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OPTION 631. Print Gift Card List

* To Print the List of All Gift Cards:
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Point-of-Sale Menu

OVERVIEW

The Conveyorware Point of Sale Menu contains all the functions needed for retail sales
management. Cashier register sales, returns, and gift card management are located here.
POS carries standard retail transactions through to the company’s General Ledger.

Use Point-of-Sale (POS) for transactions with both:

e  Take-with Merchandise, and

e Immediate Payment.
Each transaction concludes with a detailed printed receipt. The POS system doesn’t identify
individual customers; all POS sales are recorded to Customer Number 1. For marketing
purposes, however, customer-supplied contact data can be manually input to a non-
integrated file.

Any browser-enabled device can function as a Conveyorware cash register, but POS requires
use of a receipt printer and (connected) electronic cash drawer. Each printer/drawer must
first have an active online sign-on for the register’s output;

Use Option 620 to link the user’s register to the printer.

The system provides Cashier support, as well as accountability. The POS Manager Menu
has secured setup and management functions for registers and gift cards. There are options
for adding and editing localized sales taxes and gift card rules.

POS uses established Vendor Accounts for pay-on-demand cash disbursements, but can also
create a new Vendor Account, through the register, when needed. Vendor payments carry
to Accounts Payable, where POs and Invoices complete the cost-of-goods-sold accounting
cycle.

POS Reports include Cashier Check- In/Out, and Cash Disbursements. More general
Inventory and Sales Reports are located elsewhere in the Conveyorware Main Menu.
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600. Point of Sale Menu

E 3 To Select the Point-of-Sale Menu:

From the Main Menu screen,
> Click on 600 Point-of-Sale Menu, or
> Key command “600,” [Enter].

The Point of Sale Menu appears.
AT FMW  D000000012
Conveyorware Distribution System MENU APU152D3

Point of Sale Menu

Select one of the following:

sbursements n 619. Point of Sale Manager Menu

o - 3 I

90. Signoff
u THIS COLOR = REQUIRED FIELD @
Command

~

Enter l

L
l? Exit Q Prompt | W Refresh| |EA Rotiove @ Cancel Q OptHelp =] optFioweh. Resetl
b,

Point of Sale Menu screen

For users new to Conveyorware, the General Intro chapter describes the softwate’s
conventions and gives priceless navigating help. Reading this first chapter will answer many
questions, and will save much time.

NOTE: The Company Number
window appears each time a Point-of-Sale
(POS) Cashier menu option is selected.
The default Company Number appears, ;
so [Enter]/ [Continue] proceeds to the 0 ¥- /R
next screen.

Enter the Company Number:

100

The Cash Register Number and the
e Regi“:" Drawer Number/Name then appear (for
the three register functions 610 Sales, 611
and Drawer: 1 Vendor Payments, and 612 Returns).
The Cashier’s (User ID’s) most recent
e - iﬂ, - ) ot entries default to these fields. Again,
= [Enter]/ [Continue] proceeds to the next
screen.
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OPTION 601: Cashier Check-in/Check-out

Assign a Cash Register session to a User ID, and document the opening and closing
contents of the cash drawer.

The 636 Cashier Check IN/OUT Report (with or without transaction details) prints out a
summary of each session.

t 3 To Select Cashier Checkin/Checkout:
> 4 Click on 601 Cashier Checkin/Checkout, or
4 Key command “601,” [Enter].

The Company Number window appears:

Enter the Company Number:

hee

g Help ‘? Exit cl J Continue

> View, ot key Company Number, [Continue] (Enter).

The Cashier Checkin/Checkout screen appeats.

FMW D000000012

Conveyorware Distribution System OTC303R

Cashier Checkin/Checkout

Is This an IN or OUT Transaction?:

Register Number...............c..

Total Drawer Amoun t (Checkin Only) :

Q Help i?‘ Exit & Cancel =

Cashier Checkin/Checkout selection screen
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Cashier Check-In

* To Check-In to a Sales Register:
With cursor in the first field, Is This an IN or OUT Transaction?,

> Key “IN”, [Tab]
Up to 3 digits; “In” or “Out” is required.

4 Key Register Number, [Tab]

Up to 3 digits; Specify, numeric only. The Register Number
determines the receipt printer/register for this uset.

> Key Drawer Numbert, [Tab]

Up to 10 digits, alphanumeric. Specify a Drawer Number or the
User’s name. More than one cashier can be assigned to a register;
the drawer segregates the User ID/cashiet’s sales and check-in
amount.

For Check-In Only:
> Key Total Drawer Amount, [Enter].

Up to 8 digits, numeric only, no assumed decimal. Key the
current/starting amount in the cash drawer, adding a decimal,
if needed.

Note: This system assumes whole dollar amounts, in ALL price and amount
fields, unless a decimal is added. Percentage fields also assume whole numbers.

Cashier Checkin/Checkout

Is This an IN or OUT Transaction?: IN
Register ‘Number ool 80 o ont L Dokt 3
DXaWer .« o caecaaneaaseaaesesanaies 16
Total Drawer Amount (Checkin Only) : Poo .00

An error message appears if the specified Cash Register/ Drawer is still/already
IN USE. Resolve the etror, if needed.

The Cashier Checkin Drawer Count screen appears, with a number field for each
coin and bill denomination. The specified Drawer In Amount is displayed at
lower right.
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Conveyorware Distribution System

CASHIER CHECKIN

Coin: Pennies:
Nickels:

Dimes:
Quarters:

Dollar Coin:

Bills:

100%:
Other Bills:

Drawer Out:

9 Help i* Exit & Cancel 'Q Continue

FMW U100000019
OTC303R
Register#: 1
Drawer...: 1
Drawer In: 1ee.00
Enteri
Resei_

Cashier Checkin Drawer Count screen

*

In each denomination field,

To Save a Cash Drawer Count:

Up to 3 digits, numeric. Default is blank; key the number of each

> Key Count, [Tab]
denomination in the drawer.
When completed,
> Press [Entet] to compute.

Conveyorware Distribution System

CASHIER CHECKIN
Coin: Pennies: 50
Nickels: 10
Dimes: 30
Quarters: 80
Dollar Coin:
Total Coin:
Bills: 1$: 16
2§:
5$: 4
1e%: 4
20%: 5
50%:
100$:
Other Bills: .00

Total Bills:

Drawer Out:
@ Cancel

G Help i— Exit yl,j Continue

BALANCED !!! Press Enter to Continue

[ SemmE—

.50
.50
3.00
20.00

24.00
16.00

20.00

40.00
100.00

176.00

FMW U100000019

OTC303R
Register#: 1
Drawer...: 1
Drawer In: 200.00
Over/Under: .20 @
Enterl
el
Resel’

The system displays and adds the values of the cash count in the right-hand

column.

If the drawer count balances with the Drawer In Amount, the message:
BALANCED !!! Press Enter to Continue appears.

> 4 Press [Entet].
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The Drawer count is saved, The User 1D is assigned to the Register Number, and
the 600 Point-of-Sale Menu screen appears.

Options 610, POS Register Sales, 611 POS Cash Disbursements, and 612 POS
Returns are open to the cashier. Check-IN is complete.

o FMW U100000019
Conveyorware Distribution System OTC303R
CASHIER CHECKIN
Register#: 1
Drawer...: 1
Coin: Pennies: | 50 .50
Nickels: 10 .50
Dimes: 30 3.00
Quarters: 80 20.00
Dollar Coin:
Total Coin: 24.00
Bills: 1$: 16 16.00
28:
5%: 1 5.80
10%: a4 40.00
20$: 5 100.60  Drawer In: 200.00
50%:
100%:
Other Bills: )
Total Bills: 161.00 @
Drawer Out: Over/Under: 15.00- .
@ Help Eﬁ* Exit @ Cancel A J Continue Ent§ l'l
— S
OUT OF BALANCE - Try again Resetl
—

1f/When the Drawer Count total doesn’t match the selection screen Total Drawer
Amount, the message:

OUT OF BALANCE - Try again appears.

t 3 To Resolve an Out-of-Balance Cash Drawer Count:
-> Count and enter all denominations again.

The system is limited to two out-of-balance messages.

-> Change the Checkin selection screen Drawer-In amount.
[Cancel] (F12) keeps the Drawer Count and returns to Checkin.

--OR--

-> CAREFULLY count again.

Check-In is not active until the drawer count is verified.
When finished,

> 4 Press [Entet] to save.
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CHECK-OUT

Again, navigate to the Option 601 Cashier Checkin/Checkout screen:

Enter the Company Number:

hee

g Help “'# Exit :IJ Continue

> View, ot key Company Number, [Continue] (Enter).

The Cashier Checkin/Checkout screen appeats.

FMW DO000000012
Conveyorware Distribution System OTC303R

Cashier Checkin/Checkout

Is This an IN or OUT Transaction?:
Register Number. .
Drawer. .

Total Drawer Amount (Checkin Only)

Q Help ‘f Exit @ Cancel Enterl

% To Check-Out of a Sales Register:
With cursor in the first field, Is This an IN or OUT Transaction?,

> Key “OUT”,
Up 10 3 digits; “In” or “Out” is required.

4 Key Register Number, [Entet].
Up to 3 digits; Specify, numeric only.

> Key Drawer Numbert, [Entet].
Up 1o 10 digits, alphanumeric; Specify drawer.

If the designated Cash Register is still/already checked OUT of
use, an etror message appears. Resolve the error, if needed.

The Cashier Checkout Drawer Count screen appears.
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FMW U100000019

Conveyorware Distribution System OTC303R
CASHIER CHECKOUT
Non-Cash: Checks o 000 .00 Registers: 1
Merchant Cards.....: ool 407.40 Drawer...: 1
Other Payment Forms: eee .08
Coin: Pennies: |
Nickels:
Dimes:
Quarters:
Dollar Coin:
Bills: 1$:
28:
5$:
108:
208$: Drawer In: 200.00
509: Disbursed: 80.00-
100%: Net Sales: 1733.10
Other Bills: .09 Drawer Out: 1853.10 @
Drawer Out:
E | Em.eri
Help [’r Exit Cancel | continue
. ~ .
Rese(l
-1

Cashier Checkout Drawer Count screen

The register session’s non-cash receipts are summarized at top. At lower right are display
amount fields for:
Drawer-In: Beginning Drawer Amount

Disbursed: Vendor Invoices Paid
Net Sales: All Sales less All Refunds
Drawer-Out:  Expected Net Total from all transactions

There are, again, active number fields for each coin and bill denomination.

% To Complete the Drawer Count:

In each Denomination field,

4 Key Denomination Count, [Tab]

Up to 3 digits, numeric. The default for each field is blank; key the
count for each denomination in the drawer.

When completed,
4 Press [Entet] to compute.
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Non-Cash:

Coin:

Bills:

g Help

BALANCED !!! Press Enter to Continue

Point-of-Sale Menu

G Distribution Syst FMW U100000019
onveyorware Disi ion System OTC303R
CASHIER CHECKOUT
CheckS.eeecvaacosnet eee .00 Register#: 1
Merchant Cards.....: el 407.40 Drawer...: 1
Other Payment Forms: 000 .00
Total Misc.: 407.40
Pennies: |
Nickels:
Dimes: .20
Quarters: .50
Dollar Coin:
Total Coin: .70
1$: 5 5.00
2$:
5$: 10.00
1e$: 30.80
208: 20 400.00 Drawer In: 200.00
50$: Disbursed: 80.00-
100%: 10 1e00.00 Net Sales: 1733.1e
Other Bills: .00 Drawer Out: 1853.1e
Total Bills: 1445.00
Drawer Out: 1853.10 Over/Under: .00 ~
y ] Enterl
* Exit Cancel ("J Continue =
— ~
Reset’
—

The system displays and adds the values of the cash count in the right-hand

column, along with the totals for other payment forms.

