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If you have your stock file on your cash register, in
Excel or in PLM, you may convert your items into
POSWIZARD. Note that you should first create
Departments and Suppliers before you do a
conversion. To convert from PLM refer to Convert
from PLM. If you are an existing STK client you can
Import your stockfile by clicking on the Convert.exe
program located in the PosWiz folder, found in the C
drive. Select the Data folder in the Stk folder, the
path will read as C:\STK\Data and click on Convert.
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Introduction
Thank you for purchasing the Poswizard software program. To enjoy this program to its fullest follow the
simple steps laid out in this manual. Should you require further assistance please contact your dealer.

USING POSWIZARD FOR THE FIRST TIME
e Double click on the Poswizard icon on your desktop.
e You will be greeted with the registration message below.

Thank you for choosing POSWIZ software.

It is necessary to register this software within 30 days of first installation.

Please contact your distributor during business hours Monday to Friday to obtain
your registration code. You will need to quote the serial number shown below.

Please refer to the License Agreement and note that this License is for the PC
that you installed this software on only. If you install this software on another PC,
you will need to phone the number above to obtain a new License number.

Your software will expire in 3 days!

Serial Number: I 323121250 Licence Number: ||

Register Now | Register Pos | Register Later |

e To register the Poswizard program you will need to quote the Serial number that appears on this
screen.

e |If you wish to enter the program but have not yet obtained a license number, click on Register Later.
(Note that you have 60 days from date of installation in which to license your program. There
after the program will expire and you will not be able to gain access to the program until it is
licensed. NB: Licenses will only be issued after confirmation of a valid deposit.)

o Next the disclaimer will pop up, make sure that you read the limitation of warranties and liability
listed. Click on Ok.

Disclaimer m
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e You will then be required to enter a Username and Password
e Note that the default User name is 1 and the default Password is 1.
e Enter the User name and the Password and click on OK or press enter.

— 5
Registration
> Application "Poswiz"
[Omfmm  Type vour user name and passward
Cancel
Uszer name: J'I
Pazzward: J““
|

e You will then be logged into the main screen of Poswizard.
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Explanation of Menus

File

Activities Re_ports _Interface POS Window Help

@ Eﬁ
Update Uplaad b
Items Sales e Exi

53 :
Preferences cial | Purchases 5 5

BS Feport | ltem Sales | Item Stock
Pos Users =
Pos Setup
Utilities 3 Backup Data Files

Exit Restore Data Files

Werify Data Files
Run DbExplorer
Restructure Data Files

Convert & Import Items from File

Import Item 5ales from File

Capture From Remote File

System

)

L

Clear Database Totals and History
Initialze the Database (Warning all data will be lost)

e,

Customer Details

Login — allows user to open software using password
Preferences — made up of 12 sections

Preferences

[

Mame

Address

Telephone

Fax

Fiegister Side Modem 1
Statement Meszage ] Scale ] PLU ltems ] Stock Receive 1 ESL
Customer Details 1 Casting Methad ] Stock Repart ] Label Printsr

Application 1 Capture Remate Device

|POSWIZARD

1234 Evergreen Tenace
Chelsza Business Park.
Mt Pelham

|

(12 2345678
012 4567330

Yat No. 123456789123

l-'L Lloze

Pos Users — setup POS users/cashiers
Pos Setup - setup options for the POS

Utilities — Allows you to

. Backup data

. Restore data

. Verify data files

. Run db explorer

. Restructure Data Files

. Convert and import items from file

. Import Item Sales from File

. Capture from Remote File

. System — refer to your dealer for more info

Exit — Exits the program

OO ~NOoO Ok, WN K

e  Enter the Name, Address, Telephone and
Fax number
Costing Method
e  Select between Average Cost, Last Cost or
Standard Cost.

Stock Report
e  Select your method of print i.e. Gross profit
or markup.
e  Select if cost price must reflect on stock
take sheet.

e  Select if stock quantity must reflect on
stock take sheet.
e  Select use of Report 41 on NX5400
Label Printer
e  Select your label printer driver here.
Register Side Modem
e  Used to initialise modem for use on ECR.
Application
e  Sets selected bitmap or jpeg as the
POSWIZARD background.
Capture Remote Device
e  Tick this option to enable use of the
portable stock take scanner.
Statement Message
e  Type a global message that will print at the
bottom of the statements

Scale
e  Select the path of the file to download to
the scale
PLU Items

e  Enter the number at which you want auto-
numbering to begin.
e  Show scanner field???

Stock Receive
° 27777

e  Select whether you want promotional prices
to be sent to electronic shelf labels
automatically.

2
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Activities

/[ POS WIZARD]

File [Activities Edit Items Details

k= ViewTtems L) = ﬂ
|j: Quick Set Items Updats Upload

ik Items Sales EEs Exit

Stock Receive

Stock Adjustments
Stock Wastage
Stock Orders

q Stock Preduction Processing
Ttem To Ttem Stock Transfers

Branch Transfer

=)

Branch Receive

Branch Orders

-5

Stock Returns

Payouts

Price Updates

Promotions Setup >

Print Labels
Print Delivery Labels

Accounts 3

Department Details
Main Department Details

Supplier Details
Paid Out Expense Details
Branch Details

=
=

User Details 3 Stepl: Stock Take Initialize

pshMens Step 2: Stock Take Sheet Print
Ttem Locations
: 3
Rep Details Step 3: Stock Take Capture
Vat Details Step 4: Stock Take Variance Report >

Stock Take » Step 5: Stock Take Complete Extended Variance Report E——

e Edit item details — allows you to search for an item and change details eg. Price, department link,
supplier, name etc.

e View items — allows you to view all items in a spreadsheet format, you may edit an item by clicking
on Edit.

e Quick Set Items — F2 = Department/ F3 = Price set/ F4=Cascade Set — Press the appropriate F key
to auto tab to the required field for quick programming.

e Stock receive — allows you to receive stock on an invoice, updating supplier balance as well as your
stock.

e Stock adjustments — adjust the quantity of stock using a reference. These adjustments are stored in
an audit trail.

e Stock Wastage — used to adjust stock that is damaged/expired etc.

e Stock Order — allows you create a purchase order which you can print and send to your supplier.
This stock order can be imported into the Stock receive.

e Stock Production Processing — used for manufacturing — ingredient stock is adjusted when
(finished) goods are made.

e Item to Item Stock Transfers — used to transfer stock of the same item from one location to

another, e.g.: PLU1 Coke 330ml(receiving) Location: Stores, can be transferred to PLU2 Coke

330ml(sales) Location: Fridge.

Branch Transfer — used to transfer stock from one branch to another.

Branch Receive — allows you to receive stock from another branch.

Branch Orders — place stock order to another branch.

Stock Returns — return stock to supplier for credit.

Payouts — post payment to creditor account.

Price Update — global price updates

Promotions Setup — setup and maintain like items and sales promotions

Print labels — print barcode or shelf edge labels for items.

Print Delivery Labels — prints a delivery label

"P poswizard
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e Accounts — create accounts for customers, check account history, Month End age accounts and
Account journal entries.

e Department details — creates new departments. Sales of each department are recorded.

e Main Department details — grouping for departments.

e Supplier details — creates new suppliers. Supplier balances are recorded.

e Paid Out Expense Details — capture expense codes and names e.qg.: fuel, wages (paid out from the

PQOS)

[ )

[}

[}

[}

[ ]

[}

[}
1.
2.
3.
4,
5.
6.

Reports

Sales reports:

Branch Details — capture branch information for transfers.
User Details — capture cashier and supervisor details.
Touch Menu - set fast items for touch screen(also Touch Groups in POS setup).
Item Location — set item locations e.g.: Receiving location, Sales location.
Rep details — Set rep/waiter names.
Vat details — allows user to create the vat or non-vat data with percentages.
Stock take —a 5 step procedure to conduct a stock take:
Stock take initialize - sets system for the start of the stock take.
Stock take sheet print - allows user to print sheets for the stock take.

Stock take capture - user captures the stock physically counted into the system, by

either using the capture form, grid or remote stock take scanner.
Stock take variance report - shows user the stock variances that he has.

Stock take extended variance report — abc???
Stock take complete - takes the captured quantities and puts it as current stock.

B POSWIZARD

File Activities | Reports | Interfface POS Window Help

Sales Report

Cashier Reports

Stock Reports
ReOrder Reports
Purchases Report
IBTReports
Accounts
Miscellanous Reports
Audits
Lists

Account Reports
Miscellaneous Reports
Audits

Lists

Items

Item Price List
Departments
Suppliers

k

Upte

Item Stock Items

ML

Items
Itern Price List
Departrnents

Suppliers

e Item Sales — shows sales by date, department, supplier range.
e Item Sales by Turnover — shows the turnover percentage by date, department, supplier range

"P poswizard
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Ingredient Sales — displays and prints all sales of ingrediented items.
Item Override — displays a list of all the items that were overridden.
Item Price 2 difference — Price difference of items sold at price level 2 to the normal price.
Hourly Sales — displays the hourly sales stats.
Hourly Item Sales — shows the items sales per hour.
Daily Sales Stats — daily sales information.
Monthly Sales — displays 12 months sales figures.
Financial sales — financial report as per level 2(Z) on POS and cash register, department totals,
media totals, tax totals, total voids etc.
Cashier Reports:
e Cashier sales — cashier department and financial sales.
e Cashier Sales Summary — summary of all cashier financial inof.
Banking analysis -
Cashier Item Sales — displays the items sold by a cashier.
Current Cashier Totals — current cashier financial status.
Rep Sales — rep/waiter sales info.
e Rep Item Sales — displays the items sold by rep/waiter
Stock Reports:
e Item Stock — shows stock on hand by item, department, supplier range.
e Item Stock Value — shows cost & retail value with quantities by department, supplier range & by
location, detailed or condensed.
Stock Movement — displays the item stock movement.
Cascade Items — generates a list of all the cascaded items.
Ingredient Breakdown — generates a list of all the ingrediented items.
Lay-Bye Stock — displays a list of all the items currently on lay-bye.
Re-order Reports:
e Item Re-Order — generates a re-order report for stock by item, department, supplier range.
e Item Last Sold — shows item last sold by item, department, supplier range.
e Item Top-Order — shows quantity needed to top-up stock level.
Purchases Reports:
e Purchases Report — shows the purchases as per selected criteria
Reprint Purchases — used to reprint supplier invoices.
Item Purchases Report — shows stock report of items received on invoices.
Purchases Claims/Back Order -
Payout Transaction — creditor payout report.
IBT Reports:
e Stock Received — items received from other branches
e Stock Transferred — items transferred to branches
e Stock Transferred Totals — value of stock transferred
Accounts Reports
e Account statements — displays and prints account statements.
e Account Age Analysis — displays and prints account age analysis.
e Account Item Sales — displays account sales by item
Audits Reports
e Cash Sales Transactions — keeps a complete track of
e Item Stock Changes — keeps a complete track of all the changes to an items stock quantity, whether
via sales, stock receives, adjustments, etc.
e Cashup Report Sequence - displays the sequential report number for cashups down within a
specified period.
Lists — provides a list of the Items in the database, an Item Price list, departments, suppliers

‘lP poswizard
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Interface

|j: E Download Items Details k Print Current Updated Items
|j: Final Upload Item Sales Download Updated ltems
Iterms 54
Download Scale Items Download Updated - Date Range

Upload Account Balances Download All Items

Uplosdl Chesk Soke Download Promotion Price's

. Setup Registers Download - Reset Promotion Prices
Cashierepor s

Download all ESL Items
Download Updated ESL Items

Stock Reports

Download Items Details — made up of the following steps
1. Print Current Updated Items — shows a print out of all items that have recently been changed.
2. Download Updated Items — sends items that have been updated to cash registers.
3. Download Updated - Date Range — shows items that have been updated according to dates
specified ALSO USEFUL FOR PRICE INCREASE & SPECIALS.
Download All Items — all items in database are downloaded to cash registers.
Download Promotion Price’s — sends promotion price to selling price one on the cash register.
Download - Reset Promotion Price’s — resets selling price one on the cash register.
Download all ESL Items — sends all items and prices to electronic shelf labels.
Download Updated ESL items — downloads updated items and prices to electronics shelf labels.
Upload Item Sales — uploads sales from selected cash registers, clearing tills and updating stock.
Download Scale Items — downloads items to the scale.
Upload Account Balances — uploads the account balances stored on the register.
Upload Clerk Sales — uploads the clerk sales on the cash register.
Setup Registers — setup of machine numbers, communication ports, cash register models, modem link

Setup Registers &J

o No oA

Selected Register

12 3 45 6 7 8 910111213 14 1516
[l T TR S I 1o TR T TR 1T TN e T fT T

[ Communications Parameters

s rie [F<Ba00 01 ~] 7 NaT20Link
Communication Port 1“ 'Z Baud Rate iSBDD vi

Receive Timeout ] 11 [seconds]
Send Timeout 11 [seconds)

Connect via Madem [

Dial Phone Mumber ]

I Stip Leading Zerc’s on Download
¥ Upload Hourly Sales

V’ ok X Cancel J

"P poswizard
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Shortcut Buttons

These are the quick launch buttons found on the main screen of POSWIZARD:

E ALLOWS USER TO EDIT OR SEARCH FOR ITEMS

Fiancidl [ SHOWS FINANCIAL SALES REPORT

Sales

i SHOWS PURCHASES REPORT

Repart

| ALLOWS USER TO VIEW ITEMS SALES BY DATE,
tmsaes| DEPARTMENT, SUPPLIER

SHOWS ITEM STOCK BY ITEM, DEPARTMENT,
emseck| SUPPLIER RANGE

SENDS ITEMS THAT HAVE BEEN EDITED TO

|Ipdate

rns | CASH REGISTERS

RECEIVES SALES FROM CASH REGISTERS

Upload

saes | CLEARING THEM AND UPDATING STOCK

® | CREATES A BACKUP OF THE STOCKFILE

Backup

41 EXITS THE PROGRAM

E xit

‘lP poswizard
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Pos Setup

1.

e POSWIZARD
| File | Activities Reports

Select File.

Login
Preferences
Pos Users
Pos Setup
Utilities

Exit

2.
3.

Click on Pos Setup
You will then see the following screen:

% Pos Setup @Elﬁ

General | Receipt Prinler] Keyboard Setup | Customer Display Casthaw] Scale l Sal\img1 Temdars] Touch Groups | Kitchen F'nnter31

¥ POS Enabled

POS Station Number |2 '3;

DataPath  [1921681.100

¥ Compulsony tender declaration

¥ Do not clear Storage on 2 Report

General

1.

