Drop Ship Order

Select the customer for the order.

= Wi
Then click Mee>> = Functions 5 then  Preestie

I gl & = & = - ™ - P ltem number
. Customer #:| Brian Schmidt (1002) Sales rep: MGR -

E_nter the |tems_ that ltem Description Quantity |Price Line Line item |* E’ﬂ lw:

will be drop-shipped. number discount |price Oner  DpSiip
| |TAY-FSI  TaylorMade Fire=... 1 789.00 0.00 789.00
| | TAY-FSW TaylorMade FireX... 1 729.00 000 729.00 ﬂ
| |ADM-Vh... Adams VM| Putter 1 99.99 0.00 99.99 Pr;msomer S
» [new line)

Click P=>> to take the customer's payment for the drop-ship items.

Pay code MASTERCARD | MasterCard Clear | Backsp
. . A t(1.800.07 i
The Drop Ship portion of the _— ameun [~ Payticket balance 718 |9
order must be paid in full Sl
. Apply to order |1.800.01 v Bay min
when the order is entered, = -Paybm”l"'mum 4 16 |6
including and miscellaneous = e
Apply fo ticket [0.00 : 1|2 | s
charges and tax. SH [ Einal payment
0K ‘ Cancel Help ‘ = ]
Document totals Order
Total: 1,600.01
Net amount received: 0.00

Amount due: 1,800.01

Minimum due: 1,800.01

Ship-to address
You'll always be asked to shipioizin s ET |
provide a Shlpplng addreSS Narne ‘Br\an Schrnidtt Copy bil-to address
for drop-ship orders. Salutation ’Mri First name ’Brlani
Last name ‘SChm|dt
The Shlpplng address will be Address 1 ‘921 Tuckerman Rd :@%:{i
supplied to your vendor. e =
Address 3 ‘
Zip code ’W Country l—
Contact 1 ’— Phone 1 W e GEMEEE
Emali[  Fxi[ i
Ship-via code Ship date ’ﬁ
Shipping zone [UPSZONE T [2]  Taxcode Help
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DROP SHIPS

Special Notes on Drop Ships

Cannot drop ship Miscellaneous kits or discount items

Cannot enter cost for drop-ship items in PS; cost is automatically passed to customer
order when drop-ship PO is received

Can drop ship serialized items, but serial number is not entered in PS. Serial numbers
are automatically passed to order when drop-ship PO is received

If enabled, line consolidation occurs for drop-ship lines, but not if one of drop-ship lines
has already been copied to a purchase request (e.g., second line is added after
customer order is saved)

Offline workstation can create a drop-ship order. Purchase request will be created on the
server when the order is imported by the server. Cannot edit drop-ship order while
offline.

Drop-ship lines are ignored in Fill Preview and Fill Backorders in Order Management

Cannot Pick drop-ship order lines in Order Management

Cannot release drop-ship lines or orders; drop-ship orders are automatically released
when PO is received

Drop-ship items can be returned (validated or ‘regular’). Use a return reason code that’s
connected to a scrap inventory adjustment code to avoid impacting gty committed/qty on
hand.



PROCESSING ORDERS

Three ways to process orders

One at atime Touchscreen Ticket Entry
or
Regular Ticket Entry

Multiple orders Batch processing
e Optional print and pick before release
e Good for smaller order batches (5-10 at a time)

or

Order Management
e Required pick, pick verify, and pack before release
e Good for high-volume order batches (over 10 at a time)

Drop ship customer orders must be processed through the Purchasing area of
Counterpoint, rather than the above listed methods.



PROCESSING ORDERS

Processing an Individual Order

= o =
Click Mare>> 1then Funcions g then Fresessomer

Enter or look up the order to process.

Select the operation to perform. (& Process Orders PX
LR B
Edit Add or change lines on the order. Current store | MAIN
Current station 1
view Activity | View the history of order activity. [ Include other stores
. [v Include other stations
Deposits ~ Enter new deposits. QOrder # [70054 12l
Cancel order | Cancel the order and refund deposits. Suer LAY
Station 1
Refund Refund collected deposit amounts. Ticket date §/65/2013 516 PM
Eick Print a picking ticket for the order items. @‘3 Edit Viesw Ay
Print Print a copy of the order.
] ) LDeposits Cancel order Refund
Release Release lines marked as Release to a ticket.
Pick Print
Copy Release  Release the order, and leave a copy on order.
Close Close the Process Orders dialog. Release Copy Release
Help Access on-line help. Close Help

A user must be authorized to perform each of the order processing operations.

Taking another deposit on an order

Select the order for which the additional deposit is being made.

Click Deposits | Customer #:| Derrick Lennon (1004) | Sales rep:) MGR
Payments
Any existing deposits are Pay ---\Description \AmO---\ a
shown. | |[MAS..MasterCard  10.57
|
%_,.?;
Click P> and select the

pay code for the deposit.



Enter the additional deposit
amount.

All deposits are now shown.

4

Amount |E|E|

Pay code |CASH Cash Clear ‘ Backsp
Amount [20.00 [ Pay ticket balance - 5 9
Applyto...
Apply to order |20.00 4 5 6
[ Paybalance
Apply to ticket |0.00 [ Final payment 1 2 3
oK Cancel | Help ‘ - 0
Document totals Order

Total: 189.11

Net amount received: 1057

Amount due: 178.54

| Customer #:| Derrick Lennon (1004) Sales rep:| MGR

Payments
Pay ...‘Description ‘Amo...‘ =
MAE... MasterCard 1057
' |casH cash 20.00

o

Click = === to complete entry of the deposit.

You can print a receipt for the deposit.

No Change Due

Ticket 105485

glﬂ@ Alt+R

Gift Rept Receipt

Close Help

[ Process Orders

H o4 b+ P
Current store | MAIN

The Process Orders menu reappears. Current station |1

[ Include other stores
v Include other stations

2=

Store | MAIN
Station 1

Ticket date | 5/6/2013 316 PM

Edit Wiew Activity

Deposits Cancel order Refund

Pick Print

Release Copy Release

Close Help




Viewing Activity on an order

Select the order for which to see the activity.

[ Order Activity
Click Wigw Acthvity . Stare 10 MAIN Station 101 Order 4 70064
User 1D ‘Ac‘ﬂvn}/ |Log entry |“
. | IMGR  |Entered |Entered anew order
Each activity that has occurred MGR  Edited  Edfed the order
for the order is shown in the m t  |Added depostt to the order

sequence in which it occurred.

Close Help

Refunding an order deposit

Select the order for which to refund the deposit.

. Fefund
Click et
[ Order Deposit Refund
The total amount for Available deposit 3067 ‘ Use last card
refund is shown. Refund amount |15.00 [ Refund full amount
Pay code [5C Store Credit
Enter the amount to ok | gancel | Hebp ‘

refund, or check Refund
full amount to refund the entire available amount.

Select the pay code to use for the refund.

Use customer card

Click to use the credit card number that's saved in the customer's
record.

. Use last card . .
Click to use the last credit card number that the customer used when making
a deposit.

Printing a picking ticket for an order

Select the order for which to print the picking ticket.

Click %
é\mK
. . . . . . Invoice
Select to print a picking list or an invoice for the Pick list
order.
The order status will be updated to "Picked".
Close Help



Releasing the Order to a ticket

The process of releasing order lines to a ticket moves the selected lines to a sale ticket.
If you only release some of the order lines to a ticket, you can choose to release none,
some or all of an order deposit with the lines, and then complete taking payment on the
ticket. Once the lines are released to a ticket, you can also add new sale lines to the
ticket and complete the ticket in the normal way.

Select the order to release.

C|iCk Release

! E You are about to release an unpicked order.

A warning message may appear if a picking ticket
was not previously printed for the order.  x

| Customer #:] Derrick Lennon (1004) Sales rep: MGR

ltem number Description s T I-:l.w|||'£ :hl'li_‘!J
BALL-RET-PRO Ball Return - PRO Order Drop Ship Backorder  Special Order
TOP-XLS TopFlite XL Spin Balls o .
[|ToPxLs TopFlite XL Spin Balls B % 2 @
ki (new ling) Process Order  Document#  Show Payment  Guantity
— — 100%
Selectline  SelectAl Stip Ful Ship Zero
'_;r,i : ;"%E. ol
»| | Unselect Line Unselect All Cancel Line
£ >

All of the order lines are initially selected to be released to the ticket. Make any
necessary changes by clicking:

2 Tounselectall lines.

Unselect All

o1 To unselect the highlighted line

-l
Unselect Line

e To select all lines

.= To select the highlighted line

-l
Select Line

) To change the release quantity for the highlighted line
§’§ To change the release quantity to zero for the highlighted line and leave
el the remaining quantity on order

100%
2

& To change the release quantity back to the original ordered quantity
To change the release quantity to zero and leave no remaining quantity
' on order

Cancel Line



Complete

Click
line.

The Order Release window appears.

Counterpoint has already allocated the
amount of any deposits and
miscellaneous charges to the release
ticket proportionally, based on the
amount remaining on the order.

Change the release amounts as

after you have completed setting the release state and quantity for each

necessary.

Zero

Click

the order.

Maximum

Click

to leave the full deposit
and miscellaneous charge amount on

(5 Order, Release EJ@
Stora |MAIN Custormer # 1004
Station |1 Orcler # |700b4
Felzase )
Zero ‘ Defaults ‘ Maximum ‘
Ayailable Release Leave on order
Deposits 30 57 [17.08 15.49
Subtotal 169.99 94 99 75.00
Misc charge 1|0.00 |0.00 10.00
Tax|19.12 1068 |5.44
Arnount due | 158 54 8859 6995
[E
'9;\?@_\3 akK Cancel ‘ Help ‘

leaving no deposit or charges on the order.

Defaults

Click

to return to the amounts that Counterpoint initially allocated.

to release the full deposit and miscellaneous charges to the ticket,

Click Ll when completed allocating the deposit and miscellaneous charges.

The released lines are
moved to a new ticket.

As shown here, your store
may be configured to also
show non-released lines,

for informational purposes.

You can add or edit line
items and complete the
ticket in the normal way.

| Customer #:| Derrick Lennon (1004)

Sales rep:| MGR

ltem Description Quantity Price Line Line item [©

number discount |price

BALL-RE... Ball Return - PRO 1 69.99 0.00 69.99
I TOP-XLS TopFlite XL Spin ... 1 25.00 0.00 25.00
[TOP-XLS TopFlite XL Spin ... 3 25.00 0.00 75.00
E (new line)

v

Document totals

(X

Humber of lines:

Het amount received: 0.00

88.60

Amount due:

*++ gelease Ticket *** * Not clocked in *

Gross subtotal:
Document discount:
Subtotal:

Tax:

Misc charges:

Total:

5/7/2013

5488

0

=)

9

w

0
0

9

0

o oW W o o
o

105.68

9:06 AM



‘a ‘l - F2 - F3 - F4 # F5
:Lyou (;eft anﬁ/ lines OF ¢ | Customer #:| Derrick Lennon (1004) Sales rep:| MGR
e order, wnen you later — —— - S —
. [tem Description QuantityPrice Line Line item [=
g:’)dteol’ ptri‘loecﬁleSor (\)/:Jew the number discount |price
previéusly relea)éed will |?|BALL-RE... Ball Return - PRO 0 69.99 0.00 69.99
be shown with O | [TOP-XLS TopFI!te XL Sp!n 0 25.00 0.00 25.00
TOP-XLS TopFlite XL Spin ... 3 25.00 0.00 75.00

guantities. u

P

[ Ticket payment:] MASTERCARD 1057 CASH 2000  -17.08

Document totals

Gross subtotal: 75.00

Document discount: 0.00

Number of lings: 1 Subtotal: 75.00
Tax: 8.44

Net amount received: 13.49 Misc charges: 0.00
Amount due: 69.95 Total: 83.44



EXERCISE 5: RELEASING AN INDIVIDUAL ORDER IN TOUCHSCREEN

Try it Yourself! In this exercise, you will learn how to:

release order lines to a ticket

leave a backorder line on the order

allocate a deposit between the release lines and remaining lines on the order
complete the release ticket

view the order after the release ticket is completed

view order activity after the release ticket is completed

SCENARIO: Derrick Lennon has phoned and has asked that you now ship the rest of the
order to him, charging the amount to the same credit card that he used for his deposit

(MasterCard 5419-8300-0000-0004 Exp 12/20). He has also indicated that he wants to hold off
paying for the backordered items until you are able to fill the backorder.

Complete these steps:

— = [& Process Orders @@
= ofﬁz—); o LR vl
i More >> Functions Process Order
Click , then and then : ettt AT
Sel Derrick L . d Current station |1
elect to process verric ennon's oraer. [ Include other stares
[v  Include other stations
Order # 70054 |2
Store MAIN
Station 1
Ticket date | 5/6/2013 316 PM
. Fel —
Click eieeee i&jﬁé Edit View Activity
LDeposits Cancel order Refund
Fick Frint
Eelease Caopy Release
Close Help
CIICk OK at the Warning message' 3 You are about to release an unpicked order,

2-101



The order lines appear.

Customer #:| Derrick Lennon (1004)

Sales rep:| MGR

<

Humber of lines:

Net amount received:

Highlight the last line item, which is the backordered item.

o

ltem number Description
BALL-RET-PRO Ball Return - PRO
| TOP-XLS TopFlite XL Spin Balls
| [TOP-XLS TopFlite XL Spin Balls
E [new ling)

Gross subtotal:
Document discount:
Subtotal:

Tax:

Misc charges:

Click "=== tg unselect that item. Then click == to indicate that you are done

selecting the lines to release.

At the Order Release window, click &40

to leave the deposit on the order with the
backordered item.

Click &2

The order lines now appear on a ticket.
While the backordered item also appears,

notice that its price is not included in the
total of the ticket.

2 -

v
>

Document totals

169.99
0.00
169.99
1812

0.00

¥ [new line)

<

Humber of lines:

Het amount received:

102

z

0.00

Amount due: 105.68

Gross subtotal

Amount due: 178.54 Total: 189.11
[ Order Release a
Store (MAIN Customer # |1004
Station |1 Qrder # | 70066
Release )
Zero ‘ Defaults ‘ Maximurm ‘
Available Release Leave on order
Deposits| 1057 [5.21 |86
Subtotal | 16999 94.99 75.00
Misc charge 1/0.00 ‘0.00 ‘0.00
Tax 19.12 [10.68 |5.44
Amount due | 178.64 99.76 78.78
:oEz:{i oK Cancel ‘ Help ‘
Detrick Lennon (1004) MGR
ltem Description Quantity Price Line Line iten”
number discount |price
BALL-RE... Ball Return - PRO 1 69.99 0.00 B9.€
TOP-XLS TopFlite XL Spin ... 1 25.00 0.00 25.C
TOP-XLS TopFlite XL Spin ... 3 25.00 0.00 75.C

~
>

Document totals

I: 94.99

Document discount: 0.00
Subtotal: 94.99

Tax: 1089

Misc charges: 0.00
Total: 105.68



[ validations Rx)

i~ = Pay code [MASTERCAR | MasterCard
Click P> Thenclick = . cating 415550007
Expocate 1217
Click Ef?;;':lézt Mame on card |Derrick Lennan

At the Validations window, enter the credit
card information (MC 5419-8300-0000-0004
exp 12/20).

Click 2 when done.

ooe
o0 oK Cancel ‘ Help ‘

Answer Yes to "Ticket Complete?".

L] &l

\_?/ Tidket complete?

Information

\E) Auth codes:

MASTERCARD for 105.68: DEMODK

When the authorization code appears, click OK.

Alt+R

eceipt

R
From the Print window, click to first view the sales draft for the credit card charge.
When you close that preview window, the customer's receipt appears next.

After completing the ticket, select to process the order again.

Derrick Lennon (1004) MGR

ltem Description Quantity| Price Line Line item |*
. . number discount |price
Notice that: BALL-RE... Ball Return - PRO 0 £9.99 0.00 £9.99
-each released line shows a quantity of O TOP-XLS TopFlite XL Spin ... 0 2500 000 2500
: . : TOP-XLS TopFlite XL Spin ... 3 25.00 0.00 75.00
-the 10.57 deposit amount is still on the . Haldentio
(new line) 0.00

order, and

-the 72.87 amount due reflects only the
backordered line amount, less the 10.57
deposit.

v

Ticket payment:] MASTERCARD 10.57

Gross subtotal: 75.00

Document discount: 0.00

Number of lines: 1 Subtatal: 75.00
Tax: g.44

let amount received: 10.57 Misc charges: 0.00
Amount due: 7287 Total: 83.44

----- END OF EXERCISE
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BATCH PROCESSING ORDERS

Select Point of Sale > Batch Processing

Printing forms for multiple orders

Click

Select a single form group to
print (e.g., ORDER), or print the
order form for the station you
identify at "Station".

If you select to print the form for
a specific station, the form must
be defined to auto-print.

Point of Sale / Batch

[& Print Orders EE]
Parameters ]Drder ]
Foim group 2
v Print station forms
Prirtt farms fromy
Stare |MAIN tain Stare
Station E

[~ Print line items on preview

k23

E-mail | Preview | Print | F‘r_inlDrders| Dptions >3 | Cloze | Help |

Enable "Print line items on preview" if you want to see the line items on each order when

you preview the report.

Use the Order tab to filter the
orders for which you want to
print forms.

[& Print Orders

Parameters  Order ]

Drocument | @ ta | Ig
Customer # -

E-mail | Preview Print Print Orders Dptions > Cloze Help




Preview Report (without line items)

Date 5772013 Time 2:36 14FM

FOR DEMONSTRATION PURPOSES ONLY

Frint Orders

Print form group ORDER forms

Page 1

Order # Order date Customer # Name Doc status Order amt due
Store - MAIN  Station - 1
70045 3522201 1 Thomas, Scott Open 452 40
70046 3242011 1000 Bill Baker Open 199.19
vOO043 3220 1001 John Lincaln Open 574490
voo49 220 1 Thomas, Scott Qpen Te4.95
JO050 Fi22o1 1 Thomas, Scott Open 14041
Jooat 11142010 1003 Caral Dawn Open 11044
vooaz 1/18/2012 00008 Robert Johnson Open 565849
TOOS3 G013 CASH Cash Customer Qpen 496 549
voos4 SE2013 1004 Derrick Lennon Open 6295
vO055 G203 CASH Cazh Customer Open 17854
TOO56 G013 1004 Demick Lennon Open TrAET
11 Orders in this report
-- End ofreport --
Preview Report (with line items)
D=te 572012 Time 2:3132PM Page 1
FOR DEMOMWSTRATION PURPOSES OMNLY
Frint Orders
Print form group ORDER forms
Print line tems on preview
Order # Order date Customer # Hame Doc status Order amt due
Store - MAIN  Station - 1
vO0445 3232011 1 Thomas, Scott Qpen 452 50
ftem # Description Line type Oty =ld Selling unit Price Ext pri:
ADM-TL2 Adams Tight Les 2 Wood Order 1 EACH F249.09 40099
DUN-DDH Dunlop OOH 110 Balls QOrder 3 D0Z §i1.00 6547
GLOVE Deluxe Golf Glove Order 3 EACH F11.99 3547
70046 3222011 1000 Bill Baker Open 193.19
ftem # Description Line type Oty =ld Selling unit Price Est pri:
SHIRT Men's Paola 100% cottan arder 3 EACH F24 .99 7447
SHORTS Shorts - Men's Twill Pleated QOrder 3 EACH Fi7 .99 8347
WEST Men's 100% cottan vest arder 1 EACH F39 .99 3049
TO048 IRzr0M 1001 Jdohn Lincoln Open sr4.00
ftem # Description Line type Oty sld Selling unit Price Ext pro
TAY-F5R Taylorhdade Fire Sole Rescue Order 1 EACH F107.10 107.10
TAY-F&SD Taylorhlade Fire $ole Drver Qrder 1 EACH F277.10 IrTAD
ADM-YI-P Adams Wil Putter QOrder 1 EACH F89 .99 8989
voo49 3232011 1 Thomas, Scott Qpen T84.05
tem # Description Line type Oty =ld Selling unit Price Ext pre
e o . T =0 dodac LEiltl e s 'R
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BATCH PROCESSING ORDERS

Find out backorders that can be filled from on-hand quantity

Click

[ Fill Preview

Order by | Stare, Fill statuz, Ticket #, Line type ﬂ

Parameters ] Item ] Inventor_l,.l] DDcumentHeadel] Drocurment Line]

Stare |MAIN L/2| M ain Stare All Stares

v Allow partial orders

v Allow partial lines
[ Include all order line types

Cell detail | Grid view |

>
E-rnail | Freview Frint Optiohs > Cloze Help
Date 572013 Time Z:42:35PM Fage 1
FOR DEMOMSTRATION PURPOSES ONLY
Fill Backorders
Store hl AN
Allow partial arders
Allow partial lines
Orderby: Stare, Fill status, Ticket #, Line type
Document Header: Document between 70054 and 70054 and
Iz picked equals Mo
Staore hAAIN
Fill status
Order # Order date Ship d=te Custamer # Hame
Urfilled orders
TOD54 AM672013 1004 Demick Lennon
tem # Description Prc Oty =ld Lin gty filled Oty-Unfilled Selling unit Fill ext pro
TOP-XLS TopFlite ¥L Spin Balls 2600 3 1] 3 Doz o.0o
1 Unfiled orders 3 o 3 o.0on
1 ordersin MAIN store 3 o 3 0.00
1 Orders in this report 3 o 3 o.oo
-- End ofrepart --
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BATCH PROCESSING ORDERS

Printing picking tickets for multiple orders

Select a single form group to
print (e.g., PICK), or print the
picking ticket form for the
station you identify at "Station".

If you select to print the picking
form for a specific station, the
form must be defined to auto-
print.

[ Print line items on preview

[ pick Orders Q@@
Parameters ]Drder }
Form group [PICK E PFicking ticket
[~ Print station farms
tain Stare

E-mail Preview FErrint Pick Orders Optionz »» Lloze | Help

Enable "Print line items on preview" if you want to see the line items on each order when

you preview the report.

Use the Order tab to filter the
orders for which you want to
print forms.

[& pick Orders

Parameters Order ]

Document | @ tar | l/2|
Customer # E

=

E-mail Freview | Print | PFick Drders| DOptions »>» | Close Help

The Preview report looks the same as the report shown for the Print function.
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Example picking ticket

Date: S2013 Tirme: 4:28:29PM Page: 1
FOR DEMOMNSTRATION PURPOSES ONMLY
FICKING TICKET Orderd 70053
Ticket date: §6A2
Location: MAIN

Soldto: Shipto: Mary Morgan
740 East Perszon Street

Little Rock, AR 72202
S01-499-6043

Customer #: CASH Ship date: Date shipped:
Ship-wvia code:
Ein-1 tem # Ein-2 BEin-3 Ein-4 Selling unit Gty Gy
Description Ship-from location to ship =shi pped
ADM-TL EACH 1

Adams Tight Lies 3 Wood

BAG-PRO EACH 1
Pro bag with dividers

BAG-TRW EACH 1
Golfbag trawel case

NN N N N N N e T e e e e e e

N N N N N N N N N N N N N N N N N N N N N N N N N T N N N N N N T N

3 line tems Tatal quantity: ¥
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BATCH PROCESSING ORDERS

Releasing multiple orders

-

Al

Click .

[ Release Orders g@@

Farameters ] Order ] Document Status 1
Create release tickets in

Store [MAIN Main Store

Station E
Drawer E

Form group E

[ Plrint station forms
v Allow payment authorizations
[~ Print line iterms on preview

™ Release lines modified in Ok only
Review Repaort

[ Show failed releases
[ Show successful releases
[~ Show pay code summary

b

E-mail | Fieview Brint Felease Orders|  Options > Close Help

Store, Station, Drawer

Release tickets are automatically generated and
completed for drawer.

Quantity for each order line is released.

Form group
Print station forms

Forms (such as invoices) are printed for each release
ticket.

Allow payment
authorizations

Orders with final payment of credit card previously
specified are authorized before being released.

Print line items on preview

To show each order's line items on the preview report
prior to releasing the orders

OM only

Release lines modified in

Only release order lines if order was previously
processed in Order Management

Review Report

Optionally shows successful releases, failed releases,
and/or a summary of the pay codes that were used to
generate final payments for orders with balances

Orders tab

To release orders that include
backorder or special order

lines, clear Number of

backorder lines and Number

of special order lines.

Click Releaze Orders

58] Release Orders E@E
Parameters Order ]DucumenlSIatus]
Document | @ to | IE|
Customer # E
Iz picked ’@

Mumber of backorder lines |0
Mumber of special arder lines |0

to release the orders to tickets.
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ORDER MANAGEMENT

Order Management Flow

Order Processing using Ticket Entry or Touchscreen
Process one order at a time
Scenario: Customer is notified that order has arrived and comes to store to pick it
up, where clerk takes final payment and then releases order
Order Processing using Order Management
Order processing in bulk
Scenario: Merchant receives many orders throughout day from NCR CP Online, by

importing orders, by phone and at store. Orders are picked, shipped,
released, and invoiced in bulk.

Create order(s) using
Ticket Entry or Touchscreen

\ 4

Print picking tickets ----------------- 1

A 4

Fill backorders when Pick merchandise and
inventory is available note on picking ticket

Picking
Tickets

A

\4

Verify lines on picking ticket
and update order lines, € —————————
backordering as necessary

Packing
Print packing slips Slips

1
A 4

Release lines to tickets - -
Ship merchandise

Print and mail invoices
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ORDER MANAGEMENT

Processing Orders Using Order Management

Select Point of Sale > Order Management

Log in to a station and drawer that’s not ot [ 2] aroce
already 18} Use Easswnldl—
Store IMAIN l/g| Main Store
Deposit tickets and release tickets that you Staton [ [ station 1
generate from Order Management will be Drawer 1 - Drawer 1
created for this drawer. ok | coce | hHep
=101 x|
Z s\ B e |+ ¥ B A
Locatons
: G Mligestions © Speckcigesten [ ] ] € Locssongiwp | LI oxes P
Processing
tabs S ) FEBackode Pk | PckVedy | Pack | Relesse | Congleted | ANOw: |
Progress ¢ 3
! _[Document [Store [Shiprrom iocation | Custome # [Ticket de [mourt dun | [ﬂ
T o) VAN MAIN % 327201 T
Order [ oo MAN  MAN 1 v22m B4
+—> | 048 MAN  MAN 001z sum
Headers is N M W 3z2m 15878
oo st MAN  MAN 1 02278 "%
i= 2005 EAST _ EAST 200007 2152008 23
Open/Close Line Display -
dbd‘ I 'S Pmnnu:l KMI
OMWMIMNMINM[

. P rumber Iomom IOuaity Quarity Quartty Imm |ow [MWH
Line [ ertaced fcked vected packad |
Display for . PMACTP Mati Tow Patnot Bake 8 : : A
selgctgd 1 ILETIDE BUNR 2 _ . 9 $ y

[nd e
order
=l
Rem rumber Descighion Al View ines
TP 1) Mot Tous Pt Bk |  Aires
NA) | (& Ertesed ineg )




ORDER MANAGEMENT

Order Management Processing Tabs

e Each order processing step represented on a different tab
* Orders move to next tab as they are processed
* Orders must be processed through each step

* Order returns to Pick tab if order is edited in Touchscreen or Ticket Entry, except for
entry of deposits and tracking numbers

i
-] ] L] f

B 72 s BEas 8D

Loweaticns

+ Allgeations (" Speciic locstion | L= ¢ Locston goup | LAl ouges| E

| Fil Backoudss Pck | PikVeidy | Pack | Relsass | Complsted | AlOuders |

Progress: I ) I

Fill Backorder | Orders with backorders. Backorders must be filled before the order can be
processed further. After filling backorder, order moves to the Pick tab.

Pick All new orders without backorders start on this tab.

Step 1 Print picking tickets for selected orders on this tab.

Pick Verify Orders for which picking tickets have been printed move to this tab.
Step 2 Select the orders whose picking tickets have been verified.

Pack Orders for which pick verify has been completed move to this tab.
Step 3 Print packing slips for selected orders on this tab. Packing slips can be

printed only for fully paid orders.

Release Orders for which packing slips have been printed move to this tab.

Step 4 Select the orders that you are now ready to release to tickets. Receipt- or
invoice-type forms can be printed during release.

Completed Released orders appear on this tab until the drawer containing the release
tickets is posted.

All Orders Shows each order, along with the tab on which it is located




ORDER MANAGEMENT

Order Management Toolbar

@ /s

6] & ;':E t:':%% 7] -

g Exit from Order Management
2 Edit a single selected order (moves back to Pick tab)
$ Take a deposit for a single selected order
View selected orders (multiple orders can be selected)
£ View tickets generated (released, deposits) from this order
6 View order counts by customer
+*|  Refresh order list in Order Management

% Filter order list by order header data

% Filter order list by order line data
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ORDER MANAGEMENT

To filter the orders on the current tab

Order Management

€]

]

=10 x|

$w.rﬁt_""$¥'

Locations

¢ Alllocation:  Specific location I " Location group | Order # E

Fill Backorder Pick l Pickerfy |  Pack | FRelease | Completed | ANOwders |
Frogress: [N ]
| I |Document |St0re |Ship-from lncation |Cust0mer # |Ticket date |.t’-‘«m0unt due | H
L [ 70050 MAIN AN 1 F2zs20m 340.41
u [ 70043 MAIN AN 1 3A22720M 784.95
u [ 70048 MAIN HAIN 1001 3222201 574.90
| n 70046 MAIM [ BT 1000 F2220M 19313
| [ 70045 MAIN [ BT 1 22020M 452 50
L N 200035 E&ST EA&ST 200007 2ME/2003 20310
=l
Locations
All locations Shows orders regardless of ship-from location
Specific location Shows only orders shipping from specified location
Location group Shows only orders shipping from a location within specified
location group
Order # Moves pointer to specified order number (must be on current tab)
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ORDER MANAGEMENT

Fill Backorders Tab

Select the orders for
which you want to fill
backorders and

. 5 t Fill gt
click =19 7%

If quantity is available for
all line items, the Fill
result window appears.

Use single order
processing in
Touchscreen or Ticket
Entry to fill backorders for
individual lines.)

When you click =~ 2%

TE
= 2 e g

B s Es &5 S0

Location: =

|7F' Alllgcations Specific loeation |41 - = Location group |T HQ D[gglﬂll H

, you are asked to
confirm filling the selected backorders.

Fill Backarder I Pick | Pick Verify | Pack | Release | Completed | All Orders |
= | ! IDocument |5tme IShlp-lrom location IEustDmel # |T|cket date |Amuunt duel lﬂ
ﬂ I Fon47 HaIN MaIN 100007 3222011 121.22
Suggest fill gty i Erevinusl L ﬂexll
C ~ )
Order 70047 lines | Order infnrmatinnl Mates |
Itern number Descriptian Guantity Cluantity Cluantity Cluantity pick Guantity Guantity shipped || «
ehtered picked werified packed
p|MAR-REY M axfli Fevolution Balls 3 0 0 1] 1] 1] _I
SHORTS Sharts - Men's Twill Pleated 1 0 0 1] 1]
Item nurber Description uaritity to fill WView Iir!a
[MescREy [ 1@ [Mawi Revoltion Balls 0.0000 T Alllines
Hea) ¢ Backordered lines
>>
Brnvesat 20|
Item number Drezcription Grid Grid Grid Lingty |Cell gty |«
dimenzion | dimension | dimenzion | filed filled
Max-REY Mawfli FResvolution Balls 3.0000
SHORTS Sharts - Men's Twill Plez... 38 Black 1.0000  1.0000
=l
Ok | Lancel | FErrint |
]

:!r/ ‘ Fill selected backorder lines with the suggested quantities? ‘

Mo |

[ Do not show again

The backordered lines are filled and the order moves to the Pick tab.



ORDER MANAGEMENT

Pick Tab

=0 =
< I ' % B & .TE, & B |3
Errabiora
 Mgesens ¢ Speckelesn[ L[] © locsiongow [T L] | o[ =
Fil Bachrdn Pk | Pekvedy |  Pack | Felssce | Compisted | AN0sden |
Proprean L1 3
Sel.eCt the orders fOI" [T Jocomen: [Sre  [stopethom iocstion | Customer ® [ Ticket daie [emoart s | [=]
which you want to print MIET [T i T T
L . = MUN WA 1 e S
picking tickets and i i e I e
& Pick He - X - o
click = || ¥ I Marks orders with errors such as 1 Ve
. - . . (] 452 5]
~ ~ [ credit card decline Ern P
I~ =
l':’rﬂ"‘ | & Ppevios | B ot
Dies TOOS et | Claen infirmmastion | Heoees |
|:ne--nm Descrphon I[Mm, I[:mm:.- [ Cuarity gk | Crsariity lﬁmmnm-u Fll
el peckosd g (]
T Wa Toas Pavict Bl 8 [0 ] 0
RETPRO ol Flotum - FAD 2 z 0 (] ] |
b Trdiee]
=
[imm e Descnphon v i
[eslRETFAD [ [Bel Retam - PROD ™ A ines
[T Entes veishs i, S
x

Confirm that you want to print picking tickets.

You are asked if you want to preview the report (based on

the setting in Order Management Control).

Date 3/22/2011 Time 4:13:30FM

Print picking tickets for the selected orders? ‘

9
</

[ Do nat show again

&?/ Wiet reparty

Fage 1

FOR DEMONSTRATION FURFOSES ONLY

Document Header: Document 10 iz in (201181381120, 201181472738, 20118147 4293)

Order # Order date Customer # Narme Doc status Order amt due
Store - MAIN  Station - 1

TOD4E Fiziaonm 1000 Bill Baker Open 10419

To049 201 1 Thomas, Scott Open Fa4.05

TODSD FRazom 1 Thomas, Scott Open 24041

3 Orders in thiz report

-- End ofreport --

The orders for which picking tickets were printed now move to the Pick Verify tab.



ORDER MANAGEMENT

Picking Ticket Example

Date: 2232011 Time: 11:21:51AM Page: 1
FOR DEMONSTRATION PURFPOSES OHLY
FICKING TICKET Orderd 70050
Ticket date: 3722011
Location: MAIN

Soldto: Thomas, Scott Shipto:
24 Elm
Memphis, TH 34567

Customer #: 1 Ship date: Date Picked:
Ship-via code:
Ein-1 ltem # Ein-2 Ein-3 BEin-4 Selling unit Gty Gty
Description Ship-from location topick pickead
M AK-TP Doz &.00

Maxfli Tour Fatriot Balls

BALL-RET-PRO EACH r.00
Ball Retum - PRO
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ORDER MANAGEMENT

Pick Verify Tab

Pick verify means that you have reviewed the picking tickets returned by your
warehouse staff to see if the Qty picked value differs from the Qty to pick.

Differences might mean that there are shortages on some items. In that case, you will
need to determine if the missing amount should be backordered for the customer, or if
the customer wants to substitute other items instead.

You may need to make changes to the quantities and/or items on an order to reflect the
handling of the shortage quantities. Make those changes before you mark an order as
pick verify.

x|
& - 1 -
Q|7 s @ &8 &% B 2
Locations
&+ Allocations  Specific lncation " Location group | Order # I£|
Fill Backorder 1 Pick. Fick Yerify 1 Pack ] Release 1 Completed I All Orders ]
Select the orders that Progess: : g _ =
| 1] |Ducument ‘Slme ‘Sh\p-hum location |Cuslumerﬁ ‘TICkE[ date ‘Amuuml dual lﬂ
you are ready to mark = 70050 MEIN MAMN 7 372272011 E]
H H v 70043 MAIN hAIN 1 34224201 784.95
as pICk Ve”fy and Cice 70045 MaIN HAIN 1000 342242011 1593139
. L, Pick Verify
click & : -
=
(& pick veity A Previous| 1L New
Order 70045 lines I Order inlﬂrmatiﬂn] Hates ]
Item number Description Guantity Cluantity Guantity Quantity pick. Guantity Quantity shipped |+
entered picked verified packed
SHORTS Shoarts - Men's Twill Pleated 10000 1] 1 1] 1] DJ
WEST Men's 100% cotton vest 10000 1] 1 1] 1] 1}
13 [find line] j
Item number Drescription Wiew lines
9 (z) |  Alllines
& Picked lines
>
5
Conflrm that yOU Want to Verlfy the Orders' ?r/ Verify the selected orders have been picked?

™ Do naok show again
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ORDER MANAGEMENT

x

You are asked if you want to preview the report

(based on the setting in Order Management Control). ? )| view regort?
Mo
O=te 20232011 Time 1:38:53PM Page 1
FOR DEMONSTRATION PURPOSES OHLY
Oocument Header: Document 10 equals 201181381120 or
Oocument I0 equals 201181472738
Order # Order date Customer # Mame Doc status Order amt due
Store - MAIN  Station - 1
TOO46 320 iooo Bill Baker Open 199.19
ToOo44a KR Eriinn| 1 Thomazs, Scott Open Ta4 495

2 Orders in this report
-- End ofreport --

The selected pick verify orders now move to the Pack tab.
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ORDER MANAGEMENT

Pack Tab

Print Packing slips for orders that are ready to be packed and shipped. The packing slip
shows the items and quantities that were pick verified (after line item edits are made).

Packing slips can be printed only for orders that have no amount due or have a final
payment method designated. Orders with an amount due and no final payment method

are shown in gray.

If necessary, you can select an order and click

to enter a final deposit for it.

B order Management =0 x|
r ) - —_ .
&~ s @ @& B+
Locations
&+ Alllacations  Specific location " Location group Order #
Select the orders for L | EEIR =
H H Pack
Wthh you Want to prlnt F\IIEackmder] Pick 1 Pick Werify Gl 1 Release ] Completed 1 Al Orders I
. . Frogress: C It 1
paCkIng SllpS and 1 ‘Documant |Slore |Shin-lrom|acat\on |Ticketdale |Cuslomerﬂ |Amount due| l;l
g L4 B 70043 MAIN MAIN 3/2ar20m 1 0.00
. Pkg Slip T 70045
click . B
L]
E|
g Pkg Shp | [ Yiew orders with eors only % F’_Iewous| n Mexl|
Order 70049 lines I Order inlnrmat\nnl Nates ]
Item number Description Guantity Cuantity Guantity Guantity pick. Guantity Quantity shipped |+
entered picked werified packed
ADMAMIP Aidarns VM| Putter 1 0 ] 1 ] UJ
BAG-PRD Pro bag with dividers q a 1] 1 1] 0
b [find line] ﬂ
Itern number Description WView lines
|BAG-PF\D 2 @ |F‘ru bag with dividers  Alllines
[Hé) % Pick Verified lines
>
Confirm that you want to print packing slips.
?/ Print packing slips for the selected orders?
™ Do naot show again Mo
i

This message appears if you selected any orders
that still have an amount due and no final
payment method.
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ORDER MANAGEMENT

ﬁ

You are asked if you want to preview the report (based on the ? ) | venresart
setting in Order Management Control). )
Mo
Date 30232011 Time Z:23:42PM Page 1
FOR DEMONSTRATION PURPOSES ONLY
Document Header: Document [0 equals 201181472738
Order # Order date Customer # Narne Doc status Order amt due
Store - MAIN  Station - 1

Fo04a 2o 1 Thomas, Scott Open o.oo

1 Orders in this report

-- End of report --

ﬁ

The number of orders for which packing slips were printed is \1) 1 Ordler(s) packed
shown.

The orders for which packing slips were printed now move to the Release tab.
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ORDER MANAGEMENT

Packing Slip Example

Packing slip
Page: 1
Main Store
542 Tournament Drive Tlokak :Iam-f iz
PO, Box 547 _Statlon.l
Merphis, TH 38018 USA Orig ord #70043
Sold to: Thomas, Scott Ship bo:
24 Elm
Memphls, TN 34667
Customaer §: 1 Ship date: Ship-via code:
Sls rep: MGR Location: MAIN Terms: 2% 100 Met 30 days
Customer POs¥:; 234565
Quantity ltem & Description Ship-from location Price Ssilling unit Ext pro
1ADDM Adams VA lrans, Set 62759 EACH 627 99
1 ADM-A-P Adams VIl Putter 5998 EACH 59.99
1 BAG-PRD Pri beg with dividers 5898 EACH 5589
) - Total line items; 3 Sale sublotal: 78337
8820
arzaTv
Crder amt applied arzasy
Net tender: 000
Chraer # ?034;3 o
Dreposit balence:
Initial deposit batance 9.00
Paymeant 32211 CASH are2
Payment 3/23011 CHECK 74,93
Deposit applied gv2A7
New deposit balance 0.00

Wihere golling s FLNIT

Plan on attending our FALL toumament
Prizes for evaryong
Specials avaliable duning tourmament

D



ORDER MANAGEMENT

Release Tab

Orders shown on the Release tab are ready to be converted to sales tickets and have
receipts or invoices generated. Receipts/invoices can be printed or previewed but cannot
be emailed from Order Management.

B order Management =3l x|
& 7 s w f8|& B ¥ |@D-
Locatiores
(+ Allocations ¢ Specific location . analinngrnup| Drder # @
FilBackoder | Pick | PickVeiw | Pack Aelease | Comploted | AlDrders |
Progress: L it ]
|! ‘Document ‘Stme |5hip—lroml...‘Ticketdate |Eustomer# |Amountdua| EI
Select the orders that NI 70043 MAIN MAIN 3/22/2011 1 0.00
you are ready to
release to tickets and
. - :5 Helease
click & :
1=

@:E Release | I View orders with errors only
: b Elewuus| N Hexl‘

Order 70043 lines ]Dlder infulmationl Hotes I

Item number Crescription Quantity Quantity Quantity Quantity pick Quantity Quantity shipped | =
entered picked werified packed
| ADM M Adams W Irons, Set 1 ] 0 1] 1 0 J
ADMAMIP Adams Yl Putter 1 ] 0 1] 1 0
BAG-PRD Pro bag with dividers 1 1} 0 a 1 0 ﬂ
Ikem number Description Yiew lines
R [ @] |adams M lrans, Set &l lines

(M) % Pagked lines
53

x

Confirm that you want to release the orders. " o L e

[~ Do mak show again

x

The number of orders released is shown. },) o
’ rder(s) relzased

i

You are asked if you want to preview the report 9 [
(based on the setting in Order Management Control). o/ | Viewrepart?
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ORDER MANAGEMENT

The released orders now move to the Completed tab.

Date 32302011 Time 3:40:04PM Fage 1
FOR DEMONSTRATION FURFOSES OHLY

Document Header: Document 10 equals 201181472738

Order # Order date Customer # Namea Doc status Order amt due  Amtto auth

Store - MAIH  Station - 1

To049 3o o Thomas, Scott Completed o.oo o.oo

1 Orders in this report o.oo
1 Orders with zero amt due
D Orders with amt to authaorize

-- End of report--
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ORDER MANAGEMENT

Invoice Example

Invoice

##% Ouplicate 4

Malh Store

S4Z Tovmament Drke

P Box Sz

RMemphk, TH 38018 USA

Fage:

Ticket & 7004901
Ticket date: 32311
Station: 1
Origord #: 70049

Soldta: Thom as, Scott shipto:
24 Em
Memphk , TH 31567
Custorner #: 1 Ship date: Ship-via code:
Sls rep: MGR Location: MAIH Terms: 2% 10/ Net3d days
cusbmer 231565
Quartity fem # Description Shipfrorm location Frice Selling unit Ext prec
1 ADM-VRI Adams VR Ioe:, Set G527 .99 EACH 627 .99
I ADM-WRI-P Adams WML Patter 2999 EACH 99,99
i BAG-PRD P bag with db ke 5599 EACH 53.99
User: MGR Tatal line items: 3 Sale subtotal:
Tan:
Total:
onleramtappled a72.17
Met tender: 0.00

orlers TO0 LS
orleretal 0.00
arleramtaee 0.00

Deposltbalarce:

Il depositbalnce
Payment 3
Payment 323
Depos it applled

Hew depoz tbalaice

87.22
78495
g72.7

Whe e goling k FUN

Plawor atendgonr FALLtoy mament
Prizes toreve wyoue
Speclak avallabk dyrhg tovmam ent
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ORDER MANAGEMENT

Completed Tab

Orders that have been
fully processed and
released appear on this
tab.

They remain on this tab
until the Order
Management drawer
session is posted.

%3 Order Management =13 x|
- J -

& @ B+ B F -

Locations

& #l locations ~ Speciic location " Location group | Dider # [
Fill Backorder I Pick. 1 Pick "erify ] Pack ] Release Completed ] All Orders ]

Progress: r {J

| 1 |Ducumenl |Slurs ‘Sh\p-huml . |Tickel date |Custumerﬂ |Amuunl due | H

ﬂ I 0043 MAIN MAIN 222 1 0.00

¢ Frevious| 8 New|

Order 70043 lines I Order \nfnrmalinn] Mates ]

=l

Item number Description Quantity Quantity Quaritity Guantity pick Quantity Cuantity shipped ||+
entered picked wverified packed
B ADM-AMI Adams YM| lions, Set 1] 1} 1} 1} 1) 1
ADM-AMI-P Adams YM| Putter ] 1} 1} 1} 1} 1
Item number Description Yiew lines
(@) [xdams YMI lrons, Set  Alllines
[MAa) * Releazed lines
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ORDER MANAGEMENT

All Orders Tab

Shows all orders in
Order Management,
along with the tab/step
of processing.

Click a tab link to move
to that specific order on
its respective tab.

[ order Management 1ol x|
- -
<) e & B B3
Locations
& Alllocations ¢ Specific location ’—ED " Location group | Order & l£|
Fill Backorder 1 Pick. 1 Pick erify ] Pack. ] Release ] Completed All Orders 1
| !|Documen|5hip-llom IDcat.|Store |Cuslomerﬁ ‘T\ckal date |Amount due ‘Avai\ab\e in “i‘
L FO0050  MaIN MAIN 1 372272011 340,41 Pick Verify
I 70043 MaIN MAIN 1 siz2/a011 0.00 Completed
I 70048 MalN MAIN 1001 si22sa0nt 574.90 Pick
- 70047 MaIN MAIN 100007 ar22sa011 121.22 Pick
- F0046  MAIN MAIN 1000 372272011 199.19 Pack
r 70045 MAIN MAIN 1 /2272011 45250 Pick
- 200035  EAST EAST 200007 271672009 20310 Pick
4 Previous | b Mest

Order 70050 lines 1 Order \nformallon] Motes ]

Itemn number Drescriptian Quantity Quantity Qluantity Quantity pick. Huantity Quantity shipped ||«

entered picked verified packed

MAR-TP M axfli Tour Patriat Balls g 0 8 1} 0 0

BALL-RET-PRO Ball Retun - PRO 2 0 2 ] 0 0
3 [find ling)
Itemn number Description

] Ha]
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ORDER MANAGEMENT

Viewing Orders

-Ioix
alz s e | B =

1. Select one or more

Location:
|VG' Alllocations € Specific location - " Location group I LAQ | Order # I Ig
Orders and CIICk . Fill Backorder | Pick | Pick Werify I Pack I Release I Completed All Orders |
_ I !IDU:umenIShlp-hUm IDC&[.lSlUrE |Euslumerﬁ |T\ckel date IAmDunl due |Ava|\ab\e in I -
L4 I F0050  MAIN MAIN 1 /2272011 340,41 Pick Verify
|| r 0043 MAIN MAIN 1 /2272011 0.00 Completed
L o 70048 MaIN MAIN 1001 372272011 574.90 Pick
L 70047 MAIN MAIN 100007 siz2/a011 121.22 Pick
L FO0046  MaIN MAIN 1000 siz2/a011 199,19 Pack
L 70045 MalN MAIN 1 si22sa0nt 452,60 Pick
L 200035  EAST EAST 200007 2/16/2009 20310 Pick
2l x|

. € d » . .
When the View Orders = ‘ ‘ F ¥ ‘ &P
window opens, use [*] Onder # [70047 | Store [MAIH 0 [ eontorer |

to view the next order. Station |

Oider | Bil-To | ShipTo Lines / Total |Paymants| Tases | Motes | Activity | Package tracking #s |

Item number Drescription Original Quantity  |Seling unit |Quantity | Price Line item ;I
quantity shipped price
Max-REY aufli Revolution Ball: 3.0000 0.0000 DOZ 30000 269300 an.g
B sHorrs | I Plocted |__oooooeAck | d.o000) |
=Bl
. A
| Qs£s@o k833
2. Click the document rmm
& Alllacations ¢ Specific location L2l ¢ Location group Z | Order #
number of an order. BE ! LA | o] 2
FillBa:knrderl Pick | Pick Werify I Pack I Release I Completed All Orders |
:_ I 1) Documerd Ship-from IDC&[.lSlUrE |Euslumerﬁ |T\ckel date IAmDunl due |Ava|\ab\em I‘
! I F0050 MaIN taIN 1 aszz2ram 34041 Pick Verify
|| r 0043 MaIN MaIN 1 al2z2ram 0.00 Completed
|| r £0048 MaIN MAIN 1001 3/22720m 574.90 Pick
|| r o047 MaIN &N 100007 3/22720m 121.22 Pick
L 70046 JhaIN MAIN 1000 siz2/a011 199,19 Pack
L 70045 ghaiN MAIN 1 si22sa0nt 452,60 Pick
L 200035 JEAST EAST 200007 2/16/2009 20310 Pick

@ Order Management i ] |

Qs s Eeelels e 2=
i Location:
3- TO view Orders for |7(3" Alllgcations € Specific location - " Location group I ﬂ z] | Drgerﬁl l,g
H . Fill Backorder | Pick. | Pick erify I Pack. I Release I Completed All Orders
customers, click = = |
= I !IDocumenIShip-llom IDcat.lStore |Cuslomerﬁ |T\ckal date IAmount due |Avai\ab\e in I -
! r #0050 HalN AN 1 3/2zramm 34041 Pick Verify
L 70043 MaIN MAIN 1 siz2/a011 0.00 Completed
L 70048 MalN MAIN 1001 si22sa0nt 574.90 Pick
L 70047 MaIN MAIN 100007 ar22sa011 121.22 Pick
|| o FO046 &I AN 1000 a2z 19319 Pack
|| o FOn45 &I AN 1 a2z 452 80 Pick
|| r 200035  EAST EAST 200007 2/16/2003 20310 Pick
o0 0



ORDER MANAGEMENT

4_ C“Ck Filter orders for thiz customner to see
only the current customer’s
orders on each Order
Management tab.

Click B on the Order
Management toolbar, and then

Lk to remove the customer
filter to view other orders.

Customer orders x|
Customer # |Name |Numher of orders l;
Ll Thomas, 5 cott 2
100007 Stephen Lopez 2
| |1om John Lincain 1
| |200007 My Higains 1
| [1000 Bill Baker 1
=

Filter arders for this custamer

LClose

Frrint
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TRACKING NUMBERS

Select Point of Sale > Tracking Numbers > Enter

Use to enter tracking numbers for unposted tickets, open orders, and open layaways

_{oix
>\p x‘g.. 19 -

Store [MAIN =) Ticket Ticket date | 3/18/2006

Station |1 2 Qiriginal order
Ticket |100153 2 Original order date
Customer # [CASH [ 12| Cash Customer

Cash Custamer
Memphis TH 38120

Bilta

Shipta

Tracking #
| BEERE4348332

Tracking # |965654348332 ﬂ

Stocking location | MaIM Subtatal 15.9:
Gift certificates 0.00

Shipping zane
Ship-via code Misc charges 0.00
Ship date Tax 1.44

Total 17.43

Select Point of Sale>Tracking Numbers>Import

Use to import tracking numbers and freight amount from an external .csv file

ISL=IEY

Filename ITrackingN urnbers. cav _I

Figld riumber for docurment 3 |2
Field number far tracking # |1

|gnore duplicate tracking #'s [

Field number for freight amt |3
On freight conflict I Errar - l

Skip first ling in file during import v

Irnpart data anly for..

Store [MAIN =)l

Orders [v
Tickets [V
Layaways [v

Werify Import Cloze Help

B
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LAYAWAYS

Entering a Layaway

. = Quote/Hold g
Click More>> | Select Fumctions gnd then e
& Touchscreen Ticket Entry E‘@|§|
i d -’ - " - =" tem number
Customer #:| Cash Customer (CASH) Sales rep:| MGR -
ltem Descriplion QuantityPrice Line Line item | |* ‘H] @ |
number discount |price Quote Q!meRe;a”
| |CAL-BBB Callaway Biggest ... 1 449.00 0.00  449.00
» (new line) 0.00 G = T
H i i}—!d H%{ Il }%Iidba“d
Enter the items that = ‘
are being placed = b
Ny b
on layaway. el Sty
P .
Gross subtotal: £43.00 E -’ __‘-
Document discount: 0.00 Pro,Shop
Humber of lines: 1 Subtotal: 24300 §mn > S Mnm > PEY >
Tax: 50.51
Net amount received: 0.00 Misc charges: 0.00 ?: ?: E_:
c+H Bl | Eisl
Amount due: 499 .51 Total: 499 .51 s = Refurnlltem Vedling
Click r=r>> to enter the layaway deposit.

Select the pay code and enter the Clear ‘ Backsp

tendered amount.

Pay code |CASH Cash

Amount |50.00 [ Payticket balance 5 g 9
Apply to...
The minimum required deposit Apply to layaway [50.00 [ Pay minimum 4| 5| 8
amount is shown at the bottom of [ Paybalance
the window. Apply to ticket |0.00 [ Einal payment 1 2 8
(0] 4 Cancel Help ‘ - 0

Enter how much of the amount
will apply to the layaway. e —— i

Select Pay minimum if the
customer tenders the exact
minimum due amount.

Het amount received:
Amount due:

0.00

Minimum due:

Select Pay balance if the customer is paying the balance of the layaway.

Select Final payment to also capture the tender method for use later as the final payment

on the layaway.
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Click ﬂ when completed entering the deposit information.

N4

Click = === if you're done entering the layaway.

No Change Due

You can print a copy of the

layaway for the customer, as Ticket 105489 Layaway 80013
i Al+G Al+R i

well as a receipt for the & $ g\t L

layaway deposit. Gift Ropt | Receipt Layavway

Close Help

Processing a Layaway

Layaways can only be processed one at a time, using Touchscreen or regular Ticket Entry.

- =) &

Hol

i Quote/Hold <+
Click Mae>> | Select Fuctions gnd then Petoes |

[ Process Layaways E|E|
. | 2 M
Layaways are processed in the exact same way
as orders. Current store | MAIN
Current station |1
[ ilnclude other stores!
[v Include other stations
Each button on the Process Layaways window Layaway # |80013 =
performs the same operation as described Store [MAIN
earlier for orders. Station |
Ticket date |510/2013 5:43 AM
:\%t‘;é Edit Wiew Activity
LDeposits Cancel layaway Refund
Fick Print
Release Copy Release
Close Help
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EXERCISE 6: ENTERING A TICKET IN REGULAR TICKET ENTRY

Try it Yourself!

In this exercise, you will learn how to enter a simple ticket, using regular Ticket Entry.

1. Select Point of Sale > Tickets > Ticket Entry.

n

3. Use the default sales rep (MGR) for this customer.

After you login to ticket entry, click at Customer # and select Bill Baker.

4. At Iltem Number, enter (scan) 3. This is the barcode for item ADM-TL3.
5. Accept the default quantity of 1 by pressing the Down Arrow or Enter.
-l
QerpeE X &89
Custamer # I ame Sales rep Document
[1000 S| @||Bil Baker MGR  |2|@| [AUTO-ASSIGN)
_Iltem number IDescription Quantity | Price ILine item price | I;I
ADM-TLI Adams Tight Lies 3% ood 1 3499 3499
¥ [new ling)
I Sale tem number Guantity Price Line item price
Return _ @Ql J| I I
More s> |l(newline] Stocking |
: Gross subtotal: 314.99
: Total dizc, amt.: 0.00
Calculated price: Subtotal: 314.99
Unit retail: Gift certificates: 0.00
Misc charges: 0.00
Tax: 28.35
Total: 343.34
Amount due: 343.34
Payment ‘ Complete Delete line

CLTTYT R | User: MGR. | Stors: MATH | Skatior: 1 | Drawer: 1 | si5f2009  11:28 An

You have just entered your first item on the ticket entry window.
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Payrment

6. To enter payment information click

The Store defaults to CASH as the pay code. If a default is not used, click _t="_| from the
pay code area.

Select [v Fayticketbalance

i x
You are asked Ticket Complete? kel x|

\:{) Ticket camplete?

m.:.|

since Mr. Baker is giving you the exact amount due.

Click L

A window appears to show the assigned ticket number and any change due to the

customer.
You can print the customer's receipt No Change Due
from this window, if your store isn't
configured to print it automatically. Ticket 100231
You can also choose to print a gift _ g*"\'“ﬁ 3 AT
receipt. =1

Ericil Gift Rcpt Tkt Recpt
If your store is configured to allow it,
you can choose to email the receipt.

Cloze Help

Cloze

Click

when completed.

S —— - END OF EXERCISE----nmsrmmmsmmmermmermmmemmeeemmece
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REGULAR TICKET ENTRY TOOLBAR

Simple Toolbar Functions

@ Bo#E X s8- w9
Exit Exit Ticket Entry
Process orders Process an existing order
1B
Process layaway Process an existing layaway
@ Quote recall Retrieve a Quote
‘ Quote* Create a quote from the current ticket
@ Hold recall Retrieve a Hold ticket
Hold* Create a hold for the current ticket
x‘ Void Void ticket
Q Reprint ticket Reprint ticket
Additional functions Access several additional functions
(Described later)
[;ﬁ Help Access online help

* The Quote recall and Hold recall button become Quote and Hold buttons when a ticket is in
the process of being entered.

2-135



REGULAR TICKET ENTRY TOOLBAR

Additional Toolbar Functions

Select Additional Functions from the simple toolbar at Ticket Entry

to access functions related to one T o o
of these areas: Ticket, Line, ‘ E} @ @ ‘ X ‘ g ‘ Dﬁ
Special, and View. | Ticket »
Line 4
Special ¥
Ticket Wiew b
Auto assign # Auto-assign the Ticket #
Enter # Enter Ticket #
Ticket profile. .. Enter a Ticket Profile
Enter document discount  Ctrl+D Enter a Document Discount
Clear document discount Clear entered document discounts
Clear all discounts Clear all discounts
(24 Enter location Enter location
(%) Enter profit center Enter profit center
,@) Enter PO number Enter a PO number
=1 Enter bil-to... Ctrl+8 Enter a billing address
2 Enter ship-to... Enter a shipping address
(] notes Enter notes for the Ticket
B Tracking numbers Enter tracking numbers for package
[ﬂi Sell gift cards... Ctrl+G Sell gift cards
(=) Sel stored value card. .. Sell stored value card
Misc charges... Ctrl-+4 Enter miscellaneous charges
ay Change tax code... Change the tax code for the ticket
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REGULAR TICKET ENTRY TOOLBAR

Additional Functions -Line

Click Additional Functions from the simple toolbar at Ticket Entry

Line

Q@B X &

Select Line to access the Line functions.

&

amnGEE A0 8k &% 8 de

Line type

Enter line discount  Shift+Cirl+D

m

i“laar lime dicrmn im
Lles 2 dISCoun

Enter location

Enter profit center

Change price...

Erter itam aromots

Line details... F7

Change tax category...

Change taxable status

Save line
Cancel line
Delete line Cirl+Del
First Cirl+Pglp
Last Ctrl+PgDn
Mave line 11 CHrl+Un

[T = L= ¥ |0 LS L

IOV INE COWT L LIOWAT

CRER

Ticket »

| e >

Special »

Wiga bk

Change the line type

Enter a Return reason
Enter a Line Discount

Clear entered line discounts
Enter location

Enter profit center

Enter a cost for the line
Override a price

Enter the weight for the item
Enter item prompts

Change line details

Change the tax category for the line
Change the taxable status for the line
Save the line

Cancel the line

Delete the line

Move to first line on ticket

Move to last line on ticket

Move line up one line

Move line down one line
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REGULAR TICKET ENTRY TOOLBAR

Additional Functions - Special

Click Additional Functions from the simple toolbar at Ticket Entry

QaesvaEX g8

,‘[;@,

Ticket
Select Special to access Special functions. Line  F
| Special *
Ve L4
Special
@) losale Conduct a No-sale
Lock station Lock the station
~k4  Gift Registry Work with a gift registry
g1 Payin Enter a pay-in
Eg Fav-out Enter a pay-out
a Pay-on-gccount Enter a payment-on-account
£ Clock-n/clock-out Allow user to clock-in/clock-out
E=1 Message Center Open the Message Center
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REGULAR TICKET ENTRY TOOLBAR

Additional Functions - View

Click Additional Functions from the simple toolbar at Ticket Entry

QaeesamXx gale-

Ticket

Select View to access the View functions lne b

Special #

Ve g

View
€. Customer# CbrHO View Customer information
Item number  Crrl4+I View Item information
=] Line item Chrl+L View Line item information
FF] Ticket Chrlk View Ticket information
[a] Document totals View Document totals
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USING THE KEYBOARD IN REGULAR TICKET ENTRY

While positioned anywhere in the ticket:

v A To move between Cust #, Item #, and Payment Entry window
Ctrl+B Display Billing Information window for this ticket

Ctrl+l Display the Item Information tab

Ctrl+K Display the Ticket Information tab

Ctrl+L Display the Line Item Information tab

Ctrl+O Display the Customer Information tab

Ctrl+M Enter Miscellaneous Charges

Ctrl+Enter Complete the current ticket (payment must already be entered)

Ctrl+Backspace

Void the current ticket

While positioned in the Line Item Entry/Edit area of the ticket:

v A To scroll through existing line items or, during entry of a new
line item, to complete entry

Ctrl+G To sell a Gift card

Ctrl+R To enter a Return line item

Ctrl+S To enter a Sale line item

Ctrl+Delete Delete the active line item

Ctrl+PageUp

Move to the first line item on the ticket

Ctrl+PageDown

Move to the last line item on the ticket

While positioned in the Payment Item Entry/Edit area of the ticket:

v AN To scroll through existing payments or, during entry of a new
payment, to complete entry

Ctrl+Delete Delete the active payment

Ctrl+T To enter Tender or a payment

Ctrl+R To enter change due or Refund

Ctrl+L To view Validation tab for a payment

Ctrl+U To view Customer tab

Ctrl+PageUp

Move to the first payment on the ticket

Ctrl+PageDown

Move to the last payment on the ticket
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REGULAR TICKET ENTRY:

PAYMENT ENTRY TOOLBAR

Simple Toolbar Scheme

= -

Sl

-

e

4

E@,

= Clear Payments

= Additional Functions

= Help

1o -
Payment type: Pay cods Description Amount E E
<]
Cash AfR Loyaly
= _|[=GIFTe]
cernfi
Check | Gift Cert EET
— o
VISA I Credit %
Wisa | StereCR | SVC
| Tender
e |m-
Pay code Amount
[Tender [casH =N MC | AuEx
Change [~ Payticket balance 5
uro
Disc
‘Customer information Document totals Sale
Category: CASH Total: 0.00
Sales rep: HGR Net amount received: 0.00

Cash Customer

Memphis, TH 38120

Close ‘ Complete

Enter validation

Use customer card

Delete line

Amount due: 0.00
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REGULAR TICKET ENTRY: PAYMENT ENTRY

Additional Payment Entry Functions

Additional Functions - Payment

RQ -

| Payment # Save line Save payment line
View b Delete line Cirl4+De Delete payment line
Cancel line Cancel payment line
First Ctrl+Palp Move to first line
Last Ctrl+PgDn Move to last line
Tender Ctrl+T Select tender type
Change Ctrl+R Select change type
Hald... Hold the ticket
Quote... Quote the ticket
Lack station Lock the station
Enter validation... Enter pay code validation
Enter gift card number... Enter GC number
Enter store cred = Enter SC number

Additional Functions - View

Pavment k

View ’ Customer  Ctri+U Look up a customer
Validation  Chrl+L Open validation form
Document kaokals View document totals
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END OF DAY PROCEDURE

Typical end of day procedure

Prior to Posting Tickets

*=required)

Print Drawer Reading Report

Summary of sales and tender for a drawer or all
drawers in a store

Print X-Tape Report

Summary of sales, tender, tax, and credit card totals
with optional drawer detail

Sized for receipt printer

Count Drawer*

Count tender in a drawer in preparation to close a
drawer session

Reconcile Drawer

Verify and finalize the count entered for a drawer
session

View Ticket Edit List

List of unposted tickets

Print Pre-Settlement List
(CP Gateway)

List of unsettled credit card transactions

Print Secure Pay Reconciliation
Report (NCR Secure Pay)

Show discrepancies between Secure Pay
transactions awaiting settlement and tickets with card
transactions.

Settle Credit Card transactions*

Settle with processor that results in transfer of funds
from customer accounts to merchant’s bank

Post Tickets*

Updates inventory, customer, accounting and moves
tickets to history

After Posting Tickets

Run End-of-Day Journals

Ticket Journal (or Z-Tape), Drawer Summary Journal,
Closed Order Journal, Closed Layaway Journal,
Settlement Journal

Print Sales History reports

Close Gift Cards and Store
Credits
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END OF DAY PROCEDURE

Advice from other Counterpoint users

Ex 1 Cashiers count and reconcile their own drawers

Credit cards are settled in unattended mode at night

Office workers correct checks

Office workers post tickets next morning

Any other leftover credit card transactions are settled next morning

Ex 2 Review balance sheet detail for accuracy

Do a drawer reading of all drawers and the store to make sure nothing is
missing

Count all drawers and balance them to the store drawer reading

Post tickets

Run reports (custom)

Ex 3 Run X-Tape

Settle credit cards

Count drawers

Supervisor reconciles drawer

Supervisor posts drawer

Ex 4 Run credit card report

Reconcile drawers

Post tickets

Print drawer summary

Print distributions report for interface

Ex 5 Cashier and store supervisor count money (only cash) together

Store supervisor counts all money for the entire store and turns it into the
Cash Room

No reconciliation (blind counts for cashier and supervisor)

Tickets are posted in unattended mode at night

Next morning, manager runs Drawer Summary report and compares it to
report received from Cash Room to verify cash total
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END OF DAY PROCEDURE

Tips from other Counterpoint users

>

>

Double- and triple-check your amounts before posting.

Post all drawers for the store in one process, rather than posting them
individually. This makes balance of cash, checks and charges much easier.

We have added spreadsheet software to each register to add checks. We have
also created a cash count sheet to record the quantity of each bill we counted
(e.g., 23 - $1 bills, 3 - $5 bills, etc.)

Run the pre-settlement list to verify credit card totals as we reconcile.
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END OF DAY PROCEDURE

Printing Drawer Reading Report

Select Point of Sale > Drawers > Drawer Reading

* Use to print a summary of sales and tender for a drawer or all drawers in a store.

oloix

Parameters | Dirawer Sessionl

Share I @| Al stares

Dirawer I L,:\” Al drawers

Drawer session I Ld\i All zessions

i

v Print drawer session totals
[+ Print drawer totals

[~ Print store tokals

[~ Print report tatals

E-mail I Presiew Prrirt Optiong »» Cloze | Help |

Date 8/M15/2011 Time &:13:09PM Page 1
FOR DEMON STRATION PURPOSES ONLY
Drawer Reading Report

Current Exchange Rates:

Euro 0.83532
Home currency {US Dollars) 1.0000
Mexican Peso 11.0800
Store: MAIN
Drawer: All

Crawer zession: All
=in ‘Removed column signifies the drawer was not counted and the values are sssumed
Print drawer seszion and drawer totals

Store MAIN D'rawer 1 Drawer session 1
Drawer session status Active

Merchandise Hon-Merchandise Tender
Amount (Type Amount |Description Begin amt Trx amt Remowved Owver/Short
Sales 0.00 (Gift eard 80.00 [A/R Charge 0.00 0.00 * Not counted =
Retums 0.00 |Stored val cards .00 |American Express 0.00 0.00  *MNotecounted *
Misc charges 0.00 |Cas 0.00 28532  *Noteooun -

Tax 0.00 [Perzonsl Check 0.00 0.00  *Notcounted *
Ord dep recvd 28132 |pizcover 0.00 0.00 = Mot counted *
Gash drop 000 \ggy 0.00 0.00 = Motcounted *
Cazh loan 999 4o Dollar 0.00 0.00 * Not counted *
Gift Certificate Rede 0.00 0.00 * Mot coun -

Loyalty Points 0.00 0.00 * Mot coun -

MasterCard 0.00 22143 * Mot countad *

Store Credit 0.00 0.00 * Not countad *

Stored Value Cand 0.00 0.00 * Mot counted =

Visa 0.00 63.88 " Mot counted *

Met Sales 0.00 Total 3141.23 0.00 34132 * Mot counted =
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END OF DAY PROCEDURE

Printing X-Tape Report

Select Point of Sale > Reports > X-Tape

e Use to print a summary of sales, tender, tax and credit card totals for a drawer. Also

provides optional drawer detail.

» X-tape is sized for receipt printer

B3 x-Tape -0l =|
Report IX Tape j
Stare I Ig| Al stores |
Chrawer I Lﬂ| All drawers |
Dirawer sezsion I H All zezsions |
W Print drawer seszion detail
[+ Piint Tax codes
¥ Prirt zales by itern categom
¥ Prirt zales by subcategany
¥ Print zales by uger
[+ PFiint zales by zales rep
¥ Prirt lopalty points
E-mail I Prewview Frint Options > Cloge Help

0&/30/2008 7
FOR DEMONSTRATION PURPOSES ONLY
Dzily X-Tape Report

| |ERg

Szle Amou

58:338AM

Loan amount 0.00

Tet Non-Merchandise 0.00

nt
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END OF DAY PROCEDURE

Counting a Drawer

Select Point of Sale > Drawers > Count or use Drawer Management

* Use to specify amounts counted in drawer before posting

* User must be authorized to count a specific drawer

Only pay codes that were enabled to be counted/reconciled will appear

Uszer IMEH @l b anager
Pazzword I
Store IMNN Iﬁl b ain Store

Dirawer |'| Iﬁl

Count | Cloze | Help |

E:'j Count Drawer - Drawer Session: 1 2 Active if
h
User IMGH @| td anager Open dragéd Cas type
: S pay code is
Store IM.’-‘-.IN LAQ| tain Stare Count cash units selected
Dirawer I'I Lﬂl Drrawer 1
Fay code |Descriptinn Amt counted -
Ld s 4/R Charge
|_|AMER American Express
|| CaSH Cazh
|| CHECK. Personal Check.
| CRCARD Credit Card
Reference
=] Tatal amount 0.00
0K | LCancel | Help |

NOTE: Enter negative values for Store Credits

Click when completed entering amounts to save your entries.
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END OF DAY PROCEDURE

Reconciling a Drawer

Select Point of Sale > Drawers > Reconcile Drawer

* Use to reconcile or verify and correct counted amounts entered in Count

Only pay codes that were enabled to be counted / reconciled will appear

Uszer IMGH @| M anager
Pazzword I
Store IMMN H| M air Stare
Dirawer I'I @|
Recancile | Cloze | Help

Enter Amt reconciled for each pay code that was counted.

E.*j Reconcile Drawer - Drawer Session: 1 llil
User IMGH |Q| td anager Dpen drawer, |
Store IMAIN Ldgz |Main Store Count cash unitsl
Dirawmer |1 L,:\Il Dirawer 1
FPay code |Aml activated |Dro|:| annaLit |Lu:|an amcoutt  [Ambcounted  JAmt expected | Amt reconcilad| -
! A4R 0.00 0.00 0.00 n.on oo
| |AMEX 0.00 0.00 0.00 n.on oo
|_|CasH 0.00 0.00 0.00 92713 92713
|_|CHECK 0.00 n.ao 0.00 33361 33361
|_|CRCARD 0.00 n.ao 0.00 0.00 n.an
|_|DISCOVER: 0.00 n.ao 0.00 0.00 n.an
|_|GC 0.00 n.ao 0.00 25.00 25.00 LI
Activated Dropped Loaned Counted Expected Reconciled
Total amount 0.00 0.00 | 000 140959 1.409.59 | 0.00
Reference
ﬂ Total owerdzhort 0.oo
[n]4 | Lancel | Help |
. oK : : .
Click when completed entering the reconciled amounts to save your entries.

Once a drawer has been reconciled, in order to use the same drawer again prior to posting it,
you will need to activate a different session for the drawer.
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END OF DAY PROCEDURE

Printing the Ticket Edit List

Select Point of Sale > Tickets > Edit List

Used to review current (before posting) ticket activity

Ticket Edit List

Parameters | Document Headerl Dacument Linel

=[77

El

Cutoff date IEustDm

[ Print line iterns

Cel detail | Grid view =l

[~ Show payment detail

[¥ Print senial number detail

[~ Print Qrder and Layaway deposit detail

[~ Print pay code recap

=101 x|

[~ Frint notes
2
Preview Brirt | Optionz »» I Cloge | Help |
Dowta 112202008 Tima 10043 mm
FOR DEMONSTRATION PURFOSES DHLY
Tickst Edit List - Datsil
Print Order and Layaway deposi detail
Ticket # Station Customer & Sale amf réecvd  Order ami applied Esfimated cost Sale
Tioket date Lozt or M Order ami recwd Order amd for et Grs pft Misc
Doc or tht type Usar Crig Crd @ Ordar ami red undaed Ly mmi aﬁﬂ;m Grs plt %
S rep Profit oenter Ori g Iy & Lwy amb reovd Ly amt wit Gt ot i
Tax code Cust PON Ly it refunded
100275 1 CASH 101 .59 (] 583
11282008 WA Cash Customar 000 oo BI.41
Sale ticket MGR .00 (] LLErE
MGR o.of Do
MEMTH o.00
mgm @ iy Salbng unk Prics Ling Typs Dagergiion Bmum J pricy rassor
AP L-UMB 1 EACH 1499 Fale Golfumbrilla
Ship-from eatisn EAST
18HOLES 2 EACH 600 Sale Green fee « 18 hokes
CART 1 EACH 1000 Sale Can Fas
Bem prompt: OWVER 18 DRARADES
DISCOUNT-7 1 EACH -7 20 Fale Digoust - §7 .00
Baym gnte fmt Home grnoyamt  Exch e Auth code Binthbsap date mipe Driwrlicen be -
Parisnsl Check [[iF-1] 1] AR - B5THE
ToooE-01 1 000045 430 .04 40 02 FFEN T
112820068 M AN Brian Sheridan .00 (] 130030
Sale thoket MGR ToODE (1] o oo 18461
MGR .00 ooo
MEMTH .00
Bam @ Qey Selbag us Prcs Lifg 1w Dggerigtion REatum J prce fadpor
ADM-TL? 1 EACH 140 9% Sale Bdams Tight Lies T Wood
WEET 3 EACH 3509 Sale Marn's 100 % comom vaat
SANDSTONELARGE
Py ents &G Hema crmeyamt  Exeh ks Sijth cods Birhesgp date Swipy Driwerlbarss mar
AR Charge 430 04 e
o000



END OF DAY PROCEDURE

Print Pre-Settlement List (CP Gateway)

Select Point of Sale >Credit Card > Pre-Settlement List

* Use to preview all of the credit card transactions that are ready to be settled in the

drawer(s) you specify

& Pre-Settlement List =10l

Parameters | EDC Transactionl

Shore IM:&IN B| tain Store All stores |
Ciravaer |1 @| Drrawer 1 Al drawers |
Cutaff date ICustom j I I j Mo cutoff |

Cutoff time [12:00 &b

E-mail Prewview Frint Optians »> LCloze | Help |
Date 11/16/2005 Timel12:13:13PM Page 1
CPvE
Pre- Settlement List
= following credit card num ber indicates credit card name not available, customer name substituted
“*" beside card number indicates a manual entry.
“*" beside authorzation code indicates a forced authonzation.
Voids and cancels are not imcluded in totals.
Transactions are printed in order by store, station, drawer, ticket number, sequence number
Drawer - Store: -
No cutoff
EDC Transaction: Trans time at mest 12/30/1855 11:59.59 PM
Store Station Dravwer
Trans date Source Pay code Swiped Ticket # Exp date Amount
Trans time Card name Credit card # Customer PO# Auth code
2 2 2
11/18/2005 Ticket entry DISCOVER N 4000808 12/3105 1.00
12:12 pm Walk-in customer * * sessssssessslB8i5 VITALS
11/16/2005 Ticket entry AMEX N 4000609 1231708 1.00
12:12 pm Walk-in customer * - m— 1008 VITALE
== AVS Address: 12115 Zip: 85284 Status: 5-digit zip code match
Store 2 Station2 Drawer 2 totals

Payceds Paytyps Sale couni Sale amount  Credit count Credit am ount Total count Net amount

AMEX American Express 1 1.00 ] 2.00 1 1.00

DISCOVER Discover 1 1.00 0 0.00 1 1.00

Total H 2.00 1] 0.00 2 2.00
[ N )




END OF DAY PROCEDURE

Settling Credit Cards (CP Gateway)

Select Point of Sale > Credit Cards > Settle

¢ Use this function to settle authorized credit card transactions

Preview settlement transactions awaiting settlement using Point of Sale > Credit Cards >
Pre-Settlement List

Click ___ 3etle | to process credit cards transactions

Store IM.-'l'-.IN ﬂ@)” b air Stare All stares |
Cirawer I" Lﬂ| || Al drawers |
Cuttoff date |04/13/2005 | Mo cutoff |
Cutoff time |11:53:59 PM —
Settle | Cloze Help
Store Select the store for which you want to settle credit card transactions
Drawer Select which drawers at that store you want to settle, or click &/l drawers

to settle all drawers for this store

Cutoff date | Enter the date by which to limit the transactions to be settled

or click ~Mocutoff | to not restrict the transactions by date

Cutoff time | Enter the time by which to limit the transactions to be settled
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END OF DAY PROCEDURE

Print Secure Pay Reconciliation Report (NCR Secure Pay)

Select Point of Sale >Credit Card > Secure Pay Reconciliation Report

* Use to identify discrepancies between card transactions on unposted and posted tickets
in Counterpoint compared to unsettled and settled transactions in Secure Pay

@8 Secure Pay Reconciliation Report o ] 4

Store IMNN I£| Main Store Al stores |

QateslTnda_l,l j
From | 9/22/2016 | To|8/22220016 |

E-mail I Preview Print | Dptions »» | LCloze Help |

Cause of discrepancies: Internet connection is interrupted after transaction is submitted to
Secure Pay server but before ticket is written to Counterpoint
database

Report Section Shows
Transactions found in Transactions found in both places, but amount doesn’t match
Counterpoint & Secure Pay (Amt column on report shows each amount)

Transactions found in Secure | Transaction in Secure Pay but matching ticket not found in

Pay only Counterpoint database
Transactions found in Ticket found in Counterpoint database but matching card
Counterpoint only transaction not found in Secure Pay




Example Secure Pay Reconciliation Reports

Date 8302016 Time 5:29:02PM Page 1
Guality Goll Academy
Secure Pay Reconciliation Report
Transactiens are printed in onder by Transastion ID
Amt values indicate discrepancees beteesn Counterpont and Secum Pay
Sigre; MAIN
From: 882018 Ta: &132018
Store Transaction ID Transaction type Card no Ticket # Entry methaod Amt AN S result Settled?
CVV result
Ticket date Pay code | Card Type Card exp date
Ir in
Transaction ID: 335
Coungrpaint WAIN 335 KXEXEEXEEXEQDOT 100450 Swiped 2000 Unknows
-Gk i a L AMEX 1225
SecurePay 328 SALE EXEXEEXEXXEXO082 100450 Swiped 2724 UNEMNOWN He
0BOSI018 AMEX 12125
Transaction ID: 343
Coumerpoint MAIN 248 ANXARXARAXXNO080 100500 Swipad 408 Unknown
oEMDZO18 VISA 1225
SecurePay 248 SALE EXNXNEXXEXXENO080 1008500 Swipad 10.85 UNKNOWN Ho
pEMZO18 VISA 1225
Transaction ID:; 357
Coumerpont WAIN as7 ANENEXANANXN 4480 100610 Swped 10.73
G 272014 VISA 1228
EecurePay A87 RETURMN ANEXXEXX XX 4480 100510 Ewiped 1.37 Ho
G 22014 VISA 1228
T ion und in B
12 SALE ANENEXAX AN 1004 200018 Swped 1.00 Yas
0B0EZ014 AMEX 0428
13 SALE ANENEXANANANOO04 200018 Swiped 1.7 ez
Date 562016 Time 10:05: 54AM Page 1
Bluff City Golf85
Secure Pay Reconciliation Report
Transactioms are printed in erder by: Transaction 1D
Aml valess indicas discrepances barween Counterpoint and Securne Fay
Siora: All
From: 41112018 To: 30186
Store Tran=actson D Transzaction type Card no Tickst # Entry method Amt AV S result Settled
CVV result
Tickst date Pay code / Card Type Card exp dale
Transaotions found in Counterpoint only
WAIN 133 UMK D WA ENEXXXXKXKXXBZFT 100547 Manual 2090 Unkhcws
Q4iZTIT0I8 VISA 1218
WAIN 8653 Lk HID ENKAXCXKX K NBZIT 100508 Manual 100 Unknows
Q4ZT2018 VISA 1218
Transaotions found in Secure Pay anly
5727 SALE EXEXXXXKXKXXKQ01D 101182 Manual .59 Yes
Q4M7Z018 VISA 1218
5728 SALE EXXAXNCNENNANDOTD 101183 Manual 0.5 Yes
o0 0



End of Day Procedure

Settling Credit Cards (NCR Secure Pay)

Select Point of Sale > Credit Cards > Settle

* When using NCR Secure Pay, this function takes you to the merchant portal
(https://portal.ncrsecurepay.com) to settle authorized credit card transactions

Login using the Secure Pay Username and
Portal Password provided in the Welcome email
that came after signing up for NCR Secure Pay.

Click & to show batches
of credit card transactions
for a selected date range
for a store.

