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CHAPTER

The Customer Module can be used to track your customers and your employees’
information in one place. You can store credit card numbers cocurely, preferences;

and set up recurring charges.

From the home screen of POSExpress, navigate to the Customer icon:

This will present a blank customer screen. Only the account A Cash Account,
the default account with Acct # 0, should be showing. The following example
is what should be seen.
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Search
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Email:

Username:

Renew Date: ¥ 7/15/2000 'i

Password: Expire Date: ||7 7/

09 -]

Change H Delete

Gender: Company: |

Type: Store: |

=

Class: |Founder |7 Bill thru club [~ Reciprocal T~ Freeze

A Cash Account

JEWwy

SUDISUBIKY

Smart Card

Preference

F\-utesl Lrafex

Address/Phone | Credit Card | Credit Book I Ledger | Pre-Paid

& Address 1  address 2

~Address 1 | rAddress 2
Street; ,7 Street;
County: IW County:

Zip: Zip:
City: City:
State/Province: State/Province:

Country: Country:

—

United States

~Phane Number

Frimary Phone [Use in StarterHut)

[
——

fohile Business

Home Fax

Taotal 0 Itermn(sy

[ -»movozzrAu~IoTmmooD> x

Ina_ctiuai_

Ready

Creating a New Customer

To create a new customet, select the Add New Customer button. The
tfollowing screen will be presented.



Add New Customer

*Click in picture box to
select picture,

x.

Account#: |4

Driver License#: |

| First Mame: ]

Middle Initial:
Last Mame: ‘ I~ Sales note popup
Birthday: [E2 7152000 =] Gender Junknown =] Bt/ [ g [ use 1 = ] ﬂ @I = ‘ |
Email: | — -
Customer Type: |C|ass I Member LJ
Customer Class:  |Member =
~Address 1- - Address 2
Street: Street: ‘
Zip: | City: Zip: | City:
State/Province: | State/Province: |
County: | County: |
Country: |United States | Country; |United States x|
~Phone Number - Primary Phone {Use in StarterHut}
Mobile I Business |
Home | Fax I
Course: |.£\II Stores ﬂ ::::usraf't |
Expired Date: et B |
Loyalty Level: | j

Code Guichet I

company: |

[ Disahle Auto Gratuity

Billing Motify:
+ Paper Statement  Email Statement ¢ Both

Muméro de Compte |

Clé RIB

Region J City I

Postal | Address |

Fill out the information of the Customer in the fields accordingly. The
customer types and classes are based off of the reference tables in Options ->
Reference Tables -> Customer Class & Customer Type.

® Customer Classes are general categories that customers are placed in. For
example, Members, Employees, and Kitchen Staff might need to be
created for a restaurant. Customer Class is used for tiered pricing.

Customer Types are categories that customers are placed into as part of a

sub-class. For example, after creating the Kitchen Statf under Customer
Classes, Waiter, Hostess, Cook, and Chef might need to be created
because they are different types of the Kitchen Staff Class.

These different Classes & Types help to keep track of customers easier

and refine searching through the customer list.
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When you are finished, select OK.

Note: The Account#t will automatically select the smallest number that
has not been used yet. This can be manually entered by typing over it

Note: If the system includes a card reader, swiping a driver’s license at
this time will fill in some of the information.

Note: Check the Sales Note Popup if the customer requires some
special information upon each sale. The information typed in this box
will popup when the customer is selected.



Customer Search

To pull up an alphabetical list of all customers, select the asterisk (*)

Search

Name

A Cash Account

Aaron Wayne

Abeline Country Club (K...
Abilene Country Club (T...
ADT Security Systems
akers Jeff

Alexander Howard
Alexander R, Denny
Alexander Rick

Alexander W, Robert
Allen Tracy

Alpha Dan

Alspaugh Robert

Amarillo Country Club
AMF Golf Management
Andersen B.B., Jan & Alex
Anderson Carl

Anderson Jav

Total 1371 Itermn(s)

To search by last name, click the letter the last name begins with and the
software will populate a list of all members whose last name starts with that
letter.

B
c
D
E
F
G
H
1
]
K
L
M
N
o]
P
Q
R
s |
-




Search

Customer
ETakn Search

® Inactive @ Active

Customer List

MName

Gahm Phillip
Gaillardia Country Club
Gallagher Charles
Gallagher Denny
Gallagher Kevin
Gallagher Michael
Galligan Timothy
Gamel Thomas
Gangel Beth

Garcia Ernie

Garden City Golf Club
Garden of the Gods
Gardner Ted

Garrett Tam

Gart John

Gaviria Andres

Gee Greg

Gearoe Richard

Total 73 Iternis)

By typing in the name or part of a name, of a customer into the Name/Acct.
and selecting Search, the software will populate any members with this text
anywhere in their first, middle, or last names.

® For example, if “Tim’ is entered, the list will include anyone with the first
name of Tim, to customers with the last name of Timbers, and anyone
with ‘tim’ anywhere in their name.



@ Inactive @ Active

Customer List

Acct Name

9312-000 Bateman Tim
0838-000 Galligan Timothy
9102-000 Grant Tim
0674-000 Harrington Tim
9239-000 Kohn Tim
0710-000 MNoaonan Tirmothy
9416-000 Petrovik Tim
0486-000 Schmidt Timaothy
9128-000 Tirmbers Ir. Mike
9079-000 Timbers Ken
0268-000 Timbers Michael
0E552-000 Timbers Stephen
0796-000 Travis Timothy

Import

Searching can be narrowed down by selecting a Customer Type and/or
Customer Class from the drop down menus, as well. These are the same
types and classes that were created in Options -> Reference Tables -> Customer
Class & Customer Type.



Inactivate /Reactivate Customer

Select the customer that needs inactivated. Select the Inactivate Customer
button. A warning will pop up asking if you are sure you want to inactivate
the customer. Select Yes to inactive the customer and No to cancel.

They will be taken out of the Customer List. When a customer is inactive, it
takes away their privileges to process sales, including Sales, Food and
Beverage, and Member charges.

To reactivate a customer select the Inactive radio button under the Search
Section

Search

Alpha Dan
634-000 Alspaugh Robert
8158-000 Amarillo Country Club
9E60-000 AMF Golf Management
9152-000 Andersen B.B,, Jan & Alex
Anderson Carl
Anderson Jay
Anderson John

9350-000 Anderson Robert

8288-000 Andrews Larry

8110-000 Annandale Country Club... —
8080-000 Annandale Golf Club (CA)
0579-000 Anschutz Philip

9258-000 Anton Paul

9460-000 Aragona Joe

9087-000 Arias Francisco

0790-000 Arlotta John

EUU4—DUD Armstrona William - bt

WADOTOZECAYU-IOTMOOE > ¥

Tatal 43 Itern(s)

-

Selecting this button will bring up a list of all the inactive customers. To
reactivate a customer, select the customer and select the Reactivate Customer
button. This will put the customer back into the active Customer List, and
re-allow them sales privileges.
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CHAPTER

The Inventory Module is used to track everything that relates to your store’s
inventory. This includes suppliers, sales categories, purchase orders and stock
notifications & commission.

From the home screen of POSExpress, select the Inventory icon:

This will open the Inventory module. There are several buttons across the top
of the Inventory screen. This document will focus on the basics of creating an
inventory item. The other buttons will be explained in separate documents.

When opening the Inventory screen, the Products page is displayed. See the
image below.
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Inventory POSexpress Inventory Management

Products by 5 Purchase % g 5
[ products Sunsiler Suppliers. sales Rep s Gift Card Rain Check Packages Modifier
Search & Product List Create New Product
B Product
H|  rroduct: _ Gop |Order Info| Tier Price | Advance | Other | Modifiers | Notes
=l Supplier Category Item Type: [Product -
: ) - |
|| B sort by age © Asc @ Desc [l showbis achs oo ’ﬁ'
2|/l code Description Hrhdieticoda:
BNt 1
|| W eoTTLERETURN Bottle Return Description:
DeclarecashTips Declare Cash Tips catalog cost: | 000 Size: |
||l OnlineHandingFeel... web Store Handing Fe...
||l onlineshippingltem Wb Store Shipping Item Tax Code:|[N/a  [Not =
RENTALCHARGE Rental Charge
— I TaxincusivePrice:| g 1
[ servicechare Erauy ax Inclusive Price: Season Code
2|l Test1 Test Item Retail Price 0.00
=|| W Testz Test Item 2
T Track Inventory ves
g Aging View

Cost Detail

Ave Cost

$0.00  Units in stock
$0.00  Units on arder
Receive
roduct

Delete || Loo8 MY

F—
—

Sale
Category

Last Cost

Print

New
Price
Tags

ical
Product

Phys
Inventory.

cancsl | save

Fieady

On this screen, there is a Search & Product List section. This section will
display all items in inventory and are listed in Product Code order, ascending
to descending. This order can be reversed by clicking the Code or Description
heading at the top of their respective columns.

For a more effective product search, there are search filters for Product,
Supplier and Category located at the top of the Search and Product List.
These filters allow the user to narrow the search for a specific product based
on the desired criteria. In the example below, Adidas was selected in the
supplier filter. Applying this filter will display only items that have Adidas as
the supplier.

The search can then be narrowed even further by utilizing the Category search
filter. In the example below, Men’s Shirt is applied in the category filter.
Applying this filter, in combination with the Adidas supplier filter, will display
only those items in the Men’s Shirt category with Adidas as the supplier.

Once the item appears in the Search & Product List, simply select the item
and the details related to that item will appear in the Product Information
field. (not shown in the image below)
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4. File Wiew Tools

NHIRES

Products

saEg

Help Goto - | O

Invento ry POSexpress Inventory Management
Pr;‘r‘im::v Suppliers Sales Rep F:;:td::! Gift Card Rain Check Packages Modifier

=
i G Product |y er Info Tier Price | Advance | Other | Modifiers |  otes
= Setup
<
= o atego Iterm Type:!Dmduct ;]
=
2 ||@Adidas = ad Supplier: | Ll
i = Junior Apparel [~]
Wens Outerwear Catequry:! l]
2 Code Product Code:i
2 ||l Psizr2 shoes
" ||} Ps1007 aPEE'a|IOTBdEtFt Descriptian: |
omen's Bottoms
PS1279 Wwaomen's Outerwear Catalog Cost: i 0.00 Size:
|l s Wwomen's Tops v
=(| W ps1010 A Tax Code:[n/a  |Not =)
Ps1008 Adi - Ii X
pS1011 adidas MStch Fancy Pola ™ Tax Inclusive Price: Season Code:
g PS1275 adidas Mesh Jg Polo Retail Price: 0.00
= PS1009 adidas Jersey Solid Polo
= PS1235 adidas Con-Stripe
§ Track Inventory: ¥es
%. Aging View —_— 1
[ Cost Detail
Awve Cost $0.00 Units in stock [u]
Last Cost $0.00 Units on order [u]
. - Print
New y Receive i i Sale
iHeady ‘
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Creating a New Inventory Item

When creating a new item in POSExpress, there are five required fields. They
are Item Type, Supplier, Category, Product Code, and Description. An icon
that looks like this, @ , will appear next to any field that is missing required
information. These five fields will be described in detail. The remaining fields;
Catalog Cost, Tax Code, Tax Inclusive Price, Retail Price and Track Inventory

will be briefly described.

To create a new item in the Inventory module, select the New Product button
and a Create New Product window will replace the Product Information
window. All fields will be Null, awaiting info to be entered related to the new
item.