2.

The first tab General, allows you to select whether the PC is to be used as a POS only or if it is to be
used as the SERVER - backoffice.

If using more than 1 POS and a server, ensure that the network has been setup as per normal and you
are able to ping each PC in the network.

On the PC that will be used as the server, ensure that POS enabled is not selected and there is no I.P
address entered in Data Path. Poswizard will log in directly to the server screen

If POS Enabled is selected, when Poswizard is opened on this PC it will log directly on to the POS
log in screen, hence cashiers will not be able to access the backoffice from their points.

POS Station Number: this refers to the unique POS number given to each terminal/computer in a
system, this should be set once at the beginning of the installation and should not be changed
thereafter. Note that no two computers should have the same POS Station Number, as this will
create conflicts in reporting data.

2

poswizard
SIMPLY SMART Page 14



8.

9.
10.

11.

Data Path refers to the I.P. address of the backoffice, please ensure that you enter the 1.P. address
into this field for each POS in the system.

Individual Cashier reporting: select this function to enable a cashier to log on to multiple POS
points during the day and be able to cash up from the last/any POS

Compulsory tender declaration: the Z report cannot be finalized without first doing a cash
declaration when this function is enabled.

Allow Offline Cashup: option to cashup offline sales.

Print Item Sales on Cashup: prints items sold after cashup.

Logout after each transaction: set if more than one cashier is using the POS at the same time.

Receipt Printer

General Receipt Printer ] Feyboard Setupl CustomerDispIay] CashDraw] Scale ] Selling] Tendersl Tauch Gloups] Kitchen F'rinters] Text ]

Printer Maodel |E|:-$l:-n ThiBE j v Conzolidate items on receipt
} v FReset Transaction number after Z report
Frirter Type 5 erial i Pat |1 X [v Print Order Number

v Receipt Off on POS start

Header : Footer  [THaNK YOL. PLEASE CALL AGAIN,
Poswizard SEE INSTORE FOR DAILY PROMOTIONS
Point of Sale

414 Commerce Street

Mt. Vernon

1234 g

[v Frint Logo Graphic

A4 Printer
[# Account Invoice to 44 Printer [ Alway to A4
[v Cazh Sale to &4 Printer v Moaccounts Balance on
W Preview Invaice lv &uto Print Account Copy
Wat Number  |%at Mumber: 1234567830 ¥ Irvoice Templats 2 W MoAccount Receipt
A4 Printer  |Canon M+4710 zenies Printer ﬂ

=

o~ w

© o~

10

11.

Receipt Printer is the next tab. Here you can select the POS printer you are linking to the computer.
Printer Model: Select Epson TM88 for most printers using the Epson emulation drivers. For USB
printers, setup up the OPOS driver for the printer then select OPOS.

Printer Type: select the type of interface for the printer you are using, i.e. Parallel or Serial.

Port Number: select the Com port or LPT port number to which you have linked your printer.
Consolidate items on Receipt: when this option is selected, all like items will be grouped together
on the customer receipt. E.g. if the Cashier rings up 2 x 330ml cans of Coke then a 500ml bottle of
water then another 330ml can of Coke, the Cokes will print as 3 cans together.

Reset Transaction number after Z report: select this option to restart the transaction numbers after
the Z report has been done.

Print Order Number: select this option to print an order on each customer receipt.

Receipt Off on POS Start: sets the POS printer to OFF state on start up.

Header: this is where you enter the receipt logo which will print at the top of the customer receipt
Vat Number: enter the store Vat Number, to be printed on the customer receipt.

Footer: Enter any message here that you want printed at the bottom of the customer receipt.

2
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12. Print Logo Graphic: select this option to print a bitmap picture/logo at the top of the customer
receipt.

13. Account Invoice to A4 printer: select this option to print A4 format invoices for account
customers.

14. Cash Sale to A4 Printer:

15. Preview Invoice: when this option is selected, a preview of the invoice is shown on the screen
before you print it.

16. Invoice template 2: prints totals at the bottom of the invoice.

17. Always to A4:

18. No Accounts Balance on: no account balances are printed on the invoice.

19. Auto Print Account Copy:

20. No Account receipt:

21. A4 printer: install the windows drivers for the A4 printer you wish to use, click on the dropdown
option and select the printer from the list. The A4 invoices will be printed to this printer.

Tenders
1. Select the Tenders tab.

General] Receipt Printer] Feypboard Setup] CustomerDispIay] Casthaw] Scale ] Seling  Tenders ] Touch Gmups] Kitchen Plinters] Text ]

» (3] FY ‘ [

»| Mo | Description ‘ Open |Add To | Change From | Ower Under | Exact Reference
Draw | Cid Cid Tender | Tender | Tender

b CASH

2 Credit Card
3| Cheque

4 Waucher

5 Tender 5

B Tender &

7 Tender?

2 Tenderd

9 Tender 3
10 On dccount

ola|alalalala|lalal=
ol=|ala|lalala|laolal=
ola|alalalalalal=|a
f==7) [JY) [P P Y [ RN U [ Y
e J JE Y PSR P PR S (RS (R P Y
oo o o oo = o oo

v Allow Credit Card

2. Note that Tender 1 should always remain Cash, Tender 2, Credit Card and Tender 10, Charge on
Account.

3. Tenders 3 to 9 can be customised as you wish e.g. Cheque, Voucher, Staff etc.

4. OpenDraw, set this field to 1 if the tender is allowed to open the drawer, i.e. Cash must always open
the drawer so the cashier can place the cash in the drawer and give the customer change. Also you
may want to allow the drawer to open when Cheque is tendered to allow the cashier to place the
cheque in the drawer, while credit card, should not be allowed to open the drawer.

5. AddToCID, this stands for add to cash in drawer, this is used for Cash and maybe Staff, if they pay
cash, viz, tenders where the cashier physically places cash in the drawer.

6. ChangeFromCID, set this field to 1 if you allow cash to be handed out as change from over
tendering on Cheques or VVouchers.

‘lP poswizard
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7. Over Tender,set this field to 1 if you allow customers to pay with cheques or vouchers of a greater
value than the purchase.

8. Under Tender,set this field to 1 if you allow multi tenders, e.g. purchase total is R500, the customer
has a R200 Voucher and R300 cash. Enter the first amount tendered and the multi tender screen will
pop up to allow you to enter the rest of the payment tendered.

9. Reference, set this field to 1 if you want to be able to enter a reference for the tender, e.g. Voucher
or Cheque Number or credit card details.

10. Allow Credit Card:

11. Once you have finished maintaining your tenders you may now go to the Keyboard Setup tab to
maintain your function keys. You may skip this step if you are using a touch screen and not a
standard keyboard for function keys.

Keyboard Setup
You may skip this step if you are using a touch screen and not a standard keyboard for function keys.

1. Select the Keyboard Setup tab
7 Pos Setup |.E|EI&J1

General | Receipt Printer - Kepboard Setup ] EustomerDispIay] EashDraw] Scale ] Selling] Tenders] Touch Groups | Kitchen Printers]

| Setup Function Keys on keyboard I

[~ Use PC Keyboard
[~ MoFUMCTIOMS on Alpa Keys

Plu Enter =EENTER Cash Tend = + Multiply =*[star] Hefund =Delete Clear =5paceBar OpenTax = Pg/up Open Ntz =Pg/dn
OverRide =0 VYoid =Delete Refund =End Item dizcount =F1 SubTotal disc =F2 Rec onfoff =F2 Reprint =F4 Pay Out =F5
Rec on Acc =F6 Moszale =F7 Report =F8 Store =F9 Account =F10 Credit Card =F11 Youcher =F12

2. Select Use PC keyboard if you wish to use a standard computer keyboard for the POS functions, this
will allow you to setup the function keys on the keyboard.

3. Select no FUNCTIONS on Alpha Keys if you still wish to use the alphabets on the keyboard, note
that anytime you are using a standard computer keyboard for POS functions, you should not allocate
functions to any of the alphabets.

4. Click on Setup Function Keys on Keyboard.
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Y Pos Setup (== = ]

Generall Receipt Printer  Keyboard Setup EustomerDispIayi EashDraw1 Scale ] Selling1 Tenders1 Touch Group:ﬂ_’_
¥ Set Cashier Keyboard ol x|
Mo Function Descriptioh Kep -

Mane Mot Assigned 4
nz2 Function CASH F2
03 Function CREDIT CARD F3
04 Function CHEQUE F4
i3] Function WOUCHER F5
I3 Function TEMDER &
o7 Function TENDER B
na Function TEMDER 7
09 |Function |TEMDER 8
10 Function |TEMDER 3
bl Function CHARGE OM ACCOUMT F10
12 Function PLU Enter Enter
13 Function Woid W
14 Function Refund Z
15 Function Receipt Print 2
16 Function Receipt On/OH u} -
Accept ‘ i Cancel

Ok

Explanation of POS functions:-
CASH - used when customer pays using cash. Closes transaction with amount tendered
Credit Card — used when customer pays using a credit card. Closes transaction with amount

tendered.

Cheque - used when customer pays using a cheque. Closes transaction with amount
tendered.

Tender 4 — 9 — can be used for other tender options, e.g Staff, Voucher

Charge on Account — used to finalise sale when entering an account transaction
PLU Enter — used for code entry PLU registration and also for PLU lookup

Void — removes the last item rung up while in a transaction.

Refund — used when a customer returns an item after a transaction has been finalised
Receipt Print — prints the last transaction

Receipt On/Off — toggle switch to put the receipt on or off

Report —

Account — used to enter into a sale on account transaction

Multiply — used to ring up multiples of an item

Clear - cancels any information that has been entered before a function key has been
pressed, used to clear any errors

Item Enquiry — item search/lookup

Store/Recall — used to store a transaction without finalising and retrieve stored transactions

Cancel sale — voids an entire transaction before it has been finalised.

Received on Account — records an amount of money received into the drawer when no

customer transaction has taken place

Paid Out — records an amount of money withdrawn from the cash drawer when no customer

transaction has taken place
Proforma — prints a preliminary transaction
Menu Functions — used to access the function buttons

poswizard

SIMPLY SMART

2

Page 18



Price Override — used to override the current selling price of an item.
Item Discount — used to enter a discount on the last item rung up
Subtotal Discount — used to enter a discount on the subtotal of the transaction
No Sale — used to open the cash drawer out of a transaction
Open Taxable Item — used to ring up taxable items which may have not yet been captured or
do not wish to capture on the system
e Open Non-taxable Item — used to ring up taxable items which may have not yet been
captured or do not wish to capture on the system
5. To program a function to a specific key on your keyboard, highlight the function in the list by
clicking once on it. A pop up window will appear, prompting you to press the button on the
keyboard you would like to use as the selected function.

-

,q? Pos Setup |ﬂl

General1 Receipt Printer  Feyboard Setup ]EustomerDispla}l Easthaw] Scale 1 Selling] Tenders] Touch Groups 4 ’j

,ﬁSet Cashier Keyboard =|Ol x|
Mo i Function ] Description 1 Kep %
ao None Mot Azzigned i |
nz Function CasH F2
03 Function CREDIT CARD F3
04 Function CHEQUE Fa
05 Function YOUCHER F5
06 Function TENDER & '
o7 Funetic
0B .Fun-:tiu: Press the key on the Keyboard
03 Furictic
10 Functic I
J-'.n.u:u::ti-:-n CHARGE OM ACCOUNT
12 Function PLU Enter Enter
13 Function oid W
14 Function Refund z
15 Function Receipt Print F
16 Function Receipt On/OFf u} -
Accept J LCancel J
Ok

6. Press the button on the keyboard and repeat the procedure until you have programmed all the desired
functions on your keyboard.
7. Once you have completed selecting keys, click on the Accept button.
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Customer Display
1. Customer Display, if you wish to attach a pole display, in Pole Display Interface, either select Serial
Port and select the serial port number to which the pole display is linked to or install the drivers for

the display and click on OPOS and select the display under OPOS name
7 Pos Setup == e e

General] Receipt F’rintar] Keyboard Setup  Customer Display I Casthaw] Scale ] Selling} Tendarsi Touch Groups] Kitchen F‘rinters]

~Customer Pole Display

Pole Dizplay Interface ]Serial Part j

Serial Pot |2 'Z

|+ Enable Customer Screen

R o Total Display

2. Enable Customer Screen, tick this box if you wish to use a second VGA monitor as a customer
display.
3. No Total Display

Cash Drawer

1. CashDraw, if you are using a drawer which connects to the receipt printer(known as a printer kick),
select Printer Interface, if using a serial drawer, you will have to load the OPOS drawer drivers
through windows, note you must link the drawer to a port and give the drawer an OPOS name.

2. Opos Name, enter the reference name for the OPOS drawer you want to link to here

T 3
"%, Pos Setup |='_||EWI£—5-J

Gereral | Receipt Pnnterl Keyboard Setup | Customer Display  CashDraw ]Scale 1 Sallmg] Tenders] Touch Groups | Kitchen F'nntals]

CashDraw ]‘ L]
Mone
OPOS CashDraw
Prirter Inteface
Serial Port
Exe File

# poswizard
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Scale

1. Scale Type, select the scale you want to link to, note you need to load the windows driver for the
scale before selecting it here.

o - i
"7/ Pos Setup L= IL'

General | Receipt F'rinteri Keyboard Setup | Customer Display | CashDraw  Scale |Sel|ingl Tendersl Touch Groups | Kitchen F'rinters! Text |

Scale Type [P 15 -]

Scale Exe path

Scale Paort !2 fz
|
I—

Scale Price Difference |0

N

Select the port number to which the scale is linked.

3. Select the Scale Exe path by clicking on the folder icon, browse the hard drive and select the scale
file.

Scale price difference

Note whenever items are to be weighed on the scale, always ensure that the correct flags are selected
under the additional tab of the individual items, viz, Scale item and Scale — Manual Tare Weight, as
well as Weight Item on the main item Item Details window.

ok~
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Selling

1.

2.

10.

11.

12.

13.

Rounding down, generally stores round to the nearest 5 cents, if so, enter a 5 in the Round to
nearest field.

Rounding Up, some stores choose to round up to the nearest 10 cents, please ensure that you check
what the company policy is regarding this practice. Generally amounts are rounded up from 7 or 8
cents.