Select the Batch Number
to settle and click W

Confirm that you want to
settle the batch.

NCR Secure Pay Login

.

Please enter your User Name and Password:

Login ID:

Password:

ALLAB36465

ssssenee

Remember my Login ID: |
Forgot Password?

Login
Credit Settlement
Batches | Failed Advanced Search
© Today @ Last 7days (© Last 30 days From: 07/21/2014 (| Te: 07/23/2014 = @
Batch Number Sales Trans | Net Sales Amount  Return Trans | Return Amount Total Trans | Total Amount | Status
Credit Settlement
Batches Failed Advanced Search
© Today @ last7days ) Last30days  Fom: O7A72014 [F  To: 07242014 [ @
Batch Number Salas Trans Net Sales Amount _Return Trans Return Amount Total Trans Total Amount Status Settlement Timestam;
2 2 140.08 3 98,98 41,10 Open
1 5 56-5‘11 13.34 55477 seng 7/21{2014 1:30 PM
Confirm batch settlement 3
9, Are you sure you want to settle batch
Batch Number: 2 Setlement Timestamp: | &/ number 72
Yes No
Transaction Details | Batch Totals by Pay Type
TransID  Date/Time Trans Type EntryMode Card Type  Acct Numbar Exp Date Amount  Auth Code  AVS Card Holder
14 7/21/2014 3:10 PM RETURN M Mc 3000000000000 15 2445
15 | 7/21/2014 3:12 PM SALE s mMC 0000000000004 1215 90.08 | 788846
16 7/21/20143:16 PM RETURN M mc 0000000000004 1215 30.03
17 | 7/22/2014 2:45 PM RETURN M Me 0000000005454 1215 44,49

K1

@ Void Transaction @ Download CSV
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https://portal.ncrsecurepay.com/

After the batch is settled, the settlement timestamp shows the date and time it occurred.
The transactions in the settled batch still appear in the Transaction Details of the batch.

Settled batches and the transactions within them remain visible for one year.

Credit Settlement

Batches | Failed Advanced Search

@ Today @® Last 7 days () Last 30 days Fom: 07/17/2014 [3 To: 0702472014 [3 @

Batch Number Sales Trans  Met Sales Amount  Return Trans  Return Amount Total Trans Total Amount  Status Settlament Timestam)
— %
I 2 1 90.08 3 98.58 4 -8.90 Settled 7/24/2014 3:48 PM

— m—
1 5 568.11 1 13.34 3 554,77 | Settled 7/21/2014 1:30 PM
Batch Number: 2 Settlement Timestamp: Ti24/2014 3:45 PM

Transaction Details Batch Totals by Pay Type

Trans ID | Date/Time Trans Type Entry Mode | Card Type Acct Number Exp Date Amount | Auth Code AVS Card Holder
13 7/21f2014 1:37 PM VOID_SALE 5 AMEX 200000000COXKE431 0515 50.00 767515
14 | 7/21/2014 3:10 PM RETURN M MC J0OC0000000M0004 1215 2446
15 | 7/21f2014 3:12 PM SALE s MC 200000000C0OX0004 1215 90.08 | 788846
16 | 7/21/2014 3:16 PM RETURN M MC J0OC0000000M0004 1215 30.03
17 | 7/22(2014 2:45 PM RETURN M MC 0000000005454 1215 44.45
18 | 7/24f2014 3:48 PM SETTLE NjA UNENCWN -8.90
3 | |

@ Download CSV
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END OF DAY PROCEDURE

Post Tickets

SeIeCt P0|nt Of Sale > Store IMAlN @lMain Stare Al starex |
Tickets > Post

Dirawer I'I I8| Drawer 1 All drawers |

Session IAII sezsions 8 Al zezzions |
User must be aUthorlzed to Puosting datel A j v Use ticket date
post a specific drawer

Post | Claze | Help |

Click Fost when ready to begin posting.
If you select All stores or All drawers, identify the hich chames sessions would you ke to post?
statuses of drawer sessions whose tickets are F Active
ready to be posted. 7 Counted

[¥ Beconciled

Hext I LCancel Help

Click Hext

- x
You may be asked to confirm that — |
you wish to post tickets. \:,:) Are you sure you want to suto count and reconcile active drawers?

Click i..fes i to proceed.

] e |

Store EAST Drawer 1 Session 1 is pos

A progress indicator shows while the tickets are

posted. |
Processing: 200075

x

\i‘) 2 store(s) had 2 drawer(s) and 2 drawer session{s).
. d draw i 1
At the end, a summary of posting appears S IE aimsie sEm Il

and shows the assigned event number(s). LT

See event(s) 700436, 700437 for details,

Ticket posting and credit card settlement can also be automated so that these functions
occur unattended.
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END OF DAY PROCEDURE

Posting Ticket Information

When posting begins:
Exclusive lock placed on drawer session
System assigns an event number

Two progress bars displayed:

- One shows progress for all posting
- One shows progress of current ticket being posted

If error occurs:

All posting activity from document involved is “rolled back”

Next ticket is posted

When posting is complete:

Sets drawer status to “Inactive” if all tickets are posted
If any tickets did not post, leaves drawer in Reconciled state

Shows message on screen, including event number and number of errors
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END OF DAY JOURNALS

Printing End of Day Journals

Multiple journals are generated from ticket posting. You can view or print them at any
time after the tickets are posted.

The Reports Handbook for Counterpoint shows detailed examples of each report.
Ticket Journal (Z-Tape)

Select Point of Sale > Reports > Journals > Ticket Journal

_ioix

Event number I?DD4DS @
[+ Print line items
Cel detail | Grid view R

W Show payment detail
[+ Print zenial number detail
[¥ Show cost

[+ Print pay code recap

E-mail Preview Frrint Options »> LCloze Help

Date 5/23:2007 Time 7:35:00AM Page 1
FOR DEMON STRATION PURPO SES ONLY
Ticket Jounal - Detail
Exchange rates
Ev Y Updates requested
B % Successful
Use ticket te
Mgssage: Event® ckats, O orders. O yaways, 0 wids
Urs s Fi=F & B 3yEWE g
Ticket # Customer 2 lotal amt recwd Dep received Total cost Sale subtotal Tax owverride reas
Drocument type Hame Total change Dep refunded Gross profit Misc charges
Postdate Ticket date Orig ord # HNet amt recwd Dep forfeit GP % Tax
Sis rep User Orig oy # Dep applied Gift certificates
Ticket type Cust P02 Profit center Total
Store - MAIN Station -1
MAIN 02 43871 0.00
Scott Thomas
POS
Qty sld Selling t Price
ACH 283,49

~
m wm om
™ r

E

© R
e I
5]
1
ka
1
1

L mm m

=
I
[
(SR
8 o

1 000

™
1
T M=
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END OF DAY JOURNALS

Drawer Summary Journal

Select Point of Sale > Reports > Journals > Drawer Summary

i x

Ewent aumber I?UU'I 93 L,g

¥ Frint drawer session detail
I~ PFrint drawer session totals
I~ Print drawer tatals

I~ Prirt store totals

I~ Frint repart tatals

E-mail Freview Print Optiong > Llose Help

Date 10/19/2016 Time 12:08:58FPM Page 1
Guality Golf Academy
Drawer Summary Journal

Exchange X

Eura 13158
Home currency {US Dallars) 1.0000
Ewvent # 00827 10 Updates requested
Store M AIN 10 Successful
Drrawwer 1
Drawer session 1
Postdate 10M7/2016
Messags: Ewent#: TO0BZT, 10 tickets, O woids.
*in "Removed column signifies the drawer was not counted and the values are assumed
Merchandise MNon-Merchandise Tender
Type Amount | Type Amount | Description Begin amt Trx amt Remowed OrweriShort
Sales 0.00 |A/R Charge 0.00 801.08 =
Retums 3l cands 0.00 |Casl 0.00 0.00 -
Mizz charges 0.00 |Euro Dollar 0.00 0.00 .
Tax 324 .51 |Personal Check 0.00 0.00 -
Cash drop 0.00 |American Express 0.00 -27.03 -
Cash loan 0.00 |Discover 0.00 400.43 -
MasterCard 0.00 478.34 -
Visa 0.00 1.460.33 =
EBT 0.00 0.00 =
Gift Certificate Rede 0.00 0.00 -
Loyalty Points 0.00 0.00 -
Store Credit 0.00 0.00 -
Stored Value Card 0.00 0.00 -
Credit Card Tot Pmt 2231213 231213
Met Sales 2,888.31 Total 124 .31 0.00 3,213.22 3,213.22%

--End of report --
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END OF DAY JOURNALS

Closed Order Journal

Select Point of Sale > Reports > Journals > Closed Order Journal

22 Closed Order Journal i [m] B4

Ewent # I?"UEI2E4 @
¥ Prirt ling items
Cell detail | Grid view =l

[ Show payment detail
[ Print senal number detail
[v Show cost

[+ PFrint purchasing information

E-mail Preview Print Dptions »» LCloge Help

Date 5/23/2007 Time 7:2805AM Page 1
FOR DEMON STRATION PURPOSES ONLY
Clesed (Completed and Cancelled} Order Journal - Detail

t=:
stdate 0

Updates requested
Successful

Order # Store Customer # Order total amt recwvd Deposit refund Order cost Ord subtotal
Postdate Doc status Station Hame Order amt expended Depositapplied Gross profit Ord misc charges
Ticket date Ewvent # Profit center Order net amt recwd Depo sit forfeit GP % Order tax
5is rep User Cust PO Order amt due Order total
Store - EAST Station
EAST 1000
Compated Eill B phmr

ully shipped

Fully shipped

=k Eirt Swiee: Crwerlicerse state - =

0.00 0.00
0.00 0.00
0.00 0.00

0.00

n
s
0




END OF DAY JOURNALS

Closed Layaway Journal

Select Point of Sale > Reports > Journals > Closed Layaway Journal

|L;.'] Closed Layaway Journal - |EI|5|
Evert # 700384 =
v Piint ling items
Cel detail | Grid vizw |

[ Show payrnent detail
[ Print zenial rumber detail

v Show cost

E-mail Preview Frint DOptions > Cloze Help

Date 5/28/2007 Time 7:22.29AM Page 1
FOR DEMOHN STRATION PURPO SES ONLY

Closed (Completed and Cancelled) Layaway Journal - Detail

Updates requested
Successful

-

O orders. 1 layaways, 0 wids

Customer # Lwy net amt recvd Deposit refund Lwy cost Lwy subtotal

Postdate Doc status Station Name Lwy amt expended Deposit forfeit Gross profit Misc charges
Ticket date Event# Profit center Lwvy net amt recvd Deposit total GP % Ly tax
Sis rep User Cust PO# Lwy amt due Lwy total

Store - EAST Station - 1
200005 EAST 1001 40.00 0.00 0.00
11/17/08 Completed 1 John Lincoin -40.00 -40.00 0.00
1917108 7 0.00 0.00 0.00
0.00 0.00
nog rgagon

Report totals




END OF DAY JOURNALS

Settlement Journal (CP Gateway)

Select Point of Sale > Reports > Journals > Settlement

[Z4 settlement Journal 10| x|
Exent # | 700075 Fe
E-mail Preview FEtrint Options »> LCloze Help
Date 5/29/2007 Time 7:33:04AM Page 1

FOR DEMON STRATION PURPO SES ONLY
Settlement Journal

S Updates requested
% Successful

Trans date Source Pay code Swiped  Station Exp date Customer PO# Amount
Trans time Card name Credit card # Document # Auth code

There are no rows for this avent. They mayhave ceen purged

redit count redit amt Total count Ngtameunt

m
[
o
[
=1




END OF DAY JOURNALS

Settlement Journal (NCR Secure Pay)

Select Point of Sale > Credit Cards > Settle

After logging in to the merchant portal, select the settled batch and click Download CSV.

Credit Settlement
Batches | Failed Advanced Search
© Today @ Last 7days () Last 30 days From: |07/18/2014  [3| To: |07/25/2014 [3 @
Batch Number Sales Trans Met Sales Amount  Return Trans Return Amount Taotal Trans Total Amount Status Settlement Timestamp
2 1 90.08 3 98.58 = -8.90 Setiled 7/24/2014 3:48 PM
1 5 568.11 1 13.34 & 554.77 | Settled 7/21/2014 1:30 PM
Batch Number: 2 Settlement Timestamp: 72412014 3:45 PM
Transaction Details Batch Totals by Pay Type
Trans ID | DatgfTime Trans Type Entry Mode | Card Type Acct Number Exp Date Amount | Auth Code AVS Card Holder
13 7/21/2014 1:37 PM VOID_SALE s AMEX 200000000000XE431 0515 50.00 767515
14 | 7/21/2014 3:10 PM RETURN M MC 0000000000004 1215 24.46
15 | 7212014 3:12 PM SALE 5 MC 3000000000004 1215 90.08 | 788846
16 | 7/21/2014 3:16 PM RETURN M MC 20000000000(X0004 1215 30.03
17 | 7f22j2014 2:45 PM RETURN M MC 0000000005454 1215 4449
18 | 7/242014 3:48 PM SETTLE MiA UNKNCWN -8.50
! i
@ Download CSV
You can view the CSV download file in Excel or similar software.
A B 5 D E F G H 1 J K L M
TransID Date/Time Trans Type Entry Mode Card Type Acct Number Exp Date Amount AuthCode AVS Card Holder Ticket Number
13 7/21/2014 13:37 VOID_SALE 5 AMEX QOO0 XB431 515 50 767515 105485
14 7/21/201415:10 RETURN M MC HOOKXXXXKX0004 1215 24.46 105486
15 7/21/2014 15:12 SALE 5 MC SOOOOOOOOX 0004 1215 90.08 738846 105487
16 7/21/201415:16 RETURN M MC XXX XXX0004 1215 30.03 105488
17 7/22/2014 14:45 RETURN M MC JOOOOOOOXXX5454 1215 44.43 105489
18 7/24/2014 15:48 SETTLE N/A UNKNOWN -8.9
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SALES HISTORY REPORTS

Printing Sales History Reports

Several Sales History reports are available to report on information related to posted
tickets.

Most of the reports are found under Sales History > Reports on the Counterpoint
menu.

In addition, a group of reports are located under Point of Sale > Reports > History.

You can see examples of the various sales history reports in the Counterpoint Report
Handbook.
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PERIODIC MAINTENANCE OPERATIONS

Purge Settlement History (CP Gateway)

Select Sales History > Utilities > Purge Settlement History

* Use this function to purge credit card settlement history

-l

Order by IEvent # j

Filter which Event
numbers to purge Patemeters | Event |

"Heport Type——

= Summary f* Detail

The settlements to be
purged can be previewed
and printed.

Click —™2 | to purge
the selected settlement
history.

Preview Frint Furge Options = Cloze | Help |

When using NCR Secure Pay, Settlement History is automatically purged from the
merchant portal after one year.
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HISTORY

Viewing Ticket History

Select Sales History > Views > Ticket History

* Use to view Point of Sale Ticket History in detail

Can look up by ticket number
(enter ticket number at

KeyWO rd) Document type ,Ticket—
Ticket | BilkTa | Ship-To| Lines / Total | Pagments | Gift Cetiicates | Stored Value Cards | Tares | Netes | Activiy | Package 4| ¥
Customer # | 1003 Drawer ’17
Click _EMt¥=Eet |45 print a B — e —
. Prcefiom location [EAST Ticket date [11/28/2008
Copy Of thls tICkEt Ship-from location ’EASTi Time ’W
Cugtomer PO# ’7 Posting date ’W

L=
1<J=IR VR Ar=N-F
Event number [700222 | Store [EAST & Erinvticket |
Ticket # [200006-01 ] Station |1 [

Bl

Tab

Ticket Data about the ticket

Bill-To Bill-to information entered on the ticket
Ship-To Ship-to information entered on the ticket

Lines / Totals

Line information and totals for the ticket

Payments

Payment information for the ticket

Gift Cards

Gift cards on the ticket

Stored Value Cards

Stored value cards on the ticket

Taxes Tax information for each tax authority for the ticket
Notes Notes that were entered for the ticket

Activity Activity for the ticket

Package tracking #’s | Tracking numbers that were entered for the ticket
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HISTORY

Viewing Closed Order History

Select Sales History > Views > Closed Orders

* Use to view Point of Sale Order History in detail

* Shows only orders that have been completed after tickets have been posted for the day

TR
AN el AF=HI -2
Event number I?UU134 Lfﬂ Store IMMN LA@
Ogder # |70002 L Station |1 L]
Docurent type | Order
Order |EiII-Tc-| Ship-Tc-' Lines.n"Tc-taII F'a_l,JmentsI Ta:-:esl MNotes | A-:tivit_l,ll Package tracking ﬂ'sl
Cuztarmer # | 200003 Dirawer |1
Sales rep | MGH Uszer | MGH

Price-from location | MaIN Order date | 104442005

Ship-fram location | kAIN Time | 1:59 Pk

Document status ICompIeted v| Puosting date | 10/4/2005
Tab
Order Contains data about the order
Bill-To Contains Bill-to information entered on the order
Ship-To Contains Ship-to information entered on the order
Lines / Totals Displays the lines and associated information for the order
Payments Displays the payment information for the order
Taxes Displays tax information for each tax authority for the order
Notes Displays the entered order notes
Activity Displays log of activity for the order
Package tracking #'s | Displays the tracking number that was entered for the order
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HISTORY

Viewing Closed Layaway History

Select Sales History > Views > Closed Layaways

* Use to view Point of Sale Layaway History in detail

* Shows only layaways that have been completed after tickets have been posted for the
day

=Tk
T R=IR W P-R AF=1 R
Exent number I?DD'I 36 [Z\i Store IMAIN [C\I@

Layaway # ISEIDEIS Lﬁ Station |1 L/:\i

Diocument bype | Layaway

Lapawap I Bill-To | Ship-ToI Lines /# Totall F'a_l,lmentsl Taxesl Mates | .ﬂctivit}ll Package tracking ﬁ'sl

Customer # | 200005 Dirawer |1
Sales rep | MGR User | MGR

Frice-from location | bl Layaway date | 12/16/2005
Ship-from location | kidlM Time | 7:47 Ak
Document status IEompleted hd I Posting date | 12/16/2005

Tab

Layaway Contains data about the layaway

Bill-To Contains Bill-to information entered on the layaway

Ship-To Contains Ship-to information entered on the layaway

Lines / Totals Displays the lines and associated information for the layaway

Payments Displays the payment information for the layaway

Taxes Displays tax information for each tax authority for the layaway

Notes Displays the entered layaway notes

Activity Displays log of activity for the layaway

Package tracking #'s Displays the tracking number that was entered for the layaway
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HISTORY

Viewing Voided History

Select Sales History > Views > Voided History

Use to view Point of Sale Voided History (voided complete tickets)

_lo/x]
QE <«» | LB G 9
Event number I? Lﬁ Store IMAIN [C\I@
Ticket # |100034 - Station |1 L

Document type | Yoid

Ticket |BiII-T0| Ship-ToI Lines / Total' F'ayrnents' Gitt Eertificates' Stared Walue Eards' TaHes' Miotes: I Activit_l,ll Package tlﬂ_'l

Customer # | CASH Drawer | 1
Salez rep | MGR Uszer | MGR
Price-from location | MAIN Ticket date | 7/27/2000
Ship-from location | Al Time | 8:05 PM
Posting date | 7/27/2000

Tab

Ticket Contains data about the voided ticket

Bill-To Contains Bill-to information entered on the ticket
Ship-To Contains Ship-to information entered on the ticket

Lines / Totals

Displays the lines and associated information for the ticket

Payments

Displays the payment information for the ticket

Gift Cards

Displays information about gift cards on the ticket

Stored Value Cards

Displays information about stored value cards on the ticket

Taxes

Displays tax information for each tax authority for the ticket

Notes

Displays the entered ticket notes

Activity

Displays log of activity for the voided ticket

Package tracking #'s

Displays the tracking number that was entered for the voided ticket
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LEARNING CHECK

Exercise 7

Try it Yourself!

Scott Thomas (#100002) enters the store and selects the following quantities and items
for purchase:

1 Each ADM-TL3
2 Sleeve DUN-DDH
1 Shirt Blue Medium

You are user POS1. Be sure to clock-in.

Process his purchase, giving him a 10% discount on the golf club.
He is charging the purchase to his A/R account.

Check Appendix 2 for the answer.
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Counterpoint Fundamentals

Learning Objectives Evaluation
Section Two

Date:

Name (Optional):

Please respond to how well you feel you understand the tasks covered in today’s class.

Use the following scale
1 - Not covered
2 -l don't get it
3 - I need a lot more help in this area
4 - | need a little more time to get it
5-1gotit

Activate a drawer

Count a drawer
Reconcile a drawer

Post a drawer

Use the Touchscreen
Complete a sale
Complete a return
Complete a hold
Complete a price override
Complete a tax override
Edit lines on a ticket

Sell alternate units

Sell gridded items

Sell serialized items

Sell weighed items

Sell gift cards

Add miscellaneous charges to a ticket

Create a qift registry

e e T i = T = T S e e e e e e e e e e
N NN NN NN NN NN DNDNDNDDNDNDDNDNDDNDDN
W W W W W W W W W W W W W W W W W w w
B - T - S S S e S . S T > T - N - - - O ~ N S
(S TN, NS » BRSNS » NS TS » NS Y » TS s RN » NS s BN S S s BN S 'S » NS IS ) RN &

Sell items against a registry
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Accept cash as payment

Accept check as payment

Accept Credit card as payment

Accept store credits as payment

Accept gift cards as payment

Accept multiple tenders

Accept foreign currency

Issue store credits

Change the ship-to address for a single ticket
Log in to regular Ticket Entry

Enter Orders

Process orders one at a time

Process orders using Order Management
Follow the typical end of day procedure
Void gift cards

Void store credits

Close qift cards

Close store credits

View Ticket History
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COUNTERPOINT FUNDAMENTALS — DEFINING ITEMS OBJECTIVES

Section 3: After completing the readings and exercises in this section, you will
Defining be able to:
ltems

= Use ‘Template’ and ‘Copy from’ to define items
» Recognize the four item types

= Recognize the four tracking methods

»= Assign Barcodes and Barcode types to items

» Define Inventory for all item types

= Define Substitute items

= Set up base prices for all selling units of an item
= Create contract, promotional, and special prices
= Create BOGO and 2-for pricing

= Work with the different Price Calculation Methods
=  Work with Mix-and-Match pricing

= Create Planned Promotions

= |dentify the Order of Price Evaluation

= Conduct a Price Test

= Define a Sales Kit

* Define a Bills of Material

= Assemble a Bills of Material kit

= Create category and sub-category notes

= Renumber items

= Merge items

* View inventory details

we
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METHODS OF DEFINING ITEMS

Methods to define an item

& Ttems

B+ X®&3

A. Inventory > Items

Default for each field comes from the
"Template" item

After assigning an item number, you can
select an item at “Copy from item
number” to copy the new item’s
information from the selected item.

H AP B0 G-
P - — (e [T

Item type | Inventary B

=laix|

Tracking method |Normal B

Desgription [Adams SC Diver, RH

Deseription | Units | Grid | Barcodes | Profiles | Serislized | Other | Substitute Items |

Piced [#8388  [ip] Quantity on hand |10
Bequarprice [39938 Quanfiy avalable 11
Last cost [159 9960 Stocking uril [EACH |
Discountable [V
Taxable [+ Stas [acve 7]
Tax calegory =] Stabus date [Z7272000 7]
Category [GOLF ] e o |
Sub-categery [CLUBS o Mivandbacheode | [OIE]
Aoeunteode [T [
Barcods [1 Autorssign |

Piimary vendor [ADAMS [P dams Gt

Vendars tem #

Or after assigning an item number, you

can click (“clone” button) to copy the

rest of the item’s information from some other item. The “clone” button does not copy

Item Notes
Substitute items

Kit definitions

]
‘ Inventory||| Prices||| Vendor Items
Bl

AR+ X®

B. Inventory > Quick Iltems

Abbreviated version of Inventory>Items.

Vendor item records for vendors other than the primary vendor

HAr LB WG9
em maner JEED @ s

Item type | Invertam |

Tracking method [Nomal -

Deseription [Adams SC Driver, FiH

Main | Grid | Barcodes | Substiute ltems | Prafies |

Requarpice [3839
Last cost [158.8960 |
Bacode [T Auoasin
Coegoy [GOF [

Subcategay [CLUBS [

Pimary vendor [ADAMS [Pl@)]| adams 6o

Yenda'sitem #

C. Click 2473 | from an item lookup or after
entering an item number that is not on file to
manually define the item "on the fly".

Jtem atibute 1 [FIGHTHAND [ Jtem atirbute & =]
Item attiibute 2 |STSTEEL g Item attribute § g
Item attute 3 = Item sfrbute & |
Bl
Tnventory || Prices| || Vendor Ttems
B 1tem Lookup x|
Search for I Keyword I Fitered %

LookUp I[Dafault] j Order by IItam number

[~

Edit | Add [F2) Zoom [FE] | Preview Frint | Filter Options > |

Item number [Niesriintinn [item rate: [Prinet [t Avalable: ]

T e tem (from lookup) 2=l
BALL-RET © = . .

e  BE X BB S|P

|_|BIGBURGE J
BURGER Item number g :j

| CAKE Description I

| |CALBE Price-1

| |CALBEB

14

Barcode
LCategam g
Sub-categan g

LI

Primary vendor |

Last cost |0.0000

Copy fram itern number

=




METHODS OF DEFINING ITEMS

D. System > Utilities > Database Import to
import the item information from a text file.

(Covered in Configuring NCR Counterpoint)

& patabase Impork

o [=] |
Tabias Fiknama
TM4_INV_CELL «] [M_TEM.cav
ANV CELL_MSD el i
I I MSD
[ Use header ine field format Field Defnrens. | Advanced,
II4_ITER_NOTE
I4_ITEM_FROF_COD ~Impart mode:
IM_ITEM_PROMPT [ i new
IM_ITEM_FURGE_WRK.
114 ITEM RECALE WK I~ Ugdste  Update mode [FReplace recoeds = |
I14_LEL_COD
I LEL_TO_FAT
i iBF ooe =l Yob |t | g || e |
Ihern runber (TEM_MD] [Descipiion [DESCR] [Desciiption [upper) IDESCR_UFR)_[Long aescuumuuril
! 100004 <Enler note best heter <ENTER MOTE TEXT HERE > Tlexet Note
| |1eHoLes Grean foe - 18 hales GREEM FEE - 18HOLES Grean fos - 18 hales
|_|SHOLES Greens fees - S hles GREENS FEES - IHOLES Green fee - 3 holes
|_|ADMSCD Adams SC Diiver, RH ADAMS SC DRIVER, RH Adams SC Diiver, RH
| |aomTLz fidas Tight Lies 2 Wood ADEMS TIGHT LIES 200D fdams Tight Lies 2w
|_[~0M-TLI Adams Tight Lies 3'Wood ADEMS TIGHT LIES 3000 Adames Tight Lies 3w
| eomTis fdams Tight Lies 5§ Wood ADAMS TIGHT LIES 500D
1

Adamr Tight Lies 5w r
3

4
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Iltem Types

Inventory

* Real items

* Quantity on hand is tracked for each location
* Cost is tracked for each location

* Can use any tracking method

Miscellaneous
Non-Inventory

Service

Discount

* Internally-used items, or items for which quantity and cost are not

tracked in Counterpoint
* Quantity on hand is NOT tracked
* Costis NOT tracked
* Must use normal or gridded tracking method

* Quantity sold is tracked

Price is negative on a ticket

Iltem Type

Menu Selection Inventory | Non-Inventory | Service | Discount
Inventory > Adjustments > Enter Y N N N
Physical Count > Create or Enter Y N N N
Transfer Out > Enter Y N N N
Transfer In > Enter Y N N N
Quick Transfers > Enter Y N N N
Purchase Requests > Enter Y Y Y N
Receivings > Enter Y Y Y N
Quick Receivings > Enter Y Y Y N
Returns to Vendor > Enter Y Y Y N
Tickets > Touchscreen or Y Y Y Y
Regular Ticket Entry
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Select Inventory > ltems

=10/ x|
QEH+XBoE <P | LPEN RS |9
Item number IADM-SCD H@ guto-assignl Item typelm

Tracking method INormaI 'l

Description IAdams SC Driver, BH

Main |Descliption| Urits I Grid I Barcodesl Profilesl Serializedl Other I Substituteltemsl

Frice-1 m Guantity on hand ’107
Begular price |39999— Quantity available ’117
Last cost IW Stacking urit IEAEH—E
Discountable [V
Tarable v Statuz m
Tay category @ Status date lm
Lategory IGULF—E Label code l—@
Sub-category m Mix-and-Match code I—E@
Agcount code |1—E
Barcode |1 Auto-Assign |
Frimary vendor IADAMS l,gghﬁdams Golf

Wendar's item # I

2
E Inventory||| Prices||| Vendor Items

Item number Up to 20 characters, can be auto-assigned
Copy from item When defining a new item, select an item to copy information from
number
Description Up to 30 characters, descriptive text of item
Item type Inventory, Non-inventory, Service, Discount

To change on existing item, remove all inventory records
Tracking method Normal or Gridded

Always Serialized or Sometimes Serialized (with Serial Numbers Option)

lnventerk | Set up inventory records

Fices| Enter and change prices

dendor ltems| gy up vendor item records

NOTE: To identify an item, enter Item number, scan barcode, or enter Vendor’s Item #.
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Mal n tab Fain |Descripti0n| LInitz I Girid | Barcodesl Plofilesl Serializedl Other | Substituteltemsl
Price-1 |399.99 SE Quantity on hand (13
Reqular price |343.33 e ——— -‘Gaérqutll';abailahle Iwi
Last cost [174.9950 Float cursor over aMmowto. gy joq it [EACH B
. view margin settings
Discountable v
Taxable v Status I.&ctive vl
Tax categorny IGEN g Status date I I ,l
Categary IGDLF E Label cods IADH 9
Sub-categony |C|-UBS r=; Mis-and-Match cods I—E@
Account code I‘I g -
: Assigns Workgroup's next barcode
Barcode |3 M_ setting

Primary vendar IADAMS Ig@| Adamsz Golf
Yendar's itern H I.QDM-TL3

Price-1|ﬁ_| H I:ﬂ

Retail price for one stocking unit of item
How does Price-1 relate to margin: Above, Within, or Below

Regular price

Regular price for one stocking unit of item

Last cost / COS%

Initial cost to use for new inventory and vendor item records
For miscellaneous items, percent of selling price to use as cost

Updated when most current inventory cost is updated by a
receiving and/or Quick Assembly posting.

Discountable

Can the item be discounted?

Taxable

Is the item taxable?

Tax category

Used for grouping items for purposes of assessing sales taxes

Category

Used for grouping items for purposes of pricing and reporting

Sub-category

Secondary grouping within a category

Account code

Code that defines account numbers to use for recording
bookkeeping entries of activities for this item

Barcode

Manufacturer's barcode, or can be auto-assigned

Primary vendor

Primary supplier from whom this item is purchased. Required for
drop ship items.

Vendor's item #

Primary vendor's product number for item

Quantity on hand
Quantity available

The quantity of units currently on-hand of this item across all
locations and how many of them are available

Stocking unit

Unit of measure for the item; also a selling unit
This is the unit in which Quantity on hand is expressed

Status
Status date

Is item active, discontinued, or inactive? Warnings can appear if
discontinued item is sold or purchased. New sales, orders, returns
or purchases are not allowed for an item with an inactive status.

Date on which you want the status to become active

Label code

Used for grouping items for purposes of printing labels

Mix-and-Match Code

Used for grouping items for purposes of mix-and-match pricing
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Description tab

=Ioi x4

BE+XBsE| <« LED|@3 9-
Item number IADM-SCD H@ Quto-assignl Ikem typellnventory 'l
Tracking method INolmaI 'l

Description [Adams SC Driver, RH

Main  Description | Units | Girid I Barcodesl Profilesl Serializedl Other I Substitute ltems

Shart description IAdams SC Driver

Long deseription |4dams SC Driver, RH

Additional description 1 IAdams exclusive Spin Contral Technology

Additional description 2 IUses a proprietary stainless steel casting process

Additional description 3 IKeepS ball on target and produces greater distance

Item attribute 1 IHlGHTHAND g Itermn attribute 4 I E
Itern attribute 2 ISTSTEEL E Item attribute 5 I g
Itemn attribute 3 I Q Item attribute B I g

Prices ||| Yendor Items

Inventory

Short description Up to 20 alphanumeric characters; prints on receipt

Long description Longer description to use on reports

Additional description 1- 3 Additional lines of description (for lookups and custom
reports)

Up to 50 characters per line

Item attribute 1 - 6 Up to six user-defined item characteristics

Note: Item attributes are defined and enabled in Setup > System > Quick Setup.
Customize the display label (field name) for an Item attribute in Quick Setup.
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Units tab

» Define up to five alternate selling units

i

BEH+XBEsE <> LB WS [19-
Item number IDUN-DDH i’i;j ﬁuto-assignl Item typelm
Tracking method INormaI 'I

Desgription [Duniop DOH 110 Balls

Main I Description Uit IGrid I Barcodesl F'rofilesl Serializedl Other | Suhstituteltemsl
sy EACH| ana | ard | ars |

A1 Price-1 | 34.93
211 urit [3LY 2 rowi[poz

Stacking unit | DOZ
|4 5Ly - Doz Preferied unit [D0Z |

AIM price-1 1083

Alt-1 regular price IQ.UU
A1 weight |
&1 cube |

3]
Inventory ||| Prices||| Yendor Ttems
Alt-# unit Name of alternate selling unit
1 6-PAK =6 EACH Conversion factor; number of alternate units in the stocking unit
Alt-# price-1 Retail price when item is sold in this alternate unit
Alt-1 regular price Regular price when item is sold in this alternate unit
Alt-# weight Weight and cubic size of one alternate unit
Alt-# cube
Price-1 Retail price of one stocking unit
Stocking unit Stocking unit name
Preferred unit Across stocking unit and all alternate units for item, which unit is
preferred as the "starting point" when selling the item?
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Exercise 1: Defining Alternate Selling Units

Try it Yourself! In this exercise, you will learn how to:
- Create a new unit on-the-fly
- Create an alternate unit for an item

SCENARIO: You just received notice from the vendor Adams that they now offer ADM-SCD for
sale by the BOX, where 3 each = 1 box. You need to add this new unit to the item record.

Complete these steps:

1. Look up and select the item ADM-SCD. Switch to the Units tab.

2. At Alt-1 unit, use the lookup and click add(F2)

Box of 3.

to add the unit BOX. Use a description of

Enter 1 BOX = 3 EACH for the conversion factor.
Save the new unit and click OK to select this unit from the lookup.
You determine that the selling price and regular price for a BOX would be 1140.00.

Select EACH as the Preferred unit.

ol
QAEH+XBEoE| «r AT WG 9
Item number IADM—SED H@ gutn—assignl Item type |Inventoy =
Your WIndOW Should Tracking methad |Mormal ha
. . .. Description IAdams SC Driver. AH
now look similar to this:
Main I Description  Urits |Grid I Earcudesl Prufi\esl SEliaIizedI Other I Subslitule\lemsl
I BOx A2 | Al | A4 | AltE |
a1 Frice-1 W
AT unit IBDX g .
Stocking unit ’EAEHi
[i |BOX E | EAH Prefered urit [EACH -
A1 price-1 ITJ 40.00
Al-1 regular price IU 40.00
Alt-1 weight I
Al-1 cube I

»|

glg\tenmry Prices||| Vendor Items

3. Save the record.
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Barcodes tab

* Unlimited number of barcodes for each item
e Cannot duplicate another item’s barcode or item number
* Cannot duplicate barcode within same item/same unit

e Cannot be same as item number

For a single barcode

At Barcode field:

- Scan manufacturer's barcode

- Manually type manufacturer's barcode
- Auto-assign

For multiple barcodes

Select the Barcodes tab and define the
additional barcodes

Or select

Inventory > Barcode Management
or
Inventory > Utilities > Barcodes

& o]

QE+XB8mEm4r
ltem number [AOMSCO @] Auoasin

Desgription [Adams SC Difver, AH

PED ®SG |@-

Item type | Irvertory -
Tracking methad | Normal B

Main | Description | Urits | Giid | Barcodes| Profies | Seriaized | Other | Substiute Items

Price-1 [4569.93 EE
Regular price |339.93 Quantity available | 11
Lost cost [163.8360 Stocking urit [EACH 5|

Discountable [

Tawchle ¥ N = |
Tay category = Stawsdate [ 2727200 =]
Lategary [GOLF | P e ]
Sub-category [CLUBS e | Mivendatchooss | (D3]
Accanteade [I [
Barcods [1 AuloAssign
Primary vendor [ADAMS [HAE| adams Gor

Wendor's iem # |

| Imventory|| prices || vendor Items

& Ttems. =lolx
=IRN PR Sl =Rl E

Item number [ADM-5CD NG | Bt zssian Itern type Inventory -
Tracking method [Normal -
Desgiption [Adams SC Driver, RH

Quantiy on hand 10

Main | Desoription | Units | Grid  Batcodes | Profiies | Serialed | Gther | Substiute ltems |
4| x|  Beneais barondes |

Barcods ype |Barcode [unit | Al
|_[iTEm 1 Mone [
O e ) 3]
KIN| i

Cell | [N4A) Select cell
Associated unit |EACH B
Barcode type | |r=if Bl
5

| mventory || Prices| || vendor 1tems

B Barcode Management =1olx|

QEH <> LPES- 819

Hem number [ADM-SCD [ =) Adems sC Diiver, RH Generate barcodes
Barcode ype  [Barcods [urit [cet B
[ 1 None (N/A]
i (rew line] (N/4)
15l
QE+XB@H 4> LB UG |9
Ll |

Item number [£DHSCD [ @) dams 5C Diiver, RH

Cell | (N
0 Sequence e Sefeotcel

Barcade Grid dimension 1 [+ [==an==
Assaclated urit | None Grid dimension 2 [ LA
Barcods type Gird dimension 3 [ A== a0==

Barcods [1 Auto-assign
pasgcisted it [Nare 7]
Baycode 1D [ITEM =

Gererat barcodes
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Exercise 2: Defining Item Barcodes

Try it Yourself! In this exercise, you will learn how to assign a barcode to an alternate unit

SCENARIO: You added a new unit of BOX for the Adams Driver item, and now you need to
create a barcode that represents that unit.

Complete these steps:

1.

Select Inventory > ltems.
Look up and select the item ADM-SCD.

Switch to the Barcodes tab.

. The barcode already defined for this item on the Main tab appears.

. At the bottom of the window, click M to auto-assign the workgroup’s next barcode.
. At Associated unit, select BOX.

. At Barcode type, select Alt-1.

While not required, you should assign a barcode type to a barcode if you will ever need to
print barcode labels for the unit. The barcode type will allow you to designate which barcode
to print for an item.

i
AQEH+XBESE(«>|(AED|wg |0
. The new barcode now tem mamben [FETSED NG s emige [y 2]
appears- Tracking method | Normal 'I
Drescription |Adams SC Driver, RH
Main I Desclipl\onl Units | Grid  Baroodes |Proliles| Seriahzedl Other | Suhsliluteltemsl
F| | Generte bacodes |
Barcode type [Barcode [unit [cen B
| |ITEM 1 None (N4
| [ALTA 300011 BOX (N4
L4 [rew line] [MA8)
=
1 3
Call | [N/A) Seleotoel
Barcode I Auto-assign
Associated unit IEAEH =
Barcode type | =] )

| 1nventory

Prices

Vendor Ttems

END OF EXERCISE
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Exercise 3: Assigning Multiple Barcodes

Try it Yourself! In this exercise, you will learn how to assign multiple barcodes to a single item

SCENARIO: You purchase golf gloves from multiple vendors and would like to use the
vendors’ barcodes for the item’s barcodes. You will use multiple barcodes to connect each
vendor to the item GLOVES.

Complete these steps:

1.

2.

Select Inventory > Items.
Look up and select the item GLOVE.
You purchase gloves from ADAMS, CALLAWAY, FOOTJOY, and MAXFLI.

Switch to the Barcodes tab and enter 1234567 as the Barcode for GLOVE. Select EACH as
the Associated unit.

At Barcode Type, look up and select ADAMS (if it is not available, add it on-the-fly).

=loix|
ITEEL IR R BIEY-REE

Item number [GLOVE A | Buteressian ltem type [Irventow ~
Tracking methad [Nomal -

Deseription [Deluse GoF Glove

Main | Deserption | Unite | Grd  Barcodes | Profes | Seralzed | Oher | Substive Items |

]| X|  Generate barcod=s |
B

Barcode ype [Barcode [unic [cel

The barcode is added. e e i
Cell | [N/&] Select el

Barcade Autorassign
Associated urit [EACH -
Barcode ype [ =l »
»)

‘ Inventory || Prices||| Vendor Items

Repeat Step 3 for each vendor from whom you purchase the item GLOVE, using the vendor
as the Barcode type and the barcodes listed below:

CALLAWAY - 7654321
FOOTJOY - 246810
MAXFLI — 13579

----------------- i END OF EXERCISE --erememememememeememememememememerce
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Profiles tab

* Profile fields enabled in Setup>Inventory>Control or Setup>System>Quick Setup
Code profiles: select from pre-defined responses

Alpha profiles: enter text

Date profiles: enter date or select date from calendar

Numeric profiles: enter numeric responses

* Tab Profiles tab appears only if some profiles have been enabled

ol

QEH+XBSE «» LE0 @G 19
Item number IADM-SCD L/:\Ig éuto-assignl Itern t_lgpellnventor_l,l Yl
Tracking method INormaI 'l

Description IAdams SC Diiver, RH

Main Descriptionl LItits I Grid I Barcodes  Profiles | Serializedl Other I Substitte [bems

Code profile 1 I L/g Date profile 1 I I ﬂ
Code prafile 2 I L/g Date profile 2 I I ﬂ
Code prafile 3 I L/g Date profile 3 I I ﬂ
Code prafile 4 I L/g Date profile 4 I I ﬂ
Code prafile 5 I Ia D ate profile 5 I I ﬂ
Alpha profile 1 I Mumeric profile 1 I
Alpha profile 2 I Mumeric profile 2 I
Alpha profile 3 I Mumeric profile 3 I
Alpha profile 4 I Mumeric profile 4 I
Alpha profile 5 I Mumeric profile & I

%Ig\-’enmry Prices ||| Wendor Items

NOTE: Use the worksheet in Appendix 1 to plan the item profiles and item attributes for your
company.
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Serialized tab

For Always or Sometimes serialized items

[ 1tems

+ X

FEX
4> PR RS-

Item number |BALL-F|ET

LI@I Item tupe [ Inventary -|

I Tracking method |Sometimes zernalized j

Sometimes Senalized

Description |Ba|| Fieturn - Battery powered

Main Description] Units ] Grid ] Barcodes] Profiles  Serialized l Other ] Substituteltems]

Serial prompt 1 code |PEG E
Serial prompt 2 code E
Sernial prompt 3 code E

Feguired when seling/returming v

Inventory || Prices | | Yendor Ikems

Serial prompt code 1-3

Assign up to 3 prompt codes to request additional info for
each serial number during entry of specific types of
transactions for the item (adjustments, receivings, returns to
vendor, transfers, sales, and returns)

Use Setup>Inventory>Serial Prompt Codes to define
codes.

Sometimes serialized

Required when
selling/returning

If tracking method is Sometimes serialized, require that a
serial number be specified for each piece of the item when
it is sold or returned
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Other tab

=
BE+XBESE «» PENmS 19
Item number [ADM-5CD LG [fute-assion ltem type [Invertory -
Tracking method INDrmaI hd
Diesription IAdams SC Driver. RH
Main I Descnptlonl Units I Grid I Ealcodesl Plohlesl Serialized Other ISubstltute\temsl
Price decimals |2 Prampt code 1 I E
Oty decimals ID Prampt cods 2 I g
Waranty period 1 I IDays j Prompt code 3 I g
Wananty period 2 I IDays j
Prormpt for description [~ Weight I
Prampt for price [ Cubs I—
Prompt for cost [ T
e Stocking unit | EACH
Prampt for custam fields [~
Line cuztom prompts glzl

Food stamp item [~
Adrmigsion ticket [~

‘weighed [~ Tare weight code 2‘
g

Elg\denb)ry Prices ||| Yendor Items

Price decimals

Decimal places allowed during price entry

Qty decimals

Decimal places allowed during quantity entry

Warranty period 1
Warranty period 2

Number of days, months, or years in warranty periods

Prompt for description
Prompt for price

Prompt for cost

Prompt for unit

Prompt for custom fields

During ticket entry:
Prompt user for description
Prompt user for price
Prompt user for cost (only for miscellaneous items)
Prompt user for unit
Prompt user for custom fields

Line custom prompts

If custom layout forms have been created for the ticket line
table, is one of those forms for this item?

Food stamp item

Can food stamps be tendered for this item?

Admission ticket

Print an admission ticket form for each piece sold?

Weighed
Tare weight code

If selected, prompts cashier to put item on scale
Containers where weight is deducted from total weight

Prompt code 1- 3

Request up to 3 additional pieces of info at sale / return

Weight
Cube
Stocking unit

Weight of single stocking unit
Cube size for single stocking unit
Stocking unit name
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Substitute Items tab

* Items that can be suggested at time of sale if insufficient quantity available of this item
* Substitute items must already be on-file

=]
= e . .
QAE+XmoE «» LED G |9
Item number IADM-SED Ld\ig Quto-assignl Item type Ilnventory 'l
Tracking method INormaI 'l
Description |[4dams SC Driver, RH
Main I Descriptionl Units I Grid I Balcodesl F'rofilesl Serialized | Other  Substitute Items
| X| | 4| »| =]
# Itenn number Item category I: Move Up |
4 Callaway Big Bertha Diriver G —
2 CalL-BBB Callaway Biggest Big Bertha GOLF Mave Downl
3| Cal-GBE Callaway Great Big Bertha GOLF
4 TAY-FSD Taylorkade FireSole Driver GOLF

EIgvenbory Prices ||| Vendor Items

Click + to add a new substitute item

Click x to remove the highlighted substitute item

Click = Hovelp |or Mave Down| to change the order in which a substitute
item is listed

Ticket entry users will be able to select a substitute item if there is insufficient quantity of
the selected item.

x

\:{) Insufficient quankity Far ikem A0OM-3C0 at location MATR,
(4 EACH awailable)

Crverrider

Qrrder Change location || Substitutes I
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Exercise 4: Defining an Item using the Template Item

Try it Yourself! In this exercise, you will learn how the template item is used when defining a
new item.

1. Select Inventory > Items
2. Atltem number, type TOP-INF as the item number of the new item.

You could have instead clicked 2uto-assian | to have Counterpoint automatically assign an
item number.

3. <Enter item description here> automatically displays for Description.
This default description is coming from the item TEMPLATE, which has been identified
as the template item for this Workgroup. Several other fields for the new item also reflect
the values of the template item.
Change the description of the new item to TopFlite INFINITY.
Enter 3.00 for Price-1 and Regular price, and enter 1.50 for Last cost.
Change the Sub-category to BALLS.
At Primary vendor, look up or type TOPFLITE. Then enter TOP-INF at Vendor's item #.

Switch to the Units tab and create an alternate unit of Sleeve (where 1 Sleeve = 3
Each) with Price-1 and Regular price of $9.00.

Define a second alternate unit of Dozen (where 1 Dozen = 12 Each) with Price-1 and
Regular price of $24.99.

il
Set the Preferred unit to Dozen. BE+XBESE «> AT EG|9-
ltem number [TOP-NF A& terassion | ttem type [irventory -
Copy fromitem number | P& Tracking method [Nomal -
Description [TopFite INFINITY
"Main | Descripion. Urits |Grid | Barcodes | Profles | Seiiized | Other | Substiute ltems
Steeve [[Dozen Ak3 | 4k | arS
Ak Frice-1 | 2.00
Az [Dozen T Stocking urit | EACH
i [Dozen | - 12 [Eech Prefereduni [Dozen =]

B2 pce-1 [24.93 O
AbZregerpiice 2489
AZweht[
)

4. Click E to save the new item's information.

i END OF EXERCISE--cceem-
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Grid Tab

* Grid information for an item with Tracking method of Gridded

-iBi %
BE+XBoE <> L B0 WS90
Item number ISHIHT L/:\Ig guto-assignl Item type IInventor_l,J j
Tracking method IGridded j
Description |Men's Palo 100% catton
Main I Descriptionl Units ~ Grd |Balcodes| F'rofilesl Serializedl Other I Substitute Itemsl
[Copy Grid |
Grid dimengion 1 tag Gnd dimenzion 2 tag Gnd dimenzion 2 tag
Color Size
Blue A [Smal -
Red b edium
Sandstone Large
[ |
4+ <@g 4+ x| @ N I |
Dizplay order IColor, Size j
]

Prices ||| Vendor Items

- Each cell can have a different price (requires Advanced Pricing Option)
- Costis the average cost of all cells (no tracking of cell-specific costs)

- Unlimited number of values per dimension

- Fractional quantities are allowed

- Alternate units are allowed

- Item type can be Inventory, Non-inventory, Service, or Discount
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RIDDED ITEM

Gridded Item Barcodes

Items

AQEH+ XM E<«r LB 0w
e rumber RT3 L

Desgription [Men's Polo 100% catton

|

_igl x|
tem type | Inventon -
Tracking method | Gridded -

Main | Desciption | Units | Giid  Barcodes | Pries | Serisized | Dther | Substiute ltems |
i | x| Generate barcades |
Man u al ly assi g n Barcode iype [Barcode [unit [cet B
[ [1TEM 200005 Dozen Ried/Smal
. [ |imem 200006 Dozen Ried/Medim
Unlimited barcodes per cell i i e s
[ {mem 800003 Dozen Sandstone/Mecium
[ {mem 800010 Dozen Sandstone/Large
ITEM 200 EACH [Nt specified)
¥ (il (Not specified) -
K| >
Cell [Notspeciied) ~ Selectesl
Barcods Auto-assign
Assacistedunit [EACH 7]
Barcade type | = )
Inventory E‘ Vendor Ttems
Generate automatically =~ Generats barcodes
Select whether to: 21
° AUtO'aSSign Item number |SHDES-MEN |Men's golf shoes
Set barcode to
hd Leave empty ’7(" Auto-assign " Leave emply {* Preset valug
[ ] USE‘ Pl‘eset Val ue [~ Generate barcodes for all defined units using default barcode ype
Cell barcode prefix I
When adding a new cell to an existing Nest cellbarcode # ||
gridded item, repeat settings but do not Barcode type [ITEM [P tem defaut barcode
select Replace existing. Beplace existing [
Generate | LCloze Help
If using the manufacturer’s barcode, select
Leave empty and scan each cell's barcode.
=lolx|

H+X® 235 «» (A=

ltem number [SHOESHEN (&) pusasan|

2] women's golf shoes

Copy fom item number [SHOES

Desgription [Men's golf shoes

Main | Desaiption| Units | Grid  Barcodes | Piofiis | Seraized| Other | Substitute tems |

=P

ltem tppe [Inventory -
Tracking method | Gridded -

()| 3| menerste barcodes |

Barcade type+ [Barcode [onit [cel | [=]
|_|ITEM EACH Multi/2. 5/ ide
| |ITEM EACH Multi/B 5/ Marmaw
|_|ITEM EACH Multi/2Awide
| [ITEM EACH uli/ 8/ arrow
| |ITEM EACH Multi/7 5 wdide
ITEM EACH Multi/7.5/MNarmow
| [ITEM EACH Multi/7Awide
|_|ITEM EACH ultif 74N arrow
Ld [ress line) [Not specified) =
Cell | (Mot specified) Select call
Barcods Auto-assign
Asgsociated unit |None -
Barcode type | |8| J
>»

| mventory

Brices

Yendar Ttsms




DEFINING ITEMS — QUICK ITEMS

Select Inventory > Quick Items

* abbreviated version of Inventory > Items

a3
QEH+XBE <« |(LED| @S |19-
Item number I.QDM-SCD H@ Quto-assignl Item typellnventory 'I

Tracking method INormaI 'I

Dezcription I."-\dams SC Driver, RH

Main |Grid I Barcodesl Substituteltemsl Profilesl

Frice-1 |459.99 E
Regular price |399. a9
Last cost |159. 93960

Barcode |1

LCategary IGDLF g
Sub-category ICLUBS E]

Auto-azsign |

Primary vendor IADAMS Ig@|.&dams Golf

‘Wendor's item # I

Item attribute 1 IFHGHTHAND g
Item attribute 2 ISTSTEEL g
Item attribute 3 I E

Itern attribute 4 I g
Item attribute 5 I g
Item attribute & I g

Prices ||| Vendor Items

= | Inventory

Price 1

Retail price for one stocking unit of item

Regular price

Regular price for one stocking unit of item

Last cost / COS%

Initial cost to use for new inventory and vendor item records
For miscellaneous item, percent of selling price to use as cost

Barcode

Manufacturer’s barcode, or can be auto-assigned

Category

Used for grouping items for purposes of pricing and reporting

Sub-category

Secondary grouping within a category

Primary vendor
Vendor’s item number

Primary supplier from whom this item is purchased
Primary vendor’s product number for item

Item attributes 1- 6

Up to six user-defined item characteristics




DEFINING ITEMS ON-THE-FLY

* Add a new item from another area of Counterpoint (e.g., ticket entry, purchase request)

Click % from the Item LookUp window or at the "ltem not on file" message.

* Only users who have access to Inventory > Items will be able to add an item on the fly

If company is not configured to use Simplified item add-on-the-fly, the full Inventory > ltems

window appeatrs.

If company is configured to use Simplified item add-on-the-fly, this window appears.

GQHEXEE 9 -

Item number I B@

2l

Drescription I

Frice-1 I

Barcode I

Lateqaory I L,:\i
Sub-categorny I L,:\i

Frirary wendaor I ﬂ z!|
Last cost IEI.EIEIEIEI
Copy from item number I ﬂ z]

Note: Mandatory fields that do not appear on the add-on-the-fly form are populated with default

values from:
- Template item
- Data Dictionary
- Database default (if it exists)
- First record in table



ADDITIONAL ITEM INFORMATION

What else is created when a new item is added?

* = required

Method A - Inventory > Items
Method B - Inventory > Quick Items
Method C - Add (F2) from Item Lookup

Method D

System>Utilities>
Database Import

Grid Definition *

for item with
"Gridded" tracking
method

Can be copied from an existing gridded item,
or manually defined

Must be imported
(cannot copy from
on-file item during
item import)

Inventory record *

for each location that
stocks item

Can be automatic, per settings in
Setup>Inventory>Control

Can be automatic,
per settings in Setup>
Inventory>Control

Model stock

min/max level by cell
for each location that
stocks "gridded" item

Can be automatic, per settings in Setup>
Inventory>Control

Update manually after
item is imported

Barcodes

Primary + unlimited others

Primary

Cell Barcodes

for "gridded" item

Can select to auto-generate by item

Can be imported
(cannot auto-generate
during import)

Vendor ltem record

Automatic if "Primary vendor" is entered;
uses item "last cost" as vendor's cost

Can be imported;
does not use item last
cost as vendor's cost




ITEM ZOOM

® Use to view additional information related to a specific item

® CPServices must be running

Click , press F6, or click = Zoom [FE] | from item lookup window

LI";."] Ttems

=]
G8 + X Bm 8
Item number IADM-SCD :Esg IQUEU'aSSignl Itern type Ilnventor_l,l 'l

Hem type: Inventary
Tracking method: Normal
Hem category: GOLF
Sub-category: CLUBS

Description IAdams SC Driver, RH

@remzoom 21|

Adams SC Driver, RH

Inventory: Item category: GOLF
Sub-category: CLUBS
Location Bin-1 Oty on hand | @ty committed | Cty available | Oty onb | pemoeodor:

I [m]

| a» L0 WG

@ =

Tracking method INormaI 'l

2%
ADM-SCD I

Adams SC Driver, RH

Item type: Inventery
Tracking method: Nermal

[term Motes

Recent Sales

Inventory:
EAST 3.0000 0.0000 3.0000 0.0
Location Bin-1 Qty on hand | Qty i Qty available |Gty on Qty an PO's
MAIN 40000 2.0000 2.0000 0.0
EAST 26.0000 0.0000 26.0000 0.0000 0.0000
STORAGE 0.0000 0.0033 0.0000 004 MAIN 12,0000 0.0000 12.0000 0.0000 1.0000 —
Recent Sales “endor ltems Open POs tanthly History, STORAGE 240000 0.0000 240000 0.0000 0.0000
. Y Vendorltems OpenPOs Monthly Histo Substitutes
Serial Mumbers Transfers 2 s E Y W
Serial Numbers Transfers
Tidketdste | Customer# | lemnumbsr | Description Quantity Frics Document
. . - Adams 5T S
11/1/2007 CASH ADM-SCD il 1.0000 399.9500 70030-01
P . . - Adams 5T
10/22/2007 CASH ADM-SCD v 201 1.0000 1£.0000 10051
Images I Options »» - =
iy 10/10/2007 1000 ADM-ECD #gems SO 1.0000 15,0000 100441
—_ = Driver, RH
10/10/2007 CASH ADM-SCD Adams 50 1.0000 250.0000 100445 =l
Images Optians > Llose Help |

View or add notes

View last 20 sales

Yendar tems

View the vendors this item is purchased from

Open POs

View unreceived POs that contain this item

bonthly History

View item monthly history

Substitutes

View or add substitute items

Setial Mumbers

View serial number information (for Serialized items)

Transfers

View transfers that contain this item




ITEM ZOOM

Serialized Items

BALL-RET-PRO [tem Motes

Ball Return - PRO

em type: [nventary

Tracking method: Alvways serialized
lem categony: GOLF
Sub-category: MISC

Location Bin-1 Oty on hand | Qty committed | Qty available | Qty on backorder| Qty on PO's
EAST 2 0000 0.0000 2.0000 00000 0.0000
hAAIN 40000 0.0000 24,0000 00000 0.0000

STORAGE 0.0000 0.0000 0.0000 0.0000 0.0000

Fecent Sales “Yendor ltems Dpen POs Monthly Histonye Substitutes

serial Numbers Transters

Irmages I Opticrs »» Close | Help |

Click =erial Numbers | 1o see unsold serial numbers for item

Fecent Zales Sendar ltems Dpen POz kanthly Histany Substitutes
Transfers

[rate received | Serial number Location Frompt 1 string | Prompt 2 string | Prompt 3 string Status
Gf242002 11254 hAIN Forailable
Gi242002 112565 hAIN Forailable
Gr242002 11257 EAST Forailable
5242002 11258 EAST FAorailable
Q2302002 14298 hAAIN Committed
Q2052002 14209 hAAIN Committed




ITEM ZOOM

Gridded Item

SHIRT

tem type: Invertary
Tracking method: Gridded
Item category: APPAREL
Sub-category: MENS

Click __ ViewGrid | 5 see

cell level detail

(Bl 1tem Zoom
=]

Men's Polo 100% cotton

Inventory:

2

<=

Location Bin-1 Oty on hand | Qty committed | Qby available | iy on badkorder| Qb on PO's
EAST 12,0000 0.0000 12.0000 0.0000 0.0000
MAIN 101.0000 0.0000 101.0000 0.0000 0.0000
STORAGE 0.0000 0.0000 0.0000 0.0000 0.0000
Recent Sales “Wendor terns Open POs tanthly History Substitutes
Seral Mumbers Transfers
[
Images I Options >> Close | Help |
203
DATA -
Tloceen (Co Sew Mogy |[Mugy Oyen Oy on o |
T bl i SRR A
. Filter <« . | ‘
Click to select which -"EI o e 3 o 5 N
i i ; ; | Medur 0 0 2 0 0 0
dimension of the grid to view st e y T L
| {IEAST Red Sl (-] 0 2 0 (-] 0.
|EAST Red Mo 0 0 2 0 ] 0
(EAST Red Lage 0 0 2 0 (] o
, 1:&51 Sonditore Sl 0 0 2 0 o 0
i {wt Sendstorn Medurs (-] 0 2 0 0 0
| EAST Sandwone Lage ] 0 2 0 (] ]
MAK Ble Sl 3 15 " 0 o ]
INAIN Ble Modun 3 % 12 0 ] 0
MAIN Bl Lage 3 5 12 0 0 0
].“U Nes Rl . o - Iﬂ' ﬁ' l\' ,A
5 | 2| ls_i 18_: 0! 0] D._.J
Towwee | vorr | o | coxe | ueo |
Filten
Locaton | || Size |
¥ EAST ¥ e v Sosd
¥ NAIN ¥ Pied ¥ Medun
¥ STORAGE ¥ Sandutooe v Lage
A |__ow | M| Ow | T I —
View type =
Vi Top dimengion IData ﬂ
. Wig |
CIICk to Change the Values that Left dimenszion 1 ILocation j [ Grouped
appear in the grld. Leit dimension 2 ICoIor ﬂ [~ Grouped
Left dimension 3 | Size =] I Grouped

Select either Default or Custom. If Custom,
select the data to show.

—Data to display

tin gty

b gty

(ty on hand

Gty committed
Gty on PO's

Gty onBO

[ty on transfer out
Gty on transfer in
Gty on order

Gty on layaway
[ty on SO

et quantity

[ Gty available

OO00000ORRRIRIEIE]

Move up

Maove down |

LCancel Help




ITEM ZOOM

Iltem Images

Click __Images |

21

& 1tem Zoom

SHOES

Women's golf shoes
Item type: Inventory
Tracking method: Gridded
Item category: APPAREL
Sub-category: WOMENS
Lecation Bin-1

Qty on hand

R

Qty committed | Qty available | Qty on backorder

Qty on PO's

E&ST 7.0000

0.0000 7.0000 0.0000

1.0000

MAIN 71.0000

0.0000 71.0000 0.0000

0.0000

STORAGE 0.0000

0.0000 0.0000 0.0000

0.0000

Recent Sales l Wendor ltems

* Click VCR buttons to see other images

* Locate item images in C:\ProgramFiles\RadiantSystems\CounterPoint\CPSQL.1\
TopLevel\<Company>\ ltemimages

* Image name must be: <ltemNumber>.<filetype>

* Name multiple images for the same item:

ADM_SCD.jpg
ADM_SCD"B.jpg

Examples:

* Image size should be 24

X 24 pixels

Open POs Monthly History

Imanes

Optiong > Lloze

Itemnumber”~xxx.filetype

1000.jpg
1000"2.jpg

Supported Formats for Images and Audio

Image formats Windows bitmap .bmp, .dib
Icon .ico
Windows meta file wmf
Jpeg Jpg, .jpeg, .jpe
Portable network graphics .png

Audio formats Wave .wav
Midi .mid
Mpeg audio .mp3
Audio .au

Video formats Windows AVI .avi
Mpeg video .mpg, .mpeg

NOTE: If you renumber your items, you will need to manually change the image file names to

match the new number.



DEFINING INVENTORY RECORDS FOR AN ITEM

Select Inventory > Inventory or click

* Use to build inventory record for each
location where the item will be stocked <

e Can be automatically created when
defining new item

Quantities tab

Ineenkory

on the ltems window

Inventory

CIBX]
tXESE A> PP @G-
I:I:l s3I EDITE it LCreate inventory

Location |MHAIN . I ain store location

Quankies | Model Stock | Dates | Dynamic Min/as |
gt [
Bnz[
gz
gind [
Average cost ,W
Standard cost ,000007
Last cost |123.4500
Min gty ’37
Max gty lﬂi

Stocking unit | EACH

Oty onhand 12
Qty committed | 1

Oty available 11
QtyonPO's 0O
Oty onarder 0
QwonBO 0
QwonsS0 0
Oty on layaway |0
Qty on biansfer aut | 0
Gty on transferin | 0
Qty on drop-ship cust orders | 0
Qty on drop-ship PO 0

Click to create Committed

Inventory Report > Ve Commiers |

Bin-1 - Bin-4

Aisle, shelf or bin "addresses" where item is located

Average cost

Standard cost

Average = Average of cost of all units in stock at this location,
maintained by Counterpoint

Standard = Fixed cost maintained by user

Last cost Last = cost paid for last receiving at this location
Min gty Lowest number of units ("reorder level") and highest number of
Max gty units to maintain of the item at this location

Stocking unit

Stocking unit name

Qty on hand

Quantity of item at this location, prior to posting transactions

Qty committed

Quantity on unposted transactions for this location

Qty available Qty on hand — Qty committed

Qty on PO’s Quantity on purchase orders that haven’t yet been received
Qty on order Quantity on order to customers

Qty on BO Quantity on back orders to customers

Qty on SO Quantity on special order for customers

Qty on layaway

Quantity on layaway for customers

Qty on transfer out

Quantity being transferred from this location to a different location

Qty on transfer in

Quantity being transferred to this location from a different location

Qty on drop-ship cust
orders

Quantity on customer drop-ship orders that are on an unposted
purchase request

Qty on drop-ship PO

Quantity on drop-ship purchase orders (posted purchase request)




DEFINING INVENTORY RECORDS FOR ITEMS

RI=E
BEH+XBIB <> LB @G 19
Dates tab e S Ly
Quanties | Model Stock  Dates. | Dynamic Min/an |
First recy date | 1/25/2002 =] Last PO date | 3/18/2005 |
Last recy date [12/17/2006 =] Mesewecteddse|
First sale date | 1/25/2002 =] euegaeeiil
Last sale date | 74292008 |
Last count date | / / =]
]
|
First recv date Earliest date and latest date item was received at this location
Last recv date
First sale date Earliest date and latest date item was sold from this location
Last sale date
Last count date Latest date physical count was done for item at this location
Last PO date PO date on last purchase order for this item that was to be
received at this location
Next expected date When is the next PO for this item at this location due to arrive, and
Next expected PO what is the PO number?

Each date is automatically updated when corresponding transaction is posted



DEFINING INVENTORY RECORDS FOR AN ITEM

Dynamic Min/Max tab

* Enter the Annual Holding Cost, either percent or amount, for the item at this location

* Enter the Ordering Cost for the item at this location

1o/ x]
QEH+XBIE <> LT EF 9

Item number |[4DM-5CD Adams 5C Driver, RH
_ I LA@' LCreate inventary |

Location IMAIN H@l ain store location

Quantitiesl Model Stoc:kl Dates  Dwnamic Min/tax |

—Annual Holding Cost —Halding Caost

£ Percent of unit cost I Cozt of holding one unit of inventory. Includes cost

of keeping inventary on hand, interest, insurance,

= Amaunt I tares and obsolescence.

rOrdering Cost [ Ordering Cost i . i
i Labor cost associated with processing order.

Drdering cost per order I Includes ordering and requisition, partion of freight.
receiving, inspecting and invoice processing.

EOQ calculsted on ,7
e —

Safety stock. ,7
Reorder point ’7




DEFINING INVENTORY RECORDS FOR AN ITEM

R =TE|
H+XBeE <«» L Blwws 0

Ity ber |SHIRT Men's Polo 100% cott
em number | 1@l Men's Polo cotton E——
Location [MAIN [ 1@ Main store location

Quanties | Model Stock | Dates | Dynamic MindMas |

Quantities tab for Gridded Item

Bin-1

Stocking unit | EACH
oy Birv2 Oty on hand | 107
Quantities are for all cells _
Bin-3 Oty conmmitted | 0
Bin-4 Qty avaiable | 107
Awverage cost [14.1339 OiyonPO's |0

Standardcost [QO0000 Wyoneder[0
Lssteost [T50000 oyenBOl0
Mingw[2? ayonso[o
Mangly |135— Gty on lapaway ’07

Qty on transfer out [0
Gty on transferin | 0

View Commitments

Wiew Grid

>

@ Yiew gridded item 21l

To view Separate quantltles for Item number ISHIHT lejl Men's Palo 100% cottan

each Ce”, click Wiew Grid | Location IMNN @lMain stare loca | Change Iocationl
Gty on hand
Size

Calor Small | Medium | Large [ Tatal
H — » |Elue 13 12 39
Default view = Qty on hand " Red o ” > o
| |Sandstane 12 12 10 34
| 3| % | 3| 107 |

?Eilter» |I Wiew > I LCloze | Help |

Click __¥ew> | and select Custom
to tailor the View gridded item window.

Wiew type ©

Top dimension ISize j
Left dimengion 1 ICDIDI j [T Grouped
Left dimengion 2 INone j [~ Grouped
Custom view ~Dtato display
Oty on hand M |
[ Min gty Lleni=
[Itdam gty
[[] Bty committed M
[0ty on PO's
[]Qty an BO

13ty om transfer out
13ty on transfer in
] Gty on order
1@ty o lapaway
Gty on 50

[ Met quartity

[ Oty available

ok LCancel Help




DEFINING INVENTORY FOR AN ITEM

Model Stock tab

For gridded items, manage the ideal maximum and minimum stocking levels per cell

] Inventory

@E+ X

| I Men's Polo 100% cotton i
LCreate inventary
Location |EAST I@ East store location

Quantiies  Model Stock lDates ] Dynamic Min.-’MaH]

| Stack &l cells :> Fill or clear stocked
Set Min/Max | Unstock all cells check box for all cells

Color Size |Min gty |Max qty |Status |Stocked I I‘\ Agto-set each .St.OCked cell to
5 3 0 Dot = min/max quantities entered here
| |Blue age ctive
| |Red Large i] 0 Active [ "
o S andstone Large 0 0 Active v SeLMin/bax Oty,
| |Blue Medium i 0 Active r3 Min aty |0
| |Fed M edium i] 0 Active v Maraty [0
Sandstane Medium 0 0 Active [
Elue Small 0 0 Adtive I Z L
Small 1] 0 Active

| |red
BSoncsore (Sl | 00

Unstocked = cannot sell or process

22




DEFINING INVENTORY FOR AN ITEM

Fast-Build Inventory Records

* Use to quickly build inventory records for an item

=lolx|
Click Eleateinventnry‘on the + X @ @ 5 < > ‘p % ‘@ g T [:9 T
Inventory WindOW. Item number IADM-SED H@Mdams SC Driver, RH
Location IMAIN LC\I@| I ain stare location
Create Inventory For K E3
| || 4dams SC Diiver, RH
Create inventory for |Locati0n Qroup j
Location group | I(EI@
Min gty |
b gty |
| L]
ok | LCancel | Help |
Create inventory for Locations for which to build inventory records
Location group If Location group, location group to build inventory records for
ltem number If From another item, build inventory records for the same
locations as the item identified here
Min gty For a non-gridded item, reorder level and highest amount to
Max qty maintain in stock for each location
Copy model stock from For a gridded item, item from which model stock (minimum/
maximum) figures should be copied

Establishing On Hand Quantities

After an item and associated inventory records are defined, you will multiple ways in which
to establish on hand quantities:

a) Receive the item in Receivings > Enter (with or without creating a PO)
b) Receive the item in Quick Receivings > Enter

c) Process an Inventory Adjustment

d) Enter a Physical Count

e) Transfer from a different location




DEFINING INVENTORY FOR ITEMS

Exercise 5: Defining a Gridded Item and Inventory Records

Try it Yourself!

1. Atltem number, type SHOES - MEN as the item number of the next new item, and press

Enter.

&)

2. At Description, click
exists.

to copy the new item's information from an item that already

When the Item Lookup window appears, select SHOES as the item to copy from. The
fields for the new item now reflect the values of the item that was copied.

3. Change the description of the new
item to Men's golf shoes.

Change the sub-category to MENS.

4. Switch to the Grid tab.

Add men's sizes and widths to the
grid by clicking + for the
corresponding column.

Add sizes 9 — 12.5, and widths
X-Wide and XX-Wide.

When done, click E to save
the new item's information.

=

AH+XB8E <«» 2% |wg |9

[ jutezassin | ltem typs [Inventory -
[ 2[5 Tracking method |Gridded -

Item number [SHOES-MEN

Copy from item number |

Despription [Men's galf shaes

Main | Desciiption | Units | Grid | Barcodes | Profiles | Serialized | Other | Substitute ltems

Fiice-1 [67.43 (4]
Begular prics

Quantity on hand

Quantity avaiable

Stocking unit [EACH yw |

N e
Discountable 7

Taxable [ Status [active ~
Tau category E Statusdate | £ /4 =

Category [APFAREL = Labelopde [FDH [
Subcategory [MENS = MiandMacheods [ (D)@

Ageount code |1 g
Barcods Autordssign

Primary vendor [FOOTJOY [2IE | Footioy - Acushnet Company

Vendar's item # |

B
‘ Inventory|(| Prices||| Vendor Items
B 1tems —|ol x|

AEH+XBom A« |AED|EG |9

Item number [SHOESHEN I = e | ltem type [Inventon -
Copy from item number | =& Tracking methad | Gidded -

Desgiption [Men's golf shoss

Main | Descrption| Units  Giid | Barcodss | Frofies | Seialized | Other | Substiute tems

Copy Gid

Grid dimension 1 tag Girid dimension 2 tag Grid dimension 3 tag

Color Size widih
Mulii «|[3 =] [Narow |
whits a5 wide

10 >cwide

1085 260 wide

n

1.5
12
125
| -~ -~

| x|@[E| = e |+ ] |3
Display order [Color Siee. widh 7]

Prices

5| mventory




5. Next, you will update the model stock for each location that will stock the item.

Inventary
Redisplay the item again and click to move to the Inventory window.

Press Enter to work with the MAIN location and then switch to the Model Stock tab.

To set the stocking levels for each cell of the new item, click Ml

Enter 1 for the Min gty and 6 for the Max AEH+ X B & <4 » ‘,o ) 4 ‘ g -9 -
ty. '
q y Item number ISHDEE\'MEN LAEI‘ME”IS golf shoes -
- Lreate inventom
21x| Location [T T Vi st ot [E
tin gty |1 Quantifies Madel Stack | Dates | Dynamic Min/hax |
Copy fram Stock all cells
Ma= gty IB
| Set Min/Max | Unstock all cells
Ok I Lancel | Help
Grid dimension 1 [Giid dimension 2 [Grid dimension 3 [Min oty [Max gy [Status [tocked ] [=
| [white 85 Wide 1 § Aotive ¥
. \white 25 X wide 1 & Active I
Then click . [ [whie 85 S wide 1 5 Active ~
| [white g Marrow 1 G Active Iz
| [white El Wide 1 § Aotive ~
| [white 3 e 1 § Active W
L. i | [white g e wide 1 G Active Iz2
Each cell now shows a minimum quantity e e Heron 1 Glacie v
. . | |white ide ctive v
of 1 and a maximum quantity of 6. e 55 e 1 s e =
B|hite 95 e wide 1 G Active = -

Click B to save the item's information.

Close the Inventory window.

S END OF EXERCISE ---crcemeeeceeme



OTHER OPTIONS FOR DEFINING INVENTORY

Configuration settings entered in Setup > Inventory > Control can change how inventory
records get created for a new item. Some of those options include:

» Automatically create inventory records
* Create inventory records for the same locations as the "copy-from" item

* Show inventory setup options so the user can decide the locations for which to create
inventory records

Show Inventory Setup Options

The Create Item window appears after saving a new item.

Item number |1 0000z Lﬁ@l Socks
Thiz location IMAIN H@lhﬂain stare location
Location group |1 H@lmcaﬁon Group (Region) 1

rwentony

Create inventory for IAII locations j

Min iy |0

Max gty ID
Show inventory [

oK. Help

Inventory

Create inventory for Build inventory records for: No locations, All locations, This
location, Location group, or From another item

Location group If Location group, location group to build inventory records for

Item number If From another item, build inventory records for the same
locations as the item identified here

Min gty For a non-gridded item, reorder level and highest amount to
Max qty maintain in stock for each location
Show inventory Indicate whether to show inventory window after creating records




OTHER OPTIONS FOR DEFINING INVENTORY

Create Inventory

Select Inventory > Utilities > Create Inventory

* Use this utility to quickly create inventory records for multiple items

ﬁ Create Inventory

Qrder by Iltem #, Location

=101 |

Parameters | ltem |

rCreation method
= Create from items
f* Copy from anaother location

—Copy from

Lacation IMAIN Ig@

¥ Copy bin locations

¥ Copy mindmas stacking levels

=

Create for

= All locations

+ Single location ISUUTH

= Location group I

=8

EE

B

E-mail | Preview | Frint | Create | Dptions >>|

LClose | Help

Click to preview a report of the items and inventory records that meet the entered

parameters.

Click to create the inventory records.

Adams Tight Lies 8 WMiood
e

Date 822008 Tirme 1216 10P M Page 4

FOR DEMOMETRATION PURPOSES ONLY

Create Inventory - Preview

Creation method: Copy from another location
Copy from: MAIN
Copybin location
Copy mindmax stocking lewels
Create for: S0UTH
Orderby: tem &, Location
tem # Create for Location Bin-1 Bin-2 Bin-3 Bin-4 hin qty hlax gty
Description
18HOLES SOUTH MULL MULL MULL MULL 1] 1]
Green fee - 18 holes
SHOLES SOUTH MULL MULL MULL MULL 1] 1]
Greens fees - 9 holes
AOM-5C0 SOUTH HULL NULL MULL HULL 2 12
Adams SC Driver, RH
ADM-TLZ SOUTH MULL MULL MULL MULL 3 12
Adams Tight Lies 2 Miood
ADM-TL2 SOUTH MULL MULL MULL MULL 3 12
Adams Tight Lies 3 Miood
AOM-TLS S0OUTH NULL NULL NULL NULL 3 12
Adams Tight Lies & Miood
AOM-TL? S0OUTH NULL NULL NULL NULL 3 12
Adams Tight Lies 7 Miood
AOM-TL SOUTH HULL NULL MULL HULL 2 12




OTHER OPTIONS FOR CREATING INVENTORY

Exercise 6: Creating Inventory

Try it Yourself! In this exercise, you learn how to:
- create a new location on-the-fly
- create inventory records
- copy min/max stocking levels

SCENARIO: You have decided to open a new warehouse on the south side of town. The
SOUTH warehouse will stock the exact same merchandise as your MAIN warehouse.

Complete these steps:

1. Select Inventory > Utilities > Create Inventory.

2. For Creation method, select Copy from another location.
For the Copy from Location, select MAIN.
Enable Copy Min/Max stocking levels.
DO NOT select Copy Bin locations

At Create for, select Single location.

The Create Inventory form should now look like this:

[E] Create Inventory -0 x|
Order by IItem #, Location j
Parameters | lterm |
—LCreation method
™ Create from items
{* Copy from anather location
—Copy from Create for
Location IM.E'-.IN Ia@ £ Al locations
; ¥ Single lacation I LEI@
[¥ Copy mindmax stocking levels " Loeation group I L/:\IQ
>
E-mail Freview Print | Create Options »» Cloze | Help |




3. The location SOUTH does not yet exist, so you will add it on-the-fly.

&dd [F2]

Use the lookup at Single location and click to add a new location.

Enter the following information to add the South location:

Location: SOUTH QHXE I 19
Descrlpt|on South Warehouse Location [ST0TH [ [@)] Deeseription [South Wiarehouse
Address 1: 987 Shelby Drive At | Coics| ot |
Clty Memphls Addlesﬂ:SE?Sha\anva
Addess 2
State: TN Address 3|
le 38105 Qly:MEmphis | State [TN
Zip code | 38105 Courtry
Save the new location.
%l
ol
Order by IItam #, Location j
. Parameters Iltam |
SOUTH now displays as the st
“Single location” value. ® ezl
i+ Copy from another location
Copy from Create for
analinnlMA\N 9 :] € Al locations
I~ Copy bin locations o gingle. location  [SOUTH E@
If you do not want to stock all ™ Copy min/mex stocking levels || Localon o B2E
items at the SOUTH location,
use the Items tab to filter which
items will have inventory records
cre ated : E-mail Preview Print Cieate Options »» Lloze | Help |
4. Click to create the inventory records. waring x|
You are asked to confirm that you want to create B A o sure you want £ create nventory? ‘
inventory records. Click =
i x|
A window shows the number of records created.

You can choose to view a report of those records. \p Create Inventory complete
79 Inventory records created,
150 cell records created.

Would you like ko see a list of records created?

----- END OF EXERCISE S




DEFINING ITEM PRICES

Margin Pricing

Click the margin indicator to
access the Set Price window.

The Set Price window shows
the minimum and target margin
for the item's category or sub-
category, along with the item's
current margin. Prices are also
shown for each margin.

Enter a new margin or new
price that you want to use for
the item.

Enter a Rounding value to
ensure the new price ends with
specific decimal values.

Click to set the

item's price to the new price
amount.

=1ol x|
BH+XBoE «»r|[A¥D|mg @
Item number [CALX12 1G] Autorassian e type [Inventoy -
Tracking method [Nomal ~
Deseription [Callway %12 hions. Set
Main | Description | Urits | Grid | Barcodes | Prfies | Seridized | Other | Substiute ltems |
Price-1 |799.00 Quartity on hand | 23
Regular price [633.00 e Quanity available | 23
Last cost [449.5000 Stacking unit [EACH |
Discountable [
Taxable @' Status |Active =
Cateoy [GOF [ Labelcgde [ [
Subealegoy [CL0BS [ MiandMaichoode | [D]@)
Account code |1 E
Barcode AutoAssign
Pimary vendar [CaLLaway [P Callaway Gok
Yendgr's item # [CAL212
Inventory|[| Prices ||| endor Ttems
SetPrice 21|
Category/Sub-category | GOLF/CLUBS
Cost |449. A000
Minimum margin / price |45. ano IB'I 7.28 Use thiz plicel
Target rmargit / price |45. 000 IS'I 728 Usze this pricel
Curent margin / price _I?SS.DD Usze thiz plicel
New margin [43742
Mew price I?SS. 0o
Founding rule I"
Final new margin |43. 742
Final new price |?99. 0o
ok I LCancel | Help |
Setprice 21|

Categary/Sub-categary | GOLF/CLUBS
Cost I-'-idS.EDDD

Mirirmum margin ¢ price |45.UUU IS'I 728 Use this pricel
Target margin / price |45.DDD IB'I 7.28 Uze this priceI

Current margin # price: _I?SS.UU Use thiz pricel
New margin |45.DDD
Mew price IB'I 7.28

Fiounding rule I*.SS

Final new margin |45.D-’18
Final new price IB'I 7.99

Lancel Help

= |




DEFINING ITEM PRICES

Margin Pricing with Tax-inclusive pricing

If your store is enabled for tax-inclusive pricing, it means that prices for your items need
to be set to allow sales tax to be included when an item is sold.