If the drawer count balances with the expected cash amount, the message:
BALANCED !!! Press Enter to Continue appears.

-> Press [Enter].

The drawer count is saved, and the Point-of-Sale Menu screen appears.
Check-OUT is completed.

If/When the Drawer Count total doesn’t match the expected amount, the
Message:
OUT OF BALANCE - Try again appears.

*

To Resolve an Out-of-Balance Cash Drawer Count:

-> Count and enter ALL denominations again.

The system is limited to two out-of-balance messages.

-> CAREFULLY count again.

Check-OUT is not complete until the drawer count is accepted. If the Drawer
Count does not balance on the third count, this error message appears:

Out of Balance; If Unable to Resolve,

Press [F9] to Accept Over/Under Amount.

> 4 Press [Accept] (F9).

The system saves the discrepancy. The Over/Under amount is noted on the 636

Cashier Check IN/OUT Reportt, and can be accounted for later.
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OPTION 610: POS Register Sales

Record cash-and-carry sales of inventory stock, with detailed payment records. Sales prices
can reflect item-based and order-based discounts. Prices are controlled by Inventory
records, and can be edited by cashiers. Tax-exempt sales prompt for required
documentation. Add items with a barcode scan, or with a Stock Number selection list.
Accept up to two forms of payment for each transaction.

A simple sales transaction is described first, with discounts and the payment process. A

second section has instructions for such “exceptional” sales as Gift Cards, items with Serial
Numbers, and Non-Taxable transactions. A receipt for any order can be reprinted latet.

t 3 To Select Sales Register:

> Click on 610 Sales Register, or
> Key command “610”, [Enter].

The Company selection window appears.

Enter the Company Number:

hee

Q Help ‘4’ Exit I J Continue

> View or key Company Number, [Continue] (Enter).

The Cash Register and Drawer selection screen appears.

Enter the Cash Register
Number:

and Drawer:

Q Help ‘? Exit

> Key Cash Register Number, [Tab]

> 4 Key Drawer Number/Name, [Continue] (Enter).

The POS Register Sales screen appears.
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Ci Distribution Syst OICI0ER
onveyorware Distri on System U100000019
Point of Sale Register Sales
MICHIGAN
Taxable Sale: Y Tax Rate: .060000 Receipt #: 20151008001A0001
Print Gift Receipt Y/N: N~ Register #: eel
2 =Change 4 =Delete Drawer: 1
Opt Qty Stock Number/Desc Reg Price Disc Price Line Total
Trem#. [5Y :
Quantity: 1 Order Discount %:
Show_Desc E] Info IJ Continue @
X ! Enterl
Q Help < sales Tax l# Exit Q Stock_List S Open_Drawer Reprint_Receipt 3
4 Resetl
—

The POS Register Sales screen

At the top, the POS Register screen displays the Cashier User ID and the Receipt Number

assigned to a new transaction.

| Note: The Payment Type ficld, and the [Payment Type] and [Clear Payment]

| buttons (in the dashed boxes, below) are not displayed until an order contains at least
one line-item. The [Reprint_Receipt] button, on the new transaction screen at lower
right, disappears with the first Stock Number entry.

Layout, POS Sales Register screen

Header: (display-only fields):
Company Name, Screen Code and User ID
Taxable Sale (displays default Y), Tax Rate: (displays State & Rate).
(Transaction) Receipt Number, and Register Number above Drawer ID

Note the Print Gift Receipt? (Y/N) field. Default selection is N.
“Y” prints an extra receipt with all items listed, but with no prices.

Stock Columns:
Opt.: Option field, to modify/edit a line item:
2=Change, [Enter] brings up a window to change

quantity and price, and to add a Serial Number.

4=Delete, |[Enter| brings up a delete-line confirmation

window. The line item remains, but quantity is zero.
Qty.: Unit Quantity

Stock Number/Desc Displays a selected Stock Number. Press

[Shew Description] to display Descriptions, too. Both

print on all receipts.

Register Price, defaults from Inventory
records. This may be a list/regular price, but may also
include a quantity price break.

Reg. Price
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Lower Left:

Disc. Price Discounted Price. Includes any discount specified
by the cashier.

Line Total Quantity times Price.

Stock Selection fields

ITEM # 5. Stock Number. Scan UPC or select SN with [Prompt].

Quantity For barcode scanning, key Quantity here first

Otder Discount %: A percentage discount for every item in the order.

The default payment type displays here. Up to |
two payment types may be used for each order. |

Otder Sub-Total:
Sales Tax:
Amount Due:
Amount Tendered:

Lower Right: Sale Summary Fields

Sum of all line totals.
Calculated tax for taxable items.
Order Total

Two payment fields, for split payments

Active [Buttons] (F-Keys):

[Help] (F1)

[Sales_Tax] (F2)

[Exit] (F3)
[Stock_List]  (F4)

[Brings up a “Help” window with information
about the cursor’s field. From any [Help] (F1)
window, press [Extended Help| (F2) for detailed
information about the entire screen.

Opens the Sales Tax window, to designate a tax-
exempt sale.

Returns to the POS Menu

Opens the Stock Selection window, to specify
Stock, with quantities, for the order. On-Hand
Qty. displays with each Stock Number.

[Payment_Type] (FS)
[Clear_Payment] (F9)

[Cust Info]  (F9)

Adds a New Payment Type

|
|
Clears all payments. Also clears the default |
Payment Type I
|
|
|

Displays a window for collecting customer contact
data.

[Open_Drawer] (F10)
[Show_Desc.] (F15)

Opens the Cash Drawer as needed.

Toggles to display/hide a second item line with
the Stock Number’s Description.
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Add Stock to a Sale

* To Add Stock by Scanning:

First, only for scanning barcodes,

4 Key the Quantity.

Optional. The system records the quantity of a scan IF this field
is populated. If left blank, you’ll scan each unit.

Then, with cursor in the Item # a field,
2> Scan the Barcode.

The item’s Stock Number appears in the Stock Number column, displaying a Quantity of 1
(or more, if specified), and the Register Price.

t 3 To Select Stock Numbers:
With cursor in the Item # g field,

-> Press [Prompt].

The Stock Item Selection window appears, with the Company’s Stock Selection List.

Stock Item Selection
Position to Stock #:

OR Description:

Qty SN? Stock No. Description On Hand
} BOX SHIPPING CARTON
CARTON OUT MASTER PACK PICK/PACK
CE APERTURE 8-16 CAT'S EYE ADJUST 8-16 MM 178
EX DOCMNTS INTERNAT. ORDER
FDX HANDLE FEDEX SHIPPING COST
GIFT CARD $5@ $50 GIFT CERTIFICATE
GIFTCARD GIFT CARD
INNER PACK INNER PACK PICK/PACK
[ Previous |

Q Help u' Exit 3 Detail & Cancel 1] continue

The Stock Item Selection window

The Stock Item Selection List has five columns:
Qty: Unit Quantity.

SN©?: (Serial Number?) “Y restricts Qty to 1 per item line, and
requites scanning or keying the item’s System Serial /
Manufacturer Serial Number when prompted.

Stock No.: Stock Number identifies the item in Inventory. This may
be a Name, the UPC, SKU, or other identifying system.

Description:  Also from the Inventory record.
On Hand: Store/Warehouse Quantity in stock.

[Detail] (F11): Displays a second item line with the UPC and System /
Manufacturer Serial Number
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The list is sorted by Stock Number. In this system, Letters appear first, then Numbers.

Use the Quantity column to select stock. Specify the unit quantity for each Stock
Number in the order, if desired, and then save all with [Continue] ([Enter]).

Locate an item in the list in one of three ways:

1. Position the list by Stock Number: Key the first/first few letters or numbers
in the Position-To Stock # field.

2. Position by Description: Key the first/first few letters (or digits) in the
Description field.

3. Page through the list using navigation buttons.

Note: On any Conveyorware List screen, the [Next] button may appear at lower right.
Additional entries for the list are displayed by clicking on the [Next] and [Previous]
buttons, or by using [Pg Up] and [Pg Dn] keys on a keyboard.

When the item is located, in the Stock Number’s Quantity column,
> Key Quantity
Up to 7 digits, numeric.

Add more Stock Numbers, from the same list screen, until ending with:
4 Key Quantity, [Enter].
Up to 7 digits, numeric.

The Stock Item Selection window disappears, and the Stock Numbers appear on the main
Sales Register screen, with quantity, register price and line total.

Once any item is added, beginning a sale, the Payment Type, Sale Summary, and
Payment Buttons display. Continue scanning items, if no editing is needed, until the order
is complete.

Appearing with the other buttons, [Cust Info] [Contact] (F11) can be used at Order
Payment. This entry window collects, for marketing purposes, voluntary customer
contact information.

Change the Quantity, or Correct a Price or a Serial Number. Discount the Selling Price in
any of 3 ways:

E 3 To Edit a Line-Item:
In the Item’s Opt field,

> Key “2”, [Entet].

The Change an [tem window appeats.
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2 s FMW D000000012
Conveyorware Distribution System CHANGE OTC305RDD

Point of Sale Register Sales

Stock Number......: DEERSTALKER
Description.......: GREEN TWEED DEERSTALKER
QUIADE P sttt e on 2 2

Reg Price.........: 42.00

Discount Amount...:
Or Discount %.....:

Or Discount Price.:

Key changes and press enter @

- Quantity Price
‘? Exit ?a Recalculate @ Cancel Emefl

Change a Line-Item window

The Stock Number and Description display, with the current Quantity and Register Price.
The Register Price field can be changed here, and the new price will appear as the Reg
Price in this transaction (the Inventory record price will not change).

There are three Discount fields. Use any ONE to edit the sales price:

Discount Amount: Specify an Amount to Subtract from Reg Price,

Discount Percent: Specify a Percentage to Subtract from Reg Price.
Assume whole numbers (i.e., 10=10%)

—-OR--

Discount Price: Specify the Discounted Price.

* To Save Changes, and/or to Calculate a Price Change:
> Press [Recalculate Qty/Price] (F5), or [Entet].

The system returns to the Sales Register screen. Changes appear as specified; continue with
the transaction.

Note: The [Recalculate Price] button can only recalculate a new price once, and only
for more items, not for fewer items. To correct the Price for fewer items, enter the
Reg Price manually, or use 4=Delete to void the item line and re-select the Stock
Number in a new line.
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Order Payment

Payment Types describe the pathways by which the company receives money. The POS
Payment Types provide the correct data prompts, expected payment amounts, and the
accounting for merchant bankcards (AmEx, Visa, MasterCard, Discover) and company-
controlled financing (Gift Cards and Store Charge Accounts), as well as checks and cash.
The [Payment Type] (F8) key displays all acceptable payment types.

Up to 2 Payment Types can be tendered for an order. The system has a default Payment
Type displayed at the lower left of screen.

* To Accept the Default Payment Type:
4 Key the Amount Tendered, [Enter].

The system:

=>» Evaluates the amount,

=>» Prompts for any needed information,

=> Calculates the customet’s change — or the amount still owing, and
=> Displays this amount (in red) at bottom right.

Make a habit of using [Clear Payments] (I'9) to clear an unused default payment type.
(F9) also removes any entries from the Amount Tendered fields.

It can be easy to confuse empty Amount Tendered fields. The system’s reports will
reflect transactions more clearly, as well.

% For a Different Payment Type:
> Click on, [Clear Payment] (F9).

This removes the default payment type from the screen. Then,
> Click on, [Payment Type] (F8).

The Payment Type window appears.

S ELPAYTYPE
Conveyorware Distribution System

Type of Payment Selection s

Type Option, Press Enter.
Description

CHECK
GIFT CARD

DISCOVER

MASTERCARD

visa @
CASH £

l? Exit — 'j

Payment Type window

11/18/2015 4:27 PM Point of Sale Menu Page 19



Point-of-Sale Menu

Each Payment Type prompts the user for any needed information. For example, a Gift
Card payment requires the Gift Card Serial Number, and Bankcards prompt for “last 4
digits.”