Sell, Quantity Threshold, This is the maximum number of like items allowed to be registered using
the X/times. Cashiers can scan each item individually once the threshold has been reached.

General] Receipt Printer] Kepboard Setup] Customer Display] EashDraw] Scale  Seling l Tenders] Touch Groups] Kitchen Printers] Text ]

F ounding D owr Founding Up Sel
: fZ|
Found to nearest Found up from (uantity Trashald 5 +

5 cents 7 cents

Embedded Barcode Other
Prefix Plu Mumber Stat Plu Mumber Length - Price Offset Frice Length [ Storage Reference Prompt
|2D |3 *_A] |4 '_A] |8 '_A] |5 [v Print Hamper Ingredients
Prefix Plu Mumber Start  Plu Mumber Length  Price Offset Price Length [~ Lapbuy adjust stock on final payment
|U2 |3 E |4 E |8 E |5 [~ Rep entry complusany
v &llow Supervisor Sales
[~ Show Cost on Item Lookup

Sounds

[~ Account Reference complugony
Mot Found ltem |C:\F'03Wiz\Beep.wav

Open ltem

Open Item Taxable 2000
Open ltem Non Taxable {200

Embedded Barcode (in-store marking) refers to weight items either prepacked or sold from a
printing scale.

Prefix refers to the first two digits in the embedded barcode.

Plu Number Start refers to the PLU start point in the embedded barcode, this is always 3 (PLU
number starts from the third digit).

Plu Number Length refers to the number of digits in the PLU, this is typically set to 4, meaning a
PLU code used for weight items can be no longer than 4 digits(9999).

Price Offset or Price Start refers to the start point in the embedded barcode, depending on the length
of the PLU code, it is typically set to 8 if the PLU code is set to 4.

Price Length refer to the number of digits in the price, this is typically set to 5 when using a 4 digit
PLU code.

You may find that you could have more than one type of embedded barcode used in your store, e.g.
one that comes of your butchery scale and another that may come of prepacked frozen chickens
purchased from a supplier. If this is the case, you may enter the prefix and other settings for the
second embedded barcode in the second set of fields.

Note you need to set your weight/scale items as detailed under the Scale/weight Items section in the
manual.

Note if you are using two different embedded barcode, ensure that the PLU numbers do not conflict,
I.e. are not the same.

Sounds, point to the path of a .wav file, when selected, the POS will sound the selected file with the
item not found message to alert the cashier that the item scanned is not on the system.

2
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14. Open Item, select the PLU number of an open item created. You may choose to create a separate
department(e.g. Open Vat and Open Non Vat) first and then create the PLU Open Vat and Open
Non Vat and link them to the respective departments. Make a note of the PLU numbers for the two
open items and enter them into the field.

15. Other:

e Storage Reference Prompt:

e Print Hamper Ingredients:

e Lay-bye adjust stock on final payment:
e Rep Entry Compulsory:

Allow Supervisor Sales:

Show cost on Item Lookup

e Account Reference Summary
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Touch Groups/ Touch Menu

% Pos Setup =)

General | Receipt Printer | Keyboard Setup | Customer Display | CashDraw | Seale | Seling | Tenders | Touch Groups | Kitchen Printers |

— FUNCTION MENU
FUNCTION MENU 2
FAST PLU MENU

Add

Delete

Update Fos

o |

1. Function Menu is the menu used to program all the function keys you would need on the touch
screen, e.g tenders, discounts, correction buttons etc. This menu can be access controlled in the Users
maintenance page.

2. Function Menu 2 is the menu used to program function keys at the bottom of the POS screen

CASH SALE
TOTAL 0.00
Function Open Open
Menu Taxable MNon-Tax
- Fast Plu
Menu
X
7 8 9
4 5 6
1 2 3
PLU
0 ENTER
R200 R100 R50
R20 R10 RS
X
pecen Void Paid Out - nzReport | ReCENe m R2 R1 |-
POS# 02 TRANSACTION# 14 @ CASHIER# 1 Wendy Wonka 14:46:31 12/09/2013

3. Fast PLU Menu is used to link fast selling items and items with no barcodes to the touch menu for
quick access. If you have many items to be placed on the Fast PLU menu, it is suggested that you
group them together and use the sub-menus

4. To add sub-menus(departments) to the Fast PLU menu, click once on the Fast PLU menu to
highlight it, then select Add.
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ﬁ Pos Setup @E‘ﬂ—hj
TabShe 4 i L

Receipt Pnntari Keyboard Satupi Custorner Display EashDrawi Scale l Salllngi Tenders

r FUNCTION MENU -
[~ FUNCTION MENU 2
=~ FAST PLU MENU

I~ Fruit and Veg

L Cigarettes Add

Delete I

5. Type in the name of the Menu, e.g. Dairy or Fruit and Veg etc.
6. Double click on a menu to view and maintain the menu.
7. If you are adding a function, double click on the function menu.

¥ FUNCTION MENU =lolx|

n o

Button11 ‘ ‘

Plu ltem

Menu Item

78| 9|

Blank |

o 4 5 6 ‘
1 2 3 ‘
— |

8. Right click on the desired button and select Function.

#¥ FUNCTION MENU ol x|
Void Refund ﬁMr.nu o ol x|
HEMEr -LJ‘;]
02 Function CASH
Concel Sile 03 Function TEMDER 2
04 Function TEWNDER 3
——— 15 Function | TENDER 4
06 Function TEMDER §
07 Function TENDER 6
0@ Function TEMDER 7
03 Function TEWNDER 8
10 Function |TENDER 8
1 Function CHARGE ON ACCOUNT
1z Function PLU Enter 8 9
13 Function Void
14 Function Refund
15 Function 'Receipt Print 5 6
16 Function Receipt On/Off
T il 3
) | [

9. Scroll through the list of functions and click on the desired functibn.
10. If you want to add function buttons to the bottom of the POS menu, select Function Menu 2
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#§ FUNCTION MENU 2

= | E

m e ‘ - e Driﬂ(:m oot
Button1

Filtfict FUNCTION MENU

Menu Item £ FUNCTION MENU 2

Function FAST PLU MENU

Blank

Add
Properties

Delete

11. Right click on the button you want to program, select Function and scroll through the options and

select the desired function

[ - -- e ‘ m - Hereren O::Ze;ﬁnt et HF‘
lenu Functions cn|iE)
FUNCTION MEl
£ FUNCTION MEN
FAST PLU MEN [ e
02 Function CasH
03 Function Credit Card
04 Function Woucher
05 Function Tender 4
[ Function Tender 5
o7 Function Tender &
[ Function Tender?
03 Function Tender®
10 Function Tender 3
n Function On Account
12 Function PLU Enier
13 Function Woid
14 Function Refund
15 Function Receipt Print
16 Function Receipt On/Off -

12. If adding an item, click once on the desired button.

# FAST PLU MENU

.

|

|

T | fRutem =lol x|

=1olx|

Item MNumber

jn0000000000005 Lookup

Discription [Mai Plastic Baa

Short Discription [ awi Plast
ic Bag

o —
X cars

Midi Plastic
Bag

el

13. Enter the PLU code in the item number field or if you don’t know the PLU code, click on the

Lookup button

"P poswizard
0 SIMPLY SMART

Page 26



M FAST PLU MENU

[ | l | |
¥ PluTtem 7 Selectltem
temNurber [ || Membmest [
. Item Diescription | |
Discription [—
Shait Diserpfion [~ e [DEren [Depstimert [Prce | E
- 0000000000007 | Chappies 1 oz0|

0000000000002 | Hanster Pop 1.50
[ | [ooonoanonnons wisons Tofees 050
0000000000004 | Midi Plastic g 020
0000000000005 | M i Plastic Bag 030
——— 00000000000006  Apples 1.00 |
00000000000007  Pears 1.00

0000000000008 Tomato
0000000000009 Potato
0000000000010 Loose Styvies
00000000000011  Loose Craven &

1.00
250
2.50

Q0000000000012 Loose Dullshs

1K
1.00 —
0000000000013 Matches 050 6
— | []000000000001 00 apentax
000000000001 01 open non tax 0 -
0000000001234 caviar 1g 1315
0000000001235 caviar Tkg = 3
Midi Plastic Maxi Plastic { o hooept o Cancel
Bag Bag

I I 1 T E—"

.‘_i |"¢

Y Y O 2

[0 Y Y R Y 1Y Y g g e N

14. You can now either enter the description in the Item Description field to search for the item or use

the scroll bar to manually search for the item.
15. Once you have found the item, click on the item so it is highlighted then click on accept.

16. If you have created Fast PLU sub-menus, you should place menu buttons on the Fast PLU menu to

be able to access the sub-menus when transacting on the POS.
17. To create menu buttons, right click on the desired button and select menu item.

7 FAST PLUMENU =1L

Button 50
Plu ltem
Menu ltem
Function
Blank
Properties

< | »

18. Then select the desired sub-menu or the main menu by clicking on the name in the list of created

menus.
A FAST PLU MENU =lo| x|
| | ] |
-
| = Fastrioweno -
Frult and Veq
| Clgaremnes
|
|
-| 7 8 9
. 4 5 6
1 2 3
WPt | Maxilastc ‘ = ) 0 |-
sip jy It 2 o E—
4] 1+
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19. You can add colour to a button as well as change the font colour. To do this right click on the button
and select properties.

A £AST PLUMENU

=lolxi

o Button 14
Midi Plastic Maxi

Bag B Plultem

Menu Item

.ij —_— Function

Elank

Properties

20. Select the text colour and button colour

21.

22,

2

#¥ FAST PLU MENU

[ Button Style

i [
P

Test Color | I Black =
Buttor Color | Il Black -

[

[ Fuchsia

[ Aqua
o [ whie

[}

=10l x|

Cigarettes

Maxi Plastic
Bag Bag

9
6
3

| »

You may also choose a button style; this will change the size of the button. Ensure that there are no
other buttons used already in the adjacent sides as the larger button size will overwrite the existing
items programmed on those buttons.

Once you are done, click on Accept and then Update POS
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% Pos Setup E@g

Generali Receipt F'rinteri Kepboard Setup | Custamer Display EashDrawi Scale i Sellingi Tenders Kitchen Printersl
— FUNCTION MENU o
FUNCTION MENU 2
FAST PLU MEMNU
Add
Delete !
Update Poz |
4 [ 2
Ok

KitchenPrinter

Generall Receipt F'rinterl Keyboard Setupl EustomerDispIa}li CashDrawI Scale I Sellingl Tendersl Touch Groups  Fitchen Printers I Text I

Kitchen Printer 1 ITM-U22DD Kitcher I~ Use fir Picking Slip Label

Kitchen Printer 2 ITM-U 2200 Milkshake Bar ¥ Profama Prit to KP

Kitchen Printer 3 || [V Storage Print to KP

[~ Double Line Spacing

\E

=

Install the windows drivers for the kitchen printers you wish to use.

2. If you are using more than one printer, ensure that you give each printer a unique name which will
help identify it, e.g TM-U220D BAR

Enter the name of the kitchen printer into the Kitchen Printer 1, 2, 3 fields.

4. Make a note of which printer you have inserted into each field as you will need to know which
printer to select when maintaining items to be printed to the kitchen printers.

"P poswizard
0 SIMPLY SMART Page 29

w




©o~No O

Text

Generall Receipt Printerl Keyboard Setupl CustomerDispla_l,JI CashDrawI Scale I Selling' Tender&l Tauch Groupsl Kitchen Printers  Teat |

Use for Picking Slip:

Proforma Print on KP:

Storage Print on KP:
Double line spacing:
Label:

-

/|‘|H|A|l—/1 ‘

SEGUENEENLIMEEFHDESEF!IF'TIDN

1 PICKUP 1
2 PICKUP 2
3 FICKUP 3
4 PICKUF 4
5 PICKUP 5

Name:

Sequence number
Description

R
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POS Users

=

Poswizard is setup with two default users, Userl which is a cashier and supervisorl which allows
you access to all aspects of the software.

2. The default ID and password for cashierl is ID:1 and password: 1, while supervisorl’s defaults are
ID:999 and password:999
3. Itis recommended that you maintain the Users setup before allowing cashiers access to the POS as

the default username and password for the backoffice is also ID: 1 and password: 1
4. To maintain POS Users, click on POS Users on the main screen

=)

MNumber: l 1
MName: ‘Supewisor
1D: 333 Swipe |D:
Pazzward: 1989
¥ “oid [¥ Receipt OnA06F [+ Float
¥ Refund [¥ Reprint ¥ Pickup
¥ Overide [V Account Create ¥ Storage
[ Iterm Discount ¥ Account Sale ¥ Cancel Transact
¥ Subtotal Discount [V Account Receive W Payout
¥ MoSale v Reports ¥ Menu
¥ Create Item ¥ Sell Below Cost ¥ Zem Frice
[ X Reports &llowed [~ Item Fefund [~ Mo Cazh Draw
[~ Show Cost on Item Enguire
Beset Cazhier Logon

6. Enter the name of the user in the Name field.

7. Give the user an ID, you may choose to use a number or the name of the user as their ID.

8. Enter a unique password for the user.

9. Swipe ID: Swipe the supervisor/cashier card for this User in this field if using magnetic strip cards.

10. Select the operations which you wish to allow the user access to by checking the tick boxes, if you
uncheck a box, the user will not able to perform that operation,

11. You may edit the existing users by clicking on their name in the window on the left or by using the
scroll buttons.

12. Reset Cashier Logon:

13. Once you are done creating or editing a user, click on the tick (V)
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Create Main Department
This is useful for reporting purposes, as you can group like departments together under a main department.

1. Click on Activities on the main screen

2. Click on Create/Maintain
Activities

Items
Stock
Branch
Payouts
Promotions Setup
Print Labels
Accounts

MaintainfCreate

Department Details

Main Department Details
Supplier Details

Paid Out Expense Details
Vat Details

Touch Menus

Stock Take
3. Select Main Department Details
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. Main Departments E@Iﬂ

el e e, e e e A e S

MUMBER  |DESCRIPTION |
1| Groceried

| *

4. Click on the PLUS to add a new Main Department.

5. Enter the Number of the main department and then Click on Description and enter the Name of the
main department.

6. To save the new main department click on the tick J.

7. To cancel a new main department you have just entered, click on the X.

8. To delete a main department, select the main department by either using the dropdown search by

description or number list or the next button, then click on the — (minus).