When you click the margin indicator for an item, the Set Price window shows some

additional fields.

The item's Tax category
appears, if one is assigned.

The store's default tax code
appears. Taxes to be added to
the price are calculated based
on this tax code.

When you enter a new price,
tax is automatically calculated
as a portion and the remaining
amount is shown as the "Final
new price".

Later, when you sell an item, the line item price shows the tax-inclusive price.

Categorp/Sub-category | GOLF/CLUEBS
Cost |449.5EIDU

Minimurn margin £ price |45.DDD

[e17.28

Uze thiz price |

Target margin / price |45.UUU

[e17.28

Uze this price |

Current margin / price |43.?-'12

{733.00

Tax category | GEM Item iz taxable

Use this plicel

Include tax far h-1EI-.-1Tr-J [2=]| Memphis, TH

Mew margin |43.?42

New price |998.89

R ounding rule I"

Rounded price |353.23

Final new margin |43.?42
Final new price I?SS.DD

oK

[799.00 price plus 83,89 tax)

[799.00 price plus 89,89 tax)

| LCancel Help

2=

(Mlustrates column changes made for a tax-inclusive selling environment)

i
il d - " « " - =" ltem number | pe | @
| Customer #:| Cash Customer (CASH) Sales rep:| MGR -
ltem Description Quantity [Price  [Line Line [+ :.E\A WQ\IL' ! O
number (M discount |item i Gofhem  DngRion  Lode
price
(M
(107 |
| |CAL-X12  Callaway X-12Irons... 1 888.89 0.00 888.89
) Discounts
Document totals
Gross subtotal: 798.00 E +5 Lﬁ %{:’l_f
Document discount: 0.00 Pro,Shop %)
Humber of lines: 1 Subtotal: 799.00 §“ﬂ‘:kx > . M"m > PQY ==
Tax: 89.89
Het amount received: 0.00 Misc charges: 0.00 *} :: :: ::
C | == -8
Amount due: 888.89 Total: 888.89 Complete Sale Return ltem Vaid Line
* Not clocked in * la/16/2015  3:23PM  |MGR A n It lsession: 1 ;

3-44




DEFINING ITEM PRICES

Select Inventory > Prices > Item Prices or click

Prices

on the Items window

* Use to enter other price levels for each selling unit of an item

=10l ]
The base software allows you to + X B E ‘ < )» ‘}3 T ‘ =
define 3 price levels for all selling Hem number [FBMSCD [T [ecdams 5 Diver, i Gid
units of an item. Location : Hﬂmnn Allccaltors
Grid dimension 1 |* s g e 2llcels
Grid dimension 2 |* [ o
Grid dimengion 3 [* A=
With the Advanced Pricing Option -
. Stocking Prices | 4111 Prices | A2 Prices | 413 Prices | Alt4 Prices | AILS Prices |
you Can' Stocking unit is EACH
- define 3 additional price levels N o |
- define location specific prices Pice1 33900 [
. o N
- define cell-specific prices " :
- define location-cell specific N
priCGS Price 5 [249.9900 &
'rice .
- use custom stored procedures Pren |3335900 bl
for pricing
Click Gid to enter location and/or cell pricing in a spreadsheet format
Click 12eatens | 15 gefine one price for all locations
Click _2"== |0 define one price for all cells of a gridded item
ltem number [ADM-SCD (2| dams SC Diiver, RH
For a normal tracked item Location /|0 -
with alternate units Price lowel
and USIng |Ocat|0n prlCIng Regular price | Price-1 | Price-2 | Price-3 | Price-4 | Price5 | Price-5
—||Location :
L_I;ILl:ﬂt.BEIX
[ [ 11000 1.14000] ] [ ] [
=] Unit: EACH
RN _ [ 399.99] 399.99 379.99] 369,99 359.99] 349.99| 339.99
S e
7;1 Location : STORAGE
||| =] Unit: BOX
BN | \ [ \ [ \ [
| ||zl Unit: EACH
[ \ [ \ [ \ [
Fherc |[ wiewn | ok | caed | ber
Filter
| Price l_l,lpa. Location Price level Unit
S B |
(e ][ =2 =l
Al | Oea | gl | Clear Al | Dea Al | Oea |
o000



DEFINING ITEM PRICES

Item number ISHDES

T Price level

@| Women's golf shoes

-
Lacation i
Price level
For a gl’ldd@d item Color |Size  |Width |Price1  |Price2  |Price  |Priced  |Price§  |Price-b
H H e ¥ | +I[Location : *
and using location pricing EIEe TS
4| Location : Malt
_;I Location : STORAGE
: Multi 7 Marrow e
||| Mulki 7 ide
||| Multi 75 Marrow
||| Multi 75 Wide
|| |Mult 8 Marrow
|| Mulki g wide
||| Mulki 85 Marrow
Muki |85 [wide |
Y Fiter »> | Wiew | [al3 | Cancel | Help |
Filter
Price type Location Frice level Calor Size Width
Itemn prices  a * a||[IC] Regular pricﬂ * * é *
L ocation pric E&ST Price-1 ML 7 Mafrow
Call mrim e LI t‘dﬁl\NDAr_‘f LI EE!E?‘% ;I Whlte zs LI Wlde
Al | Clear Al_|_Clear A |_Clear A |_Clear A |_Clear a1 | Clear |

Click M to limit the price type, location, price level, and cells that appear

NOTE:
prices here.

If you plan to set up price rules that use Price-2 through Price-6, define those



DEFINING ITEM PRICES

Exercise 7: Defining Cell Specific Prices

Try it Yourself! In this exercise, you will learn how to:

Enter cell-specific prices

Build a filter to limit the cells that appear in the window

SCENARIO: Earlier you added the item SHOES — MEN with Price-1 of 67.49. Now you need to
set Price-1 to 79.99 for size 12 and 12.5 XX-Wide cells of that item at all locations.

Complete these steps:

1. Look up and select the item SHOES - MEN, and click

Prices

_ . : . Alllacal « I
2. The prices you enter will be for all locations so click ﬂl or enter * at “Location”.

Grid

Click to access the pricing grid.

Click M to limit the grid so that it only shows Price-1 for the size 12 and 12.5
XX-Wide cells. When completed, your filter should look similar to the one shown here.

21

Item number ISHDES-MEN @| Men's galf shoes
T/ Price type=Cell prices. Location==, Price level=Price-1. Size. Width
Price level
Color  |Size  |'idth | Price-1
(| ul 12 Hedwiide
|| Puli 125 Hedwiide
| |white 12 Hetwiide
| |white 125 Htwiide
K Filter > | Wigw ¥ | oK | Cancel | Help
Filter

Frice type Locatian Frice level Calar Size

W] Lsc o prices Y| | O ==

[ Lacation-Cell pri [CIEAST i b Ll 12

Cell prices j ] MAIN +|I[|Z Price-2 = wihite 125 j HAwfide

T eTNEARE 1 Brimem 2
&l | Clear sl Al | Clear &ll__|_ Clear Al | Clear &l | Clear

3. Enter the new price of 79.99 for Price-1 in each cell, and then click Ll to save

the prices.




DEFINING ITEM PRICES — PRICE SHEET

Select Inventory > Prices > Price Sheet

* Use to change Price-1 through Price-6 for a group of items and, optionally print new
labels for items whose prices were changed

Steps for using a Price Sheet:
1. Create the price sheet record
2. Add items to the price sheet
3. Change prices on the price sheet

RE=Y
QAEH+Xe2 4» LEG 9
Price sheet ID ISAMF’LE LC\’ & Al
Description IDecrease Food price-2 by %20 € Specific [ocation I LC\'Q Get items
Eig I ) Location group I J z]
= Itern nurmnber Unit  |Regular Pre | Price-1 Price-2 Price-3 Price-4 Price-5 Price-B =
[ |BEER - Beer EACH 200 200 4 1.60)
[J |BIGEURGER - Deluxe Har| EACH 225 225 it 1.80) 4
[ |BURGER - Hamburger EACH 1.50 1.50| 4 1.20| ¢
[ |CAKE - Cake slice EACH 1.25 1.25) 4 1.00) ¢
[ |CANDY - Candy EACH 1.00 1.00| 4 0.80| 4
[ |CHEESEBURIGER - Chee:| EACH 1.75 1.78 4 1.40) ¢
[] |COFFEE - Coffee EACH 0.75 0.75| 4 0.60| 4
[ |COKE - Coke EACH 1.25 1.25) 4 1.00) ¢
[ |CUPCAKE - Cupcake EACH 0.75 078 4 0.60|
[ |HOTDOG - Hat dog EACH 1.50 1.50| 4 1.20| ¢
[ |ICECREAM -lce cream  |EACH 1.00 1.00] 4 0.80)
[ |PEPSI - Pepsi EACH 1.25 1.25| 4 1.00) ¢
[ |PIE - Pie slice EACH 1.25 1.25) 4 1.00) ¢ L
[ |PIZZ4 - Pizza slice EACH 200 2.00| 4 1.60| 4
[ |PRETZEL - Pretzel EACH 1.00 1.00] 4 0.80|
Original Price: 200 | 200 | | | =
Total number of item(z] on price sheet: 17 0 of 17 price line[z] selected
Ezpand alllines | T= Select unchanged price line(s) | Bemave selected line(s] | Laleulate prices | Delete prices
Apply price changes | FErint Price Sheet




DEFINING ITEM PRICES — PRICE SHEET

1. Create the Price Sheet Record

Enter an ID and

description for the — [SIEEEEE EEX)
price sheet. H - &9 -
Price sheet |D ’DAPP—D o Al
i Deseription |Discount for Appare items ¢ Speciiclocation | 1] | Get nemsl
Select the locations i € tgeaingon |
for which the prices (=] [ |temrumber  |[o]Localior] > Unit | Grid dmensid Regulat Pr|PriceT | [Price2] _ [Price3] |Priced] |Price®] [Prices] |
will be used.

Alternatively, you B Price Sheet
canenteraniDand | @ g B a4 p S - 1@ -
Price sheet ID lD_AT Copy from price shest o al
then click bescipion | L Comvfomhorcdme et £ pecpeienon | L gotiens
to copy the price | $letmarn | B 5

sheet from a
different one that hasn't been applied yet, or one that has already been applied.

Add Iltems to the Price Sheet

Click _Betiems | B ot e —

Fiters | ltems lis
tem|unt | cat |
) o . ) e rumber | H& o Pl of = E]
Use the filters to limit which items, ﬁ | _ -
. ltem oategory [APPAREL o o
units and cells you want to work S o B o =
with. et |
Tiackingmethod [ ¥
Priman vendor | I=ERE o1& of ]
Pricelatleast |
Lastreceived date son [ / /=]
Click _ 8ettems |5 get the list of S I
possible items.
Gt items Clear filters
el | bl |




8 Get items

Fiters  ltems st |

From the |ISt, Se|eCt the ItemS tO L e TR e e e e e e e
|nclude on the P” ce Sh eet. v/ |SHOES -women's gof EACH |8l Tis 7im -

¥ |SHORTS - Shots -Mer EACH |8l 7®m 29 ¢

v |WEST -Men's 100% cot EACH | (4ll] 3993 3999 ﬁ
Click Add to price sheet to put the
selected items on the price sheet.

Total runber of emfs) on piice sheet § 59 of 59 prica linels) selected
Espard allines | Bemove selected inefs] Add o pice sheet
Cancel Help

You can click ﬂl again and use other filters to continue to add other items to the

price sheet.

Change Prices on the Price Sheet

You can change a price on an M e st BEE
individual price line. . : ke
L . T oo e - —
You can use margln—drlven pricing to : 2
C h an g e an | n d |V| d u al p r| ce I | ne. =) Iterm nunber Unit_|[-7] Grid dimensior] Reqular Pro [Price-1 Frice2 Piiced | |Priced Price Piice-6
2 [ il
¥ SHIRT - Men's Polo 100 EACH 18I 2499 2499
¥ SHOES -WwWomen's golf |EACH & 7493 7499 -
v e & 2799 2793 ¢
You Can update multlple prlce Ilnes ¥ VEST -Men's 100% cot EACH &n 3993 339 ¢
by clickin g LCalzulate prices
Calculate Prices for Multiple Lines
Tokal number of item(s] on price sheet: 5 59 of 59 price line(s) selected
Se I ect th e I | nes O u Want to WO rk Ezpand alllines ‘ 1 Select unchanged price linefs] Remove selected linefs) Delete prices
y Apply price changes Print Price Sheet

with and click LCalculate prices

Select the price level to be updated.

Enter either:
- an amount
- amargin level
- an amount or percentage increase or
decrease
- adifferent price on which to base the new
price (e.g.,10% more than Price-2)

Enter a rounding value for price decimals.

Select to either Preview the new prices or
Apply the new prices to the Price Sheet.

Price calculator x|
Set price |Price-1 -

Mew price

" Set to amount

" Set margin | J |

{v |Decrease ﬂ |By percentageﬂ |‘ID

" Set price bazed on [advanced)

| =] =
| = =

Rounding value | .

Number of selected items: 5

Ereview| Apply | LCloze | Help |




=] : FREY
Piice sheet ID [D-4PP &
Description |Discourt for Apparel items o = | Get items ‘
‘ - | B
] Item number [ 1unit [ Giid dimensior|Regular Fre[Fice1 | [Pice2 | [Fice3 | |[Fice# [ [Pice5 | [Pice&] |
¥l | APLHAT - Golf hatwith EACH | (4l] 1233 11.69) it
1 + W [SHIRT -Men's Polo 10(EACH  |(A1] 2453 2243 —
Af_ter applying the c_:alculated 4 v SHOES Womersgol [EACH (4] 7o 6749 —
¥ ¥ |SHORTS -Shotts - Mer|[EACH  |[A1] 2733 2519 —
_prlces’ Changed prlces appear ¥ VEST -Men's 100% oot [EACH |[Al] 353 3599 =
in bold blue.
Original Frice: T
Tokal rumber of kem(s) on price shee: & 59 of 59 price linels) selected
Expand alllines | 1 Select unchanged price linels) Remove selected inels) Delete prices
Apply price changes | FBirt Price Sheet

Expand all lines | Expand lines that have unit, cell, or location detail.

= Select unchanged price lines] | Select any price line that has not been modified.

You will be prompted to remove these lines if you try to apply
price changes to unchanged lines.

Remove selected linels) | Remove the selected line from the price sheet.

Calculate prices | Access the Price calculator.

Deletepices | De€lete an individual price value manually, or delete multiple
————— price values from one or more selected price lines.

pply price changes | APPIY the price changes to your item records.

Click L instead to save the price sheet so you can apply
the price changes at a future time.

Prirt Price Sheet | Print a record of the price sheet.




DEFINING ITEM PRICES — PRICE SHEET

Printing Labels from a Price Sheet

il

Counterpoint can be configured to Ef"t”““"’e' ;””8‘; B T T

- . . ag source riceShest N4
automatically print labels for the items : £

. H Label job I|TEM'PH‘CE L8| Itern-Price-Sheet-Histary
whose prices you are changing. P -
) Tax code [MEMTN [ Memphis, T
In that Case, When yOU C“Ck Label guantity |1 ¥ Uge quantity from database
- . Labels ta skip |0
Appl}e PIEe Changes |v the Prlce Sheet [~ Purge tags after printing

Labels window appears so you can Fite

select a Label Job and Printer to
use for printing the labels.

Print I Preview Close Help

If Counterpoint is instead configured to prompt the =

user to print labels for the updated items, click Yes
to proceed to the Price Sheet Labels window.

Do you want to print labels now?

(@8 Labels from Tags ] [= ]
Event number I?UUEH QMI Last printed: [Mever

Tag source | PriceShest 2

Label joh [ITEM-PRICE [ tem Price-Sheet History

If Counterpoint is instead configured to

. . F'rjnlerl _I
create tags for later printing, use e [0 Dl
Invento ry>Lab eI S fro m Tag ) to prlnt Label quankity I1 ¥ Use quanlity from database
labels for the updated items at your Lagels 03kip [0

I~ Purge tags after printing

convenience. ke

Print I Preview Close Help




DEFINING PRICES — PRICE SHEET

Viewing an Applied Price Sheet

Select Inventory > Prices > Historical Price Sheet to review and print price sheets that
have already been applied to your items.

i
Price sheet ID [INCRGOLF = =
Dezcription Ilncrease Golf categon by 15% £ Specificlocation I LAQ
Ear I | Location group I ﬂ zj
Ewent number | 700206 Last mairtained by | MGR Last maintained | 9¢23/201012:02 PM
Itern nurmber i Regular Pre | Price-1 Frice-2 Frice-3 Frice-4 Frice-5 Price-6 —
A18HOLES - Green fee - 18 he
2PERSOM - 2 Person EACH 86.99| i
SHOLES - Greens fees - 3ho|EACH 1800) 2099 4
ADM-5CD0 - Adams SC Driver| EACH 39393 45999 7999 | - 369.99| - 359.99| - 349,99 = | 33999| =
ADM-TLZ - Adams Tight Lies |EACH 349.93| 402.99| = 32499 - 304.99| = 284.99| - 284.93( = | 23499| =
ADM-TL3 - Adarns Tight Lies |EACH 349.99| 402.99| = 33999 = 329.99| = 3999 = 309.99) = | 29999| =
ADM-TLS - Adams Tight Lies |EACH 249.93| 402.99| -
ADM-TLY? - Adams Tight Lies |EACH 34993| 40299 ¢
ADM-TLA - Adams Tight Lies |EACH 349.93| 402.99| =
ADMAMI - Adams VI lronz, | EACH £89.93| 793.99| =
ADMAMI-P - Adarns WM Put| EACH 9393 11499 =
APL-UME - Golf umbrella EACH 1499 17.99| ¢
BAG-PRD - Pro bag with divi EACH 83.93| 103.99| ¢
BaG-FRT - Pro bag with tube| EACH 93593 114.99|
BAG-ST - Deluse bag with =t EACH 7399 91.99| =
[P =i T = WA =S TR I [ =P Y =TT Anonl __ac on
Original Price: | J6.00 3E.00 | -
Total number of item(s] on price sheet: 58
Ezpand all lines Print Price Sheet |
eo0o



ADDITIONAL ITEM PRICING

In addition to default base prices, Counterpoint provides 4 ways to determine the price at which
an item will be sold. These methods employ price rules.

Contract Prices

Promotional Prices

Special Prices

Planned Promotions

Price to a specific customer for an item or a group of items

Sale price for an item or a group of items for a designated
date range

Discounts or markups provided to customers, based on
quantity purchased, day of week, or other conditions of the
sale

Identify various items to include in a sale group and assign
random prices to each selected item. When completed, a
Planned Promotion creates Promotional Prices.

Price rules are defined for Contract, Promotional and Special prices.

All price rules allow specific customers, items, and dates to be defined. The only difference
between them is at what level the criteria are defined.

Contract Promotional Special
all rules within a | Dates Dates
Group Cust
each rule within | Prices Prices Prices
a Group Items ltems Items
Sales Customer Customer
Sales
Sales




ADDITIONAL ITEM PRICING

Contract Pricing

Select Inventory > Prices > Contract Prices

* Use to define a contract price for customers for specific merchandise

Click ‘ to define a new contract price

Name the contract at “Group
code” and enter a description.

Enter a beginning and ending
date and time, or select No begin
date or No end date.

Use the Customers filter to select
the customer or group of
customers for whom the contract
price is available.

Switch to the Rules tab to
add the rules for this contract.

Enter a description of the rule.

Use the Prices tab to define the
pricing for the rule.

-ioix]

QE+XEs |« (LT @S O-

@ o

Group code m Set Group Order
Descrjption [Members enly 103 discaunt ¥ Enabled
Miandmechoode [ [ J]@]
Main |Hules |
Date:

Begindate | / / =| ¥ Nobegin dats
Begin time |Beginning of day ¥

Enddate | / / ~| ¥ Hoend date
End time |End of day B

~Customer

Category |MEMBERS g

]
—
imixi

QE+XE 2| «ar /LT ES B 19

Group code |MEMBERS g Set Group Order
Descriptian [Members only 10% discount ¥ Enabled
Miy-and-match code ggj \

| Fnahle this Price (Grolin
[Frices = W
Piice-1 - 10% T
Mave down

Main  Fules |

Rule description |\tems |Sa\es
»|10% off category GOLF

[ Jnewline)

Ikem categary is [exactly) G...
e | e e ] =0

=]
s deseiption [10% off category GOLF Prices | ems | Sakes |
Custom = Use BOGO Twofer pricing [~ Feauive full aroup o aualiy [
Procedure
[ [rtin [Method [Basic Jamtspet |
ﬂﬂ 0000 Discount percent Price-1 10.0000
Items |ltem cateqory is [exactly) GOLF
Sales [ Al =
Prices |Price-1- 10%
Saveline
T ]
—




ADDITIONAL ITEM PRICING

Prices tab

Enter any minimum quantity required in

Prices |Items | Sales |

Usze BOGO/Twofer pricing [~ Bequire full group to quality [~

order to receive the price.

Select the method to calculate the price.

Select the basis on which the
calculation will occur.

Enter the associated amount or percent.

in gty IMethUd
0.0000 IF'iu:k price

Fined price

Dizcount percent -

Digcount amaunt Er!ce:g

Markup percent P::Eg-d

Markup amount
M argin

IAmta’pct

L%

Pick price Use the selected price level (Regular price, Price 1-6, Average cost,
Standard cost, or Last cost)
Fixed price Use the amount entered for Amt/pct

Discount percent

Use the percent entered for Amt/pct to discount the selected price
level

Discount amount

Use the amount entered for Amt/pct to reduce the selected price
level

Markup percent

Use the percent entered for Amt/pct to markup the selected cost (or
price level) Basis x (1 + entered %/100)

Markup amount

Use the amount entered for Amt/pct to increase the selected cost
(or price level)

Margin

Use the percent entered for Amt/pct to increase the selected cost
(or price level) to reach the identified profit margin

Basis / (1 — entered %/100)




ADDITIONAL ITEM PRICING

Enable Use BOGO/Twofer pricing to define these types of pricing:

Buy one, get one free
Buy one, get one for 50% off
Buy two for $1.00

Buy the first 10 for $.10, buy the next 10 for $.09, etc.
Buy multiple different items to qualify for a special price (via use of Mix-n-Match)

Examples:

Buy one item at Price-1 and get the
second item free

Buy one item at Price-1 and get the
second item for a 50% discount

Buy 2 for $1.00

Enable Require full group to qualify if
customer will pay price-1 when only
buying 1. If not enabled, customer pays
$.50 when only buying 1.

First 10 items are .10, the next 40 are .09,
the next 50 are .08, and any quantity
above 100 are .07

Prices lltems ] Customers] Sales ]

Use BOGOD/Twafer pricing [ RBequire full group to qualify [

Oty |Meth0d |Basis Amtpct
l 1.0000 | Pick price Price-1
20000 Fized price M4, 0.0000
Prices lltems | Customers | Sales |
Use BOGO/Twafer pricing [vw BRequire full group ta qualify [
Gty | I ethod | Baszig Amt/pet
Ld 1.0000 Fick price Price-1
2.0000 Discount percent Price-1 50,0000
Prices | Ikermns ] Sales ]
Use BOGO/Twafer pricing v Require full group to qualify [v
[ty | tethod | Basiz AmtApct
14 2.0000 |Fi:-ced price ﬂ M, 0.5000
Prices lltems ] Eustomers] Sales ]
Use BOGO/Twafer pricing v Bequire full group to qualify [
[ty |Meth0d |Basis Armtdpct "
n 10,0000 Fised price M i 0.1000
o 50.0000 | Fized price M A 0.0500
n 100.0000 Fixed price M i 0.0800
L 99,993,355,993.0000 | Fized price M A 0.0700




Prices lltems ] Eustomels] Sales ]

Usze BOGO/Twofer pricing [vw Eequire full group to qualify [
Buy two items at Price-1, get the third item

free. Oty | Method |Basis Amt/pet
o 20000 Pick. price Price-1
b 2.0000 | Fixed price M2, 0.0000

If customer buys six items, fourth and fifth
items will be priced at Price-1 and sixth
item will be free.

Use Mix N Match code in price rule if
different items are involved. Using the Items filter won't cover pricing that needs to look
at to multiple items for the quantity.

If BOGO/Twofer pricing is not enabled, last price break in rule is used for additional
items. In other words, fourth, fifth and sixth items will be free.



ADDITIONAL ITEM PRICING

Items and Sales Tab

Use the Items tab to filter the items to be

eligible in this price rule.

Use the Sales tab to filter other conditions

that will apply to the price rule.

Prices Items |Sales I

Itern rurmnber IEDKE [&I@
|tern categony I l,g [{u] I l,g
Sub-zateqary I l,g [{u] I l,g
ltem type |—;|
Primary wendor I L,EI@ to I L,EI@

Price-1 at least I

F'ricesl ltems ~Sales |

Stare I L,g
Dray of the week, I vI
Sale date iz on I s vI

Rule description |COKE 2 for $2.00 Prices IItEms | Sales |
Custom [~ Use BOGO/T water pricing [vw Bequire full group to qualify [
PFrocedure -
JQly |Method IBasis |Amtf’pct
. & ave fine C 2,000 Fived price WA [1.0000
Click Q- to save the rule I
and continue to define the next e e
Prices |Gty 2=31
rule for the same group. : _
Save line | -
J Rule deszcription ltems |Sa|es Prices “
This group has two 10% off category GOLF [tern categary is [exactly] GI... Price-1 - 10%

rules defined.

B [rew line)

COKE 2 for $2.00

Item nurnber iz [exacty] CO == A #==
EETS n&” Hux Hux A" EETS

Gty 2 =21

When all rules have been defined, click = to save the group.




ADDITIONAL ITEM PRICING

Promotional Pricing

Select Inventory > Prices > Promotional Prices

* Use to define special pricing for items that incorporates:

- who the item is sold to
- what items are included
- when the item is sold

Click “ to define a new
promotional price.

Name the group code and specify
the timeframe for the promotion.

Switch to the Rules tab to add a
rule for the promotion.

Enter a description of this rule.

Use the Prices tab to define the
pricing for the promotion.

QE+X@e « > L B@mS-BO-|9-

=lolx|

Group code |IULY4 2 Set Group Order
Diescription [uly 4 Sale - 15% off Gol ¥ Enabled
Mix-and-match code &
Main |Hu\es |
Date

Begin date | 7/ 1/2009 vI [~ Mo begin date
Beain time | Beginning of day 'I

End date | 7/ 4/2009 'I [ Mg end date
End time |End of day 2

5]
)
-loix

B+XE8 e
Group code [JULY4 J

«>r LT WSS

@ B

Set Group Order
Descrption [July 4 Sale - 15% off Gof ¥ Enabled
Mig-and-match code 2(:]

Man s |
Rule description |\lems |Eustomels Sales Prices | -
Iove v
2 Category GOLF  [tem categary betweeen.., ==4) == == Al = Price-1-15%
e | e s | v Mzt

| [new ling)

1]

Pricss |Items | Customers | Sales |

Rule description |Category GOLF

Custor [ LUse BOGO/Twater pricing [~ Fequire full group ta quality [~
Procedwe [ ]
Min gty Method |Easls |Aml.‘pcl
Customers | &l = 0.0000 Discount percent Price-1 15.0000
ltems |Item category between GOLF and
Sales [ Al =

Prices |Price-1-16%
Saveline

3




ADDITIONAL ITEM PRICING

Items, Customers and Sales Tabs

Frices ltems |Eustomers| Sales I

Use the Items tab to filter the eligible tem s | & 1= [63]
items. Itemn categary m ] IGDLF E
Sub-category I—E to I E
[tem type Iﬁ
Prirnary wendar I lél@ ] I l’g@

Frice-1 at least I

F'ricesl ltems  Customers | Sales I

. Custamer # gt;ﬁ ta gi;j
Use the Customers tab to filter the ! !
. Cateqary I g ta I g
eligible customers.
Cugtomer type I vl
Sales rep I g :i ta I g :i
City |

State I
Zip code I ta I

F'ricesl Items I Customers  Sales |

Use the Sales tab to filter for other
conditions under which the Day of the Week| -

promotional price rule applies. Sale date s on [ 7/ -
Sale date and time is l:unl s vI




ADDITIONAL ITEM PRICING

Exercise 8: Creating Price Rules

Try it Yourself! In this exercise, you will learn how to:
— Create a two-fer price rule
— Set a valid date range for the price rule

SCENARIO: For an upcoming golf tournament, you want to offer a special on the item BAG-ST
that normally sells for 79.99. During the tournament, you will sell two bags for $150.00 or

$ 75.00 each, and you want the rule to only apply if the customer buys at least 2. The dates of
the tournament are November 8 and 9 of 2014 (use current dates for the tournament dates).

Complete these steps:
1. Select Inventory > Prices > Promotional Prices.

Name the price group FALL T, with a description of Fall Tournament.

2. For Begin date, select November 8, 2014, and beginning of the day. For the End date,
select November 9, 2014 and end of day.

The Promotional Prices window should now look similar to this.

[ Promotional Prices g@@
8 < -8 19
Group code [FALLT -]

Description |Fa|| Tournament |v Enabled

Mix-and-match code | I£ |®

Main lFiuIes ]

Dates

Beqin date {11/ 8/2014 ~| [ MNobegin date
Beqin time | Beginning of day -

End date [11/9/2074 ~| [ Noenddate

End time |End of day -




3. Onthe Rules tab, enter a Rule description of BAG-ST - 2 for $150.00.

On the Prices tab, enable Use BOGO/Twofer pricing and Require full group to qualify.
Set Qty to 2 and the Method to Fixed price.

Enter 75 for Amt/pct.

-0
QE+XEe|lar A G O 19
Group code IFALL T g St Group Order |

Dlescription IFall taurnament ¥ Enabled

Mix-and-match code I gij

Main  Rules |

Fiule description |Items |Eust0mers Sales Frices | |
- Move up |
> [neW ||ne] EEes A" EEr EEes A" EEes Hxx A" EEes

Move down

Rule deseriplion [BAG-5T - 2 for $150.00 Pices | tems | Customers | Sales |
Custam [~ Use BOGO/Twafer pricing [v Require full group ta qualify v
Frocedure I _I
Oty |Meth0d |Basis |Amt.-"pc:t

LCustomers I"""A i
(s Imm
Sales I D

Prices I""" Undefined ==

K3

2.0000 | Fixed price [RF 75.0000

Save line | ﬁ J

On the Items tab, enter BAG-ST. You are not limiting the customer or sale conditions.

Prices  Items |Eustnmers| Salex |

ltem number [BAG-5T ==
|tem category I l,g to I L,g
Sub-category I I&I to I [8
Item type I—Ll
Prirary wendor I L,EI@ to I Ig@

4. Click m to save this new rule. Then click E to save the Fall T Group.

E— (D O) =l = (= 2 T0] (<] = —



ADDITIONAL ITEM PRICING

Creating Mix and Match Codes

Select Inventory > Prices > Mix-and-Match Codes

* Use to define a code to use for mix-and-match pricing
* Assign code to all items that are eligible to be included in a particular price group
* Define a price group that uses the mix-and-match code

=lofxi
QE+XBE «A» LTS 9

Mix-and-match code IGB Lﬂ
Drezcription IGDIF Ballz

Price bazed aon ITDtaI quankity j

Mix-and-match prices can be based on:
- Total quantity purchased of all items with the mix-and-match code
- Total Price-1 purchased of all items with the mix-and-match code
- Total weight of all items with the mix-and-match code
- Total cube of all items with the mix-and-match code
- Total numeric profile of all items with the mix-and-match code



ADDITIONAL ITEM PRICING

Assigning Mix and Match Codes

Select Inventory > Utilities > Assign Mix-and-Match Codes

* Use to assign or remove a mix-and-match code to multiple items

[E3 Assign Mix-and-Match Codes =10l x|

Order by IItem nmber j

r—Far these item

Iterm number I Ig@ ta I 18@
Item category IGDLF—E
Sub-category IE‘ALLS—E
Item type Iﬁ
Primary vendar I 18@ ta I 18@
Price-1 at least I—

Do thi
& Assign Mix-and-t atch code IGB IEI@
Inciude items that already have a Mis-and-Match code [~
= Remove Mis-and-t atch code I JEZ]
E-mail Freview | FErint | Update items | Optiong > | Lloze Help
Date 11222008 Time B:16:024AM Page 1

FOR DEMOMSTRATION PURPOSES OMNLY
Assign Mix-and-Match Code Report [Rewiew Only)

Assign Mix-and-tatch Code GB

Remowve all Mix-and-hMatch Codes

Inzlude tems that already hawve a Miv-and-Match code
Orderby:tem number

ftem: kem categoryis (exactly) GOLF and
Sub-category iz (exactly) BALLS and

ftem type is (exactly) Inventory

ftem # Deszcription CategfSubcat Mix-and-Match code Mew hix-and-katch Code
OUN-DOH Dunlop ODH 110 Balls GOLFMBALLE Gh
ODUN-DI15 Dunlop Distance Balls GOLF/BALLS GH
DUNH-TI Dunlop Titanium Balls GOLF/BALLS GE
bl AH-HT tdaxfi HT Ballz GOLF/BALLS GA
M AK-MOT Maxfli MO Tungsten Balls GOLF/BALLS GH
M AX- REY Maxfli Rewalution Balls GOLF/BALLS GH
MAK-TP Maxfli Tour Patrot Balls GOLF/BALLS GH
MAK-KSD Maxfli X5 Distance Balls GOLF/MBALLS Gh
MAK-KET Maxfli X5 Tour Balls GOLF/BALLS GH
PIN-EQ Pinnacle Equalizer Balls GOLF/BALLS GH
PIN-EXT Pinnacle Extreme Balls GOLFMBALLE Gh
PIN-GLD Pinnacle Geld Balls GOLFMBALLE Gh
PIN-TI Pinnacle Titanium Ballz GOLF/MBALLS Gh
TOPR-3TOD TopFlite Strata Distance Balls GOLF/BALLS GA
TOP-5TT TopFlite Strata Tour Balls GOLFBALLE Gh
TOP-XLL TopFlite XL Long Balls GOLFMBALLE Gh
TOP-HLS TopFlite KL Spin Ballz GOLF/BALLS GA
TOP-HLT TopFlite KL Titanium Balls GOLF/BALLS GA

1% itemi=)in report

-- End afreport --




ADDITIONAL ITEM PRICING

Special Pricing

Select Inventory > Prices > Special Prices

* Use to define special pricing for items that incorporates:

- what items are included

- who the item is sold to
- when the item is sold

Click + to define a new
special price.

Name the group code.

Enter a rule description.

(B8 special Prices

AH+XEBe|ar|pEmE- 819

=101 %]

Group code |GB 2 Sef Group Order
Diescgiption |4y 4 Dozen for $100 ¥ Enabled
Miz-and-match code |GB 9 :]
Rule description Iltems ICuslomels Sales |ches | |
Move up
ﬂ [new line) N Al s A

Mave davin

Fiule description [y 4 Dozen GB for $100 Fiizes | teme | Customens | Sales |
st (] Use BOGO/ Twofer pricing [~ Flecuire full aroup to qualiy ™
Pocsde[ ]
| [t quantin] Method [Basis [t spet
Customers [* Al (x| 40000 Ficed price N/, =
tems | &l
Sales [l
Pricss [~ Undefined "
Save line

Define the price

Prices |Items I Euslomersl Sales I

Use BOGO/Twafer pricing [

Bequire full group to qualfy 7

Total quantityl Method | Basiz

|Amt.-"pct

i 4.0000 Fixed price MAa

Frices  Items |Eust0mers| Sales I

[

Iterm rumber I

Pl

o] EE

Item categaory I

Select the items

2

tol Iﬂ

Sub-category I

i

Item type I - l

tol Ig

e =

| Sales I

T = |

==

Prirnary - !
F‘nc:esl Items  Customers
Price-1
Customer # I
Categary I

Customer type I - l

& el =i

Select the customers

Sales rep I

Pl el

Define conditions of the sale

Pricesl Items I Customers  Sales |

Store [MAIN =
Ciay of the week I vl
Selling unit IStocking VI




ADDITIONAL ITEM PRICING

Exercise 9: Creating Mix and Match Pricing Rules

Try it Yourself! In this exercise, you will learn how to:

— Create a mix-and-match Code

— Assign the mix-and-match code to SHOES and SHOES - MEN
— Create the price group that uses the mix-and-match code

SCENARIO: You will give a 10% discount off shoes if the customer purchases at least 5 pairs.

Complete these steps:

1. Select Inventory > Prices > Mix-and-Match Codes.

Name the code SHOES with a description of Shoe Discount and base the price on Total

guantity.

—
QR+ X& s

Mix-and-match code ISHDES g :]

p‘p 3 g.‘[@i

Drescription ISMDE Dizcount

Piice based an ITUIa\ quantity -

2. Select Inventory > Utilities > Assign Mix-and-Match Codes.

At Item number, enter SHOES and SHOES — MEN.

Select to assign the SHOES Mix-and-Match code.

Your window should now look
similar to this:

Click Update items | .

=
Order by IItem number j
r—For these item:
Item rumber [SHOES 2] o [sHOESMEN Pl
Item categaory I—E
Sub-category l—@
Item type I—LI
Primary wendar I @g to I @g
Price-1 at least Ii
Do thi
* Assign Mjz-and-M atch code ISHDES Ig@
Include itemns that aleady have a Miz-and-Match code [
= Remaove Mix-and-Match code I LC\'Q
E-mail Preview | Frint | Update tems | DOptiong »» | LCloze Help




3. Select Inventory > Prices > Special Prices.
Enter a Group code of SHOES with a Description of Shoes Discount.
Select the Mix-and-Match code SHOES.
Enter a Rule description of 10% off Qty > 5.

On the the Prices tab, enter a Total quantity of 5, Set the method to Discount percent, the
basis to Price-1 and Amt/pct to 10.

=10/ x|
QEH+XE 2|« |pEE5 -8 |9
When completed, the ED"D:’ I'i:f:;mm B _ S v O |
window should look Miandnachesde 05— 0T .
similar to this example: T [ Eutnzs Sakr [Frces ]
| ¥ inev line) o ] e ) R Mave up

Move down

Fiule description |1 (% off Quanity >5 Prices | Items I Customersl Sales I

Usze BOGOTwafer pricing [~ Bequire full group ba qualifp [~

Custom [~
Procedure I _I
Tatal quantltyIMethnd IBasls IAml.-"pct
Customers | Al £.0000 Discount percent Price-1 10.0000
ltems [ Al =

Sales [ Al =
Prices ITotaI quantity 5 => Price-1 - 10%

Save line |

Click m to save this new rule. Then click E to save the SHOES price group.

S END OF EXERCISE S




ADDITIONAL ITEM PRICING

Planned Promotions

Select Inventory > Prices > Planned Promotions

* Use to define various prices or discount percentages for randomly selected items

[ rocaedpromations =0l
At Group code, enter the name B+ x=<«r|2x5-8 |9
that will be used for the | |
promotional price group. Enter a Dascrptn [Lako Doy Sae o
description. Sin o [0 M e m,,,

fogn date [(ROV0E =
Enddas (3052005 =

Select the store or click

It pusmsbeet Descriphion lhmm |Pn.:n-1 Emmx |P.a.g.|um |mﬂ|hmm ﬁ

2l stares | if the prices will be EETE Durkcp Thormm Bl [ Z=® 000 T0H  m0

. [ JeomrL7 Addams Tight Lins T Wiood EACH % 30 ETE T P 1]

available at all stores. [ernar o bt vt g -1 s2e EACH 128 Som 123 000 12M

[Jersmar ot st wahiops. 1 52 EACH 199 50000 195 50000 185
| |A4PLEHOES Gl shoms -Moes: -1 size EACH 359 50000 L L

. Jtem rumbes Praf unit Pramo
Enter beginning and ending dates o ! e i
Duriop Tisrmm Bals Prea] [R5 Djee X [10.0034 [siee b I
Ak derr: Feeguor pice [20.59 Dijec % [10.0034

To add items

Select an item and enter the new price or discount percent for either Price-1 or Regular
price.

To add more than one item at the same time, click Fuell fiuis
2%l
Item:
Itern number I Hg to I Ldg
Item category [AFPAREL [ to|erParEL =)
Sub-category I Lﬁ ta I Lﬁ
Use the item filter to select the items. | =
PFrimary vendar I Hg ta I Ldg
Price-1 at least I—
Enter the discount percent to be applied to
either Price-1 or Regular price for the i
promOtlon Dizcount % [5.0000
From | Price-1 'I

Ok I LCancel | Help |

After all items and prices have been determined, click ﬂl to print a list of the items
and prices.

Click __Lresteprama | to actually generate the promotional price rules.

To edit a planned promotional price rule after it has been created, use Inventory > Prices >
Promotional Prices.



PRICING EVALUATION ORDER

To determine the selling price, Counterpoint looks for a group code with a price rule that
matches the item. Price types are examined in this sequence:

1. Contract Prices

Search far I Kepword I Filtered ‘:r'/
Evaluated in group code LookUp I[Default] j Order by IT_I,Jpe j
sequence ) ; ; ; :
Edit | Sdd [F2] | Zonm [FE] | Preview | Frint | Eilter | Options »> |
Diezcription -
olf Club contract
Dizcount for Members T
K1 _'l_I
Ok Cancel | Help |
_I Rule description Iltems ISaIes IF'rices
Considers rules in order :‘18HD|ES oh Tues (@ 2400 Item number between TEHE . Day of the week iz [exactly] Tue. 24
within each group code. ] new fne) Al A

2. Promotional Prices
Following the Group code and Rule order

3. Special Prices
Following the Group code and Rule order

4. Price-1
If no rule matches the item being sold, Price-1 for the selling unit is used.

Price-1 for the specific cell and locaiton
Price-1 for the specific cell

Price-1 for the specific location

Price-1 for the item



PRICING EVALUATION ORDER

Setting Group Order

Click M to order groups within a type of pricing

BE+XEs <> LB =G O-

Group code IMEMBEHS
[+ Enabled

Description IMembers only 10% discount

~=al=]

Set Group Order |

Mix-and-match code I L/:\ig
Main |F|ules I
Date
e 21
Begin time [Begiming of day 7] pove |
P Contract  [MEMBERS  |Members anly —
Enddzte [ /7 =] M Mo [ Coact | BAKERGOLF  Bil Baker Gok Club cortract Move D°""”|
End time IEnd of day 'l
rCustomer:
Category [MEMBERS 1=
ak | Cancel | Help
3]
tove Down Move Up s .
Use and to change order of Group Codes within a price type.




PRICE TEST

Select Inventory > Utilities > Price Test

* Use to test the price that is calculated for a specific selling situation and what

components were used to calculate the price

* Use to determine the loyalty program used for earning and redemption points

Enter conditions of
the sale.

Click Get Price

The calculated price
appears, along with

the information used
to calculate it.

Loyalty program
outputs tab shows
details for earning
and redemption
points under
customer's loyalty
program.

1ol
Inputs
Customer # [1000 (=@ | il Baker Store [MAIN =] Main Store
Item number IBAG-ST m' Deluze bag with stand Ship-fram location IMAIN 18@| Main stare location
Quantity I3.DDDD J” EACH j Pricefrom location IMAlN 18@| Main stare location
As of [11/6/2010 _~||Beginning of day =]
[1 [EacH -1 [EacH
Extended weight | 0.0000 Mix-and-match code
Extended cube | 0.0000 Frice bazed on v
Outputs Calculated in 374 miliseconds
Fricing outputs | Loyalty pragram outputs |
Checked 1 rule groupls) and 1 milefs) - - = = —
. Frice Price group | Price group Price le Oty priced |Urit price | Cell
Calculated price |71.8300 method description description
Unit price range |?1.SSDU - 71.9900 L Contract MEMBERS  Members anly 1... 10% off cat.. 3.0000  71.9900
Ext pre | 215.9700
Gty on sale | 0.0000
Ext price on sale | 0.0000
Frice-1 79,9900 Forget previously calculated
Uni retal | 79,9900 price and do full recalculation
Regular price |?9.SSDU
Mizp atch contrib,
NP 2|
Clear cache | Get Frice I Clgar fields LCloze | Help |
Pricing outputs ~ Lovalty program outputs
Loyalty program |LDYAL-1 Layalty program 1
—Earming: —Fedemption
Checked 1 rule(s] Checked 1 rule(s]
Paints eamed | 215.9700 Redemption eligible | Eligible
Eamings rule # |1 Redemptian rule # | 1
Fiule description | 1 point per dollar Fule dezcription | Use as cash
Custom procedure
Points per amaount | 1.0000
Paintz per unit | 0.0000
Earm on zale items | Mo
Eamn on price overide | Mo
)




KITS

Type of Kits
Type of Kit Characteristics
T_ag—along sales e Parent item can be any type of item.
kit « Component item can be any type of item.

¢ Component item can be the parent of a different kit
¢ Component and parent items appear on ticket with their own prices.
¢ Component items cannot be changed on ticket.

o Component prompt controls whether component item is included
when parent item is sold

¢ Note can appear when kit is sold
e Parent and component item inventory is reduced when kit is sold

Example: Golf club (parent), golf balls, golf glove (components)

Group Tag-along ¢ Parent item can be any type of item.
sales kit e Component item can be any type of item.

¢ Component item can be the parent of a different group tag-along kit
but cannot be the parent of a tag-along or misc kit

¢ Component and parent items appear on ticket with their own prices.
¢ Component can be set to be required
e Component items cannot be changed on ticket.

e Component prompt controls whether component item is included
when parent item is sold

¢ Component items can be deleted from ticket; deleting a required
component results in deleting the entire kit

¢ Note can appear when kit is sold
¢ Parent and component item inventory is reduced when kit is sold

Example: Bottle of soda (parent), bottle deposit (component)

Miscellaneous e Parent item must be non-inventory or service type of item.

sales kit e Component item can be any type of item, except serialized or
parent of a different kit.

e Parent item’s price is the selling price for the full kit, including
components.

¢ Component items can be substituted on ticket if kit definition allows.
Cannot use tagalong kit as a substitute. For gridded items with
gty>1, can only substitute from a single cell. Quantities cannot be
changed.

e Component item inventory is reduced when kit is sold

Example: Oil change (parent), oil (component), oil filter (component),
labor (component)




KITS

Type of Kit

Characteristics

Bills of material
kit

¢ Parent item must be an inventory item type.
¢ Component can be inventory, non-inventory or service item type.

e Parent item must be assembled into inventory before it can be
sold.

¢ Parent item inventory increases and component item decreases
when kit is assembled.

¢ Component items can be received or assembled into inventory,
using a different Bills of material kit

e Parent item is sold as a finished product.
e Parent item inventory decreases when kit is sold.

Example: Gift Basket (parent), soap (component), soap dish
(component), lotion (component), basket (component)




KITS

Tag Along Kits

Select Inventory > Sales Kits

* Use to associate one or more items when a parent item is sold

* Parents can be any item, regardless of item type or tracking method

* Gridded component items prompt for cell detail at the time of sale

* Substitutions are not allowed, although individual components can be deleted

* Component prompts appear when kit is sold, but not item prompts

Example: You offer a Beginner Golfer basket of items. To add all of the items to a ticket, the
user only has to sell BGBASKET.

MBI
Parent Item number [BGBASKET |2 Eeginner Giokers Basket
Item number | J Include parent [v
Thiz iz a basket of itemz that beginner golfers J J
could use. .
Cornment Dizplay naote
Great gift idea. J J
Compaonent iterm # | D escription | Quantity | Uit Quantity method "Ll
o APL-HAT Galf hat with logo - 1 size 1 EACH Per parent quantity
| |CART Cart Fee 1 EACH Per parent quantity
Components | |9HOLES Greens fees - 9 holes 1 EACH Per parent quantity
o DLM-TI Dunlop Titanium Ballz 1 5LV Fer parent quantity
o GLOWE Deluxe Golf Glowve 1 EACH Fer parent quantity
o TEES Bagof Tees 1 EACH Per parent quantity
2 [newy line) 1 Per parent quantity
Next com ponent Itern number D escription Quantity  Lnit Oy method
Item number | ) |1 .00an |Stocking ﬂ |F'er parent quantity j
Cell M AR
Component prompt |
Qty method

adjust the component's quantity (in the specified unit) for each
parent item that is sold

Per parent quantity

Fixed component's quantity doesn't change when parent quantity is

changed
Component prompt Question to ask the clerk for a component "Include this
component”. Yes or No answer during the sale determines
whether the component will be included on ticket.



KITS

Exercise 10: Defining a Tag-Along Sales Kit

Try it Yourself!

Scenario: You sell soda by the bottle, which has a deposit fee that you need to collect.

1.

2.

Select Inventory > Sales Kits.

For the parent Item number, look up and select the item SODA. Select Tag-along item for

the Kit type.

For the component Item number, look up and select the item DEPOSIT. Select a Quantity
of 1, Unit of EACH, and select Per parent quantity for the Qty method.

Save the Sales Kit.

JT=T
QE+XB 4> LT 5819
Item number ISDD.’-\ LC\IQ| Battled Soda
Kit type ITag-anng iterm j Include parent
=l -
Commert Digplay note
[ -] [~
Carmponent itern # IDescriplion |Quanlit_l,l |Unit IGuantit_l,l method I;
: _ A
_9‘ DEPOSIT Bottle Deposit 1 EACH Per parent quantity
a [rozwy line) Per parett guantity hove dovwn |
5]
Item number Description Huantity  Lnit Oty method
DEPDSIT P& [Battie Deposit f1 [EarH | [Per parent quantity =]
Cell

Select Cell |

END OF EXERCISE
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Selling a Tag-Along Kit

When a Tag-along sales kit is added to a ticket, the Parent and each Component item
is added to the ticket on separate lines, each with its respective price.

-lo/x]
QBepreE X a8 9-
Customer # MName Sales 1ep Diocument
|CASH 2P| @|/Cash Customer MGR L@ [aUTO-ASSIGN)
Itern nurmber IDescription Quantity | Price |Gross line: item price |Line dizcaunt |Line item price I;'
_ |BGBASKET Beqinner Golfers Basket 1 5.00 5.00 0.00 5.00
_|APL-HAT Galf hat with loga - 1 size 1 9.99 9.99 0.00 999
_|CART Cart Fee 1 10.00 10.00 0.00 10,00
_|3HOLES Greens fees - 9 holes 1 18.00 18.00 0.00 18.00
_|DUM-TI Dunlop Titanium B all: 1 9.00 9.00 0.00 9.00
_|GLOVE Deluxe Golf Glove 1 11.99 11.99 0.00 11.99
_|TEES Bagof Tees 1 093 093 0.00 099
E [t ling]
I Sale Item number Quantity Price Met line price
Return || \2'@' I_ J | I I
More >> |(new line) ISTockmg -
Line item information Document totals
e Gross subtotal: 64.97
: Document discount: 0.00
Calculated price: Subtotal: B64.97
Unit retail: Gift cards: 0.00
Misc charges: 0.00
Tax: 7.3
Total: 72.28
Amount due: 7228
Payrment ‘ Complete ‘ Delete line
£ | User: MGR | Store; MAIM | Station: 1 | Drawer: 1 | 1/18/2011 G144 AM

When the ticket is completed, inventory for the Parent and Component items are

adjusted.

The parent and each component item is shown on the customer receipt with their

respective prices.
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Defining a GroupTag-Along Kit

Use rather than a Tag-Along kit if greater control over components is desired
Parents can be any item, regardless of item type or tracking method

Gridded component items prompt for cell detail at the time of sale
Substitutions are not allowed

Individual components can be deleted

If Required component is deleted, entire kit is removed from ticket

Component prompts appear when kit is sold, but item prompts do not appear

@ Sales Kits

+ X 40> L F o989

Item number |BﬂG-THV I@ Galf bag travel case
| =l g
Comment Dizplay note
Component item # | Description Quantity et Quantity method | -~
| |BGBASKET Beginner Golfers Bagket 1 EACH Per parent quartity
| |2FERSON Two Perzon S pecial 1 EACH Per parent quantity
| |BEER Beer 1 EACH Per parent quantity
a CAKE Cake slice 1 EACH Per parent quantity
a CaAMDY Candy 1 EACH Per parent quantity
_§ [rEw ling) 1 Per parent quantity
“
Itern number Description Huantity  Unit
9' 2 |1 | Stacking j
Cel N, |5 Return Line
Bequired v

Caomponent prarmpt |



Kits

Selling a GroupTag-Along Kit

When a Group tag-along sales kit is added to a ticket, the Parent and each Component
item is added to the ticket on separate lines, each with its respective price.

4 Ticket Entry

@l = X -
Customer # Mame Sales rep Document
|CASH 2| @|/cash Customer MGR [ 2] @||(AUTO-ASSIGN)
Item rumber |Descripti0n |Quantit_l,l |F'ric:e Gross line item price |Line discount |Line item price | | -
BAG-TRY Golf bag travel caze 1 39.99 3999 0.0 39.99
BGBASKET Beginner Golfers B azket 1 B.00 5.00 0.00 5.00
APLHAT Golf hat with loge - 1 size 1 993 999 0.00 999
CART Cart Fee 1 10.00 10,00 0.00 10.00
9HOLES Greens fees - 9 hales 1 18.00 18.00 0.00 18.00
DUN-TI Drunlop Titanium Balls 1 9.00 9.00 0.00 9.00
GLOVE Deluxe Golf Glove 1 11.99 11.99 0.00 11.99
TEES Bag of Tees 1 0.4s 099 0.00 043
2PERSON Two Person Special 1 4E.00 46.00 0.00 4E.00
EEER Beer 1 2.00 2.00 0.00 200
CAKE Cake slice 1 2.00 2.00 0.00 200
CAMDY Candy 1 1.00 1.00 0.00 1.00
18HOLES Green fee - 18 holes 1 3E.00 46.00 0.00 4E.00
CART Cait Fee 1 10.00 46.00 0.00 4E.00
| DISCOUNT-3 43 Dizcount 1 -3.00 46.00 0.00 4E.00
_> [rew line) 0.oo w
IT Item number Guantity Frice Met line price
Reun || Llall ] |
More 3> (new line) |STook|ng j
Line item information Document totals
: Gross subtotal: 198.96
: Document discount: 0.00
Calculated price: Subtotal: 198.96
Unit retail: Gift cards: 0.00
Purchaze reguest #: Misc charges: 0.00
PO #: Tax: 19.15
Receiver count: Total: 2181
Amount due: 218.11
Pavment Complete
* Mot clocked in * User: MGR | Store; MAIM | Station: 1 | Drawer: 1 | 2/1/2013 H05PM

If Group tag-along kit includes components that are parents of other kits, components of
those kits also appear.
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Miscellaneous Kit

Select Inventory > Sales Kits

* Use to associate one or more items with a single miscellaneous (non-inventory or
service) parent item

* Substitutions are allowed for components when selling

* Price of kit can be adjusted based on final selections at time of sale

* Parent price is proportionally spread across components for sales history, based on
Price-1 of each component.

Example: You offer a group of golf items, with flexibility for customer choices on some

components.
-iBix
=] - . . .
QEH+XE <> | LTS8 w9
Item number IMISC KIT Lﬂ@| Mizcelaneous Gaolfers Kit
Kit type IMisceIIaneous j Include parent ¥
Camnent Dizplay note
Component iterm # | Description |E!uantit_l,l it Quantity method | - Wove up |
| B APL-HAT Golf hat with loga - 1 size 1 EACH Per parent quantity —
| |APL-UME Golf urnbrella 1 EACH Per parent quantity Move down |
|| DUN-DDH Dunlop DDH 110 B alls 1 5LV Per parent quantity
| |SHIRT ten's Polo 100% cotton 1 EACH Per parent quantity
] [new ling] Per parent quantity
Itern rumber D escription Quantity  Lnit
BFLHAT [2l@) | Gol hat with loga - 1 size [ [EACH =l

Cell |N72) SelectCel |
Allow substitution with IDefined Substitutes 'I Frice adjustment I.t‘-‘qdiust Price 'I Compare price level IF'ric:e-'I 'I

e Price rules have no effect on components

e Accounting distributions updated for components, not parent
o Discount and tax based on parent item

e Can only release entire kit from orders
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Selling a Miscellaneous Kit

When a Miscellaneous sales kit is added to a ticket, the Parent and each Component
item is added to the ticket as a group, using the Parent’s price as the price for the kit.

Component can be substituted if allowed for component in kit defiition. Kit’s price can be
adjusted for component substitution.

Individual component lines cannot be removed from the kit.
Component item inventory is updated when ticket is completed and posted.

Sales History is created for both parent and component items when ticket is posted.

-l xd
BB E X &8 19
Custamer # M ame Sales rep Document
[CASH P @|Cash Customer [MGR [ P]@][(AUTO-ASSIGN)
_Iltem number |Descripti0n Iﬂuantit_l,l IF'rice |Gross line item price |Line dizcount ILine item price I;I
MISCKIT Golfers Kit 1 67.99 67.99 0.00 67.99
APL-HAT Golf hat with logo - 1 size 1 1299 0.00
APL-UMB Golf umbrella 1 14.99 0.00
DUN-DDH Dunlop DOH 110 Balls 1 9.00 0.00
SHIRT Men's Polo 100% cotton 1 2493 0.00
> [new line)
I Sale tem number Guantity Frice Met ling price
Return lﬁl@l | | I I
More >> |lnew line) Stocking |
Line item information Document totals
: Gross subtotal: 67.99
c Document discount: 0.00
Calculated price: Subtotal: 67.99
Unit retail: Gift cards: 0.00
KMisc charges: 0.00
Tax: 289
Total: 70.88
Amount due: 70.88
Payment | Complete ‘ Delete line
§| | User: MGR | Store: MAIN | Station: 1 | Drawer: 1 | 1/18/2011 5:52 AM
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Bills of Material

Select Inventory > Bills of Material

* Use to create a pre-built kit, or a parts list for a sellable finished product

* Parent items can only be Inventory-type items, but can be any tracking method

* Component items can be Inventory, Non-inventory or Service item type

* Use Quick Assemblies to put the parts together into a sellable parent item

Example: You offer a gift basket of items that is pre-wrapped by your staff before it is sold. The
item BOMPKG is the gift basket that contains the other items. Your cashiers simply sell

BOMPKG.

Parent
Item number

Components

Next component
Item number

@ Bills of Material

A el AP= 5 I

[)\9 o

=0l x|

Item number IBUMF‘KG H@l Golf Starter Package
Cell | (N/8]
Comment :II
Component Description Component | Linit Al Allow cell [ Allow ghy = b
: - - Howe up |
item # quantity substitutions | change change
| P[APLHAT Galf hat with logo - 1 size 1.0000 EACH N M N Mave daown |
| |ADMAMI-P Adams WMI Putter 1.0000 EACH Y M N
| |DUM-DDH Dunlop DDH 110 Balls 1.0000 DOZ Y M N
| |SHIRT Men's Polo 100% cotton 1.0000 EACH N by N
<] | _>|_I
|termn number Huantity Unit
[APLHAT P12 Gok hat with loga - 1 size. {10000 [E4CH I Allow gty change
Cell | (N4 Select cel | I~ Allow cell change
rllovy item substitution
[~ From substitute items tem filter
I™" From fiter Item number I JEZ] or
ltems Item number I =] o
i Item number I J z]
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Quick Assemblies

Select Inventory

e Use to assemble

components for a

Bills of Material k

> Quick Assemblies > Enter

Quick Assemblies Enter - Batch:MGR - 10| x|
the Item number |BDMF’KG |@ Golf Starter Package Lhange component locations |
it Location [MAIN | ~1@) Main store lacation

Transaction date | 7/13/2003 -
Huantity |3 EACH
Drocument #
Feference |
Component item |Description Linit quantity | Component unit [ Additional quantity | Total quantity -
| D|APLHAT Golf hat with logo - 1 zize 1.0000 EACH 0 3
| |ADMAMIP Adams V| Putter 1.0000 EACH 0 3
| |DUN-DDH Dunlop DOH 110 Balls 1.0000 DOZ 0 3
| |SHIRT Men's Polo 100% cotton 1.0000 EACH 0 3
<] | f
ltem number [4PL-HAT [ 2] |Golf hat with laga - 1 size
EACH
Cormment |
Component item
# of components 4
Component location  Mal i .
Catego/Subcategony APPAREL/MENS FErrint form Total component guantity 1z
Stocking unit  EACH Post Tatal cost of components 247 6983
Cost per aszembled unit 82 BEE1
Gty on hand 34
Gty committed 3
Oty on PO's il
Gty on BO 0
Met quantity 82

Unit quantity

guantity of the component per kit definition

Extended quantity

quantity of the component, scaled for the quantity being assembled

Additional quantity

quantity of the component that was left over or that broke during
assembly

Total quantity

extended quantity + additional quantity

Color of component line

Red Item not stocked at specified location or detail is missing, such as specific cell
for a gridded item.
Quick Assembly cannot be saved until corrected.

Yellow Serial number is missing

Green Changes can be made to item

Gray Changes cannot be made to item

3-83
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Quick Assembly Edit List

Select Inventory > Quick Assemblies > Edit List

* Use to preview a report of unposted quick assemblies

[B5 quick Assemblies Edit List

Parameters | Quick Azzembly History Parent I [tenn I

Batch IMGH Lﬂ| Batch created for MGR.

=10l x|

E-mail I

Preview Print DOptiong »»

Cloze |

Date 732520039 Time 1:57:33PM

FOR DEMOMNSTRATION PURPOSES ONLY
Quick Aszemblies Edit List

Component item location is displayed when different from parent item location.

* bytotal quantity indicates that it was rounded up to comply with the maximum quantity decimals setting for this group of items.
Order By: Bat ID, kem #, Grid dimension 1 zequence #, Grid dimension 2 sequence #, Grid dimenzion ¥ sequence #, Location, Trx date, Sequence §

Fage 1

-- End of repart --

Farent item # Description Quantity Unit
Locati on Trx d=te Cell f Serial # E=t I0 Document #
BOMP KG Golf Starter Package 3.0000 EACH
h Al 0732009 MGR
Component item # Description Unit qty Estended gty Unit
Cell # Serial # Additional qty Total qty Estimated unit cost Estimated ext cost
APL-HAT Golf hat with lago - 1 size 1.o000 0000 EACH
o.ooon a.0000 516749 15.50
ADM-l 1P Adams Wl Putter 10000 a.0000 EACH
o.oooo .oooo 46 3586 12008
OUM-DOH COunlop OOH 110 Balls 10000 a.0000 ooz
o.ooon a.0000 180496 54146
SHIRT Men's Polo 100% cotton 1.0000 3.0000 EACH
BluefSmall o.ooon a.0000 1284900 38487
BOMP KG totals: Total component gty: 1z.0000 Estimated ext cost: 247.70
4 component lines) Estimated unit cost: 815700
Report totals:
1 pament line(s) Tuatal parent qty: 3.0o00 Estimated total cost: 24770
4 compeonent linels) Total comp gty: 120000
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Printing a Quick Assembly Form

Select Inventory > Quick Assemblies > Forms

* Use to print a form for the quick assemblies

@ Quick Assemblies Forms

Parameters | Quick Azzembly History Parent I [temn I

Batch [MGR

¥ Piint costs

H| Batch created for MGR.

=101 ]

E-mail Preview Frint DOptiohs »» Close |

FParent itern #:
Description:
Location:

Trax date:
Ouantity:
Unit:

Bat ID:

BOMP KG

Golf Starter Package
M AIN

07132004

.00

EACH

MGR

FOR DEMONSTRATION FURFOSES ONLY
Cuick A=ssembly Farm

Component item location is displawed when different from parent tem location.
™ by total quantity indicates that it was rounded up to comply with the maximum quantity decimals setting for this group of tems.

Fage 1

Component item # Description Total gty Estimated unit cost  Estimated ext cost
Cell f Serial # Unit Wendor #

APL-HAT Golfhat with logo - 1 size 3.0000 516749 15.50
EACH ADAME

ADM-W P Adams Wil Putter 3.0000 45 3586 139.08
EACH ADAME

DUN-DDH Dunlep DOH 110 Balls 3.0000 18,0496 5415
ooz OUNLOR

SHIRT Men's Polo 100% cotton 3.0000 12.9900 38.97
BluefSmall EACH 1Zon
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Posting a Quick Assembly

Select Inventory > Quick Assemblies > Post

* Use to post quick assemblies

x
\?{) Event Mumber: 700202

Processing complete with no errors

Do you want to view the Quick Assemblies Journal?

] w |

When a quick assembly is posted, component quantities on hand are reduced and the
parent quantity on hand is increased.

The sum of the components' costs is the cost of the parent item that is added to quantity
on hand.
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Selling a Bills of Material

When a Bills of Material is added to a ticket, the Parent item is added to the ticket with its
price, in the same way that any individual item is sold on a ticket. The component items

do not appear.

Inventory for the parent is updated when the ticket is completed and posted.

15/
BepBa I X &8 |9
Customer # M ame Sales rep Diocument
|CASH 2| @||Cash Customer MGR  |[2l@]|lauTC-ASSIGN)
_I Itenn nurmber IDescription Quantity  [Price |Gr0ss line iten price |Line dizgcount ILine item price I;I
BOMPEG Golf Starter Package 1 150,00 150,00 0.00 150.00
4 [neve line)

I Sale Itemn number Luantity Frice Met line price

Return I @I@I I_ J | I I

[inew line) [Stocking -

More >>

Line item information Document totals

Gross subtotal:
Document discount:

Calculated price: Subtotal:
Unit retail: Gift cards:
Misc charges:

Tax:

Total:

m

ne

Payment ‘ Complete ‘ Delet

Amount due: 156.38

150.00
0.00
150.00
0.00
0.00
6.38
156.38

| | User: MGR. | Store: MAIN | Station: 1 | Drawer: 1 | 1/18/2011 7:00 AM




ADDITIONAL ITEM FUNCTIONS

Printing Item Labels

Select Inventory > Iltem Labels or e
. \ﬁ] . Item number [ADM-5C0 (221 &)| dams SC Driver, RH Bltems |
CIICk on the tOOIbar in Lgcation IMA\N 18@|Ma\n stare location Al locations |
Label job [ITEM-NY | temelventary Oty
Inventory > Items Printer | |
Inventory > Inventory | EE |
Inventory > Barcodes et LN
. Tax code [MEMTN || Memphis, TH
Inventory > VI.eW > [tems _ Lebelguartiy [T | ¥ Use quentt fom detabese
Inventory > Prices > Item Prices Laektoskd
—Filker
Itemn number I EI@ to I @@
Location l—@
Item categom l—@
Sub-categom I—E
Frimary wendar I—E@

Frint I Freview | Close | Help |

ltem number If run from Inventory > Item Labels, select the item and location
Location Enter * for "all" items and optionally use a filter to narrow down
the range of items
Label job Select the Label job to be used for printing
The label job determines the style of label and data printed on it
Printer Indicate the printer to use (defaults to the label job’s printer)
Unit Select the unit for which to print a label
Barcode type Select the barcode type of barcodes to print on the labels. If

blank, one label will print for each barcode for the specified unit

Tax code If the store is configured to use tax-inclusive pricing, select the
tax code to print prices that include tax. Leave blank to print
price without tax.

Label guantity Indicate the quantity of labels to print for each item, or

Use quantity from select “Use quantity from database” if the label job defines a
database column for providing the quantity

Labels to skip Indicate how many labels to skip prior to printing the first label
Filter If * is entered for Item number, filter the items to print labels for.

(Available if filter is enabled in label job.)

21x|

IR X

Campi;own Golf Training
Click Fresvigw | to preview the label. Adams SC Driver, RH

ADM-SCD $399.99

T [ |




ADDITIONAL ITEM FUNCTIONS

Printing Gridded Item Labels

For a gridded item, click
and enter the quantity of
labels to print for each cell.

or

@) Item Labels

=10l x|

Itern number ISHDES

18@| ‘wiomen's golf shoes All iterns |

Location IMAIN Iﬂg| Main stare lacation Al locations |
Label job IITEM-I WY Iﬁ| Item- nventory-Cty
Frinter I _I
Urit | EACH |
Barcode type I 18|
Tax code [MEMTN |£|| Memphis, TN

Label quantity |71 v Llge quantity from database
Labels to skip |0

—Filker
ltem rumbes | PE ol =E
Lacation | =)
ltern category | =
Sub-category | =
Prirnary vendar | L,g@
,TI Presview | Close | Help

Click MI to print labels based on the quantity on-hand for each cell.

[E3 1tem Labels - Grid

2l

[temn number IS HOES

JLZM Wwiomen's golf thoes

Usze Gty oh Hand |

Location IM-"—'«|N

JEZZ” Main ztore location

Clear all |

Quantity
Width
Calor | Size M arrow | tafide [ Total
¥ | Mul 7 3 3
L PAuilti 7h 0 b ]
L PAuilti g 0 3 3
| bl 85 1] 2 2
| |white 7 1] 2 2
| |white 7.5 1] g 5
| |white g8 1] 4 4
| |white 85 1] 2 2
| 0 % | %
? Filter << | Wigw > | Ok | Cancel Help |
Filter
Calor Size “Wwidth
Rl 7 “ M arrow
Wihite h Wide
g
5 [l = ll
Al | Clear Al | Clear | Al | Clear |




ADDITIONAL ITEM FUNCTIONS

Printing Labels for Items in the Same Price Group

Click

on the toolbar in Inventory > Prices > Special Prices
Inventory > Prices > Promotional Prices
Inventory > Prices > Contract Prices

Prints sale prices if Calculate item prices is enabled for the Label Job

Group code IELEﬁHﬂNEE Lfg|.~’-‘-.F'L-H.-’-\T reduced price
Location IMMN @@l b ain store location
Label job I|TEM-|NV lxg| Item-lmwentom-Cty
Frinter I _I
Tax code IMEMTN l/g|Memphis,TN
Label quartity |1— v Use quantity from database
Labels ta skip IU—
Filter
Itern number I l,g@ ta I L,El@
Location I l,g@
Itern categorny | L,EI
Sub-cateqary I L,g
Frimary wendaor I l,g@
Frint I Freview Cloze Help




ADDITIONAL ITEM FUNCTIONS

Entering Category and Sub-Category Notes

Select Inventory > Utilities > Item Notes
Category Notes
Sub-category Notes

or
click D after displaying an item, category, or sub-category

=lof x|
Select the item number, item category, or H+X®E <«» 2E|F |8
H _ Item number [ADMTLZ [ 1] adams Tight Liss 2 wood
item SUb Category' Note ID [4UT0 s Date/Tine | User (MR [3n3s2006 11:55.8m

ﬁEsﬂ%%-ﬂ‘éA‘; B!u|§%%|iz

For Note ID, enter the ID you want to This note automatically displays when | select to =l

assign, or click UseDate/Time tq assign the include this item on a Purchase Request.

current date and time as the note ID.

Note can contain text, graphics, and/or
links.

Note can be auto-displayed in: Tickets > Touchscreen or Ticket Entry, Purchase Requests
and Receivings

p Search for I Kewwaord I Filtered ‘;r'/
C“Ck aftel‘ d|Sp|ay|ng noteS LookUp I[Default] j DOrder by Iltem number/Mote 10 j
to Open Item NOte LOOkUp to see Edit | Add|[F2] | Zoom [FE] | Freview | Frrint | Filter | Options >» |

all notes entered for the selected
item, category, or sub-category

Ikern number Plair text note
ADM-TLZ 2000/02/0219:13:59 | This i a note about the Adams Tight Lies 2'Wood.  Tk...
Thiz note autoratically displays when | zelect to include...

ADM-TLZ AUTOPS Thiz note autornatically displays when | zelect to include...

Use Keyword to search notes for
a specific word or words

Ok LCancel | Help |




ADDITIONAL ITEM FUNCTIONS

Exercise 11: Defining Notes

Try it Yourself! In this exercise, you will learn how to create a sub-category note that
automatically appears in Ticket Entry when you sell any item assigned that sub-category.

SCENARIO: You want to increase sales of golf gloves and have decided to prompt the clerk to
suggest the purchase of golf gloves whenever a customer buys a golf club.

Complete these steps:
1. Select Inventory > Utilities >Sub-category Notes.
2. Select the Sub-category of CLUBS and Category of GOLF.
Add a new note with a Note ID of AUTOPS. (This is the Note ID that is defined in Setup >

Point of Sale > Control as the auto-display note ID for ticket entry.)

3. Enter the text of the note: Suggest they purchase golf gloves.

o
FEE R R IR
Sub-category |CLUES || Golf - Clubs
LCategory IGDLF LC\” Golf itemsz
MNote ID IAUTUPS Use Diate/Time | User | MGR | 2/2/2006 318 PM

B 7 u

@B%%n‘éﬁx

Suggest they purchase golf gloves. ;I

4. Save the note and exit the function.

E— END OF EXERCISE -cerememememememememememememememeeemeeeee



ADDITIONAL ITEM FUNCTIONS

Renumbering Items

Select Inventory > Utilities > Renumber Items

* Use to change item numbers
* Updates open documents, transactions, and history

* Multiple groups can be defined and renumbered separately

* Renumbering is a global change

-ioix]
Group [BAG RENUM L]  Description |Fenumber golf bags Benumber
Print
Old item rumber |Description |New item numberlEnol ;l Move up |

| |BAGPRD Pro bag with dividers  GOLF BAG-PRD —
| |BAGFRT Pro bag with tubes GOLF BAG-PRT Mave dawn |
N BaG-5T Deluxe bag with gtand GOLF BAG-ST
o BAG-TRY Gaolf bag travel case GOLF BAG-TRY
| 2| (re fine]

4 I I 4

0ld item rumber I L/EI@|
Mew itern number I

Group Identifier and description for group of items to be renumbered
Description

Eririt To obtain a detailed record of changes, prior to renumbering
Berumber | TO renumber items in current group; perform when no one else is in software

Note: After renumbering an item, you must manually change
1) any Touchscreen codes that include an item number that has changed
2) any item images, reports, or customizations that use the old item number



ADDITIONAL ITEM FUNCTIONS

Exercise 12: Renumbering Items

Try it Yourself! In this exercise, you will learn how to renumber an item

SCENARIO: There is an item in your inventory that your clerks use to enter line item notes on
tickets. This item was originally given an auto-assigned number and you have decided to
renumber the item to make it easier for your clerks to use the item.

Complete these steps:

1.

2.

Select Inventory > Utilities > Renumber Items.

Enter a Group ID of NOTE REN, and description of Renumber Note Item.

Lookup and select 100004 at Old item number.

, -0l x]
At New item number, enter NOTE. :
LU QE+xXE «>|PE|G D19

The form ShOUId now IOOk Similar to thIS Group [NOTE RENUM ] Description [Renumber Motz Item Be;\::ber
| [ tem rumber [Description [Mew item number [Emar 11 T

Save your work. leavioe #
Ot b [ 100004 [ <Erter rcte test heres
Mess item number [NOTE

When ready to renumber, select the group to renumber and click ml

You will automatically see a preview of the renumbering report. If you want a printed record
of the renumbering process, be sure to print it before completing the process.
Confirm :

;?/ ‘Whould you like to print a report? “'ou will not be able ta print this repart after renumbering,

I Do nat show again Tes

After printing the report or closing the preview, you ..

; 9
are prompted to confirm that you are ready to S || SEESCHE e i
renumber. Answer Yes to proceed.

™ Do not show again

After renumbering completes, close the window.

---------------------------------------- END OF EXERCISE S

3-94



ADDITIONAL ITEM FUNCTIONS

Merging Items

Select Inventory > Utilities > Merge Items

* Use to combine separate item numbers into a single item number
- Items must have the same item type
- Items must have the same tracking method
- Items must have the same account code
- Items must have the same alternate units defined

- For gridded items, items must have the same dimension tags (e.g., "Color", "Size"),
but defined values for each dimension can vary

e Combines all item data, including inventory quantities, barcodes, vendor item records,
history, etc.

* "From item number" is added as a barcode to the remaining item

* Multiple groups can be defined and merged separately

~loj
QE+XE <> PE S0 19

Group IDUN L£1 Description IBaIIs Merge |
Frorm itern # ITo itern # IError ﬂ )
Frrint |
DUM-TI DUM-DIS

[rew line]

e

Mowe up

Move down

o | ,

Fram item # I Lﬂ@|
Toiem # I Lﬂ@|

Mate: Item pricing associated with the "Fram iterm #' will not be merged

Pririt To obtain a detailed record of changes, prior to merging

Merge . . i ..
4 To merge items in current group; perform when no one else is in software

Note: After merging items, you must manually change
1) any Touchscreen codes that include the "From" item number
2) any item images, reports, or customizations that use the "From" item number
3) any price rules specific to the "From" item number



ADDITIONAL ITEM FUNCTIONS

Viewing Item Information

Select Inventory > Views > ltems

* |dentical to Inventory > Items without ability to add, change, or delete

* Can add notes, if menu code allows access to equivalent menu selection

i
I<i=IR N AV-R Anll~ =2

Item number IﬁDM-SCD H@ éuto-assignl Iterm bupe: Ilnventor_l,l 'I
Copy from item number I JLZ;” Tracking method INormaI 'I

Diezcription IAdams SC Driver. RH

tain Description' Uritz | Grid | Barcodesl Profilesl Serializedl Other | Substituteltemsl

Price-1 |399.99 Quantity on hand | 10
BRegular price |399.99 Luantity available | 11
Last cost |1 59,9960 Stocking unit IE.&CH 3

Dizcountable [

Tarahble Status IActive 'l
Tay category | [H Status date | 2/ 242000 - l

Category IGULF—E Label cade I—E
Sub-categary m Mis-and-Match code I—QE
Agcount code I'I 3

Barcode I Aubasdesign |

Primary vendor IADAMS H@lﬁdams Golf

Wendor's item B I

w
e

Prices ||| ¥endaor Items

Inwventory




ADDITIONAL ITEM FUNCTIONS

Viewing Serial Numbers

Select Inventory > Views > Serial Numbers

* View details on a serial number without ability to add, change, or delete

L=
Main tab Item number IBALL-HET ﬂ@” Ball Return - Battery powered
Serial number |2452‘I H
Main IActivit}lI
Lacation | MAIN [LastActiviy
Activity twpe | Sale
Status | Sold
Date |B/24/2002
Cost | 17.5000
Store | MalN
Warranty date 1
Station | 1
Warranty date 2
Ticket | 100127
Date received | 5/24/2002
Customer # | C&5H
Vendor number
Price | 29,9300
Frompt 1 string |
Posted | ¥
Prompt 2 string |
Event number | 700062
Frompt 3 string |
_ioix
ACthlty tab Ltem number IB-‘-\LL-HET J@" Ball Feturn - Battery powered
Serial number |2452'| L/:\i
Main  Activity |
Activity pe
B




ADDITIONAL ITEM FUNCTIONS

Viewing Inventory Detail

Select Inventory > Views > Inventory Detail

View inventory details

SI=TE]

~Set Ikem Filter
Item number [TAY-FSD [Pl@]  w[ravuup s &)
Itern type: lm
Location l—m
Item categom l—E
Sub-categary I—E
Grid dimension 1 uppercase l—
Grid dimension 2 uppercase l—
Grid dimension 3 uppercase l—

Wiew Details |

Item number ‘Desclipliun Cell description Location ‘Slalus ‘Hin Max Oty Oty Oty on |Oty on |Qty on (Met };
qty qty available |committed |PO’s BO order | quantity
L TAY-FSD TavloiM ade FireSole Dr... [N/A) EAST Active 1] 1] ] 1] a 1] 1] £.0000
|| Tav-FSD Tayloihd ade FireSole Dr...| [M/4) AN Active 1] 1] 5] 1 a 1] 1 5.0000
|| TAY-FSD Tavlortade FireSole Dr... [NJA] STORAGE  Active 1] 1] 1] 1] ] 1] 0 0.0000
|| Tav-FsI Tayloihd ade FireSole Irons [M/4) E&ST Active 1] 1] B 1] a 1] 0 E0000
|| TAY-FSI TavloM ade FireSole Irons [N/A) MAIN Active 1] 1] 8 1 a 1] 1] 8.0000
|| Tav-FsI Tayloihd ade FireSole Irons [M/4) STORAGE  Active 1] 1] 1] 1] a 1] 0 00000

|| TAY-FSR TavloiM ade FireSole Re... [N/A) EAST Active 1] 1] ] 1] a 1] 1] E.00000 |
|| T&v-FSR Tayloihd ade FireSole Re...| [M/4) AN Active 1] 1] B 1] a 1] 0 E0000
|_| TAY-FSR Tavlortade FireSole Re... [NJA] STORAGE  Active 1] 1] 1] 1] ] 1] 0 0.0000
|| TAY-FSw Taylortdade FireSole 'w...| [N/A] EAST Active 0 0 2 0 0 0 0 20000
|| TAY-FSW TaylorM ade FireSole ‘... [N/A) MAIN Active o o 2 o 1} o o 20000
|| TAY-FSw Taylortd ade FireSole ... [NJA] STORAGE  Active 0 0 0 0 0 0 0 0.0000
|| TAY-NUP TaylorM ade Mubbins Pu... [N/A) EAST Active o o [ o 1} o o £.0000
|| TAT-HUP Taylortd ade Mubbing Pu...| [NJA] MAIN Active 0 0 2 0 0 0 0 20000

|| TAY-NUP Tayloiade Mubbins P [N/4) STORAGE  Active 1) 1) 1) 1) 1} 1) 1) 0.0000

Gridded Item
=1aix|

—Set Item Filter
Item rumber [SHOES [Z@  to[sHoES Is[E)
Item twpe Im
Location IMAIN g :j
Itern category I g
Sub-categony I g
Grid dimension 1 uppercase l—
Grid dimension 2 uppercase I
Grid dimension 3 uppercase I
View Details |
Item number |Description Cell description Location Status Min Max Aty Oty Bty on |Qty on |Qty on (Met =
qty qty available |committed |PD's BOD order | quantity
l SHOES Wwomen's galf shoes M ultia 7 M arrow MAIN Active 1 [ 1] 1] E 0 0 6.0000
|_|SHOES ‘wiomen's golf shoes b ultid 7 Mide AN Active 1 B 2 1 1] 0 1 2.0000
|| SHOES Women's galf shoes M ultia 7. 54N arraw MAIN Active 1 ] 1] 1] B 0 0 £.0000
|_|SHOES ‘wiomen's golf shoes bultid7. 5 ide AN Active 1 B 5] 1] 1] 0 0 5.0000
L SHOES Wwomen's galf shoes b ultiB#M arrow bAIN Active 1 E 1] 1] B 0 0 £.0000
|| SHOES Wwomen's golf shoes Multi/BMwide MAIN Active 1 [ 3 o n] 0 0 3.0000
|_|SHOES ‘wiomen's golf shoes b uilti#8. B/ arraw dAIN Active 1 E 1] 1] B 0 0 £.0000
|| SHOES Women's golf shoes Multi/8. 5 v ide MAIN Active 1 [ 2 1] 0 0 0 20000 =
|_|SHOES ‘wiomen's golf shoes ‘white/7./M arow hdAIN Aclive 1 E 1] 1] B 0 0 £.0000
L SHOES Women's golf shoes White/ 7 Mide MAIN Active 1 [ 2 1] 0 0 0 2.0000
|| SHOES Wwomen's galf shoes Wihite/7.5/M arraw MAIN Active 1 [ o o E 0 0 6.0000
L SHOES Wwomen's golf shoes ‘white/7.5./wide MAIN Active 1 E 5 1] 0 0 0 5.0000
|| SHOES Wwomen's galf shoes White/B/M arrow MAIN Active 1 B 1] 1] E 0 0 6.0000
|_|SHOES ‘wiomen's golf shoes ‘white/8. wide AN Active 1 B 4 1] 1] 0 0 4.0000
|| SHOES Women's galf shoes White/8.5/M arraw MAIN Active 1 ] 1] 1] B 0 0 £.0000
|_|SHOES ‘wiomen's golf shoes ‘white/8.5/wide AN Active 1 B 2 1] 1] 0 0 20000




ADDITIONAL ITEM FUNCTIONS

Markdown History

Select Inventory > Utilities > Markdown History
e Use to view or alter the detailed historical record of markdowns
—loj|
QE+ XBEE «» | L ES |9

—Marked d :
ltem number IAF‘L-SHIHT ﬂ LZ)" Golf shirt with logo - 1 siz SEsann By

ser
Markdowns are based on Location IMAIN JLZ)" I ain store location SU ’ETEPE—
Price-1 and quantity on Markdown date [04713/2005 <]
atabase | CamplGalf Trainin

hand Sequence i |1 [0 = [Buto-dzzign]] Datat o <

Diate | 4/13/2005 12:07 P

. i i DB user | za
History is automatically wiokstation [ DTEPE
created whenever ———————
H 1 Tvpe of markdown IEdit itemn price-1 ‘l Original values S INAMEHEN 3t IS Hme o1 ihe marsdow

Price-1is Changed' Markdoan oty [19 ] Qyonhard [l

Old price-1 |1 9.99 |1g_gg Gty available I‘I |

Hew price-1 |1 8.99 I'IB.SS Description |Gu\f shirt with logo - 1 size
bl ark dawn amt |19.DU |18.DD Categary | APPAREL
Qommentl Sub-category |"WOMENS
Wend o]
M anually edited Sneor nUmBS?
By




LEARNING CHECK

Exercise 13
Try it Yourself!