In the Payment Type Opt field,
4 Click on 1=Select.

The system returns to the Register Sales screen. Provide the data prompted for the payment.
The Amount Tendered field may already be filled;

2> Verify or key the Amount.

The system assumes that one payment method is used, but you may add a second Payment
Type:
> Click on [Payment Type] (F8).

Select the second Payment Type, as above, and when the payment information on the
Register Sales screen is complete:

> Press [Entet].

The system:

=> Evaluates the amount,

=>» Prompts for any needed information (which may include the Gift Card
Activation process),

=> Calculates the customet’s change — or the amount still owing, and

=> Displays this amount at bottom right.

Only after the Payment Tendered is calculated, a message appears:

Press F6-PRINT to complete transaction.

k To Complete the Transaction:
> Press [Print] (F6).

The transaction is saved, the cash drawer opens, and the receipt prints. The system
returns to the 610 Register Sales screen, ready for the next sale.
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ABC BOX CO.
102 FERBER RD.
TROY, MI 48306
Date: /212 8 11:5]:33
Receipt#: 2012112100140004 CONVEYOR
IR
%x20121121001A0004%
Item/Description
Quantity Price Sale Total
GIFT CARD
STORE GIFT CARD
1@ 50,00 50.00
ABC BOX 1
ABC BOX 1 TEST
5@ 9.99 49.95
ABC BOX 2
ABC BOX 2 TEST
56 20.00 100.00
Total Sale: 199,95
Total Tax: 9,00
Total Due: 208,95
Received: CASH 210,00
.00
Change: 1.05-
Number of Items: 11
Layout for POS Receipt:
Header:
Company Name & Location
Date & Time

Receipt Number, User ID, above
Receipt Barcode

Stock Section:
Stock Number, above
Stock Description
Quantity @ Register Price, Sale Price, & Line Total

Sale Summary:
Total Sale: Stock Total
Total Tax: Sales Tax

Total Due:

Received: Payment Type & Amount
(Second Pay Type & Amount)

Change:

Number of Items: Unit Count

N= Non-Taxable Item
* =Non-Returnable Item
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Exception Sales:

Conveyorware features some sale procedures for Stock Numbers—or Customers-- that
require specialized accounting, or items that have individual (Manufacturer) Serial
Numbers. This section describes:

e Stock with Mft. Serial Numbers
¢ Jtems Not-in-Inventory,

e Sales Tax-Exempt transactions,
Gift/Prepaid Card Sales.
Re-Print Receipts.

Manufacturer Serial Numbers:

Each item with a Manufacturer Serial Number is sold only by the unit, in order to
document each Serial Number. The system prompts for the Serial, which can be scanned.

b 3 To Sell Stock with Serial Numbers:
With cursor in the Stock Number & ficld

> Click on [Prompt].

The Stock Selection list appears.

Stock Item Selection
Position to Stock #:

OR Description:

Qty SN? Stock No. Description On Hand
\ BOX SHIPPING CARTON
CARTON OUT MASTER PACK PICK/PACK
CE APERTURE 8-16 CAT'S EYE ADJUST 8-16 MM 178
EX DOCMNTS INTERNAT. ORDER
FDX HANDLE FEDEX SHIPPING COST
GIFT CARD $50 $50 GIFT CERTIFICATE
GIFTCARD GIFT CARD
INNER PACK INNER PACK PICK/PACK

g Help i'f Exit =| Detail @ Cancel 41| Continue

Stock Selection list

Between Quantity and Stock No., an SN? column appears. This Serial Number column
indicates (with “Y””) whether a Stock Number carries individual Serial Numbers.

For these Stock Numbers, the only accepted Quantity is 1, and each selection brings up
the Serial Number field, which is required for the sale.

In the item’s Qty field,
-> Key “1”?, [Entet].

The Stock Serial # selection window appears.
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El=Help E3=Exit

Stock Serial # selection window

4 Scan or key the Serial Numbert, [Enter].

The Register Sales screen reappears, with the selected item listed, and its Serial
Number displayed.

Not in Inventory:

If an item’s UPC-SKU (barcode) or Stock Number has no record in inventory, an
error message appears:

Stock Number not found. Use [Add] (F7) to add Stock Number record
with this sale.

Verify that the Stock Number does NOT exist before adding a new Stock record. If
a new item doesn’t yet have an Inventory record, Add the Item Inventory Record
through the POS register screens.

Accounting Category & Class Code, Country of Manufacture, and the
Manufacturer Code are all required for this process.

Note that the new Stock Number field is permanent. Other fields in a new Stock
record may be later edited, but the Stock Number field cannot. Because the new
item is being sold now, its record cannot be deleted.

Conveyorware POS does allow the sale of stock whose inventory quantity is zero,
but the system automatically creates a “receipt” record to prevent a negative
quantity. These Stock Discrepancy transactions are listed on the 638 POS Stock
Discrepancy Report., so that receipt records can be adjusted at a later time.

% To Sell Stock Not-in-Inventory:

First specify the new record’s Stock Number.

> Key the Stock Number, [Add] (F7).

The POS Register Sales detail screen appears.
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FMW U100000019

Conveyorware Distribution System ADD OTC305RDD

Point of Sale Register Sales

Add New Stock Number
Stock Number......: 16MM FRESNEL PERMANENT field;(cannot be

changed after saving.
Description.......:
Quantity......o.unt 1

Unit Price........t

Discount Amount...:
Or Discount %.....:

Or Discount Price.:
Serial #..vvaeeannt

Category/Class Codes. [

Country of Manufacture>

Manufacturer......... @ @
E* Exit @ Cancel Q Prompt ( ]J Continue H
D, SR— — Res&ﬂl

POS Add Stock Number detail screen

The required ficlds for adding the Stock Number to Inventory are highlighted.
Carefully check the Stock Number field; it cannot be changed after it is saved here.

> Key Stock Numbert, [Tab]

Up to 30 characters, alpha-numeric. This permanent field is the
main identifier in the database.

> Key Description, [Tab]

Up to 25 characters, alpha-numeric. The Description is used
throughout the system, on receipts, packing slips and invoices.
Describe the item clearly. This field can be edited later.

> Key this sale’s Quantity, [Tab]

> Key Unit Price, [Tab]

Up 10 9 digits, numeric. Enter the price per unit. The system

assumes whole dollars unless a decimal is entered. For example,
“15”= $15.00.

Bypass the Discount fields:
> Press [Tab], [Tab], [Tab]

> Select Class & Category Code o) [Tab]

Use [Prompt]| to select. These Codes are important for
accounting, and define whether stock is taxable or returnable
(through Point-of-Sale). The fields are linked; one selection fills
both fields.

> 4 Select Country of Manufacture E, [Tab]
Use [Prompt] to select Country Code, if desired.
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> Select Manufacturer &4, [Enter].
Use [Prompt]| for the selection list of Manufacturer Codes.

The system returns to the POS Register screen. The new Stock is added to the sale.
The new Stock Number’s 301 Inventory record needs no further information for
POS transactions.

The Stock is received (registered) into Inventory without reference to a Purchase
Order with its Unit Cost. The expense/income accounting cycle for Cost of Goods
Sold is disrupted in Conveyorware’s integrated system if the new record is left
incomplete. Be certain that the stock is received normally before the day-end, and
that the inventory discrepancy “receipts” have counter-adjustment inventory entries.

Sales Tax-Exempt:

A tax-exempt sale is different from selling items that are tax-exempt. Each
inventory Stock record has a Class/Category code that controls (applies or omits)
sales tax for that item.

A cashier may encounter certain Customers who are exempt from paying sales tax.
Not-for-profit and government organizations are sometimes excused by law. A
business-to-business sale might be tax-exempt if items are meant for subsequent
resale.

In any circumstance, the buyer must provide the Sales Tax Exemption Form in
most states. Keep the form for your business’s records. In Michigan, the
customer fills out and provides the Department of Treasury form 3372 (Rev. 08-
12), Michigan Sales and Use Tax Certificate of Exemption (available at

http:/ /www.michigan.gov/documents/taxes/3372_216612_7.pdf).

A transaction’s taxable status can be changed at any time in the sale process, until
the sale is completed.

% To Process a Tax-Exempt Sale:

At any time during the sale, at the bottom of the Sales Register screen,
> Click on [Change Tax].

The Sales Tax Exemption window appears:

Taxable (Y/N) : p Y=Sale is Taxable

N=Sale is Non-Taxable

Tax Exempt Number:

When Non-taxable make copy
of Certificate

Tax Auth:

Tax Rate:

Enter to Continue

i? Exit

In the Taxable Sale? field,
> Key “N”, [Tab].
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4 Key Tax-Exempt Number, [Enter].
Optional, if applicable.

The system returns to the sale screen. Sales tax will not be added to this order. The
sales tax remains in effect for all other transactions.

Store Gift Cards/Certificates:

A store gift card must be activated as it is purchased. The activation links the
specific card number to the purchase record, and validates the dollar amount owed
to the card holder.

All gift cards may be given one Stock Number, with a default amount that can be
edited, on the register screen, with 2=Change. It is also possible to have Gift
Cards in several denominations, each with its own Stock Number.

%k To Sell and Activate Store Gift Cards:

At any time during a sale,

> Key or select the Gift Card Stock Number,

> Key the Quantity “1?, [Enter].

EACH Gift Card must be added to the sale with its OWN item-
line. The system prompts for the Gift Card Number for each
card/certificate.

The Gift Card now appears as a line item in the sale.
4 Verify the Price.

If the Stock Number carries no price, or a different price, edit
the line-item.

To Add or Edit a Gift Card Price, in the item’s Opt box,
> Select 2=Change, [Entet].

In the item’s Register Price field,
> Key the Price, [Entet].

Continue with the order. The Gift Card Activation window appears after payment
is received and the sale is completed with:

> Press [Print].

The transaction receipt prints normally, and The Activate Gift Card window
appears.

11/18/2015 4:27 PM Point of Sale Menu Page 26



Point-of-Sale Menu

Gift Card Activation Window

Stock #: GIFTCARD
GIFT CARD
Receipt#: 20156506001A0004

Card #: |

Optional Info:
Name:

Email:

g Help if Exit @ Cancel

Value: 100.00

# OF MONTHS: 60
Expiration Date: ©5/06/2020

( I J Continue

Activate Gift Card window

Layout for Activate Gift Card window:

Stock Number:
Description:
Value:

Receipt Number:
Gift Card Number:

# of Months, &
Expiration Date

Optional Fields:
Name and Email

Displays above:

Stock Description.

Price displays.

Transaction Number displays.

Serial Number on the Card/Certificate. This must
be a unique number, and cannot be edited later.

State Minimum Months until Expiration

Expiration Date based on State rules.

The Customer’s, or the Recipient’s, contact info.
These fields print on the 631 Print Gift Card List
report.

> Key or scan the Gift Card Number,
> Key Name & Email,
Optional contact information for the purchaser or recipient.
> Press [Entet] to Save and Print.
The system:

e saves the Gift Card record,

e returns to the Sales Register screen, and

e prints the activation receipt.
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ABC BOX CO.
102 FERBER RD.
TROY, MI 48306

Date: 11/21/12
GIFT CARD# ABC 001
Descriptio

STORE GI
s

This Gift Card “report” shows:

This receipt goes, with the Gift Card, to the customer.

Store Name and Location,

Purchase Date, with Cashier ID

Gift Card Number & Stock Description
Expiration Date, and

Card Balance.
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Reprint Receipt:

* To Reprint a Transaction Receipt:

From the 610 POS Register (New Transaction) screen,

> Click on [Reprint_Receipt] (F14).

The Reprint Receipt window appears.