For most common inventory items, the Item Type will be Product, as seen in
the example below. This is the default setting when creating a new item. The
other choices in the Item Type drop down menu will be explained in separate
documents.

= [=]x]

Invento ry POSexpress Inventory Management

A Products Pr;::;:ﬁ::: Y Suppliers Sales Rep Furcha;e Gift Card Rain Check Packages Modifier
% Order T T T T T \

Search & Product List Create New Product

Product

Setup Order Info

Tier Price

Advance

Other Modifiers Notes

Supplier Category Item Type: |[ZHE0ES

201 M| [EX] supplie:| <]
age sc 4 E s Cateqgaory: ,—‘j

Code Description [4] product code: [

L Jauoysng ‘ Mozl

z

S||Wrrsx 1o GO FrrrF wrrr IO GO FHEEE

|~ /|l 100 Club Event Club Event Description: |
100 G Regrip Catalog Cost: ‘ $0.00  Size: |

ro 100 K&Q Kings and Queens Even.

= ooL Personal Lesson Tax Code:|n/a  [Not -

|_J| | 100 McG McGladrey Event Fee N ’7 .

" 100 Old pal old Pal Event Fea I~ Tax Inclusive Price: Season Code:

3 100 Opening Day Opening Day Event Fee Retail Price: $0.00

= 100 PC President's Cup Entry Fe

f—1| | 100 RM Red Man Event Fee

Z|| W 100 wmL Wed Men League Fee Tratlelnveriany ves

B 1000 Island 1000 Island

3 || Loo1 Member Round 1% Holes Ading View

— || 1002 Member Round 9 Hales
1018 Cart Fee Member 18 Ho.
1019 Cart Fee Member 9 Hale: Cost Detail
10194 Corporate Non Member | ’— ’—
020 Private Cart 18 Ave Cost $0.00  Units in stock |0
1021 Private Cart 9
10z Guest Round O Holes Last Cost $0.00  Units on order |0
1025 Guest Cart Fee 3 Holes

1026 Guest Greens Fee 18 H.. . [l

BRIy et Crmmn Can 0 Unlae il

Receive
Product

) " Delete

Sale
e

Print i
Price |

ancel
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Creating a New Supplier

To create a new Supplier, go to the Inventory module and select the Supplier
tab. Select the New Supplier button and the Create New Supplier window
will be displayed. Enter the relative information accordingly and select Sawve.
The new supplier will then be added to the Search & Supplier List.

The Sales Rep field can only be populated by a Sales Rep that already exists in
your database. In order to associate a Sales Rep to a Supplier, you must first
add the Sales Rep. This is done by selecting the Sales Rep button at the top of
the Inventory module and then choosing the New Sales Rep button at the
bottom of the screen. This will open the Create New Sales Representative
window and allow the user to enter the relative information.

waaug]g Ly -

Inventory POSexpress Inventory Management
Products by i Purchase o . _

o Products Supplier Suppliers Sales Rep Orders Gift Card Rain Check Packages Modifier

g

E3 Supplier: [ Account #:

2 Souite Company: [ =] Terms:

[o!| 8 Supplier 1d Supplier Name ~W Contact: [ = Terms Type: -

g 28 adarns dd X

EAl adidas 2l |

] Erd ahead .

5 Postal: A

o/l 5° American Brand Golf e | B |

‘E“ 35 American Dry Goods State: Country:  |United States =

= 37 Antigua e

— |l 26 Bridgestone =l |
38 Bushnell webSite: |

) 25 Callaway
24 Cleveland | Phane: [ Fasi |
50 CMC Golf | salesRep: | =] " canautaro

ol W23 Cabra =

o 40 Cutter & Buck Title: | J First: ‘

. e Ecco

B EP Pro Init: | Last: ‘

(| M2z Fairway & Greene

E 21 Foot Joy Address:

20 Gear
33 George Landis . .
52 Global Tour Golf Boztal | Gty ‘
a7 Gogie Girl State: | Country: ‘ J
58 Golbal Tour Golf
55 Golo/Frontd, INC Email: |
At e tbivider Phaone: ,7 cell phone: | Fax:
48 Greg Morman pr—
18 Haas-Jardan 5 —
&8 Imperial Hats || Ay Gancel Save Delete
[=1] I I DJ( Supplier ] G B AU elets

P — ——
Ready

If a supplier’s information changes, it should be edited in POSExpress. To edit a supplier’s
information, first locate the supplier in the Search & Supplier List. Then, make any
necessary changes and select Save.
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Creating a New Sales Category

Each inventory item in POSExpress must belong to a corresponding Sales
Category. Sales Categories enable the user to filter items more quickly, as well
as organize and customize reports more effectively.

To create a new category, select the Sales Category button at the bottom of
the Inventory module. The Sales Category screen will be displayed.

s - [Inventory Management]

4+ File View Tools Help Goto

@ Inventory POSexpress Inventory Management
& = . =

-
Products by " Purchase » Y
Products Supplier Suppliers ‘ Sales Rep Drddars ‘ Packages Modifier
Search & Product List Create New Product
Order Info| Tier Price | Advance Other Modifiers | Notes

Supplier Category Ttemn Type: [ERTT SN -

LAl =. Supplier: 5

Sort by age © Asc i Desc [l show inued Items Category: o
Description Product Code:

KOS1 King of Sweets Candy

[ pewy [ewesng | cojueny

Description: |

Catalog Cnst:| 0.00 Size: |
Tax Code:,l\m—h\mt_v_l
I” Tax Inclusive Pn(e:,— Season Code: j
Retail Pnce:rw

Track Inventory: Yes

|--Ag|r|g View ‘

Added Month(s) First Receive Date Rental

Ave Cost _ Units in sto ]
Last Cost _ Units on order

\
] o | s | e | 2222 Mhﬂiﬂ :
= i

Ready [

—Cost Detail
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Select Add

73
gz Accounting -
Administrator tools Manage Sales Caterry
Z| - AutoUpdatePatchServer Select category from list then click appropriate task.
2 | - clientDownloadFromCPS
3 =- Credit Card/Gift Card LJ Description | Loy... | General Led... D\scount! Charge | Min Standard
[5|| B Customer Management Options 9 Bottle Deposits No Yes Yes No 0.0000 0.
G || & Employee 14 Candy No No No No 0.0000 0.t
S|l - Extension 2 Gift Card No Yes Yes No 0.0000 0.( |
i - General Options 12 Membership No Yes Yes No 0.0000 0.t Eigla
=- Global Options 1 Pay Out No Yes Yes No 0.0000 0.0
7|| & Hardware/Receipt 3 Payment No Yes Yes No 0.0000 0.0
=|| - inventory options 12 PREPAID No Yes Yes No 0.0000 0.t
/| . IPPF Settlemnent 7 Rain Check No Yes Yes No 0.0000 0.
& Reference Tables 10 Rental Charge No Yes Yes No 0.0000 0.0
Report Options 8 Service Charge No Yes Yes No 0.0000 0.t
I Por L 11 shipping No Yes Yes  No 0.0000 0. =
i - Sales Options
- ServerProductPath
- ServerVersion
- Statement
4 m L2
™ Show in Customer Infarmation 3
)
I Accounting
|Ready

The screen shown below will be displayed.
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e
2
T
5=
£
-~ Colar Code D:
o gnmpany Description: |Test Category ‘ (e.g. Accessories, Carts)
o oupon
& Currency Exchange Rate Department: IMarchanmse j COGS GL: I j
= Gustomer Class
= General Ledger: ~| InwGL: =
3 Customer Group A I J I J
& Customer Loyalty Program Group Type: I ﬂ Ranking: 1 :
= Customer Student Status Itemizsr Description
o Customer Suffix Name
§ - Customer Title Name Course: I - I -
3 Gustomer Type : : ’
Type: T Statement Display Option:
[ - Department W I J iR
& Discount Button Setup ™ Commission ICatggDry x
B - Discount Reason
Gratuity General | Price Setting | Remote |
ety !(its ¥ Allow Discount
LDE_EUDH_CUdE N ¥ allow Service Charge
-~ Nationality Information I Ball D
= PMS Itemizer Ballibisperiser.
mf| - Profit center I Credit Book
EL Sales Gategory I Duty Free
(— “ilalbs Ratprats I~ Guest Tracking Enabled
m Sales Types G
T . Season Code ¥ Issue Rain Check (Green Fee, Cart Fee, etc)
§' Tax I~ Loyalty
- - Terminal Information
web Store Departments [~ Win Eligible
- Report Options
Sales Options
- ServerProductPath I~ Prepaid
Servervession ™ Show in Customer Information
- Statement
[~
Sales Categoly Managsment r
Ready
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Enter an ID and Description for the new Sales Category. There are many
other options within this screen, some may be relevant to your facility and
some may not be. The ID and description are the only required fields to
create a new Sales Category.

This screen also contains three tabs, General, Price Setting and Remote.
Again, these tabs contain options specific to this category and may or may not
be relevant at your facility. If you need assistance, please contact your
administrator or Prophet Systems Support.

After completing the necessary and relative information, scroll to the bottom
of the screen and select Save. Next, select Close and the software will return
to the Inventory module. Select Exit. Leaving the Inventory module allows
the system to refresh and this will add the new Sales Category to the Category
drop down menu.
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Product Codes & Descriptions

Each inventory item requires a product code and description. These pieces of
information are left entirely up to the user to create. Both alpha and numeric
characters are accepted in these two fields.

Typically, there are two theories used when creating product codes. A code
can be created by the user, or the user can utilize the bar code that is provided
by the supplier. An example would be an item that comes in various sizes,
colors and styles but, they all have the same cost and retail price. In this
scenario, the user could decide to create their own product code for ALL
sizes, colors and styles or utilize the bar code that is provided by the supplier
for each different size, color and style.

Using the first option, the user creates a code, means there would be one
inventory item in the database for ALL the sizes, colors and styles. Basically,
this is a “price point” philosophy. Meaning, it doesn’t matter what size, color
ot style the item is because they are all the same cost and price. The inventory
related to the specific size, color and style will be managed manually. In this
case, the user would simply enter one generic product code in the product
code field. This code would be used for all the items.

Using the second option, the factory bar code is used, usually means there will
be a separate item code for ALL the sizes, colors and styles. This is because
the supplier typically provides a separate bar code for all sizes, colors and
styles. There will be a separate item and code in inventory for all items. In this
case, the user can scan or enter the bar code provided by the supplier into the
product code field for each item. The inventory, as it relates to size, color and
style, can be managed within the software.
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Remaining fields and brief descriptions

o (Catalog Cost — Enter the cost of the item. This will be used in cost
averaging calculation. If and when the cost changes, that change will be
entered as part of the Receive Product process.

® Tax Code — Enter the applicable tax code. If the item is not taxable,
select N/A.

o Tax Inclusive Price (optional) — Enter the total price, sncluding tax.
The software will calculate the tax, using the applied tax code for the
product. The price before tax will be displayed in the Retail Price field.
This is an optional feature. It is not required to have a tax inclusive
price.

o Retail Price — Enter the retail price. The software will apply the
applicable tax during the sales process.

® Track Inventory — This is a toggle button that is changed simply by
clicking on it. When set to Yes, the software will keep a “real time”,
perpetual count of the item. The item must be received into inventory
in order to sell it. This is typically used for hard goods, such as shirts,
pants, etc.
When set to No, the item does not need to be received into inventory,
therefore the software does not keep a “real time”, perpetual count of
the item. This is typically used for soft goods, such as memberships,
lessons or other types of services and fees.