Create a discount item that allows a cashier to provide $2.00 off of a customer purchase.

You want the cashier to be able to enter a description of the item the discount was given
on, and you only want this discount to be available at the MAIN location.

Check Appendix 2 for the answer.

-------------------- i END OF EXERCISE —
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Counterpoint Fundamentals

Learning Objectives Evaluation
Section Three
Date:

Name (Optional):

Please respond to how well you feel you understand the tasks covered in today’s class

Use the following scale
1 - Not covered
2 -1 don’t getit
3 - I need a lot more help in this area
4 - | need a little more time to get it

5-1gotit
Define an item 1 2 3 4 5
Use the Template item 1 2 3 4 5
Use the Copy-from feature 1 2 3 4 5
Work with the four item types 1 2 3 4 5
Work with four tracking methods 1 2 3 4 5
Define an Item on-the-fly 1 2 3 4 5
Zoom on an item 1 2 3 4 5

Assign Barcodes & Barcode Types toitems 1 2 3 4 5

Create inventory records for an item 1 2 3 4 5
Set up base prices for an item 1 2 3 4 5
Define substitute items 1 2 3 4 5
Create Contract, Special, and Promo Prices 1 2 3 4 5
Work with Mix-and-Match pricing 1 2 3 4 5
Work with Planned Promotions 1 2 3 4 5
Set the Group Order for prices 1 2 3 4 5
Conduct a price test 1 2 3 4 5
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Create a Sales Kit
Create a Bill of Material
Create a note for an item
Print item labels
Renumber items

Merge items

Work with Markdown history
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COUNTERPOINT FUNDAMENTALS — CUSTOMER OBJECTIVES

Section 3: After completing the readings and exercises in this section, you will
Customer be able to:

Use the Template customer and Copy from to define customers
Select the correct Customer Type

Define a Customer On the Fly

Print labels for customers

Renumber customers

Merge customers

Adjust Loyalty Point balance

Noe
Ne




METHODS TO DEFINE CUSTOMERS

Methods to define a customer

& Customers =loix]|
A. Customers > Customers QEH+XBLD «r PELG 9
Cusomer e I00 [OIQ) Lo Custones e [0 T |
Mame [BUBaker S5hp-To Addresses
Default for each field comes from the i e | i e
"Template" customer. | — )
Adcinss 1 [1426 Milssam Parknsy —
After assigning a customer number, you can D v o
2w code [ 3120 Cauniy [ -
" " Phens | [ 455 185 Fracherge code |2 E_ :
select at "Name" to copy the rest of the _— v e =
. . Emed | [depeGoomensivet
customer information from some other o] =
customer. R W e
—aix]

BE+XBSE Ar L EDS @
Costomer # [0 0@ fuocsim|  Customer e R =] Nometpe [ures 7]
. Name [ElBaker M‘
B. Customers > Quick Customers III_' |

Abbreviated version of the

ity [Memphis state [TN

Zip code 38120
Customers>Customers. o

Email1 [dlepe@comeastnet

Category [MEMBERS s
Sales rep [MGR 5[]
Tems cods [210/NET30 ]

e Jo A
t [1210000 [
Loyalty progyam [ROLF T

oyl
Loalty card #

2
. Search for [ Keyword [
C. Click _AddIF2) |from a customer lookup or after P ey =1 oty [ |

entering a customer number that is not on file to B [eF e (e [ T ]

. " " Customer # [Wame [ciy [stte | =
manually define the customer "on the fly". om Gisai] s

002 Brian Schf £ =]
1003 Carol Das X @ i é ‘@

C |Cash Cus] -
TEMPLATE Template Customer ¥ J®; &3]
Mame [
First name | Last name: [
Address 1 [
Ciy | State [

Zip cods l—

Phone 1 I—
Email 1 |—

s I—

loix

- Tables Filename

D. System > Utilities > Database Import R ] oSt |
to import the customer information from a text

=

¥ Use header line field format Feld Definiione.|  Adwanced..
. Import mode
file. 2 Addrew
I~ Update Update mode |Replace records ¥

AR_CUST_EC_DEL
AR_CUST ECRENUMEER
BR_CUST_MSD
AR_CUST_MSD. =l vely | et | goncel | el

1001 Jiohn Lincaln JOHN LIMCOLN

1002 Brian Schmidt BRIAN SCHMIDT

1003 Carol Dawn CAROL DAWN

CASH Cash Customer CASH CUSTOMER
TEMPLATE Template customer TEMPLATE CUSTOMER

I T B 32

(Covered in Configuring NCR Counterpoint) Come LT MO e D e j

E

il

|
7

B




DEFINING A CUSTOMER — CUSTOMERS > CUSTOMERS

Select Customers > Customers

=12l
AR TEYE

QA+ X

Customer # |1DDD

LA@ Lutn-assign |

Hame IBilI Baker

Main |Activity| Contacts F'aymentl AR inlol F’rofilesl Ecommercel

Salutation IMI First name IBiII

Last name IB aker

Address 1 |1 426 Millstream Parkwway

Address 2 I

Address 3 I

City [Memphis State [TH

Zip code |381 20 Country I
Phore 1 [321-455-1836
Mobile phaone 1 I
Fax1 I
Email 1 I

[~ Opt-out from marketing emails

Customer type IA.-"F! 'l Mame type |Business -
Ship-Tao Addresses |

Store IMAIN g

Tax code IMEMTN EZ

Tax exempt number I—

Tax exemption date Iﬁ

Credit limit V' Unlimited

Terms code INETBEI ;z

Fin charge code IZ‘Z—E
A7R account |121D H|Accounts Receivable

Order balance ’??El[lﬁi

Layaway balance ’W

Unposted bal ’0007

Balance ’238257

Comment | Credit avaiable | Unlimited
Category |MEMBERS g
Sales rep [MGR 9 :]
»|
Customer # Up to 15 characters, can be auto-assigned
Name Customer's name, if a Business Name type

Customer type

Cash: customer can pay with any valid tender, except A/R

A/R (if Receivables Option is registered): Customer can pay
with any valid tender, including A/R

Name type

Business: Enter company name at Name, as well as First
name and Last name

Person: Enter First name and Last name; combined result is
shown at Name




DEFINING A CUSTOMER — CUSTOMERS > CUSTOMERS

Main Tab

Main |.t§.|:l'r\lip| lea\:ls] Faymert | /A info | Piofies | Ecommerce

Salutation |Mr First nsme |Eil Share |MAIN 1
Last name |Bdrx Tax code [MEMTH
42 P Fa
Addiess 1 [1425 Milsheam Parkway facr=er ) D
Addle.:szl . ale 'ﬁ
Addhess 3 | cedtime [ ¥ Uniited
Memphis tate [TH
Gy et s | OO - [+
2ip code I?3|2|." Courby [ —
Fin change code | 2% =
Phane 1 [321 4551836 P
AR account [1210 Accaunts Recenabls
Mebile phane 1 [
Ordes balance | 770.06
Fart | Lapewag baace | 2598 Automatically updated
Emel 1 | Unpasied bal [2.00 < by Counterpoint
™ Opt-out fram madketing emals
Balance | 23255

Comment |
Caregory |MEMEERS 3
Sales mp |MGR 2 :j

Cresdit arvavlabie | Lnimibed

Salutation
First name, Last name
Address

Can be used when printing customer reports
Used when preparing correspondence to customer

Phone 1 Primary phone number, primary mobile phone number, fax

Mobile phone 1 number, email address for this customer

Fax 1

Email 1 Enter any comments relating to this customer

Comment

Category Used for grouping customers for pricing and reporting

Sales rep Default sales rep for this customer

Store Store with which this customer is associated; cannot be changed
for existing customer

Tax code Used to calculate sales tax on sales to this customer

If blank for customer, uses store's tax code to calculate sales tax

Tax exempt number

Tax exemption date

If tax exempt number is entered, enter date associated with tax
exemption

Can be used for date tax exempt number was entered, date it
became effective, or date it expires

Credit limit Maximum amount of credit to extend to an A/R customer, or
unlimited credit

Unlimited For Cash customers, maximum amount of open orders and
layaways, if enabled in Setup > Customers > Control

Terms code Payment terms for documents charged to A/R

Fin charge code

Used to calculate finance charges for this A/R customer

A/R account

G/L account number for recording A/R activity for this customer




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

=T
i QE BoE <« LE0E 0 B
Activity Tab GEH+XBEB3EH <> b 1 - B3
Customer # |1UU1 H@ Suto-assign | Customer bype lﬁ Marme tupe lm
Mame IJDhn Lincaln Ship-To Addresses |
Main | Activity | Contacts | Payment | 4/R info | Frafiles |
Al tickets [ TSy
Allow orders [v First sale date | 1/ 442003 - l
Al layaways [ Last zale date lm
Frompt for address lm Last sale amt l'|43?8—
PFrampt for arder ship-ta lm Order balance ’5?430—
Prompt for lapaway ship-to lm Number of orders ,1—
Prompt for custorn fields [~
Ticket custom prompts | EM Lepemep belen ’DUD—
Require PO number [~ Mumber of lapavays ’D—
Ship-via cads m Laopalty points balance '2594—
Shipping zone IUF‘S ZOME1 g
Layalty pragram IGDLF—E
Loyalty card # I—

Allow tickets
Allow orders
Allow layaways

Allow tickets, orders, backorders, special orders, or
layaways to be entered for this customer

If not allowed, can be entered only if user is authorized to
override No tickets, No orders, or No layaways flag

Prompt for address

Request entry of address on each ticket: Yes, No, or Per
store (based on store’s Prompt for name/address setting)

Prompt for order ship-to

Request entry of shipping address for orders: Yes, No, or
Per store (based on store’s Prompt for ship-to address
on orders setting)

Prompt for layaway ship-to

Request entry of shipping address for layaways: Yes, No,
or Per store (based on store’s Prompt for ship-to
address on layaways setting)

Prompt for custom fields

Prompt user for custom fields

Require PO number

Require a customer PO number for tickets

Ship-via code
Shipping zone

Normal method for shipping to customer
Normal shipping zone for this customer

Loyalty program
Loyalty card #

Which loyalty program is the customer enrolled in?

What number do you want to associate with this customer?
Scan this number to identify the customer.

Sales Activity

System-maintained information relating to sales to this
customer




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

Contacts Tab

[ customers

+ X & & P P EL S 9-
Customer # |1|JDD |® Customer type |4/R - Mame type |Business -
Mame |Bi|| Baker Ship-To Addreszes
M ain ] Activity  Contacts ]F'a_l,lmentl A4R info] Profilesl Ecommerce]
Cantact 1
Contact 1 ||
Phare 1 |321-455-1835 Faul |
Mabile phone 1 | URLT |
Email 1 |
Cantact 2
Lontact 2 |
Phone 2 | Fax 2 |
Mabile phone 2 | URL2Z |
Email 2 |
Reports/receipts e-mail |E-mail 1 j
3
Contact 1 Contact information for customer
Contact 2 The email and URL fields are hotlinks

For companies, enter the individual to whom correspondence
would be addressed




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

Payment Tab

-0l

AE+XB S

T A > L EDG 19

Customer # |1DDD

H@ Luto-azsigh | Customer type I.-‘-\.-’F! "I Mame type IBusiness VI

Name IBiII Baker

Ship-To Addreszes |

" Main I .t'-‘-.ctivityl Contacts  Payment |A£F| infol F'rofilesl

Check.

tax check amt I v Unlimited checks

rCredit

Credit rating Im
Credt limit | ¥ Unlimited

r—Credit Card

Bill Baker

541983 0004
August 2011

Add | Edth De_letel tlove u|:|| Mgvedownl

Card description I

Card data available
LAk i 0004
0811

Cardholder's name IBiII Baker
Pay code IMASTEHEAF!D 2

Default @

Max check amt
Unlimited checks

Maximum amount for which a store will accept a check from this
customer, or unlimited check amounts

Credit rating
Credit limit

Unlimited credit

Informational only

Maximum amount of credit to extend to this A/R customer, or
unlimited credit

For non-A/R customers, maximum amount of open orders if
enabled in A/R Control

Card description
Credit card #

Credit card exp date
Cardholder's name
Card pay code

Credit card description, number (masked after entry), expiration
date, cardholder name, and associated pay code. Multiple cards
are allowed.

Can be entered via card swipe. Credit card exp date and
Cardholder’'s name field will auto-populate if card is swiped.

For Ingenico iISC250 configured for use with P2PE, enter card

data using the iISC250 keypad.

Available when entering payment information in ticket entry, if

card is not swiped. Click Use Customer Card in ticket entry to
use as tender.




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

A/R Info Tab

Columns enabled only if Customer type is A/R

i
QE+XBIZ «rLEOSG |9
Customer # I‘I 000 LC\I@ Auto-assigr | Custamer type | AR hd ame type lm
Mame IBill Baker Ship-To Addresses
"Main | Activity | Contacts | Payment  A/R info | Profiles |
i~ Last Statement
Sllow AR charges W
Statement code IEDM—@ ] S et e e Statement period |2.f1 5/2001 ta | 34147200
Temsz code INET3U E] Aged by | Document date
Fin charge code I—E e W
A/R account I‘I 210 H| Accounts Receivable ey U
Credit lmit [V Urilimited S EEDEE ’mi
Last pmt date Im B ED g | A
Last prat amt IZUD.DU
Last fir chig dte lﬁ Frinted on | 2415/2001
Last fin chrg amt l— Apply Open Credits Wiew Current Aging | Wiew Documents |
Balance '2058—
Unposted bal '1?500—
Credit available W
>

Allow A/R charges

Allow customer to charge tickets to A/R?

Statement code

Send statement as e-mail
Terms code

Fin charge code

A/R account

Used for grouping customers for purposes of statement
printing
Select this check box if you will e-mail statement

Other values default from the values entered on the Main tab

Credit limit

Defaults from the value entered on Payment tab

Last pmt date
Last pmt amt

System-maintained data relating to the last payment made to
this customer’s A/R account

Balance
Unposted bal
Credit available

Customer's current A/R balance, and additional amount on
unposted tickets, cash receipts, and adjustments

Remaining available credit for customer

Last statement
Statement period
Aged by
Aging amounts 1-5
Printed on

For the last statement that was printed for this customer:
Date range of statement period

Whether customer was aged by document date or due date
Amount due within each aging period

Date when last statement was printed




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

A/R Info tab (cont.)

@Applv Credits and Payments to A/R decuments ﬂﬂ

Parameters I Eustnmell AR Dncumenll

Click Apply Open Credits

[~ Calculate discounts per credit documents terms code

Applies OPEN paym

ents.

]
E-mail I P_rsvlswl Brint | Spply |th\uns>>| Llose | Help |

20

Click ' Wiew Cument .-’-'-.ging| Customes 8 | 1000 Lasst agm 29 of date | 173072007
Nave EdBaw Agedty Document date
Balwce 326052 Loct apng balarce 32687 52
Ages open documents prior to Urpodted bl | 1327 Cumert | 7216
showing them. SN e 10 amai ot it Ll
Last pot et 57500 £1 10 90 days (000
Last aped on  1/30V20007 Over Mdan I2%E
[Coc] W 0o 12% |
not included in current Past culell | 000
amount

Last age as of date
Aged by

Last aging balance
Aging amounts 1-5

Date of last aging for customer, method of aging, total amount
aged, and amount in each aging period

Open

Past cutoff

Sum of any unapplied payments and credits (included in balance,
but not in any aging amount)

Sum of amounts of documents dated in the future (past ‘today’)

Click Yiew Documents

[E] A/R Document LookUp x|
Search far I Keyward I Filtered 3
LookUp I[Default] j DOrder by IEustnmer nurmber/Document date j
Exdit | Add [F2] | Zoom [FE] | Preview | Frrint | FEilter | Optiohs >3 |

Discount
taken

Entered
arnount

Document
date

2/15/2001

Document
type

Customer &

Customer’s A/R documents

Payrnent 2/15/2001 200.00 ooo, —
1000 100105CR | Credit Mema | 11/14/2001 1250 0.00
1000 1030 Payment 9/30/2002 180.00 0.00
1000 1217 Credit Memo | 9/30/2002 15.00 000
1000 34512 Payrnent 1/4/2003 150.00 0.00
1000 32451 Payrnent 9/20/2003 35.00 0.00
1000 89302 Payment 7/21/2004 175.00 0.00
1000 103311 Payrnent £/28/2005 1575 0.00 LI

ak Lancel | Help |




DEFINING CUSTOMERS — CUSTOMERS > CUSTOMERS

Profiles tab

* Use to specify profile values for this customer (enable profiles in Setup > Customers >
Control or Setup > System > Quick Setup)

=10l x|
BH+XBoE «r|LPBEDS |9
Euslometltlmﬂﬂ LC\IQ Euto-assignl Customer type IAJH 'l M ame t_lgpeIBusiness 'l

Mame IBiII Baker Ship-To Addreszes |

M air I Activit}ll Contactsl F'aymentl A/R info - Profiles |

Code profile 1 I L/g Date profile 1 I A j
LCode profile 2 I L/g Date profile 2 I P j
Cade profile 3 I Ig Date profie 3 I A/ j
Code profile 4 I L;g Date prafile 4 I I j
Code profile 5 I Lfg Date profie 5 I A j
Alpha profile 1 I Mumeric profile 1 I
Alpha profile 2 I Mumeric profile 2 I
Alpha profile 3 I Murneric profile 3 I
Alpha profile 4 I Murneric profile 4 I
Alpha profile 5 I Mumeric profile 5 I
B

NOTE: Use the worksheet in Appendix 1 to plan the customer profiles for your
company.



Quick CUSTOMERS

Select Customers > Quick Customers

® abbreviated version

of Customers > Customers

=1
. 1<§= | < »| 1@ -
Main Tab BEH+XE S8R PB0S @
Customer # ITUUU H@ Auto-assian Customer type | A/F 'I Mame tupe | Business 'I
Name IB\II Baker Ship-ToAddresses |
M ain |AJH |nfo| Prohlasl
First name |Bill Last name |Baker
Address 1 IW 426 Millstream Parkway
Addiess 2 I
Lty IMemphls State ITN
Zip code |38120
Phone 1 |321-455-1836
tdobile phone 1 I
Ermail 1 I
[~ Optout from marketing emails
Category [MEMBERS ;]
Sales rep [MGR 9 :]
Temns code |MET30 E]
Fin charge code |2% ;]
/R account [1210 [ Accounts Receivable
Lowalty program |LOAL-1 3 Loyally points balance |12 456
Lovalty card # |321-455-1836
>l
First name The customer’s first and last name
Last name
Address The customer’s address
Phone 1 Primary phone number for customer
Mobile phone 1 Primary mobile phone number for customer
Email 1 Email address
Category Used for grouping customers for purposes of pricing and reporting
Sales rep Default sales rep for this customer
Terms code For A/R customer types only, the payment terms for documents

Fin charge code
A/R account

charged to A/R
Used for assessing finance charges for A/R customer
G/L account number for recording A/R activity for customer

Loyalty program
Loyalty points balance

Which loyalty program is the customer enrolled in?
How many points does the customer have in that program?

Loyalty card #

What number do you want to associate with customer? Scan the
number to identify the customer.




Quick CUSTOMERS

A/R info tab

Enter A/R information

here

Remaining fields are
system-maintained

Main AR info | F‘mfilesl

Allaw 4/R charges W rLast Statement

Statement period | 12/1/2008 to | 12/1/2006

Aged by | Document date
Current lﬂﬂﬂi
ANtobdays 7736
E1 to 90 days | 0.00
Over 80 daps | 3.592.96

Printed on | 1,/8/2007

Statement code IEDM—E
Tems code INETSD—E
Fin charge code IZX—E
ARaceount 210 [
|Accounts Receivable
Cedtlimit| b Unimited
Last prit date W
Last prat amt IE?EDD—

Wil sl iz |D1 ey j Wiew Current Aging Wiew Documents |
Last fin chrg amt |79.1 E
Balance | 3,287.52
Unpasted bal | 33.27
Credit available | Unlimited
»)
Allow A/R charges Indicate whether the customer can make charges to A/R
Statement code Used for grouping customers for purposes of statement printing
Terms code (These values default from the values entered on the Main tab)
Fin charge code
A/R account
Credit limit Maximum amount of credit to extend to the customer, or unlimited
Unlimited amount
Main | &/R info Frofies |
Proflles tab LCode profile 1 I g Date profile 1 I I vl
LCode prafile 2 I Q Date profile 2 I A 'I
Code profile 3 I g Date profile 3 I I vI
Enter customer profiles for Cack prfe 2| Dotoprfie 4 [ / 7 =l
H Code profile 5 I E Date profile 5 I Hd vI
enabled erIdS Alpha profile 1 I Mumeric: profile 1 I
Alpha profile 2 I Humeric profile 2 I
Alpha prafile 3 I Mumeric profile 3 I
Alpha prafile 4 I Mumeric profile 4 I
Alpha prafile 5 I Humeric profile 5 I
»]




ADDING CUSTOMERS ON THE FLY

* Add a new customer from another area of Counterpoint (e.g., ticket entry)

Click _2%F2 | from the Customer LookUp window or at the "Customer not on file"
message.

* Only users who have access to Customers > Customers will be able to add a customer
on the fly.

If company is not configured to use Simplified customer add-on-the-fly, the full Customers >
Customers window appears.

If company is configured to use Simplified customer add-on-the-fly, this window appears:

XBEI |9
Customer # I Lﬂ_@]
I ame I
Firzt name I Laszt name I
Addresz 1 I
City I State I
Zip code I
Phone 1 I
Ermail 1 |
Cateqory I H|

Note: Mandatory fields that do not appear on the add-on-the-fly window are populated with
default values from:

- Template customer

- Data Dictionary

- Database default (if it exists)



SHIP-TO ADDRESS

Select Customers > Ship-to Addresses or click 2frTasddesses i, cystomers>Customers

* Use to define unlimited shipping addresses for a customer

[E8 ship-To Addresses =1al x|
Address tab B ship-Tonddresses
QEH+XE@ A LPBDG |9
Customer # |1DDD LAQ” Bill Baker
Ship-to address |[HOME Default | Mame type IPEISDH b
MName [Bill Baket

Addiess | Cartacts |

S alutation First name |Bil

Last name IEaker
Address 1 |345 Main

Address 2 I
Lddress 3 I
City IMemph\s State ITN

Zip code |331 04 Country I

Comment I
Shipping zane l—E
Ship-via code lm@

Tax code I—E

>

=10/ x|
QE+XBEDAr LTS 9

Customer # |1UUD H@l Bill Baker

Ship-to address [HOME Defait | Name type [Person ~|

HName [Eil Baker

Contacts tab

Address  Contacts I

Contact 1

LContact 1 I
Phane 1 I Fax1 I
Emai 1 | URL1 |

~Contact

Caontact 2 I
PFhone 2 I Fax 2 I
Email 2 | UBLz |

NOTE: A ship-to address of "Default” is used for a customer when entering tickets, unless a
different one is specifically selected or entered for a ticket. If a customer does not have
a "Default" shipping address, Counterpoint will use the billing address instead.



ZOOMING ON A CUSTOMER

Click , press F6, or click MI from a lookup

* Use to view additional information related to a specific customer

GHEH+XEBE S

Customer # ITUU2

E
2
3
4

LHEz | gutn-assignl

=0l x|

<> LPEDG

Cusgtomer type IMH - I M ame tppe I Businessz 'I

Marne IBrian Schmidt

@ Customer Zoom

Ship-To Addreszes

2]

Brian Schmicdlt

Contact 1:

Phone 1: 321-456-7758
Fax 1:

Email 1:

Unposted bal: 0.00
Balance: 1 36224
Order balance; 0.00
Humber of orders: [
Last pmit amt: 300.00
Last pmit date: 1/4/2007
Last sale amt: 94 49

Last sale date; 11,23/2008

|»

Customer Motes

Wiew Ticket History

Fecent Sales

Closed Layaways

Special Purchases

darthly History I CurrentDDcumentsI Ship-to Addresses I

Closed Orders Ticket Histary I ;I

Images I Optiong »» | Close | Help |

Customer Motes |

Yiew Ticket History |

Fecent Sales |

kdanthly Histony

Current Documents

Ship-to Addresses

Closed Layaways

Special Purchases

Closed Crders

Ticket Histony

View or edit customer notes

View ticket history for customer

View 20 most recent sales

View customer monthly history

View current unposted tickets, orders, layaways
View ship-to addresses

View history of customer's completed layaways
View open POs created to fill customer's orders
View history of customer's completed orders

View ticket history




RENUMBERING CUSTOMERS

Select Customers > Utilities > Renumber Customers
* Use to change customer numbers

* Updates open documents and transactions, as well as history

_iix
aE+xB|(<«» |2 (53-8 9
Group IEUSTF!ENUM Ld\i Descriptian IHenumber Cuztomer Renurnber
Frint
Old custorner # IName INew custorner # IError ;I Hoveun |
|| 1000 Bill B aker 2000
| (1001 John Lincaln 2001 bove dawn |
| (1002 Brrian Schnidt 2002
| | 1003 Carol Dawn 2003
| 3| [mew ling)
[« | r
0ld customer # I Lfg@|
Mew cugstomer # I
Group Identifier for group of customers to be renumbered

Multiple groups can be defined and renumbered separately

Print To obtain a detailed record of changes, prior to renumbering

Rerumber | 10 renumber customers in current group; perform when no one else is
—— in software

Note: After renumbering customer, you must manually change any customer images,
reports, or customizations that use the old customer number.



MERGING CUSTOMERS

Select Customers > Utilities > Merge Customers
* Use to merge customer data
* Updates open documents and transactions, as well as history

Can merge: Two Cash type customers
Two A/R type customers
Cash type into an A/R type customer

Cannot merge: A/R type into a Cash type customer
Ecommerce customers
Customers with different A/R accounts, if they have non-zero
balances
Customers enrolled in different loyalty programs, if they have a
non-zero loyalty point balances

1o/
QA+ XB|«» [P E(5-0 0

Group ICG Lﬁ Dezcription ICaroI Grep Merge |
From cust... IFrom customer name ITD customerl To customer name I;I o
Priri |

1005 Carol Grey 200008 Caral Gray
_9 [rew line)

Maove up

Move down

From cgstomerl L,Ei@|
Io cu&tomerl Lg@|
Group Identifier and description for group of customers to be merged
Description Multiple groups can be defined and merged separately
Erint To obtain a detailed record of changes; only prior to merging
Merge To merge customers in current group; perform when no one elseis in
software

Note: After merging, you must manually change any price rules that incorporate a
customer number that has changed.



MERGING CUSTOMERS

Exercise 1: Merging Customers

Try it Yourself! In this exercise, you will learn how to merge two customers.

SCENARIO: You discovered that the customer Scott Thomas has been set up twice as a
customer. You will merge these two records into one.

1. Select Customers > Utilities > Merge Customers.
2. Enter a Group name of REN1 and a description of Renumber ST.

3. At From customer, look up and select Customer # 1 (Thomas, Scott). This is the record
that will end up being removed.

4. At To customer, look up and select Customer # 100002 (Scott Thomas). This is the record
that will remain.

=10l
BH+XB|<«» |2 ¥|5-8 |9

Group |F|EN1 -]  Desciption |F|enumber ST Meme |
Frarm cust.. IFrom CuFhamEr narne IT-:: customerl To customer narne I | Print
rifi |
2 [new line) =

Move up

Move down

From customer |1 l’(ﬁ_\i@| Thomas, Scott
To customer |1DDDD2 lg@| Scatt Thomas

5. Save the Merge Customers group.

6. Since no one else is working in Counterpoint, select the group and click ﬂ to

complete the merge.

-------------------- i END OF EXERCISE —




LOYALTY PROGRAM

Adjusting Points

Select Customers > Loyalty Programs > Adjust Points > Enter

Use to add or remove loyalty points from a customer's loyalty point balance for events
other than purchasing or returning items through ticket entry

1ol x]
QEH+XBEE <> A TS |9

Customer # I'IUEID H@' Bill Baker

TIransaction date | 7/ 8/2008 ~| Loyalty pragram | LOYAL-
Document # I Point balance | 9,989
Paints |25 Mew point balance | 10,014

Comment IEDmpIeted FUMVEY Post |

Customer # Customer for whom loyalty point balance is being adjusted

Transaction date Date on which the adjustment is occurring

Document # Optional entry of document number or other identifier

Points Positive number increases point balance, negative number
decreases point balance

Comment Optional description of transaction

Point balance Current point balance

New point balance Balance after posting occurs

Use Customers > Loyalty Programs > Adjust Points > Edit List to print an edit list
prior to posting.

Click Post or use Customers > Loyalty Programs > Adjust Points > Post to
post the point adjustment transactions.




NOTES

Select Customers > Utilities > Customer Notes
Category Notes
Ship-to Address Notes

or
click after displaying a customer, category, or ship-to address
Ship-to Address Notes 3 =lalx|
GH+FXE 4> P S5 9
At Note ID, enter the ID you want Costomer # 1000 &gk
. Ship-to address IWEHK - I
to assign to the note, Moteld WP Lieoemie| Usec|ueR a2 a5 P
@ B|4f E B oA A B - u|® = 5|
or
E|
click UseDate/Time  tg assign the ) Pt ®
current date and time as the . §
note ID. ;
Note can contain text, graphics, : o
and/or links. i :
L

Note can be auto-displayed in Point of Sale > Tickets > Touchscreen or Ticket Entry.



VIEWING CUSTOMERS

Select Customers > Views > Customers
* |dentical to Customers > Customers without ability to add, change, or delete

* Can add notes, if menu definition allows access to equivalent menu selection

B view Customers =0] x|
QR «» PELo @
Customes B [100001 ) o BT Cusstomer gpe | Cash - Ham type [Perzan -
Mame Henna'watknz Ship-To Addresses |

Main | Activity | Contacts | Payment | A iic | Profle: | Ecommesca |

Salytation | First name Henna Sigee IHﬁlH I }

Last name [Walkns o ool I—E

fuddiess 1 [A73 Houston Brench Rosd o Ii

m“z I T exemplion date I i - I

Az 3 | cedtigt| 7 Urkied

City [Memphis Sgate [N

Zio code [38109 Cauntry |

Phone 1 [121-455- 3568
Wt phens 1 I Oider balaree | 000

Fast I Layamay balarce | 000
Epail 1 |
[ Dpt-oul from maikebing email

Commert | Credi available | Uninitad

Categay |CASH :]

Sales rep |MGR | j!@

¥




PRINTING LABELS

Select System > Labels

* Use to print labels for: Customers
Customers Addresses from Ticket History
Customers Ship-to Addresses
Locations
Stores
Vendors
Users
Tax Authorities

@Lahels I Of=]
SeleCt the Label JOb that Label job IADHS-EUST Ig|Addless-Eustom3ls
corresponds to the type of Label filaniame IAddress-Avery-5281 -2Up-20PerPag . |
labels you want to print. Priter | =
Label quantiby I'I [~ Use quantity from database
Identify the printer, label Labes o sip 0
quantity, and number of [ Fiter
labels to skip. Customer # [1000 =) e 1000 s [3)
Category I g

Customer type I VI

Filter as needed.
Print Preview Cloze Help

B aprr|Peo

Click ﬂl to preview the label.

Bill Baker
1426 Millstream Parkweay
Memphis, TH 38120

[~ Display aligrment pattern Print | Lloze I ‘




LEARNING CHECK

Try it Yourself!

Scott Thomas has requested that you change the normal address you use when shipping items
to him. He wants all other correspondence to continue to be sent to his billing address.

New address:
Scott Thomas

2008 March Lane
Germantown, TN 38138

Check Appendix 2 for the answer.

-------------------- i END OF EXERCISE —




Counterpoint Fundamentals

Learning Objectives Evaluation
Section Three

Date:

Name (Optional):

Please respond to how well you feel you understand the tasks covered in today’s class

Use the following scale
1 - Not covered
2 -1 don’t getit
3 - I need a lot more help in this area
4 - | need a little more time to get it

5-1gotit
Define a customer 1 2 3 4 5
Use the template customer 1 2 3 4 5
Use the Copy-from feature 1 2 3 4 5
Define a customer on the fly 1 2 3 4 5
Define shipping addresses 1 2 3 4 5
Zoom on a customer 1 2 3 4 5
Create a note for a customer 1 2 3 4 5
Print labels for a customer 1 2 3 4 5
Renumber customers 1 2 3 4 5
Merge customers 1 2 3 4 5
Adjust loyalty point balance 1 2 3 4 5
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COUNTERPOINT FUNDAMENTALS — INVENTORY OBJECTIVES

Section 5 After completing the readings and exercises, you will be able
to:

=  Complete / Post an Inventory Adjustment

Inventory
Processing

= Understand the use of Event Numbers

= |dentify the three types of Posting errors

= Create a Physical Count Worksheet

= Enter / Remove Physical Count Quantities

= Post Physical Count Transactions

= Run a Transfer Advice Report

= Process Transfer Outs / Transfer Ins / Quick Transfers
= Print ltem Labels

= |nterface Counterpoint Distributions to G/L

oule
Ule



TRANSACTION TYPES

Transaction = record of an activity that changed:

- quantity of an item

- cost of an item
- balance for a customer

Transaction

Description

Menu selection

Cash Receipts

Payment on an in-house
charge account

Customers > Cash Receipts

Point of Sale > Tickets > Touchscreen

(Pay-on-account)

Point of Sale > Tickets > Ticket Entry

(Pay-on-account)

Customer
Adjustments

Apply a debit, credit, or
finance charge to in-
house charge account

Customers > Adjustments

Loyalty Point
Adjustments

Adjust a customer’s
loyalty point balance

Customers > Loyalty Programs >
Adjust Points

Finance Charges

Apply a finance charge
to in-house charge acct

Customers > Finance Charges

Inventory Adjustment

Update quantity on hand
or cost of item

Inventory > Adjustments

Physical Count

Update quantity on hand

Inventory > Physical Count*

Transfer Out
Transfer In
Quick Transfers

Shift quantity from one
location to another

Inventory > Transfer Out
Inventory > Transfer In
Inventory > Quick Transfers

Quick Assemblies

Assemble a Bills of
Material kit

Inventory > Quick Assemblies

Purchase Requests
Receivings
Quick Receivings

Order merchandise

Take delivery of
merchandise

Purchasing > Purchase Requests
Purchasing > Receiving
Purchasing > Quick Receivings

Returns to Vendor

Return merchandise to
vendor

Purchasing > Returns to Vendor

Purchasing
Adjustments

Correct cost of received
merchandise

Purchasing > Adjustments

Sale/Return
Order
Layaway

Sell or take return of
merchandise

Take an order / layaway

Point of Sale > Tickets > Touchscreen*
Point of Sale > Tickets > Ticket Entry*

* Physical Count and Ticket Entry > Touchscreen do not use batches for processing

transactions.




FLOW OF TRANSACTION PROCESSING

Example menu selection:
Inventory > Adjustments > Enter Enter transaction into a
batch
\ 4
Inventory > Adjustments > Edit List Print edit list for batch to

verify information

Inventory > Adjustments > Enter _
Correct transaction

information as needed

Inventory > Adjustments > Post

(Batch is locked when posting) Post all transactions

in the batch

Inventory > Reports > Journals > Adjustments , o
View or print journal

Inventory > Transfers > Transfer Out > Print Forms

(no forms for Adjustments) View or print forms




POSTING TRANSACTIONS

Each posting run is assigned next Event ID

e Posts each transaction in batch, one transaction at a time

e Shows progress bar, estimating time remaining in posting

e If problem occurs with posting of one transaction in batch, that transaction is rolled back

and posting continues with next transaction

e Successfully posted transactions are moved into history; unsuccessful transactions
remain in Enter function

On

screen status at completion:

- Event number assigned to posting run
- How many transactions failed to post
- System errors that occurred

- Out-of-balance distributions

- Opportunity to preview posting journal

Generates:
- posting journal
- transaction history of successfully posted transactions
- event history

- distributions (bookkeeping entries) for successfully posted transactions



EVENTS

Events Defined

Select

Event: A posting or purging process that updates data

Event # assigned automatically to any function that changes the value of inventory (at
cost or retail), or that requires an audit trail

Examples: Inventory > Adjustments > Post
Point of Sale > Tickets > Post
System > Accounting > Utilities > Purge Distributions

Next sequential event # assigned, even if error occurs or posting the same batch where
a posting error previously occurred

System > Views > Events to view event history

Can enter notes for each event

History tracked for each Event:

- Event number

- Batch ID or store/drawer # posted

- Number of transactions attempted to post

- Number of transactions posted

- Number of transactions that failed due to violation of business rules

- Number of transactions that failed due to other errors (e.g., could not
access database)

- Flag as to whether system error caused posting to abort and text description of
system error



EVENTS

View Events/Event History

Select System > Views > Events

What is retained about each posting event?

[Bnewreens =gl
QR «a4r P T o @-
Exyowdt rambsae [T00243 ] Mot Cushormeis Eveni date | 1872007
Everd by Cuskorren Adprtrnents Past E v brme | 5 200 A
Pasameteiy
Eatch | MOR . .
Details relating to
toa sue o2 the event
E arast ponit clabe | 1872000
Lt ponit chate | 1AL0000
[
‘wiodgroug | 1 Servm  OTEFE CPEOL veman 8735
Lher | HGR Dustsbunte  CamploollTearesy EXE verson | 5350
Wik slabon | DTEFE ‘ Eaaid dafe | 1271 0/2006 12 25 PM
Peept
Lipelatert aguaiiesd | 10 Eypple ahon enors | 0
Sucasthl | 10 Diatabuare ez O
Processieg Lan 1o comgdetion Details rElEItirlg to

user, system and
waorkgroup

Updates requested

Total number of transactions or documents in batch

Successful

Number of transactions or documents in batch that posted

Application errors

Number of application rules errors that caused transactions
in batch to not post (e.g., outside date range, item not on file)

Database errors

Number of database errors that caused transactions in batch
to not post (e.g., locked record, column not defined)

Messages
Processing ran to
completion

Some transactions had
errors and did not post

Posting aborted
prematurely

Attempted to post all transactions/documents in batch
Application and/or Database errors encountered with one or
more transactions/documents in batch

System error encountered; cause shown in
Termination message




EVENTS

Posting Errors

All failures/errors recorded in Event History (System > Views > Events)

1. Application errors: Business rule violations

Examples: Invalid transaction date
Item not on file

- Description of failure placed in Error column of transaction
- Transaction/document remains unposted in batch

- Continues to post next transaction/document in batch

2. Database errors: Failure of SQL transaction to commit transaction to database

Examples: record to be updated is already locked
attempt to update a field that’s not in database

- Retries 3 times
- Description of failure placed in Error column of transaction
- Transaction/document remains unposted in batch

- Continues to post next transaction/document in batch

3. System errors: Causes posting to totally stop
Example: lost connection to database
- Rollback of current transaction/document posting
- If known, description of failure placed in Error column of transaction
- Transaction/document remains unposted in batch

- Posting run is terminated



INVENTORY ADJUSTMENTS

Entering Inventory Adjustments

Select Inventory > Adjustments > Enter

e Use to correct quantity on hand and/or average cost for an item

GH+XEE 4> P T |0

Item numbes [APLUME I T
Location [MAN [T Main stoen kocation
Transaction date [7/730/2008 =]
Adhustment reazon code | LM D armaged
Doeuent o [12344321
wl— e
L[ [ hcoguning
pocount [S030 ] bwendory adpstmerts

Hcfﬂqpel

=101 x|

[ 4

Import a .csviile

Stockng unst | EACH
(ry o haed |1
Oy avadabils | 3

Awvernge codt | 15,7600

Standaid codt |10.0000
Latt cadt | 5.9960

Posting errors display here

(=4l

Posta single
transaction
from a batch

ltem number
Location

Item and location for which the quantity is being adjusted.

Transaction date

Date on which the adjustment is occurring.

Adjustment
reason code

Optionally, specify a reason code for the adjustment. If specified, the
account from the adjustment reason code is used for distributions.

Document #

Optionally, enter document number or other identifier.

Qty Positive value increases quantity of item, negative value decreases it
Qty committed for location is updated when transaction is saved.
Cost If System Security Code allows cost entry, enter cost for transaction,
Accounting or select Accounting to use location’s average cost at posting time.
Account Shows default adjustment account from item’s account code
Uses account number from Adjustment reason code if a code is
specified for transaction.
Reference Description of transaction - optional.

Posting error

If error occurred when posting this transaction, the reason the
transaction failed to post is shown here.




INVENTORY ADJUSTMENTS

Importing Adjustments

Click L1m"__1 o access the Import Adjustments window.

Mai n tab Main IAdvancedI
. File name IlnvAdi.csv _I
Browse to select the .csv file
to be imported. Location [MAIN Pl
Tranzaction date I as22/2007 ﬂ

Document # I

Specify the details to

. ) = Qccountl 18 V¥ From account code
associate with this import.
BReference I
by
Load parameters | Save parameters Werify |mport Lloze | Help |
Advanced tab Main  Advanced |
Huantity Cost
Assume 1 IWhen blank 'l Use Default IWhen blank 'l
Specify the parameters for Implied Decimals [0 = | Impiied Decimals [0 =]
importing quantity and cost Treat as negative [
Va|ueS. Figld number
Iterm |1
CI Save parameters Serial number |3
ick —I to save _
. Quantity |2
these settings.
Cost |4
Adjustment reason code |5
C||Ck Load parameters | to |Oad Skip first line in file during impart [~
Saved Settings Prompt to delete file after import [~ ﬂ
Load parameters | Save parametersl Werify | Import LCloze | Help |

Click ﬂl to mimic importing data in order to find potential errors.

Click | to actually import the data.

NOTE: After the data has been imported, the values can be edited or deleted in the
transactions prior to posting.




INVENTORY ADJUSTMENTS

Adjustment Edit List

Select Inventory > Adjustments > Edit List
ol x|

Parametets | inventory Adustment | ltem |

Specify the amount of detail to print for Eaich [FT [ oot e o M.
gridded items and serialized items. Celet [ i |

[ Piint serial number detail

Filter adjustments to print using
Inventory Adjustment and Item tabs

E-mail I Preview Erint Optians 3> Cloze | Help |

Date 2/22/2006 Time S5:19:30PM Page 1
FOR DEMONSTRATION PURPOSES OHNLY

Inwventory Adjustrierts Edit List

Bat 10 MGR

Cell detail: Grid wiew

Print serial number detail

Accounting cost= """

Orderby: Bat |0, em #, Location, Tre date, Saq #

fterm # Location Trx date Gty =dj Unit Foeg unit cost
Description Aot # Tr: unit cost
Reference

Error reference

APL-UMB MAIN D2/22/2006 -1 EACH 700
Golfumbrella 5030 Tas00 -
Using it for guests

SHORTS [N 02/22/2006 -2 EACH 140900
Shorts - Men's Twill Pleated 5030 149900 =
Sun faded damage

3z 36 Total

andstone -1 -1 -2
ot al -1 -1 -7

Total Oty Adj
0 Upward adjustments o
3 Downward adjustments -3
3 Total adjustments ]

®this tran=zaction will be posted at the accounting cost applicable at posting time.

-- End ofreport --

Shows:
e Transaction information entered by user

e Costs, depending on user’s View costs? security setting

e SQL errors and failures that have occurred in a prior posting attempt
Does not show:

o Distributions that will be made when transaction is posted

e Errors that might occur (but haven’t yet) during posting



INVENTORY ADJUSTMENTS

Posting Adjustments
Select Inventory > Adjustments > Post

Post

or click in Inventory > Adjustments > Enter

x

\i\p Paost all transactions for Batch [MGR]F

Answer Yes to begin posting.

Mo
x|
When com_pleted, a message \‘t’/ s e
appears with the event number and
status of posting, and allows you to Processing complete with no errors
view the pOStmg jOUI’I"IaL Do you want to view the Inventory Adjustments Journal?

Use Adjustments > Enter or Adjustments > Edit List to view any posting errors for a
transaction.



INVENTORY ADJUSTMENTS

Exercise 1: Inventory Adjustments

Try it Yourself! In this exercise, you will learn how to enter and post an Inventory Adjustment.

SCENARIO: The owner previously took an Adams SC Driver home, for which an adjustment

transaction had been entered. He is now returning the driver and it needs to go back into
inventory.

1. Select Inventory > Adjustments > Enter.

5 At ltem Number. look q =k
: t tem Number, look up and - § .
select ADM-SCD. BH+XEm 4> ATG |9
ltem number [ADHSCD [ 1@l 4dems 5L Driver, R
. Location IMA\N H@l Main store location
3. Use the MAIN location and Lansaction dote [5777505 =] |
today’s date. e a—] =
H Document # Stocking unit W
4. Enter a Quantity of 1. N |_|1 Fe— .
. Cost I— [ Accounting Oty available ,?7
5. Use the Accounting cost for sccaun [E00 ¥ iy e Newayaveleble |8
the transactlon- ACCOUﬂting Fieferenee IDWWr retutring tem to inventory Awerage cost | 166.3157
cost is the average cost of Standard oot [ 0.0000
the item at the involved R
location. _ o |

6. Click E

to save the transaction.

7. Select Inventory > Adjustments > Edit List and preview the adjustment before posting it.

8. Select Inventory > Adjustments > Enter and enter the Reference text of Owner
returning item to inventory.

9. Click — F' | to post the adjustment.

-------------------- i END OF EXERCISE S




PHYSICAL COUNT

Performing a Physical Count

Select Inventory > Physical Count Physical Count

Menu
Selection Use it to
Create Generate physical count transactions for groups of items to be

counted, capturing the current quantity on hand for each item

Worksheet | print a worksheet of items for which physical count transactions exist.
The worksheet can be used to manually record the amount counted of
each item.

Enter Enter the count amount(s) from the worksheet into the physical count
transaction for each item.

Import Import count amounts from a text file for existing physical count
transactions or new physical count transactions. Use instead of Enter.

Edit List Print an edit list to review the count amounts entered or imported, and
to examine the variances between the captured quantity on hand and
entered count amounts.

Post Post the physical count transactions. Posting generates and
automatically posts inventory adjustment transactions for items where
the captured and entered counts differ.

Remove Delete physical count transactions before posting.




PHYSICAL COUNT

Creating Physical Count Transactions

Select Inventory > Physical Count > Create

il
. . Location IMAIN g@" hain stare location Al locations

Identify the location(s) N :
. . tem selection | |nventary selection

and filter the items for e _ |

which physical counts P_"E“”“m‘j'}_ o xd

. fimary wendor
Wi ” be done . ltem category l_ Location IMAIN H@” Main store location Al locations

Sub-categon I_ ltem selection  IMventony selection |

Last count date is on or before I 4 vl

Click ﬂ| to

create the physical count
transactions for the 2]
selected items. cove | gow | e |

Either Current Quantity on hand or Quantity available (based on configuration setting
in Inventory Control) and Cost are captured ("frozen") in each transaction. For gridded
items, quantity is captured for each cell.

[& puplicate Physical Count d

A count tranzaction for item BEER at location MAIM already exists.

If a physical count transaction is already on
file for an item, select the action to take.

Skip I Beplace |

Skip Al | Feplace All | LCancel
x
After the physical count transactions have been \_‘:/ Event Number: 700150
Created, yOU can VieW the WorkShGEt- Physical count create completed with errors,

Do wou want ta view the Physical Count Warksheet?

The worksheet can also be printed or viewed
using Physical Count > Worksheet.




PHYSICAL COUNT

Physical Count Worksheet
~Ioi]

Repart IPhysica\ Count \Worksheet [List view] j

Select whether to show cell detail for Oidrty e _ =l
gridded Items, Whether any quantlty FalamElEfS|F'hpslcalCountTlansactlonl Item |

. . tin uleﬂE—Ll
should print, and whether to include ok

. . W Include uncounted items

serl a.I num ber d etal I . I™ Piint variances for uncounted items
I Frint non zero variances only

¥ Frint zerial number detail

I Include sometimes seralized items

»|
E-mail I Previgw Print DOptiong »> Cloze | Help |

B Physical Count Worksheet =lolx|

Fieport | Physical Count worksheet (List view) =l
Fllter the items Whose Parameters  Physical Court Transaction | tem | |
transactions you want to print [P R 2 Physical Count worksheet 1o/ x|
Lacation I_ Repart IPhys\caI Court Wiarksheet [List view] j
on the worksheet. ity [ =

Farameters | Physical Count Transaction tem |

e rumber PE o =E
Ikem categony I @ lol |8
Subcategory | = 5=
|tem type vl
Py verdor PE o =E
Frice-1 at least l—
5
E-mail | Previsu Print Dptions > Class | Help |
Cate 7/8/2008 Time 2:4552PM Page 1
FOR DEMON STRATION PURPOSES ONLY
Physical Count Worksheet [List View}
ltem # Pre 1 Ceount Checked by
Descripticn Stk unit
Count gty-1  Count gty-2  Count gty-3 Count gty-4  Count gty-5 Count gty-6
Unit 1 Unit 2 Unit 2 Unit 4 Unit & Unit &
Location MAIN

v
s

v
o
in




PHYSICAL COUNT

Entering Physical Count Quantities

Select Inventory > Physical Count > Enter

Enter up to six separate count
guantities for the item at that
location.

Enter count quantities in an

item’s alternate units, if needed.

Identify who provided the count
information and any notes
related to the count.

[E Physical Count Enter

=0l

GEH+ XBE

1 4> | L BG 9

Location [MAIN

1] wiain store location

Chenge location

Item number [ADN SCD

1@ Adars SC Driver, RH

Courted by Count notes
Count a1 [5 _ll[escH =] McR

counay2 [T e =R Desciiption | Adams SCDiiver, AH
Count giy3 | N E=| Category [GOLF

Count a4 [ N EE= Subcategory [CLUBS

Caunt g | N IE=ER| | fooountcods[1

Count oty | _eacn =] | Pimayvendor [ADAMS

Erfer seiisls

Commert [

Vendor item number

Bir-1

Bin-2 Bin-3 Bin-4

\ \
Fost

You can also add new physical count transactions or delete them in this function.

For a gridded item, click to
enter count quantities for each
cell of the item.

For a serialized item, click

to enter the serial

numbers for each counted item.

ol
BE+XBE 4> | AEI|9-

Location [MAIN

=] [ Main store lncation

[ Chang osaton |

Item number [SHOES [21@)]| women's golf shoes Color/Sizewicth
B Physical Count - Grid 21X
coeant [22 )| [escH ltem number [SHOES [ 121 womerrs gof shaes
Countalp2 li I_EAEH Location [MAIN [ 212 Main store location
Count gly3 EACH Count a1
Count oty4 EACH Width
Couri ay-5 EACH) I o |Size Narrow | \wide | Total
Count oty [ EACH | b Ml 7 2 Fl
Mull 75 2 2 4
Enter serals  Muli 8 2 2 4
|| Mui 85 2 2 4
| whie 7 2 2 4
Comment l— 7\/\/)'\\[5 75 2 2 4
| [whie 8 2 2 4
| whie 85 2 2 4
I 16| 16 =
Bla» | wven» | ok | caes | mep |
ioix
QAE+XBEE <> PTG |0
Location [HEIN [T ][ Main sore osston [ rare focation |
1t ber [EALLRETFRD ‘-
Hem rumer N rer—— 2l
Count 1 [2 REEIS
Comav2[ _[EEA] ttem number [BALLRETPAO [ &) |BallRetum - PRO
comayal  _|[EaeH Losation [MAIN A& Main stare location
Count | _|[EacA [ Jserel number I [=]
Count v _|[eacH | |as4as5aa
4542366
Count qy§ EacH | ]
SILGTS 4 M inerv ey ﬁ
Enter seriak:
Lo ] T e
2 seiells) entered
Serial numbers
Coppent Emeed| 2
Toodd| D
Close Hep | |




PHYSICAL COUNT

Importing Physical Counts Quantities

Select Inventory > Physical Count > Import

Use to import physical count quantities from a .csv file

=101 ]
Provide the path and name of the r-(wllmcrc:v i ] Advonced|
file to be imported. I ,
' Courtdae ke Lgcaton |MAIN Man stoes locaton
. . .  jrchoddd in fle ot |
Identify the location for which the O
count quantities will be imported. o R - e
Place file in oo
Identify the field numbers in the Company 'mlf——1
: Y : : import folder Quantty |2 {_fmmady)
import file that contain the item T
number, quantity, serial number, Uolmesmrs [ s
Unit of measure, count user, and Ll
Court usex [5 or |
count notes. Court rotes [¢ or [
Promet 10 delete e after enport [~
Losd P | Save Pasametes | ety | tmwor | come | mew |
Click MI to save these
settings.
Click —ILD‘“' Parameters | to load saved settings.
Click to mimic importing the data in order to find potential errors.
Click to actually import the physical count quantities.
Click to define the characters in -
the import file that denote a quotation mark, Quote charaster [ ]
that separate fields and that denote Field defimiter | =
comments. Comment character I; 'I

| LCancel I |

aK Help




PHYSICAL COUNT

Printing a Physical Count Edit List

Select Inventory > Physical Count > Edit List

B Phoysical Cosnt Edit List '_‘lnl"il

Riepost | Fhyrsical Count Edit List [List views] =]
Parameters | Physcal Count Trarseaction | e |

F‘lj"tmll-an.achdca.rts Hl ™ Group by calego
I Inchude uncounbed ions . .
[+ Prink shrays sevisized serial rumber detal '_
[ Inchude sometimes sensized iems: X0
Actual counts,
Frozen, actual counts
Actual Counts, variance

Select how to show gridded
items, and the quantity to
print for each transaction.

|

Eosd | Pevew | P | oo | Ooe tiels

ST=TE

Report IPhysicaI Count Edit Lizt [List view] j

Filter the items whose —
H Parameters gical Count Transaction | [kem
count transactions you - t
Itermn nurber I g@ ta I @I@

want to print on the edit list. Loosin [0

[& Physical Count Edit List

Fieport I Physzical Count Edit List [List view]

.Pararnetersl Physical Count Transaction  Item I

Itern number l—m
Item category I—@
Sub-category I—Q

Tracking method Iﬁ

g [=[S]

E-mail I Preview Frint Optionz »» Cloze |




PHYSICAL COUNT

Physical Count Edit List — List View

Crate 7/3/2008

Time 2:55:20PM
FOR DEMON STRATION PURPO SES OHLY

Physical Count Edit List [List View}

Page 1

Location MAIN
Item # Description Cost Stk unit Frozen quantity Oty counted
Count gty-1 Count gty-2 Count gty-3 Count gty-4 Count gty-5 Count gty-6
U nit 1 Unit 2 Unit 3 Unit 4 Unit § Unit &
= = I s 3 =

X

|

o

o

B3 e 3N 3 B3 G2 RDOE3 G0 3N €3 60 0

i
=

BRI ORI ORI ORI RDORD BRI ORI ORI ORI ORI RX ORI RO

Location MAIN totsls




PHYSICAL COUNT

Removing Physical Count Transactions

Select Inventory > Physical Count > Remove

e Use to remove count transactions that were created by mistake or that are now stale
(captured quantity is out-of-date)

ST

Location IMNN Ig@” I ain store lacation All locations |

To remove count transactions
A . Event humber I E
that were created in a single

event, select the event em selecton | nvertory selecton |

number. Item number [DLH-DDH P2 e |ounTi &)
Primary wendor I lﬂ@

Filter the_: items whose count tom catogory | e

transactions you want to Subcategon | =

remove.

Preview Remove LCloze | Help |




PHYSICAL COUNT

Posting Physical Count Transactions

Select Inventory > Physical Count > Post

Select handling for
uncounted items.

Filter the items whose
count transactions you are
ready to post.

il

Location [N Lgfj 1 ain store location

Al locations |

Posting D ate I H vl ¥ Usze freeze date

Document # |F'HYS -COUNT

For uncounted item:
~ Agsume quantity counted is zero
" Azzume quantity on hand is conect
{+ Skip

Enter a posting date or use
the date the items were
frozen.

Itern selection | Inventony selection I

Itern humber I Ig@ ta I Iﬁ@
Frimary vendor I Ia@
Item category I Ig
Sub-cateqgary | L,g
Post Cloze | Help |

For counted items, the item's current quantity on hand is adjusted if there is a difference
between the quantity counted and quantity captured in the physical count transaction.

Cost used for adjustment depends on the cost selected in Setup > Inventory > Control.




PHYSICAL COUNT

Exercise 2: Performing a Physical Count

Try it Yourself!
1. Select Inventory > Physical Count > Create.

2. Select MAIN location and filter for the APPAREL category and the MENS sub-category.

. . Confirm
Click Create to create the count transactions.

i ') | EventNunber 700103

Phyzical count create completed with no emors.
Do pou want to view the Physical Count Work sheet?

Answer No when asked about viewing the Physical
Count Worksheet.

3. Select Inventory > Physical Count > Worksheet to view the worksheet in Grid view.
Select to show None for Print gty. Close the worksheet when done.

4. Select Inventory > Physical Count > Enter.

Assume the worksheet had been printed earlier and the following counts were recorded for
item VEST at the Main location.

Small | Medium | Large | X-Large | Total
Black 5 5 4 4 18
Sandstone 5 5 4 5 19
Count 10 10 8 9 37

Use either the lookup or table view to display the
transaction for the MAIN location for the item VEST. + X e » PO
Click £l to enter the count for each cell. | | 2 [2] i sleee o
Item number ‘VEST I@ Men's 100% cotton ves!
— | Counted by
Countaty-1 | EACH =]
L. . . E Count aty-2 | |EacH ]|
When finished, click OK. Then click to save the Count a3 | FlE=msl
transaction. Bl [Eacn <]
Count 5 | [EacH -]
Count -6 | [Each -]
I




5. Select Inventory > Physical Count > Edit List and preview the counts.
6. Select Inventory > Physical Count > Post. Choose to Skip uncounted items.

7. Select Inventory > Reports > Journals > Physical Count.

Date 11/12/2007  Time10:35:56AM Page 1
FOR DEVON STRATION PURPO SES ONLY

VIEW the Physical Count Physical Count Journal {List View}
Journal produced by posting.

5 Updates requested 4 Application errors
Successful

Notice the Frozen qty, Qty :
Counted, Qty Variance’ and Item # Desaription E:s;(ﬁ;l;:mx FmienquamilyASSil:::dezgie:‘ Qty variance Value vari iance
Value variance columns in the

Report total area.

VEST Wens 100% cotten vest 574 EAC 71 37 N

-------------------- i _END OF EXERCISE R —




PHYSICAL COUNT

Physical Count Pointers

Orders, Layaways, Holds, and Quotes

Items on orders and layaways update quantity available, but not quantity on hand. If your
system is configured to capture quantity on hand (rather than quantity available) when
creating count transactions, be sure to count the ordered and layaway items. Do not
count them if your system captures quantity available.

Items on holds and quotes do not update quantity on hand or quantity available. Be sure
to count items that are on holds and quotes.

Open Transfers

When you post a Transfer Out, quantity on hand is reduced for the sending location.
Until the receiving location completes and posts the associated Transfer In, neither
guantity on hand nor quantity available is updated at that site.

Do not count items that have not yet been transferred in, even if the physical
merchandise has actually arrived.

Serialized ltems

On-file serial numbers are captured, along with the current quantity, of always and
sometimes serialized items.

When entering (or importing) counts, you can specify the serial numbers that were
found.

When the count transaction is posted, serial numbers that are not counted are updated
with a status of "missing". If a serial number is entered or imported for a count
transaction and that serial number was not previously frozen, a serial number record
with a status of "available" is added for the item.

Controlling Inventory While Counting

As soon as you create a physical count transaction and the current quantity on hand or
guantity available is captured, you must maintain control over the physical inventory for the
item until you can count it and record the count quantity somewhere. "Maintain control"
means that none of the item is removed and no new merchandise is brought into the count
area from the time the count transaction is created until you have counted what's already
there.

For businesses that can close during the count, controlling the physical inventory until it is
counted is not a major issue. Color-coding the counted vs not counted merchandise is one
way to indicate what items still need to be counted and those where count quantities have
already been captured for an item.



For businesses that must remain open and especially those where customers are usually
'self-serve’, you may want to temporarily prevent customer access to the items that you
intend to count and have an employee retrieve the merchandise. The employee could
leave behind some note or flag to designate the quantity removed so that it can be
included in the count even though it is no longer physically present.

If customers must access the merchandise before it's counted, you will need to use some
other method that allows you to include the quantity that customers have purchased (and
removed) from the time the count transaction is created until the item is counted. For
example, you can compare the time from when the count transactions were created for
the items and when the count of the item was started to the ticket times to find items that
were sold during the "control" window. You would need to include those sold items in your
counted quantities.

Controlling the Cost of Physical Count Adjustments

The current average cost of an item is captured in the physical count transaction at the
time the transaction is created.

The "Physical count posting uses" setting in Setup > Inventory > Control allows you to
control whether Counterpoint will use the captured cost or the current average cost of an
item at posting time for any inventory adjustments that get created for variances.



TRANSFERS

Transfer Methods

e Use to transfer merchandise from one location to another

Method 1 - Transfer Out > Transfer In

Monitor transfer of goods from one location to another

- Multiple transaction processes

- Transfer information can be imported from a .csv file

- Updates quantity on hand at sending location when Transfer Out is posted

- Updates quantity on hand at receiving location when Transfer In is posted

Method 2 - Quick Transfer

- Assumes transfer is already completed

- Single transaction process

- Updates on hand quantities for sending and receiving location as soon as transaction
is posted, even if merchandise has not arrived



TRANSFERS

Process Flow of Transfers

Method 1 - Transfer out > Transfer in

[ Transfer Advice Report }

Transfer Out > Enter

Create transfer

l

Transfer Out > Edit list Tr_ansfer Out > Post
Review transfer outs Print transfer out form

While in transit, view Open Transfers
in Inventory>Reports>Transfer Status

v

Transfer In > Enter
Receiving location
specifies what was received

Transfer In > Edit list Transfer In > Post
Review transfer ins Print transfer in form

Y

Discrepancies
between
guantities?

Automatically reconcile
"as received"




TRANSFERS

When are quantities updated?

Quantities Updated

From location

To location

Save Transfer Out

N Qty on transfer out
N Qty committed

(no change)

Post Transfer Out

V¥ Qty on transfer out
¥ Qty committed
V¥ Qty on hand

N Qty on transfer in

Save Transfer In

(no change)

¥ Qty committed
V¥ Qty on transfer in*

Post Transfer In

(no change)

AN Qty on hand
N Qty committed
V¥ Qty on transfer in**

Auto-reconcile

Done when no lines remain
open on transfer.

V¥ Qty on hand
(Recvd > Expected)

or

N Qty on hand
(Recvd < Expected)

(no change)

* For Save Transfer In, Qty on transfer in is updated to reflect the new quantity

expected

** For Post Transfer In, Qty on transfer in is reduced by Qty recvd




TRANSFERS

Printing a Transfer Advice Report

Select Inventory > Transfers > Transfer Out > Transfer Advice

* Use to evaluate stock levels and determine how to redistribute inventory across

locations

* Optionally, generate Transfer Out transactions

10
Report IFuII j
Order by IItern # j
Parameters I Item |
r—From location T o location
" Location group ] ZJ " Same as fromelacs
* Specific locations  Location group I Lﬁg
STORMAGE Ig@ H@] ¥ Specific locations
: @@: o || Men = el 12 &)
| =E| el =) I= )
| e I2 )
r—Quantitie —FReport
ity to trangfer out ISurpIus oveEr Mas j Prirt IA" locations j
Transfer in to locs IEeIow Tias j
&
E-mail | Freview | Brint | Generate | Options > | LCloze | |

From locations

Location group
Specific locations

Identify a location group or up to 6 individual locations that could
supply the inventory to be transferred

To locations

Same as from-locs
Location group
Specific locations

Identify the locations that can receive the transferred inventory

Quantities

Qty to transfer out

Determine which quantities to consider taking from transfer out
locations: Surplus over maximum, Surplus over minimum, or As
needed (by transfer in locations)

Transfer in to locs

Limit quantities to transfer based on current inventory level of
transfer-in locations: if current level is below maximum, below
minimum, totally out-of-stock, or All (level doesn't matter)

Report

Print

Locations to include on the report

5

-3




TRANSFERS

Transfer Advice Report

- End of report --

O=te 901552004 Page 1
FOR DEMOHSTRATION PURPOSES OHLY
Transfer Advice
From locations: STORAGE
To locations: hAIN
Oty to transfer out: Surplus owver max
Transfer in to locations: Below max
Print: Transfers only
"™ beside 'Location’ means an unposted transfer-out exists for the item to the location; no transfers will be recommended.
Order boy:  tem #
ftem # Description “Wendor # Categaory
------------------------------------ Irvertory gty Transfer qty
Location Ilin hiax 0n hand 0n ¥ferin Forgilable Fogilable Meeded Suggested Short
AOM-TLS Adamz Tight Lies 5 Wiiood A0S GOLF
STORAGE 1] 1] i 5 A 5 1} ) 1}
RN 3 12 10 1} q 1} 3 3 1}
SO0l | Adams il Irons, Set ADAE GOLF
STORAGE 1] 1] 2 1} 2 2 1} -2 1}
RN 3 12 2 1} 2 1} 10 2 8
ANl |-P PAdams | Putter ADAE GOLF
STORAGE o o 5 1] 4 5 1] Eil 1]
MAIN 3 1z 5 1] 4 1] 7 4 z
APL-HAT Galf hat with loga - 1 =ize APPAREL
STORAGE o o 10 1] 0 10 1] -0 1]
AN 10 Al 18 1] i 1] 12 10 12
APL-SHIRT Galf shirt with logo - 1 size APPAREL
STORAGE 1} 1} 20 il i 20 il 20 il
hAAIN il Al 19 1] 19 1] | 0 1
APL-SHOES Golf shoes - Mens - 1 size APPAREL
STORAGE 1] 1] 8 4 g 8 1} -2 1}
RN 10 an 13 1} 13 1} 17 a2 a
APL-SHORTS Golf shorts with logo - 1 size APPAREL
STORAGE 1] 1] 10 1} o 10 1} -10 1}
RN 25 a0 12 1} 12 a8 10 28
SHORTS Shorts - ben's Twill Pleated IZoD APPAREL
Color / Size
Black 30
STORAGE 1] 1] 3 1} 3 3 1} -3 1}
RN 2 12 1} 1} 1] 1} 12 3 q
Black ¢ 32
STORAGE o o 3 1] 3 3 1] -3 1]
hAIN 2 1z 1] 1] o 1] 12 3 ]
Sandstone § 38
STORAGE il 1} 3 1} 3 3 il -3 il
2N 2z 1z o o o o 12 3 ]
Sandstone £ 40
STORAGE 1} 1] 3 1] 3 3 1} -3 1}
il AIH ) 12 1} 1} 1} 1} 12 3 ]
Sandstone 42
STORAGE 1} 1] 3 1] 3 3 1} -3 1}
[ ] 2 12 1] 1] o 1] 12 3 q
Feport totals: 8 items in report
Transfer from Dty Transfer ta Oty
STORAGE 1"r hAIN 17
Tutal 1"r Total 17
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Entering a Transfer Out

Select Inventory > Transfers > Transfer Out > Enter

o1
= . - .
E+X3|<4» L EDS 7

Transfer # |1DDD1? L/:\i Mlﬂlﬁansfer from IMAlN L/:\l@
Transfer ko IEAST LA@
tain |Lines |
Main tab Ship date [11/07/2006 - Nexts |
Shipped by IMGH L/g@| Manager Pririt Farrm
Mizz charge ID.DD Post
Beference I Sawe
Comrmett 1 I
Comment 2 I
Comment 3 I
]
Transfer # Enter a transfer number, or click &uts-assian | to auto-assign it

Click ﬂl to import a .csv file to identify the Transfer Out details

Transfer from Location from which items will be shipped
Defaults to workgroup's location

Transfer to Location to which items will be shipped

Ship date Date on which transfer is expected to ship

Shipped by Identify the user who is completing the transfer out

Misc charge If enabled, additional charges (such as freight) to be included in the

cost of the inventory at the To location when it is received
Proportionally applied based on cost of each item received

Reference Enter any reference text to associate with the transfer (not printed on
forms)
Comment 1-3 Enter any additional comments relating to the transfer (printed on

forms and reports)
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ST=I

Lines tab QE+XE <> LEDS 89

Transter # [100017 - éuto-assignl Import |Transfer from [MAIN L-1=l
Transfer to IE.ﬂST [C\I@

Main  Lines |
Itern nurmber Dezcription Tranzfer |Unit Urit cozt  |Extended caost -
quantity  |name [est]
| B|DUN-TI Dunlop Titaniurn B alls 12 DOZ 14.9534 17944
L TOP-STT TopFlite Strata Tour Balls 2 Doz 28445 hE3
| |APLHAT Golf hat with loga - 1 size 2 EACH 42724 8.54
I
Item nurnber Degcription Tranzfer quantity L nit
[oumT) [PIE) [Duniop Titanium Bals [1z ooz +]
Camment 1: Nexts | Subtatal 21731
Carmment 2: Mizc charge .00
Camment 3 Brirt For Total 21731
Puost Lires 4
Save T otal guaitity 13
B
ltem number Identify each item to be transferred

Only “Inventory” type items are allowed to be transferred
Item must have inventory records for both locations

Transfer quantity Enter the quantity to be transferred of each item

Unit If an item has alternate units defined, select the unit associated with
the transfer quantity

Click Save | or E to save the Transfer Out.
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Lines tab — Gridded Items

If a gridded item is entered, enter the
guantity to transfer of each cell.

When completed, the sum of the

Item number ISHI RT

H@l en's Polo 100% cottan

Trangfer from IMAIN

HQ| Main store location

Transfer to IEAST

H@l East store location

2lx]

individual quantities is shown as the B Sl B e [Lorge iz :
total transfer quantity for that line e ] i ; :
|tem E Sandstone 1 1 3
' 3 2] 5] o
Filter »> I Wiew > > | 0K | Cancel | Help |
Click to view or edit the individual quantities.
Item number Dezcription Tranzfer quartity it
|SHIRT J|@) |Men's Polo 100% cotton 10 [EACH =
Color/Size 2 cels
Lines tab - Serialized items e e [FRILTETFRD ] Bl Aean - FFO
Trangfer from IMAIN LC\'Q| I ain store location
If a serialized item is entered, after Tianserto [EAST LACH Easttorelocatin
specifying the transfer quantity, Cerl | B
you are asked to identify a serial  assaas
number for each piece. || 456aaa
| M| new line) =
Serial number ng Gty 3
Serial numbers
Entered 3
Toadd 0
LCloze I Help |

When completed, click to view or edit the serial numbers.

|tem number Dezcrption
[ealLRET-PR [JI(z)] Bl Retun - PRO
Senal numbers 3 entered

Tranzfer guantiti | rik
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Importing a Transfer Out

Before assigning a Transfer #, click ﬂl to access the Import Transfer Out window.

Main tab

Browse to select the .csv file to
import.

Specify the details to associate
with this import.

Advanced tab

Specify which field contains:
- Item number or barcode
- Quantity to transfer

- Serial number

and treatment of the first line
and file.

@ Import Transfer Out - New transfer out import task

Main | Advanced I

File name ITransferDut.csv

Transfer # IW Auto-azzign |
Transzfer fram m
Transfer to IEAST—E@
Shipdate [7/2472007 7]
Shippedby [MGR  [2[@)]

2|

b | Savep b | Werify | Import |

Load p

@ Import Transfer Dut - New transfer out impork Eask

Main  Advanced |

Field number

Item |1

Quantity |2 [ Assume gty 1
Serial number |3

Skip first ling in file during import [~
Prompt to delete file after import [

2|

Load parameters Save parameters Werify Import

Lloze |

Click MI to save the settings.
Click MI to load saved settings.

Click ﬂl to mimic importing the data

in order to find potential errors.

Click &l to import the file.

@ C:\CounterPoint,CampGolfTraining', Import' Trans!
File Edit

==

2|

Started import at 1/5/2007 8:14:03 Ak

Tatal lines in file: 2
Lines read: 2

Lines imported: 2
Errar lines: 0
Quantity imparted: 92

Finished import at 1/5/2007 8:14:04 Ak

Kl

Lloze |

Help

| v

NOTE: After the data has been imported, you can edit the transfer out prior to posting.
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Transfer Out Edit List

Select Inventory > Transfers > Transfer Out > Edit List

Use to print a report of Transfer Out information, prior to posting

Use Transfer Out > Enter to make any changes to the Transfer Out

Select the order in which to print
the transfer outs

Specify:

- whether to show line items

- how to print gridded items

- whether to show serial
numbers

Filter the transfer outs to include,
as well as the line items

[& Transfer Out Edit List

=10l

Order by ITlansfer #, Sequence #

Parameters | Tranzfer Dull Transfer Out Linel

Batch IMGH LC\H Batch created for MGR

¥ Fiint ine items

Cell detail IGrid wiEw - I

¥ Piirt serial number detail

Pieview I Frint

| DOptions »> |

LCloze | Help |

[& Transfer Out Edit List

=lolx]|

Order by ITransfar . Sequence #

Parameters  Tranzfer Out | Transfer Out Line |

Tranzter # I Ig to I L,g
Tranzfer from I g(:]
Transfer to I g(:]

[B& Transfer Out Edit List

=10l x|

Oider by ITransfer #. Sequence #

 Parameters | Tramster Out  Transter Out Line |

Itzm number I EI@ to I EI@

E-mail I Freview Frint

DOptionz »>

LCloze | Help |
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-- End ofreport

Date 41772008 Time 9:32:11AM Page 1
FOR DEMONSTRATION FURPOSES OHNLY
Tran=fer Out Edit List - Detsil
Bat 10: MGR
Cell detail: Grid view
Print serial number detail
Orderby: Transfer #, Sequence #
Tran=fer # 100018 Transfer fram STORAGE Ship date 3806 Subtctal 7249
Transfer to M AIN Shippedby MGR Mizc charge o.on
Reference Tatal T.e0
ftem # ftemn descrption Transfer gty Unit Unit cost Transfer cast
APRL-UMB Golfumbrella 1 EACH 78800 7.2
Transfer # 100021 Transfer fram hl AU Ship date 41706 Subtotal 27033
Transfer to STORAGE Shipped by MGR Misc charge 0.00
Reference Total 27033
ftem # ftemn descrption Transfer gty Unit Unit cost Transfer cost
SHOES Women's golfshoes G EACH 342028 20576
Mide Tatal
ulti F 2 2
F.a 2 A
hite F.A F ]
Motal Transfer gty [ [
ARL-HAT Golfhat with laga - 1 size 4 EACH 42722 17.09
PIM-TI Pinnacle Titanium Balls 2 DoZ 23.7400 47 .48
Transfer # 100021 totals 3 lines 12 27033
Report totals 2 transfers in report 13 27812
Subtotal 27822
Misc charge o.oo
Total 7812
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Posting Transfer Outs

Select Inventory > Transfers > Transfer Out > Post

to post all Transfer Outs in a batch x|

\:,:) Post all transactions For Bakch [MGR]?

or
o
click &I in Transfer Out > Enter to
post only the current Transfer Out \:-:J Bre yoU sUFe ol wank ko posk?
[™ Do nok show again Mo
. x|
When posting completes, a message shows
the event number that was assigned, and \?/ Event Mumber: 700089
whether any errors occurred. o . ,
rocessing complete with no errors
You can also view the posting journal. Da wou wank ko view the TransFer Out Journal?
You can also view it later using Inventory > -
Reports > Journals > Transfer Out.
Another message displays to allow you x|

to view or prmt Transfer Out forms. \‘\!f" Do wou want ko view the Transfer Qut Forms ?

The Transfer Out form can also be printed
later, prior to receiving, using Inventory >
Transfer > Transfer Out > Print Forms.

[ Do not show again




TRANSFERS

Transfer Out Journal

Dzte 4172008

-- End ofreport

Time 3:33:21AM Page 1
FOR DEMOMSTRATION PURPOSES OMLY
Transfer Out Journal - Detail
Ewent #: TOO1S7 2 Updates requested
Eat ID: MGR 2 Successful
Post date: IMBL2006 12:00:0050
Cell detail: Grid wiew
Cell gty to print: Oty transferred
Print serial number detail
Orderby Transfer #, Sequence §
Transfer # fooois Transfer fram STORAGE Ship date ELEE T Subtotal EEL
Transfer to bl AU Shipped by MGR Misc charge 0.00
Status Open Open lines 1 Total 788
fem # ftemn description Transfer gty Unit From ext cost
ARL-UnB Golfumbrella 1 EACH 7.2
Transfer # 1000zt Transfer from AN Ship date 41706 Subtotal 27033
Transfer to STORAGE Shipped by MGR Misc charge 00D
Status Open Open lines 3 Total 27033
hem # hem descrption Tanster gty Unit From ext cost
SHOES Wramen's galf shoes 6 EACH 205 76
Wide Total
uki F ] ]
K. 2 2
hite .5 ] ]
Motal Transter gty [ [
AFL-HAT Golf hat with logo - 1 size 4 EACH 17.09
PIN-TI Finnacle Titanium Balls 2 Doz 47 .48
Transfer # 100021 totals 3 lines 12 270.3%
Report tatals 2 transfers in report 12 Subtotal TRzl
Mz charge o.oo
Total eIl
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Transfer Out Form

Unposted Transfer Outs

FOR DEMONSTRATION PURPOSES ONLY Page: 1
645 Tournament Lane Transfer & 100021
Memphis TH 38138 U5A Ship date: 41706
Pro Golfer Shipped by: MGR
a00-1-LUN-GOLF progolferi@progolfer.cam

From: hiain store location To: Steragewarehouse

581 South Park

123 Tournament Drive
Memphis TH 38138 USA

Memphiz TN 38138 USA

fterm # Description Transfer gty Unit Oty received From locprice Frorm ext retail
SHOES fom en’'s golf shoes G EACH 7409 449 94
Miide Tatal
ulti F z
F.5 z z
hite F.g z z
Meotal Transfer qty [ 3
Oty received

APL-HAT Golf hat with logo - 1 size 4 EACH 12.99 5196
FIN-TI Finnacle Titanium Balls ooz 2009 A0.0%
Transfer # 100021 totalz # of lines Transter gty Oty received From ext retail

3 12 56188
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Exercise 3: Processing Transfers

Try it Yourself! In this exercise, you will learn how to enter a Transfer Out.