Conveyorware Distribution System

Select Register#: 1
Type option(s), press Enter.

ovul 201;052;00m0007
001 20140225001A0003
001 20140221001A0001
001 20140130001A0007

001 20140130001A0004

Q Help l? Exit @ Cancel

Reprint Receipt

2/25;2014
2/25/2014
2/21/2014
1/30/2014

1/30/2014

14-53’:-12
13:41:42
12:40:04
14:53:53

13:56:48

234.59

379.10

44.52

58.00

38.00

FMW  D0D00000012
WORK

0TC3051D3

ﬂ

.

Enter l

Reseti

Reprint Receipt selection screen

The list defaults to the current Register, with sales transactions listed with most

recent at top. For each transaction, there are two drop-down list Options:

1=Reprint Receipt, and
2=Reprint Gift Receipt.

After locating the transaction, in the line-item’s Opt field,

> Click on your selection.

The system prints the receipt, and returns to the 610 POS Register screen.

“Reprint” is printed below the barcode, with the date and time of printing,
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OPTION 611: Cash Disbursements (Vendor Payments)

Conveyorware POS uses established Vendor Accounts for pay-on-demand cash
disbursements. The system can also create a new Vendor Account here, through the register,
when necessary. Vendor payments carry to Accounts Payable, where POs and Invoices
complete the accounting cycle.

This disbursement process merely pays an invoice. All other purchasing functions ate
accessed through the Main Menu. Inventory stock must still be received into the warehouse,
as usual, and a Spot-Buy Purchase Order must still be created (if used) for documenting
cost-of-goods-sold. The Vendor Account is credited here, but any invoice must also be
entered into Accounts Payable, where the cash payment links to it.

The Vendor Number is required for disbursement to an existing account. Contact

information and NEC (Form 1099) details fill in from the Vendor record; carefully
completed Vendor records streamline this disbursement process.

t 3 To Select POS Cash Disbursements:

> Click on 611 POS Cash Disbursements, or
> Key command “611”, [Entet].

The Company Selection window appears:

Enter the Company Number:

‘? Exit JJ Continue

> Key Company Number, [Enter].

The Cash Register and Drawer selection screen appears.

Enter the Cash Register
Number:

and Drawer:

Q Help u“?’ Exit
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> Key Cash Register Number, [Tab]

> Key Drawer Number, [Continue] (Enter).

The POS Cash Disbursements screen appears.

e U100000019
Conveyorware Distribution System OTC306R

POS Cash Disbursements

Receipt #: 20151118001A0005

Register #: 1 Drawer: 1 ¥
Vendor G} PO Number G} : Rel.:
Payee:
Address:
Address2:
City: State: Zip:

Transaction Description:
Invoice/Reference #:

Subtotal..:
Sales Tax :

Total.....t
1099 Vendor(Y/N): Y Tax ID #:
iy ; 3 f g .
Help l Exit Q Prompt Open_Drawer ') Continue
(2] * Q . =y
=

POS Cash Disbursements screen

Lavout: POS Cash Disbursements screen

Header: (header fields are display-only):
Company Name, Screen & User ID.
Receipt Number, Register Number, and Drawer Number

Vendor # & Required field; [Prompt] displays the Vendor list.
PO Number & (not required) [Prompt] displays existing Purchase

Otders for the specified Vendor.
Payee, Address: Fields fill from the selected Vendor record.

Transaction Description: A general description is helpful to reconcile records, or
if paperwork is misplaced. Add contact or other info.

Invoice/Reference #: The Vendot’s Transaction Number. This field helps to
identfy this payment with the Accounts Payable Invoice.

Amount: Cash Paid Out.

1099 Vendor (Y/N):  “Y” is default for a new vendor, and requites a Tax ID
Number. Otherwise, defaults from Vendor record.
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* To Pay an Invoice from an Existing Vendor Account:

Select the Vendor Account Number, and the Payee information automatically fills
in. A Purchase Order already issued to the vendor can be selected, but is not
required here.

> Select or key Vendor Number B, [Enter]

Up to 6 digits, numeric. (Reguired) Use [Prompt] to select from the
list of Vendor accounts, if desired.

> Select ot key PO Number &, [Tab]

Up to 6 digits, numeric. (Optional) Key the PO Number, if known,
ot use [Prompt] to display open POs for this Vendor.

4 VView Payee, [Tab]
Up to 30 djgits, alpha/ numeric. 'The Company/Vendor Name
appears from the Vendor record.
4 VView Addtess, [Tab]
> View City, [Tab]
> VView State, [Tab]
2> View Zip Code, [Tab]
Each appears from the Vendor record.
4 Key Transaction Description, [Tab]
Up 10 50 djgits, alpha/ numeric. Add general info, Contact Name, or
other helpful remarks. This line prints on the Disbursement
Report.
> Key Invoice/Reference #, [Tab]
Up to 20 digits, alpha/ numeric. 'The Vendor’s Invoice, Transaction,
or Sales Receipt Number.
> Key Amount, [Tab]
Up to 13 digits, numeric, assumes whole dollars. 'The Cash Payment.
> View 1099 Vendor? (Y/N), [Tab]
1 digit, alpha. Y or N, appears from the Vendor record.
> View Tax ID, [Enter].

Up 1o 12 digits, numeric. 1f 1099 Vendor=Y, the SSN or Federal
Business ID is required; fills from the Vendor record.

If all required fields are filled, the [Print] (F6) button appears, along with the
message: Press F6 to complete transaction.

> click on [Print].

Up 1o 12 digits, numeric. [Print] (F6) also works, from a keyboard
or Control Panel, without first using [Continue] (Enter).
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The system returns to the 600 POS Menu. Two copies of the transaction receipt
print. Keep one with the vendor’s Invoice (for Accounts Payable), and give one to
the Vendor with the payment.

ABC BOX CO.

102 FERBER RD.

TROY, MI 48306
Date:  11/20/12 16:51:03

Receipt#: 20121120001A0006 CONVEYOR
%201211 006%
PAYEE:

012 0006%
SAMS JAMS
567572462546 FIRST STREET

f | 0]
i M
Y

I
i )
] N
| )
il

20001

é
x

HOME, MI 48555

Description:

Amount Disbursed: 22.00

Layout: Cash Disbursements receipt

Your Company Name
Company Location

Transaction Date & Time

Receipt Number, and Cashier ID
Receipt Number Barcode

Vendor #: Your record Number for the Vendor

Payee: Vendor Name
Address
Vendor’s Invoice #
PO/Rel Numbers
Description: text from the transaction screen.
Subtotal
Sales Tax
Total Disbursed: $ Cash paid

Note that, for each Vendor Disbursement transaction, a Cash Drawer Disbursement Report
prints on the User’s selected (regular paper) printer. That report includes both the Purchase
Order and Vendor Ref/Invoice Numbers.
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To Pay an Invoice for a New Vendor:

When the Vendor has no Accounts Payable record, add the record as the
Invoice is paid. The Account Name, Address, and NEC/1099 status(and if
Y, Tax ID) are all required, in addition to the transaction data. The cursor
appears in Vendor # field.

>

View Vendor Number @, [Tab]

Up 1o 6 digits, numeric. Leave this field blank. The system will
assign the new Vendor Number.

View PO Number @, [Tab]

Up to 6 digits, numeric. Leave this tield blank. A Purchase Order
can’t be created until the Vendor record is in the system.

Key Payee, [Tab]
Up o 30 digits, alphanumeric. The Company/Vendor Name.

Key Address, [Tab]

Up to 30 digits, alphanumeric. Use the Address2 line, if needed.
Key in the address for payments (a purchasing address may be
different).

Key City, [Tab]
Up to 15 digits, alphanumeri.

Key State, [Tab]
2 digits, alpha. Key the State Abbreviation Code.

Key Zip Code, [Tab]
Up to 10 digits, numeric. Use the 5 digit, ot the zip+four format.

Key Transaction Description, [Tab]

Up 10 50 digits, alphanumeric. Add general info, Contact Name, or
other helpful remarks. This line prints on the Disbursement
Report.

Key Invoice/Reference #, [Tab]

Up o 20 digits, alphanumeric. 'The Vendor’s Invoice, Transaction,
or Receipt Number.

Key Amount, [Tab]
Up to 13 digits, numeric, assumes whole dollars. The cash paid.

Key 1099 Vendor? (Y/N), [Tab]

1 digit, alpha. “Y’(default) if the vendor provides (NEC-Non-
Employee Compensation) services, “IN” if the vendor provides
tangible goods.
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> Key Tax ID, [Tab]

Up to 12 digits, numeric. If 1099="Y"", the SSN or Federal
Business ID. Hyphens (xxx-xx-xxxx) can be added, if desired.

> Press [Entet] to calculate.

If all required fields are filled, the [Print] (F6)] button appears, along with the
message:
Press F6 to complete transaction.

> Click on [Print] (F6).

Up 1o 12 digits, numeric. [Print] (F6) also works, from a keyboard
or Control Panel, without first using [Enter].

The system returns to the 600 POS Menu. Two copies of the transaction receipt
print. Keep one with the vendor’s Invoice (for Accounts Payable), and give one to
the Vendor with the payment.

The new Vendor now appears in the Vendor List. Any additional contact and
purchasing information can be added to the Vendor record through the 750.100
Accounts Payable Menu. Vendor/Item records can now be created in Option 301
Inventory, and Purchase Orders can be issued to the Vendor.
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OPTION 612: POS Returns

This Option brings up original sales record, and processes returned stock for refunds.
Restrictions in this process can be controlled through inventory records and company
policies. The Sales Receipt Number is required to begin.

If the original Sales Receipt is not presented (and so the Receipt Number is not available), a
109. Sales History Display search might be helpful.

Only Stock that is returnable will display on the screen (this function is controlled by the
Stock Numbet’s Category/Class Code). Non-returnable items cannot be credited here.

Returns transactions are included in Cashier Check-Out as part of the Net Sales Amount
(The Check-out Disbursements Amount refers only to 611 Vendor Payments).

E 3 To Select POS Returns:
> Click on 612 POS Returns, or
> Key command “612”, [Enter].

The Company Selection window appears:

Enter the Company Number:

‘? Exit jJ Continue

> Key Company Number, [Entet].

The Cash Register and Drawer selection screen appeats.

Enter the Cash Register
Number:

and Drawer:

Q Help ‘? Exit

> Key Cash Register Number, [Tab]

> Key Drawer Numbert, [Continue] (Enter).

The POS Returns selection screen appeats.
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e OTC305RTN
Conveyorware Distribution System D000000012

Point of Sale Returns

Receipt Number:

(Enter) to Continue

Q-  [F =

POS Returns selection screen

The only active field on this screen is the sale Receipt Number.

t 3 To Start a Returns Transaction:

> Scan or key the Receipt Number, [Enter].

The system retrieves the original Sales record, displaying (only) the returnable stock
purchased and the transaction’s payment.

o e 000000012
nveyorware Distribution System TC305RTN
Point of Sale Returns D
o
Sales #: 20140226001A0004
Taxable Sale? N Returns#:  20140227001A0001
Payment Type: CASH
Sale Total: 449.80
Return Sold
Qty Qty Stock Number Price Restock Fee Credit Amt
‘ 1 DERBY 58.00 .00
1 DEERSTALKER 42.00 .00
1 CLOCHE 42.00 .00
1 SMOKEY 42.00 .00
1 BALMORAL 42.00 .00
1 ROARING '20S HIS N HERS 88.00 .00
I PORK PIE 4.00 .00
1 TAX 19.30 .00
Total Credit: .00 M
Payment Type: CASH
— Type Return Drawer E l
- nter
Q Help l? Exit = Print Payment /3 Clear &) Open =
Resed
=S

POS Rétﬁrné détaﬂ screen
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Layout for POS Returns detail screen

HEADER Company & Screen Name
User ID & Screen Code

SALE Summary: These fields are display-only, from the original sales record.
Sales #: The original sales Receipt Number.
Taxable Sale?: Was Sales Tax collected?
Returns #: Receipt Number for this return transaction.
Payment Type: Original Pay Type also defaults to Refund Payment Type

Sale Total: Original Total, including Sales tax.