Create Departments
1. Click on Activities on the main screen

2. Click on Maintain/Create.
3. Select Department Details from the drop down menu.
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10.

2

Activities

Items
Stock
Branch

Payouts
Promotions Setup
Print Labels
Accounts

Maintain/Create

Department Details

Main Department Details

Supplier Details
Paid Out Expense Details
Vat Details

Branch Details

Touch Menus

Stock Take

Click on the + (PLUS) to insert a new department.

Enter the number of the department in the Number field. (Always start your numbering from one (1)
and never use zero (0) as a department number)

Enter the name of the department
in the Description field.

If you are using main departments,
select the main department you
wish to link this department to by
clicking on the down arrow at the
end of the Main Department field
To save the new department click
on the tick V.

To cancel a new department you
have just entered, click on the X.
To delete a department, select the
department by either using the
dropdown search by description or
number list or the next button, then

click on the — (minus).

poswizard
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Create Suppliers

1. Click on Activities on the main screen

2. Click on Maintain/Create
3. Select Supplier Details from the drop down menu.

Activities

Items
Stock

£, Supplier Details - 0] x|

Branch -

Payouts I 2 LI I""\‘BI =

Promotions Setup
Print Labels

i Mumber Mame

Maintain/Create | 2| |,-'.\E| |

Department Details
Main Department Details Dietails I Purchases I
Supplier Details
Paid Out Expense Details
Vat Details Contact Person Position
Branch Details |Luke | |Salex Rep |
nmé et
- L Address Telephohe
Touch Menus |21 Grix Street | |m23456783 |
Stock Take [wilowitan I
- - Mz 3456780
|P|etermarlt2burg | ;
Email
| | |Icm@abi.cu.2d |

4. Click on the + (PLUS) to insert a

new supplier =
5. Enter a number in the Number field.
(Remember to NOT use a zero).
6. Enter the name of the supplier in the .- Ll
Description field.
7. Enter the contact details in the relevant fields.
To save the new supplier, click on the tick V.
To edit an existing supplier select the relevant supplier using the drop down search or the
next/previous(4») button and click on the triangle (A) button, when done with your changes click on
the tick to save the changes.

"P poswizard
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10. To cancel any changes click on the X.
11. To delete a supplier select the supplier and click on the —(minus)

Setup Register Link

1. Click on the Interface menu
2. Select Setup Registers from the drop down menu
% STK STOCK CONTROL

File Activities Reports Help

|;,-: E Download Items
L Fina;; Upload Itern Sale
Itemns Sa

| Upload Account
Upload Clerk Sal

Run XTGEN.EXE
; [ Setup Registers &J
Setup Registers _
3. Select the Register Type of the Selected Register

cash register you are using in the
Communication Parameters box
viz: NX-5400-1, NX-5400-2,
LX5000, PXLXEXO5 or XT

1T 2 3 4 5 B 7 8 9 10 111212 14 15 16
= ) e ] ] e ] (] (e

4. |If you have more than one cash  Communications Parameters
register linked to the PC, tick B Tame N<500-01  w| v NAT20 Link
the NA720 link box, note that
machine number will be greyed Communication Port [0 2]  BaudRate [aeo0 ]
out as the NA720 assumes Feceive Timeout 11 [seconds]
machine number_ 1. . Send Timeout 11 [zeconds)

5. In Selected Register, tick the Errractsie Modem [

corresponding register numbers
you have linked to the PC. Note

Dial Phone Mumber I

that the register numbers will ™ Stip Leading Zero's on Download
start from 2 if using the NA720 ¥ Upload Houly Sales
adaptor.

6. Select the number of the
Communication Port you have
plugged your serial cable into on
the PC, in the Communication
Port field. ’—I

7. The Default setting for Receive Al % Corcel ‘
timeout is 60(seconds) — if \
uploading large PLU files, increase this setting in 30 second increments.

8. The standard Baud Rate is usually 9600, ensure that the baud rate on the cash register and in
POSWIZARD are the same, otherwise you will receive a communications fault when trying to
upload or download.

9. If using a modem, tick the Connect via Modem box and enter the phone number that the modem is
linked to in Dial Phone Number. See Setup Modem Link for further details(Pgl14).

10. Strip leading Zero’s:

11. If you wish to view the hourly sales report ensure that the Upload Hourly Sales box is checked.

12. When done with all changes, click on the OK button.

# poswizard
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Setup Modem Link

1.

2.
3.

ISR A

If you wish to connect via Modem, you will need to install a modem on the communication port of
your pc and program a string on the register modem.

Load the windows drivers for the modem connected to the PC.

You will then have to program the modem you use the for the register, to do this either flash the
modem in POSWIZARD from the preferences menu by clicking on Initalize Register Side Modem
or from PLM2000, hyperterminal or command prompt by sending the following string:-

MODE COM1:9600,N,8,1

ECHO AT &FO S0=3 B0 E0 Q1 V0 &CO &DO &R1 &K0 &W0>COM1

In Setup Register make sure the Via Modem box is ticked.

Ensure that you have the correct port selected.

Enter the number to which you are dialling in Setup Registers e.g.: 0331234567

Preferences ﬁ

Custarmer Detailz ] Cozting Method ] Stock Report ] Label Printer ]
i Register 5ide Modem l A pplication ] Capture Bemate Device ] Stock Pecieve ]

Comrunication Paort |1 Z Baud Rate |E|EEIEI ﬂ

Initialze Register zide Madem |

2
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Create Items

1. Click on Items on the main screen

NOTE: YOU ARE NOT TO USE THE COMMA(,) OR ANY OTHER FOREIGN CHARACTER WHEN
CREATING ITEMS. USE OF CERTAIN CHARACTERS, ESPECIALLY THE COMMA WILL RESULT
IN DATA COMMUNICATIONS ERRORS WHEN DOWNLOADING OR UPLOADING FROM THE
CASH REGISTER

2. Click on New Item

Item Details ﬂ
H| 4||»|H|_|A|.-x'|?'\ljﬁ$ltem
I * Mumber
=] Dezcription
Cc-pyl F'.-Jstal
Search |

Itern Dretailz | Additional I

ftem MNurmber Description
II]EI]I]I 240540466 EAN13| |LIQUI BERRY BLAZE 340ML

Supplier Code  |06001240540466 |

Department I 200 Ll Coaldrinks _v_I Tex Code | Standard Rate ..:! Loc | <Manex ..:!
Supplier 2 | ABI - : e
i I —I —I Unit Description I
—LCost Price Selling Price
E=clusive Inclusive Frice 1 Frice 2 Frice 3
Standard Cost | 380 | 3.99 Makup % | 8797 | 713 | 10000
Last Cost | 350 | 39 Evclusive | 658 | HE! 0.00
Average Cost | 350 | 75 Inclusive | 750 | B33 | .00
Gross Profit 46.80 4292 0.00
Price Break I I
Re-order Lewel | 5
Reorder Quantity [—10 ~Current Stock: | Last Sold
[ 26000 | | pae SIS
Cascad Numbe 5l .
Cascade Quantity I o Itern Breakdown [ Weight ltem [~
: By oo
Cascade Units I Mon Register tem [~ Non Stock ltem [~ Print Label
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10.
11.

12.
13.
14.

15.
16.

17.

18.

19.

20.

21.

22,

23.

24,
25.

2

Enter a PLU number or scan the items barcode. Note that no two items can have the same stock
number, once you have entered the number click on the OK button.

Enter the name of the item in the Description field, note that only the first 12-24 characters of the
name will appear on the cash register. Also when typing in descriptions, try to use a uniform naming
system, as this will help when searching for items later on. Press the Tab button to move to the next
field on click on to the department drop down. The second line of the description field can be used to
add a further description for reference purposes.

If the item has a separate supplier code to the item/barcode you may enter it into the Supplier Code
field, this is useful for placing orders.

Select the Department by either clicking on the down arrow of the dropdown list & scrolling to the
relevant department, by entering the number of the department or by typing the name of the
department in the department description drop down box. Press tab or click on the Supplier field.
Select the Supplier, this is done in the same fashion as the department.

Select the appropriate Tax Code, S being 14% VAT and Z being NonVat. (**Set tax rate 1 on the
cash register to 14.000 and tax rate 2 to 0.000, refer to On how to set the tax rate on the cash
reqister.)

Enter the Location(bin) number, this number is used to locate an item on a shelf etc. (Helpful for
stock taking).

Enter the unit of issue in the Unit field. (Note that this only a reference. Useful for reporting)

Enter the standard cost price of the item into the Standard Cost field, you may enter either the
exclusive or inclusive amount, POSWIZARD will fill in the remaining field for you.

Re-Order Level is the minimum quantity the item can reach before it needs to be re-ordered.
Re-Order Quantity is the quantity of the item to be ordered once it has reached the re-order level.
Cascade Number (used for pre-packs, case lots, e.g. 24 to single) refers to bulk item stock code
number.

Cascade Quantity refers to the pre-pack stock to be taken out of the bulk item.

Cascade Unit refers to the number of singles/units on this stock item. For further details on how to
do cascading refer to Cascading made simple

Enter the normal selling price of the item in Selling Price 1 or you can enter a percentage markup of
the item in the % Markup field, the program will automatically work out the selling price for you.
Happy hour/ House special/ Discount prices can be entered into the Selling Price 2.

Promotion Price, enter your promotion price into this field. This price overrides selling price 1
when you download Promotion Prices to the cash register. To revert back to selling price 1, use the
Reset Promotion Price option found in the Interface menu.

Price Break, enter a quantity which when reached, the item will be sold at that price level, e.g. each
sold at R10.00, 3 and above sold at R9.00 each and 10 and above sold at R8.00 etc.

Item Breakdown, tick this box to link ingredients to this item. See Item Breakdown for further
details.

Weight Item, tick this box if the item is being sold by weight, e.g per kg or per litre. Enter the price
per kg or litre in the selling price field. This function is useful for cash registers that do not support
weight embedded barcodes. POSWIZARD calculates the unit sold by dividing the sales amount by
the selling price per kg/l. See Scale/Weight Items for further details.

Non Register Item, tick this box if the item is an ingredient which will never be sold and is therefore
not sent to the cash register. E.g. 50ml oil for frying.

Non Stock Item, tick this box for items you create in store which are never purchased, e.g. Toasted
chicken and mayo sandwich. Stock will not move on this item but on the ingredients linked to this
item.

Click on Copy if you are creating like items, e.g variants of Simba chips 120g

Click on the tick to save the details of your new item.
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26.
27.
28.
29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

2

To edit an item, select the item by either using the Next and Prior record buttons (4») or by using the
drop down search list(w), you can either search by number or description.

Once you have selected the item, click on the Edit triangle (A).

Make the necessary changes to the item.

Once done click on the tick V to save your changes. N.B: If you do no click on the tick before going
to new item or closing the item screen, the item may not be saved.

If you clicked on Copy on the previous item, after entering in the new item number, click on Paste
to enter the details of the previous item and then simply edit the relevant details.

To delete an item, select the item, then click on the —(minus).

If an item needs to have a negative price, e.g. cool drink bottle and crate deposit, you must NOT
enter a minus into the price field. To create a negative item click on the Additional tab and tick the
PLU is negative box.

v . ==

Scan.-’Enter| Search ‘ ‘ ‘ ‘ ‘ ‘ v | b4 ‘ [ Mew Item

Item Detail:\ Additional

PLU Functions

[~ Scale ltem

[~ Scale Confirm Barcode [T Scale-tanual Tare Weight

[~ Track Item [~ Scale-Decimal Mumber Entry
[~ Zero unit price permitted [~ Manager input required
[~ PLU is negative [~ Condimert ltem [~ Capture Serial Mumber

[~ Open Price [tem [~ Hamper Item [~ Edit Description

[~ Item To ltem Transfer  Transfer Ta Item| J Transfer Units 0 [~ Mon Receive ltem

Barcade Muriber Size A ESL Tag Mumber 0 [ Prometion Flash

ShelfLife |0 %4

Stock Production Processing

[~ Production Item Corveersion Rate 0 Auta Transfer Ta J

[~ Aittime |tem Code 0

Should you have an item which you do not charge for but want to still track the stock of, e.g.
serviettes or straws, tick the Zero unit price permitted box.

Open Price Item, tick this box for items that have no set selling price, e.g. departments or weight
items.

If an item is to be sold on a scale linked to the cash register, select Open Price Item, Scale Item
AND Scale Manual Tare Weight

Manager input required, select this option if this item should not be allowed to be sold unless
authorised by a manager.

Condiment Item, select this option for condiments, eg, sauces and extras, the item will be indented
to the right when it prints on the kitchen receipt to tell staff that it is a condiment.

KP 1-3, if the item is to be printed to a kitchen printer, select the number of the kitchen printer you
want the item to print to.

Item to Item Transfer

poswizard
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40. Transfer to Item
41. Transfer Units
42. Non Receive Item
43. Barcode Number size
44. Shelf Life, enter the shelf life of the item here, this will aid to print a sell by date on scale labels.
45. ESL Tag Number, enter the unique ESL ID number here to which you want this item details to be
sent to
46. Stock Production Processing
e Production Item
e Conversion Rate
e Auto Transfer to
47. Airtime Item
48. Code

‘lP poswizard
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Cascading Made Simple...

CASE OF 24 CANS
CASCADE FROM
CASE TO SINGLE CASCADE FROM
(option 2) CASE TO 6 PACK
OR 6PACK

CASCADE FROM
6 PACK TO
SINGLE
(option 1)

SINGLE

‘lP poswizard
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Item Details ﬁ
* Mumb : :
Innnunnmunnﬂﬂ - ~ Dg;"mf;tim > ‘ - ‘ > ‘ H‘ - ‘ - I i ‘ 5 ‘ [ New ltem
Item Details ] Additional ]
b |ooooooooo01111 Em\uaj Description |Coke 330ml Cans Case
Department | E v || Cooldinks | Tax Caode |5 ~| Location I
Supplier ] 2 LﬂAEI ﬂ Init IEase Cans
~Cost Price: Selling Price
Exclusive Inclusive Frice 1 Frice 2 Fromation Price
Standard Cost | 105.25 | 120.00 Makup% | 0% | [
Last Cost ] 105.25 | 120.00 Exchsive | 14737 | ooo | oa
Average Cost | 105.26 | 120.00 Inclusgive ] 168.00 ] ]
Gross Profit 29% k4 b4
Current Stock- 1 Last Sold i

Reoreriovel | 5 .
Reorder Cluanti 5

L - vaue [ N
Cascade Number ] ! - :
Casca i Item Breakdown [ Weightltern [
Cascade Units 74 Mon Register ltem [ Mon Stack tem [ Print L abel

First create the bulk/case item as shown in the example above.