1. Select Inventory > Transfers > Transfer Out > Enter.
Click Ml to automatically assign the next transfer number.

Enter MAIN as the Transfer From location and enter (or look up) STORAGE as the Transfer
To location.

Use the current date at Ship date. The ID of the user logged in to Counterpoint automatically
appears at Shipped by.

At Comment 1, enter any comment you wish (such as "Roadway called for pickup").

e
AEH+XB <> (A¥ 050 9
.. . Transfer # |[AUTO-AS5IGH) 2 Auto-assian It Transfer from IMAW E(j
When finished, the window | | ;
. . . ransfer to ISTUHAGE g :]
should look similar to this:
Main |Lmes I
Ship date | &4 2/2003 vl Mexts |
Sy IMGH m' Hanoga) Brint Form
Misc charge |0.00 —
Reference I Sone
LCamment 1 IHDadway called for pickup
Caomment 2 I
Comment 3 I
B

2. Switch to the Lines tab.
Enter (or look up) ADM-TL5 as the first item number.

Notice that Qty on hand and several other quantities for the From and To locations appear in
the lower left corner of the window.

(If you don't see them, click on the toolbar and select View inventory.)

Enter 5 at Transfer quantity and press the Tab or Enter to complete the line. (The Down
Arrow key will also do this.)



You are prompted for line information. 2] x|
“ . 3 Com 1 |Bubb. ted the it
Enter “Bubba requested the items”. (If the onment 1 [BuEba evesled e s
line information window does not e
. . . EommentBI

automatically appear, click on the

toolbar and select Enter comments.) oK Cancel Help

Click OK.
=10l x|
I'EEES:- IR IR

The line moves to the top, and you
are ready to enter the next item on

Transfer # I[AUTEI-ASSIGN] 2 Luto-assign Import Transter from IMA\N 3 :]

Transfer o ISTUHAGE 3 :1

Main  Lines |

the transfer.

Itz mumber

Unit
hame

Transfer
quantity

Description

Urit cost
[est.]

Extended cost

|;|

| |ADM-TLS Adams Tight Lies 5 Wood 5 EACH 262.2342 131197
_> [mew ling)

=
Item humber Description Transfer quantity Unit _
Comment 1: e Subtotal 131117
Comment 2: = Misc charge ’7000
Bommet 3 Efirt Form Totel 131117
Post Lines ’71
Save Total quartity ’75

=

3. Enter (or look up) BALL-RET as the next item on the transfer, and enter 2 as the transfer

guantity.

Since this item's tracking method is Sometimes Serialized, a window appears to request the
serial numbers for the two pieces. The merchandise is still in boxes and the serial numbers
o |

are not visible, so click

appears that not enough serial numbers were entered, click L

Enter SHORTS as the next item on the transfer. This is a gridded item.

without entering any serial numbers. When the message

When the grid appears, you can enter the transfer quantity for each cell. Before entering

Wiew >

guantities, click

and then choose Custom. Select to view From quantity on hand

and disable Transfer qty. The current quantity on hand for each cell are shown.

WiEw >

Click

STORAGE location currently has no quantity of any cell.

Wiew >

Click

again and switch back to Transfer quantity.

again and select to view To quantity on hand. This shows that the



Enter a transfer quantity of 3 for each cell.

Click when completed.

x
CI|Ck When asked to proceed even |f \:.1} Cuantity transfered exceeds quantity available For the Following cells:
guantities exceed quantity available for some Blue/34
Ce||S Proceed?
Mo Details ==
=

D« > (ARG O

Tiansfer # I[AUTD-ASSIGN] 2 Aulo-assignl Impart | Transfer from [MAIN 3 :1
Trarsfer tg [STORAGE 3 :]

Main  Lines |

Com plete the entry Of the Ilne Item number Drescription Transfer | Urit Unit ozt |Extended cost =
quanlity | name [est]
|_|ADM-TLS &dams Tight Lies 5'ood 5 EACH 262.2342 131117
N 0 comme nts aren eed ed L BALL-RET Ball Fieturn - Battery powered 2 EACH 11.5000 23.00
) _§ [new ling)
Itern nurmber Description Transfer uanllt}l Unlt
SHORTS # @) [Shorts - Men's Twil Pleated 63 Jeecn =]
Calor/Size 21 oellz
From To Nests Subtatal 1.33417
Oty on hand I 1} = . ’7
Qty committed 0 il Misc charge 0.00
Gty available 77 1} Frint Form
Gty on PO 0 0 Tatal 133417
Gty on BO 0 1] Fost Lines 2
Net OH 77 1] — .
Finimurn Qty 42 i} Save Tatal quantity 7
t awimurn Gty 252 a —
Bl

5. Save the transfer out.

Click
entered.

when the warning appears that optional serial numbers have not been

6. Select Transfer Out > Enter and display your Transfer Out.

Click __F2 | 1o post this Transfer Out.

When the message appears that optional serial numbers have not been entered, click

to continue posting.

When asked, select to view the Posting Journal and Transfer Out Form.

N END OF EXERCISE —
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Receiving a Transfer In

Select Inventory > Transfers > Transfer In > Enter

Use to receive merchandise that was transferred using a Transfer Out transaction

@Transfer In Enter - Batch:MGR

(ol x|
=] = - . .
a+BxEl«r (23D 9
Transfer # I g Select hansfer Impart Transfer from -
Auto-assign Transter to -
Mairn | Lines |
Ship date | £ £ 'l fEnts |
Shipped by
Eint: farm
Diate received [11/18/2008 - l ="
= Fost
Recepved by !l
Save
Misc charge |0 —
Added mize charge [0.00
Feference I
Camment 1 I
Comment 2 I
Carmment 3 I

>

Importing a Transfer

Click M before entering a Transfer #.

Select the .csv file to import, and enter the parameters for the import data.

@ Import Transfer In - New transfer in import task

x| (B import Transfer In - New transfer in impork task |
Main | dvanced | Man  Advanced |
Receiving mode:
 Recehveaganstatiansfer  Jancfer i 3| Field number
Ibem
Quiantity I [~ Assume gty 1
Sernial b
& Recsive withaut a transfer Transter # [IAUTO-ASSIGN) Auto-assign el number |
Trarster fiom [EAST g :i Skip first ling in file during import [~
Transier to [MaIN 9@ Prompt to delete file after import [~
File name |Transferln.csy _l
Date received | 7/24/2007 vI
Feceived by [MGR g :]
Quantities are in | Stacking unit 'I
Itgms not on transfer | Add lines 'I
2l ]
Lt e | S | Yty | Wik | Ol | Help | Load parameters | Save parameters ey Import Llase | Help |

Click &l to mimic importing the data to identify potential errors.
Click | to actually import the data.
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Receiving an Existing Transfer Out

Search for I Keyword I Filered %
LookUp | [Default] ~ | Order by | Transfer # -
If a Transfer Out was ! M ! N
previously entered and posted Edi | Add (F2] | Zoom (F6) | E—— | Frint | Filter | Options »> |
. Select transfer Transher # Trarsfer fom |Transferto  |Ship date | Shipped by [# of Transfer aut [«
CIICk to SeleCt ranzrer ranster rrom ransrer (a Ip dale IPpe Iy lingsopen th;TS 21 aLl
the transfer from the lookup. Y 100017 11/7/2006 |MGR
100018 MaIN EAST 11/18/2006 MGR 2 344.95
=l
ak Cancel | Help |

The Select receiving mode window appears. Your choices on this window determine the

initial settings of the Transfer In lines.

1. Should all line items be copied and set as

Selected or Unselected? Unselected lines 1 [ 2®tcopiedlines fa
are left open (not received) when a " Selected
Transfer In is posted. " Unselectad

2. Should the received quantity for each line 2 [ Huantity received defaults o

item be set to the expected transfer i+ Expected quantity
amou_nt or to a quantity of zero? A _ .
guantity of zero would be a good default if
most of the items are not being received —Unreceived quartity defaults to—————————
at this time. 3 oL
* | eave on transfer
3. Should Selected line items be left open on ¢ Cancel
the transfer or canceled from it if the full
transfer quantity is not received? Cancel all lines
ok Cancel Help

Click ‘fem==lalines| 16 automatically set 1) Selected status, 2) Zero quantity received, and
3) Cancel unreceived quantity (New expected quantity = 0).

Click 2| when completed.
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R
B+AXE| <> AE05-8 8-
Identify the rece|V|ng date and ID Of Transfer & 100017 2 Gelect fiansfer | (mport | Trangfer fiom [MAIN 3:}

user who received items.

Optionally enter any miscellaneous Sppedby[MER
charges (if enabled) to account for Date peceived [0 =]
add-on charges such as freight. T

The lines are copied to the Transfer ——
Inl USIng the Settlngs In the SeIeCt _&DUN-TI Dunlop Titanium Balls 12 12 0 Doz - .143533 179.44
receiving mode window. i

Auto-assign I Transfer to [EAST 3:]

hain |L\nes |

Ship date [11/07/2008 -

Print formn

Post

Recaived by [MGR g :Z

Save

Added misc charge [0.00

Reference |

=Y
§+EI><\< > A S -89

Transfer # |100017 2 Select trarster | [mport Transfer from |MAIN 3 :j
Auta-assian Transter to |EAST 2 :j m

=
TOP-STT TopFlite Strats Taur Balls

2 2 0 DOz 2645 563 -
ltem number___ Descrption Oty evpected Qlyeovd Uit New expected
Selected  [DUN-TI [ 12 ooz =[o

Unzelected | IDunIop Titanium Balls

Main  Lines |

Extended
cost

Oty
tecvd

Hew Unit name

expected

Unit cost
=

Description Gty
expected

Comment 1: Nests Subtotal 217.3
Camment 2: Added mise charge 0.00
Copenty Bint form Total 273

Fost Selected nes ’74
Save Oty received ,719

>

Qty expected Original transfer quantity, as entered on the Transfer Out
For new lines added to Transfer In, this quantity is zero
Qty recvd Depending on setting in Select receiving mode window, shows either

the original transfer out quantity or zero
Make changes to this quantity to reflect amount actually received

New expected

Quantity that will remain open after Transfer In is posted

As Qty recvd is edited for a line item, New expected defaults to either
the remaining amount or zero, depending on setting in Select receiving
mode window

At posting, if New expected is set to zero for all selected lines, those
lines are marked as completed and any unreceived quantity is
canceled

Unit cost (est)

Estimated cost of item that will be averaged with existing cost of item
at To location

Actual cost will be determined for selected lines when Transfer In is
posted, and may include proportional amount of miscellaneous
charges

Click ave

or

B to save the Transfer In.

Pt enabled only if user has access to Transfer In>Post menu selection

5-49
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Receiving a Gridded Item

Item number | Description [ty Gty New Unit name |Unit cost  |Extended i
expected | recyd expected [est] cost
_|ICECREAM lce cream 1 1 0 EACH 0E7 0E7
H H PEPSI Pepsi 14 14 0 EACH 09486 1328
TO edlt Qty reCVd for a grldded _|PRETZEL Pretzel 10 10 0 EACH 0417 417
item, select the line item and _|seLeo Salad 7RI 7800 DOMO LR 0 BE2E 435
ﬂ  3{SHIRT Men's Polo 100% cotton 1] o 0 EACH 12.93 12390
i [find lin] 1] 1] 1] 0.00 0.00
click J i -
Item number Diezcription Gty expected Gty recvd hiit MNew expected
[sHIRT Sl o 10 ACH =0
|Men's Polo 1007 cotton Color/Size 2cells

Item number ISHIHT

H@l Men's Polo 100% cotton

Transfer from IMAIN

Transfer to [EAST

Select whether unreceived cell
guantities should be left open or

ﬂlZ;" Main store location
[ =] East stegz lpzatin

canceled from the transfer. .
Calar Small | Medium | Large | Tatal
|| Blue 2 1 3
| |Red 1 3 4
Update Qty recvd as needed. [ sandstone 1 i 1 3
3 Z] 5 1|
Eilter »» | iew »> | oK. | Cancel | Help |
Receiving a Serialized Item
Item number | Description Oty Oty Mew Urit name |Unit cost  |Extended ||j
expected [recvd expected [est] cost
i $|BALL-RET-PRC Ball Retun - PRO 3 3 0 EACH 35.00 105.00
If Qty recvd is changed, or you u e 33 ¢ e
CIiCk ﬂ, the Transfer In SeriaIS s IE:LEﬁﬁPHD Diescription leE expected I_Déty recvd rlgl“gH j Nuew expected
window appears. Unssieciz | [Eat Fetun -PRD Serel numbers -
tgm number [BALLRET-PRO | ] Ball Retum - PRO
Losation [FAIN [=I@)  Main store loston
. Location IEAST H@‘ E ast store location
Clear the CheCk bOX for any Senal number that Received Serial number [Prompt 1 alpha [Prompt 2 alpha [Prompt 3 alpha | =
was not received. (New serial numbers cannot H I
be added.) L
]
Serial nurthers
Selected ’73
To be selected ’70
Close Help
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Entering a New Transfer

You can create a new transfer at receiving-time if a Transfer Out was never entered, if your
system is configured to allow lines to be added to Transfer Ins.

To create the new transfer, in Inventory > Transfers > Transfer In > Enter, enter a transfer
number or click _&4essan | for o system-assigned transfer number.

You'll be asked to confirm that you want to do this.

Transfer # [[AUTO-ASSIGN) L2 Select transter | Import | |

1<)
Alto-aszign | I

\_?’) ¥ou are about bo create a Transfer In For which there is not a corresponding Transfer Qut, Are wou

sure you wank to do this?

Identify the Transfer from and Transfer to locations, as well as Date received.

On the Lines tab, enter the items and quantity of each that are being received.
(Miscellaneous and Always serialized items are not allowed.)

When you post the new Transfer In, all lines will be reconciled as received. This means that
the quantity on hand at the Transfer from location will be reduced by the quantity received of
each item.
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Transfer In Edit List

Select Inventory > Transfers > Transfer In > Edit List

* Use to print a report of the information entered for a Transfer In, prior to posting

* Use Transfer In > Enter to make any corrections to the Transfer In

i

Order by ITransfer #. Sequence # j

Select the order in which to print
the transfer ins.

Parameters | Transfer In| Transfer In Llnel

SpeCIfy Batch IMGR H|Balch created for MGR

whether to show line items e R s
. . . Cell detail | Grid vigw i’
- how to print gridded items, il b

. . . Cell gty ta print Iﬂty received 'l
including what quantity to Il i el e
print in the cells

- whether to show serial
numbers

E-mail I Preview Print Options »> Close | Help |

-I0ix

Order by ITransfer #, Sequence # j

Parameters  Transfer In | Transfer In Line |

. . . Transferﬂl g
Filter which transfer ins to
include, as well as the line
items. (& Transfer In Edit List =10 x|
Order by ITransfer #, Sequence # j

Palamalelsl Trarsfer In  Transfer In Line |

Item number I 1’8@ to I Iﬂ@

|
E-mail I Freview Frint DOptions > Close | Help |
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Date 472008 Time 9:39:024M Page 1
FOR DEMOMSTRATION FURFOSES OHLY
Transfer In Edit List - Detail
Bat I0: MGR
Print zerial number detail
**'= added during entry
Orderby: Transfer #, Sequence §
Transfer # 100017 Transfer from  STORAGE Date received 31806 Subtotal 53538
Transfer ta WA AIN Recedwvad by MGR Transfer out 0.00
Refererce Added misc 0.oo
Total 53538
tem & ftem dezerption Unit Oty expected Dty recwd Heaw axpected Transfer out Beceived cost
ADM-TLE Adams Tight Lies 3 Wood EACH 2 ) il 0.00 534538
Transfer # 100021 Transfer from AN Date receiwved 470G Subtotal 17033
Transfer to STORAGE Recdved by MGR Transfer out o.oo
Reference Added misc o.oo
Tot=l 17033
hem # ltem description Unit Oty expected Oty recid New expected Transter out Beceived cost
SHOES Women's golf shoes EACH i} i 1] o.on 20876
Wid e Total
ulti ¥ 2 2
F.A F] ]
hite K4 2 2
Motal Oty recwd & &
APL-HAT Golfhat with logo - 1 size EACH 4 4 1} o.oo 17.09
FIN-TI Pinnacle Titanium Balls ooz 2 ) 1] o.on 47 48
Transfer #100021 totals 3 items 12 12 o o.on 7033
Report totals: 2 transfers in report 14 14 1} o.oo 8046.71
Subtotal a0s5.71
Transfer out o.on
Added misc o.oo
Total a05.71

-- End ofreport --
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Posting a Transfer In

Select Inventory > Transfers > Transfer In > Post
to post all Transfer Ins in a batch

or

Click &l in Transfer In > Enter to post only
the current Transfer In

x

\i\p Post all transactions for Batch [MGR]?

x|
\:;\p Are you sure you wank ko posk?

[ Do not show again

x

When posting completes, a message shows the ::)

event number that was assigned, and whether
any errors occurred.

You can also view the posting journal.
You can also view it later using
Inventory>Reports> Journals>Transfer In.

Event Murmber: 700097
Processing complete with no errors

Do wou wank ko view the Transfer In Journal?

Another message displays to allow you to view x|

or print Transfer In Forms.

Transfer In Forms and Transfer Reconciliation

Forms can also be printed using Inventory > I™ Do not show again

Transfers > Transfer In > Print Forms.

\p Do wou want ko vigw the Transfer In Forms #

x

2

o wou wank ko view the Transfer Reconciliakion Farms?

[ Do not show again

x

If the transfer was automatically reconciled,
you can view the Reconcile Journal and
Reconciliation Form.

\ip Do wou wank to view the Reconcile Journal?

[ Do not show again

Another message displays to allow you to print
labels now. If you answer No, tags will be created
for later printing (using Inventory > Labels From
Tags).

x
\?/. Lo wou want to print labels now?

m.:.|




TRANSFERS

Auto-reconciliation

What:

Transfer is automatically reconciled if:
- Qty recvd differs from Qty expected for any line item*
or
- New expected is zero for all line items

* includes any added line items not on the original Transfer Out

How:

Reconciled as transfer is received
- Qty recvd value is assumed to be correct

- quantity on hand at From location is automatically updated for
difference between original Qty expected and total Qty recvd

When:

Only once for a transfer
- when the last Transfer In for the transfer is posted
- no remaining open line items

Produces:

Transfer Reconciliation Journal
Transfer Reconciliation Form




TRANSFERS

Transfer In Journal

Date 4172008 Time 9:45:18AM Fage 1
FOR DEMOMSTRATION PURPOSES ONLY
Transfer In Journal - Detail
Event & 700152 I Updates requested
Bat ID: MGR 2 Successful
Cell detail: Grid view
Cell gty to print Oty transfarrad
Frint serial number detail
™= Added during entry
Orderby Transfer #, Sequence #
Transfer # 100017 Transfer from STORAGE Date received 3806 Subtotal 53538
Tran=sfer to MAIN Received by MGR Added misc o.on
Total 53538
lem # kem descrption Transfer unit Oty expected Oty recwd Hew expected Tansfer out To extcost
ADM-TLE Adams Tight Les 3 Wood EACH 2 2 1} o.oo 53538
Transfer # 100021 Transfer from MAIN Date received 41706 Subtotal 270033
Transfer ta STORAGE Recsived by MGR Added misc 0.00
Total k]
hem # fem description Tanster unit Oty expected Dty recd Hew expected Tansfer aut To et oost
SHOES Momen's golfshoes EACH 5} fi 1} o.oo 0576
Wfide T Total |
uki F F F
F.a ] 2
hite F.g Fl Fl
Motal Oty recwd [ [
APL-HAT Golf hat with logo - 1 size EACH 4 4 il o.on 17 04
PIN-TI Pinnacle Titanium Balls Doz 2 2 1} o.oo 47 .48
Transfer # 100021 totals 3 lines 12 1z o o.oo 27033
Report totals 2 transfers in report 14 14 1} o.oo 20571
Subtotal 20571
Added mise charge o.oo
Tuotal 20571

-- End ofreport --
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Transfer In Form

Transfer Ins
FOFR DEMOMNSTRATION PURPOSES OMNLY
G443 Tournament Lane Page: 1
Memphis TH 38138 USA Transfer & 100021
Pro Golfer Date received: 417106
#00--LUW-GOLF pragolfer@progalfercom Recswed by: MGR
From: hdain store location To: Storage warehouse
122 Tournament Drive 582 South Park
Memphis TH 28133 USA Memphis TH 38133 US5A
Storage warehouse
[ =0 Description Unit Gty expected Oty recvd Mewexpected Unit retail Ext retail
SHOES fom en’s golf shoes EACH 5} G 1] T4.99 449 94
ide Total
ulti F Z z
F.5 2 2
hite F.4 Z z
Total Oty recwd i i
APL-HAT Golf hat with loga - 1 size EACH 4 4 1] 12.09 51096
FIN-TI Finnacle Titanium Balls Doz 1 2 1] 2099 50.08
Totals: # of lines Dty expacted Oty recwd Hew expacted Ext retail
3 12 12 1] S61.88




TRANSFERS

Transfer Reconcile Report

Date 4752008 Time 3:50:394M Fage 1
FOR DEMONSTRATION FPURFOSES DMLY
Transfer Reconcile Journal - Detail
Event#: 700159 1 Updates requested
Bat ID: MGR 1 Successful
Post 4706
Cell detail: Grid wiem
Cell gty to prirt: Oty varance
Print serial number detail
Orderby: Transfer #, Sequence #
Transfer # 100018 Transfer frarm  STORAGE Date received 4417106
Transfer to hd AN Receiwed by MGR
tem & ltem description Transfer unit Transfer gty Oty recwd “wariance Reconciligtion method
APL-UMB Golfumbrella EACH 1 2 1 Transter asreceived
Report totals 1 transfers in repaort 1 z 0 short
1 over
-- End ofreport --
Transfer Reconciliation
FOR DEMOMETRATION PURPOSES DMLY
645 Tournament Lane Page: 1
Transfer # 100018

tdemphis TH 38138 UsA
Fro Golfer

ano-l-LUN-GOLF

progolfer@progolfarcom

Date received: 41706
Receivad by: MGR

From: Storagewarehouse To: Main store location
582 South Park 123 Tournament Orive
Memphizs TH 33133 UsA Memphiz TH 38138 USA
tenn # tern description Unit Transfer qty Gty recewd “ariance Reconcilistion method
APL-UMB Golfumbrella EACH 1 Z 1 Transfer as received




TRANSFERS

Exercise 4: Receiving a Transfer

Try it Yourself! In ths exercise, you will learn how to receive the merchandise on a transfer

from a different location.

1. Select Transfer In > Enter. (Normally, the To location would use this function.)

Search for I Kepword I Filtered ‘;r'/
CI|Ck Select transfer | . LookUp I[Default] j Order by ITransfer # j
ot | as2) | zoomiFe) | Prevew | B | Eter | Opionsss |

Select the transfer that you
Transfer # Tranzfer from |Tramsferto  |Ship date  |Shipped by #ofopen Transfer out || =

produced in the previous exercise.

lines total

13100018 2 344.95
100020 MAIM EAST 11/18/2006 MGR 1 35073
100021 MAIM E&AST 111872006 MGR 1 105.00
100027 MaIM STORAGE | 1/11/2007 MGR 3 231228

ok | Lancel | Help |

Select receiving mode ed

When the Select receiving mode window
appears, use the following settings:

Set copied lines to Selected

Quantity received defaults to Expected
guantity

Unreceived quantity defaults to Leave on
transfer

Click L| when finished.

—Set copied lines ko
f+ Selected
" Unzelected

—Huantity received defaults to———————

+ Expected quantity
= Zerm

—Unreceived quantity defaults to—————

¥ Leave on transfer
" Cancel

Cancel all lines

(1] 4 Cancel Help




2. The lines are copied from the open transfer to the Transfer In.

& Transfer In Enter - Batch:MGR

@+EX=E <>
Transfer # |100027 2 Select transfer

=loix|
1o -89
Impart Transter from IMAIN 3 :i

Auto-assian Transfer to m
Use the current date for oo |vos |
Date recelVGd ) Ship date [01/11/2007 =
Shipped by ’MGRi
Frint form
Date received |01/11/2007 -
Post
Received by |MGR 9@:1
Save
Misc charge |10.00
Added mise charge [0.00
Reference |
Comment 1 IF\Dadway called for pickup
Comment 2 I
Camment 3 I
)
ioix

< »

Switch to the Lines tab and select to
edit the item SHORTS.

Tianster # |1DUUZT g Select ransfer

-8 e-
Import Transter fram [MAIN 2 :]

Auta-assign Transfer to |STORAGE 2 :z
Main  Lines |
You have Only recelved 60 Of thls |tem’ Item number |Desc|iplmn E;::ected Ealtj;vd ::Dl/:actEdlUnitname [L;gitt]cosl E:tsfnded ";l
SO you will need to chanage the Qty [B[SHORTS  Shorts - Men's Twil Pleated I 0 EACH 1433 sam
L (new line) 0 0 0 0.00 000 »|
. Itemn number Deseription Oty expected Oty recvd Lnit Mew expected
recvd amount. Click (next to [ Setectea  [SHORTS O = e e
Qty recvd) . Unselected | |Shorts-Men‘s Tuwill Pleated Colar/Size 21 cells
Comment 1: Mests Subtotal 230225
Comment 2: - Added mize charge 0.00
Comment 3: FEint form Tatal 230225
Past Selected lines 3
Save Qty received 70
=

On the Transfer in - Grid WindOW, ltem rumber [SHORTS [=1=] [ sharts - Merts T

will Pleated

SeleCt Cancel a.t UnrecelVEd quantlty Transter fram |MA\N Lz]glMain store location
Transfer to ISTDRAGE HQ| Storage warehouse
defaults to. = a—
Unreceived quantity defaults to | Cancel il

DATA -
Change Qty reCVd to 0 for Blue /34' Color | Size ity expected | Bty recvd | Mew expected

The quantity for New expected will E Z : : 0
automatically show 0. (You don't sk * : : 0

expect the missing shorts to show up WEET = : ] g
Iater.) " [Bleck 42 3 3 0
" Ble e 3 3 0
Blue 2 3 3 0
| |sue 34 3 0 [
_HIUE b a a U

B - s;\ ES| c?\ﬂ

Filter »> | Wiew 2> | 0K | LCancel | Help |

Click __%__| when completed.



On the Lines tab, Qty recvd now shows a quantity of 60 and New expected is O for the
SHORTS.

Press the Down Arrow to accept the changes. You will receive all other merchandise as
expected on the transfer.

@ Transfer In Enter - Batch:MGR

_iol x|
A+EXE(«» A3 -89
Transter # I'IDIJDE? lC\’ Select transfer, | [mpart | Transter fram IMAlN LC\I@
Auto-assian | Transfer to [STORAGE L&)
Main  Lines |
Item number | Description [ty [ty Hew Urit name |Urit cost | Extended ;I
expected | recyd expected [est.] cozt
| |ADM-TLS Adams Tight Lies 5 ood 5 L=} 0 EACH 267,684 1338.42
| |BALL-RET Ball Return - Battery powered 2 2 0 EACH 973 19.46
| |SHORTS Sharts - Men's Twill Pleated £3 g0 0 EACH 1493 833,40
B [mew line] i I} i 0.00 0.00 -
Item number [rescription Gty expected Oty recyvd nit Mew expected
Selected | P& o _lfstocking =]
Unzelected | {inew line
Comment 1: Mets | Subtatal 2.257.28
Camment 2: = Added misc charge .00
Comment 3 Biint form Tatal 2.057.28
Puost Selected lines 3
Save Oty received &7
B

Save the Transfer In. Select to not provide any serial numbers at this time.

If necessary, use the lookup to select and redisplay the Transfer In again.

Click __P=_| o post this single Transfer In.
When asked Are you sure you want to post?, answer Yes.

When the warning appears that optional serial numbers have not been entered, click

When asked, select to view the Posting journal, Transfer In form and Reconciliation journal.




QUICK TRANSFERS

Entering a Quick Transfer

Select Inventory > Quick Transfers>Enter

B Gunk Tranders fnter - BateheHGR =100 =l
GH+XB@EH 4> PRI 19
. Iiem rumbees [AOMALE | (2] ke Tight Lins 5'wond
Enter the transaction e T
and save it. T g-focation [EAET e—
Transagtion date (107272007 -
Teanshes & [10002% M Stncking unit | EACH
ity |5 B -] Fromeloe: ofy arvaable: [ 12
|.. —| Torkes gty vl [ 2
I Artage Goil _2‘522341
Misc Charge is Snandud oot | Q0000
available if enabled in Latt coat | 1743550
Setup > Inventory >
Control
Post a single

transaction in the

Click to enter transfer quantities for a gridded item or to access them after entry.

-ioix]
A+ XBEE «» AT |9
Item number ISH\F!T H@‘ Men's Polo 1002 cotton Colar/Size
From-location IMAlN Ld\ig‘ Main store location dcels
To-location ISTDHAGE H@‘ Storage warehouse

Transaction date | 5/23/2007 vl

Trarsfer # [(BUTO-A55IGN) futo-assian | [ Quick Transfers - Grd 2x|
Buantity |2D |EA[:H j Itern number ISHlHT HQ| Men's Polo 100% cotton
Misc charge [0.00 From-location IMNN Hg| b ain stare location
Reference I Torlocation ISTUHAGE HQ| Storage warehouse
Cuantity
Color Small | Medium | Large | Total

| [Bwe 4 2 2 8

| |Red 2 2 2 B

b |Sandstane 2 2 B

8] B B |

Filter > I Wiew »> | Ok | Cancel | Help |




QUICK TRANSFERS

Printing a Quick Transfer Edit List

Select Inventory > Quick Transfers > Edit List

(B quick Transfers Edit List i [=] |
Select how to show Perameters | Quick Transfer|
gridded items and | 0
. Batch |MGR Batch created for MGR.
serial number
. . Cell detail | Grid wiew -
information. o .
[ Print serial number detail
[E Quick Transfers Edit List =]
Parameters Quick Transfer |
Batch ID I g
Item rumber I g(:]
Fram-lacation I g(:ﬂ
. . . Taolocation I g(:ﬂ
Filter the items whose quick
. Transaction dateiz on | / / -
transfer transactions you want to
print on the edit list.
2|
E-mail I Fieview FErint Options >» LCloze | Help |
Date 20222008 Time 8:32:05PM Fage 1of 1
FOR DEMONSTRATION PURPOSES ONLY
Guick Transfers Edit List
E=t ID: MGR
Cell detail: Grid wisw
Print serial number detail
Orderby: Bat 10, kem #, From-location, To-location, Tre date, Seq #
ftem # Fram-to location Trx date Hfer # Quantity Unit Avg cost
Description Misc charge
Reference Error reference
ADM-TLT? From STORAGE To MAIN 09/12/2005 100016 2 EACH 267 GES0
Adams Tight Lies 7 WWood o.oo
APL-UMB From STORAGE To MAIN 0272006 100012 5 EACH T.2sa0
Golfumbrella o.oo
Main needs for upcoming tournament
SHIRT From MAIN To STORAGE OZAT2006 100018 11 EACH 12.9900
Men's Polo 100% cotton o.oo
Small Medium | Large Total
Flue 4 z z ]
Fed 2 2 2 &
Fandstane 2 F] E] 7
[otal 8 [ T 21
3 transfers 8

Report totals:

-~ End of report --

5-63
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Quick Transfer Summary
Select Inventory > Quick Transfers > Summary

e Use to view allocated POs that need to be transferred

@ Quick Transfers Summary

Parameters | Quick Transfer |

Batch IMGH LC\” Batch created for MGR.

Cel detail | Grid view =l
¥ Print serial number detail

[~ Page break after From-to group

o [=]

E-mail I Freview Frrint Dptions = LClose | Help |
Date 27222006 Time  2:37:10PM FPage 1
FOR DEMONSTRATION FURFOSES ONLY
CGuick Transfers Surmmary
Cell detail: Grid view
Frint serial number detail
Orderby BatID, From-location, To-location, Xfer #, T date
From MAIN To ST ORAGE fer # 100018 Trx date 20706
ttem # Description Bat D Guantity Unit Avg cost
Reference Mizc charge
SHIRT hen's Polo 100 % cotton MGR 11 EACH 12 0000
o.oo
Total Small Medium Large Total “
Blue 4 F] F] E
Fed 2 2 2 [:]
andstone 2 2 K 7
[l otal E] [ T 11
htem SHIRT totals: 1 transfer 1
Hto STORAGE Xfer # 100018 on ZATHG 1 transfar 1
From STORAGE To MAIN fer # 100016 Trx date 9/12/M05
ttem # Description Bzt ID Quantity Unit Avg cost
Reference Misc charge
AOM-TLT? Adams Tight Lies 7 MWood MGR I EACH 267 6250
o.oo
fterm ADM-TL? totals: 1 transfar 2
RAGE to MAIN Xfar # 100016 on 941805 1 transfar 2
From STORAGE To MAIN Hfer # 100018 Trx date 201706
ttem # Description E=t 1D Quantity Unit HAovg cost
Reference Misc charge
APL-UMB Galfumbrella MGFR § EACH T.E590
Main needs for upcoming tournament o.oo
ftem APFL-UMB totals: 1 transfer a
RAGE to MAIN XKier # 100018 on ZATOE 1 transfer 4
Report totals: 3tranzfers 28
- End afreport --

5-64



QUICK TRANSFERS

Posting Quick Transfers

Select Inventory > Quick Transfers > Post

Click Yes to begin the posting process.

When completed, a message displays with
posting status and allows you to view the
posting journal.

You can also view it later using Inventory>

Reports > Journals > Quick Transfers.

x

\_?() Post all transactions for Baktch [MGR]?

Event Mumber: 700035

Processing complete with no errors

Do v wank ko view the Quick Transfers Journal?

Mul

Date 2/22/2006

Ewvent #  TOD163
Uszer: b G R

Cell detail:  Grid viaw
Print serial number detail
Orderby Ewent#, Bat 10, tem &,

Time

5:40:53PM

FOR DEMONSTRATION FURPOSES OMLY

Quick Transfers Journal

3 Updstes requestad

? Successful

From-location, To-location, Trx date, Seq #

FPage 1

- End ofreport --

ttem # Trx date Yendor # Quantity Unit From cost From ext cost
Description From-to location From unit retail From ext retsil
Wfar # From tot cost corr Misc charge
Eat ID To cost corr
Reference
ADR-T LT 08/152008 A0 Ahd 5 1 EACH 676840 53537
Adams Tight Lies 7 Wfood From STORAGE To hiAlM 34999 G99 .98
100016 o.oooo o.oo
MGR o.oooo
APL-UMB 0272008 5§ EACH ¥.2a00 3045
Golfumbrella From STORAGE To hAIM 1499 T405
100018 o.oooo o.oo
hi G R o000
hdain needs for upcoming tournament
SHIRT 0272008 IZoo 21 EACH 128900 727d
Men's Pole 1004 cotton From MAIN To STORAGE 2499 52470
100018 o.oooo o.oo
hi G R -103 8200
Small Medium Lamge Total
Blue 4 2 ] ]
Fed F] F F] []
andstone 2 z 3 7
Metal ] [ 7 21
3 transfers  Report totals: e Tot tre cost 247 61
Tot retail 1,280.72
Misc chrg amt 0.00
From Costeom n.o0
To Cost corr -103.82




QUICK TRANSFERS

Exercise 5: Quick Transfers

Try it Yourself! In this exercise, you will learn how to create and post a Quick Transfer
Complete these steps:
1. Select Inventory > Quick Transfers > Enter.

At Item Number, select APL-HAT. Zoom to find the current available quantity at the
Storage location.

Select STORAGE as the From Location and EAST as the To Location.

Use today’s date as the Transaction date, and Auto-Assign the Transfer #.

Select to transfer 5 to EAST. =la/x]
QO+ XBE|«r|PAES |0
Item number IAPL-HAT Ldgl Golf hat with logo - 1 size
Click E . From-location [STORAGE (@) storage warchouse
To-location IEAST H@l East store location

Transaction date I T/ 8s2008 -I

Transfer #f |[AUTO-A551GH) Auto-assigh | Stacking unit | EACH
Quartity |3 J EACH - From-loc gty available ,157
Misc charge [0.00 Torloc gty available | 12

Reference I
Awverage cost | 4.2720
Standard cost | 0.0000
Last cost | 0.0000

Post

2. View the Quick Transfer Edit List.

Cate 11/12/2007 Time 10:54:46AM Page 1
FOR DEMONSTRATION PURPOSES ONLY

Quick Transfers Edit List

, Frem-ocation, To-kecation, Trxdate, Seq &

From-to lecation Trx date Kfer# Quantity Unit Awvg cost
Descripticn Misc charge
Reference Error reference
AFL-HAT Frem STORAGE To EAST 11/12/2007 100041 E EACH 4. 7750
Golf hat with kogo - 1 size 00
Report tot: i =




Printing the Min/Max Report

Select Inventory > Reports > Min/Max Report

* Use to have Counterpoint calculate suggested minimum and maximum quantities for
items in particular locations

* Optional update to Min quantity and Max quantity in inventory records
* Calculations are based on sales history for a selected period of time

=10l x|

Order by IItemﬂ

Parameters |Item |

=

i Location:

Al locations

Suggested Quantity

i daps supply I'I i}

£ Location group I'I

ﬂ = ll Location Group [Region] Max daps supply Igﬂi

& Single locati kA& i i
Single lozation I Iﬂggl Mair stare lacation Lead time l—

¥ Usze vendar lead time

—Report

Dates I Cuztom

=

Erom | 2/23/2015

x| Io|zzrens ~|

e
e

E-mail | Previgw | Frint | Lpply | thions»l Cloge | Help |

Locations

Identify the location(s) for which you want the min/max quantity
changes reviewed and potentially updated

Your system security code must allow other locations to use this
function for locations other than the one specified in your workgroup

Suggested
Quantity

Enter the minimum and maximum number of days you want your
inventory to last. Counterpoint will use these settings to calculate the
quantity you'll need.

Lead time

Use vendor
lead time

Enter the number of days to add to the minimum and maximum days
supply value to accommodate shipping and ordering time.

Select “Use vendor lead time” to instead use the lead time set in each
item’s vendor-item record.

Report dates

Choose the history time frame to use for the amount previously sold.
If an item has no sales history for the date range, it will not appear on
the report.

The actual ticket posting date (not ticket date) is used for evaluating
the sales history for items.

Click

Apply

to update the items’ inventory records for the associated location with the

recommended minimum and maximum quantities shown on the report.
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Date 1/172016 Time 5:5X40PM

Qualty Golf Academy
MinMax Advice

Comgpete MinM 3x Bor locaton MAIN
Beganing Dae: 22372018
Encng Daw 3202018
Min days sspply "0
Uaxdays sspply 90
Us® vendor lesd time
Orderdy lem &
e Mem category atleast GOLF
ksm & Ko ¥Yander® Catsgery  Swkeat
ADM-TL2 EACH ADAMS QOLF cLues
Agams Tight Lies 2 Wooed 0

MAIN 00838
BAG-PRT EACH DUNLOP GOLF ACCES
Pro bag with tubes 0

MAIN 00313
BAG.TRV EACH DuUNLOP GOLF ACCES
Golf bag travel cose 0

MAN 0 0822
CAL-GBS EACH CALLAWAY GOLF CLUBS
Callawsy Great Big Garma 0

MAIN 00313
CAL-HEX poz CALLAWAY OOLF BALLS
Callaway HEX Tour Balls 0

MAIN 00313
CAL-TUI EACH CALLAWAY GOLF CLuBS
Callaway Tungsien krons, € 0

MAIN 003123
MAX.TP ooz MAXFLI GOLF BALLS -
Maxts Tour Parict Bals 0

MAIN 00313
MAX-XSD ooz MAXFLI GOLF BALLS
Maxfh XS Distance Gals 0

MAN 01250
PIN-EQ poz PINNACLE GQOLF BALLS
Pinnacle Equalzer Balls °

MAIN 37500
PIN-GLD Doz PINNACLE GOLF BALLS
Finnscle Gow Balls L]

MAIN 22500
TAY-FSI EACH  TAYLORMAD GOLF cLues
TaylrMade FreSole kors L]

MAIN 00825
TAY.FSW EACH TAYLORMAD GOLF CLuUBS
TaykrMace FreSole Wooe 0

MAIN 00313
TOP.XLL poz TOPFUTE GOLF BALLS
TopF e XL Long Balk [}

MAIN 00313

13 nvenmory records printed

13 Mveniory records with new Segaesied minmax

0 gnd cells with saw Suggestesd min/max

Page 1

Old Scggested
3 &5 3 12 1 9
1 72 10 25 1 3
L] <0 20 30 1 [}
1 2 Q 0 1 3
8 85 3 8 1 3
o 4 0 ] 1 3
8 58 o [} 1 3
" 8 0 0 2 12
14 3 0 ° 38 3
12 ] 0 0 23 202
T 12 0 e 1 L]
L 2 0 ° 1 3
L] 92 0 ] 1 3




Printing Labels

Three Ways to Print Labels

Method Use this menu selection

1. Printitem labels immediately Inventory>ltem Labels
or click @ ‘ on the toolbar in

Inventory > Items

Inventory > Inventory

Inventory > Barcodes

Inventory > View > Iltems

Inventory > Prices > Item Prices
Inventory > Prices > Special Prices
Inventory > Prices > Promotional Prices
Inventory > Prices > Contract Prices

2. Print item labels from tags
for items that are:
Purchasing > Purchase Request > Post

Purchased
: Purchasing > Receivings > Post

Received Purchasing > Quick Receivings > Post

Transferred Inventory > Transfers > Transfer Out > Post
Inventory > Transfers > Transfer In > Post
Inventory > Quick Transfers > Post
After posting, use Inventory > Labels from Tags

3. Print labels immediately for System > Labels

Customers

Customer Ship-to Addresses

Stores

Locations

Tax Authorities

Users

Vendors




PRINTING LABELS

Printing Labels from Tags
Select Inventory > Labels from Tags

* Use to print item labels after posting, from tags produced during posting

e Tags can be generated for Purchase requests, Receivings, Quick Receivings, Transfer
Outs, Transfer Ins, or Quick Transfers

E Labels from Tags ;IEIEI

Event number (200005 g Last printed:
Tag source | Transfer ins 'I

@| Item-Transferln

11/6/2006 3:16:07 A
by MGR
112 labels

PFrinter I _I

Label quantity |1 ¥ Use quantity from database
Labels to skip |0

[~ Purge tags after printing

Label job [ITEM-TR&NI

Filter

Trarwter | L,g to | L,g

Item pumber | l,g@ to | l,g@
Location l—@
Label code l—Q

Print Preview Close Help

Event number
Tag source

Select the event number of the posting run during which the tags
were generated

The tag source automatically defaults to the function that produced
the tags

Enter * for all events, and select the tag source to use tags from all
events for that source

Label job

Select a label job that is valid for the source of the tags

Printer

Indicate the printer to use (defaults to the label job’s printer)

Label quantity

Use quantity from
database

Indicate the quantity of labels to print for each item, or select Use
guantity from database if the label job defines a column for
providing the quantity

Labels to skip

Indicate how many labels to skip prior to printing the first label

Purge tags after
printing

Purge tags after labels are printed
Available if user has access to Inventory > Utilities > Purge Tags

Purge Tags

¥ Purge printed tags

il 3

To manually purge tags, use Inventory > Utilities > Purge Tags.

Printed before IDSHD1 #2004 - I

I~ Purge unprinted tags

Posted beforel A vl
Purge I Close | Help |




DISTRIBUTIONS

Interface to the General Ledger

Select System > Accounting > Interface Distributions

* Use to report distributions collected in Counterpoint and transfer them into your G/L

system.

Choose whether to interface distributions in Detail or Summary. The summary version
summarizes distributions by event, date, and account for reporting and interfacing.

Set Parameters tab

Choose whether to include
previously interfaced distributions,
zero entries, reference and
mapping account information,
and/or print the distribution report.

Select distributions tab

Filter the distributions to interface.

2%

Bepot [K wtbataon tom Deted) ﬂ

[Parameters | Dattusion | Accourt |

™ Ipchude previously rtedaced detrbutions

I Inchude 2800 erives

W Part iefesence and mapping account nfomation
N Part oot

Provew |rdedace I Qpbons > Clooe ] Heb ]
~inx|
Fieport IDislribulion type [Detail] j
" Parameters  Distibution |Accnunl |
Event number I H ta I |8
Activity type - l
Date | / ¢ =l tof /¢ =]
»
E-mail Preview Interface Options »> Cloze | Help I




DISTRIBUTIONS

Select Accounts tab

Filter the accounts whose
distributions you want to interface to

the accounting software.

Click Preview to view the list of
distributions prior to interfacing.

Click Interface to proceed with the
transfer.

iajxi
Report ID\slnhuhnn type [Detail] j
Parameters' Distribution  Account |
Account I @ ta I l,g
o
E-mail Preview Interface Optiong => Cloze | Help I

You can print a report of the distributions that were transferred after the process is complete.
After the distributions have been successfully transferred to your accounting system, they
are updated with the date/time of the interface. If the interface fails, an error appears and, if

possible, all updates to the accounting data are rolled back.

View Distributions
Select System > Views > Distributions

* Use to view a single distribution (changes not allowed)

=10l %]

QE <> LTS |9
ﬁmuplSaIes j
Type ISaIesfFielums j
Account |2|39|:I|:IDD LC\” Gift certifizate liabilities
Date |01/25/2002 |

Event number I?DDDE4

Sequence # |1

Maodule IF'oint of Sale

=~
=~

Activity type IF'ost Tickets
Axmount | 50,00
First doc # | 100118
First doc ref | 100001

Record count | 1
Interfaced [
Prafit center | o0




DISTRIBUTIONS

Purge Distributions

PURPOSE

The Purge Distributions Report lets you preview a list of distributions that you can choose to
purge. If you choose to purge, the data will be permanently removed from your
Counterpoint database.

Select System > Accounting > Utilities > Purge Distributions

@j Purge Distributions =10l %]

Order by IEvent #, Account # j

Parameters I Ewent |

Fieport Type
|7ﬁ' Sumrmary  Detail

E-mail I Freview Erint Purge DOptions »» LCloge | Help |

=loix

Order by I Event #, Account # j

Parameters  Event |

Ewvent number I Ig ta I Ig
Eventdatel A vl tol A vl

Filter on the Event table
to limit which distributions
are previewed and purged.

E-mail I Freview FErint Purge Options > Lloze | Help |




DISTRIBUTIONS

Detail Report

Date 1116/2005  Time 11:12:424M Fage 1
Purge Distributi ons Report [Review Only)
Detail
Shaded entries hawe not been interfaced
Orderby: Ewent #, Account #
Disttype Account # Description Date First doc # Debit amt Credit amt
Event # 10 10
Walue-Merchandize 1410 Inwentory - merchandise 241801 10000 56.00
209.50
30450
Inventory - merchandise totz G60.00
Receivings accruals 2000 Accounts Payable 215101 10000 209 450
30450
5600
Accounts Payable total GE0.00
10 totals: GE&0.00 GE0.00
Ewvent# 11 11
Payments 1010 Cash in bank F1o0 100098 4.00
0oz
100103 a.00
202
100104 i0.00
377
100101 .00
0.1z
Cash in bank total 25.00 G.84
Date 11ME62005  Time 11:12:084M Fage 1
Furge Distributions Report [Rewview Only)
Summary
Shaded entries hawve not been interfaced
Orderby: Ewent #, Account #
Disttype Account # Description Date range #entries Debit amt Credit amt
Ewznt # 10 1o
“walue-herchandise 1410 Inventary - merchandise 3 GE0.00
Receivings accruals 2000 Accounts Payable 3 G60.00
10 totals: GE0.00 GE0.00
Ewant # 11 1
Payments 1010 Cash in bank g 25.00 684
Payments 1210 Accounts Receivable 3 167352
walue-Merchandizse 1410 Inventary - merchandise 19 1,185 66
%ales/Retums rooo0 Accounts Payable 7 19.54
Sales/Retums 2310 Sales tax payable 14 109 .42
Sales/Retums 4010 Sales - merchandise 19 156272
Cost of goods a010 Cost of geods solddreturned 19 1,185 66
11 totals: 188418 288418




LEARNING CHECK

Exercise 6

Try it Yourself!

A truck just arrived with the items from Transfer Out # 100035. You received all items

except COFFEE (it will arrive later). When you processed the item ICE CREAM, it was
melted.

Complete all inventory processing steps so that your company’s records accurately
reflect current inventory levels.

Check Appendix 2 for the answer.



-------------------- i END OF EXERCISE —




Counterpoint Fundamentals

Learning Objectives Evaluation
Section Four
Date:

Name (Optional):

Please respond to how well you feel you understand the tasks covered in today’s class

Use the following scale
1 - Not covered
2 -l don’t get it
3 - I need a lot more help in this area
4 - | need a little more time to get it

5-1gotit
Complete an Inventory Adjustment 1 2 3 4 5
Post an Inventory Adjustment 1 2 3 4 5
Recognize the posting errors 1 2 3 4 5
Run the Distributions Report 1 2 3 4 5
Create a Physical Count Worksheet 1 2 3 4 5
Enter Physical Count Quantities 1 2 3 4 5
Remove Physical Count Quantities 1 2 3 4 5
Post Physical Count Transactions 1 2 3 4 5
Process Transfer Outs 1 2 3 4 5
Process Transfer Ins 1 2 3 4 5
Process Quick Transfers 1 2 3 4 5
Print Item Labels 1 2 3 4 5
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COUNTERPOINT FUNDAMENTALS — PURCHASING AND RECEIVING
OBJECTIVES

Section 6: After completing the readings and exercises, you will be able to:

Purchasing
and = Define Vendors / Vendor ltems

Receiving = Renumber Vendors

= Understand the flow of Purchasing / Receiving
= Create and print a Purchase Advice Report

= Enter aregular Purchase Request

» Enter an allocated Purchase Request

= Generate Purchase Requests from customer orders
» Process a drop-ship Purchase Request

= Post a Purchase Request

= Copy a Purchase Order

= Cancel / Reissue a Purchase Order

= Receive regular Purchase Orders

= Receive allocated Purchase Orders

= Receive drop-ship Purchase Orders

= Import Receivings

= Post a Receivings

= Enter/ Post Quick Receivings

* Process Returns to Vendor

= Complete a Purchasing Adjustment

= Voucher Receivings to Accounts Payable

oe
[
Ule



PURCHASING FLOW

Purchasing > Purchasing > Purchasing > Purchasing >
Purchase Requests Purchase Requests Purchase Requests || Purchase Requests >
> Enter > Purchasing > Customer- Forecast-driven
Advice specific Purchases Replenishment*

} !

Point of Sale > r ) \
Ticket Entry/ Purchasing > Purchase
Touchscreen/ Requests > Edit List
Customer drop ship N /
order
4 N
Purchase Requests >
Post
\ \i \J
: Purchase
Vendor item Open Purchase request
info updated purchase order higtor
order form y

* Elearning Downloads on Forecast-driven replenishment:

http://retailchannel.radiantsystems.com/elearning-downloads.htm?do=viewdetail&course=196

http://www.counterpointpos.com/news/training-elearning.htm?step=2&course=217



http://retailchannel.radiantsystems.com/elearning-downloads.htm?do=viewdetail&course=196
http://www.counterpointpos.com/news/training-elearning.htm?step=2&course=217

VENDORS

Defining Vendors

Select Purchasing > Vendors

* Use to define the vendors from whom you purchase merchandise for your company

o]
QEH+XBEE «» L T08 |19
Vendor number |ADAMS Ld\lg BSuto-assign | Mame type IBusiness vl
Mame IAdams Golf ‘endar ltems
i Main |Address| Contactsl F'rofilesl
Main Tab
Salutation IMS. First name |Mary
Last name IHiggins
Contact 1 Ilnformation Line
Phane 1 [200] 7036142
Categary IMEHCH L8| Merchandise Yendars
Temms code [2/10NET3D [ 2 % 10 daps Net 30
Ship-via codz |UPS GROUND [~ UPS Ground
Default curency code |HDM-E Lﬁ| Home currency (U5 Dollars]
Taw codel 18|
Sunc with /P v
AP vegdorﬁl
“Wendor's ref # I
Woucher default IFuIIy vouchered j
Vendor number Identifier for this vendor
Name type Business — Access to Name, First name, and Last name fields
Person — Name field is concatenation of First name and Last name
Salutation Can be used when printing vendor reports
First name For companies, enter the individual to whom correspondence would be
Last name addressed at that compan}/ or leave it blank .
Can be used when preparing correspondence to vendor, along with
Salutation
Contact 1 Contact information for the person you work with
Phone 1 Phone number for the vendor, usually the number for the individual
specified in Contact 1
Category Use to group vendors for purposes of reporting and filtering
Terms code Normal payment terms from this vendor, and usual shipping method
Ship-via code Both are used as defaults when entering a new PO for this vendor




Vendors

Main Tab (cont'd)

[@ vendors 1Ol x|
QE+ X & Se0& |9
QE+XBE <> LF 9
Yendor number IADAMS LC\IQ Auba-assigh | Mame type IBusiness 'l
Mame IAdams Golf Vendor ltems |
Main |Address| Contacts | Profiles |
Salutation IMS. First narne IMaly
Last name IHiggins
Contact 1 Ilnformation Line
Phane 1 I[SDD] 7096142
LCategory IMEHCH 18| Merchandize Vendors
Temms code |2.-"1DNET3D 18 2 % 10 daps Net 30
Ship-via code |UPS GROUND || UPS Ground
Default curency code (HOME 18 Home currency [US Dallars]
Tax code I 18|
Sync with 4/P v
A/F vendor # I
“Wendor's ref # I
WYoucher default IFuII}l vouchered j

Default currency
code

When using multi-currency purchasing, assign the currency code to use
as a default on all Purchasing documents for this vendor

If you change the currency code for a vendor, you are asked if you want
the unit costs in vendor-item records updated.

g

nen You have changed the Default currency code from HOME to CAM. Would you like to update the vendor-item costs?

_ i e

Tax code

When using tax in Purchasing, assign the tax code to a vendor that
collects tax. Counterpoint will use this tax code to calculate the
appropriate amount of tax for the Purchasing document.

Sync with A/P

A/P vendor #

When System > Accounting > Utilities > Import vendors is run with
the Update flag, synchronize this vendor's information in Counterpoint to
match the information in A/P

A/P vendor to whom this Counterpoint vendor matches. Leave blank if
Counterpoint and A/P vendor number are identical.

Vendor's ref #

Your account number or ID with the vendor

Voucher default

Select the default status to assign when vouchering receivers for this
vendor: Fully vouchered or Partially vouchered




VENDORS

Address Tab

Enter the address for the
Vendor.

Information entered here is
used as the default on purchase
orders and can be printed on
labels for the vendor.

FEFE R T
Yendor number IADAMS 2 :] Auto-assian | Mame hype IEusinass vI
Mame IAdams Golf Wendor lbems

Main  Address |Eonlacts| Plohlesl

Address 1 [2801 East Plano Parkway
Address 2 I
Address 3 I
City IPIano State |T><
Zip code |75U74 Country I

Comment 1 I

Comment 2 I

Comment 3 I

Tax D #I
TaﬁIDﬂdateI 4 vI

RQ -

=loix|

Tax ID #
Tax ID # date

If you are using tax in purchasing, and you need to track tax
identification numbers for your vendors, enter the ID for a vendor and
the date it is effective.

Contacts Tab

Enter the information for the
individuals you contact at this
vendor.

The email and URL fields are

hotlinks. Double-click the text in
these fields to start your default
email program or Web browser.

o
=] - .
QE+XBEE AP (L EOS W
Yendor number IADAMS 2(:} Sutc-aseign | Mame type | Business W
Mame IAdams Golf ml
M ain I Addiess  Contacts |thles|
rContact 1
Caontact 1 Ilnformation Line
Phone 1 I[EUU] 7096142 Faxl I[B?Z] 398-8818
Email 1 IInfD@adamsgolf.com LRL 1 I
i Contact
LContact 2 I
Phone 2 I Fax 2 I
Emai 2 | URLZ |
]




VENDORS

Profiles Tab

Profile fields enabled in Setup > Purchasing > Control or Setup > System > Quick Setup
appear here

-lojx
BE+xXmE|l<4ar | LBEOS |0

Yendor number I#’-\DﬂMS L,_—:Ig LSuta-assigh | MNarne type IBusiness ‘I
Mame I*"""'jf"""S Golf Wendor ks |

Main | .-’-‘«ddressl Contacts  Frofiles I

Cods profile 1 | 1= Date proffe 1| / / ~|
Code profile 2 I L{g Date profile 2 I A j
Code prafile 3 | L= Date prefile 3 | # -l
Code profile 4 | = Date prafie 4 | / / |
Code profile 5 | 1= Date prafie 5 | / / ~|
Alpha profile 1 I Murmeric profile 1 I
Alpha prafile 2 I Mumeric prafile 2 I
Alpha prafile 3 I Murmeric profile 3 I
Alpha profile 4 I Mumeric profile 4 I
Alpha prafile 5 | Mumeric: profile 5 |
)

NOTE: Use the worksheet in Appendix 1 to plan the vendor profiles for your company.



VENDORS

Defining Vendors on the Fly

Another way to define vendors for a company is to define them on the fly.

When entering a purchase request for a vendor that is not on file, click 2862 | from the
Vendor LookUp window or at the Vendor not on file message.

Only users who have access to the Purchasing > Vendors menu selection can add vendors
on the fly.



VENDORS

Zooms

y

Yendor number I.&D.-’-‘-.MS

Click , press F6, or click MI from a lookup

* Use to view additional information related to a specific vendor

&
:
7

<> PEDG-

L/__@ Suta-asaign |

Mame type I Buziness j

Wendor [bems |

Mame I.-’-'-.I:Iams Golf

@\"endur Zoom

[:@ o

2%

=

Adams Golf

Address 1: 2801 Easzt Plano Parkway
Address 2:

Address 3:

City: Plano

State: TX

Zip code: 75074

Country:

Phone 1: (300) 709-6142
Phone 2:

Fax 1: (972) 395-3513
Contact 1: Information Ling
Email 1: info@@adamsgalf .com
URL 1:

I “endor ltems I COpen POs

[mages | Options > | Cloge |

[~

Help |

“Yendor Motes

Yendor ltems

COpen FOs

Add or edit notes for vendors
View the vendor items window

View open Purchase Orders for the
vendor

=13l x|



VENDORS

Viewing Vendors

Select Purchasing > Views > Vendors

* Use to view vendor information. Changes cannot be made from this menu selection.

e Can add Vendor notes

_ (ol x|
Vendor number I-"-\D-"-'«MS Lﬂ@ Suto-assigh | Marne type IBusiness 'I
Mame I-"'\"':l‘f"'“S Giolf Wendor ltems
tain I.-‘-'«cldressl Eontactsl F'rufilesl
Salutation |M$. First name IMEF}'
Last name IHiggins
Caontact 1 IInfnrmation Lire
Phane 1 [[800) 7036142
LCategomy IMEHEH LC\” Merchandize Wendors
Tems code |2-"|UNET3U LC\||2Z‘IEIda}I$ Met 30
Ship-via code IUF'S GROUMD Lﬁ| IUPS Ground
Spre with AP [
A/P vendaor # I
Wendoar's ref # I
Vioucher default IFuII_I.J vauchered j
B




VENDORS

Renumbering Vendors

Select Purchasing > Utilities > Renumber Vendors

* Use to change vendor numbers

* Updates open POs and receivers, as well as history

JRT=TEY
QE+X@DAr LT 50 19
Group [VENDORREN -] Description |Fenumber Vendors Benumber
Erint
Old vendar number | N ame INew wendaor humber IErrnr ;I Move up |
| |ADAMS Adamsz Golf &0 akS-00m
| |CALLAWAY Callaway Golf CALLawiay-001 Wove down |
| |DUNLOP Dunlop DUNLOP-001
2 [ew line)
-
4 | | »
0ld wendor number I Iﬂ@|
Hew wendor number I

Group Identifier for group of vendors to be renumbered
Multiple groups can be defined and renumbered separately

Etint To obtain a detailed record of changes, prior to renumbering

To renumber vendors in current group; perform when no one elseis in

Benumber
software

Note: After renumbering a vendor, you must manually change:
1) any price rules or loyalty program rules that incorporate a vendor number that has
changed
2) any vendor images, reports, filters or customizations that use the old vendor number



DEFINING VENDOR ITEMS

Select Purchasing > Vendor Items

or click |¥endor ltems| for an item in Inventory>Items

or click ml on the Vendors form

Wendar lkems

or click from an Iltem zoom or Vendor zoom

* Use to define the items that you purchase from a particular vendor

J1=1E
Vendor number |ADAMS I@ Adams Golf
= - - Show costs in... Clear or set the
Item number |ADM TL2 ka_—) Adams Tight Lies 2w ood ® e supEE primary vendor
I Thig ig the primary vendor for this item I {+" Yendor currency
Wendar Information | Purchasing] Last Dlder] Last Receipt | k
If not the primary vendor, this area
Wendor's item number |ADM-TL2 shows the primary vendor 1D
Wendor's description |ﬂdams Tight Lies 2w ood
Yendor's list price |349.SSDD HOME
LCormment 1 |
Comment 2 |
Comment 3 |

Vendor Information Tab
Vendor's item number The number the vendor uses for this item
Vendor’s description The description the vendor uses for this item
Vendor’s list price Vendor’s normal price for this item, or manufacturer’s
suggested retail price ("MSRP")
Comment 1-3 Enter up to three additional comments about this item for
the vendor

You can also select in Setup > Purchasing > Control to automatically create vendor item
records when purchase requests or receivings are posted.



DEFINING VENDOR ITEMS

Purchasing tab

JRT=TET
€ + X EH 4 Pr | P ELDS -

Vendor number |.QD.QMS |@ Adame Golf Bemave as primary

= - - Show costs in...
ADM-TL2 |
Item number | @ Adame Tight Lies 2 Wood Y ———

This is the primary vendor for this item f Mendor currency

“endor Information  Purchasing |LastDrder] Lazt Receipt |

Purchasing unit |EACH 9

Stocking unit | EACH

Min order gty |3.UUUD EACH
Unit cost [174.9950 HOME [EACH
Order multiple |1 EACH

Lead time | Auto-calculate

Purchasing unit

Vendor’s selling unit

Stocking unit

The unit in which you stock this item. If different from the purchasing
unit, enter quantity relationship between purchasing and stocking unit
(e.g., 1 BOX = 3 EACH)

Min order gty

Minimum quantity of purchasing units that you must order from this
vendor

Unit cost

The amount that the vendor charges for each purchasing unit of the
item

Used as default cost when entering a purchase request for this vendor

Can be automatically updated when a purchase request and/or
receiving is posted

When using multi-currency Purchasing, use "Show costs in" to show
cost in the vendor's currency or your HOME currency.

Order multiple

Quantity increment in which the vendor requires you to order the item
(e.g., must order boxes of the item in multiples of two).

Lead time

Number of days that it takes vendor to ship the item




DEFINING VENDOR ITEMS

Minimum Order Qty and Order Multiple

Example:

Item #TOP-XLL Top-Flite XL Long Balls Stocking unit = DOZ

Vendor XYZ packs golf balls in boxes of 12 dozen (1 gross of balls) and will not break
a box for shipment. The vendor will also pay freight if you order at least 36 dozen
(3 boxes).

The Purchasing tab of the Vendor Item record would look like this:

Wendor Information  Purchasing I Last Elrderl Last Heceiptl

Purchaszing unit IGFH:ISS 9

Stocking unit |1 |GROss  =[12 D0z
Min order gty |3.UUUU |GF|DSS

Unit cost [143.3400 |GROSS
Order multiple |1 |GHDSS

Lead time I guto-calculatel

Set Min order gty to 3 to ensure that you take advantage of the vendor’s freight policy
each time you order.

Set Order multiple to 1 to cover the situation where you need 40 dozen balls (3.33
Gross). While 3.33 gross exceeds the minimum order quantity of 3, the vendor requires
that you purchase only in multiples of 1 full gross, so you would need to purchase

4 gross.



DEFINING VENDOR ITEMS

Last Order Tab

Shows system-
maintained information
about the last order
from this vendor that
included the item.

Last Receipt Tab

Shows system-
maintained information
about the last receiving
of the item from this
vendor.

=TE]

BEH+XBEE <> LE0NG |9
Yendor number IADAMS H@|Adams Golf Remaove as primary |

- - Show costs in...
H@|Adams Tight Lies 2 ood Y p—
f+ Wendor cumency

Item number IADM-TL2

This is the primary vendor for this item

“Wendar Informationl Purchasing Last Order |LastHeceipt|

PO rumber | 100100
PO date | 10/23/2007

Biuper |

Quantity | 100.0000 =
| HomE

Cast | 174 3350 /| EACH

Bl
FEEEXL)Y PEDG 9
QR+ XaE <> LE 9
Vendor number [EDAMS 1@ adams Gol Remave as primary |
- - - Show costs in..
Item number [ADM-TL2 [-1&| dams Tight Lies 2 wond  Home cursncy
This is the primary yendor for this item & Mendor cumency
“Yendor Informationl F‘urchasingl Last Order  Last Receipt |
PO |‘IDDDSS-HD1 Receiver # | 100120
Order date |1D£23£2DD? Received date | 9/21/2009
Buyer |MGH Received by | MGR
Received aty | 1.0000 |EacH
Cast | 1749350 | Home /| EacH




PURCHASE REQUESTS

Entering a Purchase Request
Select Purchasing > Purchase Requests > Enter

* Use to create a single purchase request from a vendor

Assign purchase request number or select &uta-assian

Identify vendor and address info for this purchase order

or

Click =P8 | to copy from another on-file PO (the current costs for the items on the
copy from PO will be used on the newly created PO)

=
BEH+XE|«»|2EDS5-8 9
. Shi tzin.
Purchase request # I[ﬁUTD-ASSlGN] 2 auto-asmgnl Location | MAIN @ - DF:\;;?BSCSUI:ency
“Wendor number|ADAMS g|.ﬁdams Guolf Order date | 5/27/2015 LCopy PO | % Document cumency

Wendor | Ship-tol Order I Lines I Misc chargesl

Wendor number I.QDAMS L,Eig| Adams Golf Nt |

Currency code IHUME L,g| Horme currency [US Dollars)
Name I.&dams Galf Erint form
Salutation IMS— First name IMar_l,l _PDS!
Last name IHiggins Save

Addiess 1 |2801 East Plana Parkway

Addiess 2 I
Address 3 I
City IF'Iano State ITX—
Zip code IF’EUF’4— Country I—
Phane |(800) 7036142 Cortact 1 [Information Line
Fax |[9?2] 3358818 Contact 2 I
Wendor tag D # I

Currency code and Show costs in are explained in the Multi-currency Purchases area
of this chapter.



PURCHASE REQUESTS

=TES|
H+XB/«»|A¥D3 8 |9
Purchase request # [IBLTO-ASSIGN] [ ] fuioression | Localion [MalN @) Fhmfnffui:em—‘
Vendor number | ADAMS (@] Adams o Orderdate [527/2015 copyPo |
Vendor Shipto | Order | Lines | Misc charges |
Lacation [MAIN G [ alocated 1 sepaate € Herged Heit>
Select the Ship-to Locsiongows [ 12

Ship-to Tab

& Document currency

FErirtt farm
location and change the e [ oo " e |
address information, ethess 1 [T23 Toumamers e T
if necessary for this :::j}
purchase request iy [ Siae [T

Zpoode 138 Countg 054
Phane [ Cortact 1 [Seatt Grap
or Fas | Contact 2 |
vowtawD#|
e ¥~ | Shows location or
Identify it as an allocated company tax ID number
purchase request
(purchasing for multiple
locations)




PURCHASE REQUESTS

Purchase request # [[BUTOASSIGN] Location | MAIN @
Vendar number | ADEMS @) Adams Gl Drdler date | 5/27/2015

“Wendor | Shipto Order | Lines | Misc charges |

Oyder date [ 5/27/2015 -
Delperydate [ 77 =]
Canceldate [ /7 =]
B
e[

Ship-via code [UPS GROUND [ 5]
Temms code m

. Tacods| S
Click to —

proceed to next tab. Gomment 2|

=101 x|

Show Gasts in
£ Home curency
& Diocument currsncy

Lopy PO

Order Tab -

Pink form

Post

Identify the Order date. All
other fields are optional.

Save

Defaults from Vendor

Mexts

Comment 3 |

Tax code If you are using value-added tax in Purchasing, the vendor's tax
code appears as a default. If the vendor tax code is blank, the
location's tax code appears instead.

eSS Gl (el If you enter or look up a different tax code, the original tax code

appears at Tax code (normal).

Tax code |CAN E Canadian tax [Purchazing)

T ax code [normal] Usze nomal tax code

If you are also using multi-currency
purchasing, the value-added tax
may instead be shown in the
currency specified for the request.

As you enter the purchase request,
the value-added tax is shown in the
totals of the request.

Gross subtotal 12,283582 HOME Gross subtotal 1542448 CANS
Document discount 000 HOME Document discount 0.00 CANS
Subtotal 1228362 HOME Subtotal 15424 48  CANS
Total misc 3500 HOWE Total misc 3175 CANS
Order tax 61413 HOME | |  ordertax 77123 CANS |
Total 12,022 80 HOME Total 15,226.96 CANS
Total weight 0.0000 Total weight 0.0000
Total cube 0.0000 Total cube 0.0000
Total gty (stk units) 80.0000 Total gty (stk unitz) 20.0000
A user who is authorized to enter costs x|
can click the Order tax field to override the Norma tax amourt 616,95 HOME ——_ UseNamalTx |
tax calculated for a purchase request. e o
Order tax |ELREE HOME
71,2250 CANE
A tax amount can only be entered in the
HOME Currency ok | Cancel Help




PURCHASE REQUESTS

=T
Lines Tab ad > S -89 .
Purchase request # [BUTOASSIGN] Localion | MAIN @) Pl
‘Yendor number | ADAMS @Adams Golf Order date | 5/27/2015 & Document currency
. . “wendar | Shipta | Order  Lines .|M|sc charges |
Identlfy eaCh Item ] Jltem number |Descmpl\on |Elrder gty |Un|t name |Nel unit cost |Ext cast |Defaull cost | m
1 H ADM-TLZ Adams Tight Lies 2'Wood 3 EACH 174.9950 52493 1749950
quantity, and unit to 5 e
purchase, along with the
cost of each
Unit defaults to
purchasing unit .
Itern number Description Oty Unit Gross unit cost
SHOES D [wamen's galf shaes [15 3% | | ETEE HOME

Discount | Percent | [10.0000

Colar/SizeMwfidth 16 cells

If using t.ax n - QQ Mt unit cost | 31.4912
Purchasing, specify if soply documert dicount B £yt cost [ B35
the I|ne item Is taXabIe Newts Gross subtotal 52489 HOME
Min gty 16 EACH Gty an hand 71 Document discount i 000 HOME
such that tax should be Mty 56 ay conmited 0 p— Suosl  s24%9  HOME
. et quantity 71 Oty availatle 71 — e 0.00  HOME
pa|d to the Vendor Oy on FO's 0 Past Order tax s
OyanBO 0 o | Total 52489 HOME
Dty on drop-ship cust orders 0 = Total weight 0.0000
Oty on chop-ship PO 0 o —— Total cube 0.0000
Total qty (st units) 3.0000

Cost

* Unit cost defaults to unit cost from vendor item record if it is not blank. If Unit cost is
blank, then last cost of item at receiving location is used. You can also manually enter a
cost in the purchase request.

* The cost is used as the basis for the discount calculation, if a discount is applied.
e Can enter discount for entire PO or for individual line items

* If adocument discount is applied, Net unit cost for each item will reflect the discounted
amount.

* Document discounts are allocated proportionally across items defined as "discountable"
and are based on the extended cost of each line



PURCHASE REQUEST

Entering Comments

* Use to enter comments for a line item on the purchase request.

@ Purchase Requests Enter - Batch:MGR - | [m] 5'

BEH+XE<«» 2¥D3]AQ]0-

. . Show costz in...
Purchase request |1UU1 96 g Auto-assigr | Locat View Inventory  Ctrl+¥ Y ey pe—
Wendar humber |ADAMS g| Adams Golf Dider d View Line item Ctrl4E (+ Document currency

View Vendor4tem Ctrl4R

.Vendorl Ship—tol Order  Lines | Misc chargesl

_Iltem number IDescriplion IDrdel gty Unit name |Ne | Line delivery & comments | ast | -~
PlADM-TLZ Adams Tight Lies 2 wiood 3 EACH Cancel line 950
SHOES “wWomen's golf shoes 16 EACH Delete line Ctrl+Del 500
ADM-TL? Adams Tight Lies 7 wood 12 EACH e L F ]
ADM-TLI Adams Tight Lies 9 wood 13 EACH 180.0000 2,340.00  1B0.0000
A0 Adams Wil lrons, Set 17 EACH 344.9350 586492  344.9350
ADM-MI-P Adams Wl Putter 19 EACH 49,9350 34391 49,9350
[new line)
Itemn number Diescription b Uit Gross nit cost
DH-TLT =l m Tight Lies 2 wood |g3‘y _ll[eacH =[[r7aams0  [HomE

Tagahle v Discount IPercent '”D.UDDD
Customer orders | Add items | Met unit cost | 174.9950
Apply document discount v Ext cost | 524,99

Line deli dat Mests Gross subtotal 12,28362 HOME
Ii?:e :;;:2; d:t: — Document discount 0.00 HOME
Wendor's item number ADM-TL2 Pint farm . ?ulb‘tt.ltal 1222:% :gz:
Itern description Adams Tiakt Lies 2 Wood — rELLEE g

Comment 1 Post Order tax 61418 HOME
Comment 2 Cave Total 1292280 HOME

Comment 3 = Total weight 0.0000

Doc Discount Total cube 0.0000

S Total gty (stk units} 80.0000

Line delivery and comments window can be set to automatically appear for every line
item

Other information d |
Delivery date | Mo Delivery date specified.
Line delivery date I ! ﬂ Uses dates from
Cancel date | Mo Cancel date specified. header if blank for line
Line cancel datel A j
Comment 1 I
Comment 2 I
Comment 3 I
Ok, Lancel Help




PURCHASE REQUEST

Entering quantities for a gridded item

Manually enter a quantity for each cell
or

Click Suggest Gy | to automatically fill each cell with the quantity Counterpoint suggests

212
oecatpn M ! e siore Incaton
| Wiy ot s
. Lt gy r.d:l.ld::n-ﬂndlllmn 'ri ol oo gy o | Suggecied Quandty T
Determine how the
) kst maggesied iy o
suggested quantity e - |
j i Ogen PO [~ r .
iz adjusted - 2 | a| | =
wwl cieacs ia read mabphs "I'I I
sy | ceun |
Allowe CountPoint to DATA al
suggest quantities Coks Son wah 0% oy on b
¥ b ¥ Mo [ 1
¥ T ke
e e s .| Clear .&.ntered
ki 5 e quantities
K B Mptier [
[y B el
by E-1 Barer B
Kb s 'l
i ) T Marow B
L] T taude
iE 2
| | ®
T B | e 5 I [i3 Carwnl I Help |

Vendor Item Records

When you add an item to a purchase request, the following message appears if a
corresponding vendor item record is not on file for the vendor on the request.

warning x|

'\ Mo vendor-item record,

[ Do nok show again

If you include the item on the purchase request, a vendor item record may be created
automatically when the purchase request or the corresponding receiving is posted,
based on a configuration setting in Setup > Purchasing > Control.



PURCHASE REQUEST

Bulk Add of Items

Click from the Lines tab of the Purchase Request Enter form

Note: This function is not available on a purchase request that is assigned a tax code or
currency that's different than the HOME currency.

Set filter tab

* Use to add multiple items to a purchase request in a single step
* Use filter to restrict which items appear on the Select items tab

* Suggested quantity to purchase can be based on: Maximum quantity, Replenishment of
previously sold quantity, Days of Supply quantity needs to last, or enough to fulfill

Customer orders

-
Puichare raguest #f [100053

Vendar number |ADAME
Location |MalH
Setiliar | Sect items |
Exclude tems already on the purchaze request [

Create one celd perfine [
Items for pime: vendors anlp [~

s

#dams Golf

Wain ztore location

Suggested gy calculation method | Maamum hd
Sef oedes giy o | Suggested quantity T

Adust suggested giy foe

Item number | Hﬂ 5] |
Itam catagory (GOLF J
Attniste 1 J

3 q Purchase requests [+
Open PO's [w
Wendor mrsmum [~

Vendor pukiple |Round to nearest muliple =

et 2 Clase Help

Exclude items already on
this purchase request

Select whether to include or exclude items already on the
purchase request

Create one cell per line

Select whether to total gridded items or whether to display
each cell on a separate line

Items for prime vendors
only

Select whether to restrict items to those with the current
vendor listed as the primary vendor




PURCHASE REQUESTS

Select Items tab

* Shows items that are meet parameters entered on Set filter tab

* Use to select the item or group of items to add to the purchase request

20

Purchase reguest & (100053
Wardos rsmbar [ADAMS [ -12) adams Gol Select al
Location |HNN | ]'_.'23 Ilain sione location Unzelect al

St hker  Select ilem I

ng:ll:clnd I ramber Dieseriptan |D|:Id|.-s|:|'p|im1 ||:Irg gy |M |5h:||:k'r|g Qusrithy lo ‘Llnl et |Las! casl | ;I
qly suggestad oy unit ool
¥  aDM.SCD Adamz SC Drever, RH 1& 16 EACH 16 1599560 1599360
¥ ADMTLS Adams Tight Lies 5'waod 13 13 EACH 13 17449550 174 350
I»  &DM-TL? Adams Tight Lies 7 'Wood 12 12 EACH 12 1749850 1339960
¥ aDMTLS Adamsz Tight Lies 9'wood 13 13 EACH 13 1B0.00OD 1600000
[*  ADMAYMI Adamz VM lronz, Set 17 17 EACH 17 3449350  344.9350
ADMAMIP Acdams VM1 Puther 19 1lEac | 18] sagm00] 5490
k|

|z rurmber uiaritily ko aider Uril eost X Talats
Sglect  LOMAVMIP &) e =] [sass00 Erev e Mesms ;
Mgt line

Unzeject Suggested gy | Zero quy | Seected E
Item information Quankty 00000
bem categary GOLF Coat 16,184 55

Sub-categary: CLUBS
Primary vendor ADAMS ‘wieight 00,0000
Oty o heand: -7 EACH Cube 0.0000
Oty available: -1 EACH Mhinmen lead 0/0

bodines | Addinestoiose| <<Bock | Doe | pep |

Click % to add selected lines to the purchase request and leave the Add Items
window open

Click A=tk 10 2 selected lines to the purchase request and close the Add Items
window.




PURCHASE REQUESTS

The items are added to the purchase request.

urchase Reguests Enter - Batch:MGR =10l =l
QH+XE «»|2¥ D589

. Show costs in...
Purchase request # I‘IDD‘I 96 2 guto-asmgnl Location | Mal g " Hame curency
“Wendor number |ADAMS g|Adams Golf Order date | 5/27/2015 LCopy PO | * Document curency

.Vendorl Ship-tol Order  Lines |Misc: chargesl

_Iltem number |Descripti0n |Drder qty Unit name |Net unit cost |E:-:t cost |Default costl I;I
ADM-TLZ Adams Tight Lies 2 'Wood 3 EACH 174.9350 52493  174.9350
SHOES Women's golf shoes 18 EACH 34312 50386 34.9300
B ADM-TL7 Adams Tight Lies 7 'wood 12 EACH 174.9350 2093594  174.9350
ADM-TLY Adams Tight Lies 3 'wood 13 EACH 180.0000 2,340.00  180.0000
ADM-AMI Adams Y| lrons, Set 17 EACH 344.9350 586492  344.9350
ADMAMI-P Adams Wi Putter 19 EACH 49,9350 949.91 43,9350
[mew ling]
Item number Description b Lnit Gross unit cost
ADM-TL7 s m Tight Lies 7 Wood 12 _fescH =][17ammm0  [HoME

Tapable [ Dizcount IF'ercent j ID.DDDD

Eustomelordersl Add items | Met unit cost | 1749950
Apply document discount W Eut cost | 2,099.94

(L el dat Nests | Gross subtotal 1228362 HOME
II_T:e :al:zg; d:t: — Document discount 0.00  HOMWE
Wendar's item number ADM-TL? Frirtt farm . ?ulbtt.rtal 12-2:-% :g::
Item description Adams Tiaht Lies 7 wood | otal misc -

Comment 1 Fost Order tax 0.00 HOME
Comment 2 Total 12,30862 HOME

Camment 3 | &2 | Total weight 0.0000

Dioc Dizscount Total cube 0.0000

_— Total gty (stk units) 80.0000

ks
(XXX



PURCHASE REQUESTS

Misc charges Tab

Enter up to 5 miscellaneous charges that have been enabled (disabled on Allocated

Separate purchase requests).

Each miscellaneous charge will appear when you receive the order. You can make
changes at that time, or wait until then to enter any miscellaneous charges.

' AT 0588

GEH+ XE <»
Purchaze request # |1UU1 96 2 Quto-assignl

@ .
Location | MAIN @

Wendor number |ADAMS @' Adams Golf
.Vendorl Ship-tol Order I Linez  Misc charges |
Misc charge 1
Amaunt [25.00 |HoME
Currency IHDME @' Home currency [US Dollars)
Misc charge
Amount [0.00 |HoME
Currency IHDME @' Home currency [US Dollars)

Show costs in..
r
Order date | 5/27/2015 Lopy PO | o

=10l x|

Home curmency
Document curency

Subtotal
Total misc
Order tax
Total

Total weight
Total cube

Mest> |

FErint form
Post

Save

1228362 HOME
25.00 HOME
61418 HOME
12,922.80 HOME
0.0000
0.0000

Currency is explained further in the Multi-currency Purchases area of this chapter.