*+*+Both options, Yes and No, enable the user to retrieve sales

information. This option is spectfically for physical inventory purposes
only*¥*
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Gift Cards

Once a gift card is issued, it is listed in the Geft Card window, within the
Inventory module. Here the user is able to view the current balance, card
history, reset or disable a card, as well as make any necessary edits.

Gift Card Search

To search for a gift card, enter the gift card number or the name to whom the
card was issued into the Search & Gift Card List. When the card appears in
the list, select it. The details associated with that card will be displayed in the
Card Information window. See example below.

| p0Sexnreze inventoryh = [5]]
8 x

JbFle view Tools Help Goto =

24 POSexpress Inventory I‘lanagement
|l
=
Products by 5 Purchase = 5 -
o Products Supplier Suppliers Sales Rep Brdas Gift Card Rain Check Packages Modifier
2
% card
H CardNumber:  |1234567890 W
2
= Holder Name: 1Test, Customer
S
% Code Holder AmoubE J $50.00 Gard History ‘
| 1108-000229 Southwoods Surgery Cent
C t Bal H i

- ||l 1106-000230 Southwoods Surgery Cents urrent Balancs: | HR0i0D
§ 1106-000231 Southwoods Surgery Cente
il 1106-000232 Southwoods Surgery Cente i d i cand
| W 1108-000233 Southwoods Surgery Cente plate.gitican
o 1106-000234 gery Cent card Details
= : P
| J|N 577za0 Created Date: 9/7/2009

977231 Pin Shot

Last Updated Date:

o\l 577232 Pin Shot astopeatedbate; 6/7/2000
]
i 2283 Bin Shat ™ Discontinued?
||} 977234 pin Shat
; 977235 Pin Shot |
£ 977236 Rin Shot ,—4‘]
z T Pin Shot Expirad Date: 1/ 1/2099 3
|l 977238 Pin Shaot

977239 Pin Shat

977240 Pin Shat

977241 Pin Shat | |

977242 Pin Shat

977243 Pin Shat -

vvvvvv hi bt v

New Disable
L@fwi_ g JL e || card
Ready
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Creating a New Card Using the Gift Card Window

Typically, a new gift card is issued by selling it to a customer through the Sales
screen. POSExpress also allows the user to create a card on the Geft Card
screen in Inventory.

To issue a gift card manually, without using the sales screen, select the New
Card button. The Create New Card window will appear. Enter the card
number, holder name, and amount, and select Save. The card will now be
active and available for use. The new gift card will also now appear in the

Search & Guft Card Last.

3 x|
o)
g Inventory POSexpress Inventory Management
i Products by A Purchase & G -
ol Products Supplier Suppliers Sales Rep Order Gift Card Rain Check Packages Modifier
s
g Cardbumber:  [777777777
2
ol B Open X W Holder Name: [Test, customer
g
% Holder E ® smount: | $50.00 Card History ‘
|l 977231 Pin Shot .
= e gt Current Balance: ‘ $50.00
2 ||l 977233 Pin Shot
~ || 977234 Pin Shot I
— |l 977235 Pin Shot peategiitican
! 977236 Pin Shat Card Details
ol 977237 Pin shat
977238 Pin Shot Sreated Rate; 9/7/2008,
977239 Pin Shat N J—
o 977240 Pin Shot Last Updated Date: 3/7/2009
H 2
= 977241 P!ﬂ Shot I™ Discontinued?
e 977242 Pin Shat
Py 977243 Pin Shat ‘
4 977244 Pin Shaot J—_]
g 477245 Pin Shat Expired Date: 1/ 172099 x
|l 977246 Pin Shot
977247 1st Place
977248 1st Place
977249 1st Place
977250 1st Place
FIITTITTIT Test, Custamer

g
) I — ]

Balance

Recalc Gift Card ‘ New
it

Reset
Gifly

e

—
4

|Ready
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Resetting a Gift Card

After the value of a card has been completely redeemed, or the card has
expired, it can be reset. Resetting the card means that the information that was
associated with the card, the holder name, the expiration date and any amount
that may be left on it, will be erased. This allows the user to reuse the gift card.
Each time a card is fully redeemed or expires, it is suggested that the card be
reset and used again.

To reset a gift card, first locate the gift card in the Search & Gift Card List.
Next, select Reset Gift Card. See example below. This will erase any
information associated with that card and allow the card to be issued again.

In the Report module of POSExpress, there are various Gift Card reports.
Resetting a gift card wzll not remove the history of the gift card from the Gift
Card History Report. The user is still able to see the entire life history of the
gift card by using this report.

FVL ROSexpressEinventony i)

le  View

m
Products P’;’f::ﬁz:" Suppliers Sales Rep Ll Gift Card Rain Check Packages Modifier

Card
Card Murnber: | 11

wps [rammg |

Holder Name:  [Test

[o]
&
% Amount: | $50.00 Card History ‘
— Current Balance: ‘ 450,00
7 =
= 1106-000014 Southwoods Surgery Cente
[N 1106-000015 Southwoods Surgery Cente Update gift card
1106-000016 Southwoods Surgery Cente Card Details
1106-000017 Southwoods Surgery Cente created Date:
|_J|N 1106-000018 Southwoods Surgery Cente : 8/7/2009
1106-000019 Southwoods Surgery Centx N J—
/|l 1106-000020 Southwoods Surgery Cents LaspbpdatetiDate:  |eiz/2000
B 1106-000021 Southwoods Surgery Centx ¥ Discontinued?
J 1106-000022 Southwoods Surgery Cents
= 1106-000023 Southwoods Surgery Cents ‘
% 1106-000024 Southwoods Surgery Cents . ’—_“
g 1106-000025 Southwoods Surgery Cente Eipired Datey ke eyt -
(=) 1106-000026 Southwoods Surgery Cente
1106-000028 Southwoods Surgery Cente
1106-000029 Southwoods Surgery Cente
1106-000030 Southwoods Surgery Cente
1106-000031 Southwoods Surgery Cente
1106-000032 Southwoods Surgery Cente
mmmmmmmmmmm G b ode Cuurner: ConbdSd

Enable Beset

card ||| S |

Recalc Gift Card

New
Balance F

‘ sCancal,

|Ready

25-



Disabling / Enabling a Gift Card

POSExpress allows the user to disable a gift card. This may be done if a
valued customer reports that a card is missing or stolen. If that card is
recovered, it can then be enabled.

To disable a gift card, enter the Gift Card tab in the Inventory module. Use
the search filter to locate the gift card that will be disabled. Once located,
select the card from the Search & Gift Card List, and select Disable Card.
This will disable the card from being used. It will not delete it from the
system.

To view the disabled card, select Discontinued trom the Card Status drop
down menu in the Search & Gift Card List. To enable the gift card again,
select the card in the Search & Gift Card List and select the Enable Card
button. The Enable Card button will take the place of the Dzsable Card
button when viewing discontinued cards.

F-L ROsexpressE inventonyianasement| ddﬂ
-8 x
Inventory POSexpress Inventory Management
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View Gift Card History

To view the history of a gift card, including initializations, redemptions,
deletions and any other transactions, use the Gift Card History feature. Enter
the Geft Card tab under the Inventory module, and locate the gift card in the
Search & Gift Card List.

Select the Card History button and the Geft Card History window will
appear. This will display the card holder name, number, balance, and a list of
transactions for the card. To view a specific transaction in the list, select
View. This will open a Sale Look Up window that contains all information
related to that specific transaction.

5 %]
.m
g Inventory POSexpress Inventory Management
i S ———————1
= T ¥ " " " .
] Products by " = Purchase L " .
o Products Supplier Suppliers Sales Rep Orders Gift Card Rain Check Packages Modifier
3
% e [ Card-
o | IS Card Nurper: 7777777777 W
= -
= Card Status: Halder Marme: ]Tast, Customer
5
% Holder [~] Amount: I $50.0 Card History
! 1 tom anness ‘i - - e 4
o 100 Mrs, He s T
£ ||W 1106-000002 Ferrant G1ft Card History X
=||§ 1106-000003 Ferrant
[ (| 1106-000004 Ferrant  card Number: 7777777777 Current Balance: $50.00
= 1106-000006 Ferrant
& 1106-000010 Ferrant  Card Holder Mame: ‘Test, Customer
L 1106-000011 Ferrant
1106-000012 Ferrant Motes ‘ |
g 1106-000013 Ferrant sige aprd Histary
Z 1106-000014 Saouthw
J 1106-000015 Saouthw _
by 1106-000016 Southw | Description | Holder Name | Amount | Balance | View
g 1106-000017 Southw [y 0 12147 PV Initialize Mew Test, Customer  $50.00  $50.00  View
g 1106-000018 Saouthw |
|l 1106-000019 Southw 8/7/2009 1:04 PM  Redeemed Gift Card  Test, Customer  §22.42  $27.58 \iew
1106-000020 Sauthw {
1106-000021 Southw 8/7/2009 1:09 PM Deleted Card Test, Customer $0.00 $0.00  Wiew
1106-000022 Southw [—— -
i P 8/7/2008 1:49 PM Initialize New Test, Customer  §50.00  $50.00 View
1106-000024 Southw 8/7/2009 1:52 PM  Redeemed Gift Card  Test, Customer  $7.47  $42.53 @
élmuw -
e —

1 |Ready
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Inventorvy Modifiers

Creating a Modifier

To create general modifiers for items, (ex: extra cheese, meat temperature,
etc). Navigate to the Inventory Module and select the Modifier button at the
top of the screen.

& POSexpress - [Inventory Management]

4. File View Tools Help Goto

Invento y POSexpress Inventory Management

Products by

D Supplier

w
o
a |
Fi
=
w
o
H

Suppliers Sales Rep Gift Card Rain Check Packages

Maodifier Text:

4 L ; Modifier Type: |Multiple Choice T
Modifier Text
Modifier Item Type: ﬁ

Help Text:

[ ey [ euorna | cwan

[~ Invisible Modifier (Recipe) W Force an answer

I~ Maximum # of Answers

:E]

Maodifier Choices I

Choice Text | choice Typs | Charge To Item |

[oiang| e |

=]

|:| Indicator for inactive item

FReady

In the following example, a Modifier for temperature, rare — well, will be
created.

In the Modifier Text tield, enter the name of the Modifier that is being
created. Example: Temperature.

® The Modifier Type drop down menu contains the 5 different types of
modifiers to choose from:
O Multiple Choice — selects only one choice from the list provided
(ex: temperature or salad dressing)
* This is the choice we would use for our example, because
a piece of meat can only be one temperature.
O Drop Down — selects only one from drop down list provided
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O Check List — selects multiple from list provided (ex: no tomato,
no onion, no lettuce, etc.)
O Text — requires the user to type in instruction (ex: special
requests)
O Pizza Toppings — creates list of toppings that can be applied to
cach side of a pizza, the whole pizza and/or extra toppings
® The Modifier Item Type drop down menu is where it is determined if
the moditier is associated with a Food & Beverage item (F&B) or a
Product (Basic Inventory).
® The Help Text field is displayed within the Modifier dialogue box
when the modifier is displayed on the Sales screen. It will be used to
clarify what the modifier is used for, etc.
® Invisible Modifier (Recipe) will not show the modifier when the item is
selected on the sales screen. This feature is used to create recipes for
kitchen staff.
® Force an answer requires the user to select an answer to continue
moving forward with the order.