Enter all the relevant information for the item, link it to the correct department, etc as you normally
would.

In Cascade Units enter the amount of singles there are in the bulk/case item, e.g. there are 24 cans of
cool drink in a case. This is important for correct stock sales and reporting. If you do not enter
any value in this field your items will not cascade correctly.

Note you do NOT enter any values in Cascade number and Cascade Quantity for the bulk/case item.
Make a note of the item number for the bulk/case item.

4.
5.

‘lP poswizard
0 SIMPLY SMART Page 43



Item Details ﬁ
[ = Mumb ;
Innunnunnnmﬂz *| & Descrption Hi -« | > | H] —] - | : | | [y New liem
Item Detailz 1 Additional 1
Nlber ]I]I]I]I]I]I]I]I]I]I]1112 EAN!B] Description 1Cuke 330ml Cans 6pack
Department | E v || Cooldrinks - Tax Caode |5 ~| Location
Supplier ] 2 Lﬂf-‘«BI j_] LInit Bpack cans
rCost Price 1 ' 5eling Price
Exclusive Incluzive Price 1 Price 2 Promotion Price
Standard Cost | 2632 | 30.00 Makup% | anz | |
Last Cost 1 2632 1 2000 Euclusive ] 36.84 ] Q.00 ] Q.00
Awerage Cost | 2632 | 000 Inclusive | 4200 | ]
Grozs Profit & 29% 4 x
i Cumrent Stock- 1 Last Sold
Fe-arder Lewvel ]
[ pae
Reorder Ouarntity
. \ [ty : Walue -
/Cﬁrﬂlumber [poooocoocoTiT T ON ' i "
( Cascade Cuantity 4 ltem Breakdown [~ Weightltem [
\@Unita 1 g Mon Register ltem [ Mon Stock tem [ Bt Label ]

poswizard

SIMPLY SMART

2

Create the smaller packed item, e.g. a 6 pack of coke.
In Cascade Number enter the item number of the bulk/case item, in this example the Cascade
number is 1111, which is the item number of the Coke 330ml case.

In Cascade Quantity enter the number of packs you will get out of the bulk/case item (Divide the

units in the bulk/case item by the pack, e.g.: 24CANS IN A CASE / 6CANS IN A SIX PACK = 4).
In Cascade Units enter the number of units in the pack, e.g. there are 6 cans in a six pack.
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Option 1

Ttem Details S
* Mumb o
| 0544300000870 *F beaien Hl « | > | Hl -| - | & | 5 | [ Hewltern
[temn Details ! Additional i
Murmber ll]l]544!]I]I]I]I]I]E?I] EﬁN!Sl Descriptian 1Cuke 330ml Can
Deparment | E v || Cooldrinks | Tax Code |5 ~| Location |
Supplier [ 2 ~]aBi | Unit [Single Can
—Cost Price —Selling Price
Excluzsive Incluzsive Price 1 Price 2 Promation Price
Standard Cost | 439 | 5.00 Makup% | x| ]
Last Coet l 139 | 500 Exclusive | 614 | non | 0.00
Average Cost | 39 | i Inclusive | 7o | I
Gross Profit 2 29% X 4
—Current Stock: ~Last Sold
Fe-arder Lewel !
I o= |
Reorder Quant !
i oy :vae [
Cascade MNumber (0000000000112
Cascade Quantity I E lterm Breakdown [ Weightltem [
Cascade Units I 1 Mon Register ltem [ Mon Stock tem [ Brint Label |

=

Create the single item.

2. In Cascade Number enter the item number of the packed item, in this example the Cascade Number
is 1112, which is the item number of Coke 330ml 6pack.

3. In Cascade Quantity enter the number of units/packs you will get out of the packed item (divide the
units in the pack item by the single, e.g.: 6 CANS IN A 6PACK / 1 CAN IN A SINGLE = 6)
4. In Cascades Units enter the number of units in the pack, e.g. 1 can makes up a single.

"P poswizard
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Option 2

Itermn Details %J
* Mumb
‘DDE44SDDDDDB?‘D *| & Deswidtion H‘ « ‘ > ‘ > ‘ -‘ - ‘ : ‘ : ‘ [ Mew ltem
[tem Detailz ] Additional ]
Mumber ]I]I]544!]I]I]I]I]I]E?I] Eaniz| Description 1CukE 330ml Can
Department | £ v | Cooldrinks | Tax Code |5 +| Location
Supplier | 2 | aBl | Unit Single Can
Coszt Price “Selling Price
Exclusive Incluzsive Price 1 Price 2 Pramation Price
Standard Cost | 4.39 | 5,00 Markup % | a0z | |
Last Cost I 419 I 500 Exclusive | E.14 | 0.00 l 0.00
Average Cost I 239 | E00 Inclusive | 700 | |
Gross Prafit 3 29% 4 %
. —Current Stock 7 rLast Sold T
Fe-order Leswel
oae [N
Feorder Quanti
o ay:vue [N N
Cascade Number |00000000001111
Cascade Cluantity 24 ltem Breakdown [~ ‘Weightltem [
Cascade Units 1 1 Mon Register ltem [~ Mon Stock tem [ Piint Label

1. Create the single item.

2. In Cascade Number enter the item number of the bulk/case item, in this example the Cascade
Number is 1111, which is the item number of Coke 330ml case.

3. In Cascade Quantity enter the number of units/packs you will get out of the packed item (divide the
units in the pack item by the single, e.g.: 24 CANS IN A CASE / 1 CAN IN A SINGLE = 24)

4. In Cascades Units enter the number of units in the pack, e.g. 1 can makes up a single.

NOTE THAT YOU WILL ONLY RECEIVE STOCK ON THE

BULK/CASE ITEM.,

DO NOT ENTER THE NUMBER OF AN ITEM INTO IT’S
OWN CASCADE NUMBER FIELD.

‘lP poswizard
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Item Breakdown

1. Item breakdown is used to track the stock on prepared goods. i.e. A hamburger, consists of a bun,
patty, lettuce, onion, tomato etc.
2. The ingredients must all the correctly checked as either an Item Breakdown, Non Register Item or
Non Stock Item. (See Pg ?? for explanation.)
3. On the prepared/finished product, tick the Item Breakdown box. An Item Breakdown tab will
appear next to the Additional tab.
4. To add the ingredients to your finished product, click on the Item Breakdown tab.
[ Item Details @
I ?gumqu = 4Jh‘u|—|-'lle‘ 03 Mew ltem
. Item Details lAdditiona Itemn Ereakdown]
T |0Dweaasseeti 00 eanz| Description [Cheese & Tomato Health Roll
Department | 10 | Sandwiches & Fiols | TaxCode |5 ~| Location
Supplier | SjlnStore __1] Unit Igrr
1 Cost Price Selling Price
Exclusive Inclusive Frice 1 Price 2 Prarmation Price
Standard Cost | B67 | 7.60 Makupz | 1d342% | Aox | 100%
Last Cost 1 667 | 760 Exclusive | 1623 | aod | 0.00
Average Cost | 184 | =10 Inclusive | 1850 | [
Gross Profit 2 59% 3l =
- Curtent Stock 1 [ Last Sald ]
e T e
Feorder Cluantity Qty - Valoe - _
Cascade Mumber | — )
Cascade Qluantity Item Breakdown [ ‘Weightltem [
Cascade Units Mon Register ltem [~ Mon Stack tem [ Print Labal

(Select Non Stock Item so that the finished product does not go into minus when sold.)

Ttem Details M
"
]nuuuﬂnnnnomun | ~ E:;“:{Emn PR RS HJ -] : J«‘ x‘ [ Newliem
ltem Detals | Addtional Item Breakdon |
— _ _ 5. Click on Add Ingredient Item
Itemn Mumber lDescnpllon 1Quant|ty XUml ‘Eost ]
00000000000098 ‘wholewheat roll 1 Single 1.84
0000000000036 Butter 1 Spread 0.35
0000000000037 Cheese slice 2 Slice 1.93
0000000000033 Tomato Slice 2 Slice m
0000000000035 Lettuce 1 Single 0.44
= Remove Ingredient Iteﬁ
Euclusive Inclusive
Standard Cost | EE7 TED Print Label
‘lP poswizard
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6. Select the ingredient item, either by number or description.

7. In Quantity enter the amount of the item to be used.
8. Click on OK.
— T2 9. Continue doing this for each
& Number item.
i e s L ] e "o, Note e the costing o the
finished product is worked out for you
Item Number [Description | Buaniiy urit [cost | by the program.
0000000000003 ‘wholewheat ol L1 \Sinale 1184 I
ooocennss B Ade Ingreient e ) (P 11. Once you have added all your
COODOO0O000S7 Q| emMumber  [o00000000000 =] ingredients, you may then maintain
OSSR vemDesciptin [Louce =l your selling price in accordance to the
Quantiy [T [ Benovelngedantits calculated cost price.
12. Once this is done, every time
v X | the finished product is sold, the
corresponding quantity of each
ingredient will be subtracted from
stock.
- . 13. Note that you will not receive
Standec! Cast £% & B it Lo stock on the finished product but on
the individual ingredients themselves.
Ttem Details =]
|Cheesa&TomatoHaa\thHoH - ((: g:?;;'“m 1 ‘ P ‘ < ‘ u‘ = ‘ - ‘ ‘ ‘ [ Mew ltem
14. Should you wish to remove an B bamn| e [ e
ingredient from the Item _ _ :
. . . Jtem Nurber |Descnptlon |Quant|ty |Un|t |Cost |
Breakdown, highlight the item OO wrewhea 1 S 108
you Want removed (0000000000096 Butter .1 ISpraad | 10.53 < Add Ingredient ltem
15. Click on the Remove R e (1 =

Ingredient Item button.

16. A confirmation screen will pop
up, click on Yes, the item will
then be removed from the Item
Breakdown list.

" "-I Confirm deletion of
Y Item: 00000000000035 Lettuce

= Bemaove [ngredient ke

Quantity: 1

Cancel

Inclusive

Exclusive

Standard Cost | 16.85

18.20

Prirt Label

N.B.: IF POSSIBLE ALWAYS
LINK ITEMS THAT GO INTO
MINUS TO THE LAST
DEPARTMENT, SO WHEN
LOOKING AT STOCK
VALUATION REPORTS YOU
CAN EXCLUDE THAT
DEPARTMENT

poswizard
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Global Price updates

1. If you need to update the price of a group of items or your entire stock file by a Rand value or
markup percentage, you may do so using the Price Update feature.
2. Click on Activities on the main screen

3. Select Items

Activities
Items

Edit Items

View Items

Item Price Update |

Stock
Branch
FPayouts

Promotions Setup
Print Labels

Accounts

Maintain/Create

Touch Menus
Stock Take
4. Select Item Price Update

"? poswizard
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8.

9.

10.
11.
12.
13.

2

B Price Updates

EE==)

¥ Update Prica 1

[~ Update Price 2

NUMEER

DESCRIPTION

|oErar [suppL|PrICE  [PRICE2  [PRICEZ

& By fived Amount
¢ By Percent

£ By fived Amount
& By Percent

€ By fived Amount

[~ Update Frice 3 Frice3 | & BuPercent

|?\‘?I|?\‘?I|ﬂ‘?l|ﬂ‘?l
P P P S I P

ltems

Start Number End Mumber

& Containing
" Beginning with

‘cukg

Department

<None> hd End Number <None> hd

Start Mumber
Supplier

StatMumber [ <Mones <] | EndNumber  [<Hones

Selact

o Accept X Cancel 2

You can select arange of items by PLU number by entering the Start number and the End number or
by description using the Containing and Beginning with fields or you can select all the items in a
department or range thereof or choose to update the prices for all the items from a selected supplier.
To update the prices of every item in your stockfile leave the Item, Department and Supplier fields
blank.

Select the prices you wish to update, e.g. If you wish to update selling price 2, select Update Price 2.
Choose the Base Price from which you wish to update the prices, this is the price which will be used
to calculate the update. E.g. if you use selling price 2 of an item for happy hour and want the items to
all be R2.00 less than selling price 1. Then select Pricel as your Base price with a fixed amount
(Rand value) of -2.00

You can update the selected prices by either a fixed amount or by a percentage, select the relevant
option.

Enter the value by which you wish to update the items. E.qg. select By Percent and enter 10 in Value
to increase the price by 10% or select by fixed amount and enter -1.50 to decrease the price by R1.50
After you have entered all the relevant criteria, click on Select.

A list of the items you have chosen will be displayed in the pane on the right.

You may deselect any items you do not wish to change prices for by unticking them.

Once you are complete, click on the Accept button to update the prices.
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Scale/Weight Items

1. Create a department for the main cut item, e.g. BEEF FORE QUARTER.

2. Create the main cut item, e.g. BEEF FORE QUARTER.

' |
Item Details @
" MNumb
| aon0o000n100 *| & Descrpsion H‘ « ‘ > ‘ > ‘ -‘ - ‘ ‘ : ‘ [ Newlten
Iter Details 1 Additional ]
00000000001100 EsMiz| Description |BEEF FORE QUARTER
Mumber
Department | 39 ~| BEEF FORE QUARTER | TexCode|s  ~| Location
Supplier | 1 ~|sesBATTOR | Unit O
Cost Price -1 1 5elling Price
Exclusive Inclusive Frice 1 Price 2 Pramotion Price
Standard Cost | 100.00 | 114.00 Makupz | E A o0 | 1003
Last Cost [ 100.00 | 114.00 Excluzive | 13188 | oo | .00
Average Cast | 100 | 114.00 Inclusive [ 15000 | |
Gross Profit % 24% % %
. Current Stock: 1 Last Sald 1
Fe-order Lewel
vate |
Fearder Quant
" oy veue [N
Cascade Number
Cascade Quantity Item Breakdown [~ ‘Weightltem W
Cascade Units Mon Register Item [ Mon Stock tem [ Print Label

3. Enter the name, link to the department you created for this item. (This is to enable you to get an
average GP% across all the cuts in the fore/hind quarter etc.)

Save the main item.

©OoN A

10. Click on New Item.

11. Enter the PLU code ONLY for the cut and not the entire price embedded barcode.

In Units enter KG. (This is just a reference)
Enter the cost price per kilogram in Standard Cost price
Select Weight Item at the bottom of the screen
Click on Additional and select Open Price Item. (This allows you to sell fractions of the item.)