PURCHASE REQUESTS

Allocated Purchase Request
* Use to purchase for multiple locations on the same purchase request

Ship-to tab

For allocated purchase request, specify:
Location group: group of locations for which merchandise will be purchased
Allocation type:
Separate — Use when vendor will ship merchandise directly to each location in the
group.When purchase request is posted, separate POs are generated, one for each
location.
Merged — Use when vendor will ship all merchandise to the single location specified

at Location. When PO is later received at that location, transfers are automatically
generated to move designated quantity of each item to each location in the group.

Wendor  Ship-ta I Ordes | Lines | Misc chages |

Lecatior IMNN el v Allgcated () Separate (% Merged m
Lacation group |1 L,EI@ ot o
M ame IMain share location Fost
Address 1 |123 Toumament Drive Save
Address 2 I
Address 3 I
City IMemphis State ITN—
Zip code |38133— Coountry IUS."-\
Phane | Contact 1 |Soott Gray
Eax I Contact 2 I
]

Note: If you are using tax in Purchasing, a tax code cannot be used on and is not
calculated on Allocated Separate purchase requests. To get the tax calculated, either
enter a purchase request for each location separately, or wait until receiving when you
can enter the tax.
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PURCHASE REQUESTS

Allocated Purchase Request

(25 Purchase Requests Enter - Batch:MGR

Lines tab

GQH+ X

Purchase request # |[AUTO-ASSIGH] g ASuto-assign

<>

Ar05-8-

=1ofx|

Locatian | MAIN @ [Allacated)

Wendor number ‘ADAMS

For an allocated request,

Vendnrl Shiprtnl Order  Lines IM\sc charges'

D) Adams G

Order date | 1042142012 Lopy P

Use consolidated lines for | Al item types ¥

enter a quantity of each

. . . J\tem humber IDescriptinn Order gty Unit name |Net unit cost |Ext cost IDefau\t cost II
item for each location in B e ] 5
the location group
Itemn number Description i Urit Gross unit cost
2oMALs O] @) [adams Tight Lies 3 wood [AlleacH  =][174.9350
Auunl Percent <z

B3 purchase Request - Grid

Location [MAIN [.£]] Main store Incation

ltem rumber [ADM-TLS [ 2] #dams Tight Liss 3 Wood

e

Apply document discount? v

of default cost

Met unit cost) 174.9350
Ext cost| 0.00

DAL ﬂl Subtotal 0.00
Lacation Oty Orig | Sugoe| Min qty Max gty Aty an hand Oty an PO's Print form Tatal misc: 0.00
;‘fg o Puost Total ’7000
| MAIN 3 3 12 E] i [ Tetalweight| 00000
b Sl 0 e 2 L Doc Discount T e ’W
| g I_U’_El| 5 | T | = ‘ i | Tatal qty [stk units] ’700003
Copy quant\llesl Y Eilter »> | Wiew > | 1] | Cancel | Help |

Purchase Request - Grid

21x

Location [MAIN

(=]

| Main store location

Item rumber [SHIRT

[.]| Mers Palo 100% cotton

‘ Suggested gty caloulation method [Marimum -

Set order gty to | Sugassted quantty T |

Gridded Item

Adjust suggested gty for

Puchass requssts v

OpenFO's [
Vendor minimum [

Current quantty [~
Minimum quantity T~
Magimum quantity [~

Wendar muliple | Do not adust -

rFReplenish based on

Dates [Custom -
Sales fom [ 47 = Taf =
History factor [1.00 Days of supply [1

Use the filter for entry by location, color,

SuggestQy | Clear Oty

size, or width DATA =
Location | Calor Size Oty | Oiig| Sugy Min aty Ma O onhand | Qi on PO's
sugi| gty
aty
b HAIN Blue Small 15 o 3 15 14 1)
| [MAN  Ble Medium 115 0 3 15 13 0
| [MAN  Blue Large 115 0 3 15 12 0
[ MAN  Red Smal 115 0 3 15 12 0
| MAN  Red Medium 115 0 3 15 1 0
MAIN  Red Large 115 0 3 15 1 0
[ [MaI Sandstone Small 1 15 o 3 15 12 1)
[ [Man Sandstone  Medium 1 15 o 3 15 12 1)
[ AN Sandstone Large 1 15 o 3 15 10 1)
| |STORAGE Blue Smal 115 0 i i i 0
[ |STORAGE Blue Medium 115 0 i i i i
e 27 | 135 107 | u\j
Enyuuanl\tlesl F Eiter>> | View >> | oK | Cancel | Help |




Pu

RCHASE REQUESTS

Drop Ship Purchase Requests

Select Purchasing > Purchase Requests > Enter

Drop ship purchase request is produced only when a customer order with drop ship lines
is saved in Point of Sale > Tickets > Touchscreen or Ticket Entry.

@ Batch Selection
Batch Drescription Count Tatal -~
. created for Drop ship. :
Drop ship purche_lse requests may Ten Batch craated for MGF. 0
be located in a different batch than
regular purchase requests.
Select the batch that contains the
drop ship purchase requests.
w
Edit | Add [F2) | Ok | LCancel | Help
-Iofxi
< | 4 > S -8 -9 -
A separate purchase request G H+ X ¥ le-3 ﬁl
. . f Purchase request # |100055 :i Ao EssT Lozabon | MAIN
IS Created for eaCh item’'s Verwdor rumber | DUNLOP @) Duriep Oocler date | 10/24/2012 Lopy |
1 . lgm ---ln-!n-l'lﬁ
prlmary Vendor E Diop-ship puichasze request for order 70030 I I
] . . Verdcr | Shipto| Order | Lines | Mise charges |
Ship-To Address is copied N Y - 1o oo i
from the customer order. mefrm  @H+XE A AE NS89
Salytation |Mr. Purchase request f [100055 [ )] Auioossion | Location [MAIN @)
Last name F oness: or number | DUNLOP @] Duniop Order date |10/24/2012 ﬂl
: : E Use consoldated res for [Ttembpes 7]
Uses vendor item unit cost Acres 1 [Durion Masi'si . -
. Addchess 2 |TZN. Ploasant v | shipto| Order  Lines | wise charges |
0r1 If $0001 LaSt COSt Adckess 3 | [Item number [Des: Order aty Unit name [Netunitcost [Exteost [Defaubcost| [
C_l}l ,W ﬁBAG—TRV [G”Z\lvb‘z]trave\ case 1 EACH 159900 Egg 0.0000
Drop-ship purchase requests z:“‘lﬁm i
onE |
CANNOT be allocated. [ S R -
o | s
To delete a drop-ship - ool
purchase request, cancel the
H H Ven Totalmise| 000
customer order in Point of e
Sale. ——
Total qty stk units] limnng

Before posting a drop-ship purchase request, you can:

change the vendor

change the tax code (if using tax in Purchasing)

change the currency for the request (if using multi-currency Purchasing)
change unit cost for a line item

enter miscellaneous charges

You CANNOT:

add other items or change quantities (make these changes to the customer order)
delete line items
enter a document or line discount
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PURCHASE REQUESTS

Multi-Currency Purchases

* Use to purchase from a vendor in a foreign currency
Vendor tab

The vendor's currency code or the location's currency code will appear on the purchase
request.

TS
= - - -

BE+XE/ <> L2 EDS 9

) Sh i WR—
Purchaze request # 1001396 guto-ass@nl Location | MalM @ r~ Uﬁofn?csul:em!
YWendor number |ADAMS g| Adams Galf Order date | B/27/2015 Lopy PO |
Wendor I Ship-tol Order I Lines | izc chargesl
yendor number [ADAMS gs;j Adams Golf
Curency code ICAN 18| Canadian curency

Print
Exchange rate | 1.0000 | cang - | 08000 |HomE Change | IEfT: G
Fost

& Document curency

arie |[Ldans o

S alutation IMS. First name IMal}' ﬂ

Last name IH iggins

If the currency code is different than the HOME currency, you can see the Purchasing
exchange rate defined for the currency code.

Click _thangs | to modify the exchange rate for the merchandise and/or the
miscellaneous charges for this specific purchase request.

Purchasze Request IEAN—
Curent [10000 | CaNg - [oeooo HoME
Exchange rate [1.0000 |cong = |0&000 | HIME Use surent |
Mizc charge 2 ID’-\N
Curert [10000 | CaN$ - Joemn [HomE
Exchange rate [1.0000 | cans = |0&000 | HIME Use surrent |

Usze cumrent | or I Lancel | Help |

Once a purchase request is posted, you cannot change the exchange rate.



PURCHASE REQUESTS

Multi-Currency Purchases

Lines tab

At any time during entry of the purchase request, you can select to show costs in either
the currency assigned to the request or in your HOME currency.

Ioix]
Show costs in...
Purchase request # |100136 Locatian | MAIN @ " Home cumency
Wendor number | ADAMS g Adamsz Golf Order date | 5/27/2015 &+ Document curmency

.Vendor] Ship-to] Order  Lines | Mizc charges |

Itermn nunnber Description Order gty Unit name |Met unit cost Euxt cost Default cost [CAMN$) o
[CAMNE) [CaN$)
ADM-TLZ Adams Tight Lies 2 %ood 3 EACH 2187438 B56.23 218.7438
SHOES Wwiomen's golf shoes 16 EACH 437375 £39.80 43.7375
ADM-TLT Adams Tight Lies 7 wWood 12 EACH 218.7438 262493 218.7438
ADM-TLI Adams Tight Lies 3 'Wood 13 EACH 2250000 292500 225.0000
B ADM-A M Adams Yl lrans, Set 17 EACH 431.2438 733114 431.2438
ADMAMI-P Adams Wi Putter 19 EACH B2.4338 1.187.38 £2.4338
[ line]
Iter number Dezcription Lty Uit Graozs unit cost
ADM-AMI 2]@ |Adams Wl lronz, Set |1 7 |EAEH ﬂ |431 2438 CANE
Taxable [  Discou |F'erc:ent ﬂ |D.DDDD
| Add items | .
Apply document discount v Estcost | 7.331.14
. . Gross subtotal 15,424 48 CANS
LI'_T:E‘:':C'_":ZE“' S::: % Document discount 0.00 CANS
Wendar's item number AD M-I Pririt fiarrn T ?ulbtc!tal 15'4?:;2 i:z
Itern description Adamsz VI lrons. Set = | otalmisce -
] Post Order tax 77123 CANS
Comment 2 1 Total 16,226.96  CANS
Comment 3 Save Total weight 0.0000
Doc Discount Total cube 0.0000
_ Total gty (stk units) 20.0000
E

To enter or change the Gross unit cost or discount value for a line item, costs must be
shown in the Document currency.

Similarly, if you select to enter a Document Discount, Discount type: [

the Amount or Percent must be entered in the Discount |0.0000 CANS
Document currency. 0.0000 HOME
0K ‘ Cancel ‘

Note that you cannot use % on a purchase request that is assigned a currency
that's different than the HOME currency.



PURCHASE REQUESTS

Multi-Currency Purchases

Misc charges tab

The currency code assigned to each miscellaneous charge (in Setup>Purchasing>
Control) will appear on this tab.

If a currency code is not assigned to miscellaneous charge, the request's currency code
is used by default.

—iix]
BE+XE|«» A 05-8-9-
Purchase request # |1UU1 96 2 Quto-assignl Location | bald g (S"hoﬁvosq?:ful:éﬁq

Wendor number|ADAMS g|Adams Galf Order date | 5/27/2015 LCopy PO I ' Document currency

.Vendorl Ship-tol Order I Lines Misc charges |

Misc: charge 1
Amount |25.UD |HDME Mexts |

Currency IHDME Ig' Home currency [US Dollars) Print farm
Misc charge Past
Amount [0.00 | cans —

Cumency ICAN @' Canadian curency

Exch rates
Evchange rate |1.0000 |cang = |0.8000 HOME 4|

Subtotal 1542445 CANS
Total misc 3125 CANS
Order tax 77123 CANS
Total 16,226.96 CANS
Total weight 0.0000
Total cube 0.0000

If the currency code is different than the HOME currency, you see the Purchasing
exchange rate defined for the currency code.
2]
C“Ck EECh rates tO Purchaze Request ICAN
modify the exchange rate Curent [10000 | CaNg - [0 [HomE
for the merchandise Exchange rate [1.0000 |Cang = |0.8000 |HOME Use current |
and/or the miscellaneous
. . Mizz charge 2 IEAN

charges for this specific

hase request Current |1.0000 |Cang = |0.8000 |HOME
purc q ) Exichange rate [1.0000 |Cang = [n.8000 |HOME Uz current |

Usze cument | Ok I Lancel | Help |




PURCHASE REQUESTS

Multi-Currency Purchases

Misc charges tab

To enter the amount of a miscellaneous charge, costs must be shown in the Document
currency.

urchase Requests Enter - Batch:MGR

88+ X
Purchase request # |1DD1 96 2 Quto-assignl

<>

P2 08 -8-

Lacation | MAIN @
Order date | 5/27/2015 LCopy PO |

=lol x|

Show costs in...
’7(" Home currenc

ok

Wendor number |ADAMS g| Adams Golf
.Vendorl Ship-tol Order I Lines Misc charges |
Mizc charged
Amount [25.00 |HOME
LITERCY |¢~1| Home curency [US Dallars)
Misc charge
Amount [0.00 cans |
UITEncy anadian cumency
Exchange rate |1.0000 | cans = |n.a000 HOME

Purchase Requests Enter - Batch:MGR

= =
<] + X
Purchaze reguest # |1UU1 96 g Quto-assignl

<>

PE 08 8-

Location | MAIN (2]
Order date | 5/27/2015 Lopy PO |

Hext> |

FErint form

Post

Save

Exch rates |

(=]

Sh
o
" Daocument cumency

Wendor number |ADAMS g| Adams Golf
“Vendor | Shipta | Order | Lines  Misc charges |
Mizc chargsd
Armount | 25,0000 |HOME
LCurrency |HUMI: [t‘” ome currency [US Dollarg]
Misc charge
Amount | 0.0000 |HOME

Lurmerncy |LAN

[t‘” anadian currency

Exchange rate | 1.0000

| cang = |0.8000

HOME

Mext> |

FErint form

Post

Save

Exch rates |



PURCHASE REQUESTS

Customer-specific Purchases

Select Purchasing > Purchase Requests > Customer-specific Purchases

Use to view the quantity that Counterpoint suggests you purchase to cover orders taken
for customers in Touchscreen or Ticket Entry

il
Order by ICustomer #, Document # j

SeleCt the |0cati0nS to Parameters | DocumentHeaderI Document LineI Item |
inCIude. Location:

Al

* Single location IMAIN 18@
Use the tabs to filter the ¢ Location group. || EE
customer orders to
inCIUde- Store IMAIN LC1| tain Staore & stares |

Print cell detail | Grid view |
B

E-mail I Preswview | Frint | Generate | Optiong > Cloze | Help |

Click  Freview o Ernt

to view or print the purchases that Counterpoint suggests to
cover the customer orders.

Click ﬂl to create purchase requests for the customer orders. A separate purchase
request is created for each primary vendor.

Purchaze request options I Diefaults |
Enable if you want to
generate separate POs for
each customer's order. Batch [MGR A
request # [[AUTO-ASSIGN] Buto-assign
OydiNdate | 01/03/2007 |
Separate PO per customer
Customer-specific purchases report IF'rompt uzer o preview j
Purchase request edit list IF'rompt uzer b preview ﬂ
Create linez in order by Iltem # j
>
ok | LCancel | Help |

Ignores:  customer order lines that were previously added to purchase requests
customer drop-ship order lines



PURCHASE REQUESTS

Customer-specific Purchase Report

Date 1/9/2007 Time 1:2514FM Page 1
FOR DEMONSTRATION PURPOSES OMLY

Customer-specific Purchases Report

Ticket Line kem: Line type isin (Special order, Order, Bachorder)
Location: kAN

Cell detail: Grid view

Orderby Customer®, Ticket #

Order # Store Customer # Subtotal Order total
D=ate Station Mame Tax Deposits
Loc=tion Slsrep Misc charges Order amt due
Customer #-1000 Bill Baker

FOO27 hAAIH 1000 35098 EEERTT]
117302006 1 Bill Baker 4212 40.28
b AlH MGR .00 368282

fterm & Description Line type Oty Unit Price wWendor# Unit cost

ADM-TLS Adams Tight Lies § Wood Order 1EACH 31490 ADAMSE 1740050

WEST Men's 100% cotton vest Backorder 1EACH 3589 (Z0D 19.9900

BlackiLarge

Customer # - 1000 Bill Baker 1 Orden=) 2 Orderlineis) Total extended price 350.98
Total extended cost 194 .99

Customer #- 200003 Bill MchMaster

fO016 MAIN 00003 35080 35089
1172006 1 Bill Mlchiaster o.on 3600
MAIN MGR o.oo 31389

termn & Description Line type Oty Unit Price Wendor# Unit cost

A0M-5C0 Adams 5C Driver, RH Order 1EACH 25009 ADAME 150 9960
YO0z hAIN 200003 33210 371495
11/28/2006 1 Bill hdchiaster 3088 370
hAIH MGR o.oo 23475

hem # Description Line type Oty Unit Price “endor# Unit cost

CAL-BE Callaway Big Bertha Orwver Order 1EACH 3320 CALLAMAY 184.5000
Customner # - 200003 Bill Mchdaste 2 Orders) 2 Orderline(s) Total extended price 692.09
Total extended cost 344 .50

Customer % - 200004 John Jones

To0iz [ TS 19430 309.02
11072006 1 John Jones 1472 D.o0
T AN MGR o.0o 309.02
hem # Deseription Line type Oty Unit Price “endor# Unit cost
TAY-NUP Taylorhiade Mubbins Putter Order 3 EACH 9810 TAYLORMALDE A6.0000
Customer # - 200004 John Jones 1 Orders) 1 Orderlina(s) Total extended price 29430
Tatal extended cost 168.00

Customer Z - 200006 Carol Gray

Fooog MAIH 200006 14576 146828
0912006 1 Carol Gray 13.12 15.849
M AIN MGR o.oo 142 .99
em # Description Line type Oty Unit Price “Yendor# Unit cost
DUN-TI Dunlep Titanium Balls Order 00z 2609 DUNMLOP 115060
SHOES Women's golf shoes Order 1EACH G749 FOOTJOY 34.9900
M hite #3007 id &
yOOz: hAIN 200006 407 23 4456 .08
11/28/2006 1 Carol Gray 48 85 40.70
MAIN MGR o.oo 41538
ftemn # Description Line type Oty Unit Price “Yendor# Unit cost
AOM-TLD Adams Tight Lies 8 Miood Order 1EALCH 31409 ADAMSE 120.0000
BIGBURGER Deluxe Hamburger Order 1 EACH 225 (none) 0.o000
Customer # - 200006 Camal Gray 2 Orden=) 4 Orderlineis) Total extended price 463.00
Total extended cost 24068

Customer #- 200007 Mary Higgins

Fooi1 MATH 200007 386.09 405 39
098 142006 1 hary Higgin= 18.30 38940
T AN MGR o.o0o 5.99

ftem & Description Line type Oty Unit Price wWendor# Unit cost

DUM-DDH Dunlep DOH 110 Balls Order 100Z 1699 DUMLOP 11.9960

CAL-GBB Callaway Great Big Bertha Order 1EACH 5010 CALLAWAY 199.5000
o022 TAIN 00007 203.36 22496
11/28/2006 1 hary Higgin= 2160 1125
M AN MGR o.oo 21371

emn # Description Line type Oty Unit Price “Yendor # Unit cost

APL-HAT Golfhat with loge - 1 size Order IEACH 11.69 ADAME 5.1960




PURCHASE REQUEST

Purchase Request Edit List

Select Purchasing > Purchase Requests > Edit List

* Use to view unposted purchase requests

Select:

- order in which to print
the purchase requests

- whether to print line
items

- how gridded items
should appear

- whether to show
location detail or just
totals for allocated POs

- whether to show
customer order info

Filter the purchase requests
and line items to print.

To show drop-ship purchase
requests, select special
drop-ship batch ID.

If drop-ship requests are in
user's normal batch, use
Is drop ship? in filter to see
them.

[B3] Purchase Requests Edit List

Parameters | Purchase Hequestl Purchaze Request Linel

~=1al ]

Oirder by IF'H #.5eqH j

Batch IMGH LC\” Batch created for MGR.

v Frint line iterns

Cel detail | Grid view =l

Allocated PO detail | Location detai |

[~ Print customer order information

»)

E-mail I Preview Frint

Dptiong »> LClose | Help |

@Pur(hase Requests Edit List
Oider by [PR #. Seq # |

Parameters Purchase Request | Purchase Request Line |

Purchase request # I B to l B
Vendor number | Eg to ] B@
Batch ID I g

=10lx]

Order by |PR #, Seq # |
Parameters | Puchase Request Purchase RequestLine |
Item number | HE ] i)
Is dhop ship?

=10l x]

E-mail Preview Print Options >> Close Help




PURCHASE REQUEST

Purchase Request Edit List

-- End afreport -

Date 45472008 Time10:00:23AM Fage 1
FOR DEMOMNSTRATION PURPOSES ONLY
Purchase Request Edit List - Det=il
Batch ID:MGR
Cell detail: Grid wiew
Allocated PO detail: Location detail
Estended cost = gty ordered x unit cost Estended last cost = qtyordered o location last cost
Orderby: PR #, Seq #
FR # 100017 Order date  3A18/2006 Subtotal 524.99
Wendaor # ADAME Delivery date Total misc charges o.on
Name Adams Golf Cancel date Total 524.99
Buyer FOE
L acati an MAIN Ship-via code UPS GROUND
Terms code  2ADNETI0
ftem # Min gty Gty ordered Unit Unit cost E:xt cost
Description Mz gty L=zst cost Ext last cost
wendor's item # Unit retail Ext retail
AOM-T L3 3 2 EACH 1749940 349 .99
Adamsz Tight Lies 3 Wood 12 174.9050 34000
34999 69998
ADM-T LS 3 1 EACH 174.9940 175.00
Adams Tight Lies 5 Wood 12 139 9960 140.00
34999 34009
Ordertotals Zitems in order Total Oty orderad 3 Total ext cost 52409
Total ext last cost 458.99
Total retail value 1.049.497
Repuort totals 1 purchase requests in report Total Oty orderad 3 Total ext cost 52489
Total ext last eost 42000
Tatal retail value 1040497
Subtotal 51499
Total misc charges o.on
Total 51499




PURCHASE REQUEST

Purchase Request Form

Select Purchasing > Purchase Requests > Purchase Request Forms
* Use to print forms for purchase requests prior to posting them
* Forms can also be printed for purchase requests when they are posted

You can also print a form for a single purchase request in Purchasing > Purchase

Requests > Enter by clicking __Efntfm
~i5i
Drder by IF'H #, Sequence # j

Farameters | Purchase Hequestl Purchase Request LineI

Batch IMGH Lﬁl Batch created for MGR.
Cel detail | Grid view =l
Allocated PO detail | Location detai =l

[~ Print customer order information

E-mail I Freview FPrrint Dptiong »» Cloze | Help |




PURCHASE REQUEST

Purchase Request Form

Furchase Request
FOR DEMONSTRATION PURPOSES ONLY PR & 100017
645 Tournament Lane Fage: 1
Memphiz TH 32138 USA Order date: 31872006
Pro Gaolfer Delivery date:
g00-1-LUW-GOLF progalfer@progalfer.com Cancel date:
Location: MAIN
FOE:
Ship-viacode: UPS GROUND
To: Adams Golf Shipto:  Main store location
2801 East Plana Parkway 123 Tournament Orive
Plano, T¥ 75074 hlemphis, TH 38138 USh
Contact 1: Inform ation Line Contact 1: Scott Gray
(2007 709-6142
Ship wiz:  UPS Ground
“Wandor's iterm # Gty ordered  Unit Ext cost
Kkem # Description Unit cost
ADOM-TL2 Adams Tight Les 3 W ood 7 EACH 24099
1749950
ADM-TLS Adamsz Tight Les & Wood 1 EACH 175.00
1749950
Subtotal 52499
Total mise charges o.oo
#of lines: 2 Total qtyordered: 3 Total 524,099




PURCHASE REQUESTS

Posting Purchase Requests

. ]
Select Purchasing > Purchase Requests > Post to
pOSt all pUI’Ch&SG requeStS in a batch ‘:{PJ Post all transactions for Batch [MGR]?

or
cIick&l in Purchasing > Purchase Requests > =
Enter to post only the current purchase request. P

\:r/ Are you sure you wank ko posk?

[ Do not show again

Click Yes to begin the posting process.

When posting is complete, a message ]

appears to show the event number

assigned, and whether any errors
occurred. Processing complete with no erraors

\',:') Ewverit Mumber: 700092

) ) ) ) Do vou wank to view the Purchase Reguests Journal?
Dependlng on conflguratlon settings, you

may be prompted to view or print the
posting journal, purchase order forms,
and labels for the purchase order items.

x

\i:) Do wou wank bo view the Purchase Order Forms?

The Purchase Request Journal can also be printed later, using Purchasing > Reports >
Journals > Purchase Requests.

Purchase Order forms can also be printed later, prior to receiving, using Purchasing >
Purchase Orders > Purchase Order Forms.

Labels can be printed later, using Inventory > Labels from Tags.



PURCHASE REQUESTS

Purchase Requests Journal

Date 4072006 Tirne10:03:554M Page 1
FOR DEMONSTRATION PURFOSES ONLY

Purchase Requests Journ=al - Detsil

Ewent & 700160 1 Updztes requested
Eat ID:  MGR 1 Successful

Cell detail: Grid view

Allocated PO detail: Location detail

Estended cost = gty ordered x unit cost Estended last cost = qtyordered « location last cost
Orderby: PO #, Seq #

FO # 100017 Order date 3182006 Subtotal 524 .09
Yendor # ADAMS Delivery date Total misc o.on
Narme Adams Golf Cancel date Total 52400
Euyer F OB
L acati an MAIN Ship-wia code UPS GROUND
FR # 100017 Terms code 2/0MET20
em # Min gty Gty ardered  Unit Unit cost Ext cost
Description M= gty L==t cost Ext last cost
“endor's iterm # Urit retsil Retail walue
ADOM-TL2 3 2 EACH 174 9950 340 .09
Adamsz Tight Lies 3 Wood 12 1749950 34999
34999 69998
ADM-TLS 3 1 EACH 1749950 175.00
Adams Tight Lies & Wood 12 130.0960 140.00
34999 34009
Ordertotals 2 femsin order Total Oty ordered 3 Ext cost 52400
Ext last cost 489 .09
Retail value 1.042.097
Repuort totals 1 ordersinreport Total Oty ordered 3 Ext cost 52489
Ext last cost 45999
Retail value 1,049 .87
Subtotal 42400
Total misc charges o.oo
Total 52499

-- End afreport --




PURCHASE REQUESTS

Exercise 1: Purchase Requests

Try It Yourself! In this exercise, you will learn how to create and post a Purchase Request.

Complete these steps:
1. Select Purchasing > Purchase Requests > Enter.
Choose to Auto-Assign the Purchase Request number.

Identify ADAMS as the vendor. Adams has a note that automatically displays, reminding
you of the $2000 minimum order amount.

On the Ship-to tab, select to have the order shipped to the MAIN location.

On the Order tab, use today’s date as the Order date.

RT=T
ad > S-8-e-
. Purchase request # [[BITOASSIGN) Lacation | MAIN 2| fﬁmfﬂf;‘gem
On the Lines tab, Order Vendar number | ADAMS @) Adms Gol Drder date | 5/29/2015 & Document curency
ADM_TL2 ThIS |tem haS a Vendor | Shipto| Order  Lines | Misc charges |
' N | tem number | peseription |Orderay [uritname [Netunitcost |Exicost [Default cost |
note that automatically 3 ]
appears, reminding you about
free shipping.
Enter a Qty of 12.
Since you ordered the R T R R
. . . [ADM-TL2 @) [l e Tigh Lies 2 waod 2 EACH  =][174.9950  |HOME
required quantity, there is no S |
need to enter miscellaneous | Coresore|_ihess | Nttt 174550
Apply dosument discount 7 Eyt cost | 2,099.94
charges. T | emem oo
Mingy 3 EACH  Oiponhand 107 !
M;:Z'J 16 ity commited 1 Eiint form T DD OIESE
Net quantity 106 Oty avalable 106 — Total msc 0.00 - HONE
Suggestsd gty 0 OlyonPO's 0 Post Order tax 0.00 HOME
Vendor adistd gty 0 EACH QyonED 0 Save U= DI QR
Oty on diop-ship cust orders 0 = [l Lrii
Oty on diop-ship PO 0 Do Discount Total cube 0.0000
g Total gty (stk units) 0.0000
H ave >
Click = :

Then click M

2. You can select to view, and then print the Purchase Requests Journal and the Purchase
Order Forms.

-------------------- i END OF EXERCISE —




PURCHASE ORDERS

Canceling Purchase Orders

Select Purchasing > Purchase Orders > Cancel Purchase Orders

* Use to cancel any purchase order with line items that have not yet been received

RGTET
1< IR N PR JINN=RIE
PO number [100134 G s e R et ,Emﬁvnf_nffu',',;,;ny
On the Llnes tab, CI|Ck Location [EAST &1 East store loation Original baze PO rumber | 100134 & Document currency
Ordler date [ 1/1/2010
Line details . .
to view details
fOI’ the Ilne (Ce” detall and Vendor | Shipto | Oider | Lines | Mise charges |
location detail for Wtz FROGETE 0% P Nest>
I d PO Curtency code [HOME [1| Home eurmency (US Dollars)
A ocate S)' Name | Pinnacle Ll

Salutation | Mr. First name | Carl

Last name ‘ Swart

fddress 1 | Fortune Brands

. Address 2 | 300 Tower Parkway
Click _=='F | to cancel adden 3]

City ‘ Lincoinshire State ‘ 1L
the PO. Zipoode (600G County|
. Phone | Contact T |
You cannot cancel a PO if: For Cortan2 |

. Vendontaein® [
- it has unposted

receivings
- itis a drop-ship PO
(cancel the customer
order instead) =

View cancelled purchase orders using Purchasing > Views > Purchase Orders.
This shows the user who cancelled the PO and the date on which it was cancelled.

o/
IIEIRRIER AR

) Show costs in.—
PO number I'IUU'I 24 g(zi Iz reigsue of PO number ﬂ ¢ Home curency
Laocation IEAST @| East store location Reizsusd on PO number ﬂ & Documert currency
Order date | 1/1/2010 Cancelled by | MGR

Cancelled on | 5/23/2015 3:15 PM

WVendor | Shipto | Order | Lines | Mise charges

| TR I . J— I




PURCHASE ORDERS

Changing Purchase Orders

Select Purchasing > Purchase Orders > Change Purchase Orders

* Use to make certain types of changes to Open POs (cannot use to add or delete lines,
or make changes to quantities or units)

.Change Purchase Orders _I_I- [m] ﬁ
Show costs in...
PO number |100103 - @) Location | E&ST & (e cumEy
Order date | 941642008 (* Document currency

Yendor | Shiprtnl Order 1 Lines | Misc charges |

Yendar number [ADAMS Adams Golf
Hext»
Currency code (HOME Home curency (LIS Dallas] —_—

Erint: farm
Name [dams Golf B

Save

Salutation ‘Ms First name |Mary

Last name ‘Higgins

Address 1 ‘ZBEI'I East Plano Parkway

Address 2 ‘
Address 3 ‘

City |Plana State [T
Zipcode [FA0F4 Gty [
Phane |(300) 709-6142 Contact 1 [Infarmation Line
Fax [(972)2988818  Contact2|

“endar tag D #

Things that can be changed:

- Vendor name, address, and contact information

- Ship-to name, address, and contact information

- Miscellaneous charges

- Order date, delivery date, and cancel date

- Buyer, FOB, Ship-via code, Terms code, Tax code, Tax override, and Comments 1-3
- Unit cost

- Line delivery date, Line cancel date, and Line Comments 1-3

Things that cannot be changed:

- PO number

- Vendor number

- Currency code or exchange rate
- Location or Location group

- Item number or quantity

Use Reissue Purchase Orders to make these changes or wait until the PO is being
received to make the changes.



PURCHASE ORDERS

Reissuing Purchase Orders

Select Purchasing > Purchase Orders > Reissue Purchase Orders

* Use to make changes to an open PO (PO with open line items)

* Cancels open PO and copies all open line items to a new purchase request

eI
Look up the open PO that you GQE «» LB LS 9
want to cancel PO number @B e,
Location |EAST East store location Diiginal base PO number | 100110 (= Document currency
Order date | 3/16/2008
. . Vendar | Shipta | Order | Lines | Mise charges |
On the Lines tab click Verdor runber [200 )| IZOD-Philips¥an Heusen Corporation .
2 q . i Curencycode [HOME ] Home curency (US Dalars] =
Line details to view detallS for the Hame | Z0D-Phillpsan Heusen Corparation qum
line (cell detail and location o ——
detail for Allocated POS) Addiess 11082 Mackrihur Road
Addiess 2
Addiess 3
City | Reading State | Pa
. . Zip cade | 19605 Countiy
You cannot reissue a PO if: Pror 18003855678
Fax Contact 2
- it has unposted receivings N

- itis a drop-ship PO (cancel
the customer order instead)

Click M . .,

Enter the new Purchase request # or Baich |MGR ]
auto-assign the next purchase request #. Burchase request # | Sutorassign |
ok | LCancel | Help |
x|

A message shows the -
Cance”ed PO # a.nd the new .01 PO # 100110 has been reissued as purchase request # 100198, Would you like to edit this purchase request?
Purchase Request #. No

All notes, lines, cells, and allocation details for the open lines are copied. When using tax in
Purchasing, tax overrides are copied only if nothing has already been received on the PO.

Make any needed changes to the new purchase request in Purchasing > Purchase
Request > Enter and then post it.



PURCHASE ORDERS

Viewing Purchase Orders

Select Purchasing > Views > Purchase Orders
* Use to view on-file purchase orders, without making changes

o]
<> LPEDG @
Show costs in...
PO number |100164 B E) Is 1sissue of PO number Bl | @ Mimeemsm
Location |MAIN @‘ Main store location Reissued on PO number ﬂ & Dooument cumency

Order date | 11/17/2012 Cancelled by
Cancelled on

Yendor IShip-mI Order I Lines | Mise chalgesl
Wendor number |C5 FODD | @) a5 Food Whlesslers

Currency cade IHDME H' Home currency [US Dollarg]
Frint |
Hame |E&S Food Wholesalers —
Salutation First name: | Johnathan

Last hame | Heading

Address 1 | 400 Industrial Drive

Address 2 |
Address 3 |
City |Br\m|ngam State ‘AL
Zip code ’3'52117 Cauntry ’7
Phane | Contact 1 ‘
Fax | Contact 2 ‘

Wendor tax ID #

"Wendor Shipo | Dider | Lines | Miss chargss |

Location [MAIN ]| Wain stare lozation

Erint

endor | Shipto  Order |L\nes |M\s|: t:hargesl

Addre:

Order date | 1117/2012 # of open lines | 0
Addre:
fldred Delivery date

Conceldats| | Vendor| Shipto| Order  nes | Misc chaages|

o B[ | []temnumber [item description [arder oy Junit name [ty espected]Qty received [Unit cost |
— e Toke 50,0000 EACH 00000 500000 0000
Ph A [ |Fepsi Pepsi 50,0000 EACH 00000 S00DOD 05000
Ship-via code |UPS RED | || COFFEE Coffes 250000 EACH 00000 250000 D000
BURGER Hamb 50,0000 EACH 00000 S0ODOD 06000
. Tems code [NET30 | [+ et
i || PZZA f Vendorl Shlp-lol Order | Lines  Misc chargesl
Ta code | |CHEESEBURGER  { e charge 1

CANDY {
Fomment > NI o — HIME

Comment 2 Curency [HOME [-]] Home curency (U3 Doliars) Btint fom

Comment 3 [Misc chargs =
Amourt [000 [HOME

Currency [HOME || Home currency (S Dallars]

Line delivery date
Line cancel date
“endor's item number
Item description
Comment 1

o

Comment 2
Comment 3

Ordered Received
Subtotal 159.83 158.83 HOME
Total misc 0.00 0.00 HOME
Order tax 0.00 0.00 HOME
Total 159.83 159.83 HOME
Total weight 0.0000
Total cube 0.0000




PURCHASE ORDERS

Purchase Order Forms

Select Purchasing > Purchase Orders > Purchase Order Forms

[& purchase order Forms =10l x|
Order by [P0 #, Geq # [~

Farameters | Purchase Drderl Purchaze Order LineI

Cell detail | Grid view |

Allocated PO detail | Location detail |

¥ PFrint open PO only
[~ PFrint customer order information

E-rnail I Freswiew Frririt Options >> Cloze | Help |

Purchase Order
PO #: 100110
1

FOR DEMONSTRATION PURPOSES ONLY Page:

645 Tournament Lane Order date: 9/16/2008

Memphis TN 38138 USA Delivery date:

Pro Golfer Cancel date:

800-1-LUV-GOLF pregolfer@progolfer.com Location; EAST
FOB:

Terms code: 2/10NET30

To: 1ZOD-Philkps-Van Heusen Corporation Ship to: East store lecation

1062 MacAsthur Road 456 Eastern Ave

Reading PA 19605 Memphis, TN 38138 USA
Contact 1: Contact 1: Rick Parsons

1-800-265-2678
Ship via: UPS Ground

Vendor's item & ' Vendor's description Quantity Unit o " Ext cost
Itemn # Description Unit cost
SHIRT Men's Polo 100% ootton 3 EACH 38.97
12.8800
Medium lLarge Total
Red 1 o 1
Sandstone 1 1 2
Total Quantity 2 1 3
SHORTS Shorts - Men's Twill Pleated 1 EACH 1499
14,9300
Sandstone/42
SHIRT Men's Polo 100% colten 28 EACH 36372
12,9900
Small Meadium Large Total
Blue 4 2 2 3
Red 2 10 2 14
Sandsione 2 2 2 6
= o i = Aa
Sublotal B47.53
Total misc charges 0.00
#of lines: 5 Quantity Ll Total 647.53
K




PURCHASING ADVICE REPORT

Select Purchasing > Purchase Requests > Purchasing Advice

* Use to view the quantity that Counterpoint suggests you purchase of your merchandise

Base the calculation on:

Maximum quantity on hand

or

Replenishment of
previously sold quantity

or

Days of Supply

Order by IItem #, Location j
" Parameters | Item I Invenluryl
—Location —Adjust suggested gty for

[E Purchasing Advice 10l =|
I Fieport IMaximum I 'l
Order by IItem #, Location j
Parameters | item | Inventory |
Location: "Adiust suggested gty for
Al ‘ Purchase reaueste I ‘
[E Purchasing Advice 10l =|

Report | Replenishment j

Order by IItem #, Location j

Parameters | Itern I Inventoryl

Location: Adjust suggested gty for

coa Purchase requests  [v
* Single location IMAlN Ig@ OpenP0's W

— Wendor minimum v
ﬂ A]
Wendor multiple IHound to nearest multiple vI

K;."j Purchasing Advice

I Feport IDa_l,ls of Supply I 'l

Current quantity v
Minimum quantity v
Magimum quantity v

" Location graup |1

==l =|

coa Purchase requests [
* Single location IMAlN Ig@ OpenPO': [~

I _ I Wendor minimum [

" Location group |1
Wendor multiple IHound to nearest multiple j

—Replenish bazed on
Dates IEustom j

Sales from lﬁ
w77 =
History factor |1—
Drays af Supply l—

—Report

Frint cell detail IGrid wiew 'l
Frint cell gty ISuggested 'l

Show all gtys [~ Show vendor list in cost order [~

Wendor I Frirnary - l
Uitz I Stocking ™ l

Freview FErint Generate Optiong »» Lloze | Help |




PURCHASING ADVICE REPORT

Maximum ol
Report IMaHimum j
Order by Iltem #. Location j
Parameters | ltem | Inventor|
—Location Adjuzt zuggested gty for
Al Purchase requests [
%+ Single location IM.QIN L,g@ OpenPDs [
" Location group |1 ﬂ z] Wit (i
Wendor multiple IHound to nearest multiple j
—Hepaort
Fiint cell detail | Grid view |
Priet cell gty |Suggested j Click to view a list of all vendors
Show all gtys [~ Show vendor list in cost order | = I from whom you have purchased
- the item, by cost
Wendar IF'nmar_l,l 'l
U pits IStocking 'l
Print gty sold [~
Dates ICustom j
Eram I A vl
To I i vl
B
Freview | Print Generate DOptions > LCloze | Help |
Locations Select the locations to include
Report

Print cell detail
Print cell gty
Show all gtys
Vendor

Units

Print qty sold

Choose the level of cell detail to print

Quantity to print for cells

Show all quantities tracked for each item

For which vendor should purchase quantities be suggested
Suggest quantities in item's stocking unit or in vendor's unit
Show quantity sold and for what timeframe?

NOTE: If a specific vendor is selected and no vendor item record exists,
item will not appear on the report.

Adjust suggested
gty for

Should suggested quantity be adjusted to account for:
- unposted purchase requests*

- open POs*

- vendor's minimum order quantity

- vendor's order multiple

* quantity is not adjusted for drop-ship lines




PURCHASE ADVICE REPORT

Replenishment T
Report IHepIenishment j
Order by IItem #. Location j
Parameters | tem | Inventory |
~Location radiust suggested gty for
Al Purchase requests [~ Current quantity v
* Single location IMAlN Ig@ OpenPO's [ Minirnurn quartity v
¢ Losation gioup |1 I ZI Wendar minimum [ Maximurn quantity v
Wendor multiple IHound to nearest multiple 'l
—Repaort ~Replenish bazed or
Prirtt cell detail IGrid view v[ Dates |Cust0m :l'
Print cell gty ISuggesled 'l Sales from I I -
Show dlgtys [~ Show vendor listin cost order [ T m
Yendor IF'rirnary 'l
) . History factor [1 |
Uitz IStocklng 'l eI I A
History factor x Qty sold = Suugested Order
Quantity
)
Freview Frint Generate Optionz »» LCloze | Help |
Locations Select the locations to include
Report

Print cell detail
Print cell qty
Show all gtys
Vendor

Units

Choose the level of cell detail to print

Quantity to print for cells

Show all quantities tracked for each item

For which vendor should purchase quantities be suggested
Suggest quantities in item's stocking unit or in vendor's unit

NOTE: If a specific vendor is selected and no vendor item record exists,
item will not appear on the report.

Adjust suggested
gty for

Should suggested quantity be adjusted to account for:
- unposted purchase requests*

- open POs*

- vendor's minimum order quantity

- vendor's order multiple

- current available quantity

- minimum quantity

- maximum quantity

* quantity is not adjusted for drop-ship lines

Replenishment
based on

Select the date range of the sales to consider for the report, and the
factor to multiply quantities by.




PURCHASE ADVICE REPORT

Days of Supply

i
Feport IDa_\Js of Supply j
Oirder by IItem #. Location j
Parameters | ltem | Inventom |
—Location: —Adjust suggested gty for
Al Purchase requests [
* Single location IMAlN Ig@ OpenPO's [~
. Wendor mini
= Location group |1 ﬂ zj endor minimum ]
Wendor multiple IHound to nearest multiple j
—Report —Replenish based on
Print cel detail [ Grid view -] Datgs | Custam =
Print cell gty ISuggested 'l Sales from I I vl
Show allgtys [~ Show vendor list in cost order [~ To Iﬁ
Wendor IPrimary 'l .
History fact I‘I
Units IStocking 'l [T
[raps of Supply I
|
Preview Frint Generate DOptions »» LClose | Help |

Locations Select the locations to include
Report
Print cell detail Choose the level of cell detail to print
Print cell qty Quantity to print for cells
Show all gtys Show all quantities tracked for each item
Vendor For which vendor should purchase quantities be suggested
Units Suggest quantities in item's stocking unit or in vendor's unit

NOTE: If a specific vendor is selected and no vendor item record exists,
item will not appear on the report.

Adjust suggested
gty for

Should suggested quantity be adjusted to account for:
- unposted purchase requests*

- open POs*

- vendor's minimum order quantity

- vendor's order multiple

* quantity is not adjusted for drop-ship lines

Replenishment
based on

Select the date range of the sales to consider for the report, and the
factor to multiply quantities by.

Specify the number of days you want the purchased inventory to last




PURCHASE ADVICE REPORT

Generating Purchase Requests

—Feport

—Feplenish bazed on

Pint coll detel [Grid view 7] Datgs [Custom 7]
C“Ck EEnEfatE Frint cell gty W Sales from Iﬁ
Show allgtys [~ Show vendor list in cost order [~ To lﬁ 7 =
Wendor m
Units lm History factor |1—

>

Freview | FErint || Generate || DOptiong »» | Lloze | Help |

Purchase request options | Diefaults |

Purchase request type
If a location group was specified for e I [
the report, create Allocated/Merged Lot | LA
or Allocated/Separate purchase Batch [MGR L
I‘equeStS. Starting purchase request # I[AUTD-ASSIGN] Auto-assign

Order date | B/ 3/2003 |
Locat|0 n FPurchazing advice report I j
For Allocated/Merged requests, Purchass request edit list | =l
location where merchandise will be
received. Transfer Outs or Quick
transfers (unposted) will automatically
be generated at time of receiving to i
transfer to other locations.

oK I Lancel | Help |

* Separate purchase requests are created for each vendor and location (except

Allocated/Merged requests).

* If using tax in Purchasing, the vendor's tax code is used on the request. Otherwise, the

location's tax code is used.

* |f using multi-currency Purchasing, the vendor's currency code is used on the request.

* Drop-ship purchase requests are not created

Suggested quantity for each item is expressed in the either the item’s stocking unit or the
vendor’s purchasing unit.

If a request already exists for a vendor, location, batch ID, and order date, additional
lines will be added to the original. Additional lines are not added to drop-ship purchase
requests.

Only items that have been assigned primary vendors appear on a request.

6-54



PURCHASE ADVICE REPORT

Report - Maximum

Date 5/23/2007 Time 1:51:30PI Page 1 of 5§
FOR DEMON STRATION PURPOSES OHNLY

Purchasing Advice Report - Maximum

Vendor #
DUNLOP

Vendor #

= None **

STORAGE 24
D T2.00
20 60.00%

ltem # Vendeor # Vendor's item #
BIGEURGER = None ™"

Location Urt PN

STORAGE 24 EACH

24

Item # Drescripticn Vendor # Vendor's item #
BURGER 3 == Mo

Vendor # Vendor's item #

= Naons =

STORAGE i4 EACH
24
e Vendor # Vendor's item #
CANDY Tandy “ Nene =

Lacation




PURCHASE ADVICE REPORT

Report - Replenishment

Date 5/23/2007 Time 1:4%:13PM Page 1 of 11

L& 0 0

FOR DEMON STRATION PURPO SES OHLY
Purchasing Advice Report - Replenishment

ltem #
ADM-5CD

Vender #

ADAMS

Vendor's item #

Location

Item #
ADM-TLZ

Vendor #

ADAMS

Vendor's item #
ADM-TLZ

ocstion

=

ltem #
ADM-TLZ

Vendor #

ADAMS

Locatio

Min gty
M ax gty

Qty on han

ltem #
ADM-TLS

Vendor #

ADAMS

Item #
ADM-TLT

Vendor #

ADAME

ocstion

ltem #
ADM-TLE

Vendeor #

ADAMS

Vendors item #
ADM-TLS




PURCHASE ADVICE REPORT

Days of Supply

Date 7/11/2008 Time 7:22:13AM

FOR DEMON STRATION PURPO SES ONLY
Purchasing Advice Report - Days of Supply

Page 1

Description
APL-UMB Golf umbrzlla

Vendor#
T

Vendor's ITEM_NO

Location

Sty o
Item # Vendor#
PRETZEL = Mone =
Location Oty =ld
WATIN z
Report totals: Zltzms 3 8




RECEIVING

Flow of Receiving

Purchasing >
Receivings > Enter
(Manually enter or Import)

\ 4

Purchasing > Purchasing >
Receivings > Edit List Receivings > Post
|
| l
Reh(ig\élrr;/gs Receiving
form
System > Accounting > Accounting A/P
Voucher Receivings Voucher file




RECEIVING

Receiving a Purchase Order

Select Purchasing > Receivings > Enter

* Use to receive merchandise with or without an existing purchase order (PO must exist
for drop-ship receivings)

* Can receive merchandise from different purchase orders on a single receiving (only one
PO per drop-ship receiving)

e Cannot have multiple unposted receivings for a single PO

When a PO exists:

.. . Auto-assi .
Enter a receiving number, or click ml to use a system-assigned number.

Select the first PO whose items will be received. 7] x|
. @
Select whether to copy all open PO lines and setthem to | r Tireiected
Selected or Unselected on the receiving. Only Selected Guanlly eceived defauls o
. . * Expected quantity
lines will be posted. C Zem
Unreceived quantity defaults to
. : . : ' Backorder lzave on P.0O.)
Indicate the default handling of quantity received. ¢ Copeel
Migc charges
Indicate the default handling for lines with quantity Mise charge 1 [0.00 HOME
remaining. Misccherge 2 [100 |HOME
Optionally enter miscellaneous charges associated with Cancel allines
the receiVing. Ok | LCancel | Help |

When a PO does not exist:

Enter a receiving number or or click M to use a system-assigned number.
Close the Purchase Order LookUp window without making a selection.

Enter the details for the receiving on the Receiver, Lines, and Misc charges tabs. You are
essentially creating the PO at the time of receiving.



RECEIVING

Receiver Tab

Specify the Received date, the ID of the user who is receiving the merchandise, and
any additional comments regarding this receiving

When using tax in Purchasing, you can also enter or change the tax code to use for the
receiving, as well as the vendor's tax ID and your tax ID.

=IRNSPR JIRIEES R

ad+ X

=0l x|

t@.

“endor number ‘ 1200

Sh te .
Receiving # [[BUTOASSIGN) || Auto—assignl Impart | Lozation | MAIN 2 B fﬂ?:u':ency
IZ00-Phillips-¥an Heusen Cor Received date | 5/29/2015 Suggest Pricesl & Dacument currency

Fieceiver | Lines | Misc chargesl

Vendor number [[Z00 | 1@ 1z00 Prillips*2n Heusen Ca . |
Currency code IHDME lC\” Home cunency (S Dallars) Default curency ’HDMEi F—
Location m -
Location graup I @‘ Sav-e
Received date I 5/29/2015 vl —
Tay cade I @|
Ship-via code I Iﬂ‘
User ID IMGH H@‘ anager
Feference I
Comment 1 I
Comment 2 I
Comment 3 I
Wendor tag 1D # I
Yourtax D # [3999




RECEIVING

Lines tab

* Make changes to any line item to indicate quantity actually received, quantity
backordered, received costs, and Price-1.

* Unselect or use Ctrl+Del to exclude a line from the receiving. The line will remain open

on the PO for future receiving, as will backordered quantity for any selected line.

* Additional lines can be added to the receiving.

W=
Show costz in...
Receiving # |[AUTO-A551GN) Location | MAIN ® Ve ey
Wendaor number | [Z00 IZ0D-Phillipz-an Heusen Car Received date | 5/29/2015 Suggest Prices ol Dncument currency
"Receiver Lines | hizc charges]
PO rumber | ltam number | Entered description Oty Oty recred | Oby to Last cost  |Fecerved | Default cost -
expected backorder unit cost
»(100117 SHORTS  Sharts - Men's Twill Ple. . 108 108 0 145300 148300 14.9300
(find line]
=]
Item number Oty enpected  Ohy recwd Gty ko BO Gross unit cost
Selected [SHORTS 1@ 108 108 MJescH o [14.9500 HOME
Unselected | Mew Price-1 Discount |Percent | |0.0000
Color/Size 10 cells Taxable v Received cost | 14.9300
Apply document discount W Ewt cost | 1 61292
Selected lines 1 Gross subtotal 1,618.92 HOME
PO number 100117 Mext> Qty (stk units) 108.0000 Doc discount 0.00 HOME
Wendor's item number SHORTS ) Total gty recvd 108.0000 Subtotal 161892 HOME
Item description Shorts - Men's Twil Pleated Exint form Total weight 0.0000 . 000  HOME
Post Total cube 0.0000 Tax 80.95 HOME
Total 1,699.87 HOME
Save
Dioc discount
>3

Aty ewpected Oty recyd

Margin-driven pricing TR
108 108 o

Click D to set a new Suggested Price-1 for an item.

Mew Price-1
Suggested and New Margin fields Setpice
) i i Category/Sub-categary | APPAREL/MEMNS
Green field = Suggested or New Price-1 is above o [lemm
1 Minimum margin / price: {40,000 |24.93 Use this price
margln IeveIS Taiget margin / price: [45.000 7.2 Use this piice
Yellow field = Suggested or New Price-1 is within Conertnaign / pice [6 45 Jo7ss [EE
99 el o
margin levels e |
. _ . . Rounding rule [
Redfield=  Suggested or New Price-1 is below N
margin levels e

Margin is based on receiving cost of item.

| LCancel

Help

21



RECEIVING

Receiving Serialized Items

ity i [ iali 2
If quantity is received for a serialized [ EEZLT FIET

item, the Serial Numbers window 8-
appears. Enter a serial number for each Hem number [BALLRETPRD | ] Ball Retum - PAD
plece recelved . Location IMAlN H@| Main store location
Serial number I H
|| 23457
|| 22458
Autorinerement Auto-incrament | (e ine) j
. M Al
CIICk = = to . Serial number I Gty 3
automatically assign sequential serial gt Seisl runbers
numberS s Entered 3
ulu-n?ﬂc”remenl T '—2

LCloze Help |

Receiving Multiple POs

Click on the toolbar and select Select PO.

From the lookup window, select another PO for the same vendor and location. The line
items on the selected PO will be copied to the receiving.

[ Receivings Enter - Batch:MGR =10l x|

FEEFEGEIRE R INCECRE S
Receiving B [[BUTO-ASSIGN] | ] Auoasion | Inpor: Losation [W|___ SelectPO f-.hmszui:em

‘Yendor number | 20D |Z00-Philipsan Heusen Coy Received date F Unreceived quantity defaulis to ¥ | & pocyment curency
Fiecsiver Lines | Misc: changes | L s
PO number |ltem rumber |Entered descripion |Gy |Gty recvd|Otyte [Lasted  =° culbe .
expected backaorder Cancel line
100117 SHORTS  Shorts - Men's Twill Ple. 108 108 0 149900 THIH00 TH 3900
P [find line]
@ Purchase Order LookUp 7l x|
Search for | Feyward | Filered
Locklp [0 etaul) | Order by [PO rumber |
et | eoirn | zomfFe) | Peview | eie | Fre | opionsss |
¥endor name
Item rumber
| selected || E
Lmse\ectedl (e ling]
Customer orders

Yendor's item number - fo— Help
Item description E 4 Hi

This ine is not from & PO. Pazst Total cube 0.0000 Tax 8095 HOME
S Total 1,699.87 HOME
2aVe

Dog discount




RECEIVING

Receiving an Allocated PO

To change the quantity received of an item on an allocated (merged) PO, click next to

Qty recvd.
ol
GH+ XE f@
Receiving # I[AUTD-ASSIGN] 2 Auto- asslgnl Impart | (Ei'hDHwof_n?:tcSulr?ency
Yendar number |CALLAW'AY Callaway Golf Sugges! ”cesl & Document currency
Receiver Lines | Misc chargesl
JF‘D number | ltem number | Entered description Oty q [ty recvd Ety ll<o g Lastcost |Recsived | Default cost -
Erpects ackorder unik ozt
:§>‘1DU1 2B ADM-TLS  Adams Tight Lies 5 wiood 12 12 0 174.9350 175.0000 175.0000
[find lire]
Item number Oty expected Qv recvd s by ko BO Gross unit cost
| Selected [ADMTLE [ (€A RF ﬁﬁ EACH =] |0ie [175.0000  [HoME
Unselected I'“ﬂ:'ﬁl'ﬁS Tight Lies 5% aod Mew Frice-1 ! Dizcount IPEICBI’][ 'I 0.0000
Tanable v Feceived cost | 175.0000
Customer mrdersl Apply document discount ¥ Ext cost ’W
Selected lines 1 Gross subtotal 2,100.00 HOME
PO number 100126 besty Qty (stk units) 12.0000 Doc discount 0.00 HOME
Wendor's item number . . Pt Total gty recvd 12.0000 Subtotal 2,100.00 HOME
Itern description Adams Tight Liss 5 Wood Eririt form Total weight 0.0000 Trml = 000 HOME
Post Total cube 0.0000 Tax 0.00 HOME
Cave Total 2,100.00 HOME
Dot dizcount |
3
Prior to changing quantity __
received, you can select to default 2x
the un rECEIVed q Uantlty tO Item number ::::F;L;E JEZJIAdams Tight Lies 3 wood
. . . Location JEZJ Storage warshouse
backorder it (leaving it open on the : : _ _
PO) Or to Cancel the unreCE|Ved Receive al | Clear al | Unreceived quantity defaults to IBackorder [leave on P.O.] 'I
! DATA
amount. -
Location Oty expected | Dty recvd | Oty to BO
b MAIN
For each location, indicate R : ’
the quantity received and the
amount to backorder.
Depending on configuration
settings for the company, either
Transfer Outs or Quick Transfers 2] al 0
will be created when you post this oo | oe | cawd | e |
receIVI ng . Copy quantiliesl Wigw »» | Sierial H'e |




RECEIVING

Misc charges tab

If a miscellaneous charge was configured to be included in inventory cost, the charge will be
allocated when the receiving is posted, based on the allocation method selected during

configuration.

The charge will be reflected in each received item’s average cost, but not in the item’s last

cost or the vendor item’s cost.

GH+xB <> PTG O

@.

Sh b in..
Receiving # |1 o0191 2 Qutn-assignl Impart | Laocation | kAN ’7(- D}_‘;\‘D;?;ul:e

Wendor number |IZDD [Z00-Philips¥an Heusen Caorp Fieceived date | 5/29/2015 Suggest F‘ncesl

ncy

—

@ Document curency

Heceiverl Lines  Misc charges |

Misc charge 1
&moynt [0.00 [Home
LCurrency IHDME @| Home curency [US Dollars)
Mizc charge
mount [0.00 [Home
Currency IHDME @' Home currency [US Dollars)

Subtotal

Total misc

Tax

Total

Selected lines
Total gty recvd
Total weight
Total cube

1618.92
0.00
80.95
1,699.87
1
108.0000
0.0000
0.0000

=[S

Mext: |

FErint form
Post

Save

HOMWE
HOME
HOME
HOME




RECEIVING

Using tax in Purchasing

If you are using tax in Purchasing, you can change the tax code of a purchase order
when you receive it.

BEH+XBE|( <> LEDS O 0

) . Shi 3
Receiving # I'IUU'I =l g guto-asmgnl Import | Location | MalM o D:a;?a
Wendor number | a0 |Z00-Philipsan Heusen Cop - Received date | 5/29/2015 Suggest Pricesl & Dacur
Receiver |Lines I Misc: chargesl
Yendar numper ||Z00 [-IE] | 1z00-Philips an Heusen Co
Currency code IHDME li\ﬂ Home currency [US Dollars] Default curency | HOME
Location IMNN g@j
Location group I |Q|
Received date I 5/23/2015 vl
I Tax code |D’-\N L,g Canadian tax [Purchazing) I
Tax code [naormal] I 2 Use narmal tax code |
Tax that you owe the vendor will then be Selected lines 1 Grosssubtotal 161892 HOME
calculated and shown in both the Lines e I 000 HOME
Total gty recvd 108.0000 Subtotal 161852 HOME
tab Total weight 0.0000 =T el
Total cube 0.0000 I Tax 20,95 HOME
o TOUC T Hp

Subtotal 1,618.92 HOME
and Misc charges tab for the receiving. — 2095 HOME
o (1= T v
Selected lines 1
Total gty recvd 108.0000
Total weight 0.0000
Total cube 0.0000
If you are authorized to enter - .
: : 2| %
costs, you can click the tax field to M=t 2
enter a tax Ovel’ride. MNormal tax amount|.5 |HDME Use MNomal Tax |

|HOME

If you enter a tax override on a
receiving, and then copy
additional line items from a
different PO, the tax override is oK Cancel Help
undone and returns to normal tax.




RECEIVING

Using multi-currency purchasing

If you are using multi-currency purchasing, the currency code assigned to the original
purchase request will appear on the Receiver tab of the receiving. The vendor's default
currency and the exchange rate to your HOME currency are also shown.

-10x]
G H <> -8 e
Receiving 1t [B0TOASSIGN) Location [ MAIN SiEmn EEb [

" Home curency
Wendor number | A0AMS Adams Golf Fieceived date | 6/1./2015 + Document curency

Feceiver | Lines ] Misc charges]

“Wendor number |ADAMS L&) | 2dams Galr e

Currency code ‘EAN I_I Canadian currency Diefault curency | HOME .
FErint form
Exchange rate | 1.0000 CAME = | 0.B000 HOME LChange _—
Past
Location ‘MAIN &3 —_—
I =
Received date | 6/ 1/2015 -

Tax code |CAM 9 Canadian tax [Purchasing]
Tav rode (homall

|lze normnal tay code

Click |_Lhange | to modify the exchange rate for the merchandise and/or the miscellaneous
charges for this receiving.

Receiving ,CAN—
Curent [1.0000 | cang -[nsoo0 [HoME
Exchange rate |1.0000 CAME = |0.8000 HOME

Mizc charge 2 ,EAN—
Current |1.0000 CAME = |0.2000 HOME
Exchange rate W CANSE E ’W HOME

Uze current | Ok | LCancel | Help |

When receiving against an existing PO, you cannot change the currency code used for
merchandise costs on the receiving. You can change the currency code used for
miscellaneous charges on the Misc charges tab.

When receiving without a purchase order, you can use the vendor's default currency code or
use a different currency code. However, once you have entered line items on the receiving,
you cannot change the currency code.



RECEIVING

Using multi-currency purchasing

When receiving against an existing PO, costs initially appear in the purchase order's
currency.

~loi x|
H+X= <> A¥ 58|90
Heceiyingul[AUTD—ASSIGN] ] Auto-assign | Impart Locatian | MAIN Fhm;?fu',’;@

Wendar number |ADAMS Adams Golf Received date | 6/1/2015 Suggest Pricesl

* Document cunency

" Receiver Lines | Misc chalges'

PO number |Item number | Entered description Gty Oty recvd | Gty to Last cost  |Received |Default cost |;‘

expected backarder |[CAME] unit cost  [[CANS]
[CANE)]

_|1001396 ADM-TLZ  Adams Tight Lies 2 wood 3 3 0 2187438 2187438 2187430

100196 SHOES wiomen's golf shoes 16 16 0 437375 437375 437375
“|1omaee ADM-TL?  Adams Tight Lies 7 Wood 12 12 0 2187438 2187438 2187438
: 100196 ADM-TLY  Adams Tight Lies 9 wood 13 13 0 2250000 2250000 225.0000

100196 ADMAML Adams WM Irons, Set 17 17 0 431.2433 431.2438  431.2438
7] 100196 ADMAMI-P Adams Wil Putter 19 19 0 E24338 E24338 E2.4338
B {find line)

K

Item number Oty expected Gty recvd by to BO Gross unit cost
I Selected e[ I JIStocking jng I |cang

Unselected ||[I’13W line] Mew Frice-1 I u Discount IPercent 'I 0.0000

Taxable ¥ FReceived cost
Custamer nrdersl Apply document discourt ¥ Ext cost

Selected lines [ Gross subtotal 15424 48 CANS
Meats Qty (stk units) 80.0000 Doc dizcount 000 CANS
Wendor's item number ) Total gty recvd 80.0000 Subtotal 15,424 48 CANS
Item description | BEm | Total weight 0.0000 Total mizc 3125 CANS
This e = not from = PO Post Total cube 0.0000 Tax 771.23  CANS
— Total 16,226.96 CANS
Save

Diac discount |

»
Shi
& Hem
You can switch to view costs in your HOME currency. ' Doeees el e
If you want to edit the cost value for items on the receiving or miscellaneous charge
amounts, you'll need to first show costs in the Document currency.
Itern rurmber Qby expected Gk recvd Oy to BO Gross unit cost
| selected [ADMAMI-F L= 13 [1a | F [52.4538 |cans

Unselected ||Adams Wl Putter Mew Price-1 I | Dizcaunt IPe[c:ent j ID.DUDD

Tapable [V Received cost | 624932
Customer orders | Apply document discount ¥ Ext cost | 1.187.38

Line item discounts and document discounts can also be Discount type [Amount |
entered only in the receiving's currency. Discount [150.0000 [Cong
| 152.0000 [HOME

LCancel |



RECEIVING

Receiving a Drop-Ship PO
Receive a drop ship PO when you receive the shipping notification from the vendor.

Select Purchasing > Receivings > Enter. If necessary, select the drop-ship batch ID and
then select the drop-ship PO from the lookup window. The drop-ship PO must exist.

B Select receiving mede [FIE
St copend e b
& Greied
Linzetected

ity ocorved dol st &
@ Erpectsd quantly

 Zoe

Set the receiving mode properties.

Urepcmend iy delsls i
& Bachondon [l on P
Cagenl
Mt charges
M chasge 1 i [000

B mecorvegs Enbar - Batchaacm _iaix]

- Can include only one PO's lines
on a drop-ship receiving

BH+XE 4» 2T 15819
Fincesvng 8 [ROTERETT ] Locaton [WH

encks ruanben | ADAME Kedarns G Aecared datw | 1072522012

- Can partially receive some or all ET:;::;“'"""M L
Ilnes mmrmm — E-;';g it | eepacied uw"d:g'::-aurdw" -':m |D"‘m| |"

- Can backorder quantities
- Cannot add lines or cells
- Cannot replace items or cells
- Can enter serial numbers

[B1000T ADHFLAT Adare Piran Trua B
{10007 ADHAMP Aders I Putir
100037 DM ARCE . M A Waathei Wi

kil
5390

3 3 0 53] SN S0

12 12 0 200 2N 2400 -

- Cannot enter line item discounts
or document discounts

- Qty recvd + Qty to backorder
MUST equal Qty expected

| 100057 ADW LAZER Digtal Lates Rlange Fin. 0 IEEIN IERINN  1EEIND
e el LN (00N
n gy rumbet Opewcied  Ggeced  Qiiolll armevdeal
Sabacind l.?:'upur LIE = ] e B
Dliisinard prin 811
Unsaincisd [ '_._Dm'mlﬂ_:”ﬁm
Cytbares crlesr H '—
F Exd cost (EET]
Fil rnber 100007 bt
ercors isnmanbe A PLAT
bamdaempien S Flann Tax Buk Bt o
DM Sk 1IE

Pollwosresy | PRB
| — TOM0  Tet ma= aw

Told 1.2 ED

Tt oo 0o
Sniscisd fraz 4

Totd gy recewed [k unis) ;omm

When drop-ship receivings are posted:

- Decreases gty on drop-ship PO; no updates to gty committed

- No updates to item’s last cost or last receiving date
- No updates to vendor-item record

- Prevents posting if an amount due remains for drop-ships on customer order, and final

payment not designated

- Updates cost of received line item in PS order, including any PO misc charges allocated to

receiving line

- Sets qty to release on PS order, based on gty received

- Copies any serial numbers entered on receivings to PS order

- Authorizes any final payments

- Auto-releases customer orders/line items that were received



RECEIVING

Importing Receivings

Select Purchasing > Receivings > Enter and click Impart |

* Use to record the receipt of merchandise from a .csv file
* Use to receive merchandise with or without an existing purchase order

ﬁ Receivings Enter - Batch:MGR ;lglﬂ
QE+XB/ <> LB NGO 19
Receiving # I g Qulo-assignl Impart I Location
“Wendar nurmber | Feceived date | 6/5/2009 Suggest F‘ncasl
[B Import Receivings - New receivings import task 2lx|
Main tab Main | Advanced |
Recsiving Mode
Receive a PO °& RacsiveoF0 T e [
Enter or look up the PO for which receivings Lomaon M
will be |mp0rted-  Recsivewithout PO Vendor number = E
Logation [MAIN ==
Receive without PO
. . File name [PO100021 =
Specify the vendor and location for the RiveNo [PUTOASSEN | Autasssian
reCEiVing. Received date [ 6 5/2009 =
Quantities are in | Order Unit hd
. . Jtems nat on PO [#dd fnes -
Browse to select the .csv file to be imported. Unesived uanity dezus o
& Backorder (lsave on P.0
€ Concel [ :
B
Load Palametersl Save Paramelersl Verify | Impert Close | Help |

Advanced tab

(B8 import Receivings - New receivings import task 2|xl

Main  Advanced

Specify the parameters for importing

quantity and cost values. s
Quantiy [ T Aswmea
Save parameters | el S
i = H Cost [4 I Erom PO
Click to save these settings. s I Ceerd

Lacation ¥ EerPO

. I:Dad parameters i Ps»_up [l:st!nnla :r\ lf\\le dl:‘nng lmpTItF
Click —I to load saved settings. o (o el e ol impo

: Werify L. . .
Click 4| to mimic importing data in

order to find potential errors. 5]

Load Parameters | Sawe Parameters Werify Import Close | Help |

Click &l to actually import the data.

NOTE: After the data has been imported, the values can be edited or deleted in the
transactions prior to posting.

When using tax in Purchasing, if you import a receiving for a PO on which a tax override
was entered, the tax override is undone.
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RECEIVING

Receivings Edit List

Select Purchasing > Receivings > Edit List

Select;

=lol=|

- order in which to print the Oider by [Feovi . Reo seq
receIVIngS Parameters |F|Eceiving| Receiving Linel

- whether to print line items

- how gridded items will appear LS b

- quantity to show el detail|w—;[

- whether to print serial numbers CB..Q.},}UD,‘”[W

- whether to print customer order Allocated PO cetal [Location detel 7]
|nf0rmat|0n [¥ Fiint serial nurmber detail

I~ Piint customer order information

Filter the receivings to print. e |

Freview Frint Optiong 3> Cloze | Help |
O=te 4172006 Time10:20:524M Fage 1
FOR DEMOMSTRATION PURPOSES ONLY
Receivings Edit List - Detail
Bat ID:MGR
Cell detail: Grid view
Cell gty to prirt: Oty received
Allocated PO detail: Lacation detail
Print serial number detail
Extended cost = gty ordered x unit cost Estended last cost = gty ordered « location last cost
Orderby:  FRecwr #, Rec seq #
Recw # 100033 Recw date 3/1342006 Recw subtotal 34489
Reow oo Tl M Ship-wia code Recw misc n.oo
wendor # FooTJoy Gtyto recw 1 Recw total 348949
“endor name Footjoy - Acushnet Company
ttem # Oty received Unit Received cost Ext recwd cost
Description City expected Last cost E:xt |==t cost
“endor's item # Gty backorderad ftem Prec 1 Retzil value
PO #
SHOES 1 EACH 349900 EEXT]
Women's golf shoes 1 33 3480
o 75 7409
100014 Bl bt 7 A id e
Receiver# 100033 line totals 1items in receiver Oty receaivad 1 Ext recvd cost 34948
Qty backordersd 1] Ext last cost 340
Tatal retail value 74448
Recuwr # 100034 Recw date 382006 Recuw subtotal 10950
Recw loo bl AIH Ship-via code Recw misc n.oo
wendor # TAYLORMADE Gtyto recy 1 Recuyr total 20950
Wendor name  Taylar Made Golf
ftem # Gty received Unit Recdwed cost Ext recvd cost
Desoription Gty expected Last cost Ext last cost
Wandor'sitem # City backorderad term Pro Reatzil valuea
FO#
TAY-FSOD 1 EACH 2095000 209450
TaylorMade FireSole Driwver 1 10 20950
o 419 +19.00
100015
Receiver # 100034 line totals Titems in receiver Oty received 1 Ext recwd cost 10980
Oty backorderad 1} Ext last cost 209450
Total retail value 41900




RECEIVING

Receiver Forms

Select Purchasing > Receivings > Receiver Forms

Use this function to print forms for posted or unposted receivers

@ Receiver Forms - O x|
Feport IHeceivers I j
. Order by |Recyr #, PO #. Sequence # -
Receiver forms can also be ! =
H H Parameters | Recsiving History | Receiving History Line
printed at the time a | g Hitoy | e
receiving is posted.
Cell detail | Grid wview -
. : . [E Receiver Forms 100 x|
Click = Erint form | to print :
. . HeportlUnposted Receivers I j
form for receiver in
H i Order by R #.POHS # A
Purchasing > Receivings > iderby | o eauence =l
Parameters ivil iving Li
Enter | Hecelwngl Fieceiving LII’]EI
Batch IMGH LC\” Batch created for MGR
Cell detail IGrid wiew 'l
_ Print gty IQty received 'l
Allocated PO detail ILocation detail 'l
I Print miscellaneous charge detail
[ Print PO subtotals
[¥ Print zenial number detail
¥ Print selected lines anly
[~ Print customer order information
B
E-mail Preview FErrint DOptions > LCloze | Help |
Recever
FOR DEMONSTRATION PURPOSES OHLY Recw & 10000
645 Tournament Lane Page: 1
Memphiz TH 32133 USA Recw date:  ZA&2001
Fro Golfer
;o MAIN
800-1-LUN- GO LF progolfer@progalfer.com Recwr loc:
Wendor # TAYLORMADE Shipto: Main store location
Taylor Made Golf 123 Tournament Orive
5545 Fermi Court Memphiz THN 22138 USA
Carsbad CA Q002
Contact 1: Customer Serviee
Phone 1: (2000 TAYLOR-MADE
ttem # Gty received Unit Recsved cost Ext recwvd cost
wWendor's item # Gty expectad Unit landed cost  Line misc chrgs
Description Oty backorderad Cast corr Landed cost
FO#
TAY-FSD 1 EACH 209.5000 209.50
3 209 4000 o.oo
Taylortade FireSale Onver 2 209.50
100001
TAY-F5I 1 EACH 204 5000 294 .50
3 394.5000 o.oo
Taylorbade FireSale Irons 2 304.50
100001
TAY-NUP 1 EACH S6.0000 a6.00
3 60000 o.oo
Z S6.00

Taylortdade Mubbins Putter
100001




RECEIVING

Posting Receivings

x
Select Purchasing > Receivings > Post to post all ‘{/J Past all transactions For Batch [MGR]?
. . . -
receivings in a batch
Mo
or
click _Fest'esever| iy Receivings > Enter to post the current receiver
x
. . l" i ,
When posting is complete, a message appears i /‘ Event Number: 700093

to indicate the event number assigned, and

Processing complete with no errors
whether any errors occurred.

Do you want ko view the Receivings Journal?

| w |

Depending on configuration settings for the company, you may be prompted to view or print
the posting journal, receiver forms, and labels for the received items.

The Receivings Journal can be printed later, using Purchasing > Reports > Journals >

Receivings.
x|
Receiver forms can also be printed later, using

Purchasing > Receivings > Receiver Forms. j:,)" Do you wartk to view the Receiver Forms?

u-:'

Labels can be printed later, using Inventory > Labels from Tags.

Posting a non drop-ship receiving updates quantity on hand, quantity on order, average
cost, last cost and receiving date for each item. If configured for the company, unit cost in
each vendor-item record is also updated.

Distributions for multi-currency Purchasing

When using multi-currency Purchasing, distributions are always updated in the HOME
currency.

Distributions for Tax in Purchasing

When using tax in Purchasing, distributions are updated when posting receivings for any tax
to be paid to the vendor. The distributions are posted to the Purchasing tax account
specified for the tax authorities associated with the tax code in the receiving. Purchasing
taxes do not change Item costs in Counterpoint.



RECEIVING

Receivings Journal

Date 45172006 Tirne10:49:124M FPage 1
FOR DEMONSTRATION FURFOSES OMLY
Receivings bournal - Detail
Event # 700161 2 Updates requested
Eat 1D: MGR 2 Successful
Cell detail: Grid wiew
Cell gty to print: Oty received
Allocated PO detail: Location detail
Estended cost = gty ordered x unit cost Extended last cost = qtyordered « location |ast cost
Orderby: Recwr §, Recseq #
Reow # 100033 Recw date 3482006 Recw subtotal 3499
Recwr loc hAIN Ship-via code Recwr misc p.oo
Wandor # FOOTJO Y Recwr total 3409
“endor name  Footjoy- Asushnet Company
ttermn # Gty received  Unit Receiwved cost Ext recwd cost
Description Gty backordered
“endor's item #
PO #
SHOES 1 BACH 340900 3499
Miomen's golf shoes 1]
100014 Mu k7 Aifide
Receivertotals 1linesinreceiver 1 Ext recwd cost 34.99
o Total receiver mise o.oo
Recur total 3499
Recw # 100034 Recw date 3A12/2006 Recw subtotal 209.50
Recw loc MAIN Ship-via code Recw misc o.oo
“endor # TAYLORMADE Recwr total Ip9.50
“endor name  Taylor hade Golf
ftem # Gty received Unit Receved cost Ext recwd cost
Description Ctybackordered
“endor's itemn #
FO #
TAY-F5D 1 EACH 209.5000 209.50
Taylortdade Fire Sale Orver 1]
100015
Receivertotals 1linesinreceiver 1 Est recwd cost 209.50
o Total receiver misc o.0o
Recur total 09.50
Report totals 2 linesinrepon Oty received Recwr subtotal 244 49
? recejwersin repart Oty backorderad Total mise chrgs o.oo
Recur total 244 .44

-- End ofreport --




RECEIVING

Receiving History

Select Purchasing > Views > Receivings History

* Use to view receiving history, without making changes

R
ERV-R Ainir-2-2
Receiving # |1UUUU - Location | MAIN

Yendor number | TAYLORMADE | Taylor Made Galf Receved date | 2/15./2001

Receiver | Lines I Mizz chargesl ‘v"ouchersl

Vendor number | TAYLORMADE | Taylor Made Golf

Location | MAIN | Main stare location .
Frint Form

Received date | 241542001

Ship-via code | |
Uszer |MGF| | Manager of club

Feference |

Comment 1 |

Camment 2 |

Camment 3 |

Receiver Lines |Misccharges Vouchersl

Item number |Item description |Qt_u recvd ILImt namel Feceived unit cost I Ext cost Il;l
L TAY-FSD T aylorkdade FireSale Driver 1 EACH 203 5000 20950
TaY-FSI T aylorkdade FireSale lrons 1 EACH 394 5000 394.50

b i [l

Feceiver | Lines  Misc ChdeBSIVmuchalsl

Misc charge 1 | 0.00
PO number 100 Erint Form
Wendor's item number A —

Item description Tap)

Commert 1 F\eceiverl Lines I Misc charges  Wouchers |
Comment 2
ouchered ta [VWoucher Date Inwoice Subtotal Taotal mizc charges | Total vouchered| Dist date
Comment 3
niurnber vouchered | nurmnber wouchered vouchered
M TAYLORM:.. TEE32 1241642005 FEE32 EED.00 0.on EE0.00 121672008
Youchered Balance

Subtotal | £50.00 [1.00

Dacurnent is fully vouchered

- Misc charge 10,00 [0.00
Print Form |
Misc charge 2 | 0.00 [n.00

Taotal vouchersd | GE0.00 1.00




RECEIVING

Exercise 2: Receiving Purchase Orders

Try it Yourself! In this exercise, you will learn how to create and post Receivings.
Complete these steps:

1. Select Purchasing>Receivings>Enter.

2. Auto-Assign the Receiving Number.

3. Inthe Purchase Order Lookup, select the PO from ADAMS you created in the earlier
exercise.

4. On the Select receiving mode dialog, select to:
- mark all lines as Selected
- set Quantity received so that it defaults to Expected quantity
- set Unreceived quantity defaults to Backorder.
Click OK.

When the note for Adams appears, close the note.

5. On the Receiver tab, use today’s date as the Received date.

; ; -inix]
6. Switch to the Lines tab. GO+ XM Ar AY G0 @
Foceiving # [BUTOASSIGN] ] e | Location | MAIN

Th|S iS Where yOU make any Vendat nurber | ADAMS Adems Gk Fleceived date mmzzmz.

changes to reflect the quantity e — Soeerie]

actua”y received for each |tem . Imnu-m« e s [Encsed descpon [0y [0ir Ezwd Oy to Lso et Ne.l Defaul cost
ﬂmmaﬂ AOMTLZ  Adems Thtlis 2Wood 12 EACH 12 12 0 17ASED 1749E0 1743950
| [find ] 00000 0.0000

No adjustments are needed.

Itegp umbec iy evpected Oty recvd 1080 Gross ieced cost
selected | [=[E) |
Suggested Price-1 Discount parcent/amourt
Unselected | [ [ [ [stecking =] [Facert =]
LCusore o | ; —
c ‘Applg documen dscoun? 7 Estcont
H ave
Click 4| .
Vendars tem rnber -
Itz deserption il form
e o et e Postrecer| W 0tect | 120000 Subtotal 209834
: Puost receiver e || TR ) T on
C | | Ck - . - Total cube 0.0000 Totsl 209394
e D Selacted ines i
Total gy teaeived ltk urits) 120000

»3)

Depending on configuration settings for the company, you may be prompted to view or print
the posting journal, receiver forms, and labels for received items.