Example of a Modifier for Temperature:

Maodifier Text: | Temperature
Maodifier Type: |Mu|tip|e Choice LJ I” Deplete Inventory Only
Modifier Item Type: |F&B LJ I” Roll up Price
Help Text: | Please Select A Preferred Cooking
Temperature
[ Invisible Modifier (Recipe) ¥ Force an answer [~ Meat Temp
T Maximum # of Answers Show Modifier: -
Assign to Category
Category: _J ‘ Assign H Unassign
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Adding Choices to a Modifier

Modifier Choices are the choices that will be displayed to the server as part of
a specific Modifier. For Example, if a Modifier for temperature is created, the
choices may be: Rare, Medium Rare, Medium, Medium Well and Well Done.
This next section will provide instruction for creating Modifier Choices.

Z+ POSExpress - [Inventory Management] =

File View Tools Goto Inventory Help

Inventory
Packages Modifier Setup P‘:v.i:;:'r

1 L Modifier Type: |Multiple Choice ~| [~ Deplete Inventory Only
Modifier Text Modifier Item Type: |F&B ~| I Roll up Price

se|fg

Purchase
Orders

Products by
Supplier

Products

Suppliers ‘ Sales Rep ‘ ‘ Gift Card Rain Check

Modifier Text: | Temperature

Dressing : ) : ‘ - = =
Pizza Toppings Help Text: ::;:eraiuer:t A preferred Cooking
[~ Invisible Madifier (Recipe) ¥ Force an answer [~ Meat Temp

[© Maximum # of Answers Show Modifier: |Both G

—Assign to Category —

[eranpponnig [sockeyauiy | weday [ sewoisny | owany

Modifier Choices l
Choice Text | Choice Type Charge To Item ;

[] sndicator orinactve e @ [[remons ot |

[Ready

® Sclect the Add Choice button located at the bottom of the Modifier
page.

® A dialogue box will appear. Enter a choice for the specific modifier
in the Choice Text field. In the example provided below, “rare” was
used.

® Sclect the Chozce Type drop down to assign what type of choice will
be used for this modifier. “Text” will be most commonly used.

® The Charge Item Code drop down menu enables the user to select a
product code from the current inventory list and add that item to
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the order. This item, and any applicable price, will be added to the
price of the order.

O For example, if an item called “American Cheese” exists in
inventory with an item code of “AMCH” and a price 50
cents, selecting AMCH in this field will charge 50 cents when
this modifier is selected.

® Sclect Default to attach this item to the modifier automatically.
0 Example: If no meat temperature is requested, “medium” will
be selected by default.
® Select Active to include this choice as an available option within the
Modifier. If this option is unchecked, the choice will be removed
from the list of choices within the Modifier.
® Once completed, select Save.
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Choice Text: Rare -

Choice Type: IText j

Charge Item Code: I h ﬁ --

[T Default ¥ Show Maodifier Online
[T Show Other Text

v Active

[T Show Recommend

Recommend Text:

[ Show Popup On Web
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Choice Text: Medium

Choice Type: IText j

Charge Item Code: I

¥ Default v Show
[T Show Other Text

v Active

[T Show Recommend

Modifier Online

Recommend Text:

[T Show Popup On Web

BG Color: - Font Color: [
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After all the choices are entered, the Modifier Choices box will look like this:

Madifier Chaices

Choice Text | Choice Type | Charge To Item | _ | :

Rare Text
Medium Rare Text
Medium Text
Medium Well Text
well Text

I:‘ Indicator for inactive itam W

Note: The order of the modifiers can be changed by simply selecting the
modifier you want to move, and then selecting the arrows to on the right, to
move the choice up and down accordingly.

Select Save at the bottom of the screen, the Modifier appears in the Modifier
list.
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Linking a Modifier to an Inventory Item

After creating Modifiers, the Modifiers must then be linked to the associated
inventory item. This link is what causes the Modifier to be displayed on the
Sales screen when the inventory item is selected. This link is completed in the

Inventory Module.

First, Select the Inventory module from the main screen. The Search &
Product List will be displayed. Scroll or search through the list of products
and select an item that will use a modifier. In the Example below, the product
Hamburger, product code LHAMBRGR, is chosen. Once that product is
selected, choose that specific item’s Modifier tab.

/1 POSExpress - [Inventory Management]

e=al=n ]

File View Tools

Saleg

Supplier

Code

Gote Inventory Help
Inventory

Category

ot Ol

Description

T TR
O Asc (s

0011

0012

0013

0014

0015

0016

0017
ADMINCHARGE
BankReject
CARTFEEAUCTION

[erinpeums [sdesyaw | wodsy | sewoisng | Aioweny)

DeclareCashTips
DEPQOSITFEE
ENTRANCEFEE
LATERETURNCHARGE
OnlineHandlingFeel...
OnlineInterShipping...
OnlineShippingItem
RENTALCHARGE
SERVICECHARGE
SURCHARGE
TeeSheetRainCheck

Chicken

Pizza

Hot Dog

Salad

Pepsi

Red Bull

Bud Light

Admin Charge

ACH Rejection

Special Cart

Declare Cash Tips
Deposit Fee

Entrance Fee

Late return charge

Web Store Handling Fe...
Web Store Internationa...
Web Store Shipping Item
Rental Charge

Gratuity

Surcharge

Tee Sheet Rain Check

Item Type:m

Supplier: [Food =

Catagury:iﬁ
Product Cnde:W /m‘

DEs(rlptmn:lHamburger

Catalog Cost: "m

Tax Cmde:m

™ Tax Inclusive Pri[e:!—
Retail Price:im

Track Inventory: Yes

=7
Products by " Purchase i . & PO Builder
Products supplier Suppliers ‘ Sales Rep ‘ Orders ‘ Gift Card Rain Check Packages Wizard
Search & Product List Product Informatio A 2
product: | m‘ Product Setup | Order Info | Tier rice | Advanced | Other | o Nots | —

~AgingView

Added 0 Month(s) First Receive Date

10/9/2014

Rental

1
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Ave Cost $0.00 Units in stock |0
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This will open the Modifier screen, pictured below:

.+ POSExpress - [Inventory Management]

File View Tools Gote Inventory Help
- Inventory
& |
Products by " Purchase o & PO Builder
i Products supplier Suppliers Sales Rep Orders Gift Card Rain Chack Packages Modifier Setup Wizard
2
g =
g| search &Product List
] Product < . i
Bl erocuce: | m i Order Info | Tier Price | Advanced Other  Item Modifiers|  Motes
5
H Supplier Category
il Modifier: | |
. s
2 ‘ show all ‘ Modfier Text Modifer Type Delete
& s Modifier
El
3
% Code Description
s 0011 Chicken
|2 || o012 Pizza
2||§oo13 Hot Dog
& || 0014 Salad . Choice Text [ chaice Type | D Indicator for inactive item
3 Choice:
= 0015 Pepsi
= 0016 Red Bull
[ |l o017 Bud Light
ADMINCHARGE Admin Charge
BankReject ACH Rejection
CARTFEEAUCTION Special Cart
DeclareCashTips Declare Cash Tips
DEPOSITFEE Deposit Fee
ENTRANCEFEE Entrance Fee
LATERETURNCHARGE Late return charge
OnlineHandlingFeel... Web Store Handling Fe...
OnlineInterShipping... Web Store Internationa...
OnlineShippingltem ‘Web Store Shipping Item
RENTALCHARGE Rental Charge
SERVICECHARGE Gratuity
SURCHARGE Surcharge
TeeSheetRainCheck Tee Sheet Rain Check
TEETIMEAUCTION Special Tee Time
LHAMBRGR Hamburger
Cost Detail
Ave Cost $0.00  Units in stock |0
Last Cost $0.00  Units on order |0
= \
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For more detail, select the Modifier drop down box, pictured below:

Product
Setup

Modifier:

2

Choice:

4

Order Info Tier Price Advanced l Other Item Maodifiers Notes ‘
1 Add

]Tempemture LJ_ Modifier
Modifier Text | Modifier Type | — Delete
Temperature Multiple Choice szl Modifier
Choice Text | Choice Type I_“ I:' Indicator for inactive item
Rare Text |
Medium Rare Text =
Medium Text
Medium Wel Text
Wel Text i

® The Modifier drop down box will contain a list of all the Modifiers that
have been created. Select the desired Modifier for this item (#1 above).
The Temperature Modifier was selected for the Hamburger item.

o After selecting the desired Modifier, select Add Modifier (#2 above) and
the selection will be placed in the Modifier Text box (#3 above).

® The choices associated with the Modifier can be previewed by selecting the
Modifier that is displayed in the Modifier Text box. The choices for that
specific Modifier will appear in the Chozce Text box (#4 above).

® Sclect Save at the bottom of the screen to save the changes made.

There may be an instance when more than one modifier is needed for a
desired product. For Example, a hamburger may have a temperature modifier
and a sandwich options modifier. To accomplish this, simply repeat the steps
and add the additional modifiers. You can change the display order of the
Modifiers on the Sales screen by selecting the Modifier Text and moving it up
or down using the arrow buttons.
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Using the Modifiers During a Sales Transaction

After creating and saving the Modifiers, exit the Inventory Module and
navigate to the Sales screen.

Select an inventory item that has a Modifier linked to it. Once selected, the
Modifier screen will display. See the example below:

i+ POSExpress - [Sales]

|0
)

| |
File View Tools Goto StarterHutIntegrated Sales Help _1
N Cosh Actoier — Question: Temperature
Please Select A Preferred Cooking Temperature
N *** Required Answer
Hat =
hem ExdPrice
oy Add NO Extra  Keyboard Finish I".n-mk
1 Hamburger 10.00 ¢ B

woday | sewoisng [ Kewenu | sopeg

|g/\mHmmg |Jadaay au| |

® Note: In this example, Medium was assigned as the default choice
thus, it is dark blue. If a default had not been set, all choices would be
light blue.

® Note: Because Force an answer was selected when creating the
Temperature Modifier, “***Required Answer” appears within
Modifier dialogue box. If that option was not selected, the user would
have the ability to select “Next” and move forward without selecting a
choice.
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After a choice is selected, the Modifier dialogue box will disappear and the
Modifiers choices will appear beneath the selected inventory item in a red
font. In the example below, “Medium Well” was the selected choice of the
Temperature Modifier.

4+ POSExpress - [Sales] ] D ]|

File View Tools Goto StarterHutlntegrated Sales Help

A Cash Account
&
]
I (s j
§ Qty ltem ExdPrice
Smart Card Payout Rain Check Prepaid
T b oon (508
o s - B
& Medium well Product Code Price Discount Qty Exended Prce TaxCode
S Bt A i
I 000 000%| 1| so00| NA |
- [”] In stock only
z
K 1 ‘ 2 | 3 | o Level Up Top Level
E]
3
7
2
g
(2|
z
Ey
]
Sub Total $10.00| Tips $0.00
Tax| $000|  Tendered $0.00
Total $10.00
Payment Amount Ref Hum
Finalize Sale

e Note: If more than one Modifier is assigned to a product, select
“Next” to move to the next Modifier and its options.
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Remote Printing

We can set up remote printing 2 ways either by Sales Category or per item at
the item level

To setup remote printing by Sales Category, you will need to go to
Tools/Options/Reference Tables/Sales Categories. Select the Remote
Printing tab on each sale category you wish to print and pick the correct
printer to add.