. You may now start creating each of the cuts which the main cut item consists of.

Fe-order Lewvel 1
Reorder Quantity ]

Cascade Number
Cascade Cuantity
Cascade Units

1 oae |
oy vae [N

ltem Breakdown ¥ ‘weightltem
Mon Register Item [~ Mon Stock tem W

Item Details &J
# Mumb
]nnnnnnnnnmmn *| & Desaription Hl « ‘ > ‘ H‘ -‘ ‘ v ‘ x‘ [ Newliem
Item Details 1Additi0nal] Itern Breakdown]
00000000001101 EaM13| Description |STEWING BEEF
Murnber
Department | 939 ~|BEEF FORE QUARTER | TaxCode|S | Location
Supplier [ 1 = | 4B 4BATTOR | it KG
rCost Price 1 Selling Price
Eucluzive Incluzsive Frice 1 Price 2 Fromation Frice
Standard Cost | 100.00 | 114.00 Makup% | 28982 | o0z | -100%
Last Caost | 10000 | 194.00 Exclusive [ 018 | oo | 0.00
Average Cost | 1000 | 400 Inclusive [ snon | [
Gross Profit % -42% % %
. "'Eunent Stock- 1 Last Sold

Prirt Label

12. Enter the details of the cut as per normal, link to the main cut department.
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13.
14.

Do not enter a cost price for the cut, this will be entered automatically by the system.
Select Item Breakdown.(This is to deduct this cut from the main cut every time you sell it). N.B: an

Item Breakdown tab will appear next to the Additional tab

15.
16.
17. Next click on additional and select Open Price Item.
able to sell fractions of the cut.)

18. Click on the Item Breakdown tab.

19. Click on Add ingredient Item

Select Weight Item. (This is to work out the amount(kg’s) sold from the price embedded barcode)
Select Non Stock Item. (You tick this so that the item does not go into a minus stock figure)

(It is essential that you do this or you won’t be

p
Item Details

* Mumber

‘ 00000000001100 T € Descrigtion

-~
R B

Item Details | Additional  Item Breakdown ]

Itern Murmber |Description ‘Quantit}l 1Unit ]Cost 1
Add Ingredient Item [&J
Itern Number 00000000001100 T
Item Diescription | BEEF FORE QUARTER ~|
Quantiry 1
J ok x Cancel |

Exclusive Inclusive

Standard Cost | [

R Y
= Add Ingredient Item

== Femove Ingredient lten

Print Label

20. Select the Item Number of the main cut or search by Item Descriptibn for it.
21. In Quantity, enter 1. (This means you will be deducting one unit/kilogram of this cut from the main

cut every time you sell one unit/kilogram.)
22. Once done, click on OK.

Item Details

& MNumb
|000000000m1m - ~ D:Z’C;'tim ™ ‘ 4‘ S ‘ u‘ -‘ : ‘ ./‘ xl [y New ltem
Item Details | Additionsl ~Item Breakdown |
Itern Murmber ]Descript\on |Quantity iUnit 1Cosl ]
00000000001 100 BEEF FORE QUARTER 1 KG 100,00

= Add Ingredient ltem

Inclusive

100,00 |

Exclusive

Standard Cost |

114.00

== Femove Ingredient |ter

Print Label

23. You will see at the bottom of the screen that the system has calculated the Standard Cost of the cut as
per the cost of the main cut. Do not alter or change this cost even though certain cuts of meat may be
cheaper than the cost of the main cut and the GP percentages may go into a negative percentages.
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24,
25.
26.
217.
28.

29.

30.
31.

32.

33.

34.

2

GP percentages for your cuts and main cut will have to be taken as an average across all the cuts and
the main cut.

Click on Item Details.

You may now enter your selling price per kilogram for the cut into Selling Price 1.

Click on the tick to save your new item.

Repeat steps 10 — 26 to create other cuts.

If you have linked scales to the POSWIZARD software, you may now download your items to the
scales. (Remember to do this anytime you add new scale items or change the prices of scale items.)
To send the items to the scales, click on interface and select Download Scale items.

File Activities Reports |Interface | Help
it E Download tems Details 3

o Finai Upload Item Sales
Sa

Upload Account Balances

Upload Clerk Sales

Download Scale temns

By T(5FT

Setup Registers

Remember to download the items to your cash registers.

To sell the scale items, simply scan the barcode produced by the scale and the correct price will be
rung up on the till and correct weight will be deducted from stock once the upload is done.

To view the average GP of the all the cuts and the main cut, after you have done an upload, Click on
Item Sales and select the department you created for your main cut.

You will be able to see a unit quantity (kilograms) of the main cut sold as well as the sales amounts
and a total average of the GP.

NB: Item stock will only reflect on the main item and therefore stock should only be received on the
main item.

poswizard
SIMPLY SMART Page 53



Create Bar codes and Shelf Edge labels.

To print labels through the program you will have to install the windows drivers for the label printer

. To do this run the driver setup supplied with the printer. Following the setup, click on the File menu.

1.
and select the printer in POSWIZARD.
2
3. Click on Preferences
_pos wizar> I
Activities Reports |
Legin §
Preferences
Pos Users
Pos Setup
Litilities 3
Exit
4. Click on the Label Printer tab.
5. Select the correct Label Printer from the drop down menu.

Preferences

=X

Label Printer

¢ DFL Pratocal

Register Side Modem I Application I Capture Remote Device ! Stock Recieve |
Cuztomer Detailz I Cozting Method I Stock Report

Label Printer

Generic / Text Only

=

Argox08203 PPLB
' abel DR. 200 (4 inch model)

J-"L LCloze |

6. Select DPL protocol for the Datamax printer and EPL for the Zebra, Argox and Brava printers.
7. You are now ready to use your label printer.
8. Click on the Activities menu on the main screen
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9. Select Print Labels from the dropdown menu.

Activities

ltems
Stock
Branch
Payouts
Promotions Setup

Print Labels
Print Labels

Accounts

MaintainfCreate

Touch Menus
Stock Take

10. Click on Print Labels

11. Select either shelf edge or barcode label, as Label, depending on what you want to print.
12. Select the item you wish to print labels for.

13. Enter the amount of labels you wish to print in Number of Labels.

14. Click on Print.

& Print Labels EER
[tem Mumber
D'escriptian | Cheese & Tomato Health Rall L‘
Murnber of Labels |3 E! Label largl:u:-c ibem :_i
J Erint j’L Close

15. Alternately you can print shelf edge and barcode labels while receiving stock.
16. To do this simply click on the Print Label button on the receive item stock screen and print as
explained before.
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Receive Item Stock

| noooooooonT 111 |

D' excription | ;I

Itern Nurnber

Mumber of Labelz ||1|J |Zﬂ Label iargoxitem L‘

J Frint I

ﬂ LCloze |

T axable Tatal

135.00
1%

12000 |
%

T TetE Exclusive

Inclugive I
Gross Profit

Print Label

Mon Tax Total 168.00 I

Actual Invoice Total I
" hocept | v

x Cancel |

o OK | X Cancel |

FPayment Reference I

Supplier | 2 LI Irwoice Feference |
Name |4l = Received Date [24/10/2000 1|
21 Grix Street e h
- Receive Item Stock |£.
willowetan
Item Mumber | 0000000000111 | g * =
Item Description| Coke 330ml Cang Case i
Retrieve From Orders | i l _I
Receive 7
Itern IDescr' Quantity I 1a | | ftal (Excl) iTotaI (Inc) I
B | | & print Labels e _ _
2] 00000000001111 Co_kd 105260 1193.96

Difference

Amount Paid

105260 @]

17. You can also print labels from the Item Details‘screen

’
Item Details

* Mumber
7| Descriptian

“|‘|'|“|'\‘|'”

b | [ Mewltem

Itern Dietails | Additional |

MNurnber II]I]I]I]I]I]I]I]I]I]HH EAN!3| Description Iane 33Nl Cans Case
Department r - - ian
? I s Print Labels (5]
Supplier I_I
ltem Mumber | 0000000000711 I~

—Cost Price———————————

Ewcll | Description

Standard Cost I_

Last Cost I_‘
Average Cost l_'

I Coke 330ml Canz Case

\o

Mumber of Labels IhU lﬂ Label Ialgox iterm

g/ FPrint I

I'L Cloze |

Re-order Lewvel l_

Fearder Quantity I 5

Date

Gy - Walue

I—
IEase Cans

Promation Price

Cascade Number |

Cascade Quantity I
Cascade Units | 24

Itern Breakdown [ WwWeight ltem [
Mon Register lterm [ Mon Stock tem [

\

Prink Label
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Accounts
Creating an Account

1. Go to Activities
2. Go to Accounts
3. Select Account Details

=
File | Actrities Edit [temns Details

View ltems
. Update u
Items QRicketRang ck. Items 1

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer

Branch Receive
Branch Orders

Stock Returns

Payouts

Price Updates

Promotions Setup 3

Print Labels
Print Delivery Labels

Accounts 3 Account Details

Department Details jaccount Lietoly

Main Department Details Menth End Age Accounts
Supplier Details

Paid Out Expense Details

Branch Details

User Details 3

Account Journal Entry

Touch Menus

Item Locations

Rep Details

Vat Details

Stock Take 2

4. Click on Add New.
Account Detail
j'
I j Add Mew Delete

Number 1 Name  |LeeSmith

Detais | Terms | Cyolc Chargs |

[-Addre: Contact
[1024 Wallaby 'way | D Number
ey | Telephore [Nz 34567800
‘ | Hobile
| I || Fa

Email |\eesm\th@ema\l.co.za

uaT |
Account Info

Account Disabled [~ Account Type | Standard Account A
Interest on Overrdus I 25 Price Level =
Credit Limit I 1000 Cost Plus %

Taw Exempt r Swipe Code
Exclusive on Ivoice [~ FinCode |

Allowe Mrs Smith use of the accouny

X oo

5. Enter the relevant information under details
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~No

9.

10.
11.
12.
13.
14.
15.
16.

Account disabled:
Interest on overdue

Credit Limit: this is the maximum amount that the account holder is allowed to purchase on account

for.

Tax exempt:

Exclusive on invoice
Account type:

Price level

Cost Plus %

Swipe Code

Pin Code

Click on OK once done.

Account History

Account history is a ledger of all the transactions for a selected account within a selected period.

1.
2.
3.

4.

Click on Activities
Go to Accounts
Select Account History

- P0s WEzaRD

File [Activities Edit Items Details

View Items

Quick Set Items

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Itern Stock Transfers

Branch Transfer
Branch Receive

Branch Orders
Stock Returns
Payouts

Price Updates
Promotions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details

User Details

Touch Menus

Item Locations
Rep Details
Vat Details

Stock Take

ock

Update |
Items

Account Details
Account History

Meonth End Age Accounts

Account Journal Entry

A

Select the account which you want to view

2
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Nurnber |1 'I Name | Lee Smith 5

Search
From  |01/04/2016 5| To  |14/04/2016 135
[¥ Balances [ Papmerts ¥ Deposits ¥ Invoices W Journal Entrigs
I [oate [aCCND. [REFEREMCE [Hame [oEscRIPTION  [POS [TRansAC. [CsHIfaMOUNT [Balence | »
B|14/04/2016 14:43:00 1 Lee Smith Invoice 1 o 2 400.00 400.00
14/04/2016 14:50:00 1 Lee Smith Invaice 1 1 2 100.00 500.00
14/04/2016 14:51:00 1 Lee Smith Payment 1 2 2 -200.00 300.00
Frint Statement Frint Invoice | Print History |

5. Select the dates and tick the transaction types you want to view
6. Press the Search button

Account Journal Entry

1. Account Journal Entry is used to post amounts to different periods and to perform debits and credits
which do not fall under the normal transactions.
2. Click on Activities

3. Go to Accounts
—eos wizaro

File E Activities

St

Misq

=

Edit Items Details
View Items
Quick Set tems

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Ttem To Item Stock Transfers
Branch Transfer

Branch Receive

Branch Orders

Stock Returns

Payouts

Price Updates

Promotions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
EBranch Details

User Details

Touch Menus

Item Locations

Rep Details

Vat Details

Stock Take

ck

Update 1
Iterms

Account Details
Account History

Month End Age Accounts

Account Journal Entry

~

4. Select Account Journal Entry
5. Select an account

2

poswizard
SIMPLY SMART

Page 59



¥ Account Joumnal Entry e =1 ]

GroupBaxl
’7 Nurnber I 5 - M arne I Cathy Clark. LI
Addres: Contact
| | 1D Number |
| | Telephone
| | tobile
| | Fax
I Email
Due
Current 30 Days B0 Days A0 Days a0 Days + Balance
0.00 3960 34.00 0.00 £2.00 135.60
~Entry
et Adjustrment Periad Balance MNew Balance
" Current 90 Daps I £2.00 0.00 7360
i~ 30 Days & 90Daps+
Reference
~ B0Days Iincorrect posting
J Accept x Cancel |

Ensure that the correct period is selected

Enter an amount in the Adjustment field

Enter a reason for the post in the Reference field
Click on Accept once done.

© o~

Account Statements

1. Always ensure that all relevant transactions e.g. journal entries, credits, payments etc. are always
done before printing statements and aging accounts

2. Click on Reports
3. Select Accounts
4. Click on Account Statements
.= POS WIZARD
File Activities [ Reports | Interface POS  Window Help
= Sales Report >
EE z 5 Update
e Cashier Reports ¥ | ltem Stock Items
Stock Reports >
ReOrder Reports ]
Purchases Report ]
( IETReports » /
Accounts 3 Account Statements
Miscellancus Reports ] Acoin BgShnan ey
Account Item Sales
P ST 4 Register Account Balances

5. Select the type of accounts for which you want to print statements
6. Select the account by number or name
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7.