-------------------- i END OF EXERCISE S
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QUICK RECEIVINGS

Enter Quick Receiving
Select Purchasing > Quick Receivings > Enter

Use to receive merchandise without creating purchase orders

Use to receive quantity at a location for a single item

Updates vendor item information when posted

QE+XBEE <> (LTS

=10l x|

[:Q -

Item number ITEES L:\l@| Bag of Tees
Location |MAIN Li\lg| b ain stare location
Transachion date I1DHE?’!2DD?‘ j
Wendor nurmber ITITLEIST Lfg@| Titleist Purchasing unit I—
Feceiver # |1UUU41 Suto-dssign | Urit cozt I—
Quantity |20 _|l|EacH | Stocking unit | EACH

Cost |EI.4EIEID [ty on hand |2—
Reference I Oty available |22—
Mo vendor-item record on file. Awerage cost W
Standard cost W
Last cost W

Post |

Cost

Shows Vendor item cost as default value.

If cost in vendor item record is .00, or there is no vendor item record, last cost for item at
location appears

Use must be authorized to enter costs to change the default cost that appears

Note: Purchasing tax is not calculated in Quick Receivings.



QUICK RECEIVINGS

Edit List

Select Purchasing > Quick Receivings > Edit List

[B5 Quick Receivings Edit List 1o =]

Pararmeters | Quick Heceivingl

Select how gridded

items will appear and
whether to print serial
numbers. Cell detal [ Grid view =]

v Print zerial number detai

Batch IMGFI lC\" Batch created for MGR.

Filter the Quick
Receivings to print.

E-mail I Frewigw Print Optionz 53 LCloze | Help |

Date  2/23/2008 Time Toa1:54AM Fage 1
FOR DEMONSTRATION PURPOSES ONLY

Quick Receivings Edit List

Batch |D: MGR
Cell detail: Grid view
Print serial number datail

ftem # L ocation Vendor # Gty rec Unit Aoog unit cost

Description Ricwr # Trz unit cost

Reference Trx date

Error reference

ADM-T L i AIN ADAM I EACH 122500

Adams= Tight Lies 8 W'ood 100030 180.0000
091 &/2004

MA-X50 STORAGE MAKFLI 4 D0OZ o.0ooo

taxfi X% Distance Balls 100033 10.7960
0ZAT2006

1 “endors listed 2 Receivings B

- End ofreport --




QUICK RECEIVINGS

Posting Receivings

Select Purchasing > Quick Receivings > Post

Click Yes to begin the posting process

x|

\;v Post all transackions for Batch [MGR]?

When posting completes, a message

appears to indicate the event number 9\
assigned, and whether any errors \:\/
occurred.

Depending on configuration settings for the
company, you may be prompted to view or
print the posting journal and labels for the
Quick Receiving items.

Event Mumber: 700094

Processing complete with no errars

Do wou wank bo view the Quick Receivings Journal?

You can also print the journal later, using Purchasing > Reports > Journals > Quick

Receivings.

You can print labels later, using Inventory > Labels from Tags.

Quick Receivings Journal

-- End ofreport --

Date 2222008 Time T:43:494M Fage 1
FOR DEMONSTRATION PURPOSES ONLY
Quick Receivings Journal
Ewent # TO01GT % Updates requested
User MGR 2 Successtul
E=t ID MGR
Orderby: Event #, Batch 1D, tem #, Location, Tre date, Seq &
ftem # L ocation Rowur # Gty rec Unit HFoeg unit cost Ext cost
Description Wendor # Trx unit cost Cost corr
Reference Trx date
ADM-TLD MLAIN 100020 1 EACH 195 4400 360.00
Adams Tight Liez 9 W ood ADAR S 1g0.0000 o.on
Da/18/2005
hA-RED STORAGE 100033 4 DOZ 10,7050 43.18
taxfi X5 Distance Balls MR FLI 10,7950 ooo
02772006
Total Oty Total Trx Cost Total Cost Com
2 “endors listed 2 Receivings g 403.18 ooo




PURCHASING ADJUSTMENTS

Entering an Adjustment

Select Purchasing > Adjustments > Enter

Select Receiver

Click to open a
lookup window to select the
receiver to adjust.

Receiver Tab

Under Adjusted, enter the new
subtotal amount for all line items.

If you enter an adjusted subtotal,
the difference in the new amount
will be allocated among all lines
on the receiver, based on their
extended costs.

To control the cost amount
allocated to each line, instead
enter the adjusted cost amount
on the Lines tab.

Cannot do purchasing adjustments on drop-ship receivings

Use to correct costs and miscellaneous charges for an already posted receiving

@Purchasing Adjustments Enter - Batch:MGR

E] . . .
FEEEIREEE NG 19
Beceiving # Select Recaiver Adjustment date |02/23/2008 -
Wendor number ‘ | Receiving locatian
Fleceived date | 2/23/2008 Fieceived by | Location gioup
Receiver | Fres |
Lines received [0 Oty received [ 00000 —
Search for I Eewword I Save
LookUp I[Default] j Order by IHe:eiwng number j
2| edif | zomFe) | Peview | Pint | Eter | ogionsss |
Receiving  |Vendor Received  |Location Current Current total | Current total | =
humber number date subtatal mizc charges
|| 10000 TAYLORL ... 2/16/2001 | MAIN E&0.00 0.00 E&0.00
» 1700 ] 091.26
|| 100008 FOOTJOY  1/25/2002  MaAIN 167352 0o 167352
{10001 PINNACLE 1/4/2003  MalN 139.95 0.00 139.95
|_| 1004 T&YLORM... 9/20/2003  MalN 925,50 0.00 925.50
|| 100015 TOPFLITE |9/20/2003 | MAIN 124.95 000 12495
|_|100me IZ00 5/20/2003  MaIN 207.84 0.00 207.84
|_|100m7 ADAMS 972072003 MalN 14393 0.00 14993
|| 100018 DUNLOP  |5/20/2003 | MAIN 324.68 000 32468 | ]
oK LCancel | Help |
@ Purchasing Adjustm: (o] x|

AH+XEar AE S50 9
Receiving # [100151 | §E\Ectﬁeceivev| I
Ven [ Iz00 [ 1Z0D-Phillps:Van Heusen Coporali
R e |5/29/2015 Received by |MGR

| Lines | Miss sharges |

Mendor number [I2000 [ 421200 Philipsan Heusen Corporation

[ Hore curency (U5 Dalars)

Currency code [HOME

Wendor tas D #
Tax code | A
Yourtas D # [5959
Reference [
Comment 1 [
Commer w2 |
Comment 3 [
linesreceived 1 Oueceived 1080000
Previous Adusted
Subiotal [1618.92 D5EES HOME

Total misc | 68,00 HOME
Aditar [80.95

Tetal [1767.87

[s8.00
(2095
[1.767.87

HOME
HOME

sstment date | 6/1/2015 v




PURCHASING ADJUSTMENTS

Lines Tab

Enter adjusted costs
for each line on the
receiver.

Misc charges Tab

Enter adjusted
miscellaneous charges
for the receiver.

@ Purchasing Adjustments Enter - Batch:MGR

BE+X®E 4>
Receiving # [100191 ] Seleot Resiver

Vendor number | 20D | IZ0D-Phillps/an Heusen Corporation
Fiecsived date | 5/29/2015 Recsived by | MGR

Receiver Lines | Misc charges |

Adjustment date | 6/ 1/2015 =
Recaiving location | WMAIN
Loctiongiowp |

=1olx|

Show costs in..
" Home curency
& Daocument cuirency

Jltem rurber Description |Qty received Uit name | Previous unit cost |Previous st [Adiusted urit cost| Adjusted ext cost
cost
[SHORTS Sharts - Men's Twil Fleated 108 EACH 14,9500 161892 15.4300 1672.92
ffind line)
ltem number Lty received Received cost Rieceived et cost
SHORTS = i Previcus [14.9500 151852 HoME
[Shorts - Mer's Twil Pleated [EacH x| Adusted [15.4500 167292

Tasable 7

=]

Verdor's item number SHORTS ety . f”f""‘a‘ ”"Z gﬁ :g::
Jtem description Shorts - Men's Twil Fleated oraimse
Adjtax 0.00 HOME
Comment 1 Post
- Total 174082 HOME
Comment 2 Total ot s
Comment 3 Save otal weig
o L Total cube 0.00
Vendar's list price
Unitcost 143900 EACH )
p2d
_lol x|

[@ Purchasing Adjustments Enter - Batch:-MGR

AR+ Xm= <>
Receiving # [100191 T celest Fozeive |

AT DG

Adjustment date | B/ 1/2015 -

Wendor number | IZ0D | IZ0D-Phillpsan Heusen Corporation

Receiving lacation | MAIN
Lacation gioup

Received dale | 6/28/2015 Fieceived by | MGR

Rleceiver| Lings ~ Mise eharges |

~Miss charge 1

Misc charge 1 amt [0.00 [HOME I

non (Previous)

Cunency [HOME [ A[Home currency (U3 Dallars)

Show costs in.
" Home curency
* Dgcument curency

[ Misc charge Past
Mise chaige 2 amt [33.00 [cans I agn [Previeus) e
Currency [CAN [A| cenadian cunency N
Exchange rate | 1.0000 [cans = [0:2000 [Home -

Subtotal 167292 HOME

Total misc: 66.40  HOME

Adj tax 0.00 HOME

Total 1,738.32  HOME
Total weight 0.00
Total cube 0.00

Tot gty recvd (stk

ay um'E;) 108.00




PURCHASING ADJUSTMENTS

Multi-currency Purchasing

If you are using multi-currency Purchasing, the currency code and the Receiver Exchange
Rate that were assigned to the receiving are shown on the Receiver tab.

Purchasing Adjustments Enter - Batch:MGR =]

QE+XE <« LEDS 8 |0
Show costs in...
I"hﬂ:ei\:ringlﬂIwmg3 2 §E|EClHECEiVEI| Adustrent date | B/ 1/2015 j‘ ™ Home cumency

‘endar number |MKF|AK |MKHAK Receiving location |MAIN + Daocument currency
Received date | 6/1/2015 Received by | MGR Loeation graup

Recetver |Lines I Misc chargesl

“Wendor number IMKHAK LAQ| MERAK Mests
Currency code ICAN LA| Canadian curency
Fieceiver Exchange rate | 1.0000 | CANE E | [0.5000 |HDME &I
Adjustment Exchange rate|1 ooon |CAN$ = |I] 8000 |HDME LChange Save
“endor tax |0 # l—

Tar code |CAM H|Canadian taw [Purchazing]
Your tax D # 3393

BReference I
Comment 1 I
Carnrnent 2 I
Comment 3 I
Lines received ’17 Gty received ’W
Previous Adjusted
Subtotal [4.1265.00 J4125.00 CANS
Total misc | 200.00 |200.00 CANS
Aditax |206.25 |208.25 CANE
Towal |4531.25 [453125 CANS

Click _Lhange | to change the exchange rate to enter a different exchange rate in the
adjustment. You cannot change the currency code that was used for the receiving.

Costs initially appear in the receiving's currency. ,
You can switch to view costs in your HOME currency. C Dosumont ourency

Receiver Lines | Misc charges

[tem rumber Description Oty received Unit name| Previous unit cost | Previous ext |Adjusted unit cost|Adjusted ext cost ||;
[CANS) cost ([CENY] | (N [CANS)
¥/ 100001 Bttinardi Courter Balance 12 EACH 427500 4125.00 427500 4125.00
i {fne fne]
To enter adjusted
L)
costs, you'll need to
show costs in the L
Document currency.
1=}
Item number By received Received cost Fieceived ext cost
100001 L= iz Previous [343.7500 4.125.00 CANS$
[Bettinardi Counter Balance [EacH x| Adusted [343.7500 [4.125.00
Taxable [F




PURCHASING ADJUSTMENTS

Tax in Purchasing

If you are using tax in Purchasing, the Adjusted tax amount is automatically recalculated
as you adjust costs, based on the Tax code in the receiving.

To override the adjusted tax amount, click the Adj tax field on the Lines tab.

m Purchasing Adjustments Enter - Batch:-MGR i ]

=] .
+ X o
Receiving # ITUUT 93 g Select Receiver Adjustrent date | B/ 1/2015 -

B 4> LB 06 8-

Wendor number | MKRAK [MKRAK Fieceiving location | MAIN
Feceived date | 61/2015 Feceived by | MGR Location group
Receiver Lines | Misc charges I
Item nurmber Description Oty received Uit name | Previous unit cost  |Previous ext Adjusted unit cost| Adjusted ext cost =
[CANE) cost [CANS)  |(CANE) [CANS]
100001 Bettinardi Counter Balance 12 EACH 343.7500 412500 3437500 4.125.00
[find line)
ltem number Bty received Received cost Received et cost
[100001 = e Previous [343 7500 |4.125.00 CANS
[Battinardi Courter Balancs [EAtH x| Adiusted [342.7500 [4125.00
Taxable [#
WYendor's ikem number 100007 Mest> | — %ulbt:.stal HZILD G
Itern description Bettinardi Counter Balance . imﬂ—ﬁiﬂhl
Adjtax 20625 CANS
Comment 1 Pist I
- T oA e
Camment 2 !
Camment 3 Sawve Total weight 0.00
Vendor's list price 34993 TEIELTE ey
Unit cost 343.7500 EACH J
>

Mormal tax amount |1 E5.00 | HOME Usze Mormal Tax |

Enter the new tax amount at J206.2500 |CANS
Ol'der taX. Order tax |1E1.DD |HDME
|20 2500 [cang

Ok I Cancel Help




PURCHASING ADJUSTMENTS

Edit List

Select Purchasing > Adjustments > Edit List

Select:
- Whether to print items
- Whether to print miscellaneous charge detail

I=
Filter which Order by [Feceiver & =l
purChaSing Parameters | Purchasing Adustment |
adjustments to print

Batch [MGR |1 Batch created for MGR.

v Print ling items
I Print miscellaneous charge detai

|
E-mail I Preview FErrint DOptionz > Lloze | Help |




PURCHASING ADJUSTMENTS

Posting an Adjustment

i i x
Select Purchasing > Adjustments > Post to onfirm x|
post all purchasing adjustments in a batch j:/-, T —

or

Click Eest Jin Purchasing > Adjustments > Enter to post the current adjustment.

When posting is complete, a message appears to indicate the event number assigned to the
posting and whether any errors occurred.

i
'T/" Everk Number: 700123
\-_‘ '
Depending on configuration settings, Processing cormplete with no erraors
you may be prompted to view or print Do you want ta view Ehe Purchase Adjustments Journal?

the posting journal.

The posting journal can be printed later, using Purchasing > Reports > Journals >
Purchase Adjustments.

Posting a purchase adjustment updates receivings history. If adjustments were made to the
cost for any item, the item's average cost and last cost are also updated. An adjustment to
miscellaneous charges may also update an item's average cost, if the miscellaneous charge
is defined to be included in the cost of inventory. Unit costs in vendor item records may also
be updated, based on configuration settings.

A balance will show for a fully vouchered receiver if a purchasing adjustment is made after
the receiving has been vouchered to Accounts Payable.



RETURNS TO VENDOR

Entering a Return to Vendor

Select Purchasing > Returns to Vendor > Enter

* Use to enter transactions for merchandise that is being returned to a vendor

=B
Assign an RTV AH+XE <> (AT N5 0|9

Show costs in.
n u m ber RTY number I[AUTEI-ASSIGN] g Auta-assian I Lacation | MalN oy —
& Document curency

Wendar number | 1200 | IZ00-Philips4an Heusen [ Return date | 6/2/2015
Wendor I RTV | Lines | Mizc charges |
Wendar nLmber IIZDD @gl 120D -Phillips/an Heusen Corporation -
Curency code [HOME [ Hame curency (US Dallars)
Brint fi
Ven d or Tab Name IIZDD-F‘hi\I\ps-\u"an Heusen Corparation JI: =
t
Salutation I First name: = =
AVE
. Last name I =
Identlfy the Vendor Address 1 [1062 MacAnbu Fioad
for the RTV. Addhess 2 |
Addiess 3 I
. . City |F|eading State IF’A
If USIng mu'tl . Zip code I'IBEEIS Countiy I
cu rre_ncy Purchasi ng, Phane [1-810-365-2678 Contact 1 |
specify the currency Fo | Cortact2 |
code in which the Yerdortss 0 4
RTV credit will be
issued.
>

=iBix
QE+XE <> A¥ 0589

Show costs in,..
RTY number |[AUTO-455IGN] Auto-ass\gnl Lacation | MAIN [ ——
Vendor number ‘ 1Z0D ‘ IZ0D-Phillips*¥an Heusen [ Return date | 6/2/2015 1+ Document currency

Vendar ATY IL\nes | Misc charges |

Specify the Location, ——
ocation Q Ej -_Hext
Return date’ and FRietuin date | 6/ 2/2015 -] -

RMA number. M. number |45557— Erint form

Post
Returned by |MGR g :i
Ship-via code |UPS GROUND g

RTV Tab

Save

Enter additional Ta code | =]
reference data or e |
comments. Comment 1 |

LComment 2 I

Comment 3 I

If using tax in
Purchasing, specify vora#[EE
the tax code to use

for credit of

Purchasing taxes.




RETURNS TO VENDOR

-Ioi x|
A+ XE|<4r|[AEDG-8-19-
Lines Tab RTV number [BUTOASSIGN] ) it | Losation [MAIN (S-.'”m;f';'ﬁem
Wendor number ‘ 1200 |IZUD—Fh|II\ps—Van Heusen [ Return date ‘ 6/2/2015 & Document curency
Vendor | ATV Lines | Misc charges |
. i _[tem rumber | Ertered description | ta . JUnit rame | Credit amount | Estended credit| vendors item rumber | |2
Enter the |temS, quamltleS, %‘SHUHTS Sharts - Men's Twil Pleated 18 EACH 14.9300 269.82 SHORTS
. . ‘
units, and expected credit L=t
amounts for the return.
When using multi-currency =
1 Item number Description Oty tareturn Uit Credit amount Extended credit
PurChaSIng! SeIeCt to [sHORTS (@) [Shorts - Men's Twil Pleated 18 [AJeach =] [r4 3900 26382 HOME
Show costs in the Color/Size 5 cells Tayable [
P = Sublotal 269.82  HOME
document currency if you Vendar's tem number SHORTS s ool oea rowe
A Description Shoits - Men's Twill Plzated e e oY
want to enter the credit Comnent1 Bt o Tol  wem Howe
. . Gl = Total weight 0.0000
amount fOI’ a Ilne item. E Post Total cubs 0.0000
Yendor's list price 0.0000 Save Qty to return 18.0000
Unitcost 14.9800  HOME  / EACH
B
N [= |

Misc charges Tab

4 p L -

AR 5-8-

| T | Sh i
RTV number [(BUTO-ASSIGN] Auto-assign | Lacation | MAIN ~ UF:“D rcn?:u‘r"‘ew
& Document currency

[IZ00-PhilpsVan Heusen { Retum date [B/2/2015

[ Canadian cumency

[cans = [0.8000 [Home

Enter any miscellaneous Vendor e [ 200
charges for which the Verda | TV JLies Hoochases |
vendor is crediting you. prri [ lows
Currericy |CAN
. Exchangs rate ‘1 0000
Enter a negative amount s

for charges the vendor is e HIWE

Cunency [HOME

[21| Home cumency (US Dollars)

charging you to return the
merchandise (i.e.,
restocking fee).

When using multi-currency
Purchasing, you can

change the currency code
and/or exchange rate used

ety

Frint form

Fuost

Save

Exch rates

for a miscellaneous charge
for this RTV.

When using tax in Purchasing, click the
Tax field on the Lines tab or Misc charges
tab to override the tax amount to be
credited.

Click ﬂl to save the RTV.
Click ﬂl to post the RTV.

Subtotal 26982 HOME
Total misc 16.00  HOME
Tax 0.00 HOME
Total 285.82 HOME
Total weight 0.0000
Total cube 0.0000
=

Mormal tax amount |13.49 | HOME Usze Normal Tax |

Ordler tax [13.43 [HOME

Ok I Cancel

Help




RETURNS TO VENDOR

Edit List

Select Purchasing > Returns to Vendor > Edit List

Review the details of =lolx|

RTVS pI’IOI’ tO pOStIng Order by IF!TV #, Sequence # j
Parameters | Ristum to Yendor | AT Line |

Batch IMGH LC\” Batch created for MGR.
Filter the RTVs to print fe Printine items
Cel detail | Giid vievs =l

¥ Print serial nurmber detail

Preview Frint DOptionz >» Cloze Help

Dzte 40172008 Time10:52: 57 AM Fage 1
FOR DEMONSTRATION FURFOSES ONLY

RT¥s= Edit List - Detail

Bat ID:MGR

Cell detail: Grid view

Print serial number detail
Orderby: RTW#, Sequence #

RT™ # 100004 Retn date 341872006 Subtotal 335.00
RT¥loc ID TAIN Ship-vimcode UPS GROUND Total misc D.oo
Wendor # ADAM & Total qtytoretn 2 Total 335.00
Vendor name Adams Golf RMA nummber 0192-01

tem # Gty returned Gty unit Credit amt Ext credit amt

Vendor's itern #
De=scription

ADM-TLF 1 EACH 1749950 175.00
ADM-TLE

Adams Tight Les 3 WWood

ADM-5CD0 1 EACH 159 9960 160.00

Adams SC Driver, RH

line totals Zlinesin RTY 3 334.00
Report totals 2 linesinreport Oty returned 2 Subtotal 33500

1 RTWs in report Total mise D.oo

Taotal 33500

- End ofreport --




RETURNS TO VENDOR

Posting a Return to Vendor

Select Purchasing > Returns to Vendor > Post

* Use to post all RTVs in a particular batch

x

:{') Post all transactions For Batch [MGR]?

Mo
When posted, the quantity on hand of each item is reduced by the returned quantity.
Printing RTV Forms
Select Purchasing > Returns to Vendor > Print Returns to Vendor
. o]
* Use to print form for posted or Repot [Urpossd ATV: =]
unpOSted RTVS Order byIFETV #. Sequence # j
Parameters | Return to Vendor' RTY Linel
Balch IMGH LC\”Eatch created for MGR.
Cell detail | Grid view 'I
Frint gty | Sty ta retum 'I
. ¥ PFrint serial number detail
Form can also be printed from
Returns to Vendor>Enter and at the
time an RTV is posted. Y|
E-mail I Freview Frrint Dptiohs »» Close | Help |
Returnto Yendor
FOR DEMOMNSTRATION PURPOSES DMLY
G645 Tournament Lane
Memphiz TH 38138 USA RTY # oot
Pro Golfar Fage: 1
200--LUN-GOLF Retn date: G/2gs2005
smasiargimsatussom B M
To: ADAMS From: Main store location
Adams Golf 122 Tournament Drive
2801 East Flano Parkway Memphiz TH 28128 USA
Plano  TH 75074
Contact 1: Information Line
Phone1: (3000 709-6142
Herm # Chtyreturmed Gty unit Credit amt Ext credit amt
Description
“endor's item #
ADM-TLZ 0.0o0fo.00 1 EACH 175.0000 175.00
Adams Tight Les 2 Mood 0.0o0fo.00
ADM-TLZ
Total qty retumed: 1 Subtotal: 175.00
Tatal: 175.00




RETURNS TO VENDOR

RTV History
Select Purchasing > Views > RTV History

* Use to view Returns to Vendor history, without making changes

CEEIREIER =R
BTV number [10000 | ]@)

Wendar number |IZEID ‘ I£0D-Philipsan Heusen Carpe

@ =

Location | MAIN
Retum date | B/2/2015

Wendar | RTY | Lines | Mige: chargesl Vouchersl
LCurrency code IEAN
Exchange rats |1.DUDU

H| Canadian curency
|CANS - [0.8000

'HOME

Mame |IZDD-Phi\Iips-Van Heuzen Corporation

S alutation First name

Last name |

Address 1 |1082 acArthur Road

=10l

Show costs in...
" Home cumency

Meut>
Print Farm

Mext: |
Brint form |

Address 2 |
Address 3 |
City | Freading State |PA
Zip code | 19605 Countiy
Phane | 1-800-365-2678 Contact 1 |
Fax Contact 2 |
“endor tax D # I
]
Yendor RTY IL\I’]ES I Misc: chalgesl Vuuchersl
Laocation | MAIN .Vendorl ATy  Lines | Misc charges Vouchelsl
Retum date | 67272015 Jltem number Item description |Qty retd Unit name: [CI:IEt;Ijtg?mount Extended credit [CANE) |
FiMA number [45657 | 3[sHORTS Shorts - Mer's Twil Pleated 18 EACH 187375 7.8
Retumned by | MGR
Shipvia code | UPS GRO) . B
| wendar| RTY | Lines  Misc charges IVouchers'
Tax code |CA ~Misc charge 1
Tax code [homal] ‘ Amaunt IZU-UU | CANS
‘Your tax 1D # |3333 | Currency IEAN ul Canadian cunency
Reference | Exchange rate | 1.0000 [ cans =|n.8000 HOME
~Misc ch
Comment 1 e chard
fmount [0.00 [ cans
Comment 2 “Wendor's item
,7 Item ded Curnency ICAN Hl Canadian cunency
Comment 3
(L Exchange rate |1.0000 [ cans = 0.8000 HOME
Con
Con

Waoucher to Vaucher Diate Inveoice Wouchered Total misc charges | Total vouchered| Dist date
wendor fumbier vouchered [ rumber subtotal vouchered
ﬂ 120D 13542 2/23/2006 13542 -1.524.80 1500 -1.639.80 2/23/2006
Wouchered Balance d
e — Subtotal | 1.524.80 0.00
Dracument iz fully vouchered
Misc charge 1| 15.00 0.00
Frint Form

Mizc charge 2 | 0.00 0.00
Total | 1.533.80 0.00

Vendor] ATV ] Lines I Misc charges  Youchers I




VOUCHERING RECEIVINGS TO A/P

Vouchering

Select System > Accounting > Voucher Receivings

* Use to create invoices (vouchers) in Accounts Payable to pay vendors for merchandise
previously received in Counterpoint

* Asingle receiver can be vouchered to multiple vendors
* Receivers are available for vouchering until they are Fully Vouchered

Se fiter | Select recetvers | Invoice | Distrbutions |

Set fl Iter tab Location [MAIN [21@) Main store logation

Wendor number ==

. . . Receveddateison [ 7/ ¥]
Filter to receivers to be paid R—— e

Wouchered status is not (exactly) | Fully vouchered =

B
Mext>> | Cloze ‘ Help
Select receivers tab
) . . ﬁ Youcher Receivings E@El
From the list of filtered receivers, T R —
Select the receivers to include on Selociod ey [Verdr [ Foosi e F0. desoiplion |Sublolal Total mise [Total HA
this voucher. it i arene oo i S o e
it Toiniae oo oo Yoo e T
uick Receivings do not appear R T P e T T T
gn d cannot be \Q/Jou chered E)p A/P r ROOTIOY | [0z Faoke-AoutrelConpary
Receiver details Hecew;ed Prewauswﬂ - Vouch[e, Selected totals
RTVs appear with a negative O R a0
—
amount. When vouchered to A/P, Miss chargs 1| 0.00 000 000 000 Mises chargs 1 0.00
they Cl‘eate CredItS that are due Misc chage 2 | 0.00 0.00 0.00 oo Misc chaige 2| 0.00
from the vendor.
R Entered tatal | 384.89 0.00 38489 38489 Entered tatal | 384.89
Cannot voucher receivings at Decarents by v
different locations at same time.
Mark as Manually Vouchered Zoom | << Back ‘ Mest s | Close ‘ Help ‘

Multiple receivings cannot be vouchered together if miscellaneous costs are allocated on
one of the receivings and not allocated on another.

Select Document is fully vouchered to mark selected receivings as fully vouchered when
vouchered is completed. Prevents receivings from being vouchered again in the future.

Select Mark as Manually Vouchered if an invoice has already been manually set up in
Accounts Payable for a particular receiving.



VOUCHERING RECEIVINGS TO A/P

Invoice tab

Enter/change the invoice information

Vendor for whom invoice will be
created

Vendor's invoice number
Vendor's invoice date

Date to use for distributions that
will be taken in A/P

Vendor's invoice amount*

Vendor's payment terms:

Due date/days

Discount date/days

Amount not eligible for early
payment discount

Early payment discount percent
Early payment discount amount

[ voucher Receivings =loix|

Setfiler | Select recaivers Invoice: | Distibutions |

Wouchered to [FODTJOY [Pl &l Footioy - Acushnet Company
Detai Tolal

Inveice rumber [FIZ345
Inve dete [10/2072005 =]
Dist date [10/20/2005 -
Inveice anourt [167852
Refeence |

Selected Distributions

Entered inventory total | 1.679.52 17952
bise charge 1 [0.00 000 (included in cost)

Due date [10/31/2005 - |11
Discount date |10/30/2005 ~| |10
Mon-discrible amount |0.00

Discount smount [33.58
Default Tems

Total of receivers | 1,679.52 1.679.52
000

Warlance amount

<< Back Mext >>

If Extended inventory total is different than vendor's invoice amount, use Purchasing
Adjustments to correct the receiving costs in Counterpoint before vouchering the

receiving to A/P.

Distributions tab

Specify the distributions that will be
set up with the invoice and that will be
taken in Accounts Payable. Full
invoice amount must be distributed.

Default distributions suggested by
Counterpoint are:

- Item costs to receivings accrual
accounts

- Miscellaneous charges not
allocated to inventory to
Miscellaneous charge account

=1olx|

B voucher Receivings

Setfiter | Select receivers | Imvoice. Distrbutians |

Youchered 1o | FOOTIOY [ Foolioy - Acushnet Company

Ivoice rumber | FJ12345
e dete 072072008 Ivertory tota inchuding landed costs) [1.679.52
Acoout [Desorption Bmount S Vatiance amount | 0.00
[ [zo10 Urinveiced receivings 167852
bl fnewline) =
(e AL Total voushered | 1.673.52
I = I Total ditibuted |1679.52
adddisbuion | Deleredisriorin | Delete ol cstibutions | Deteut disibusions | Remsining to distibute [0.00 -
>
cBock | vowhe | e | new |

Click Voucher to create the invoice in Accounts Payable. Receivings history in Counterpoint
will be updated with the invoice number created in A/P.



VOUCHERING RECEIVINGS TO A/P

Multi-currency voucherin

g

When using multi-currency Purchasing, all values on the Select receivers and Invoice
tabs appear in the Document currency, based on the currency code assigned during

receiving.

You can select to show costs in your HOME currency as well.

Select to Show costs in the Document currency if you want to edit the voucher amount
on the Select receivers tab or the Invoice amount on the Invoice tab.

@ Voucher Receivings

Setfiter  Select receivers |Invu|ce| Dlslnbutlunsl

= [=]

Shaow costs in...
= Hame currency
&+ Document cunency

Wendor Received  |Mame
number date

Selected |Receiving

P.0. description | Subtotal

412500

Total misc | Total |

—Receiver detail

[ Set fiItelI Select receivers  Invoice IDislribut\onsl

Received Previously Balance Woucher
amouints vouchered amount
Subtotal [ 4,125.00 [ooo [412500 [ea2500 [cang
Mise charge 1| 200,00 [o.00 | 20000 Jenoo0 [cans
Misc charge 2 [0.00 [ooo [oo0 Jooo [cang

@) Voucher Receivings

elected total

Mise charge 1 | 200.00 CaNg
Misc charge 2 | 0.00 CaNE

Subtotal | 4,125.00 CANS

=]

Show costs in

“ouchered to IMKHAK l,g@‘ MERAK — Y p—
Detault terms code I Lﬁ‘ 4' ¢ Document currency
[ Detail [ Total
Mark a Inusics rumbey [7B438 Selected Distibutions
Irvoice date Im Subtotal |4,1 25.00 ‘CAN$
Distibuion date [/ 272016 =] Misc charge 1 [200.00 cans fincluded in cas]
Inwvaice gmount |4,531.25 | CANS Mizc: charge 2 |I] oo ‘ CANE
Reference I
[ Tem
Termmns code m
Duedae [6Bs =] [D Tan |206.25 [cang
Discount date lm I— Total |‘1’531'25 ‘EANS
Nor-dlscountable amount [3.00 [cans Yeimme 0.00 CANS
Dizcount percent |0.000
Digeount amaunt ID oo | CaMg
Default Terms
<< Back Hext>> Close | Help |
6-92



Invoices tab

You can click | Exchangerates | on the Invoice tab to modify the exchange rates to use for
creating the voucher in Accounts Payable. Counterpoint will use the exchange rate to
convert the foreign currency into your Home currency when it creates the voucher in
Accounts Payable.

Currency code ICAN
Curent [1.0000 [Cans = [psoo0 [HoME
Exchange rate |1.UUUU | CAME = IU. 7800 | HOME Use current |
Mizc charge 1 IEAN
Curent [10000 | CaN$ - [0eo00[HomE
Exchange rate |1.EIDDD | Can$ = ID. TE00 | HOME Use current |
Mizc charge 2 ID’-\N
Curert [10000 | CaN$ - Joeon [Home
Erchangerate [1.0000 | CANS = [o7e0[HOME Use current |

Usze cumrent | Ok I LCancel | Help |

If you make changes to the exchange rates for the voucher, average costs of the items
on the receiving are not updated. Instead, the changes are recorded as gains or losses
and will be distributed to the Gain/loss account you specified when defining the
Accounting interface information for Accounts Payable.

You can see the amount that will be distributed to the Gain/loss account on the Invoice
tab by showing costs in the Home currency.

& voucher Receivings =]

Setfiter | Select recsivers  Invaice | Distibutions |

Show costs in
Youchered to [MERAK MERAK
‘ouchered to I @@| &+ Home currency
Diefault terms code I LC\” " Document curency
Detail Total

Invaice number I?8438 Selected Distributions

Irwoice date I 5/30/2015 vI Subtatal ‘ 3.217.50 | 321750 ‘ HOME
Distribution date | 6/ 2/2015 -] Misc charge 1 [ 156.00 [r56.00 |HOME (included in cost)

Irwoice amount [3.534.38 [HomE Misc charge 2 | 0.00 [o.o0 |HOME

Reference I

~Temn

Terms code INET 3n g

Due date [ £/23/2016 =l Tax 16500 | 160.8800 |HOME Tax changed

Discourt date | 53072015 =P Total | 3,538.50 [3534.38 |HOME
|HDME V‘ﬂnce -0.07 HOME

Nan-diseauntable amaunt IU.DD
Dizcount percent ID ono I Gainloss 0.01 HOME

Dizcount amaunt ID.DD |HDME

Default Tems |

If you want the exchange rate changes to affect the average cost of the received items,
enter and post a purchasing adjustment on which you modify the exchange rate before
you voucher the receiving.



Distributions tab

Amounts on the Distribution tab are always shown in your Home currency.

@ Voucher Receivings




VOUCHERING RECEIVINGS TO A/P

Using tax in Purchasing

When using tax in Purchasing, the amount of tax calculated for the receiver is shown on
the Select receivers tab.

_iix

"Setfiter Seleot receivers | Invaice | Distibutions |

’7(" anumenlcur‘r‘ency
Selected | Receiving Wendor Fieceived Mame P.0. description [Subtotal [HOME] | Total misc | Total
humber number date charges  |[HOME)
[HOME]
W

—Receiver detail elected total

Received Previously Balance Woucher

amoints wolchered amoLint

Sublotal 33000000 | 000 [a3000000  [33000000  [HoME Subtotal | 3.217.50 HOME

Mise chaige 1 | 160.0000 | 0.0000 [ 160.0000 [180 0000 [HomE Misc charge 1 156.00 HOME
Mise charge 2 | 0.0000 | 0.o000 | 0.o000 [oroo0a [HomE Misc charge 2| 0.00 HOME

Tax | 165.00 0.0000 165.0000 I'IES oo HOME Tax | 165.00 HORE
..J@Ii — iu.uuuu | — fre— i"“M Total | 2,538 50 HOME

Drocument is fully vouchered [

b

Maik as Manually Wouchered | Zoom | <¢ Back | Hext > | Llose | Help |

You can modify the tax amount to include on the voucher.

If you are also using multi-currency Purchasing, Show costs as must be set to Home
currency to be able to change the tax amount for the voucher.

On the Invoice tab, you can modify the tax amount for the invoice. If you only change
the tax on the Invoice tab and not also on the Select receivers tab, or vice versa, the
difference between the modified amount and the tax amount on the receiving is shown
as a Variance.

iolx

| Set li\lerl Select ieceivers Invaice | Distnbuliansl

Show costs ...
Yauchered to [MERAK MKFiAK o
‘ouchered to I L,QI@| Exchangs rates % Home currency
Default terms code I LA| " Documert currency
[ Detail [ Total
Invaice number ITE‘438 Selected Distributions
Inwveice date | 5/30/2015 | Subtatal | 321750 [z21750 |HOME

Distribution date | B/ 2/2M5 vl Mise charge 1 |155_nu J156.00 \HDME [included in cost]

Irvvoice amount [3.538.50 [ome Mize charge 2 | 0.00 [oo0 [HOME
Reference I
Term:
Termg code m
Due date | E/29/2015 | |3U Tax | 165.00 [155.0000 \ HOME
Dijscount date [ 5/30/2015 =0 Total | 353650 |3526.50 [HOME

Non-discountable amourt [1.00 [Home Variance 10.00 HOME
Discount percent ||J 000 Gainloss 0.00 HOME

Diigount amount IU Juli] |HDME

Default Terms |




VOUCHERING RECEIVINGS TO A/P

Using tax in Purchasing

If you modified the tax amount and see a variance on the Invoice tab, you are warned
when you move to the Distributions tab that the tax on the receiving is different than the

tax on the voucher.

=lofx|

Set filterl Select receiversl Imvoice  Distributions |
All distribution amounts are in home currency

Vouchered lo | MKRAK [MKRaK
Irveoice number ’?&4387
|vaice date W Inventary total [including landed costs] | 3.373.50
Account Description Amount - e 1S
ariance ’V
Gainloss ,Elﬂtli
waming x|

l 3 | The total tax to voucher on the individual documents is different from the voucher tax amount. The amounts may be incorrect. |
\

I Do not show again

[ [ |

| |2010300 Uninvoiced receivings 3.460.00
|| 8760300 Gain/Loss currency exchange H6.50
|| 2100300 Purchaszing tax accrual 155.00
|| 2010000 Uninvaoiced receivings 10.00
» [new ling) hd
BRI a0 05T Vouchered totsl | 3,538 50
I E' I Total distibuted | 3,538.50

Add distribution | [Delete distribution Delete all dlstnbutlonsl Default distributions Remaining to distribute | 0.00 J

33

<< Back Mest »» | LCloze | Help |

A distribution for the tax amount on the Select receivers tab is automatically built for the
Purchasing tax account defined in the tax authorities for the tax code.

A distribution for any variance amount is also built for the Invoice variance account
defined on the Accounts Payable tab of the Accounting Interface definition.

As usual, you can modify the amounts and/or accounts shown on the Distributions tab to
change the distributions that will be set up in the Accounts Payable voucher after you

click Youcher



Vouchering Receivings to A/P

Partially Vouchering
Select System > Accounting > Mark as Partially Vouchered

* Use to change a fully vouchered receiving and mark it as Partially Vouchered (for
example, to handle a single shipment with multiple invoices)

@Mark as Partially Youchered o =] |

Set filker | Select receivers I

Lacation I gl;]

Wendaor number I Ldg to I ﬂ z!
Received dalel A4 j tol A4 ﬂ
Rieceiving number | Ldg to | Ldg

@Mark as Partially Youchered ;Iglil

Set fiter  Select receivers |

Selected|Receiving Received  |Wendar Location P.0O. Unvehrd Unvouchered | Unvouchered
nurnber date number description [ subtotal mizc charge tatal
total
.
—Receiver detail —Selected total
Feceived Previouzly Balance
amovints wouchered
Sublotal [1,67952 [1g7952 [0.00 Documents selected |1
Misc charge 1 [0.00 [0.00 [0.00
Total [1,679.52 [157352 [0.00

|
Mark as Partially Youchered | Zoam | << Back LCloze | Help |




VOUCHERING RECEIVINGS TO A/P

Fully Vouchering

Select System > Accounting > Mark as Fully Vouchered

* Use to change a partially vouchered receiving and mark it as Fully Vouchered

@Mark as Fully ¥ouchered

Set filter I Select 1eceivers I

=10l x|

Location g ;]

Yendor number I Lﬁg ta I Ldg
Received date I I j tol I ﬂ
Receiving number I Lﬁg to I Ldg

Set fiter  Select receivers |

@Mark as Fully Youchered

=101 ]

endor
nurnber

Received
date

Selected|Receiving

P00 dezcription

Urechrd
subtatal

misc charge | total

~Receiver detail Selected total
Received Presviouzly Balance
amounts youchered
Subtotal | 280,00 [se0.00 [0.00 Documents selected | 1
Misc charge 1 [0.00 [0.00 [0.00
Total |880.00 |s80.00 |00
»f
Mark as Fully Y ouchered | Zoom | <¢ Back LCloze | Help |




LEARNING CHECK

Exercise 3

Try it Yourself!
After posting Purchase Requests, you notice that PO # 100115 has a total of $107.99.

Dunlop has a $300 minimum order requirement, so you want to increase your order to reach
the minimum.

Your manager has approved the purchase of a new item from Dunlop:
Item number DUN-65U
Description  Urethane Golf Ball
Price-1 3.50 EACH
Cost 1.99 EACH

You need to order 97 EACH of DUN-65u to reach the $300 minimum.

Check Appendix 2 for the answer.

i END OF EXERCISE —
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Counterpoint Fundamentals

Learning Objectives Evaluation
Section Six

Date:

Name (Optional):

Please respond to how well you feel you understand the tasks covered in today’s class

Use the following scale
1 - Not covered
2 -1 don’t getit
3 - I need a lot more help in this area
4 - | need a little more time to get it

5-1gotit
Define Vendors 1 2 3 4 5
Define Vendor Items 1 2 3 4 5
Renumber Vendors 1 2 3 4 5
Understand the flow of Purchasing 1 2 3 4 5
Use the Purchasing Advice Report 1 2 3 4 5
Create a regular Purchase Request 1 2 3 4 5
Create an allocated Purchase Request 1 2 3 4 5
Copy a Purchase Order 1 2 3 4 5
Cancel / Reissue a Purchase Order 1 2 3 4 5
Process Receivings 1 2 3 4 5
Voucher Receivings to A/P 1 2 3 4 5
Enter Quick Receivings 1 2 3 4 5
Post Quick Receivings 1 2 3 4 5
Process Returns to Vendor 1 2 3 4 5
Complete a Purchasing Adjustment 1 2 3 4 5

6-101
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COUNTERPOINT FUNDAMENTALS — RECEIVABLES OBJECTIVES

Section 7: After completing readings and exercises, you will be able to:
Receivables

» Enter and Post Cash Receipts

= Reverse a Cash Receipt transaction
= Void Checks

=  Complete writeoffs

» Enter and Post Customer Adjustments
= Enter a bad check fee

= Reapply A/R documents

=  Apply Open payments

= Assess Finance Charges

= Use Account Management

= Print Customer Statements

= Use Maintain A/R Documents

~e
wWe



WHAT ARE RECEIVABLES?

Receivables = in-house charge accounts

* Requires Receivables Option for Counterpoint

* Counterpoint uses the Open Document Method that involves applying customer
payments to specific charges

* Each activity that affects a customer’s balance is recorded as a Document

* The sum of all documents for a customer is equal to the customer's balance

This table shows all A/R Document types.

Ticket Purchase Ticket Entry Increases Self-applied
Return Ticket Entry Decreases | Open
Credit Refund of a charge Customers > Decreases | Open
memo amount Adjustments
Debit memo Charge for services Customers > Increases Applied
other than normal Adjustments
sales
Finance Fees for carrying a Customers > Increases Applied
charge balance past due Finance Charges
> Enter
Payment Payment on account | Ticket Entry Decreases | Applied or
Customers > Open
Cash Receipts
Balance Balance of all open Customers > Increases Self-applied
forward documents, when Utilities > or
separate document Maintain A/R Decreases
detail is not needed Documents

* Document status:
- Self-applied — ticket or balance forward document that applies to itself

- Applied — payment or credit memo document has been applied to one or more tickets,
debit memos, finance charges, or balance forward documents

- Open - return ticket, payment or credit memo that has not yet been applied to a positive
document



FLOW OF RECEIVABLES TRANSACTIONS

Customers > Customers
Set customer up as an
A/R-type customer

4

Tickets > Ticket Entry

When posted, creates Ticket document that is Customer charges purchase
self-applied. to A/R account

Customers > Reports >

- . . Statements
Printing statements ages documents into different
aging "buckets" (e.g., current, over 30 days old, Print statement and send to
over 60 days old, over 90 days old, etc.) customer

Customers > Cash
For entry of payments mailed or phoned in. Receipts > Enter
Payment can be applied to one or more
documents, be left open (application to be done at Apply customer’s payment to
a later time), or auto-applied by Counterpoint to the Ticket document

the oldest document.




CASH RECEIPTS

Entering Cash Receipts

Select Customers > Cash Receipts > Enter

* Use to enter payments on account for A/R charge customers

1ol
BH+XE <> |2 3-89

Customer # [200006 [ 1@ carol Gray Bk cist by dos
Document no. [[BUTO-ASSIGN) |

Cash Receipt I Lines |

. Pick cust by d
Click 22225 | to enter an

existing document number in order

to identify the customer —— '—Eﬁﬁmﬁ — —
ranzaction date il Post

1 mt receives l—
. MI . Amt 4 [100.00 o
Click to auto-assign a Referrcs |
document number for a new cash smefran

receipt

Click _E™F===al |6 reverse a
posted cash receipt (e.g., for a
bounced check)

;Aum—appl\f Select docs||| Auto-create lines||| Clear alllines ||| Post

Customer # Customer from whom the payment was received

Document no. Must be unique for each transaction

Pay code Method of payment

Transaction date Date transaction entered

Amt received Enter payment amount

Reference Reference text for this transaction

Store Used for Store security, and if accounting profit center method for pay
code is Store

Auko-appl
Click " to let Counterpoint automatically apply the payment (oldest document first).

Select docs

Click to select one or more open A/R documents from a list

Auto-create lines

Click to automatically create application lines that can be edited

Clear all lines

Click to clear any entered application lines

Paosk

Click to post this Cash Receipt




CASH RECEIPTS

Lines Tab

* Use to specify

documents to which

payment applies

~loix]
BE+XE <> |2 ¥ G019

Customer # [1000 &) il Baker Pick cust by doc |
Document no. |[AUTO-A55IGN] Luto-assign |

Cash Receipt  Lines |

Applyta document no IDate IBaIance IAmnunt paid IDiscnunt amaunt IDpen I Iﬂ
| ¥{100105 241572001 337.84 25.00 0.00 M
N -l
Document no. |1UU1 05 gr Open Amount paid |25.DU Discount IU.UU
Pay in full | Pay zero | Mext | Frevious |
Original amount entered 1,136.59 it e 2500
Balance 337.84
Terms code MET30 Amaount applied 25.00
; Due date 3/17/2001 P 000
Discount date 2/15/2001
Dizcount percent 0,00
i
‘% Auto-apply ||| Select docs (|| Auto-creats lines ||| Clear all lines||| Post

Document no.

Specify each document to which the payment applies:

enter or look up the document number (shows self-applied and
OPEN documents)

unapplied

i to leave some or all of the payment open and

Amount paid

Amount of payment to apply to this document

Discount

If document’s terms allow for a discount by paying early, the
discount amount is available as a default

When payment is fully applied
(Amount diff is 0.00),
automatically asks to save the

RI=IE
AR AP 2F=21- M2

Customer # IW oo H@l Bill Eakes Bick cust by doc
Document no. ITDUUEH324

transaction. Cash Receit Lines |
Apply-to dacument no. IDale |Ealance Amount paid Discount amount IDpen ;I
1 - 100192 FN0/2006 1,178.81 575.00 000 N
Customer's unposted balance is 3 N Jz‘
updated when transaction is saved. <Ll o[ |
Dacument no. E [~ Open Amount paid I Discount I |
Customer’s unposted balance and O e i | strecenca| mmm
balance are u pdated When Tegns cdm::e \:,:) Are you ready to save this document? | Amount applied 575.00

transaction is posted.

. Amount diff 0.00
Digcount date:

Dizzount percent

1w |

5

Select docs ||| Post




CASH RECEIPTS

Exercise 1: Automatically Applying Cash Receipts

Try it Yourself! In this exercise, you will learn how to:
- enter a Cash Receipt for an A/R customer

- auto-apply the payment

SCENARIO: Brian Schmidt sends in a check for $250.00 as payment on his account.

Automatically apply this payment to the oldest positive documents.

Complete these steps:

=[ol x|
1. Select Customers > Cash AHd+XEl<4» 2% ‘ 5 - ‘ 19 -
Receipts > Enter Customer # [1002 12 Brian Schmict Pick cust by doc
Document no. |[AUTO-ASSIGN] Sutorassion
- Look up and select Brian Cash Ficeit | Ls |
SChmIdt Pay code |CHECK E‘ Enter Reversal | Heat>
Transaction date | 7/ 9/2008 vl —
- Auto-assign the Document # fmeceved [ED0D -~
for this new cash receipt F‘E‘“"Cﬂm -
Store E
- At Pay code, select CHECK
- Use today’s date as the
Transaction date
- Enter 250.00 as the amount &
recelved % Auto-apply ||| Select docs ||| Auto-create lines ||| Clear all ines ||| Post
Auto-apply
2. Click x|
Answer Yes to take \:,:/I This function will apply the remaining amount to the oldest documents, Do you want to use valid
any available early ciscaunts?
payment discounts. No | Cancel |
x

Counterpoint makes the applications
and provides information about the last
document’s balance or any remaining
part of the payment that was left OPEN.

3

3 applications were generated.
An "open” application was created for §103.78.

™ Do not show again




CASH RECEIPTS

3. Save the Cash Receipt.
Post
4. Reselect Brian’s Payment transaction and then click to post it.
5. View the Cash Receipt Journal to see which applications were made automatically.

.
o |
M

Cate 11/12/2007 Time 1:03:41PM Page 1
FOR DEMOHN STRATION PURPOSES OHNLY
Cash Receipts Joeurnal - Detail
Event#  TO0D422 ! Updates requested
User GR ' Successful
Orderby: Entryseq #
Bat I Customer # Crate Pay code Pay type Amt received Total writeoff Disc taken
Doc # Hame Entry seq #
Reference
Apply to # Doc date Doc type Amt applied Writeoff amt Disc amt
1002 2/2007 CHECK Check 250.00 0.00 0.00

- -END OF EXERCISE




CASH RECEIPTS

Manually Applying Cash Receipts

You can manually apply a cash receipt, rather than automatically applying it.

PRI T=TE|
AH+X=E|[<«» |2 E|5-8|0-

Customer # [200007 A2 ar Higgine Fick cust by doc |
Document no. |[AUTO-A55IGN] Autoeassian

Cash Receipt tab

Enter the payment information. CashRecei | L |
Pacode[CoSH [ Enter Reversal Hext>
i i ; Transaction date [ 6/ 9/2003 =
In this example, you received $25 in i | = Fas
A received [25.00 -
. . Save
CASH from Mary Higgins. Fefrerce |
Store [MAIN s
E
#wto-apply ||| Select docs ||| Auto-create lines || Clear all lnes ||| Past
inix]
QAH+XE <«»r |2 589
H Customer # [200007 [ A& e Higgine Elek cust by doc
Lines tab Document no. [BUTO-ASSIGN) e
Cash Rieceipt  Lines |
_[#ppivto document no [Dacument type [ Date [amount paid |Discount amount [Balance [open | |
At Document no., enter or look up the il -
document to which you want to apply
the a ment Document no. gl_ Open Amnuntpaidl D|§count|
p y * Pay_mfulll Payzerol et | F_rewousl
Diiginal amuunlEen‘tered P o
slance
Tems code Amount applied 0.00
D‘mm j:: Amount dif %0
Discount percent
>
% Auto-apply ||| Seleck docs | | Auko-creats lines ||| Clear sl ines || Post

x|
In this example, Ticket 100428, with a Sz | Keyword Fitered 9

- -

balance Of 37051 has been Selected LookUp I[Default] J Order by IEustomer.-"Doc:ument nmber J

i | ez | zoomiFe | Peview | i | Fiter | opions>s |

Document number IEuslomer i |Balanc:e ITppe IDate Ils open I l;l
|_|100135 200007 0.00] Ticket 702006 N
100205 200007 B8.66 | Ticket FAZZ006 M
: 100314 200007 476.64 | Ticket 2/2/2007 H
100427 200007 5.17 Ticket 4/5/2007 N

> T L

100429 200007 350.43 | Ticket 4/5/2007 N
: 100430 200007 5.34 Ticket 4/5/2007 H
|_|100431 200007 45.14 | Ticket 4/5/2007 N
|| 20002201 200007 341.23 | Ticket 3/29/2007 (M

=]

0K LCancel | Help |




CASH RECEIPTS

Since no early payment discount
will be given on the ticket,
complete the line by using the
Down arrow or pressing Enter.

When the payment has been fully
applied, the Amount diff is 0.00.

Counterpoint will then ask Are you
are ready to save this document?

Answer Yes to save the document.

B+ X

(B Cash Receipts Enter - Batch-MGR

~=loix|

P‘, ﬁ‘g" 12 -

Customer # I2DDDD?

H@l Mary Higgine Fick cust by ducl

Document no. |200007C25

Cash Receipt  Lines I

J Apply-to document no, I Date

IEaIancE IAmDunl paid IDlchunl amount Open I |

3]

Diocumnent no. ITDD42E gl— Open

N

|
Amourt paid | 25,00 Diseount [0.00 |

Original amount entered  37.05 Artiedhes 2500
Balance 0.00 )
Termns code MET30 Amaunt applisd 0.00
ockD iy Amaunt dif 2500
Discount date 4/5/2007
Discount percent 0.00
£l
Auto-apply || Select docs ||| Auto-create lines ||| Clear al ines ||| Post
JRT=

GH+ X

@ =

=IRI AP I JF=21-

Customer # IZDDUD?

H@l tary Higagins Bick eust by doe

Document no. IZDUUD?C25

Cash Receipt  Lines |

Apply-to document ho. |Dat5 |Ba\ance Amaunt paid Dizcount amaunt IDpen ;I
| |100d28 4/5/2007 12.05 26.00 000 N
E N =
4 »
|
Drocument no. E [~ Open Amount paid I Discount | ‘
| anvoivd| 500
Balance
Tegns ?de \?/ Are you ready to save this document? | A et 2
e Amount dif 0.00

Diszount date
Digcount percent

No |

»)

Auto-apply ||| Select docs

Auto-create lines

Clear all lines ||| Post

You can then continue processing additional cash receipts or post.



CASH RECEIPTS

Exercise 2: Manually Applying Cash Receipts

Try it Yourself! In this exercise, you will learn how to:
- Enter a Cash Receipt for an A/R customer

- Manually apply the payment

SCENARIO: Robert Johnson sends in a check for $44.31 as payment on his account. Manually
apply the payment to the invoice that has a balance of $44.31.

Complete these steps:

1. Select Customers > Cash
Receipts > Enter

- Look up and select Robert
Johnson

- Auto-assign the Document #
for this new cash receipt

- At Pay code, select CHECK

- Use today’s date as the
Transaction date

- Enter 44.31 as the amount
received

2. On the Lines tab, look up and
select document number 100419.

Apply the entire payment of 44.31
to this document.

Save the Cash Receipt.

[ cash Receipts Enter - Batch:MGR:

Customer # |200002 L-1@I| Rabert Johnson
Document no. |[AUTO-455I1GN)
Cash Receipt ] Lines ]
Pay code |CHECK E Enter Reversal
Transaction date | 542042013 -
Past
Amb received |44.31
Save
Reference |
Stare |MAIN 9
>
Auto-apply | Seleck docs ||| Auto-create lines Past

& cash Receipts Enter - Baich:MGR.

Customer # |200008 L-1@ Robert dohnson
Document no. |[AUTO-ASSIGN]
Cash Receipt  Lines I
JAppI_p-lo document nD.|Document type ‘Date ‘Amount paid |Discoumt amount (Balance |Dpen | |'\
100418 Ticket 2/16/2003 443 0.00 0.00 M
?) N
«
Document no. E [~ Open Amount paid | Digcount |
Pay in full ‘ Pay zemo | Hext | |

Original amaunt entered —— 4431
Balance

Teims code rmount applisd 44.31

) Due date \_?/ Are you ready to save this document? Amount diff 0.00
Dizcount date

Dizcount percent

bl

Select docs || Auko-create lines Post

E— END OF EXERCISE —

7-12



CASH RECEIPTS

Applying Multiple Payments

Occasionally, a customer may
send in multiple payments that
need to be processed before
posting.

If a customer has any unposted
Cash Receipt transactions, you
will see the following message

when you select that customer.

oy
= . . .
QE+XB| <> L |G 9
Customer # I‘lUU2 LQI@\ PBick cust by doc |
Document no. Auto-assign
Cazh Receipt I Lines |
Pay code ICHEEK g Eniter Reversal | ezt
Tranzaction dats I T4 9/2003 -
Faost:
Amt recerved I
Save
Aeeres | Cr— x
Stare IMAIN
L} Customer has unposted cash receipts on file. |
LI
™ Do not show again
»

il
m
o
a8
P
m

Post

When entering another cash receipt transaction, click
not applied to by the other unposted cash receipt transactions.

Select docs

to see documents that are

Select the document Date |Du:u:ument numberlBaIance |F'ay -
IV the M| 71072006 B0002-02 sa518 [
you want to apply _|7n2r2008 100205 gee [
payment to and _|2r2r2007 100314 a7ees [
complete as usual. You _|3n3/z007 FCHZ0070319 s [
can select mul“ple | 342952007 20002201 341.23 I_
documents as well _|4¢5s2007 100427 517 [
' _|4s5s2007 100429 w043 [
_| 452007 100430 53 [
_| 452007 100431 as1a [

=

™ &pply excess to [open) Select all | Urzelect 2l |

0K Cancel | Help |
NOTE: If the payment exceeds the document’s balance, you can leave the excess

OPEN. If the payment is less than a document’s balance, adjust the payment amount to

match the document balance.




CASH RECEIPTS

Exercise 3: Applying Multiple Payments

Try it Yourself! In this exercise, you will learn how to enter a cash receipt for an A/R
customer using the Select Documents function

SCENARIO: After you entered the 44.31 cash receipt from Robert Johnson (in Exercise 2), you
receive a second check in the amount of $100.00 from him.

Complete these steps:

1.

Click

Look up and select
Robert Johnson.

Click OK at the
Warning message.

Auto-assign the
Document # for the
new cash receipt.

At Pay code, select
CHECK

Use today’s date as
the Transaction date

Enter 100.00 as the
amount received

Select docs

Select the first three oldest
documents.

Select Customers > Cash Receipts > Enter

to see a list of
other documents to which you
can select to apply the payment.

Answer Yes to use valid discounts.

il
=] . . .
Q8+ X 5| >\p %G P
Customer # |2UUUUS Pick cust by doc |
Document no. I Auta-azzigh |
Cash Receipt | Lines I
Pay code I 3 Enter Feversal | TEmts |
Tranzaction date |1 1/12/2007 I
Fiost
Amt received I
Save
Eeference I
soe T U cr— x
] E Customer has unposted cash receipts on file. ‘
L
™ Do not show again
»]
: uta-apply ||| Select docs ||| Auto-create lines ||| Clzar all lines ||| Post
(0
Drate Document number | Balance Pay -
11./12/2007 100010 0497 [v
9/21/2009 100085 21.87 [v
100513 221.81 [+
9/21/2009 100621 126.94 [
9/21/2009 200103 789.99 [
142010 100643 1.000.74 [
1422722 100925 50E.E0 [
2/28/2m2 101479 1.129.37 [
BA/2012 100136 E2.7E [
b
[ Apply excess to [open] Select all | Unszelect al |
Ok | LCancel | Help |
x




CASH RECEIPTS

4. Because the balances of the selected
documents exceed the payment, you will have
to modify the amount applied to at least one of
the documents (Counterpoint defaults to the
document’s balance). Click OK.

4 cash Receipts Enter, - Batch:MGR

Information

3 applications were generated,
‘Warning: Receipt amount is not enough to pay all selected items.

H > -8 9
5. Select the last line that Customer # |200003 | 1@ Robert Jahnsan
H AUTO-A55I1GM
shows Amount paid of Document ro. i ) B
221.81, and change the CashReceipt Lines |
Amount pald to 7716 JAppI}l-to document n0.|Document type |Date |Am0unt paid |Discount amount |Balance |Dpen | |4\
100085 Finance Charge 9/21./2009 21.87 0.00 0.00 M
»| 100613 Ticket 9/21/2003 7716 0.00 14465 N
M
v
Document no. (100613 E [~ Open Amount paid |??.1B Digcourt |U.UU
Pay in full | Pay zemo | Mext | Frevious |
Original amount entered 221,81 Bl i) 100.00
Balance 144.65
Terms code MET30 Amount applied 100.00
. Due date 10/21/2003 Amount diff 0.00
Discount date 342142003
Digcount percent 0,00
>
Clear all lines ||| Post

6. Save the Cash Receipt.

END OF EXERCISE -




CASH RECEIPTS

OPEN Documents

You can choose to postpone applying a payment to documents, and leave it OPEN.
Similarly, if a customer overpays the balance on their account, you can leave the excess

amount as OPEN.

To leave the entire amount OPEN

Enter the normal detail for the
payment on the Cash Receipt
tab.

On the Lines tab, before entering
or selecting any documents to
apply the payment to, select

v Open

il
BE+XE|«> 2509
Customer # |2UUUUE H@| Carol Gray Fick cust by doz

Document no. |200006CH45

Cash Receipt  Lines |

Apply+to document no. |Date | Balance Amount paid Digcount amount  [Open | |
12 M
|
Document ra. |[OPEN) [S@ pen Amaurt paid |200.00 Discount [L.00 |
Amt received 200.00
Amaunt applied 0,00
(Open)
Amount diff 200.00
»]
Auto-apply ||| Select docs ||| Auko-create ines| | Clear alllines ||| Post

To leave a portion of a payment OPEN

After entering or selecting
documents to apply the payment
to, if there is still an amount in
Amount diff, select ¥ Open
without selecting another
document.

The document number will
appear as (OPEN) for the
unapplied amount of the
payment.

[ cash Receipts Enter - Batch:MGR

=] < » & -8-9-
Customer # |200006 | |@ Rabert Johnson
Document no. |100156 Q
Cash Receipt  Lines ]
JAppIy-tn document no |Dncument type |Date |Amnunt paid |D|scnunt amount |Balance |Dpen | | A
100010 Debit Memo  11/12/2007 0497 000 000 N
100085 Finance Charge 9/21/2003 21.87 000 000 M
b N
-
Document no. |[QPEN) E 2 Amount paid |7?.18 |
Pay in full ‘ Pay zero | Hest | Previaus |
Amt received 100,00
\ Amount applied 2284
(Open)
Amount diff 7B



CASH RECEIPTS

Exercise 4: Creating an OPEN Document

Try it Yourself!

In this exercise, you will learn how to leave a payment Open and unapplied.

SCENARIO: You receive a check from Scott Thomas for $500. You do not know how he would

like this payment applied, so you will leave the entire balance OPEN.

Complete these steps:

1. Select Customers > Cash Receipts > Enter.

2. Enter the following detail:
- Customer # 100002
- Auto-assign the Document #
- Select CHECK as the pay code
- Use Today’s date as the Transaction date
- Amount Received 500

. ol
3. On the Lines tab, select B+ Xt ‘ PENR ‘é 9
v DOpen
Customer # |1UUUUZ H@‘ Scott Thomas Bick cust by docl
Document no. |[AUTO-ASSIGH] Lita-assign
Cash Feceipt  Lines |
Apply-to document no. |Date |Ba|ance IAmount paid Digcount amaunt |Dpen I I;I
| |[OPEM] Open -600.00 500.00 0.00
kd N
x -
[} b o, I g y Di t I
ISR r \_‘.T/l Are you ready to save this document? e
Original amaunt entered e | et 500.00
Balance = _
Tems code t appliad | 500.00
Dk Bmount dif 000

Discount date
Dizcount percent

>

EAuto-appIy Select docs ||| Auko-create lines||| Clear &l lines ||| Post

4. Save the document and post all cash receipts that you have entered in this and previous

exercises.

END OF EXERCISE




CASH RECEIPTS

Reversing a Cash Receipt

Select Customers > Cash Receipts

Use to void a returned check or u

Enter the customer for whom you
need to reverse the cash receipt.

Enter or auto-assign a document
number for the reversal
transaction.

Click M and select the

document to reverse

> Enter

ndo an incorrect cash receipt

& cash Receipts Enter - Batch:MGR

G d

>

Customer # [1001 | 1@ tabn Lincoln

Document no. |[AUT0-4551GN]

Cash Receipt 1 Lines ]

Transactjon date | 5/20/2013 -
Post
Amt received ’7
Save
Reference: ‘

Yrn =

& cash Receipt History Looklp
Search for | Eeyword | Filkered ?
Lookldp |[Default] j DOrder by |EOIumn: Diocument no. [desc) ﬂ
| | | Preview | Frint | FEilter | Options >» |
Docurmernt nio. ‘_ Ewvent Batch ID Tranzaction | Amoint Diizzount Total »~
nurmber date received taken wiiteoff
1001CH153 700246 MGR 1/19/2007 50.00 0.00 0.00
1001C25 700388 MGR 3430/2007 25.00 0.00 0.00
1001C200 700233 MGR 1/4/2007 200.00 0.00 0.00
100143 700756 MGR E/10/2012 100.00 0.00 0.00
700702 MGR____J4/15/2012 | 148700 000]  0.00]
700651 MGR 2M2/2mz 0.00 0.00
700552 MGR 9/21/2009 573.00 0.00 0.00
700533 MGR 2/16/2009 100.00 0.00 0.00
700518 MGR 2/13/2003 50.00 0.00 000
Ok | LCancel Help

[ cash Receipts Enter - Batch:MGR

Pay code |CHECK
Tramsaction date | 5/20/2013

Amt received |148.70

Reference

=] > =Rd> Rl
Customer # |1001 . John Lincaln
D el T
Reversal of document 100125
Cash Receipt ]

B cash Receipts Enter - Batch:MGR

G e

Customer # [1001 1@ shn Lineoin
ment no. [[BUTO-ASSIGH)

[ 2

D

Store [MAIN

Use Customers>Adjustments to
enter and post a debit memao, if
you need to assess a bad check
charge.

Reversal of document 100125
Cash Receipt  Lines 1

JAppIy—tn document ho. |Dncument type ‘Date |Amnunt paid ‘Discﬂunl amount |Balance |Dpen | ‘A
100627 Ticket 9/21/2009 -115.00 0.00 N
${[OPEN] Open Open -32.00 0.00 Y

e

WJohn Lincoln Tax code MEMTM Amt received 148,70

v John Lincoln Balance 1273 .
1925 Wondermist Dr Credit limit Unlimited A e L
21;"52:'12.; 4351 m Credirating A44 Amnount dif 0.00
e Category MEMBERS
Sales rep MGR




Cash Receipts

Exercise 5: Reversing a Cash Receipt

Try it Yourself! In this exercise, you will learn how to reverse a cash receipt transaction

SCENARIO: The bank notified you that the check you received from Robert Johnson in
Exercise 2 did not have sufficient funds.

Complete these steps:

1. Select Customers > Cash Receipts > Enter.

2. Enter or look up Robert Johnson, S 1=TE
A+ XE <> (2 ¥|3-8 9
Auto-assign a document # for the Customer # [200008 (1@ [Aobert dehnsen Fik sy |
reversal transaction. Tt e oty 2]
Cash Receipt IL'"ES |
Click Enter Reversal | Pavcods [CHECK. [ Erter A=versal | Nest>
Tnsectioncole [I71272007 =] —
bmtreceived [7328 —
3. From the Cash Receipt History e | s
Lookup window, select the soe AN [

payment for 44.31.

The Lines tab shows the payment
applications that will be reversed.
2]

Auto-apply ||| Select docs ||| Auko-create lines ||| Clear all lines ||| Post

4. Save the reversal transaction.

5. Post the transaction.

S— END OF EXERCISE R




CASH RECEIPTS

Writing off a Document

You can use Cash Receipts > Enter to write off a positive document (ticket, finance charge,
etc.) or a portion of a customer's balance.

To write off a document when not processing a payment at the same time:

& Cash Receipts Enter - Batch:MGR

(€= <> & -89

enter the customer and enter or :

. Customer # [1000 | 1@ BilBaker
auto-assign a new document Dacument no. [FOTGASEET
number. Select any pay code and
enter 0.00 at Amt received.

Cash Receipt l Lines ]

Pay code ’EASH—@ Enter Reversal -Hext>
Transaction date | 572042013 -
Fost

Amt received |0.00

[

Save

Reference |

Store [MAIN E

& cash Receipts Enter - Batch:MGR

At Document no. on the Lines tab, =] <» S8 19-
select the document that you want Customer# [1000 [ [@[sBaker
H ocument no. -+
to write off and enter a payment Document mo. JRUTO ASSIGH [&omty
amount of 0.00. Cash Feceit Lines |
JAppIy-tD document nu.lDucumeml type |Dale |Amuunl paid |Discuunt amount |Balance ‘Dpen | |
El
Answer No when asked to save the
document Document no. (100114 E [~ Open Amount paid ‘D.UU Digcount |U.UU
Pay in full | Pay zero | Mext | ‘
\:.:j Are you ready ta save this document? e amountBa:‘:z:: ggg At received 0.00
Tems code 210/NET30 Amount spplied 000
Yes ekl GHESENE Amount dif nan
— Discount date 4/8/2012
Digcount percent 2.00
(& cash Receipts Enter, - Batch:MGR E@E
= < » &5-a-9-
Customer # 1000 L 12 EilBaker Apply to gpen

Document no. |(BUTOASSIGN) [ Enter writeoff

Enter discount account

Point again to the document that Cosh Receipt Lines | Cacel e
JAppIy—to document no.‘Documeml type ‘Date |Amuunt paid |D\sc0uﬂ Delete ine  Ctri+Del _J_| -~
. a - %‘TUUTM Finance Charge 3/27/2012 446 0.00 000 N
you selected. Click on the H
toolbar and select Writeoff. o
Dicument ho E [~ Dpen Amount paid |4 46 Digcount |U.UU
Pay in full ‘ Pay zero ‘ Mext | |
Original amount entered  4.46 it eectied] 0.00
Balance 0.00
Tems code 210/NET30 Amount applied 446
Due date  4/26/2012 Amount diff 148
Discount date 4/6/2012 :
(R ety e 200



Enter, writeoff amou

The document's current balance appears as a
default writeoff amount. Enter the amount of
the document that you want to write off, and
either use the default writeoff account or enter
a different account to use for distributions.

Click OK.

Default writeoff account | 8030000

nt

Amount |[4.46

Bad debt expense
Use default W

‘wiriteoff account E
0K | Cancel |

Help

To complete the writeoff process, press Enter or use the down arrow.

[ cash Receipts Enter, - Batch:MGR

= <> 589
Customer # 1000 | 1@ el Baker
) Document no. |[AUTO-A551GM]
The writeoff amount can be
seen in the data display grid. ~ fCehnzce Lre: |
(CUStomlze the grld tO ShOW JAppI}l-to document no. tDoc:umenl Date Amount paid | Discount amaount | Balance Open ‘W’riteoff amount
Ype
the erteoff amount, |f |t does 100114 Finance ... 3/27/2012 0.00 0.00 0.00 : 333
not appear.) T
Drocument no. E [~ DOpen Amount paid | Discount |
| ‘ | Fresvious |
Save the document and then B e e o 0
pOSt |t Tems code Amount applied 0.00
| e Amount dif 000
Dizcount date
Dizcount percent Total writeoff 446




CASH RECEIPTS

Exercise 6: Completing a Writeoff

Try it Yourself! In this exercise, you will learn how to complete a writeoff.

SCENARIO: Brian Sheridan gives you a cash payment of $85. The document it is being
applied to has a balance of $87.61. You are going to write off the remaining balance of $2.61 .

Complete these steps:

1. Select Cash Receipts > Enter.

Select Brian Sheridan as the customer.

Auto-assign the document # and select Cash as the pay code. Enter a transaction date,

and enter 85 as Amount received.

2. Look up and select document number 100288.

3. When you are asked Are you are ready
to save this document? click No.

4. Point to document no. 100288.

Click and select Writeoff.

=
?2)
\._"()

Are wou ready to save this document? ‘

Enter writeoff amount 21x|
Amount [2.38
Diefault witeoff account | 3030000 |Bad debt expense
Use default [
witeoff accourt | [
ok | e | meb

Click OK to accept the default writeoff amount

and account.

5. The Total writeoff is shown.

6. Save and post the transaction.

END OF EXERCISE -

(5] Cash Receipts Enter - Batch:MGR _1ol x|
Customer # [200005 [ 12 rian Sheridan Bich cust by doe
Document no. [[BUTO-ASSIGN] Aulo-assign
Cash Heceipt  Lines |
Applyto document no._| Date [Balance [Amount paid Discount amount [Open_| []
| [1o0zss 12/14/2006 0.00 85.00 000 N
2 N
Document no. Er Open Amount paid Diseount |
Diigial amount entered Amtreceived =00
Balance
e — Amaunt applied 85.00
Dus dste At dif 5
Discount date
Discount percent Total wiiteoff 261
B
1| Auto-apply || select docs| | Auto-create ines|| Clear allnes || Post
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CASH RECEIPTS

Printing an Edit List

Select Customers > Cash Receipts > Edit List

* Use to print a list of unposted cash receipts

L=
SE|eCt the Ol’der |n Wh|Ch tO Order by IBatID,Entry seq j
print the unpOSted cash Parameters | Cash Receipt | Cash Rieceipt Application | Customer | Pay Code |
recelpts’ and Whether to prlnt Batch IMGH LC\”Batch created for MGR.
a summary or detail report. )
eport type
. . . ’7(" Surnmary & Detail
The detail version of the edit
list shows the apply-to
documents.
»
E-mail I Freview Frrint DOptions > Lloze | Help |
Crate 5/1/2007 Time 7:01:31AM Page 1
FOR DEMON STRATION PURPOSES OHLY
Cash Receipts Edit List - Detail
Crder Bat D, Entryssg £
BstID: MGR
Bat IO Customer # Date Pay code Pay type Amt received Total writeoff Disc taken
Doc # Hame Entry seq #
Reference
Apply to # Coc type Doc date Amt applied Writeoff amt Disc amt
Writeoff account #
Check 500.00
Check




CASH RECEIPTS

Posting Cash Receipts
. x|
Select Customers > Cash Receipts > Post

\?/} Post all transactions For Bakch [MGR]?

Click Yes to begin the posting process

When posting completes, a message X

appears to indicate the event number
assigned, and whether any errors occurred.

\:,:) Event Number: 700432

Processing complete with no errors
Depending on configuration settings for the
company, you may be prompted to view or
print the posting journal.

Do you want to view the Cash Receipts Journal?

Yes Mo |

You can an also print the journal later, using Customers > Reports > Journals > Cash
Receipts.

Date 51/2007 Time 7:04: 46AM Page 1
FOR DEMON STRATION PURPO SES ONLY

Cash Receipts Journal - Detail

Event # TOD432 4 Updates requested
User MGR 4 Successful
Qrder by BstID, Event#, Entrysseg #
Bat D Customer # Crate Pay code Pay type Amt received Total writeoff Disc taken
Doc # Hame Entry seq #
Reference
Apply to # Doc date Doc type Amt applied Writeoff amt Disc amt
00 012007 CHECK Cheack 500.00 0.00 0.00
2 Ope £00.00
2 CHECK Chack 4
Zz
03/2742007 Tizkst 145.00
2 CHECK Check 200.00
32 Tizkst =
02022 Tickst
2 CHE CK Check

Disc amt

heok

.
al e |2
o |




CUSTOMER ADJUSTMENTS

Entering Customer Adjustments

Select Customers > Adjustments > Enter

* Use to enter Credit memos, Debit memos, Finance charges, or Tickets

& customer Adjustments Enter - Batch:MGR g@@
=] i) &9 -
Customer # |1DD1 |@ John Lincoln Document no. |234
Document date | 5/21/2013 j Document type |Credit Mema A
Amaount |25.00
Agcount |803DDDD L,2| Bad debt expense
Apply to |Document ﬂ Tupe | Ticket
Hurber 100645 1= Date | 1/1/2010
Terms code [NET30 |2 Met 20 days Dizcount date | 5214213 j
Discount percent |0.000 Due date | 5/20/2013 |
Sales rep | 2]@ Store | L/2|
Beference |

Amount Enter the amount by which the customer's balance is being adjusted.
Enter all amounts as positive values.

Account Select the account for distributions

Apply to For finance charges, debit memos and tickets, select Self. For credit
memos, select Open (unapplied) or Document.

Number If you select Document, identify the document to which the credit
memo applies. The type and date of the document are shown.

Terms code For debit memaos, tickets and finance charges, controls the due date,

Discount date discount date and discount percent for the adjustment. Terms code

Due date assigned to customer appears as a default.

Discount percent

Sales rep Which sales rep should be associated with this adjustment
Reference Optionally, enter any reference data
Store Store to associate with adjustment




CUSTOMER ADJUSTMENTS

Exercise 8: Entering a Bad Check Fee

Try it Yourself! In this exercise, you will learn how to enter a bad check charge.

SCENARIO: You are assessing a fee for the check you received from Robert Johnson in

Exercise 2 that did not have sufficient funds.

Complete these steps:

1.

2.

Select Customers > Adjustments > Enter.

Select Robert Johnson.

Use today’s date as the Document date.

Auto-assign the document no.

Select Debit Memo as the Document type.

Enter 30.00 as the Amount. This is the fee for the bad check.

As the Account, select 8410000, the miscellaneous income account.

As the Apply to, select Self.

As the Terms code, use the customer's default terms of Net 30.

Save the adjustment and then post it.

& customer Adjustments Enter, - Batch:MGR

QH i)

& - 19 -

Customer # |EUUUE|8

I@ Fobert Johnzon Document no. |[AUTO-A55IGM)

Document date | 5/21/2013

Amaount [30.00

Agcount |841 Qoo

@ Mizcelansous income

Applyto | Sel

j Document tppe |Debit Memo -

Tems code |NET30

Discount percent |U.UUU

Le [l

Sales rep |

=
@ Met 30 days Dizcount date | 5/21/213
Due date | 6/20/2013
l’gl@l Stare |

Reference |

END OF EXERCISE
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CUSTOMER ADJUSTMENTS

Printing an Adjustment Edit List

Select Customers > Adjustments > Edit List

@ Customer Adjustments Edit List

Farameters | Custarner Adiustmentl Eustomerl

=10l

Filter the adjustments
to print.

Batch IMGH L/:\" Batch created for MER.

Preview Frrint Options »>»

E-mail I

Date 2/23/2006 Tirme 3:83 11AM Fage 1of 1
FOR DEMONSTRATION PURPOSES ONLY
Custormer Adjust ments Edit List
Orderby: Bat |0, Customer #, Doc date
Bat ID: MGR
Custormer # Doc# Applyto doc# Account # Terms code Discourt % Armourt
Hame Doc date Applyto doc date Store Oue date
Feference Doctype Applytodoctype  Slsrep Discount date
Error reference Apply to mathod
0oz Om123 [(OFEN) 1210 METZ0 o.oo a0.00
Brian Schmidt 02/23/2006 D2/23/20006 0242302006
“oid Check fae Oebit Memo Open 02423/2006
Open
200003 Chiizi4 (OPEHM) 1210 NET20 o.oo -12 65
Bill M zhdaster 02/2342006 02423720006 024232006
Different price for sale merchandise Credit hemo Open 0242352006
Open
Report totals: 1| DR Adjustment 2000
I CR Adjustment -12 65
I Finance charges o.oo
0 Tickets o.oo
- End ofrepart --




CUSTOMER ADJUSTM

ENTS

Posting Customer Adjustments

Select Customers > Adjustments > Post

Click Yes to begin the posting process

When completed, a message

appears showing the event number

and allows you to view the posting

journal.

9
\_"\/

x|

Past all transactions For Batch [MGR]?

?"/'j Event Mumber: 700100
Processing complete with no errors

Do wou wank to view the Customer Adjustments Journal?

Mo
Oate 2/23/2008 Time 3:55:0940M Fage 1
FOR DEMOMSTRATION FURFOSES OMLY
Customer Adjust ments Journal
Ewvent # FOO171 2 Updates requested
User MGR % Sucoessful
B=t ID MGR
Orderby: Ewent #, Bat |0, Customer #, Doz date
Customer # Ooc# Applyto doc# Account # Terms code  Discount % Arnount
Hanme Doc date Applyto doc date  Store Due date
Doctype Applyto doctype  Slsrep Dizcournt date
Reference Apply to mathaod
1002 Om123 [OF EN) 1:10 NET30 o.oo I0.00
Brian Schmidt D23 2006 OEfa 2006 0242302006
Open 0202302006
“oid Check fee Open
00003 Chlizs4 [OPEM) 1210 NET20 o.on -12 K5
Bill e haster 0322302006 02/33/2006 02/23/2006
Open 0202302006
Different price for sale merchandise Open
Report totals: 1 DR Adjustment 30.00
1 CR Adjustment -12 65
0 Finanee charges o.oo
0 Tickets o.oo

- End ofreport --




REAPPLY A/R DOCUMENTS

Select Customers > Utilities > Reapply A/R Documents

* Use to change, add, or delete applications previously posted for payments and credit
memos

* Use to apply Open payments and credit memos to positive documents

* No journal or distributions are produced

-loix

Identify the customer and

<> L E|G

[j@ <

document to be changed. Costomor # | =6 e
Doc # I—E Amaunt l—

Document date Iﬁ Do is self-applied [T Discount taken ’7

Document type Im Tatal writeoff amt '0007

If a payment or credit is selected from a lookup, you

x

have the option to make changes to the previously
entered applications or to re-enter all applications.

Use previously entered applications?