/1 POSExpress - [Options] = (@]

4v File View Tools Help Goto |-

Search from
v
| W Crentview Lseareh |

=]

o

[ General Options =

= Global Options D: I™ Display General Ledger Code

i Handhold Options Description: [Foed | (e.9. Accessories, Carts)
Handicap

= Hardware /Receipt Department: !SQN‘CQ _'J eacsien I j
Anuentary:Oprions B General Ledger Code: | _'_I Inventory GL: | |

[ Kiosk Options

= Reference Tables Group Type: !Fuud and Beverage _Vj Ranking: |1 5:

Block Item Catego
oy Itemizer Description

[eranppeung [sedeeyouyy [ wedey | sewosng [ Mewenu | sepeg

Calendar
- Color Code | “j
Company
Stat it Display Option:
ol atement Display Option
.. Currency Exchange Rate ™ Commission ILo:atmn hd
Customer Class peee——
Customer Group Pripd Back:
- Customer Loyalty Program [~ zip Code Tracking [~ Age Verification
Customer Occupations
Customer Preference [ Farce Tax over Tax Exempt [™ Print Tip Line on Receipt 18 a
- Customer Student Status [~ Force Full Receipt Warning when you discount below catalog Cost
- Customer Suffix Name . -
e D General| Price Settir§ Remote Printing |
- Customer Type
- Department

Discount Button Setup Dot Narie: | Ll Add
- Discount Reason

- Discount Tee Time T~ Set Remote Print by Period
ZB ‘:"E_:;DdeFZiPCDdE startof Time: [12 <]fo =] [am =] End of Time: [12 |0 =] [am =]
ratui | = = =
- Ttem Kits
Location Code
Lost Opportunity Reason
- Mobile Carrier
Nationality Information
Payout Description
- PMS Ttemizer
Profit Center
Sales Category
- Sales Referrals
Sales Types
Season Code
- Tax
Terminal Group
Terminal Information Rernave
- Web Store Departments
- Report Options
- Sales Options SEid Cancel

- TimeKeeper

n

Printer Name | Terminal | printer Level |

|Sales Category Management. E

|Ready |

To setup remote printing at the item level, you will go into Inventory and find
the item. On the Advanced Tab you will select ‘Use Remote Printer at Item
Level’

Once this is saved, you will see the Remote Printer tab appear. You can set
these items up on this tab to go to the correct printer
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/. POSExpress - [Inventary Management]

e=al=n ]

File View Tools Goto

Inventory Help
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“ Inventory
[ | — —
Products by " Purchase i . & PO Builder
i Products Supplier Suppliers Sales Rep i Gift Card Rain Check Packages Modifier Setup Wi
H
g
3 Search & Product List Product Information
] Product . . Item Remote
B v — Cl ) v e
5
] Supplier Category I Discontinue
] I~ Player Track I~ Reference Number Prompt
z ™ Receipt Off
g Ttem Deposit:
. ™ Full Receipt Off
L ™ Force Deposit
E ,ﬁ I Print Ticket
E] . -
=) Description Ttem Kit: [ Marmial Descption
2 ||l o011 Chicken : 1 Caddi =
L[| s = kot Bypo: e I~ Manual Price ™ Cal Qty By Manual Price
2| oo13 Hot Dog I™ Loyalty Points I” Always Negative ™ Pic Display on Sale Screen
g ggig s:";dl ™ Enable to customize item on Sale = il Decimal Retail
z 0016 Red Bull I” Auto prompt Qty ' Use Remote Printer at Ttern Level
[ |@oo17 Bud Light ™ Item count down 0 S— -
ADMINC.HARGE Admin;Cliagge I Require the Head Office Password when selling item below catalog
BankReject ACH Rejection ot
AT Ao Special Cart I Track Custom Data [ Force Full Receipt
DeclareCashTips Declare Cash Tips
DEPOSITFEE Deposit Fee [~ Overide Earning Loyalty Points |0
ENTRANCEFEE Entrance Fee M Salling P
LATERETURNCHARGE Late retum charge DL >eimg: EHos
LHAMBRGR Hamburger
Max Disc: % OR Min P 2
OnlineHandlingFeel... Web Store Handling Fe... 2 e in Frice
OnlinelnterShipping... Web Store Internationa... Prchg
OnlineShippingItem Web Store Shipping Item
bt B & Tier Price £ Tier price by Time £ markdown 0.00 %
SCGLS Golf Lessons - §
SERVICECHARGE Gratuity
SURCHARGE surcharge
TeeSheetRainCheck Tee Sheet Rain Check
TEETIMEAUCTION Special Tee Time
Cost Detail
Ave Cost $0.00 Units in stock |-3
Last Cost $0.00  Units on order |0
o | ot | o Jomene] i e g | e
Ready |



Smart Cards

POSExpress Smart Cards are electronic or virtual “cards” that are related to
specific inventory items and are issued to individual customers for the purpose
of tracking and counting the usage of that specific item. Typically, Smart Card
inventory items are bundles or packages of an item that are presold at a
discount. A common example would be “Get 5 for the price of 4” or “Buy 4
get 1 free”. POSExpress allows the user to create an inventory item that will
sell 6 pieces for the price of 5 and then have the ability to track the usage and
redemption of each of the 6 pieces.

Creating a Smart Card Inventory Item

To create a Smart Card item, go to the Inventory module and select New
Product. From the Item Type drop down menu, select Smart Card.
Complete the remaining fields accordingly. Keep in mind that in this example
of “buy 4 get 1 free”, the retail price would be the price for 4 lessons. In the
example below, “Golf Lessons — 5” was created.
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i POSExpress - [Inventory Management] =

File View Tools Goto Inventory Help

_ = B e e ]

o
&|
Products Pr::::lihe:' ¥ Suppliers ‘ Sales Rep ‘ F;rr:::? ‘ Gift Card Rain Check Packages Modifier Setup P":V.i uilder
o - - : il e e -
product: [ |m Product Setup | Order Info | Tier Price | Advanced | Other | i Notes | Smart Card |

Supplier Category Item T@fpe: |Smart Card

T — | —

\m\ |
Product Cude:'SCGLS—‘
Dasmptmn:!Gu\f Lessons - 5
Catalog Cost: l—OOO
Tax Cnde:m
™ Tax Inclusive Pri[e:!—
Retail Prlce:lm

Track Inventory: No

[eninpsng [sedesy oL | wodey | swosny | gioweny

|"Agmg\/\ew

Added Month(s) First Receive Date Rental

Cost Detail

Ave Cost $0.00 Units in stock |0
Last Cost $0.00  Units on order |0

[ o | o e e e

|Ready

After the item is created, select the Smart Card tab. In the Smart Card Qty
tield, enter the total quantity that will be assigned to this Smart Card and select
Save.

In the example below, 5 was entered because the product that was created is a
bundle of 5 golf lessons. Remember, the price entered in the previous step
was the price for 4 lessons. This is how the customer will receive 5 of these
items for the price of 4.
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4+ POSExpress - [Iventory Management]
File View Tools Goto Inventory Help

%." Invento

& =

il Products Pr;:;?;:" Suppliers Sales Rep F:;rr::? Gift Card Rain Check Packages Modifier Setup P?”m:“
g

<

] Ite

B e — onee | e | v s |

5

] Supplier Category

10/ 9/2015 ~

oday

Description
Golf Lessons - 5

|:/\JHHJD]JIIS |Jadeay au| |

Cost Detail

Ave Cost $0.00 Units in stock |0
Last Cost $0.00  Units on order |0

|Ready I
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Issuing a Smart Card

Once the Smart Card is created, it can now be sold to an individual customer.
Keep in mind, Smart Cards must be sold to a specific customer and cannot be
sold to A Cash Account. To issue a Smart Card, go to the Sales module and
enter a specific customer in the Sold To field. Select the Smart Card tab. This
will disable any QuickSale Buttons that are not associated to Smart Card

inventory items. Smart Cards can also be assigned to a QuickSale Button.
Please refer to the QuickSale Buttons guide for instruction.

Enter the product code of the Smart Card item by either selecting the assigned
QuickSale Button or by entering the product code in the Product Code ficld.
Select Finalige Sale. This will assign the Smart Card quantity that was given to
this product to the specific customer. In the example below, Test Customer
has purchased 5 golf lessons for the price of 4. The 5 lessons have been
assigned to the Test Customer account and can be seen on the Customer
module.
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10972014 11:07-05 AM

1 Gaolf Lessons - 5

| Jwosng | Alojuanu)

Tioday

e mieiig | isdosy oL |

[Z] In stock only

Sub Total| $100.00

Amount

Ref Num

Fnalize Sale
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Redeeming a Smart Card

Once the Smart Card has been issued, it can now be redeemed by the
customer that it was issued to. To redeem one of the Smart Card items, enter
the customer’s name in the Sold To field. A Smart Card button will appear.
Selecting this button will display the Smart Card Status dialogue box. This
box contains the available Smart Cards and their quantities for that customer.
Selecting this button will also allow the user to check the balance of a
customer Smart Card at any time. Just select the customer, click the Smart
Card button, view the quantities and select Close.

See the below example:

£ POSExpress - [Sales]
View Tools Goto StarterHutlntegrated Sales Help

4.+ File

James, Lebron

woday | sewosng | Keweru | sepg

Product Code Price Discount Qiy Extended Price TaxCode
) a so00| ook | 1 | s000| NA
["] In stock only
1 ‘ 2 | 3 | 4 Level Up Top Level
Smart Card Status X
Item Code [ Ttem Description | Qty |SharedAcct [ Expire Date |
SCGLS Golf Lessons - 5 5 =

|g/\mwaums |Jedaay au| |

Double click on smart card to redeem Print Smart N I

Sub Total| $0.00 Tips $0.00
Tax $0.00 Tendered $0.00
Total $0.00
sconee |65
Payment Amount Ref Num Member

o [

Select the Smart Card item that is to be redeemed and it will be displayed in
the sales list. The cost of the item will be 0 because the item was prepaid in
the previous step.
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i+ POSExpress - [Sales]
4+ File View Tools Goto StarterHutIntegrated Sales el

James, Lebron

Price Discount Qty Exdended Price Tax Code
000, oo 1 | s000[ Na

woday | sewoisng [ Kewenu | sepeg

|g/\mHmmg |Jadaay au| |

|Ready

Select Finalige Sale and the transaction will process and reduce the Smart
Card total quantity accordingly.

More than one Smart Card item can be redeemed within the same transaction.
Simply select the item twice in the Smart Card Status dialogue box or increase
the quantity in the sales list before finalizing the sale. For example, if a family
wanted two members to take lessons at the same time, change the quantity to

2 and select Finalize Sale. This will reduce the Smart card total by two.

There are options within POSExpress that will allow the remaining Smart
Card quantities to appear on the sales receipt after each Smart Card
transaction.

There are also Smart Card reports in the POSExpress Report module that will
provide history, redemption, usage, etc.
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CHAPTER

The Sales Module is used to process sales via cash, gift card, credit or debit card.
You can also use this module to process returns and issue new gift cards.

From the home screen of POSExpress, navigate to the Sales icon:

The Sales screen will be displayed. See Below:
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4+ POSExpress - [Sales] | = |
4.4 File View Tools Goto StarterHutlntegrated Sales Help

A Cash Account 10/9/2014 11:18:07 AM

081410090003

e l-l—ﬁ

Exh-ig!?n:e Tax Code

soo0| NA |

|| In'stock only.