STOCK Section: The Return Quantity fields are active.
Return Qty:  The Quantity returned.
Sold Qty: (display only)
Stock Number: (display only)
Price: Price Paid is displayed, but can be edited.
Restock Fee: A price percentage or an amount can be entered; the
dollar amount will display.

Credit Amt:  Calculated line credit: (Qty x Price) — Restock Fee.

REFUND Summary:
Total Credit: Line-item total, includes any Sales Tax originally paid.

Payment Type: Default is the original sale Payment Type.

Active [Buttons] (I Keys):

[Help] (F1):  Displays menu-level or field-level explanations and
Instructions

[Exit] (F3):  Cancels activity and returns to the 600 POS Menu.

[Print] (F6):  Finalizes the transaction, prints the receipt, and opens the
Cash Drawer.

[Payment Type] (F8): Displays the selection list of payment methods.

[Clear Return] (F7): Deletes the entries from active and calculated fields
on the screen.

[Open Drawer] (F10): Opens the Cash Drawer as at any time.

Only the Return Quantity and the (Refunding) Payment Type fields are active on this
screen. All other fields are either displayed from the original sale, or are calculated by the
system. The system defaults the original sale’s Payment Type to this return’s refund
method.
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E 3 To Enter the Stock Returned:
For each Stock Number being returned, in the line’s Return Qty field,

2> Key the Quantity, [Enter].

The Restocking Fee window appears.

Restock Fee (Y/N) : h
Restock %:

OR Amount: .00

Press Enter

Restocking Fee window

If NO Restocking Fee is assessed, leave the default “IN”, and bypass this
window:

-> Press [Enter].

To Charge for Restocking, in the (Y/N) field:
> Key “Y”, [Tab]
Only “Y” will allow a fee to be added.

A Restocking Fee can be assessed by a Percentage, OR by an Amount. In the
Restock % OR in the Amount field,

> Key Fee, [Enter].

Both fields assume whole numbers: “5” will be 5%, or $5.00.
Add any decimals as needed.

The system calculates the item line, returns to the Returns screen, and displays the
Restocking Fee and the Credit Amount for the line. Any applicable Sales Tax
has also calculated and is displayed. At the bottom of the screen, the cumulative
Total Credit amount appears.

Enter returning Stock until completed. If a line item is in error, re-enter the return
after using [Clear Return] (F7) to remove current calculations.

Store Credit/Gift Card/Gift Certificate for Returns:

A store Gift Card can be issued for the value of a return. Select Gift Card as the
Payment Type, and scan or key the Card/Certificate Number in the (unlabeled)
Card Number field.

The Returns process does not bring up the Gift Card Activation screen. Activate
the Gift Card manually, with Menu Option 625 (in the POS Manager Menu).
Record the Returns Receipt Number there, with the Card serial number and the
amount.
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% To Select and Disburse the Payment:

Store policy might require that the original payment method be used for a refund.
A store Gift Card might be activated and tendered to the customer. In any case,

> View or Change the Payment Type.
Use [Payment Type] (F8) to select a different refund Payment
Method, if needed.

> 4 Press [Print].

The system records the disbursement (and may prompt for applicable data). The
receipt prints. The POS Menu screen appears, and the Cash Drawer opens.

CREDIT
ABC BOX CO.

102 FERBER RD.

TROY, MI 48306

Date: 11/21/12 9:30:10

20121121001A0001 CONVEYOR

Ik

20121112003A0010

Receipt#:

i

*20

Reference:

Item/Description

Quantity Price Discnt  Total

ABC BOX 1

ABC BOX 1 TEST
-1@ 9.99 9.99CR

TAX

-l@ .60 .60CR

Sub-Total: 9.99CR

Total Tax: .60CR

Restock Fees .00

Total Refund: 10.59CR
CASH

Number of Items: 1

Layout for Returns Receipt:

Header: CREDIT

Company Name & Location

Date & Time

Receipt Number, User ID, above
Receipt Barcode

Reference: (Original Sales Receipt No.)

Stock Section: (for each line-item)

Stock Number, above

Stock Description

Quantity @ Price, Line Credit Amount,

Restock Fee (if any), above

Sales Tax credited.

Refund Summary:
Sub-Total:
Total Tax:

Restock Fees:
Total Refund:

Stock Total Refund
Sales Tax Refund
withheld from refund

Net Disbursed.

Number of Items: Units of returned stock.
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OPTION 619: Point-of-Sale Manager Menu

The POS Manager Menu has setup functions for Sales Registers (that is, for their Cash
Drawers/Receipt Printers) and for prepaid Gift Cards. Thete are options for creating and

editing localized sales taxes and gift card rules, as well as acceptable payment types.
Reports include Cashier Check-In/Out, and (Vendor) Cash Disbursements, along with lists.

Inventory and Sales Reports are located in the Conveyorware Main Menu.

t 3 To Select POS Manager Menu:
> Click on 619 POS Manager Menu, or
4 Key command “619”, [Enter].

The POS Manager Menu appears.

APU152D3

Point of Sale Manager Menu
620. Work with Registers 630. Print Register Listing

621. Work with Gift Cards

u 622. Work with Pay Type

631. Print Gift Card Listing
632. Print Pay Type Listing
624. Work with Gift Card Exp. Rules

4. Print Gift Card Exp. Rules

625. Gift Card Activation
636. Cashier Check IN/OUT Report

637. Cash Disbursements Report

48 A28
g
:

90. Signoff
u £ 640. Change Application Printer
THIS COLOR = REQUIRED FIELD

Command @
. Exit Ci ! Menu_Search Helj :
i* & ancel u_Searcl 0 p = d

POS Manager Menu
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OPTION 620: Work with Registers

This Option defines the company’s Point-of-Sale Registers, and connects each Register to its
(electronic) Cash Drawer and Receipt Printer. Registers in the list display status
(open/closed), and for any open register, the active drawer(s) (each Cash Tray) can be
displayed.

Each printer operating through Conveyorware POS must have its own discreet connection
to the system, separate from the User/Cashier Sign-on. This sign-on connection lets the
system to send “output” (receipt information, the “open drawer” command, and other data)
to the printer/cash drawer. IBM Host-on-Demand works for this connection, ot other
software may be used. See Manual 999. Work with Printers, and General Requirements for
recommended Printer and Cash Drawer.

Two or more Cashiers/Users can be assigned to one Register at the same time; each
Cashier’s Tray/Drawer Number/Name keeps transactions separated.

The Sales Register record also locates the business through the Warehouse Number. The
POS Sales Tax Authority is selected in the 326 Work with Locator System Warehouse
screen (NOT through the 201 POS Customer Account).

% To Select Work with Registers:
4 Click on 620 Work with Registers, or

> Key command “620”, [Enter].

The Work with Registers list screen appears.

e FMW CONVEYOR
Conveyorware Distribution System WORK 0TC300D3
Work with Registers
Company Number. ..: 100
Register Number..:
Select option, press Enter.
opt Co Register Description Printer Active Status
v 100 1 Register 1 POS_HOD A OPEN
100 2 Head Cashier POS_HOD A OPEN
100 3 Pharmacy Counter POS_HOD A OPEN
100 5 dianne's test register POS_HOD A OPEN @
100 9 TEST CONFIG REGISTER POS_HOD A OPEN
™ Enteri
a Help “? Exit » Refresh Add @ Cancel
Reseti

Work with Registers list screen

In the screen header, Company Number is a required field; no registers will display if this
field is emptied. Register Number field is Position-to; use it to navigate a long list.

Choices in the drop-down Options field include:
2=Change
4=Delete,
5=Display, and
12=Display Open Drawers.
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Each System Register has an assigned Number, a Description, a system-configured
(receipt) Printer, Active /Inactive code, and Open/Closed Status. All of the register
record data is displayed on this list screen.

* To Add a POS Register:
From the Work with Registers List screen,

2> Key new Register Number, [Add].

The Add a Register screen appeats.
FMW U100000019

Conveyorware Distribution System ADD  OTC301D1
Add A Register

Company......t 105
Register.....: 1

Description..:
Printer......:
Warehouse....:

Active Code..: A A =Active, I =Inactive

a Help lﬁ Exit y Cancel L_J Continue Reseti

Add a Register screen

The Company and Register Number fields are display-only.

> Key register Description, [Tab]
Up to 25 characters, alpha. Use the register’s location, or another
useful label.

4 Key Printer Name, [Tab]

The receipt printer must be system-configured. Key the printer’s
exact name here.

> Key Warehouse, [Tab]

The store IS a warehouse, in this system. This field determines
the locality for Sale Tax calculations.

> View Active Code, [Enter].

A=Active Register, I=Inactive. This information-only field can
tag the register as not-in-use, without deleting the record.

The system saves the new register, and returns to the Work with Registers list screen. The
new register appears in the list.

Remember that each open register’s printer must be logged into Conveyorware in order
to receive receipt data and the open drawer command.'1
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* To Change a Register Record:
From the Work with Registers List screen, in the Register’s Opt field:

4 Click on 2=Change.

The Change a Register detail screen appears.

S FMW CONVEYOR
Conveyorware Distribution System CHANGE 0OTC301D1

Change A Register

Company......: 100

Register.....: 9

Description. . EST CONFIG REGISTER
Printer......: D

Active Code..: A A =Active, 1 =Inactive

9 Help l* Exit & Cancel 'y Continue @

Enterl

Rese[]

Change a Register detail screen

4 Edit any Active Field,
> Click on [Entet] to save.

The system saves the changes, and returns to the Work with Registers list.

* To Delete a Register Record:

The Register must be closed. From the Work with Registers List screen, in
the Register’s Opt field,

-> Click on 4=Delete.

The Delete a Register confirmation screen appears.

FMW D000000012
Conveyorware Distribution System DELETE  OTC30006
Delete Register

Press Enter to confirm your cholce(s) for delete
Press to return to change your choice (s)

& Cancel

Co Ragister Description Printer Active
100 1 storefront HPLASER1 A

@ Cancel

Delete a Register confirmation screen

> 4 To confirm, press [Enter].
> 4 To abort, press [Cancel].

The system deactivates the record, and returns to the Work with Registers list screen.
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* To Display a Register’s Open Drawers:
From the Work with Registers list screen, in the Register’s Opt field,

2>

Click on 12=Display Open Drawers.

The Display Open Drawers screen appears. 'The Number/Name of the open drawer tray

displays, along with Cashiet’s User ID, and the Date and Time the Cashier checked in to

the system.

Co Reg. Description
100 1 Register 1

a Help if Exit

Conveyorware Distribution System

¢ — el

FMW U100000019
DISPLAY  01C302D3

Display Open Drawers

----Opened----
Drawer User Date Time
AJF Ueoeeeee1s  4/28/2015 15:43:48

Enter I

Display Open Drawers screen

To return to the Registers list, click on [Exit] or [Cancell.
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OPTION 621: Work with Gift Cards

Display and edit the activation records for Prepaid Gift Cards here; check a card balance,
or verify dates.

Gift Cards in Conveyorware may be simply printed on paper, or may have electronically
readable data files. However the Gift Cards are produced, each must have a unique
identifier, its Gift Card Serial Number. This Serial Number is not registered to the system
until it is (sold and) activated.

The register sale of a Gift Card automatically prompts for activation when payment is
completed. A Gift Card Serial Number links a physical card with the dollar amount that the
store owes to its holder, creating a Gift Card record here.

Gift Card accounting is different from other merchandise. A Gift Card is not a tangible
inventory item. It is, essentially, a debt that the merchant owes to the holder. Unlike other
stock, a gift card’s cost is its face value. The money received for the “sale” is posted to an
Unearned Income liability account. The value doesn’t actually become Income (a Cash
Asset) to the business until it is redeemed for merchandise.