,q; Account Selection

Dﬁlg

rPrint Statement

Account Type

Jau

I~ Skip zero balance

;I & By Account Number By Account Mame

[~ Skip Credit Balance

Account

Account Number

Account Mame

| Cathy Clark

—Statemnent Message

Dizplay | LCancel |

Click on Display

8. Print the statement by clicking on the icon of the printer or save the statement by clicking on the icon

of the diskette

A Print Preview

D m w « » v (& B & | oe

2

Poswizard

123 Evergreen Terace
Chelsea Business Park
Pelham

1234 Tel: 012 345 6789 Fax: 023 456 7890

STATEMENT

Date Printed 16/09/2013

Account For:

Account Number: 5

poswizard
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Cathy Clark

22 Primrose Lane Terms:

Tiger Valley
Date Transaction Reference Amount Balance
16/09/2013 Balance B/F o] 135.60
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Month End Age Accounts

1.

ok w

S

© oo

This must be done on the last trading day of the month, after statements have been printed. This
moves transactions from the current period to the next period, 30 days, 30 days to 60 days etc
Ensure that all relevant transactions are done and statements have been printed before aging the

accounts.

Click on Activities

Go to Accounts

Select Month End Age Accounts

. vos wizaeo

File | Activities Ediit temns Details
Wiew tems

Quick Set Items

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer
Branch Receive

Branch Orders

Stock Returns
Payouts

Price Updates
Promotions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details

User Details

Touch Menus
Item Locations
Rep Details
Vat Details

Stock Take

Click on OK to age the accounts

i
Update
ook Itemz

Account Details
Account History

Menth End Age Accounts

Account Journal Entry

Note that this should only be done once or the periods will be aged even further and amounts which
should be reflecting in 30 days will reflect in 60 days etc

Poswizard will warn you should you click on Age Accounts twice within the same period.

Should this happen, ensure that you click on No

-

W' Proceed with ageing?

Warning: Accounts have been aged for this menth!

Mo |

2
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Stock Orders

1. Click on Activities.
2. Select Stock Order.

File | Activities Edit Itemns Details =
View Items

=
ltems Quick Set Items

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer

Branch Receive
Branch Orders
Stock Returns

Payouts

Price Updates

St
Promotions Setup »

Print Labels
Print Delivery Labels

3. Select the Supplier who you want the create the Stock Order for.
4. You may enter an alpha-numeric Reference.

Order Item Stock

Supplier I 2;' Order Murnber IB
Name |48l -] Reference |12-|2—

Process Date I2Da"| 0/2ma 1__5|I

012 345 6733

Item IDescriptiDn ILast Cost ||Juantit_l,l lCDstF‘rice iTotaIEost I

[d

Tawable Tatal
Tawu Total
Mon Tax Tatal 0.00

| J Accept I | ¢ Save I | / Betrieve I

x Carcel I

5. Select the current date in the Process Date field.
6. Click on the +(plus) button to begin adding the items you wish to order from the supplier.
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7. Select the item by either Item Number or Item Description.
8. Enter the quantity of the item you want to order in the Quantity field.

Order Item Stock

Supplier I

MName IAEI,

Item

| »

| ./ Accept

Receive Item Stock

2 ;I Order Mumber |E

lkem Number | 00000000001 111 =l

Item Description! Coke 330ml Cans Case ;'

—Receive

Cluantity | 10
Cost Price (Ex) | 105.26  Cost Price (Inc) I 120.00
| 1052.60

Total Cost

Current Costing

Last Cost i 105.26 Standard Cost I 105.26
Average Cost I 105.26
:Sgling Frice - ) = =

Price 1 Frice 2 Pramaotion Price

Markup % I 40 I 0%

Exclusive | 147.37 | 10526 | 0.00

Inchusive | 16800 | 12000 |

Gross Prafit % 29% E4 %

X Cancel l

Erint Label | & OK l

X Cancel I

9. Enter the cost price of the item into either the Cost Price (Ex) or Cost Price (Inc) field, the program
will calculate the remaining fields for you.

10. Click on OK to add the item to the Stock Order.

11. Repeat steps 6 — 10 to add further items to the Stock Order.

2
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12. Once you have finished adding all the items to your Stock Order, click on Accept.

-

Order Item Stock
Supplier J 2__v_] Order Mumber |6
MNarrie |48 ~| Reference [1212
| Pracess Date  |20/410/2010 15
| 012 345 6769
lele]-]
Item Description Lazt Cost JQuantit_l,l ]CDstF’rice |T0taIC08t I
| 0000000000111 | Coke 330ml Cans Cass 105.26 10 105.26 1052.60
Taxable Tatal 1052.60 ]
Tax Total 147.36 ]
Mon Tax Total 0.00 ]
Irwoice Total 1200
| Jﬂcceptl | o Save | | Jﬂetrievel 7 ‘ﬂij_f]
4| 5] ] -]
X Cancel ALJ 2| 3 __]
13 531 =
] <=

13. A print preview of the Stock Order you have just created will display. You may then click on the

14. When you receive the stock from your supplier, you don’t have to re-enter the items in Stock

2

printer icon to print a copy of the Stock Order which can then be sent to your supplier.

% Print Preview

BES K4y n §5S HEF | Coe

Order ltems STK STOCK CONTROL 20/10/2010 11:56:48 AM
Supplier: 2 Order Number: 6
Name: ABI Reference: 1212

Address: Received Date: 20/10/2010

Item Number Description Quantity Unit Cost Total Cost

00000000001111  Coke 330ml Cans Case 10.00 105.26 1052.60

Taxable Total: 1052.60

Tax Total: 147.36

Non Tax Total: 0.00

Invoice Total: 1199.96

Receive, simply click on the Retrieve from Orders button and select the corresponding Stock Order
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Stock Receive (GRV’s)

1. Click on Activities.

2. Select Stock Receive.
_:/pos wzaro
File Edit Items Details

View Items

Quick Set tems

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer
Branch Receive

Branch Crders
Stock Returns

Payouts

3. If you have previously created a Stock Order for this invoice, click on the Retrieve From Orders
button, hi-light the corresponding stock order and click on Select.

ter  Receive Item Stock

Exi
Supplier I<SelectNumber> v] Invoice Refersnce I
ey R =, Recsived Date [Z5A072010 ]
€2, Retreive Stock Order o | B )
> (2] - o Select |

Feceiveldiumber| Supplietumber| Suppliertd ame

2 ABI
2 4B
2 ABI
3 In Stare

o - o

ProcessedD ate| OrderNumber| R eferenceM umber ActuallnvoiceT otaldmount

194042010

19/10/2010 5777
\20A0/2010 B1212
BAVO0 | 7
2510/2010 8asal2l

J Accept

" Retrieve |

Invoice Tatal

X Cancel |

Payment Feference |

Difference

Amount Paid

4. The items from the Stock Order will be carried forward into the GRV (goods received voucher) for

you.

5. Check that the items on the invoice received is the same as the stock order, once you are satisfied
with the invoice, click of Accept to finalise the invoice and update your stock.

6. If entering an invoice which you have not previously created a Stock Order for, enter the invoice

following the steps laid out below:-
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7. Select the Supplier, either by Number or by Name.

Receive Item Stock

Supplier | 2 | Inveice Reference [1234
i ]AE| -':] Received Date | 2010410420 15
[ 012 345 6789 - ] [ I + | = |
| Retriewve From Orders |
Item ]Description Last Cost Jﬂuantity ]EostF’rice Wat ]Total [E=ecl) 1Tnta| [Inc) ]
L 000000000011711 | Coke 330m| Cans Case R105.26 10 R105.260 HR14736 HR105260 R1139.96

Taxable Tatal Taxable Tatal 1052.60 ]

Tax Total Tax Tatal 14736

Mon Tax Total ]
Sl Dizcounth5unskarge Reference Mon Tax Total .50

| Irvaice Total |raunding DiscountSurcharge 0.04 ]

| o Accept ] | o Save I | " Betiisve ] Irevoice Taotal 1200.00 ]

X Cancel Payment Reference JD’.\SH -paid ta Adrian Differance
Arnount Paid £00.00

147.36 [l
0.00 @]

oo

Enter the invoice number in the Invoice Reference field.

9. Select the date of the invoice in Received Date.

10. Enter the Taxable Total as you see it on your invoice, on the left-hand side of the screen.

11. Enter the Tax Total as you see it on your invoice, on the left-hand side of the screen.

12. Enter the Non Tax Total as you see it on your invoice, on the left-hand side of the screen.

13. Enter the Actual Invoice Total as you see it on your invoice, on the left-hand side of the screen.
Note that if you selected Use Actual Invoice Total in Preferences, it is then important that you

enter this value in as these are the totals which will be posted to the purchases report and supplier
balances.

14. Click on the +(plus) to add items to the GRV.
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’
Receive Item Stock

supplier | 2 L] Inwvoice Feference |1234
hismc |'&'BI LJ Received Date lm]
{—— Receive Item Stock li_:hj
| e Number [oooooooooat 111 ~| [ Hew ltem 1 ‘ & ‘ I
| e !I |t:l; S:::riptiﬂn| Coke 330ml Cans Case =l

*

Item |Desciig | | Quantity 10 |[Excl) |Totalflnc) |
1| | CostPrice (Ex) 10526 CostPrice (Inc) 120.00
Total Cost 1 052,60

r Current Coszting

Last Cost R105.26 Standard Cost R 105.26

Awerage Cost 1 R 105.26
- Seling Price = = - - i
Price 1 Price 2 Promation Price
Markup % 0% ||
T axable Total B | J | le: Tatal 0.00 1
TauTotl [ Exclusive BGEA ROOD | Fi 0.00
sl ; ax Total 0.00 ]
Man Tax Total Inclusive | R 158.0? | ) | | L Total =
: Gross Profit 29% % % J :]
Actual Imvoice Total j | | rcharge 0.00 1
2 Frint Label W 0K Cancel ]
‘ o Bocept | | W X ice Tatal 0.00 ]

X Cancel Payment Reference | Difference 0.00 [
Amourt Paid 0.00 1

15. Select the item by either Item number or Item description.

16. Enter the quantity received in the Quantity field.

17. Enter the cost price of the item as it appears on the invoice, either in Cost Price (Ex) or Cost Price
(Inc).

18. Click on OK.

19. If the cost price of the item has changed, you will be given the opportunity to change the selling price
of the item at this stage, enter the new selling price and click on OK or click on Cancel to maintain
the pricing at a later stage.

20. If you find there to be an item on your GRV which is not in your stock file, you can create the item
while still in the GRV by clicking on the New Item button found on the top right-hand corner. Enter
the details of the new item as you normally would create any new item, after clicking on the OK

button to accept the new item, click on the X to close the new item screen, you may now continue
with your GRV.

21. Repeat steps 14 — 18 to enter more items.

22. Enter the amount of payment you have made for this invoice in the Amount Paid field. This amount
will be subtracted from the supplier balance.

23. Enter a method of payment along with any other useful note into the Payment Reference Field.
E.g.: PAID BY CHEQUE#12345.

24. You may choose to save the GRV at any point, if you do not have the time to complete the GRV or
have to log out of the program urgently by clicking on the Save button.
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25. To resume capturing a saved GRYV click on the Retrieve button.

Receive Item Stock

Supplier | <Select Number> - Irvoice Reference
Lol Noscoton =l Received Date [25710/2010 @

| Retriewve From Orders J

4 4 25A10/200 1 MESTLE

& Retreive Stock Receive Invoice =Rl X
> > - [ Select
ldMurmber | ReceiveldMumber| ProcessedD ate| Suppliert urber| Supplier ame FieferenceMumb OrderMumber -
» £72|08/09/2010 49

m

3

y A

x Cancel Payment Reference |

e
Non Tas Total 000 [
|| E Dizcount\Surcharge Heferer!a Mon Tax Tatal 0.oa

Actual Invoice Total 0.00 | Discount\Surcharge 0.00
o fecept | o Save | " Betiisve | Irwecice Total 0.00

Difference

Amaunt Paid 0.00

26. Hi-light the relevant stored GRV and click on Sele';:t.
27. You may then continue with the GRV as normal.

28. Once you have entered all the items on the invoice and have a 0.00 Difference, you may then finalise

your GRV.
29. Click on Accept to finalise the GRV.

Purchases Invoice STK STOCK CONTROL 2010/10/20 11:29:05 AM
Supplicr: Reference: 1234
Name: ABI Received Date: 2010/M10/20
Address:
Item Number Description Quantity Unit Cost Total Cost
00000000001111  Coke 330ml Cans Case 10 105.26 1062 60
Actual Invoice Taxable Total: 1052.64 Taxable Total: 1052.60
Tax Total: 147.36
Actual Invoice NonTaxable 0.00 Non Tax Total: 0.00
Discount\Surchare Reference rounding Discount\Surcharge 0.04
Actual Invoice Total: 1200.00 Invoice Total: 1200.00
Payment: CASH -paid to Adrian 600.00

30. A print preview of the GRV you just captured will display. You may choose to print or save it.

31. To save, click on the Save icon, save the reports folder which is found in the data folder.

32. Enter a name for the report, e.g.: ABI11234

33. Click on Save. This allows you to view and reprint the GRV at a later stage.

34. The stock is automatically updated after finalising the GRV.
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Credit Notes
To capture a credit note, the procedure is exactly the same as in Stock Receive, with the exception of the
quantities being negative.

Payments
To record payments to suppliers after the invoice has been captured

Simply go to Stock Receive.

Enter the Supplier whom you wish to pay.

Select the Date on which payment is being made.

Enter the invoice number of which you are making payment for in the Reference field.
Leave the Item fields empty.

Enter the amount you are paying into the Amount Paid field.

Enter a reference in Payment Reference, e.g.: CASH, CHEQUE or EFT, etc.

Click on Accept, your payment has now been posted to the supplier.

N~ WNE

9. To view any outstanding balances you may have with a supplier,
10. Click on Activities.

11. Select Supplier Details

12. Click on the Purcg‘ases tab.

£, Sufplier Details — o] x|
| u [ ~]
| S L R | |
Number M ame
| v 2 = |
Detai
Armount Due: | 1744.05
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Stock Take

1. Click on Activities.
2. Goto Stock Take.
3. Select Step 1: Stock Take Initialize

7/ POS WIZARD!

File f Activities

A
Misq

—

Edit Items Details
View Items

Quick Set lkems

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Eranch Transfer
Eranch Receive

Eranch Orders
Stock Returns
Payouts

Price Updates
Prometions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Eranch Details

User Details

Touch Menus

Item Locations

Rep Details

Vat Details

Stock Take

3

ock.

Update Upload
Iternz Sales

Stepl: Stock Take Initialize

Step 2: Stock Take Sheet Print

Step 3: Stock Take Capture 4
Step 4: Stock Take Variance Report 4

Step 5: Stock Take Complete

4. Stock Take Initialize: sets the system for the start of the stock take
5. You may do your stock By Department or By Location. Select the department or location you are
taking stock of or leave both fields as 0 if you want to do a stock take for your entire stock file.