1 ‘ 2 | 3 |‘ A

[eranpienng [sedeay sy | uedey [ sewaisng | Aaiwany

Payment Amount Ref Num

|Ready

Note: Buttons, fields and other various options may appear differently. Many
options and settings on the Sales screen are customizable to each specific
terminal or facility.
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The Sold To field contains the name of the customer that this transaction is
being applied to. In the example below, A Cash Account is set at the default
account on the Sales screen. This account is used to apply transactions to a
generic, anonymous account in POSExpress. The software also allows a
specific customer name or account number to be entered in the Sold To field.

=@ |

[-]&]x]

S = ﬂi_ smences |-|-\m

Price Discount my Eruuhd?rmTaxcmh

$0.00 000%, 1 | $UDO| | NA \

.+ POSExpress - [Sales]

A Cash Account

[ In stock only

Level Up Top Level

1‘._2,—|,3,-|4.

|gMnHmung|Jadaayawu| noday IJaulo]an | Alowa

Payment Amount Ref Mum
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If customers have been created in the Customer module, they can be located
by typing in a customer’s name or account number. As the data is entered, the
POSExpress “intelisearch” drop down menu will appear. This menu will
display all customers that contain the data entered in the Sold To field. The
more data that is entered, the more specific the search becomes and the more
exact the matches are displayed. Select a specific customer from the drop
down menu and that name will appear in the Sold To field. In the example
below, Customer Test was selected as the customer.

-+ POSExpress - [Sales] o B o
JL File View Tools Goto StarterHutlntegrated Sales Help [ [=] %]

7 [

acct Name HomePhone MobilePhone Street Email Company

g
& :
a8 James, Lebron kinglebron@23.com

; 11 Kardashian, Kim kim@dash.com

H

&

g. aty 4 Perry, Katy youregonnahearmeroar@!|
Il 10 Upton, Kate kupton@models com

o 12 West, Kenye kanye@kwest.com

a

5 = =

a 30.00 0.00% 1 $0.00 N/A
— || In stock only

g

E 1 2 3 4 Level Up Top Level
El

3

=

g

8
(2|

F

Ed
&)

Batch
Sub Total $0.00 Tips $0.00
Payment Amount Ref Num
|Ready

After a specific customer or A Cash Account has been selected, a transaction
can now be entered. First, an item must be selected. There are three ways to
select and item to be sold; barcode scanning, QuickSale Buttons and product
search
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Barcode scanning can be used if a barcode scanner is installed on the POS
terminal. Simply scan the barcode and the item will display in the Product
Code ficld. See the example below.

4.+ POSExpress - [Sales]
<. File View Tools Goto StarterHutlntegrated Sales Help ] )
A Cash Account

Ihambrg] mm 0.00 s000] NA '\
ItemCode
LHAMBRGR

T

Hamburger

rs

2

[erinpeuns [edesy awy | [ wodey [ sswoisng | Kewenu

Payment Amount Ref Num

QuickSale Buttons can also be used to locate and sell items. (refer to the
QuickSale Button section for setup). The QuickSale menu will be displayed on
the Sales. Simply, select the item to be sold.

-55-



Product Search is done by entering the item code or description of a specific
item into the Product Code field. This field also has the “intelisearch” feature
and will locate items based on the data entered in the field.

.+ POSExpress - [Sales]
4.+ File View Tools Goto StarterHutIntegrated Sales Help
A Cash Account

lity United Stotes

ﬁ- — I-\-\-w

Extended Price  Tax Code
el 1 | so00| WA |

1”1 In stock only

LevelUp | TopLevel

[enanppeung [sedeeyouy [ wedsy | sewaisng [ ewany

Payment Amount Ref Num
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Once a product has been selected, it will appear in the adjacent sale’s list.

i POSExpress - [Sales]

| seweisny | Aejuery|

[eranppeums [sadesy sw) | woday

4+ File View Tools Goto StarterHutIntegrated Sales Help

A Cash Account

Medium

10/9/2014 11:40:53 AM
081410090003

Product Code Price Discount Qly Exiended Price Tax Code
3000 000% 1 | s000| NA |

Amount

Ref Num

Finalize Sale
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Once all the products to be sold have been selected, select the Finalize Sale.

/. POSExpress - [Sales] = J
4k File View Tools Goto StarterHutlntegrated Sales Help ) ~[-=]=]
A Cash Account 10/9/2014 11:40:53 AM
081410090003
| United States

|
—— = {-\ o | o

Medium Emdai Price Tax Code

0.00 GOO/ =8 | $ODDwI NlA \

So|Pg

LevelUp | TopLevel

[erinpeuns [edesy awy | [ wodey [ sswoisng | Kewenu

Finalize Sale

When specific options associated with the sequence of a sales transaction are
set accordingly, the Payment Method screen will appear. Select the payment
method for the transaction.
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Payment Method Ametrit Dise: $10.00] % '

Member
Account

Prepaid

Credit

This screen may contain different methods of payment based of each facilities
option settings. In the example above, many payment methods are available.
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When specific options associated with the sequence of a sales transaction are
set accordingly, the Tendered Amount screen will appear with Quicke Amount
on one side and Manual Input on the other. Enter the correct amount, and
the Change Due screen will display the change due back to the customer.

Tendered Amount X

| 1000/

Quick Amount Manual Input
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Credit Card Transactions

When a facility utilizes the POSExpress integrated credit card feature, credit
card data can be entered, simply by swiping the card through a card swipe.

After selecting all items to be sold, select the specific card form the payment
method screen or select the Credst Card button at the bottom of the Sales
screen. The dialogue box shown below will appear.

Please Swipe Card

Charge Amount $1.00

Manual Key

Switch to Debit card

In the example above, the Entry Method field is defaulted to Card Reader.
Swipe the card through the card reader and the sale will process. 1f there is no
card reader equipped, select Manual Entry. Enter the Card Number and the
Expiration Date and select Authorize. The sale will process.
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Gift Card Transactions

When a facility utilizes the POSExpress integrated gift card program, gift card
data can be entered, simply by swiping the card through a card swipe,
scanning it with a bar code scanner or entering it manually within the sales
screen.

After selecting all items to be sold, select gift card form the payment method
screen. The dialogue box shown below will appear.

Gift Card

‘ Please Swipe or Scan the card

Entry Method Type

= ¢« Internal
= Card Reader
==

 External

Manual Entry

Card
Card Number: ‘ |

Name: ‘ | 58

$3.20
Current Balance: $0.00

| 1AL

If a card swipe or scanner is installed on the POS terminal, swipe the gift card
through the card swipe or scan the bar code it to use it.

If a card swipe or scanner is not installed on the POS terminal, select Manual
Entry and enter the number of the gift card. The sale will process, and the sale
amount will be deducted from the gift card.
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Returns

To process a return, first select the Return tab next to the Sales tab in the
Sales screen and the Return Credit Options screen will appear, displaying all
the possible ways that a transaction can be returned. In the example below,
ALL methods are displayed. These can be customized for each specific
facility.

4+ POSExpress - [Sales] | = |

4t File View Tools Goto StaterHutlntegrated Sales Help

Return Credit Options

Refund via Cash

Refund via Credit Card Refund via Customer Credit Book

Igi\]nwnpnslmdmxnw\l| Joday Ijnwnysnu | Kuojuanu|

Refund via Personal Check Refund via Customer Ledger

Refund via Room Charge |

Specify Payment Later

Refund via Gift Card | Refund via Sale Number
Apply to an Invoice |

Return via Credit Memo |

=

Payment Methods | Spiit Check

| Open Caosh Drower

If a card swipe or scanner is installed on the POS terminal, swipe the gift card
through the card swipe or scan the bar code it to use it.

If a card swipe or scanner is not installed on the POS terminal, select Manual
Entry and enter the number of the gift card. The sale will process, and the sale
amount will be deducted from the gift card.
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The following is a list of all return methods and their descriptions:

Refund via Cash: Select the item(s) to be returned via Quicksale buttons,
scan or product search and select Finalige Sale. 'The Return Cash screen will
display the amount to be returned to customer.

Refund via Credit Card: Select the item(s) to be returned via Quicksale
buttons, scan or product search and select Fenalige Sale. The Entry Method
section will appear. Follow the same process explained in the credit sales
section of this document.

Refund via Personal Check: Select the item(s) to be returned via Quicksale
buttons, scan or product search and select Fenalize Sale. A dialogue box will
appear. Enter the personal check number. The return will process.

Return via Gift Card: Select the item(s) to be returned via Quicksale
buttons, scan or product search and select Finalige Sale. 1f a card swipe or
scanner is installed on the POS terminal, swipe the gift card through the card
swipe or scan the bar code it to use it. If a card swipe or scanner is not
installed on the POS terminal, select Manual Entry and enter the number of
the gift card. The return will process, and the return amount will be added to
the gift card.

Return via Room Charge: Select the item(s) to be returned via Quicksale
buttons, scan or product search and select Fenalige Sale. 'The amount will be
returned to the room charge.

Return via Customer Credit Book*: Sclect the item(s) to be returned via
Quicksale buttons, scan or product search and select Fznalige Sale. The total
will be reimbursed to the customer’s Credit Book.

Return via Customer Ledger*: Select the item(s) to be returned via
Quicksale buttons, scan or product search and select Fznalige Sale. The total
will be reimbursed to the Customer’s Ledger, which can be viewed in the
individual customer’s ledger in the Customer module.
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Return via Sale Number: A screen will appear that enables a search using
sales number, reference number or customer name. See example below.

4+ POSExpress - [Sales] |= |

4 File

View Tools Gato StarterHutIntegrated Sales Help

A Cash Account ‘—d |

sajrg

Sales Lookup

Faowanu)

& Search From Sales Number

Sale Number: ‘081410090005

" Search By Reference Number

|eninppaneg [sadeay awy| [ uodey | awoisng

Fom: [10/ 92004 -] To: [1of 92014 -]
€ Search By Customer -
\ |
From: |1[|/ /2014 ] e |1u,' /2014 -1
€ Search By Sales Clerk .
‘ | 5
From:  [10/ 9/2014 =] 7o [10/ 9j2014
" Search By Sale Notes
Fom:  [10/ /2014 =] 7o [10/ or2014 :
" Search By The Last 4 Digits OF Credit Card Number
| |
Fom:  [10/ 9/2014 =] o [10 /2014 =l

Split Check

i |

T —

| |
‘ | 10pen Cash Drawer |

® To search using the sales number: The sale number field will contain
the number of the last processed sale. If this is not the sale to be
returned, simply use the arrow buttons or enter the sale number of the
sale to be returned and select OK. The entire sale, just as it was entered
originally, will be displayed on the sales screen. This cannot be edited

or changed. Select Fznalige Sale to process the return.

® To search using the payment reference number: Enter the reference
number and select OK. The original sale will be displayed on the sales
screen. Select Fznalige Sale to process the return.
To search using customer name: Enter the customer’s name or
account number and select OK. A list of sales to that specific customer
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will be displayed. Select the sale that needs returned. The sale will be
displayed on the sales screen. Select Fznalige Sale to process the return.
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Sales Function Buttons

The Sales Function Buttons are located beneath the Sales Items field. These
buttons allow the user to perform specific functions prior to finalizing an
individual transaction. Based on the option settings of particular facilities, the
following buttons may or may not be visible:
Qty (Quantity)
Batch (Item) Discount
Delete Item
Clear sale

Quantity

This button allows the user to change the quantity of an individual item. After
selecting an item to be sold, select the Q#y button. A keypad will be displayed.
Simply enter the qty of the item to be sold and select Enter. In the example
below, fifty hamburgers are sold. The Qty button can also be selected, and a
quantity entered, prior to selecting the specific item. The quantity entered will
be applied to the next item selected.