The default Gift Card Stock Record has an Inventory Class/Category Code of 99/ Gift.
Be sure to use this code (which controls its distinct accounting) when creating additional
Gift Card stock records.

Card records use the rules of a store’s State to determine expiration dates. State rules can be
added and edited in a separate Option (MM 624, Work with Gift Card Expiration Rules),
controlling the time limits for card use.

E 3 To Select Work with Gift Cards:
> Click on 621 Work with Gift Cards, or
> Key command “621”, [Enter].

FMW TESTIT
Ferber Midwest Fulfillment System Test 1 WORK 0TC670D3

Work with Gift Cards

Select by Company....: 1

Position by Card#....:

Select option, press Enter.
2=Change  S=Display

Opt Co Card#/Item# State Exp. Date Issue Amt. Balance

Q Help i# Exit 52 W Refrosh & Cancel Enterl

Work with Gift Cards selection screen

This screen may require Company Number selection, in order to display the Gift
Card list:

> Select Company Number, [Enter].
Use [Prompt] to select, if needed.
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The Company’s Gift Cards List displays.

FMW U100000019

Conveyorware Distribution System WORK OTC670D3

Work with Gift Cards

Select by Company....: 100
Position by Card#....:

Select option, press Enter.

Opt Co Card#/Item# State Exp. Date Issue Amt. Balance

v 1ee 2012500006 5/06/2020 25.00 25.00
GIFTCARD MI

v 1ee 201500001 5/@5/2020 500.00 425.80
GIFTCARD MI

v 1ee 201500001 5/05/2020 50.00 50.00
GIFTCARD MI

v 1ee 201500002 5/e4/2020 80.00 80.00
GIFTCARD MI

v 1ee 201500003 5/04/2020 20.00 20.00 @
GIFTCARD MI .

Next

Help Exit B Refresh Cancel 3| continue Resetl
\ i —

Work with Gift Cards list screen

Layout for Work with Gift Cards list screen

Header Center: Company & Screen Name
Right: User ID & Screen Code

Selection/Position: Company Number and Card Number fields

COLUMNS:
Opt: Option field: 2=Change, 5=Display
Co: Company Number

Card#:  Card Numbet, above the

Item #:  Stock Number

State: Sale State governing the debt/liability.
Exp. Date: Scheduled Expiration Date

Issue Amt: The Original Value

The Gift Card List sorts in alpha, and then left-to-right numeric order (ie, 123
appears above 24).

% To Change a Gift Card record:
In the Gift Card’s Opt field,
> Click on 2=Change.

The Change a Gift Card detail screen appears.
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S e FMW U100000019
Conveyorware Distribution System CHANGE OTC671D1

Change A Gift Card

Company......: 1ee

Card#f...oooant 201500001

Stock#...oonat GIFTCARD

State.cecernst MI

Issue Amount........: 500.00

Redeemed Amount.....: 74.20

Card Balance........: 425.80

Issue Date..........: 5/04/2015 mmddccyy
Expiration Date.....: 5/85/2020 mmddccyy
Last Activity Date..: 5/05/2015 mmddccyy

e [ Enterl
Q Help & Exit @ Cancel ("J Continue T

Work with Gift Card detail screen

Layout for Work with Gift Card detail screen

Card ID: These fields are display-only, from the original sales record.
Company: Company Number.

Card#: Card Number

Item #: Stock Number

State: Sale State governing the debt/liability.
Card Amount:

Issue Amount: Original Value

Redeemed Amount:  Value Already Used

Card Balance: Issue Amount - Redeemed Amount.
Card Dates:

Issue Date Date of Purchase

Expiration Date Last State-required Usable Date

Last Activity Date This date might affect expiration.

The Card Amount and Card Date fields may be edited. This might be done if
government regulations change, or if fraud or other problems arise.

Although you can add funds to an existing card, we don’t recommend it. This
screen will accept the new amounts, but the liability is not included in accounting
records. Use a normal register sale, or use 624 Gift Card Activation (which requires
General Ledger accounting entries).

In the Gift Card’s Amount or Date fields,
> Enter Changes.

> 4 Press [Entet].

The system saves the changes, and returns to the Work with Gift Cards list screen.
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OPTION 622: Work with POS Payment Types

This option displays a list of all payment methods that the Conveyorware POS system
propetly accounts for. Additional Payment Types can be added this list, but each new
Payment Type must copy the accounting process of an existing Payment Type Code.

The Payment Type Codes (blank, C, H, & G) enable the system to process sales income into
appropriate General Ledger accounts:

e Blank (assumes “Cash”) is credited to the default Bank Cash/Checking Account.

e Merchant Cards (C) may be credited to the same or to a different account from cash
and checks.

e  Gift/Prepaid Cards (G), as Sales Income, transfer money from the Gift Card
Liability GL Account to an Income account.

e Checks (H) also are credited to the Bank Cash/Checking Account. This Code
allows for an optional hold on returns for these transactions, until payment has

cleared/finalized.

It may be necessary to change POS Payment Type records when bank or merchant accounts
change, or for other modifications.

*

To Select Work with POS Pay Type:
Click on 622 Work with Pay Type, or
Key command “622”, [Enter].

>
>

The Work with POS Pay Type list screen appears.

Opt

0 -

mp Payment

Conveyorware Distribution System

Select option, press Enter.

Type

1 AMERICAN EXPRESS
1 CASH

1 CHECK

DISCOVER

GIFT CARD
MASTERCARD

VISA

AMERICAN EXPRESS

CASH

W Y VR B R R

CHECK

if Exit

Work with Pay Type

Code GL Account#

c ©0230-000-00

©100-000-00
H ©0100-000-00
(o ©230-000-00
G 2150-000-00
C ©230-000-00
€ ©230-000-00
c ©230-000-00

©100-000-00
H ©100-000-00

& Cancel

f

(J Continue

FMW U100000019
WORK  0TC309D3

Work with POS Pay Type list screen
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Layout for Work with POS Pay Type list screen

Header Center: Company & Screen Name
Right: User ID & Screen Code

Columns: Only the Opt field is active:
Opt:  Option selection choice: 2=Change, 4=Delete, 5=Display

Cmp: Company Number
Payment Type: Payment Method
Code: Payment Code, controls banking and accounting for the funds

GL Account #: Classifies funds to the General Ledger Accounts.

% To Add a Payment Type Record:

> Click on [Add] (F6).

The Add a POS Pay Type window appears.

Add a Point of Sale Payment Type 0TC309W1

Company Number.........: 105
Payment Type....couvuast
Payment Type Code......:
# of Check Hold days...:
Display prompt.........:
G/L Account Number.....:
G/L Dept Number........:
G/L Classification.....:

a Help [? Exit @ Cancel IJ Continue

POS Pay Type detail screen

Layout for Work with Pay Type detail screen

Company Number:  a default Company Number appears.
Payment Type: Payment Method Name

Payment Type Code: Only the field is active

# of Check Hold Days: Payment clearance requirement for Returns
Display Prompt: POS Register screen message

GL Account Number: General Ledger Account: may post revenue to an Income
or to a Liability account.

GL Dept Number: Department Sub-Account

GL Classification: Classification Sub-Sub-Account
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v v v ¥

7

View, ot key Company Number, [Tab]
Key the Payment Type Name, [Tab]
Key the Payment Type Code, [Tab]

View, ot key Hold Days, [Tab]

Optional. This field will limit Returns for transactions with
uncleared payments.

Key Display Prompt, [Tab]

This text appears on the register screen when this Payment Type
is selected. Key “Amount Tendered”.

Select a GL Account Number, [Continue] (Enter).

Use [Prompt] (F4) to select the GL Account/sub accounts that
the POS Pay Type revenue will credit. ALL three levels of the
GL Number are selected together.

The system returns to the POS Payment Type list. The Payment Type appears in the

list.

*

To Change a Payment Type Record:

In the Pay Type’s Opt field,

>

Click on 2=Change

The Change a POS Pay Type window appears.

Payment Type

&

Company Number

Display prompt

G/L Dept Number

Change

Payment Type Code
# of Check Hold days...:

G/L Account Number

G/L Cclassification

—l? Exit

a Point of Sale Payment Type OTC309W1

i
CHECK
H
5
CHECK AMOUNT

100

(Enter) to Continue

& Cancel

>

POS Pay Type detail screen

Key any Changes, [Enter].

As needed; Change or refine General Ledger Accounts, etc.

The system saves the change(s), and returns to the POS Payment Type list screen.
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* To Delete a Payment Type Record:
In the Pay Type’s Opt field,

> Click on 4=Delete
The Delete a POS Pay Type window appears. There is NO confirmation message on this
screen.
Delete a Point of Sale Payment Type 0TC309W1
Company Number.........: | 9
i Payment Type.......ovuut CHECK
Payment Type Code......: H
# of Check Hold days...:
Display prompt.........: AMOUNT TENDERED
G/L Account Number.....: 100

G/L Dept Number........:
G/L Classification.....:

@ Help B Exit & Cancel rj.] Continue

POS Pay Type detail screen

> Click on [Continue] (Enter).

The system returns to the POS Payment Type list screen. The Payment Type is no longer in
the list.
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OPTION 624: Work with Gift Card Expiration Rules

A Gift Card is not a tangible inventory item; it is, essentially, a debt that the merchant owes
to the customer. Each merchant may have store policies, but States do regulate these
transactions. Minimum months until expiration are commonly required, and other
restrictions can apply. State rules can be added and edited here, controlling the time limits
for valid card use.

Gift Card records use the rules of a store’s State to determine expiration dates. As with Sales
Taxes, business owners are responsible for knowing and following applicable laws. Note
that unredeemed, expired balances may revert to the State Government, and not to the
business holding the liability.

* To Select Work with Gift Card Expiration Rules:
> Click on 624 Work with Gift Card Exp. Rules, or
> Key command “624”, [Enter].

The Work with Gift Card Expiration Rules screen appears.

FMW U100000019
Conveyorware Distribution System WORK  0TC640D3
Work with Gift Card Expiration Rules

Select by Company....: 102
Position by State....:

Select option, press Enter.
2:Change 4=Delete 5=Display

Opt Co State Description

Enterl

N W Refres! ancel
Q Help l@’ Exit Refresh Add @ Cancel - ti

Work with Gift Card Expiration Rules screen

t 3 To Add a State’s Gift Card Expiration Rules:
In the Position by State field,

> View or key the Company Number, [Tab],

> Key the State Abbtreviation, [Add] (F6).
2 digits, alpha. The USPS abbreviation for the state.

The Add a Gift Card State Expiration Rule screen appeats.
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FMW U100000019
ADD  0TC641D1

Conveyorware Distribution System

Add A Gift Card State Expiration Rule

Expiration Period in Months.......ciuvvvuanat
Expiration Date Based on Last Activity (Y/N):

Begining Month Day of Expiration Date.......:

Description:

a Help iﬁ' Exit @ Cancel

'y Continue

Add a Gift Card State Expiration Rule detail screen

Layout, Gift Card State Expiration Rule detail screen

Display-only header fields:
Company Company Number
State USPS State Abbreviation

Active Fields:

Expiration Period in Months: The State’s required minimum activation

Exp Date Based on Last Activity (Y/N)?: Some regulations delay

expiration after partial redemption transactions.

Beginning Month/Day of Expiration Date: A State may establish a
specific yearly date as the beginning of ALL expiration petiods.

Description: The State Name, and/or relevant rule details. This
description appears in the Rule list, and on the 634 GC Expiration Rules

repott.
> Key Months, [Tab]
Up to 2 digits, numeric. The state’s required minimum months
for valid use.
> Click to select Last Activity (Y/N), [Tab]
Does the Expiration Date change when the card is partially used?
> 4 View or key Date, [Tab]
Does the State require all Gift Card Expiration periods to start
on a specific date?
> Key Description, [Continue] (Enter).