[
=T
QE <> LB G 19
On the LlneS ta.b, make Customer # |1UDD J@”BillBaker Pick cust by doz |
changes to the Doc # [5642 =] fmount 2000
apphca'[lons, or re-enter Document date IDZH 5/2001 j Doc js self-applied [ Discount taken | 0.00

Total writeoff amt | 0.00

Document type IF'ayment j

all applications.

Document  Lines |

Apply-to document no. |Type IAppI_l,l-to document date |Apply-to document type | Amount IBaIance IDper -
| ®100105 Payment 2M5/2001 Ticket -200.00 373N
L Payment M
-
A I I 3
Diocument no. |1UU1 05 g [~ Open Amaunt |2DD.DD Digzount amount ID.DD
1
. Amount | 200,00
Docurnent no. 100105 Wiriteoff X
Amount applied | 200,00
Docurment tppe Ticket .
Delete line Amount remaining | 0.00
Date 2/15/2001 =
>




REAPPLY A/R DOCUMENTS

Other Allowed Changes

@Rem:q:nh.r A /R Documents

«> LB G

Customer # I'IEIEIEI
Doc # [100105 Amaunt |1 136.59
Document date |IZI2£1 /20071 J Do js self-applied [ Digcourt taken | 0,00

A
©

=10l x|

B I|EillEaker Bick cust by doc |

Document type ITiu:ket Tatal writeoff amt | 0.00
Document | Lines |
—Tem
Terms code I Lﬂ|
Terms code INET3U L/:1| Met 30 daps
Due date |03/17/2001 -]
Digcourt date [02/15/2001 |
Dizgcount percent IEI.EIEIEI
Sales rep IMGH g @” Manager
Reference I
Store IMMN g @” Main Shore
PO number
3
Doc is self-applied If document is self-applied, you can clear this setting only if there
are no applications made to it
Sales rep Changes to either sales rep or store for a document will affect
Store only the A/R documents
Sales history and distributions (if based on the store's profit
center) remain unchanged
Reference Informational only

Amount applied, Discount taken, and Total writeoff amount cannot be changed.




REAPPLY A/R DOCUMENTS

Applying OPEN Documents

OPEN documents are payment and credit memo transactions that have been entered and
posted, but not yet applied.

Select Customers > Utilities > Reapply A/R Documents.

Select the customer
who has the unapplied
payments or credit
memos.

At Doc #, select the
unapplied payment or
credit memo. (Nothing
appears to identify
which documents are
unapplied, so you will
have to know which
document that is.)

Select to not use
previously entered
applications.

On the Lines tab, select
the document(s) to
which you want to apply
the OPEN amount.

When the OPEN
amount has been fully
applied, you can save
the document.

You can also choose to
apply any remaining
amount to OPEN.

QEH <«» LB 3 9

Customer # |2DDDDB H@| Bill Mot aster
Dog # [Ch100 A
Document date IUSa"2D.-"2DDB j Doc iz selff-applied [
Document type ICledit Mema j

Document | Lines I

Term

Bick cust by doc |
Amount |2B.32

=10l

Discount taken | 0.00
Total witeoff amt | 0.00

x|

Temms code 2)
Tems code INETSD \{/

Use previously entered applications? ‘

Due date |1 0/20/20086
Discount date IUSa"2D.-"2DDB

Dizcount percent IU. oo

Saes e | e
Reference IAdiusted Far item now on sale
St e
PO number I
>
=T
ag«» 2¥ 5|9
Customer # |2UDDDB L/:\ig| Bill Mot aster Bick cust byidoc |
Dog # |CM100 [ Amourt [2632
Document date |09x2032005 j Doc is self-applied [~ Discount taken | 0.00
Document type IEreditMemo j Tatal writeaff amt | 0.00

Document  Lines |

)

Apply-to Apply-ta Apply-to Aot Digcount  ['Writeoff Balance Open -
document no. document date | document type amounk amt
| [100375 3/15/2007 Ticket -26.32 0.00 0.00 32411 N
k4 0.00 0.00 M
ﬂ :
1} b ha. | y D t t |D.DD
EEHEAET \_? Are you ready to save this document? ‘ R

No |

Docurnent no.

Document type

Date

— |

Amount | 26.32
Amount applied | 26.32
Amount remaining | 0.00

Delete line

B
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REAPPLY A/R DOCUMENTS

Exercise 7: Applying OPEN Documents

Try it Yourself! In this exercise, you will learn how to apply an OPEN document

SCENARIO: You will now apply the OPEN document you received from Scott Thomas in
Exercise 4.

Complete these steps:
1. Select Customers > Utilities > Reapply A/R Documents.

2. Select Scott Thomas as the customer and select the payment for $500.00 as the Document
to reapply.

=l
B AP PTG 19
Customer # |1DDDDZ H@lﬁcotﬂhomas Balance | 597.62 &dd adjustment
You can use Account S Unpasted Lal | 408 26 e gash recsi
Note | Credit available | Unimited

Management to find the

Main | Contacts | &R info AR Decuments | Unposted Documents | OrdersLayaways | Holds/uotes | Tickel History

document number of an Gioup
) £ Giroup by document Order by |Document date - ﬂ
* [aroup by apply-to Include zera balance documents Collapse all
credit memo or payment = Gioup by apply u ‘ol
that has an Open Or Doc # IDﬂcumant date |Dncumant type: |Amﬂunt |Appl\ed amount IDiscnunl amount | Writeoff amt Balance
R =HIOPEN] T.600.00 "T.600.00;
unapphed amount. 100002 11/41/2007 Payment 500,60
L0008 1141242007 Payment 500,00
100366 341342007 Ticket 367.99 358,38 0.00 0,00 961
- 100367 3/13/2007 Ticket 367.99 0o 000 000 367.99
On the A/R Documents [ 100422 473/2007 Ticket 4373 5000 0.0 0o W7
. 100436 44542007 Ticket 40049 noo 000 oo 400 43
tab, select to view the - 100437 44572007 Ticket 40043 0.00 0.00 0.00 400.43
FCH20071101  11/4/2007 Finance Charge 3231 noo .00 oo 3231

documents grouped by
apply-to. Expand the
group named (OPEN) to
see payments and credit
memaos with unapplied
amounts.

Wiew A/F document HBeapply &/H document| Wiew ticket biston ﬁj

In this example, you would select Doc # 100019 in Reapply A/R Documents as the payment
that you want to apply since it is the document that you left unapplied in the earlier exercise.
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Qag «» 2 59

Cugtomer # |1UUUU2 H@' Scott Thomas

Doc # 100013 ;

Document date |11f1 272007 =]

Document type |Payment 'l

=lolx|

Bick cust by dac |
Amount ISUD.DU
[Docissefappled [ Discownttsken[000
Total witeoff amt ’0007

3. After selecting the
document, answer NO to
use previously entered

applications.
Document  Lines |
Apply-ta Apply-to Apply-to Amaunt Dizcount | 'writeaff Balance Open
document ho. document date | document type amount amt
Ed 0o 0o N

Document ro. I g [~ DOpen Amountl Diszount amaunt |0.00 |

Customer Information it Amount ’W
g,:c;tn;l'hnmas Tax code MEMTM e Amaunt applied ’0007
liemphis, TH 38119 C;Bezliiz;;i Eli;ﬁifad P Amount remaining | 500,00
Credit ratin B
Categorﬁ MEMBERS
Sales rep MGR
»
4. At Document no., look up and select the oldest ticket which has a remaining balance.
Continue to select tickets until the entire 500.00 has been applied.
IEIIE

Qag «» 2% (5|9
Cugtomer i |1 0000z H@' Scott Thomas
Doc |1 00019 2

Document date |1 112/2007 -
Document type lm

Document  Lines |

In this example, the OPEN
amount of 500.00 was
applied to two documents.
The last document has a
remaining balance of 164.82.

Pick cust by dac |
Amount IW
Doc is self-applied [ Dizcount taken ’0007
Taotal witeaff amt ’0007

Apply-to Apply-to Apply-to Airnount Digcount [ Wwiriteaff Balance Open -
document no. document date | document tupe amount amt
|_|100422 44342007 Ticket -264.33 0.o0 0o 000 M
| B{100436 4/5/2007 Ticket -235.67 0.o0 0o 16482 N
x

5. Save the document.

3

Are you ready to save this document?

‘ -

Dogument no. |1 00436

unt amount |0.00

Apply-to-document

Original amount entered  400.43
Ealance 400.43
Tems code 210/MET30
Due date 5/5/2007
Discount date  4/15/2007
Dizcount percent 2.00

W |
Amount | 500,00
Writeoff
Amount applied | 500.00
Delete fine Amount remaining | 0.00

B

END OF EXERCISE




APPLY A/R CREDITS

Select Customers > Utilities > Apply Credits to A/R Documents

* Use to automatically apply multiple open payments and credit memos to positive
documents, in order of age
=Dl

Parameters | Custamer | A/R Dacument |

You can select whether [l st i st e e dlmmets (s e
Counterpoint should account for

any available early payment

discounts when applying the

amounts.

Filter the customer and A/R
documents that you want to
include.

E-mail ‘ P_IEVIEW‘ Frint | Lpply |th\ons>>| LCloze | Help |

A message appears if there are unposted documents that impact customer balances.

|
o o

21|
One ar more cuztomers have un-posted Cash Hecei_pts.-"tustomer

Adjustments/Finance charges. Do you want to continue AR Cash Recept
without posting such documents? F

[ Customes & [v‘m-«anl(xcnrmm Document type |Urposted |Ence
e

=1

Yes Mo | Wiew Un posted Documents |

Click | ¥munsaeiveemes: | to see them.

Poat cash recets Post customes sdstrerts Postat J Coptinue preview J Corcel

Drate 1/28/2011 Time 9:20:03AM Page 1
FOR DEMON STRAT ION PURPOSES ONLY
Preivew Pavments to A/R documents
Parameter tab control settings go here {conditionally suppresssd)

Order by Customer #, Type, Date, From doc no, Entry sequence #
Customer #

From doc no Date Type Disc pct Amount Apply to documeApphy-to docu  Type Amount Discounta Bal ami
1000 - Bill Baker
2008-03-18 03/18/20068 Credit Mema 0.00 -10.00 100105 Ticket 10.00 0.00 3084
Tig21-1112 L Credit Memo 0.00 -10.28 100105 Ticket 10.28 0.00 20.58
ART-00005 Payment 0.00 -200.00 100105 Ticket 20.58 0.00 0.00
{OPEMN) Open 175.41 0.00 0.00
Total payments made Remaining customer Balance
40.84 0.00
1001 - John Lincoln
45-0214 02/14/2004 Credit Mema 0.00 -T.28 51242 07i21/2004 Debit Memso 7.25 0.00 2.00

Total payments made Remaining customer Balance
7.25 0.00
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FINANCE CHARGES

Calculating Finance Charges

Select Customers > Finance Charges > Calculate Finance Charges

* Use to calculate finance charges on past due amounts for A/R customers

Note: Before creating finance charges, you should age the customers for whom you will
assess finance charges. Use Customers > Reports > Aging to age multiple
customers at the same time.

=1l x|
Parameters | Eustomerl

Only documents posted on

or before the Cutoff date Eutl et st i =

you enter will be

considered when

calculating the charges.

Filter the Customers for

whom charges will be

calculated.

Click Apply Open Credits to

apply open credits before 2

CaICUIatlng flnance m Apply Open Ereditsl Preview | FBrint | Lreate | DOptions >>| LCloze | Help |

charges.

Click to calculate and create the finance charge transactions.

You can view and edit these transactions using Customers > Finance Charges > Enter.

Date 942008 Time 12:25:50PM Page 1
FOR DEMONSTRATION FURFPOSES OHLY

Caloulate Finance Charges - Prewview

Cutoffdate: 09/14/2006
Orderby Customer

Customer # MName Finance charge code on Amount past due Finance charge
1000 Bill Baker % 01406 1236 pm 3ITLAG 67 .45
1 customers in report 3ITLAG 67 .45

-- End ofreport --




FINANCE CHARGES

Entering Finance Charges

Select Customers > Finance Charges > Enter

* Use to manually enter a finance charge for an A/R customer or edit finance charges that
were created using Calculate Finance Charges

~ini
QEH+XBEE <> A EZ |9

rCalculation detail
Customer # I'IUUU L/:]@| Bill B aker
Document no. I[.-’-\UTD-ASSIGN] Auto-assign |

Document date I 3/28/2007 jv Mo caleulation details available.
Amnaunt |4.2E

Feference I

LComment I

Fost |

Customer # Customer for which finance charges is being assessed

Document no. Auto-assign or manually enter finance charge document number

Document date Date on which the finance charge is assessed

Amount Amount to assess as a finance charge

Reference Optional additional information to associate with transaction

Comment Optional description of transaction

Calculation details If the finance charge was created using Calculate Finance
Charges, shows the details of the calculation.




FINANCE CHARGES

Printing the Finance Charges Edit List
Select Customers > Finance Charges > Edit List
* Use to preview transaction information prior to posting

oy
Order by IBat 1D, Customer #. Doc no j

Farameters | Finance Ehargel Eustnmell

Batch IMGH LA| Batch created for MGR.

E-mail I Preview Frint Options »» LClose | Help |

Date 9M42006 Tinme 12:46:46P M Page 1
FOR DEMONSTRATION FURFOSES ONLY

Finance Charges Edit List

Manually entered

"% = Edited after calculation

Bat 1D MGR

Orderby Bat |0, Doc no, Customer #

Customer # Name Ooc no Doc d=te Finance charge Armount past due Reference
oo Bill Bakar FCH2O0060914 91 406 67 .45 3,372 .46
1 Transaction(s)in report G745

-- End of report --
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FINANCE CHARGES

Posting Finance Charges

Select Customer > Finance Charges > Post

* Use to post a batch of finance charge transactions

x

:{/} Fost all transackions for Batch [MGR]?

Answer YES to begin posting.

x
When completed, a message shows the J-:J EEe i 73 GO0ES
event number and status of posting, and Processing complete with no errors

allows you to view the posting journal. _ _
Do you want o view the Finance Charges Journal?

| W |

You can also view the Finance Charges Journal using Customers > Reports > Journals >
Finance Charges.



ACCOUNT MANAGEMENT

Managing a Customer's Account

Select Customers > Account Management

Use to quickly view, maintain, or print information about your customers

Click [23dsdksiment | 4 enter a customer adjustment
Click _2%4&3h =22l 15 enter a cash receipt

@ Account Management

I [=[ 3]
QEHSE «» LPBDS 19
Mal n Tab Customer # I‘IDDD H@will&aker Balance | 3.670.92 Add adjustment

Comment | Unposted bal | -41B.73

Add cash receipt

MNoate | 11/28/2005 - Spoke with Bill about his late payments. Sending in payme Credit available | Unlimited

Main | Eontactsl AR infol AR Doc:umentsl Unposted Documents Drders.-"LayawaysI Holds.-"QuotesI Ticket Historyl

—Last aging

Salutation | Mr. First namne |Bi||

Last name | Baker

Credit lirmit I v Unlimited
Credit rating IAAA

0 Current 77.95

0 31 to 60 days 0.00

[0 61 to 90 days 229.39
W Over 90 days 3,363.57

- _— (OO0 ]
Allow &/R charges W Allow tickets [ D[dem};—:‘;‘:\‘da:rs 3
Allow layaways [V Allgw orders v Order balamcs 995,83
Last prt date | 11/7/2006 # of lapaways a
Last prat amt | 500,00 Layaway balance n.oo
Credit recap rCredit used —Account managemsnt note
it limi i Bal 367092 - - -
Credit it Uniimited sance 11/28/2006 - Spoke with Bill about his |ate
Credit used 4.263.02 Uil s ayments. Sending in payment next rmonth
Credit available Unlimited Order balance 99883 pay : 91 pay .
Lapaway balance Mt
Totalceditused  4,253.02 e Edi Delete |

>




ACCOUNT MANAGEMENT

BQESE <> LPEOG |-

=1olx|

Contacts Tab

A/R info Tab

Only shows
information for
A/R customers

Includes buttons
to perform these
functions.

Age customer

Print ztatement

1

Wiew statement

Cugtomer # |1 0oo

L&) |Bil Baker

Balance | 3.670.92 Add adjustment

Comment |

Unposted bal | -416.73

Add cash receipt

Note | 11/28/2006 - Spoke with Bill about his late payments. Sending in payme

Main  Contacts | AR info | AR Documents | Unposted Documents | Orders/Layaways I Holdsx’ﬂuntesl Ticket Histary

Credit available | Uniirnited

—Contact 1
Caontact 1 I
Phane 1 [321-455-1636 Fax1|
Email 1 | URL 1 |
—Contact
Contact 2 I
Phane 2 I Fan 2 I
Email 2 | ugL2 |

>

Bl J==f

G HS

=10l x|

@ o

A=) | it Baker

Customer i IW oo

Balance | -173.41 Add adjustrment

Cornment |

Unposted bal | 25.00 Add gash receipt

Mate | Thiz iz an Auto-display note used for Account Management. This nate is

‘Main | Contacts &/R info |A.-"F| Documents | Unposted Documents | Orders/Layaways | Holds/@uotes | Ticket Histor |

Credt available | Unimited

Last &ging

Last age a3 of date W
bgedby [Documentdate

Last aging balance [—2059
Current [—DUD
HtoBldys| 000
BltoSdays| 000

Over 90 days [—m

Open -220.25

Past cutoff 0.0

r~Last Statement

Statement period | 2/15/200M

Aged by ,W
Current ,W
HtoBldays| 000
BltoS0days| 000
Over 90 days ,7000

Frinted on | 2/15/2001

E-mail statement

Print statemnent | Wiew statement |’7 Local client | CESHEL Mai |

to | 3/14/2001

Age customer |

E -mail statement

Local client |

e

CR SOL hiai |




ACCOUNT MANAGEMENT

A/R Documents Tab =101 x|
GQESE «<» LBOSG |9
Customer # [1000 1G] eilBaker Balance | -173.41 Add adjustment

Only shows

. y . Comment | Urposted bal |25-UU Add cash receipt
InfOl’matlon for Mote | This iz an Auto-display note uzed for Account Management. This note is Credit available | Unlimited

A/R CUStomerS " Main I Cunlaclsl 4/R info AR Documents | Unposted Ducumenlsl Drderstayawaysl HUIdszuUIESI Ticket Histuryl

Groupby—————————
(:mlépmup by document Order by hd From I ;o 'I Ezpand all
» (e et Io Iﬁ Collapze all

Includes buttons

Doc # IDocument date |Dncument type IAmount IDiscount arnount IWriteoff amt INet change I;
to perfo rm these (100105 2/15/2001 Ticket 1.136.59 0.00 0o 1,136.59]
functions. 5642 2/15/2001 Fayment -200.00 0.00 0.00 -200.00
100105CR 11414420 Credit Memo -12.50 0.00 0.on 1250
1030 9/30/2002 Payment -150.00 0.00 0.on -150.00
1217 93042002 Credit Memo -16.00 0.00 0.a0 -16.00
":"'EDI.'r' a pen Credits 34512 12442003 Payment -150.00 0.00 0.on -150.00
32451 9/20/2003 Payment -35.00 0.00 0.on -35.00
89302 FA21/2004 Payment -175.00 0.00 0.a0 -175.00
109311 6/28/2005 Payment 1575 0.00 0.on 1575

A 20050912 9/18/2005 Credit Memo -10.00 0.0o 0.an -10.00—
Wiew A/F document 20060315 SATE/2006 Credit Mamo -10.00 000 0.00 -10.00
Flez1nz 12/17/2006 Credit Mema -10.25 0.00 0.on -10.25

62381242 B/23/2007 Credit Memo -10.50 0.0o 0.an -10.50 =
o ADA nnnm 10497 19007 [Rr - 2900 nonn nnn 29 0

EBEIDD'_',' A/ document Apply Open Credits Wiew A/ document Beapply A/R document iew ticket history ﬂj

Wiew ticket histomy

Unposted Documents Tab

Includes buttons =1oix|
to perform these BHo@mar| P0G 9

fU nctions. Customer # IT ooo H@| Bill Baker Balance | 3670.92 | Add adjustment
Comment | Unpasted bal | 41673 Add cazh receipt
Mate | 11/28/2008 - 5poke with Bill about his late payments. Sending in payme Credit available | Urlimited
Edit document | : R
M ain I Contactsl AR \nfol &/F Documents  Unposted Documents IDldersz’Layawaysl Holdsz’QuotesI TlcketHlstoryI
Include [ Adjustments [¥ Charge tickets [ Pay on account
EiEW bicket | [¥ Cagh receipts [¥ Befund tickets [¥ Finance charges

Transaction type Docurment type: Docurment date

Drocument no.
1000CH1
PS Payments Ticket 100292 1442007 AN 1 3327

Edit document Wit ticket
f




ACCOUNT MANAGEMENT

Orders/Layaways Tab

=lolx
QEHsE <«» L2 B0 50
Customer # [1000 1&gl Baker Balance | 3670.92 Add adiustment

Unposted bal | -416.73 #dd cash receipt

Includes button
to perform this
function.

Comment |

Note | 11/28/2006 - Spoke with Bill about his late payments. Sending in payme Credit available | Unlirnited

I ain I Contactsl AR inlol 448 Documents | Unposted Documents  Orders/Lapaways | Holdsx’ﬂuntesl Ticket Histary

. Include | Orders v Lapaways
Wiew document

Document typeIT\c:kel ITicket date Stare Station Mumber of lines| Subtatal Tax I;I
|_|Order Fo0z7 1143042008 MaAIN 1 2 350.98 4212
| |Order 7003 114742006 HAIN 1 2 702.88 35.15
| | Order 200004 11A7/2008  EAST 1 2 41.39 457

Tatal Depogitz Balance
) Orders 117743 0.00 1.177.43
Wiew document L Wi - -
I a Sy . .
|

Holds/Quotes Tab

IR
QEcB <«» LEDS |19
Customer # [1000 1&gl Baker Balance | 3670.92 Add adiustment

Unposted bal | -416.73 #dd cash receipt

Includes button
to perform this

function. Note [ 11/28/2008 - Spoke with Bil shout hi late payments. Sending in pagme Credt availabls | Uriinited

Comment |

I ain I Contactsl AR inlol AR Documentsl Unposted Documents | Orders/Layaways  Holds/Ouotes |TiCketH\StDr_','

Wiew document Include v Holds v Ouaotes
Document | Ticket Ticket date Stare Station Murmber of | Subtatal Tax Total =
type lines
| | Hald 50005 114742006 MAIN 1 1 31499 15.75 330.74
5
Taotal

View d ] | Huolds 330,74
o T Quotes 0.00
|




ACCOUNT MANAGEMENT

Ticket History Tab

Includes button to
perform this function.

Wiew document

0l
=] - -
SE<«r|LEOS|®

Customer # I1DUU H@|E"'Eak8' Balance | 367092 Add adjustment

Comment | Unposted bal |'41 673 Add cash receipt

Mote | 11/28/2006 - Spoke with Bill about his late payments. Sending in payme Credit available | Unlimited

M ain I Eontacts' A/R mfo' ASR Documenls' Unposted Documentsl Drdersf’\_ayawaysl Holds/Quotes  Ticket History |

Date jangs |01/04/2008 x| to|mimsszo0r | Update

Ticket date Salelines  |Retum lines | Subtotal

7 1

741042008 1 ] 1]

7H12/2008 Malh 1 Sale ticket 1 1] 71.93 E.48 7847

847 /2006 MaIN 1 Sale ticket 3 1] E98.29 E2.86 7E1.25

9/20/2008 Malh 1 Sale ticket 2 1 89,93 450 94.49

114742008 MaIN 1 Sale ticket ] 1] 12652 E3E 131.94

11/7/2006 MalN 1 Sale ticket 1] 1] 0.00 0.00 0.00

11/8/2008 MaIN 1 Sale ticket 2 1] 275 023 298

T1AB/2006  MalN 1 Sale ticket 1 1] 359.99 4320 403.19

TAF2006  EAST 1 Sale ticket 1] 1] 0.00 0.00 0.00 j
>




CUSTOMER STATEMENTS

Printing Customer Statements

Select Customers > Reports > Statements

=10l x|
Statem e nt type . Statement type I Document date j
Document date, Drderhvl[ﬁustomer# j
Apply_to #’ or Parameters | Eustgme[l

Apply_to # (Omlt Fu"y Dates IEustnm * | Stmint beg date I 34154200 vl Stmnt end date I 4414200 -

Paid Documents)
Age method IDocument date 'I Mo of age periads |4
tax age periad 1 |3U Mawx age period 3 |30
tax age period 2 IEU Max age period 4

I Print ticket detail [T Include e-mail customers in print/preview
[~ Show application detail

Select whether to show
ticket detail and payment
application detail for each
document

|
E-mail I gppIprenCredilsl F'[eviewl Erint |thi0ns>>| LCloze | Help |

* Ages customers prior to printing statements, using Stmnt end date as aging date.

* Documents dated prior to Stmnt beg date are summed and printed as Balance forward.

SE=IEY

Statement type IDDcumenl date j

Filter the customers Order b |Customer # |
for whom statements Paameters Cuslomer |
will print. Customer H | =ei e
Categary |—E
Statement code I—E
Balance not equal to ID—

>

E-mail Iapplyﬂpentreditsl P[eviewl FErint |Qpli0ns>>| LClose | Help |




CUSTOMER STATEMENTS

Sample Statement

Statement

Doc date Doc # Doc type Apply to PO number Amount

[ I [ Y

Y
S
=]

|

PEN} b Current 31 -60days 61 - 90 days Creerd0 days

574 .32 0.00 20.06 876




VIEWING A/R DOCUMENTS

Select Customers > Views > A/R Documents

Use to view open A/R documents without making changes

_ipix
<=1 VR V=205 B
Customer i |1UUD ﬂ @” Bill Baker Bick cust bydos |
Doc # [100105 L Amount [1.136.59
Document date |E|2.n’1 542001 j Doc iz zelf-applied
Document type ITicket j
Document | Lines |
Tem
Teims code I Lﬂ|
Terms: code INET3U LZ\” Met 30 days
Due date |03/17/2001 |
Discourt date [02/15/2001 ~|
Discount percent IU.DUD
Sales rep IMGH J @” tanager
Reterence I
Store IMNN ﬂ @” tain Store
PO number I
—
o
Customer # I'IUDD L/:\l@” Bill B aker Bick cust byidas |
Doc # [100105 L] aourt [T13858
Document date [02/15/2001 | Doc is self-applied [#
Document type ITicket j
Document  Lines |
Apply-ta document no. |.f3«|:||:|ly-tn docurment type |.f3«|:||:|ly-tn document date  |Armalnt Balance |El|:|en| I
¥ (5elf-applied] Ticket 2A15/200 1.136.59 373N
Diacument no. 100105 LA [~ Open Amount I'I,'I 36.59 Digcount amount ID.DD
]
Bill Baker Ta= code MERMTH Amount |1,.136.53
hdr . Bill Baker
1426 Millztream Parkuay Eal.ar?c.e 4’01 5.'2? Amount applied | 1,136.53
) Credit limt 1 slimited
Memphis, TH 38120 B ..
321-455-1836 Credit rating  A8A Amaunt remaining | 0.00
Categorny MERMBERS
Salez rep MR

9




MAINTAINING A/R DOCUMENTS

Select Customers > Utilities > Maintain A/R Documents

* Use to enter or edit Receivables documents for customers when first setting up

Counterpoint

* Does not generate distributions or audit trails

e Can be accessed only by users who have authority to use A/R document maintenance

ISP R IR E

al+ X

=1z

[@ o

Cusgtomer # |1 0o H@' Bill B aker

Doc # |[AUTO-A55IGN] 2 Suto-zssian |
Document date | 3/28/2007 -
Document type |Papment -

Document |Lines |

Doc ig self-applied [~

Applied amount | F63.25

Bick cust by doc |
Amovnt |34.98

Balance

Term

LI

Terms code I

Temms code INETSD

Due date [10/28/2007 vl
Discount date | 9/28/2007 vl
Discount percent |0.000

@| Met 30 days

Sales 1ep IMGF!

H@' tanager

Reference I

Stare IMAIN L/g| tain Stare

PO number

RNV A 11K

ag+ x

[@ o

Customer # |1 0o H@| Bill B aker

Doc # |[AUTO-A55IGN] 2 Suto-assian |
Document date | 3/28/2007 -

Doc iz self-applied [~

Bick cust by doc |

Amovnt |34.98

D ETIE e lm Applied amount | 76325
Balance
Document  Lines |
Lpply-to Apply-to Apply-to Amount Discount  |*riteoff  |Balance Open -
daocument na. document type [ document date amauint armt
|| 10005 Ticket 2A15/2001 -34.953 0.0 0.0 33836 N
Ed 0.0 0.0 N

Diocument no. I g [~ Open

-
Amount Dizcount amatit ID.DD

Document details
Sales rep MGR
Discount taken 0.00

Dizcount percent 0.000
Tatal witeoff amt 0.00

Terms code MET30
Due date 10/28/2007
Discount date  9/28/2007
Store MAIN
Feference

Amount | 34.93
Amount applied | 3498
Amount remaining | 0.00

B







Course Evaluation @NCR

Course Name Training Date

Trainer Your Name (optional)

Ranking

Please use the following rankings to complete this evaluation:
1 = Unacceptable, 2 = Did Not Meet My Needs, 3 = Meets My Needs, 4 = Exceeded My Expectations

Registration

1. It was easy to enroll in this course. 1 2 3 4
Facilities

2. The workspace available was appropriate for the subject matter being taught. 1 2 3 4
3. The room was set up effectively for the curriculum — if PC’s were supplied, they were loaded

with the relevant software. 2 3 4
Materials

4. Manual content was appropriate to the subject being taught. 1 2 3 4
5. The format of the manual was easy to understand. 1 2 3 4
Experience

6. The course prerequisites were clearly stated & appropriate to the topic. 1 2 3 4
7. The practice activities complemented the course. 1 2 3 4
8. The time allotted for the course was adequate. 1 2 3 4
9. | was given an opportunity to contribute during discussions. 1 2 3 4

10. What were your expectations for attending this course?

11. Were your expectations met? [ ]Yes []No
If yes, how were they met?

If no, why not?

Instructor

12. The instructor was prepared.

13. The instructor was knowledgeable about the course content.
14. The instructor encouraged questions from participants.

15. The instructor covered the course objectives.

16. What is your overall rating of this Instructor?

Comments

17. The best thing about this course was:

e
N NN NN
W W W w w
A DA S DD

18. This course could be improved by:

19. Another course that | would like offered is:

20. | would attend another course offered by Retail Training? [ ]Yes []No
If yes, why?

If no, why not?

Thank you for completing this evaluation!






GLOSSARY

Accelerator key
Underlined character on a button that, when pressed with Alt on the keyboard, selects the
button.

Account
An account is a category used to group financial information and to create financial statements
for a business.

When you post individual transactions in Counterpoint, account numbers are used to hold
distributions. Counterpoint allows you to track the activity for each account, report on the
activity, and pass this information along to an independent General Ledger package in order to
evaluate the financial status of your business. A well-defined chart of accounts is essential for
good financial records. If you don’t already have a chart of accounts, we recommend that you
consult your accountant before entering account information in CounterPoint.

Account code

A record containing information on what accounts should be used for distributions created by
transactions involving inventory items that have been assigned this account code. Every item is
assigned one account code.

Accounting Interface
A method of transferring distributions and vouchered receiving from NCR Counterpoint to a
third-party software package

Accounting cost
The cost value used in generating G/L distributions for inventory transactions.

Accounts payable
Amounts owed to others (a liability) for goods or services purchased on credit.

Accounts receivable
Amounts owed to a business (an asset), usually by customers who purchased your goods or
services on credit.

Activating a drawer
Represents the process of recording the beginning amount of cash in a drawer before
processing tickets. Normally, a drawer is activated at the start of each business day.

Active
The state when an object has focus and its controls are available.

Active window
The window in which you are editing data (or allowed to enter data).

Additional markdown
An increase of a previous markdown to further lower the selling price.



GLOSSARY

Address Verification Service(AVS)

A third-party service that reduces credit card fraud by confirming the card holder's address
information when the physical card isn't available. AVS indicates whether or not the address
provided by the customer matches the address on file with the credit card company so that the
merchant can decide whether or not to process the charge.

Aging
A process that determines the age (number of days old) of customer open items

Allocated

Refers to a purchase request or P.O. where the goods ordered are intended for delivery to more
than one location. Items may be shipped to one location then transferred to their final
destinations (locations), or may be shipped to each individual destination from the vendor.

Alphanumeric
Consisting of letters, numbers, and/or special symbols (, &, etc.) in any combination.

Alternate unit

Represents a secondary unit of measure for receiving or selling an item. For example, the
stocking unit for an item might be EACH, but you might receive and sell an item by the alternate
unit CASE.

Always serialized item (Always serial tracking method)

An item that is assigned the Always serial item tracking method requires that a serial number be
assigned to every unit of the item and also requires entry of a serial number on any transaction
involving the item.

Application

The entire set of programs that comprise Counterpoint software (including Customers,
Inventory, Point of Sale, etc.). The base system includes standard modules. Options are
additional modules that may be purchased separately.

Apply-to group
A group of documents all pertaining to the same group of items. For example, an invoice and its
associated payments, credit memas, and debit memos.

ASCIl (American Standard Code for Information Interchange)
Refers to a data format that contains only alphanumeric characters.

Audit trail

A method of tracking transactions through the entire sequence of their history so that all
financial information can be traced. Certain reports should be kept as part of your permanent
business record in order to provide a permanent audit trail.

Available quantity

The quantity of an item that is currently available for sale. Generally, the available quantity is
equal to the on hand quantity minus any quantities set aside for unposted transactions and open
orders.
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Average cost

A cost method achieved by calculating or re-calculating a weighted average of the cost of all
inventory items currently in stock. It is re-calculated each time items are added to the inventory,
and when items are removed from inventory.

Backorder

A type of order normally created when there is insufficient quantity available for a sale or order,
or when you specify to backorder a line item on a ticket or order. Backorders signify items that
are owed to the customer.

Backup
A copy of a file or group of files, saved in case something happens to the original.

Balance sheet inventory account
An account that tracks the value of on hand inventory.

Bank account code

A code that represents a particular bank account into which your company makes deposits.
Each bank account code can be assigned to one or more pay codes to indicate which bank
account is used for each type of tender.

Barcode

A unique identifier for an item or for a particular color/size/pattern combination of a gridded item.
Barcodes can be printed in one of many common formats, i.e., UPC-A, Code 39, etc. — that are
readable by barcode scanning devices, or barcode readers.

Batch

A group of transactions that is processed in a single posting event. Each batch is identified by a
unique combination of a batch ID and a batch type, which determine who can use the batch and
what kind of transactions are grouped with the batch. Batches allow multiple users to enter,
edit, and post the same types of transactions simultaneously, while preventing multiple users
from modifying or posting an individual transaction at the same time.

Batch ID

A user-defined identifier that you can assign to a batch manually, by using the batches form.
Batch IDs can also be assigned automatically by clicking the Set up batches button on the
Users form, the Workgroup form, or the Company form.

Batch processing
A processing model for entering several transactions in sequence, then finalizing (or posting) all
of these transactions at the same time.

Batch type

The type of transactions that are grouped into a batch. Batched transactions include inventory
adjustments, quick receivings, purchase requests, receivings, returns to vendor, purchasing
adjustments, cash receipts, customer adjustments, quick transfers, transfer out, transfer in, and
loyalty point adjustments.
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BOL (Bill Of Lading)
A shipping document that serves as evidence that the carrier received shipment, and as a
contract between carrier and shipper.

Bin
Represents a physical place to store inventory. Bins are subdivisions of a location and are used
to locate items. Generally, bins refer to physical rows/shelves or to actual bins.

BLOB (Binary Large Object)
Used to store very large objects (text or binary) of indeterminate and variable size (e.g. notes
and multi-media objects).

Buyer

An individual who is responsible for selecting, pricing, and purchasing merchandise. In many
companies, the term “buyer” designates a department manager, whose responsibilities include,
but are broader than, the buying function.

Calendar

A schedule that defines a business’ accounting year, including its subdivision into seasons,
months, and weeks. Calendars are used to group sales into periods for analysis on
merchandising and historical reports.

Cancel
To halt an operation or process and return to the state before which the operation or process
began.

Card Verification Value (CVV)

Three or four digits printed on the back of a credit card that identifies the credit card holder. CVV
processing doesn’t affect whether the charge is approved, but it does reduce credit card fraud
when the physical card isn’t available to swipe through an MSR device (e.g., as with telephone
orders).

Cash receipt
Money received from a customer for good/services purchased.

Category
A user-defined classification that can be assigned to each customer, item, or vendor. Categories
are groups used for pricing and reporting.

Cell

A specific identifier of a gridded item that contains a value for color and/or size and/or pattern.
For example, if you sell sweatshirts in sizes S, M, and L in colors Red, White, and Blue, then a
single cell would indicate Small Red or Medium Blue, etc.

Chart of accounts
A list of a business’s accounts in numerical order, usually grouped by type.

Character
Any letter, number, or other symbol that may be typed on your workstation.
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Check box
A box that you can click to turn an option on or off. When the option is on, a checkmark appears
in the box.

C.O.D. (Collect On Delivery)
A shipping method where the buyer pays for the purchase when goods are delivered.

Color
One axis of a grid. When referring to the grid coordinates within Counterpoint documentation,
color refers to the first axis of a grid.

Color names
The names of the individual colors (e.g., Red, White, Blue, etc.) entered on an item grid.

Color tag
The heading that describes the set of color names (e.g., “Color”).

Column (field)
One or more characters representing a single piece of data. Iltem number is an example of data
stored in a column.

Command
A menu item that displays a NCR Counterpoint form or starts a particular task or function. An
instruction entered at a command prompt that executes a program or performs a function.

Commission
The amount of money due to a sales rep when the sales rep is given credit for a sale.

Commission code
A user-defined code that can be assigned to a sales rep to determine the commission method
and percentage paid to the sales rep for selling an item.

Commissions due
The amount of money to be paid to a sales rep that is given credit for a particular sale.

Company
A financial or commercial entity. In CounterPoint, each company is a separate database that
contains all of the data for that company.

Commit
To allocate (commit) inventory to a transaction (e.g., an open order, ticket, adjustment, etc.).

Component
An inventory item included in a kit.

Constraint
Rules regarding values allowed as entries for a column.

Control
Any object that enables you to interact with data or perform an action.
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Control information
Setup information that controls global Counterpoint behavior.

Cost
The amount you pay to a vendor for purchase of merchandise.

Cost correction

A special distribution generated by inventory transactions. Cost correction entries use an item’s
average cost to adjust your G/L when on hand quantities are negative. This ensures that there
is no discrepancy between your actual stock and book records of stock.

Cost of goods sold
Cost of merchandise less any discounts, but including transportation and alteration costs.
Cost of goods sold = merchandise — (discounts + transportation + alteration costs)

Cost method
The process that Counterpoint uses to determine the cost of each inventory item. Counterpoint
currently supports only the Average cost method.

Counting a drawer
The process of recording the amount of cash and other payment types in a drawer. Normally,
the drawer is counted at the end of each business day.

Counterpoint Subscription Service (CSS)

The Counterpoint Subscription Service (CSS) keeps your Counterpoint system up-to-date
automatically. Our talented development team is constantly adding new features to
Counterpoint — and correcting flaws, too. So, with CSS, you receive all feature enhancements
(“updates”) and corrections as they are added to CounterPoint, along with updated
documentation supplements when applicable.

Credit
The power or ability to obtain goods, services, or money in exchange for a promise to pay later.

The right side of an account.

A credit entry is an entry to the right side of any G/L account. Credits will normally be increases
to liability accounts and decreases to asset accounts. They may also be increases to income
accounts and decreases to expense accounts.

Customer
A person or company who buys goods and services from your company.

Data-aware control
A column whose definition and value are obtained from the data dictionary. Values for non-data-
aware controls are supplied by the program.

Database
A collection of data organized into tables that contain row (records) and columns (fields). NCR
Counterpoint stores all data for each company in a separate database.
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Data Dictionary
Definition of each table, each column within a table, and the indexes for the table.

Default
An entry that Counterpoint uses automatically unless otherwise specified. Default values can
always be overridden. They are provided solely to simplify and speed up data entry.

Demand forecast
Estimate of expected demand over a specified future period. Also called forecast demand.

Desktop
The visual work area that functions as a background to your Windows® applications. Desktops
generally contain icon shortcuts to applications, documents, and the Recycle Bin.

Dialog box
A temporary rectangular window that appears on the screen to explain the feature you'’re using,
display relevant information, or request information.

Discount
Represents a reduction in the price of an item.

Discount item

An item that is assigned the Discount item type, which results in a negative price when the item
is sold. Example discount items are coupons or credits that reduce the sale amount. Discount
items are miscellaneous items; on hand and committed quantities are not tracked. A description
for Discount items can be entered when sold.

Distributions
G/L accounting transactions created during posting.

Document
A collection of data that represents a printed form (e.g., a P.O., a sales ticket, or an order).

Drawer
A physical or logical place to track money received at point-of-sale.

Drawer fund
The amount of money left in a drawer after the drawer has been closed. The drawer fund is
typically used to provide startup money (change) for the next business day.

Drag and drop

A technique for moving objects with the aid of a mouse. To drag an object, press and hold the
mouse button, while moving the object to its desired location. To drop the object, release the
mouse button.
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Drop-down list box
A box that displays a default choice along with an option to open to a pre-defined list of
additional choices.

Drop Ship
Process that allows shipping of items sold directly to the customer from the vendor.

Dun
A demand for payment of a bill or account.

EDC (Electronic Draft Capture)
An automatic method of authorizing, balancing, and settling credit card transactions entered on
a Point of Sale workstation. Check verification/guarantee is also supported by the EDC process.

Edit list
A report that lists unposted transactions. Edit lists are generally used to review transactions for
accuracy prior to posting.

Ellipsis
A "3-dot" mark indicating that additional information is available or must be entered in a pop-up
window or dialog box.

Employee discount
A reduction in selling price on merchandise sold to an employee.

Ending inventory
Merchandise on hand at the end of an accounting period.

Event
A record of a final update or posting process.

Exception reporting

Reporting that only includes information not meeting established criteria. For example, if you
plan to sell between 2% and 5% of your inventory per week, then exception reporting would
allow you to report on sales outside your criteria limits (e.g., sales that fell below 2% or rose
above 5%).

F.O.B. (Freight On Board)
A shipping term indicating that freight charges are included to the specified destination.

Factoring

The process of buying invoices from a business at a discount. If one of your vendors factors
their invoices (i.e., sells them to another company at a discount to obtain payment more
quickly), then you will need to send payment to a company other than the one listed as the
vendor on the P.O.

Filter

A set of user-defined criteria that restricts the results of lookups and reports to those records
that meet the conditions defined by the filter. User-defined filters can include a single condition
or a complex combination of criteria.
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Finance charge
An amount charged to a customer’s account because of past due invoices.

Fiscal year

Any accounting period that contains one of the following:
52 weeks

13 four-week periods

calendar year (Jan 1 — Dec 1)

any 12-month period

Fixed button panel

The grid of buttons that appears under the main button panel in Touchscreen Ticket Entry.
These buttons always appear in Touchscreen Ticket Entry, regardless of which button page you
are viewing.

Forecasting

Forecasting is the activity of estimating the quantity of product that consumers will purchase.
Forecasting is also the estimation of the value of a variable (or set of variables) at some future
point in time.

Form
A window or screen that appears when a menu selection is run.

Form feed
The capability of most printers to automatically feed paper to the top of the next page.

Functions
Forms/windows/dialog screens that perform specific activity.

G/L (General Ledger)

The collection of all balance sheet, income, and expense accounts used to keep a business’s
financial records. A component of a third-party software package that maintains accounting
records.

Gift card
A transferable store credit sold to one customer with the expectation that it will be redeemed by
another.

Gift card code
An identifier for each gift card that is sold. A gift card is tracked until the gift card is fully
redeemed.

Grid

A table or matrix of the available combinations of characteristics for an item, such as color, size,
pattern, width, length, and so forth. Grids in NCR Counterpoint may be one-dimensional (e.g.,
color only), two-dimensional (e.g., color / size), or three-dimensional (e.g., color / size / pattern).

Grid cell
The intersection of three dimensions (e.g., color, size, and pattern) in an item grid. Also referred
to as a color / size / pattern combination.
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Gridded item (Grid tracking method)

An item that is assigned the Gridded tracking method, which indicates that the on hand quantity
of the item is tracked by various combinations of characteristics such as color, size, style, and
so forth. Prices can also be set differently for each cell of a gridded item.

GMROI (Gross Margin Return On Investment)
A numerical indicator of the company’s return on its investment for an item or group of items.
GMROI measures the profitability of a company.

Gross profit (margin)
Represents the difference between an item’s price and cost.

GP% (Gross Profit %)
The gross profit divided by the price.

HelpDesk
NCR HelpDesk provides telephone support to NCR-authorized resellers.

Highlight
A visual indicator showing that an object or text is selected. Highlighted information usually
displays in a different color or in reverse video (usually dark text on a light background).

Hub
The central repository of data for a company in a Multi-Site Counterpoint configuration.

Icon
A small picture that represents a program, document, menu selection, or other object.

Inactive
The state where an object (e.g., a window, checkbox, etc.) is unavailable. For example, an
inactive checkbox would appear grayed out and you would not be able to check it.

Inactive window
Any window in an inactive state. You can’t enter or edit data in an inactive window.

Inventory

1. The actual merchandise on hand for sale to customers in the ordinary course of business

2. The value of merchandise on hand at cost or retail

In CounterPoint, inventory refers to information about the quantities of an item within a particular
location.

Inventory adjustments

An increase or decrease made to inventory to match an item’s actual on hand quantity.
Adjustments are typically recorded to account for breakage, theft, loss, incorrect receivings,
overshipments, and so forth.

Inventory cost
The actual or average value of on hand merchandise.

10
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Inventory item
An item that is assigned the Inventory item type indicating that on hand and committed
guantities are tracked.

Invoice
A document denoting money owed from one entity to another.

Invoicing
The process of creating an invoice.

Iltem
A product or service that may be sold to customers. Items are represented by a unique item
number.

Item tracking method
A characteristic of an item denoting how that item’s quantities are stored and recorded.
Counterpoint tracking methods include Normal, Always serial, Sometimes serial, and Grid.

Item type

A characteristic of an item denoting whether or not item quantities are tracked and how
Counterpoint treats sales of the item. Counterpoint item types include Inventory, Non-inventory,
Service, or Discount. The term “miscellaneous item” refers to Non-inventory, Service, and
Discount type items (i.e., items whose quantities are not tracked).

Join
A cross-reference between two tables that have one or more columns in common.

Journal
A report that can be printed automatically during the posting of a variety of documents, including
tickets, inventory adjustments, transfers, purchase requests, and receivings.

Jump (hyperlink)
Any icon or text which, when clicked, navigates you to another location (or window).

Kit

A single inventory item that is constructed from other inventory items (components). For
example, you might define a kit called “Toolbox set” that includes a toolbox, a hammer, a
wrench, and a screwdriver. You could then sell the “Toolbox set” as a single item.

Label
A customizable printed document. In CounterPoint, label jobs determine the data that prints on
a label, including format and font size.

Label code

A code that allows you to group items for purposes of label printing. Each item in Counterpoint
may be assigned a different label code, and printing of item labels can then be filtered for items
with specific label codes.

11
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Label file

A label file specifies the placement and formatting of fields on the label. Several pre-defined
label files (*.Ibl extension) are supplied with NCR Counterpoint. NiceLabel Pro is required to
create or modify label files.

Label job
A label job defines the label file, query file and default printer for the labels. A label job is always
specified when printing labels.

Label query

A .sql file that contains a query for use by a label job. The query selects the appropriate data
from the database. User-entered filters are applied to data returned by query. Several pre-
defined queries are supplied with NCR Counterpoint.

Landed cost

The final cost per unit of items received into inventory.
Landed cost = (Purchase cost + freight cost + miscellaneous charges) + quantity
received

Last cost
An item’s cost as of its most recent purchase.

Layaway
A method of deferred payment in which merchandise is held for the customer until it is
completely paid for. The customer makes periodic payments towards the price.

Lead time
Time between placing an order and receipt of goods.

Line item
A single item on a ticket, order, or P.O.

Line item entry panel
The area of the Touchscreen Ticket Entry form that displays each line item you enter on a ticket.

Line tax
The sales tax associated with a line item.

List box
A box that displays a list of available choices.

Location (warehouse)
A physical or logical place where inventory is kept or tracked; can also be used for pricing
location.

Location group

Multiple stocking locations that are grouped together for reporting, ordering, or taking
markdowns. A location group can contain an unlimited number of locations.

12
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LookUp
A Counterpoint feature that allows you to look up and retrieve information from your
Counterpoint data files.

Magnetic Ink Character Recognition (MICR)

The process of check authorization in which data on a check is read by a MICR device and
transmitted to CounterPoint, which sends the data to the check processor. MICR processing
eliminates manual data entry and is less error-prone.

Magnetic Stripe Reader (MSR)
A device that converts the information contained in the magnetic stripe of a credit card into data
that can be transmitted to Counterpoint as keyboard input.

Main button panel

The grid of buttons that appears to the left or right of the line item entry panel in Touchscreen
Ticket Entry. The buttons that appear in the main button panel depend on the button page that
you choose.

Main menu
The collection of commands that provide access to NCR Counterpoint forms and reports. The
main menu can be displayed in the Explorer, Tree, Button, or Standard menu style.

Management history
Historical daily summary figures for workstations, categories, payments, users, sales reps, and
taxes.

Mapping values
"Link" between what is stored in the database and what displays as the associated description.
For example, the value “I” has a mapping value of “Inventory”.

Margin (gross profit)
The difference between an item’s price and cost.

Markdown

A reduction in the original retail price, primarily taken for clearance of broken merchandise, prior
stock, or to meet competition. Discounts given at the time of sale (including those for items on
sale) are not markdowns.

Markup
Upward revision of the original retail price, resulting in a price higher than the original price.

Menu
The list of commands that display when you click on the menu bar or other toolbar.

Menu bar
The collection of pull-down menus that appear across the top of many Counterpoint forms.

Menu code

A set of standard or user-defined commands (i.e., menu items). Menu codes allow you to limit
users to only the commands they need and ensure that they cannot access areas of
Counterpoint that are not relevant to their work.

13
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Menu item
A standard or user-defined command that appears on the main menu. Menu items allow you to
access maintenance form, view forms, reports, and other functions within CounterPoint.

Message box
A pop-up window that displays a specific message.

Minimum order
The smallest sale permitted by a manufacturer or wholesaler (vendor). Minimum orders can be
defined by units, dollar amounts, or weight.

Miscellaneous charge
An additional charge that is not normally included in the price of an item, such as a fee for
shipping or handling.

Miscellaneous item

A term referring to all items for which on hand inventory isn’t tracked. Miscellaneous items
include Non-inventory, Service, and Discount items. The on hand quantity of a miscellaneous
item is always zero.

Modal form
A form that does not permit access to a different form while the modal form is open.

Model stock
The desired inventory stocking level for each cell of a gridded item. Model stock can be defined
separately for each location.

Module
A section of Counterpoint that provides specific functionality, such as Customers, Inventory,
Point of Sale, etc.

Monthly history
Historical figures broken down into monthly summary totals using calendars.

Multi-location
Refers to a company that uses multiple locations to track inventory.

Multi-Site

A Counterpoint configuration that allows a central site (called the Hub) to collect and process
data from multiple remote sites (called Remotes) that are part of the same Counterpoint
company. The Hub and each Remote site processes the data and sends changed information
back and forth to other sites in order to keep data synchronized.

NCR CP Gateway

A service offered by NCR that allows you to obtain credit card authorizations from your
processor using the Internet, rather than a dial-up connection. NCR CP Gateway is faster and
more reliable than dial-up communications and can provide 2 second authorizations.

14
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Net terms
Terms calling for the billed amount of the invoice, with no discount allowed.

Non-inventory item

An item that is assigned the Non-inventory item type, which allows you to enter the price and
description at the time of sale. Non-inventory items are miscellaneous items; on hand and
committed quantities are not tracked.

Normal item (Normal tracking method)
An item that is assigned the Normal item tracking method, indicating that the item is not tracked
by serial number or grid.

Numeric
A value that is expressed in numbers.

Object
Any of an application’s distinguishable components (such as windows, text boxes, check boxes,
message boxes, etc.)

Offline
1. Refers to devices that aren’t connected to the central Counterpoint system but are
associated with its operation (e.g., an offline workstation)

2. Refers to equipment or devices that are powered on but are in a “not-ready” state

OLE (Object Lining and Embedding)
A Windows® standard method for inserting and embedding objects in Windows® applications

On hand
Inventory that is physically present.

On-the-fly
The ability to add information to the database from within other areas of CounterPoint. For
example, you can add a customer on the fly while entering a Point of Sale ticket.

On order
Merchandise that has been ordered from a vendor but not yet received.

Open
An order, P.O., transfer in, or transfer out in an incomplete state. For example, an open P.O.
refers to a purchase request that has been posted, but has not yet been fully received.

Open item
1. A type of customer whose account balance is determined by keeping individual document
detail and applying payments to specific documents

2. A specific A/R document (e.g., an invoice, finance charge, debit memo, payment, etc.)
showing an individual transaction that occurs for an Open item customer

15
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Open-to-buy

Denotes the amount of money available for merchandise purchases, stated in terms of retail
dollars. At the beginning of a period (usually a month), open-to-buy would be the amount of
planned purchases for that period. Interim open-to-buy is calculated by deducting from the
period’s planned purchases the amount of merchandise already received and the retail amount
of POs planned for delivery within the period.

OPOS (OLE for point-of-sale)
OPOS (OLE for point-of-sale) is the industry standard for accessing equipment. OPQOS devices
require software drivers in order to work with Windows®.

Options
Optional modules that may be purchased separately to enable additional functionality in
Counterpoint (e.g. Serial Numbers, Receivables, etc.).

Order
A request or instruction to buy, sell, or supply goods or services.

Original retail price
The first retail price at which merchandise is offered for sale.

Overage
1. The amount by which a physical inventory exceeds book inventory

2. The amount by which the actual drawer amount exceeds the reconciled amount at the time
the drawer is closed

Overbought
The condition where a buyer has committed to purchases exceeding the planned purchase
allotment for a merchandising period.

Packing slip
A contents list (or a copy of the invoice) included with a shipment.

Password
A word or string of characters assigned to specific user or group of users to provide access to
CounterPoint.

Path

The location of a file in relation to drive and directory. For example, the path of a file named
Counterpoint.exe on drive C in the NCR Systems sub-directory of the Program Files directory is
C:\Program Files\Radiant Systems\\Counterpoint.exe.

Pattern
One axis of a grid. When referring to the grid coordinates within Counterpoint documentation,
pattern refers to the third axis of a grid.

Pattern names
The names of the individual patterns (e.g., Striped, Solid, Mixed, etc.) entered on an item grid.
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Pattern tag
The heading that describes the set of pattern names (e.g., “Pattern”).

Pay codes

User-defined type of tender that a company accepts as payment for the goods and services it
sells. A different pay code should be defined for each type of tender that (1) is accepted at this
store and (2) you want to track separately. Available pay code types are: A/R charge, cash,
check, credit card, debit card, gift certificate, store credit, EBT food stamps, and loyalty points.

Payment
Money received from a customer to pay his or her bill. Counterpoint supports multiple pay codes
for different types of payments.

Period
A specified contiguous interval of time, such as a week or a month.

Peripheral devices

Hardware devices used in conjunction with your point-of-sale workstation. Counterpoint
supports a number of peripheral devices, including printers, cash drawers, barcode scanners,
modems, card readers, check readers, customer displays, and PIN pads.

Physical count
The process of physically counting your inventory (also called “physical inventory” or “taking
inventory”).

Picking ticket

A list used to physically gather items prior to shipment. Picking tickets normally include
customer and item information, including bin location, quantity ordered, and a place to write the
guantity being shipped.

Picture mask
Formatting rules for user-entered values in a column.

Planned sales
Anticipated sales for a given period of time based on trends and planned increases over a
period of time.

P.O. (Purchase Order)
A document that serves as a record of agreement made with a vendor that includes items
purchased, cost, discount terms, and shipping method.

Point of Sale
The Counterpoint module that allows a computer workstation to ring up tickets, take order, and
otherwise perform cash register functions.

Point of Sale security code

A set of security settings that determines the actions that a specific user or group of users is
authorized to perform in CounterPoint’s Point of Sale module.
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Post (process)

To move transactions from a temporary file (transaction file) to a permanent file, updating all
related files (e.g., history files). In CounterPoint, posting is a non-cancelable activity that usually
creates accounting distributions.

Posting event
Any action that results in the posting of transactions to the Counterpoint database.

Price
What a customer would pay to buy a particular item from you, or what a customer actually paid
for an item.

Price-1
Represents the retail price for an item. Typically, Price-1 is the highest price at which an item is
sold.

Price Rule
A special pricing structure that combines the item being sold with additional elements of the sale
to determine the selling price.

Pricing unit
The unit of measure by which an item is priced.

Prior stock
Stock that has been in inventory for more than six months.

Profile field
A code, date, numeric, or alphanumeric field that allows you to record additional information
about items, customers, and vendors.

Profit
Income after all costs, expenses, and taxes have been deducted.

Profit center

1. A division or department of a company used to track revenue and expenses
2. A segment of the G/L account number used in generating distributions
Profit center method

The criteria that Counterpoint uses to determine the profit center (or sub-account) to which
various types of distributions are posted.

Profit percentage
The difference between the cost of an item and its price, expressed as a percentage value.

Promotion
A special item price available for a limited period of time.

Protected fields

Fields that can only be changed by users for whom the “Allow protected changes” check box is
enabled in their system security codes.
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Purchase order
A contract with a vendor to provide specified merchandise.

Purchase request
An unposted purchase order. A purchase request authorizes a vendor to ship your requested
merchandise. When posted, purchase requests become purchase orders.

Purchasing
A Counterpoint module that allows users to enter and post purchase orders and receivings.

Quantity discount
A reduction in price based on the size of the sale.

Quick transfer
A document that facilitates the transfer of some quantity of a single item from one location to
another. Quick transfers require less data entry than full transfer documents.

Radio button

A group of buttons that allows you to turn an option on or off. When one button is selected (i.e.,
the control is filled) all of the other buttons in the same group are deselected (i.e., the control is
empty).

Reason code
A record describing the reason for a special activity in Counterpoint (e.g., a product return or
price override).

Receivables
1. A Counterpoint Option that allows you to track amounts owed to you by your customers due
to charged purchases

2. Monies owed to you by customers who have deferred payments

Receiver
A document that details the receipt of merchandise ordered from a vendor.

Recycle bin

The desktop icon that is a shortcut to a hidden Windows® directory (called Recycled) that
contains deleted files.

Register

1. To license a product (register) with the developer

2. A workstation where order or ticket entry is performed
Regular price

A reference price, often the suggested retail price, which is entered for an item and used in
printing labels.

Relieve
To remove quantity from inventory due to an adjustment, sale, etc.
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Reorder point
That point at which time a stock replenishment requisition would be submitted to maintain the
predetermined or calculated stocking objective.

Retail price
Typically, the highest price at which an item is sold.

Return
A Point of Sale transaction in which a customer gives back a purchased item in exchange for
the amount the customer paid for the item.

Returns to vendor
The process of returning to a vendor any items that were previously received on a PO. A
document authorizing the return of items to a vendor.

Revenue (sales)
Income produced by a company.

Row (record)
A group of one or more related columns in a table. An item record is an example of data stored
in a row.

Safety stock
Level of stock that is maintained to buffer against stock-outs. Safety stock provides protection
against running out of stock during the time it takes to replenish inventory.

Sale
A Point of Sale transaction in which a customer exchanges an agreed amount for an item.

Sales rep
A type of user for whom sales activity and commission information is tracked.

Sales tax

An additional charge levied on the sale of goods and service, usually calculated as a
percentage of the purchase price. Sales taxes vary according to the taxable status of the
merchandise and customer and can differ according to location.

Satellite
A remote site in a Multi-Site configuration.

Scroll
To move through text using scroll bars or arrow keys (up, down, left, or right) in order to see
parts of the file or list that don't fit in the window.

Seasonal merchandise
Merchandise purchased for specific seasons (e.g., swimwear, summer and winter clothing,
outdoor furniture, etc.).

Security

Measures taken to prevent unauthorized or improper use of CounterPoint, such as the use of
passwords and security codes.
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Security codes

User-defined settings that control whether a particular user or group of users can perform
various activities in CounterPoint. You can define system security codes and Point of Sale
security codes.

Serial number

A number that uniquely identifies a unique unit of an item. Serial numbers are used track
specific items from acquisition to sale to history. Serial numbers can only be assigned to
serialized items.

Serialized item
An item that is assigned a tracking method of Always serial or Sometimes serial. Serialized
items can be tracked by unique serial numbers.

Service item

An item that is assigned the Service item type. Service items usually represent labor or service-
type work. Service items are miscellaneous items; on hand and committed quantities are not
tracked. You can enter a description for Service items at the time of sale.

Settlement
The act of completing a credit card transaction.

Ship-to address
An address to which ordered merchandise is sent. You can assign an unlimited number of ship-
to addresses to each customer record in CounterPoint.

Ship-via code
A code that identifies a particular shipping method that you or your vendors use to transport
items.

Shortcut key (accelerator key)
A function key or key combination (e.g., F1 for Help or Ctrl+C for Copy) that executes a specific
command or moves the current focus without using the mouse.

Shrinkage

The difference between actual stock and book records of stock. Shrinkage represents the
aggregate of errors in stock record keeping, plus actual losses of merchandise through theft,
breakage, etc.

Site

A computer or computer network that runs a copy of Counterpoint and that maintains an entire
copy of the company database or a subset of the company database. Sites are typically the
stores and the home office.

Size
One axis of a grid. When referring to the grid coordinates within Counterpoint documentation,
size refers to the second axis of a grid.

Size names
The names of the individual sizes (Small, Medium, Large, etc.) entered on an item grid.
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Size tag
The heading that describes the set of size names (e.g., “Size”).

Sometimes serialized item (Sometimes serial tracking method)
An item that is assigned the Sometimes serial item tracking method, which accepts but does not
require a serial number for every unit of the item.

Special order
A type of order usually entered for items not generally kept in stock, especially those ordered by
you from your vendor for a particular customer. Special orders do not commit inventory.

Standard cost
A cost method in which items are valued at a typically fixed cost. The standard cost of each item
is defined in the inventory record and isn’t changed by the sale or receipt of items.

Statement

A notice sent to a customer describing monies owed. Statements may include details of
invoices, payments, credit memos, debit memos, and/or aging along with the current balance of
the account.

Station (register)
A workstation at which tickets and orders are entered and other cash register functions are
performed.

Status bar
A horizontal information bar located at the bottom of a window.

Stocking unit
The unit of measure by which an item is kept (stocked) in inventory. Quantity on hand is
expressed in stocking unit.

Store

A single physical or logical place that sells merchandise, tracks sales activity and retains sales
history. Special configuration options may be defined for each store to tailor the way order or
ticket entry operates, while still allowing all stores to update a central database that is shared by
all stores.

Store credit

Represents money that is owed to a customer by the merchant. A merchant normally issues a
store credit (also called a “due bill”) when a customer returns merchandise that is not eligible for
a refund. Store credits can be redeemed (tendered) by the customer at a future time for
purchases.

Sub-category
A specific classification within an item category that further defines the characteristics of a group
of items.

System security code

A code that allows you to grant or restrict user’s access to various areas of CounterPoint,

through a variety of setting. Use system security codes to assign menu codes and various
authorizations to groups of user, and to define the valid transaction dates for those users.
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Table (file)
A collection of rows that contain similar information. For example, the Item table contains data
for all of your inventory items.

Tag
1. A physical label attached to merchandise for sale (hang tag).

2. Avirtual label" that allows you to capture label printing information for items involved in an
event such as receivings, and then printing the labels from the tag information when you are
ready.

Tag source
Posting activity that created a tag.

Tax
An amount levied on an item at the time of sale for the support of national, state and/or local
government.

Tax authority

An entity, such as the state or county, for which sales tax is collected at the time of sale. Each
tax authority comprises one or more tax rules that define individual sales taxes the authority
collects.

Tax category
A group name assigned to any item(s) that require the same special handling for taxes.

Tax code
A group of one or more tax authorities that collect sales tax. Typically, each tax code includes all
of the tax authorities that collect sales tax in a specific geographical area.

Tax rule

A logical definition that represents a specific sales tax that a particular tax authority can assess.
Each tax rule includes percentage rates or a per-unit amount that determines the amount of
sales tax charged for each ticket line to which the rule applies. Tax rules also include settings
that determine when and how sales tax is applied.

Taxable amount
The per unit amount of an item’s price to which a tax rule can be applied.

Template customer
A customer record that determines the default values for new customers.

Template item
An item record that determine the default values for new item records.

Tender
Any form of payment that is offered to purchase goods or services.

Terms

Terms determine payment requirements for an invoice. For example, terms of 2/10, net 30
indicate that an invoice paid within 10 days receives a 2% discount. Otherwise the undiscounted
amount must be paid within 30 days.
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Text box
A box where you view or enter text.

Ticket
Any type of document assigned a ticket number in the Point of Sale ticket entry screen.

Ticket Entry
The Point of Sale form that allows users to complete sales and returns.Ticket history
Detailed historical records of tickets that were posted in Point of Sale.

Ticket tax
The total tax amount for one ticket or order.

Title bar
Solid color bar at top of each form (window) that shows the name of menu selection.

Toolbar
Row of shortcut buttons, usually at the top of a form.

Toolbar scheme
The format and layout of the Counterpoint toolbar. You can choose the Default, Simple or V7
formats.

Top button panel
The strip of buttons along the top edge of the Touchscreen Ticket Entry form. These buttons
always appear in Touchscreen Ticket Entry, regardless of which button page you are viewing.

Top-level directory
The shared directory on a Counterpoint database server that holds system-level files.

Totals panel
The area that displays various ticket-related totals under the line item entry panel in
Touchscreen Ticket Entry.

Transaction
A completed record in a file that involves the exchange of goods, products, or services.

Transfer in
A transaction that signifies the movement of inventory items into a given location.

Transfer out
A transaction that signifies the movement of inventory items from a given location.

Transfer reconciliation
A procedure that accounts for differences between what was shipped and received between
locations.

Turn rate

A measure of how quickly your inventory sells. For example, a turn rate of 6 would indicate that
you sell your merchandise quickly enough to replace it six times per year.
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Unallocated
A purchase request or P.O. of which the goods ordered are intended for delivery to a single final
location.

Unit
1. A quantity of one

2. Afixed quantity used as a standard for entering other quantities. For example, the stocking
unit for an item might be EACH, but you might receive an item from your vendor by the
alternate unit CASE.

Update

The periodic release of feature enhancements and corrections as they are added to
CounterPoint. Counterpoint updates are available for download to customers who subscribe to
the Counterpoint Subscription Service (CSS).

Upgrade
The process of importing data files into Counterpoint from an earlier version of NCR Systems
software or from other accounting software vendors.

User
Anyone who uses Counterpoint software.

User ID
A name or code with which a user logs in to CounterPoint

Vendor
A company or person from whom your company purchases merchandise.

Vendor item
A unique combination of a vendor and an item used to keep track of information related to
purchasing this item from this vendor.

View
Way to look at data from one or more tables in a database.

Vouchering
The process of creating an Accounts Payable voucher (a record of what is owed to a vendor) for
items received from and invoiced by a vendor.

Window (form)
A rectangular, framed area on your screen that displays an application, form, or document.

Wizard
A standard Windows® tool that asks you questions in order to assist in creating new objects.

Workgroup
A workgroup is a logical grouping of users. Workgroups allow multiple sites to run from the
same database.

Workstation
A computer where the Counterpoint software is being run.
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Writeoff
Any portion of a customer’s unpaid invoice balance that is forgiven (marked as no longer owed).

Year

An accounting period as defined in CounterPoint, including its subdivision into seasons, months,
and weeks. Most often, the year is defined by your company’s fiscal year or as a calendar year
(January 1 through December 31).

Zoom

A zoom is a feature in Counterpoint that allows you to display additional information for an item,
customer, etc.
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Appendix 1: Item Profiles and Attributes

Use this worksheet to define your company’s item profiles and attributes.

Code profile

Display label

Codes

Code profile 1

Code profile 2

Code profile 3

Code profile 4

Code profile 5

Date profile

Display label

Date profile 1

Date profile 2

Date profile 3

Date profile 4

Date profile 5

Numeric profile

Display label

Numeric profile 1

Numeric profile 2

Numeric profile 3

Numeric profile 4

Numeric profile 5

Alpha profile

Display label

Alpha profile 1

Alpha profile 2

Alpha profile 3

Alpha profile 4

Alpha profile 5

ltem Attribute

Display label

Codes

Attribute 1

Attribute 2

Attribute 3

Attribute 4

Attribute 5

Attribute 6
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Appendix 1: Customer Profiles

Use this worksheet to define your company’s customer profiles.

Code profile Display label Codes

Code profile 1

Code profile 2

Code profile 3

Code profile 4

Code profile 5

Date profile Display label Alpha profile Display label
Date profile 1 Alpha profile 1
Date profile 2 Alpha profile 2
Date profile 3 Alpha profile 3
Date profile 4 Alpha profile 4
Date profile 5 Alpha profile 5
Numeric profile | Display label

Numeric profile 1

Numeric profile 2

Numeric profile 3

Numeric profile 4

Numeric profile 5
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Appendix 1: Purchasing Profiles and Misc Charges

Use this worksheet to define your company’s purchasing profiles and miscellaneous

charges.

Code profile

Display label

Codes

Code profile 1

Code profile 2

Code profile 3

Code profile 4

Code profile 5

Date profile

Display label

Date profile 1

Date profile 2

Date profile 3

Date profile 4

Date profile 5

Numeric profile

Display label

Numeric profile 1

Numeric profile 2

Numeric profile 3

Numeric profile 4

Numeric profile 5

Alpha profile

Display label

Alpha profile 1

Alpha profile 2

Alpha profile 3

Alpha profile 4

Alpha profile 5

Misc Charge

Display label

Account

Misc charge 1

Misc charge 2

Misc charge 3

Misc charge 4

Misc charge 5
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Appendix 1: Ticket Profiles and Misc Charges

Use this worksheet to define your company’s ticket profiles and miscellaneous charges.

Code profile

Display label

Codes

Code profile 1

Code profile 2

Code profile 3

Code profile 4

Code profile 5

Date profile

Display label

Date profile 1

Date profile 2

Date profile 3

Date profile 4

Date profile 5

Numeric profile

Display label

Numeric profile 1

Numeric profile 2

Numeric profile 3

Numeric profile 4

Numeric profile 5

Alpha profile

Display label

Alpha profile 1

Alpha profile 2

Alpha profile 3

Alpha profile 4

Alpha profile 5

Misc Charge

Display label

Account

Misc charge 1

Misc charge 2

Misc charge 3

Misc charge 4

Misc charge 5
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 1: Overview

Change the Sales Rep to MGR2 for each of your A/R customers, assigned to the EAST
Store, who have a balance greater than $100.00.

Select Customers > Customers.
Click %| to open the Customer Filter.
Right-click the filter form and select Customize.

Customize the filter so that only customers assigned to the EAST Store, with a balance
more than 100 are selected.

@ Customer Filter

v Customer # between <7 and <% and
v Mame containg <7 and

W Stare 15 [exactly] EAST and

v| Balance mare than 100

aK Lancel Clear Load Options > Help

For the selected customers, change the assigned Sales Rep to MGR2.

(You can do this one customer at a time, or use Table View and change multiple records
at once.)
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 2: Point of Sale

Scott Thomas enters the store and selects the following quantities and items for
purchase:

1 Each ADM-TL3

2 Sleeves DUN-DDH

1 Shirt Blue Medium

You are user POS1. Be sure to clock-in. Process his purchase, giving him a 10%
discount on the golf club. He will charge the purchase to his account.

Select Point of Sale > Tickets > Touchscreen.

Login as user POS1. Click i and clock-in.

o

Fember
Click 222 | and select Scott Thomas.

Sell the item ADM-TL2.

Price Overide

) ) ) More »» Item
With the item ADM-TL2 selected, click ,then Functions | than

Enter the 10% discount for the golf club. Use the reason MGR for the override. User
POS1 is not authorized to do price overrides, so have user MGR complete the override.

Sell the item DUN-DDH. Change the quantity to 2 and select the unit Sleeve.

Sell the item SHIRT. Select a quantity of 1 Blue Medium.

%

. Pay »> &/ ]
Click then selectl_____ "~ and place the ticket’s balance on Scott

Thomas’s account.

Complete the ticket.
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 3: Defining Items

Create a discount item that provides $2.00 off of a purchase. You want to be able to
enter a description of the item the discount was given on, and you only want this
discount to be available at the MAIN Store.

Select Inventory > ltems.
Add a new item with an item type of Discount and a tracking method of Normal.
Enter <Enter discount item here> for the description and 2 for Price-1.

Create a new Category and Sub-category called DISC for discount items.

o
BQEH+XBLE <> P30 @G |9
Item number I'IDUUU? H@ Quto-assignl Item type IDiscount VI
[iescription |<Enter dizcount item here.» Tracking methad INormaI 'l
Main | Description | Units | Profies | Serialized | Other | (ol x|

Frice-1 [2.00 = = - ) )
Requarpice| -+x®@ “ >‘p$D‘D§ RQ

Last cost / COS% IU.UUDD I Item number I'IDUDD? H@ Auto-assignl Itern type IDiscnunt vl
Tawable [ Dezcription |<Enler discount item here.» Tracking method INormaI vl

Tax categou}l E Main | Description| Units | Profies | Serialized Other I
Category IDlSC E Frice decimals |2 Prompt code 1 I g

Sub-category |D|SC EI Bty decimals IU Prompt code 2 I g
Account code |1 E’ W arranty period 1 I IDays j Prompt code 3 I g
Barcode I Auto-ass Wwarranty periad 2 I IDays j
Priraary vendar I Iﬂ@| Prompt for description [v wfeight I
. Prompt for price I
Wendor's iem i I gl gt B Cube
Prompt for cost [~ )
Stocking unit | EACH
Prarmpt for unit [~
H Prompt for custom fields [7
% Barcodes ||| Inventory ||| Prices ||| Substitute Items ||| Vendor Items Weighed [
Tare weight code I g

Food stamp item [~

@hwentury ;lglilﬁ
On the Other tab, enable | Barcods @B+ X B O E ‘ PIS ‘p 2 lew G- 19 -
Prompt for descrlptlon Item number [100007 [ ]| <Erter discount tem here.» Dieate mventulyl
Lacation [MAIN (12 i stors lscation HbdelBtock
Save the new item. s o]
B[ Stacking urit
%
Click Inventory, and delete all inventory wa
Bin-d
records except the one for MAIN. e erofs
Standard cost |0.00000
NOTE: While Counterpoint does not track S ————
guantity on hand for discount items, you e —
can limit which locations have the discount
item assigned to it. You will also be able to S
run sales reports for discount items. e
- 5]

=
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 4: Defining Customers

Scott Thomas has requested that you change the address you use when shipping items
to him. He wants all other correspondence to continue to be sent to his billing address.

New address:
Scott Thomas
2008 March Lane
Germantown, TN 38138

Select Customers > Customers.

Look up and select Scott Thomas, Customer # 100002.
Ship-To Addreszes

Click

You could enter the new shipping information as the Default, or create a new shipping
address record.

After entering the address information, save the shipping address.
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 5: Inventory Processing

A truck just arrived with the items from Transfer Out # 1000035. You received all items
except COFFEE (it will arrive later). When you processed the item ICE CREAM, it was
melted. Complete all inventory processing steps so that your company’s records
accurately reflect current inventory levels.

Select Inventory > Transfers > Transfer In>Enter.

Click _=Eettansfer | ~nd select Transfer Out # 1000035, Use these settings for the

Select Receiving mode dialog: Set copied lines to “Selected”, Quantity received
defaults to “Expected quantity”, and Unreceived quantity defaults to “Leave on
transfer”. Notice that the inventory is coming from the MAIN location and being received
at the EAST location.

Locate the item COFFEE and set the Qty received to “0” and the New expected to “2”.

Locate the item ICE CREAM, click a and select Enter comments. Record that
the item was melted. (You will still need to record the receipt of the item. You will have to
remove it from inventory later.)

Save the Transfer In. You will see a message that Optional serial numbers have not
been entered. When it appears, close the dialog. (This company only records optional
serial numbers when selling the item.)

Post the Transfer In.

You will need to remove the melted ICE CREAM from inventory. Do this by processing
an Inventory Adjustment.

Select Inventory > Adjustments > Enter.
At Iltem number enter or look up the item ICE CREAM.

Indicate which location will have its inventory reduced. Use EAST, since the Transfer In
was received at the EAST location.

Select Scrap as the adjustment reason code.

Indicate the quantity for which inventory is being adjusted. There was only 1 each of the
ICE CREAM item on the Transfer In, so enter -1.

Use the accounting cost.
Reference Transfer # 1000035.

Post the Inventory Adjustment.
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APPENDIX 2: LEARNING CHECK ANSWERS

Section 6: Purchasing and Receiving

After posting Purchase Requests, you notice that PO # 100078 has a total of $523.46.
Dunlop has a $1000 minimum order requirement, so you will need to increase your order
to reach the minimum. Your manager has approved the purchase of a new item from
Dunlop. Item number DUN-65u, description Urethane Golf Ball, Price-1 3.50 EACH, Cost
1.99 EACH. You will need to order 288 EACH DUN-65u.

Select Purchasing > Purchase Orders > Reissue Purchase Orders.

Beizsue PO

Enter or look up PO # 100078 and click

Auto-assign the purchase request number.
Answer Yes to edit the Purchase Request.

On the Lines tab, enter DUN-65u as the item number. From the “Item not on file”

message, click =i E

and add the new item using the details provided above.
Place an order for 288 EACH.
Save the Purchase Request.

Post the Purchase Request.

10-6



APPENDIX 3: REPORTS SUMMARY

What Report Should | Use?

Counterpoint has a large number of standard reports that are included with the software. The
Counterpoint Reports Handbook shows an example of most of the reports.

You can download the Reports Handbook from
http://www.counterpointpos.com/training/train _viewdoc.htm?file=ReportsHandbook.pdf.

Summary

This is a summary of what report to use to view commonly requested information.

Requested Information Look at this report

Sales Transactions - Sales History>Reports>Sales Analysis By Group — By Store
- Sales History>Reports>Sales Analysis By Group — By Pay Code
- Sales History>Reports>Flash Sales

- Point of Sale>Reports>Journals> Drawer Summary - for Day
Overall Sales

- Point of Sale>Repots>Journals — Z-Tape

Sales Transactions by - Sales History>Reports>Sales Analysis by Group — Ticket History
Group or Product Line — Item

- Sales History>Reports>Sales Analysis By Group — Ticket History
Line — Category

Hourly Sales - Sales History>Reports>Sales Analysis by Group — Ticket History
Analyze by store when to staff and —Hour

when most sales happen

Best Sellers - Sales History>Reports>Sales Analysis by Group — Ticket History
What items sold the most or made Line — Item Number — print Top 10 or more — to see profit, use
the most profit Select columns and position "profit" as the first t the top of the

Visible columns list

Employee Sales - Sales History>Reports>Sales Analysis by Group — Ticket History
— User — use Select columns to add fields you want to see

Customer Sales - Sales History>Reports>Sales Analysis by Group — Customer
number of name

- For detail, Sales History>Reports>By Cust/Item

Loyalty Report - Customers> Reports> Loyalty
Brief shows a rundown of loyalty amount

Full shows a summary of details (e.g., running total, total
redeemed, etc.)
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APPENDIX 3: REPORTS SUMMARY

Requested Information ‘ Look at this report

Promotion Report

Inventory>Reports>ltems on Sale (what's currently on sale)

Sales History>Reports>Sales Analysis by Group — Ticket History
Line — Discount Code (sales discounted by item discount code)

Sales History>Reports>Sales Analysis by Group — Ticket History—
Discount Code (sales discounted by ticket discount code)

Return Report

Sales History>Reports>Sales Analysis By Group — Ticket History
Line — Item Number — use Select columns to add % returned
and/or Qty Returned

May be asking for a way to track returned items —

Inventory> Reports>History — to see items that are returned,
filter transaction type to Returns

Conversion Report

Inventory> Reports>Sell-Through

Sales by date

Sales History>Reports>Flash Sales

Inventory Value

Inventory> Reports>Valuation

Article Activity

Inventory> Reports>Inventory Analysis

Gift Card Report

System>Reports>Gift Cards (or store credits, if gift cards are
created as store credits)

Discount Report

Sales History>Reports>Sales Analysis By Group - Ticket History
Line or Ticket History — Discount code

Repairs Report

Sales History>Reports>By cust/item — filter to repairs item
Sales History>Reports>By item/cust — filter to repairs item

Customer Data Report

Sales History>Reports>Sales Analysis By Group — Customer
number — use Select columns to add fields you want to see

Stock Inventory Report

Inventory> Reports>Inventory Status

Stock Adjustments Report

Inventory> Reports>History — filter transaction type to
Adjustments or Physical Count

Goods in/Goods out

Inventory> Reports>Inventory Snapshot

Stock Movement Report

Inventory> Reports>History

Cash Management Report

Point of Sale>Reports>Journals> Drawer Summary — summary
format for store or company

Banking Report

Point of Sale>Reports>Journals> Drawer Summary — summary
format for store or company

Point of Sale>Reports>Journals> Settlement

Sales History>Reports>Management History — by pay code

E-journal

Point of Sale>Tickets>Edit List — for today, before posting
Point of Sale>Reports>History>Ticket History — after posting
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