The quantity of an item can also be increased by selecting it more than once.
For example, if a QuickSale Button is selected four times, the quantity of that
item will be displayed as four. If it is scanned three times, the item quantity
will be displayed as three.
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4+ POSExpress - [Sales] |l=
4.+ File View Tools Goto StarterHutintegrated Sales Help

A Gosh Account
. . 081410090006

Price Discount Qiy Exended Price Tax Code

LHAMBRGR $1000| 000%| 50 |  s50000) NA |
L Item Qty
Quantity entered will replace curent quantity. Top Level

Manual Input

[eranpanng [deay g [ poday [ sewosng | Aowan | soppg

Finalize Sale

Applying a Discount

The Batch Discount button has two functions. It provides the ability to apply
a discount to the entire sale, known as a batch discount. The same button will
also provide the ability to apply the same or separate discount amounts to
individual items within a list of items.

To apply a batch discount, a discount to the entire sale, enter all of the items
for the sale by selecting Quicksale Keys or entering the product codes in the
Product Code field. Once the items have been entered, select the Batch
Discount button. The Batch Discount keypad will be displayed. In the
example below, the user can enter the discount amount by using the Quick
Amount keypad or the Manual Input keypad. The discount entered will be
applied to the entire sale and the discount amount will be displayed on the
button, itself.
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POSExpress also contains settings in the Options screen that allow for
discounts by specific dollar amounts, as opposed to percentages. The discount
function can also be password protected.

4+ POSExpress - [Sales] |= |
i file View Tools Goto StarterHutlntegrated Sales Help

A Cash Account 10/9/2014 12:34-08 PM
031410090006

Batch Discount Percent

‘ 0.00/% tevip ‘ Top Level ‘

P e e e =
e e e e
e

|eninppaneg [deay awy | [ oday | ewoisng [ Aoqueau

e

Sub Total| I Tips $0.00
Tax| $0.00 Tendered $0.00
Total $0.00
awey
Payment Amount Ref Num Member

Fnalze Sale

Ready

To apply a discount to an individual item, first select the item in the sales list.
Once selected, the item will be highlighted. Select the Items Discount button.
Notice that when only one item is listed in the sales list, the button will read
Item Discount. When there is a list of items in the sales list, the button will
read Batch Discount.
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After the button is selected, the Item Discount keypad will appear. Enter the
desired discount using either the Quick Amount or Manual Input and select
Emnter. The discount entered will be applied to the highlighted item and the
discount amount will be displayed on the button, itself. See images below.

A different discount amount can be applied to each individual item in the sales
list. Simply highlight an item, apply the desired discount on the keypad and
select Enter. Then, highlight the next item and apply a separate discount to
that item.

4+ POSExpress - [Sales] |l= |
4 File View Tools Goto StarterHutIntegrated Sales Help

A Gosh Account
. 081410090006

A $0.00 NA
Lt | s wa |

s H w | o.oo\%l ot

N Y ES RN KN
N e RN Rt
e
R

Item Discount

Top Level ‘

[erinpeueg [ sadeay sy [ poday [ sewasng | Aowan)

Remainder

Finalize Sale
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Deleting an Item

The Delete Item button enables the user to remove individual items from the
sales list. Select the item to delete. Once selected, the item will be highlighted
on the screen. Select the Delete Item button and the item will be removed.

When an item has a quantity greater than one, the Delete Item button will
reduce the quantity by one. If an item that has a large quantity needs removed,
it is suggested to use the Quantity button and enter “0”. This will leave the
item in the sales list with a quantity of zero. Now, it can be highlighted and
Delete Item can be selected.

Clearing a Sale

The Clear Sale button enables the user to completely clear a transaction at
anytime, before it is finalized. Select the Clear Sale button. A dialogue box will
appear to confirm the decision. If the sale is to be cleared, select Yes. If the
sale is not to be cleared, select No. Selecting No will take the user back to the
transaction in progress.

See image below.

A Cash Account

W o
Qty ftem ExtPrice
1 Executive Hamburger 7.00 ] Smart Card | Payout Rain Check | Pre-Paid
1
1

saps  IHEEIS

Hot Dog 3.00 Product Code Price Discount Qty Bxended Price Tax Code
soo0| ooo%| 1 |

.Insmd(mly
Clear Sale X

geILenelUp

Top Level

Do you want to clear the sales?

e I I T e |

Sub Total $30.00 Tips I
Tax| 2057 AmountDue| $30.67
Total| $30.67 Tendered $0.00

Payment Amount Ref Num Member
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Quick Sales Button

Quick Sales Buttons are the buttons on the Salks screen that enable the user to
sell an item from inventory quickly. These buttons are customizable and can
be created in the Quick Sales Button Setup section of the POSExpress
options screen. Based on security login levels, this screen may or may not be
accessible. To enter the Quick Sales Button Setup, at top of the Main Menu,
select Tools -> Options, or select the F2 key on the keyboard. This will open
the Options Screen. Next, go to the Sales Options menu and select the “+”
sign. This will open the Sales Options. Now, select Quick Sales Button Setup.
This will open the Setup screen.

e i
|= || & | %

et [ASeanchal
current view

/. POSExpress - [Options]

4 File View Tools Help Goto

b

edit Card/Gift Card/ACH
I Customer Management Options
 Employee
-~ Extension
General Options
Global Options
Handheld Options
Handicap
Hardware/Receipt
Inventory Options
Kiosk Options
Reference Tables
Report Options
& Sales Options P
- Driving Range
- Payment Methods
Permit Form
- Quick Sales Button Setup é_
- Quotes
~Rain Check
-Release Form
Return Reason
Room Charge
Sale Delete Reason
Sales
Sales by Terminal
Smart Card
Void Printed Item Reason
TimeKeeper

[er e [ adaay oy [ woday [ mwarsng [ Aiowan

Button Layout

There will be a button titled Buttor Layout on the setup screen. This enables
the user to customize the landscape of the four pages of the Quicksale Button
grid as it appears on the Sales screen. There are two selections for this grid:
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® Dynamic — The standard button setup or 3 rows and 7 columns.
® Fix — allows the user to customize the grid by changing the amount of
rows and columns that will be displayed.

Once the decision is made for Button Layout, select OK in the Button Layout
dialogue box. In the event this grid needs to be changed, simply open the
Button Layout screen and change the settings.

Creating a Quick Sales Button

After determining the button layout, the Quick Sales Buttons can now be
created. Using the Search tools located on the left of the screen, locate the
item or items that a Quick Sales Button will be assigned to. This can done
using the Supplier and/or Category filters or by entering the item code in the
Product field. After locating an item, simply click and drag the item to a
location on the quick sale grid. This will create a Quick Sales Button for the
specific item. The example below uses a fixed button layout with 3 rows and 7
columns. The product called “Hamburger” was selected and dragged and

dropped to the first cell in the Quick Sales grid.
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<+ POSExpress - [Options]
4. File View Tools Help Goto

@
B ||| product i  Sort inside menu
| o i
é Supplier Category
3 I[ALI] j I[AH] j
(ol Terminal [ZUCHELLI}-PC
Eﬁ Code | Description |
2 ||[o011 Chicken
—||0012 Pizza
||| 0013 Hot Dog
g 0014 Salad
=|||0015 Pepsi
|_ll|oo16 Red Bull
§ 0017 Bud Light
; ADMINCHARGE Admin Charge
5 BankReject ACH Rejection
|2 ||| BOTTLERETURN Bottle Return
2|| | CARTFEEAUCTION Special Cart
7 ||| beclareCashTips Declare Cash Tips
Z|| | peposITFEE Deposit Fee
= || |[ENTRANCEFEE Entrance Fee
[~ | | LATERETURNCHARGE Late return charge
LHAMBRGR Hamburger
OnlineHandlingFeeltem  Web Store Handling F...
OnlineIntershippingItem Web Store Internatio
OnlineShippingltem Web Store Shipping I...
RENTALCHARGE Rental Charge
RSPL Range Pin Large
RSPM Range Pin Medium
RSPS Range Pin Small
SCGLS Golf Lessons - &
SERVICECHARGE Gratuity
SURCHARGE Surcharge
TeesheetRainCheck Tee Sheet Rain Check Rt RS Gl

TEETIMEAUCTION Special Tee Time — . -
et e ottt |t ettt [siin|

~Butten Tvoe
Preview | Product ¢ SmartCard ( Packsge | Product Code Product Description
Fore Colar: - Back Color: - [ [

Label; [Hamburger Product Code [ Description

I~ IsMenu  Fontsize: [3 =] |eMBRer Hamburger
¥ Baold Font: | Tahoma -

Press delste to remove product from list

Drag and drop product to quick sale pane 28items
(Quick Sales Button Setup

|Ready
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Editing a Quick Sales Button

Located beneath the Quick Sales Button grid is an options section. These
options are directly related to each specific Quick Sales Button and allow the
user to edit each button individually. The options are described below.

i -Button Tvoe
PrEVIEW._] /- Product (" SmartCard " Package |Product Code Product Description

Fore Color: - Back Color: - |

| Label: |Hamburger Product Code Description
[ 15 Meni Foitsise: ]ﬁ o LHAMBRGR Hamburger
¥ Bold Font: |Tahoma hd

Image: 1 | # |

® Is Menu — Selecting this allows the user to create a “Sub Menu”
underneath this button. This button will act as the “Parent” button and
provides the user with the ability to add “Child” buttons beneath it. An
example of a Parent button is “Beverages”. An example of the Child
buttons beneath is “Pepsi”, “Coke”, “Sprite”, “Mt. Dew”, etc.

® Fore Color — Choose the font color of the button.

® Back Color — Choose the background color of the button.

e Label — Edits the text on the button. The default label will be the
products description

e Image — Allows the user to attach an image to the button. Select _I,
browse to the image and select open. This will attach the selected image

to the button. To remove the image from the button, select the El
button.

e Button Type — Sclect the type of item that a button is being created
for. “Product” type is the default. Typically, this is the type of most

items in inventory.

® Product Code — Extra product codes and description can be entered
here. The program will automatically take the code and description
from the inventory item when it is dragged from the list to the
Quicksale panel.

After any changing or editing of a Quick Sales button is complete, select
“Save” to save changes.
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Creating Parent/Child (Sub-Menus)

To add a menu item on the Quick Sales grid, select a vacant cell on the grid.
Once selected, the cell will be highlighted. In the options section, place a
check in the Is Menu box and add the description of the button in the Label

field. Select Sawve.

In the example below, a Drinks button is created as a Menu button.

.+ POSExpress - [Options]

[E=R e

4. File View Tools Help Goto

\ [=]x]

r— r Search fmm

k4

& || product

I Leo] uuuuluuﬁ

é Supplier Category

3| [can ~]Jtan -

ol Terminal [ZUCHELLD-PC -

é Code i Description |

2 ||[o011 Chicken

—||0012 Pizza

||| 0013 Hot Dog

2 |||oo14 Salad

2| oo1s Pepsi

|Jl|o016 Red Bull

g 0017 Bud Light

2 || |ADMINCHARGE Admin Charge

§ BankReject ACH Rejection

% ||| BOTTLERETURN Bottle Retumn

? CARTFEEAUCTION Special Cart

7 ||| DeclareCashTips Declare Cash Tips

=||| oEPOSITFEE Deposit Fee

g_‘ ENTRANCEFEE Entrance Fee

[~ | | LATERETURNCHARGE Late return charge
LHAMBRGR Hamburger

OnlineHandlingFeeltem
OnlineIntershippingItem

Web Store Handling F...
Web Store Internatio...