Key the State Name, and any details, if desired.

The system saves the changes and returns to the selection/list screen. The
Expiration Rule will control all Gift Cards records sold in the specified state.
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Conveyorware Distribution System

Work with Gift Card Expiration Rules

Select by Company....: 100
Position by State....:

Select option, press Enter.

opt Co State Description
v 1lee MI Michigan Gift Card
v 1@ OH State of Ohio Gift Card Expiration @
6 Help E i Exit »> ‘ Refresh Add a Cancel
Enterl
( iJ Continue -
= Rese!

FMW U100000019
WORK  0TC640D3

Work with Gift Card Expiration Rules list/selection screen

Option field choices include 2=Change, 4=Delete, and 5=Display.

* To Change a State’s Gift Card Expiration Rules record:

In the State’s Opt field,
> 4 Click on 2=Change.

The system displays the Change a Gift Card State Expiration Rule screen.

Conveyorware Distribution System

Expiration Period in Months...........c00uuut 60
Expiration Date Based on Last Activity (Y/N): N~

Begining Month Day of Expiration Date.......:

Description: State of Ohio Gift Card Expiration

g Help Ef Exit & Cancel )] continue

Change A Gift Card State Expiration Rule

FMW U100000019
CHANGE  0TC641D1

Change a Gift Card State Expiration Rule detail screen

> Key any Change,

> Press [Continue] (Enter).

The system saves the changes, and returns to the selection/list screen. NEW Gift

Card records will reflect any rule changes.
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OPTION 625: Gift Card Activation

This option can activate a Gift Card outside of the sales register process. This exception
process may be useful for several situations:

e The Sales Register/Cashier may have missed the GC Activation prompt at a sale’s
completion; the Receipt Number can be used to record its activation here.

e A Gift Card may be issued for a Returns transaction, as a store credit. The Returns
process accepts “Gift Card” as a Payment Type, but does not prompt for activation.
That process must be completed manually, here.

e The store may want to make a donation. The card may be activated here without a
transaction number, with a 750.221 Manual Journal Entry recording the Donation
expense and the GC Liability.

e  Gift Cards might be used for promotions, accounted for with a 750.221 Manual
Journal Entry recording the Promotional Expense and the GC Liability.

Each Gift Card Stock Number may have a pre-assigned value (of $20, or $100, for
example), or the value may be $0. Only GCs with $0 value may have the value entered here;
GCs with pre-assigned values must be activated at their face value.

This function does require an active Sales Register session for the User. The Gift Cards
activated here, however, do not appear in the 636 Check IN/OUT report. ALL Gift Cards,
however, do appear on the 631 Gift Card report.

E 3 To Select Gift Card Activation:
> Click on 625 Gift Card Activation, or
> Key command “625”, [Entet].

The Gift Card Activation selection screen appears. All Stock Numbers for this Company
with the Category/Class 99/Gift (and Manufacturer ZZZ) appear in the Gift Cards list.

FMW U100000019

Conveyorware Distribution System ADD  OTC307D3

Gift Card Activation

Company Number. [ 100 BETA DATA VISION

Select option, press Enter.
Sel Stock # Description

GIFT CARD $50 $50 GIFT CERTIFICATE

v GIFTCARD GIFT CARD @
e Help i? Exit @ Cancel [
|

J Continue
— Resetl

Gift Card Activation selection screen

The GC Activation selection screen displays the company’s list of GC Stock Numbers. In
the Opt field of the GC Stock Number,

k To Activate a Gift Card:

> Click on“1=Select Item?”.

The Gift Card Activation detail window appears.
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Gift Card Activation Window

Optional Info:
Name:

Email:

6 Help if Exit

Stock #: GIFT CARD $5@

$50 GIFT CERTIFICATE
Receipt#:
Card #:

Value: 50.00

Not Required for manual activation
# OF MONTHS: 6@
Expiration Date: e5/11/2020

@ Cancel ,IJ Continue

Gift Card Activation detail window

If the GC Stock Number has pre-assigned value, it appears in the (display-only) Value field.
If the Value field is blank, key the card value.

>

View or key Value, [Tab]
Up to 7 digits, numeric. Assumes whole dollars; add a decimal if
needed.

Scan or key Receipt Number, [Tab]

(Optional) For a sale, or for a returns transaction Gift Card, scan
or key the Receipt Number. For other activations, leave this
BLANK.

Note: For Activations that are not register-sale or returns transactions, make sure that an
appropriate Manual Journal Entry is made to the General Ledger.

>

2>

Scan or key Card Number, [Tab]

Each record here must have a unique number.

Key Name: & Email:

(Optional) Record other information, if desired (for example,
“Noel Night Door Prize”). These fields print on the 631 Gift

Card Report.

Press [Enter].

The system creates the Gift Card record, and prints a Gift Card receipt.

To return to the GC Activation selection/list screen,

>

Press [Cancel] (F12).
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OPTION 630: Print Register List

This report provides a list of all Sales registers from Option 620 Work with Registers, with
their associated output printers.

* To Select Print Register List:
> Click on 630. Print Register List, or
> Key command “630”, [Enter].

The Register Listing screen appears.
= FMW D000000012
Conveyorware Distribution System PROMPT  OTC610CL

Register Listing

F6 to Print Register Listing

a Help ‘? Exit =5 Print Enlerl
Resetl

Register Listing selection screen

> Press [Print].

The Register Listing prints and the system returns to the POS Manager menu. All data from
the 620 Work with Registers records are included in the list.

DATE 11/19/2012 POS REGISTER LISTING OTC610R
TIME 02:18 PM ABC BOX CO. CONVEYOR
PAGE 1
REGISTER PRINTER DESCRIPTION ACTIVE A/I
1 POS_HOD Register 1 A
2 POS_HOD Head cCashier A
3 POS_HOD Pharmacy Counter A

In the Active A/I column, A=Active Register,
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OPTION 631: Gift Card Report

Use this Option to print a report with accumulated Gift Card liabilities. A Gift Card Report
can be selected or limited by State, by Stock Number, and by up to three Date Ranges.

E 3 To Select Print Gift Card List:
> Click on 631. Print Gift Card List, or
> Key command “631”, [Entert].

The Print Gift Card List selection screen appears.

el FMW U100000019
Conveyorware Distribution System PROMPT  OTC630CL

Gift Card Listing

State Code....ecernennsst Blank for all
Gift Card Stock#........: Blank for all

Select Date Ranges From Thru
Expiration Date.......: 5/07/2020 | mmddccyy

Issue Date............ : 5/07/2015 | mmddeccyy
Date of Last Activity.: 5/07/2015 | mmddccyy

Q Help i? Exit s Print e ‘l

Print Gift Card List selection screen

Layout for Print Gift Card List selection screen

Selection Fields:

State Code: Blank=All. 2-digit State Abbreviation

Gift Card Stock #: Blank=All. Stock Number

Expiration Date: From (blank) Thru (today+60 Months) = ALL,
unless any Expiration Dates are later than 60
months.

Issue Date: From (blank) Thru (today) = ALL

Date of Last Activity: From (blank) Thru (today) = ALL
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t 3 To Print a Gift Card List:

> iew or key State Code, [Tab]
2 djgit, alpha. Blank (default) =All. For a single state’s list,
key its State Abbreviation Code.

4 View ot key GC Stock Numbert, [Tab]

Up to 30 digits, alpha-numeric. (detault)=All Gift Card Stock
Numbers. Key a single Stock Number, if desired.

4 iew ot key Expiration Date Range, [Tab]

8 djgits, numeric. Format mmddyy. From: Blank=All (default) to
Thru= (Today+60 Months) (default)

2> iew ot key Issue Date Range, [Tab]

8 digits, numeric. Format mmddyy. From: Blank=All (default) to
Thru=Today (default)

2> View ot key Last Activity Date Range, [Print].

8 digits, numeric. Format mmddyy. From: Blank=All (default) to
Thru=Today (default)

The Gift Card List prints, and the system returns to the 619 POS Manager menu
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PROGRAM : OTC&30R Conveyorware Distribution Swstem 0570652015 01:36 PH
COMPAMY : 100 BETA DATA VISIOM POS GIFT CARD LISTING PAGE 1
USER ID : UlDO0O0DOOL9
Issue Expire Last
Stock MNumber/Cards State Card Amt. Redeemed Balance Date Date Activity
GIFTCARD MI 25.00 .00 25.00 05-06-2015 05-06-2020 05-06-2015
2012500006
GIFTCARD MI 500.00 76.20 425.80 05-05%-2015 05-05-2020 05-05-201%
201500001
GIFTCARD MI 50.00 .00 50.00 05-05-2015 05-05-2020 05-05-2015
201500001
GIFTCARD MI 80.00 .00 80.00 O05-04-2015 05-04-2020 05-04-2015
201500002
GIFTCARD MI 20.00 .00 20.00 05-04-2015 05-04-2020 05-04-2015
201500003
Mame: JENMIE MARSH Email:
GIFTCARD MI 50.00 42.40 7.60 05-04-2015 05-06-2020 05-04-2015
201500004
GIFTCARD MI 10.00 .00 10.00 05-0&-2015 05-06-2020 05-04-2015
201500007
GIFTCARD MI 10.00 .00 10.00 05-D&-2015 05-06-2020 05-0&-2015
201500008
GIFTCARD MI 10.00 .00 10.00 05-D&-2015 05-06-2020 05-0&-2015
201500009
TOTAL: 755.00 £38.40
116. &0
Layout for Gift Card List report
Header Left: ~ Screen Code, Company, User ID Center: Screen Title Right: Date, Time & Page
Columns: Stock Number/Card#: Card’s Stock Number, above Card’s (Serial) Number.
Customer Name and Email may appear (optional fields).
State: State Abbreviation Code.

Card Amt: Purchase Price.
Redeemed:  Amount Used/Spent.
Balance: Remaining Liability/Value.
Issue Date: Date of Purchase.

Expire Date: Scheduled Expiration.
Last Activity: Most Recent Use Date.

Summary: Totals for Original Cards Amount, Amount Redeemed, and Remaining Liability.
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OPTION 632: Print Payment Type List

This report prints the list of valid POS Payment Types.

* To Select Print Payment Type List:
4 Click on 632. Print Payment Type List, or

4 Key command “632”, [Entet].

The Payment Type List prints and the program returns to the 600 POS Menu.

S FMW DO000000012
Conveyorware Distribution System

‘z Help if Exit

Pay Type Listing

F6 to Print Pay Type Listing

Print

PROMPT  0TC620CL

Print Payment Type List selection screen

-> Press [Print].

The Payment Type List prints, and the system returns to the 619 POS Manager

menu.

DATE 11/19/2012
TIME 03:29 PM

PAY TYFPE DESCRIFPTION
c AMERICAN EXFPRESS
CASH

CHECK

DISCCVER

GIFT CARD
MASTERCARD

VISA

0o oE

POS PAY TYFE LISTING
ABC BOX CO.

CHECK
HOLD

DISPLAY
PROMET

AMOUNT TENDERED
AMOUNT TENDERED
CHECE AMOUNT

AMOUNT TENDEEED
AMOUNT EEDEEMED
AMOUNT TENDEEED
AMOUNT TEMNDEEED

(=== R =

OTCE20R
CONVEYOR
FPAGE 1

&/L ACCOUNT

0220 000 0O
0100 000 0O
0100 000 0O
02320 000 0O
2150 000 0O
02320 000 0O
0220 000 0O

Payment Type List
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OPTION 634: Print Gift Card Expiration Rules

Print a summary list of State Gift Card Expiration rules. The list includes all parameters
from the Company’s 624 Work with Gift Card Exp. Rules records.

* To Select Print Gift Card Expiration Rules:
> Click on 634. Print Gift Card Expiration Rules, or
> Key command “634”, [Entet]
The Gift Card Expiration Rules Report selection screen appears.

e FMW D000000012
Conveyorware Distribution System PROMPT  OTC650CL

GIFT CARD EXPIRATION RULES LISTING

F6 to Print Gift Card Expiration Rules Listing

Enter i

Q Help “? Exit = Print Rese(i

Print Gift Card Expiration Rules selection screen

> 4 Press [Print] (F6).

The Gift card Expiration Rules report prints, and the system returns to the 619 POS

Manager Menu.
PROGRAM : OTC&50R Conveyorware Distribution System 05/06/2015 01:35 PM
COMPANY : 100 BETA DATA VISION POS GIFT CARD STATE EXPIRATION LISTING PAGE: 1
USER ID : UlO00000019
EXPIRATION LAST BEGINNING

STATE PERIOD ACTIVITY MONTH/DAY TEXT

MI 60 Y Michigan Gift Card

OH &0 N State of Ohio Gift Card Expiration

Gift Card Expiration Rules report
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OPTION 636: Cashier Check IN/OUT Report

This Option provides detailed POS Register records with Users, Times, Drawer/Tray and
Transaction Amounts. On the Detail report, each transaction is listed.

Separate pages print for each register, and for each check-in/check-out in the specified date
range.

* To Select Cashier Check IN/OUT Report:
> Click on 176. Print Rep Sales Details Report, or
> Key command “176”, [Entet]

The Cashier Check IN/OUT Reportt selection screen appeats.

S FMW D000000012
Conveyorware Distribution System 0TC601CL

Cashier Check IN/OUT Report

Begin/End Date.... vt 2272014 @ 2272014 @]
MMDDYYYY MMDDYYYY
Summary/petail (s/D)..: D

a Help ‘? Exit == Print £

Cashier Check IN/OUT Report selection screen

> View, select, or key Begin Date ET, End Date ET, [Tab]

8 digits, numeric, each field. Default for both is today. Click on the
Calendar icon to select, if desired.

> View or key Summary/Detail
1 digit. D=Detail is default. Key “S” for Summary Only.

> Press [Print].

The Cashier Check IN/OUT Report prints, and the system returns to the 619 POS Manager
Menu.
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PROGRAM : OTC&01R Conveyorware Distribution System 0570772015 03:10 PM
COMPANY : 100 BETA DATA VISION POS CHECK IN/OUT SUMMARY REPORT PAGE: 1
FROM 570672015 TO b5/07/2015
USER ID DATE IN TIME IN DRAWER IN
CASH DISBURSEMENT
DATE OUT TIME oUT DRAWER 0OUT OVER/UNDER TOTAL SALES
Register Humber: 1
Drawer: 2
CASH: 492.30
U100000019 2015-05-06 09.47.33 200.00 CHECKS: .00
-00 DEBIT/CREDIT: .00
2015-05-07 15.05.34 7364.70 .00 5364.70 THER: 42.460
DATE TIME RECEIPT # SALES DISBURSEMENT PAY METHOD
2015-05-06 09.54.10 20150504001A0002 50.00 .00 CASH
2015-05-06 10.08.58 20150506001A0003 42. 60 .00 GIFT CARD 201500004
2015-05-06 11.42.15 20150506001A0004 100.00 .00 CASH
2015-05-06 12.10.27 20150506001A0005 217.30 .00 CHECK
2015-05-07 12.35.14 20150507001A0001 100.00 .00 CASH
2015-05-07 14.,13.12 20150507001A0003 25.00 .00 CASH
Elapsed: 29:18 Total 534.70 = .00 =
Report Total 534.70 = .00 =

Cashier Check IN/OUT Detail Report

Layout, Cashier Check IN/OUT Detail Report

Header Left:

Program ID, Company Number & Name

Center: Report Title & Company Number, Specified Dates
Right:

Report Date & Time

Register Summary Columns:

User ID: Register and Drawer, above Cashier User ID
Date In/Out: Date(s) for Check-In, above Check-Out
Time In/Out: Hours : Minutes : Seconds format (hours 1-23)
Drawer In/Out: Amount at Check-In and Check-Out

Cash Disbursement: Any Vendor Payments Amount
Over/Under: Any Drawer Discrepancy Amount

Total Sales: Net Sales amount, should equal Drawer-Out

Amount, minus Drawer-In Amount.

Payments Summary: Net Cash, Checks, Merchant Cards, and Other.

Transaction Details Columns:  Each transaction is listed, with:

Report Total:

Date and Time: Format mm-dd-yyyy, hh-mm-ss.

Receipt#: POS Transaction Number

Sales: Sale Transaction Amount (Includes customer refunds)
Disbursement: Vendor Payment Amount (no customer refunds)

Pay Method: POS choices are setup in Option 622.

Elapsed Time: Hours: Minutes

Total: Net Sales and Disbursements Amounts
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OPTION 637: Cash Disbursement Report

This report lists all cash payments made to Vendors that have not been applied to Invoices
thru the Accounts Payable (750.100.103.143 Apply Cash Disbursements) process. Each
record includes the Transaction, Purchase Order, and Vendor Invoice Numbers, with
Vendor Number and User (Cashier) ID.

E 3 To Select Cash Disbursement Report:
> Click on 637 Cash Disbursement Report, or
> Key command “637”, [Entet]

The Cash Disbursements Report selection screen appears

) ) FMW D000000012
Conveyorware Distribution System PROMPT  APX162D1

Accounts Payable

Cash Disbursements Report
100-SYDZ LIDZ

Disbursements for :
All Unapplied Disbursements: ¥=select
OR

Disbursements For Period —-:

Beginning Date Month: Day: Year:

Ending Date: Month: Day: Year:

9 Help [? Exit & Cancel == Print En:eri

Cash Disbursement Report selection screen

This screen selects cash disbursements for a specified date range, or selects all
unapplied vendor payments. This report may also include cash payments that were made
through the Accounts Payable Menu, in addition to those made through Point-of-Sale.

% To Print a Cash Disbursements Report:
For ALL cash payments, in the Unassigned Disbursements field,

> Key “X», [Print].
-OR—
For a single day, or any date range,
> Key Beginning Date, [Tab]

Numerze, format: MM DD YYYY.

> Key Ending Date, [Print].
Numerie, format: MM DD YYYY.

The Cash Drawer Disbursement Report prints, and the system returns to the 600 POS
Menu.
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11716412 10:5&:38 AEC BOX C. Fags :
Caszh Dlisbursenants Report APX16ZR
Iransection ID Vendor ID PO Munber _Descripfioen _Amount = __ Wser ID
POEE: Z81Z20T7258 1od Involice #: S1Z0TES010A0041 §22.98 PDEZ&Z
TA2BS20L12 BOXES R
ATTH: ACCOUHTE RECEIVABLE
12543 STREET
EL Disbursements not found CITY,. MI £B50& 189%: ¥
REFUHD
TOTAL FOR TAZEAZOLZ FZ22.95
POSE: Z01ZDADS5E 101 Involce #: S1Z080500LARDSYT Fld.@0 PDSR?
BrWGSZ0L1Z UFs
111 STREET
EL Disburzenent=s not found X¥xX, CA 99000 189%: H
TEET D
TOTAL FOR BAUGS2012 1@ .90
POEE: ZW1ZDIF2&0 100 Involce #: M12092&001A001S #10% .80 PDEZR S
BA2ASZALE BODXES R UE
ATTH: ACCOUNTS RECEIVAELE
12545 STREET
EL Disbursenents not Tound CITY, MI &B830& 1e9%9: ¥
COD MILE
POSE: Z012D092&0 103 Imvolce #: B120928001A0D1& #1.00 POZR?
|r2652012 AJF
&JF
&L Disbursemnent=s not found TEST, HI 1 185%: H
TEST
TOTAL FOR BA2GS2AL2 #1001 .80
InvE: Z01Z1105% 10z Involce #: S1Z1105002A001D #EZ5T .00 COHVEYOR
1178872012 OTE EHNERGY
F.0. BOX &50795
EL Disburzenent=s not found CIHCIHNHMATI, OH &485Z&8%-0798 189%9:
OCTOBER ELECTRIC EERVILCE
TOTAL FOR 1178872012 25T .00
REFORT TOTAL FETEH.BE
Cash Disbursements Report
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Layout, Cash Disbursements Report

Report Date & Time

Columns:
Transaction ID:

Vendor ID:
PO Number:
Description:
Amount:
User ID:
TOTALS:

“GL Disbursements not found:”

Company & Report Names Report Program Code

Vendor Invoice/Reference Number, above Date.

System Vendor Number.

Purchase Order.

POS Receipt Number, above Vendor/Payee, above Transaction Description field.
Amount Paid.

Transaction Cashier.

Subtotals for each Day, and a Total for All

ALL entries on this report have this notice. All Accounts Payable Vendor Invoice records specify General
Ledger accounts, but these cash disbursements are not are not yet applied to Invoices in AP.
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OPTION 638. POS Stock Discrepancy Report

This report lists all stock sold through Point-of-Sale that wasn’t actually received/entered
into inventory by the time of sale. The system automatically generates a presumptive
receiving transaction for each such unit sold, because negative quantities can’t exist in the
store/warehouse. Use the report to adjust receiving transactions for stock that was sold
before it was formally received into inventory.

The report lists all Stock Numbers with a Quantity On-Hand of 0 at time of sale, including
any new Stock Numbers added by a cashier during a sale.

* To Select POS Stock Discrepancy Report:
> Click on 638 POS Stock Discrepancy Report, or

> Key command “638”, [Entet]

The POS Stock Discrepancy Report selection screen appears

FMW U100000019

Conveyorware Distribution System PROMPT  OTC401D1

POS Stock Discrepancy Report

Company........: 100

Warehouse......: 1

Begin Date..... s _5/26/2015 @ mmddyyyy
End Date.......: 5/26/2015 (@ mmddyyyy

a Help ‘# Exit s Print Hoen ti

POS Stock Discrepancy Reportt selection screen

* To Print a POS Stock Discrepancy Report:

> View, ot key Company Number, [Tab]

> View, or key Warehouse Number, [Tab]
Warehouse 1 is default. Blank=AILIL.

For a single day, or any date range,
4 View, select or key Begin Date, [Tab]

Numeric, format: mmddyyyy. Default is today’s date. Use the
Calendar Icon to select a date, or key any other date, if desired.

> View, select or key End Date, [Print].

Numeric, format: mmddyyyy. Default is today’s date. Use the
Calendar Icon to select a date, or key any other date, if desired.
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The system returns to the POS Manager Menu. If no Discrepancy transactions occurred in
the date range, a message appears at the bottom of the screen, and the report does not print.

Program : OTC&401R Convevorware Distribution System 20/15/0529 11:57:24
Company : 100 BETA DATA VISION POS Stock Discrepancy Report Page: 1
Warehouse: 1 Zero Quantity on Hand

From 5/25/2015 To 5/29/2015

POS Receipt# Date Stock Number Short Qtv.
20150527001A0001 5/27/2015 BOX 26
20150527001A0001 5/27/2015 24 M LENTICULAR 4
20150527001A0002 572772015 CE APERTURE &-1é 2

POS Stock Discrepancy Report

Layout, POS Stock Discrepancy Report, Zero On-Hand

Columns:
POS Receipt#: Transaction Receipt Number

Date: Sale Date (the same date as the Automated Receipt Transaction)
Stock Number: The Primary Inventory record field

Short Qty: Units sold with Inventory Quantity = 0. This is the Quantity to
Adjust the (with or without PO) stock receipt; the system has
already created the inbound record for this quantity.

NOTE: Any new Stock Number (added during a sale) also prints on this report, but on a
separate page. Verify that the stock is actually different from existing Stock Numbers, and
that the 301 Inventory record is completed as needed.
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640. Work with Printing

11/18/2015 4:27 PM d_150.doc Page 71