OnlineShippingItem Web Store Shipping I...

Sort current || Sortinside menu
% Nosortinside menu

hﬂhﬂi

Section: 1

T e —
| Product ¢ SmartCard " Package \Pmduct Code

RENTALCHARGE Rental Charge

RSPL Range Pin Large

RSPM Range Pin Medium

RSPS Range Pin Small

SCGLS Golf Lessons - 5

SERVICECHARGE Gratuity

SURCHARGE Surcharge

TeesheetRainCheck Tee Sheet Rain Check Path:  FPagel

TEETIMEAUCTION Special Tee Time m:?ef“uh e || T H TS
Preview

Product Description

Fore Color: [l Back color: -

Product Code.

Label:

[ Description

[” Is Menu  Font size: fﬂ—;|
Font: | Tahoma -
- | ®

¥ Bold

Image:

e to remowe product from list

Drag and drop product to quick sale pane 2Bitems

Button | Default Rename

E——
op

uu\uu

|Ready

Once the menu button has been created, select it from the Quick Sales grid.
The menu button will appear in the Preview box located below the grid. Next,
select Add Sub Item. This will bring up an empty Quick Sales grid. Next,
drag and drop inventory items that will be located under this menu button.

These items will be the “Child” buttons.

In the “Drinks” button example on the next page,

“Bud Light” were used.
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< POSExpress - [Options]

| i

. File View Tools Help Goto

[ [8]x]

=

Search from
current view

sojEg

Joday | JAwosny | Aaoquanu) |

s L
EAIHBIElS ow

[ === =

onlineHandlingFeeltem
OnlineInterShippingItem
OnlineShippingltem
RENTALCHARGE

RSPL

RSPM

RSPS

SCGLS
SERVICECHARGE
SURCHARGE
TeeSheetRainCheck
TEETIMEAUCTION

Product
| 2
Supplier Category
[ramn =] [ram
Terminal |ZUCHELLII-PC
Code | Description
0011 Chicken
0012 Pizza
0013 Hot Dog
0014 Salad
0015 Pepsi
0016 Red Bull
0017 Bud Light
ADMINCHARGE Admin Charge
BankReject ACH Rejection
BOTTLERETURN Bottle Return
CARTFEEAUCTION Special Cart
DeclareCashTips Declare Cash Tips
DEPOSITFEE Deposit Fee
ENTRANCEFEE Entrance Fee
LATERETURNCHARGE Late return charge
LHAMBRGR Hamburger

Web Store Handling F...
Web Store Internatio...
Web Stare Shipping I...

Rental Charge
Range Pin Large
Range Pin Medium
Range Pin Small
Golf Lessons - 5
Gratuity
surcharge

Tee Sheet Rain Check

Special Tee Time

Page 1> >Drinks

ent | Sortinside menu
% Nosortinside menu

" SmartCard (" Package |Product Code

e o [ ]

[rosr | ot |

Section: 1

Fore Colar: - Back Color - [

Drag and drop product to quick sale pane

28items

Product Code

9 -
Tahoma -

Press delete to remowe product from list

Quick Sales Button Setup

=
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Moving Quicksale Buttons

To move Quicksale Keys to a different location on the grid:

Select the button that needs to be moved

Select Move

Select an open cell in the panel where the button is to be moved
Select Paste

The button will be moved to the highlighted location

Deleting Quicksale Buttons

To delete a Quick Sales Button, select the button to delete. Select Delete.

Copying Quicksale Buttons

Once Quick Sales Buttons are created, the same button layout can be pushed
to other terminals on the network. If the exact button grid will be used on
multiple terminals, this option allows the buttons to be copied from one
terminal to another. From the Quick Sale Button Setup screen:

Select Copy by Terminal.

A dialogue box will appear containing From and To drop down menus.
From the drop down menus, choose which terminals to copy the Quick
Sales button layout From and which terminal to send them To. Select
OK

A confirmation message will appear. Review the choices and select Yes
or No.

Other Options

® Default Page — Allows the user to determine which page of Quick Sales

buttons will be displayed when opening the Sales screen.
® Rename Page — Allows the user to enter a specific description for each of
the pages of the Quick Sales Button grid.
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Using Quick Sale Keys

4+ POSExpress |l=
_File View Tools Help Goto

|Ready

After making any changes or additions to the Quick Sales buttons, exit to the
main menu screen. This refreshes the Quick Sales grid on the Sales screen.
The grid will not reflect the changes made before the software s exited to the
Main Menu.

From the Main Menu, select the Sales module. The Quicksale Button grid

will be displayed in the body of the Sales screen. Simply select the button to
sell the assigned item.
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CHAPTER

The Reporting Module

The Reporting Module offers hundreds of reports generated by your sales data to
help you manage your business more effectively. "I'hese reports can also easily be
exported to Microsoft Exccel or your acconnting software of choice.

From the home screen of POSExpress, navigate to the Report icon:

Selecting the Report button, will bring up the Report module. See below:

.+ POSExpress - [Report Management] e |
File View Tools Help Goto

Report

Weekly Monthly

saworsng | Aowasy [ sapg

[eranppaneig [ edoayouny|  podey

e i o] 7| 7 | 2] i B
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The 5 tabs at the top of the report list section provide quick access to reports
that will be used.
® On Demand — These are reports that are needed quickly and
trequently checked throughout the day.
® Daily — These are reports that are used each day. The default
setting will be the current day. The date range default will reflect
the current day.
® Weekly — These are reports that are used each week. The
default setting will be the previous week. The date range default
will be the last complete week, Monday through Sunday.
® Monthly — These are reports that are used each month. The date
range default will be the last complete month.
® Yearly — These are reports that are used each year. The date
range default will be the current year.

Each of the 5 report tabs can be customized to display only specific, desired
reports. This is by done by first selecting the report tab that is to be
customized. In the example below, On Demand is selected.
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Report Option

—Terminal:
Name: [ZUCHELLIPC =
On Demand Daily | Weekly | Monthly | Yearly | ‘
Available reports : Selected reports :

AR Balandng Report -
Accounting Summary Report |_
ACH Renew | == |
Adder Report

Admittance Detail

Admittance Summary b2 |
AR Aging Detail Report

AR Aging Report Summary
AR, Aging Report Summary 45-Days = |
AR Invoice Aging Report

AR. Invoice Aging Report Summary

Balance Cash Drawer == |
Balance Cash Drawer (Old)

Balance Cash Drawer by terminal

Balance Cash Drawer count by Transaction
Balance Cash Drawer Details

Balance Cash Drawer with CC Tips

Balance Cash Drawer with CC Tips by terminal
Balance Cash Drawer with Tips by Person
Bank ACH Rejection

Bank Draft Great Life

Rank Nraft | Inascioned Arroninte

—Time - Send Email Time:

This screen enables the user to populate each report tab with only the desired
reports.

® Sclecting the il button will bring all of the Awailable Reports to the
Selected Reports section of the selected tab.

® Sclecting a single report from Available Reports and selecting the LI
button will bring that report over to Selected Reports

® Sclecting a report in Selected Reports and selecting the ;I button will
send the report back to Available Reports. This will remove the report
trom the Available Reports list

® Sclecting the il button will bring all the Selected Reports over to the
Available Reports section. This will remove all reports for that tab.
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Any date range can be displayed on a report by selecting the starting
and ending date from the specific reports Date Range From and To fields. A

drop down calendar will appear to assist with selecting a date.

—Date Range:
From: |10/10/2014 | To: |io/10/2014 -l
R October, 2014  *»
Store group : _J :
Nﬂmf‘-rza 29 30 1 2 3 -4 _J
5 6 7 8 9 @11
—Store Code: 17 213 ‘14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 1
o e i A
= aToday: 10/10/2014

Once the report specific options have been chosen, for example
date range, specific terminals, and categories; select the Display
button to preview the report. Based on the size of the data and the
date range, the report may take several minutes to display. The
report will appear in a new window. Below is an example of the

Sales Report.
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ITIERE

[ b M Zoom: - = Print =3 Goto

Refresh (4 Search || Auto emai

- Report Sort

7" Report Filker

I Main Report |

(_ POSExpress

Sales report

~
From:  6{1/2009 To: 6/30/2009 7/21/2009 4:35:51PM
Terminal name: AL
Category Item description Oty (inli:::isr:::x) pre e S Sy (ex::;::‘t:tm)
Alterations
Alteratiors 3 117.m 0.00 0.00 0.00 117.m
Totak Alterations 3 117.00 0.00 0.00 0.00 117.00
Bags 8 Accessories
AmaE Jumbo Leather Headcover 2 49.92 1.92 0.00 0.00 48.00
Club Glave Burst Proof WiWheel 1 196.56 7.56 0.00 0.00 189,00
Daphne's Hummingbird Headcover 3 75,00 300 0.00 0.00 75.00
Gusthuster Logo Umbrella 1850 2 83.20 3.20 0.00 0.00 80.00
Headcover-AmaE Driver fPutter 1 12,48 043 0.00 0.00 12.00
Laser Link Quicksilver 3 TEHE 29.688 0.00 0.00 747.00
Ping Hoofer Yantage Bag 3 547,74 21.06 0.00 0.00 526,68
Titleist Cart/Carry Bag 3 68328 26.28 0.00 0.00 657.00
Totak Bags & Accessoties 18 2,428.06 93.38 0.00 0.00 2,334.68
Caddy Fees
Allen, Matt 23 2,755.00 0.00 0.00 0.00 2,755.00
Erenengen, Chad 1 160,00 0.00 0.00 0.00 160.00
Braderick, Jay 21 2,665.00 0.00 0.00 0.00 2,665.00

Current Page No.: 1

Total Page No.: 17

Zoom Factor: 100%
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Exporting Reports

The software has the ability to export the report into different formats that
may be used for other programs or easy visibility. The most common exports
are Excel and Portable Document Format (PDF). The following three steps
correspond with the numbered areas contained in the image below.

To export a report to a specific file type:

® Sclect which format is needed from the drop down menu in the report
window. In the example below, Excel is selected. (#1 below)
® Select Export Report. (#2 below)

e A dialogue box will display containing the location of the file. (#3
below)

=l Report Name: Sales Report

4 4 |1 bkl Zoom: +| = Print =’ Goko -7 Refresh K:"‘Search |[ - Autoemail - Feport Sok |7 Report Filker = Excel - ﬂEprrt Report.
Main Report | 1

ﬂ POSEXpI‘ €SS Sales report

“ [ Fediityinformation |
From: 6/1j2009 To: 6302009

7iz2[2009 10:26:10AM

Terminal name:  ALL

Category Item descripbon Oty (inl.';::is:;ttdm) Costate T2 T3 (e“:;:;l;dm)
Alterations
Alkeratiors 0.00 117.m
Totat Alterations 0.00 117.00
Bags & Accessories \::l') The action was successful, file to location C\Exporteds, =
AmaE Jumbio Leather Headoove 3 0.00 48.00
Club Glove Burst Proof wwhes 0.00 189,00
Daphne's Huramingbird Headcower o u ” 0,00 75.00
Gustbuster Logo Umbrella 1850 Z 83.20 3.20 0.00 0.00 80.00
Headcover-Am&E Driver/Putter 1 12.48 0.43 0.00 0.00 1z2.00
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