.@ Initialize Stock Take 7

[ENTENsc

By Departrient !U E

& Initislize for Stock Take

By Location im |Z!

X Cancel |

Confirm

=

Initialization complete

Print the 5tock sheet

6. Click on Initialize for Stock Take.

7. You will now have the option to Print the Stock sheets, to do

your actual stock count of items you physically have in stock. You may
choose to do so now by clicking on Yes or click on No to allow you to
change the print layout before printing the sheets.
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8. Next click on Activities.
9. Go to Stock Take.

3 POS WIZARD
File | Activities Edit Items Details
I:E View tems
= . Update Upload
Items A ik Items Sales
Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing
Item To ltem Stock Transfers
Branch Transfer

Branch Receive

Branch Orders

Stock Returns

Payouts

Price Updates

Promotions Setup 3

Print Labels
Print Delivery Labels

Accounts »

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details

User Details » Stepl: Stock Take Initialize

TrErsms Step 2: Stock Take Sheet Print

Item Locations
Rep Details Step 3: Stock Take Capture 3
Vat Details Step 4: Stock Take Variance Report r
’7 Stock Take » Step 5: Stock Take Complete
Start Murnber I End Mumber I
10. Select Step 2: Stock Take Sheet Print. [V Sort By Description [ Zero Skip Stock [~ Track ltem Only

11. You may now select different criteria on
how you want the stock take sheets to
print, i.e. you may choose to exclude any
stock items which have a zero stock and CCrirae
therefore will not be on your shelves #6 o B i
do this, select Zero Skip Stock. |

12. Once you have selected your print
options, click on OK.

r ItW

PPEzcription

Department

Start Humber |<Nnne> VI End Mumber |<Nnne> v|

Supplher

Start Mumber |<N0ne> 'IJ End Mumber |<N0ne> V|J

|<N0ne> ;I

Tarable Selectio

* Al Taxable ¢ Maone Tawable

|
{ Locatian
|
{
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13. A preview of your Stock Take Sheet will display, click on the print icon to print the sheets.

% Print Preview

BEE w4 n |8

Stock Take Sheet STK STOCK CONTROL 20/10/2010 12:46:46 PM
ITEM:  00000000000000 TO  99999999999999
Number Description Price Units  Counted Stock

00000000000001  Grocery Vat 1.40

00000000000002  Grocery N/Vat 0.00

00000000000003  Dairy 0.00

00000000000004  Sweets & Chocs 0.00

00000000000005  Fruit & Veg 0.00

00000000000008  Cooldrinks 0.00

00000000000100  Cheese & Tomato Health Roll 0.00

00000000001111  Coke 330ml Cans Case 168.00 Case

00000000001112  Coke 330ml Cans Bpack 42.00 Bpack

00544900000870  Coke 330ml Can 7.00 Single

14. Once you have printed your stock take sheets, you may then proceed to do your physical stock count,
entering the quantities in the space provided under Counted Stock.

15. After counting the physical stock you will have to capture these quantities in POSWIZARD. To do
this, proceed to step 3 of the stock take procedure.

16. Click on Activities.

17. Go to Stock Take.

18. Select Step 3: Stock Take Capture, Capture Grid

. POS WIZARD
File [Activities Edit Items Details

‘3 View ltems i) ﬁ
. Quick Set Ttems " Wt Wt Backup

lte Items Sales Esit

2

5

Stock Receive

Stock Adjustments
Stock Wastage
Stock Orders

Stock Production Processing

Item To ltem Stock Transfers

Branch Transfer

=)

Branch Receive

Branch Orders

-

Stock Returns.
Payouts

Price Updates
St

Promotions Setup 3

Print Labels
Print Delivery Labels

Accounts 3

Department Details
Main Department Details

Supplier Details
Mis Paid Out Expense Details
Branch Details

User Details 3 Stepl: Stock Take Initialize

Terdulies Step 2: Stock Take Sheet Print
Item Locations

Step 3: Stock Take Capture 3 Capture Grid

Rep Details

Vat Details Step & Stock Take Variance Report STl

Capture From Remote Device

Stock Take ’ Step 5: Stock Take Complete I
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19. Enter the quantities written on your printed stock take sheets in the Stock Take Count column.

Item Capture List ﬁ1
Department IU EI Location IU ZI | « | » a | - / b
= ByMumber ¢ By Description ‘
Description IStUck IStock Take Eountl -~
Grocery Vat 10.00 0.00 1
|| 00000000000002 Grocery NAat 0.00 0.00
|| 00000000000003 | D iy 0.00 0.00
00000000000004 | Sweets & Chocs 0.00 0.00
|| 00000000000005 Fruit & Yeg 0.00 0.00
0000000000000& | Cooldrirks 0.00 0.00
| 00000000000095 | Lettuce 5,00 5.00
00000000000038 | Butter 7.0o 7.00
|| 00000000000097 | Cheese sice -10.00 200
00000000000032 Wholewheat roll -5.00 0.00
|| 00000000000093 | Tomato Slice -10.00 0.00
000000000007100| Cheese & Tomato Health Roll 0.00 0.00
|| 00000000001 111 | Coke 330ml Cans Case 18.00 17.00
a 0000000000111 2 | Coke 330ml Cans Bpack. 0.00 3.00
|| 00544300000570  Coke 330ml Can 0.00 4.00

Send Lookup File Ta Remote Capture Device |

-

I_L Close |

.

20. You may close the Item Capture List at any time while capturing your stock and re-open it without

any data loss.

21. On completion of capturing your stock count, you may then print a Variance Report, this will show

Edit Items Details

Stock Receve

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer

Branch Receive

Branch Orders

Stock Retums

Payouts

Price Updates

Promotions Setup

Print Labels

Print Delivery Labels

Accounts

Department Details

Main Department Details

Supplier Details

Paid Out Expense Details

Branch Details %
User Details Stepls Stock Take Intialize
Touch Menus Step 2: Stock Take Sheet Print
Item Locations

Rep Details Step 3: Stock Take Ci e
Vat Details Step 4: Stock Take

Stock Take v Step 5: Stock Take Complete

you any discrepancies between the stock on the

2‘:::::;“ l ﬁl El ﬁl i‘ system and counted stock.

22. Click on Activities.
23. Go to Stock Take.
24. Select Step 4: Stock Take Variance

Report.

25. Select either All Locations or Selected

Locations.

Stock Take Variance Report
pol

Al Locations

1 Selected Locations

v Skip zeio variance

) )|
x Cancel | ‘

26. If you don’t want to print items with a zero variance tick Skip zero variance.

217.

2

Click on OK.
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Stock Take Variance Report without zero skip

Stock Take Variance

ALL LOCATIONS

STK STOCK CONTROL

20/10/2010

Number Description Cost Current Captured Variance Value
00000000000001 Grocery Vat 23.00 10.000 10.000 0 0.00
00000000000002 Grocery N/Vat 0.00 0.000 0 0.00
00000000000003 Dairy 0.00 0.000 1] 0.00
00000000000004 Sweets & Chocs 0.00 0.000 0 0.00
00000000000005 Fruit & Veg 0.00 0.000 1] 0.00
00000000000006 Cooldrinks 0.00 0.000 0 0.00
Q0000000000100 Cheese & Tomato Health Roll 0.00 5.000 5 0.00
Q0000000001111 Coke 330ml Cans Case 105.26 20.000 18.000 -2 -210.52
00000000001112 Coke 330ml Cans eépack 26.32 0.000 0 0.00
00544500000870 Coke 330ml Can 4_39 0.000 0 0.00
TOTAL 158.96 33.000 3.000 —210.52
Stock Take Variance Report with zero skip
Stock Take Variance STK STOCK CONTROL 20/10/2010
ALL LOCATIONS
Numbexr Description Cost Current Captured WVariance Value
00000000000100 Cheese & Tomato Health Roll 0.00 5.000 5 0.00
00000000001111 Coke 330ml Cans Case 105.2¢6 20.000 18.000 -2 -210.52
TOTAL 158.9¢6 33.000 3.000 -210.52

. POS WIZARD

e (Acites]

Items

28. Should there be any variances between counted stock and stock on the system, you will need to
ascertain any reason as to the variance and double check the count and possibly edit the captured

count.

29. Once you are satisfied with the captured count you may proceed to the last step in the stock take

procedure.

Edit Items Details
View Items

Quick Set tems

¢
R
P

Stock Receive
Stock Adjustments
Stock Wastage
Stock Orders

Branch Transfer
Branch Receive
Branch Orders

Stock Retums
Payouts

Price Updates
Promotions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details

Supplier Details

Paid Out Expense Details
Branch Details

User Details

Touch Menus

ftem Locations

Rep Details

Vat Details

| stockTake

Stock Production Processing

Item To Item Stock Transfers

Update
ok Ttems

2
Upload
Sales

5 Stepl: Stock Take Initialize
Step 2: Stock Take Sheet Print
Step 3: Stack Take Capture v
Step 4: Stock Take Variance Report »
' Step 5: Stock Take Complete
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30. Click on Activities.
31. Go to Stock Take.
32. Select Step 5: Stock Take Complete.

33. Once you run Step 5 the counted stock will become current stock.

& Complete Stock Take [P

Complete Stock Take ?

Captured Stock will become current stock.

For Department ID a For Location ;D EI

34. Click on Yes to complete stock take.

Adjust Stock

1. From time to time you may need to adjust the stock quantities on items.

2. Click on Activities.
3. Select Stock Adjustments.

. pos wizaro

File [Activities |

Edit Iterns Details

4. Select the item which you want to adjust the stock quantity on, either by number or by name.

View ltems

Quick Set Items

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Itemn Stock Transfers

Branch Transfer
Branch Receive

Branch Orders

&, Adjust Item Stock [ESEERX
Item Mumber I 000000000007 00
Description I Cheese & Tomato Health Foll .L‘
Current Stock i a
Stack Adjust l 5.000
Feference istale stack]
v’ Ok l x Cancel | fL Close |

5. You will be able to view the current stock quantity for the selected item in the Current Stock field.
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6. If you want to add to the current stock, enter the number you want to increase the stock by. E.g.: if
the current stock shows 5 and it should be 7, enter 2 in Stock Adjust.

7. To subtract stock, enter the quantity you want to decrease the stock by, preceded by a minus sign,
e.g.. if the current stock shows 5 and it should be 0, enter -5 in Stock Adjust.

8. In the Reference field, make a note of the reason for adjusting the stock

9. Click on OK to accept the adjustment.

Stock Take Capture using a Remote Scanner

To use the remote stock take scanner in POSWIZARD, you will have to firstly download the base program
UNIMENUL to the scanner via the AG8000 program, if you are unsure on how to do this please contact
your dealer for further details. After downloading the base program to the scanner you need to enable the
scanner in POSWIZARD. Below are the steps to enable the device:

1. Click on File.

2. Select Preferences.
~Jpos wzaro S
Activities Reports |

Login :

Preferences

Pos Users

Pos Setup

Utilities 4

Exit

3. Click on the Capture Remote Device tab.

“_

Cuztomer Detailz ] Costing Methiod ] Stock Repart ] Label Printer ]
Statement Mezzage ] Scale ] PLU Items ] Stock Receive ] ESL ]
Fiegister Side Modem ] Application i Capture Remote Device

Enabled |v

Remaote Capture Dewvice Compart |2 |z
Baud Rate (9600 -

f+ C8000/C800m " C8200/C3300

[ Addlead Zema

fL Cloge

Tick the Enabled box.

Select the number of the Remote Capture Device Comport, which you have linked the scanner to.
Select the Baud Rate that you have set the scanner to.

Select the model of scanner you are using

Tick add lead Zero to add an extra zero to the barcodes sent to the scanner.
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9. You must now exit the program and log back in for the settings to take effect.
10. You are now ready to use the device.

11. Click on Activities.

12. Go to Stock Take.

13. Select Step 1: Stock Take Initialize

2/ POS WIZARD
File [Activities Edit Items Details
LE View Items
|ﬂ: Update Upload

Quick Set Items

Iterms ock Items Sales

Stock Receive
Stock Adjustments
Stock Wastage
Stock Orders

Stock Production Processing

Ttem To Itern Stock Transfers

Branch Transfer

Branch Receive

Branch Orders

Stock Returns

Payouts

Price Updates
Sn
Promaotions Setup 3

Print Labels
Print Delivery Labels

Accounts 3

Department Details
Main Department Details
Supplier Details

Paid Qut Expense Details
Branch Details

User Details 3 Stepl: Stock Take Initialize

WorER e Step 2: Stock Take Sheet Print

Ttem Locations

Rep Details Step 3: Stock Take Capture 3
Vat Details Step 4: Stock Take Variance Report 3
Stock Take 3 Step 5: Stock Take Complete

14. Stock Take Initialize: sets the system for the start of the stock take
15. You may do your stock By Department or By Location. Select the department or location you are
taking stock of or leave both fields as 0 if you want to do a stock take for your entire stock file.

£8, Initialize Stock Take ? Sl
By Department !U :'ﬂ By Location im |Z!

o Initialize for Stock Take x Cancel |

16. Click on Initialize for Stock Take.

[ Confirm ﬂ
@Y Initialization complete 17. You will now have the option to Print the Stock sheets, to do
" _ your actual stock count of items you physically have in stock. Click on
Fiiutioe Sl shea No as you will be doing the stock take on the scanner and do not require

] mo |

to print stock take sheets.
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18. Click on Activities.
19. Go to Stock Take.

20. Select Step 3: Stock Take Capture, Capture Grid

7:/POS WIZARD
File [Activities

Edit Itemns Details

View ftems.

Quick Set ltems

Items:

Stock Receive
Stock Adjustments
Stock Wastage
Stock Orders

Stock Production Processing

Branch Transfer
Branch Receive
Branch Orders
Stock Returns
Payouts

Price Updates
Promations Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details

User Details

Touch Menus

ftem Locations
Rep Details
Vat Details

Stock Take

Ttem To ltem Stock Transfers

»

Update Upload
Items Sales pace Evit

Stepl: Stock Take Initialize
Step 2: Stock Take Sheet Print

Step 3: Stock Take Capture »

Capture Grid
= Capture Form
Step 4: Stock Take Variance Report v

Capture From Remate Device

Step 5: Stock Take Complete T

21. On the scanner itself, select option 3 Utilities and then option 8 RECEIVE.

22. Insert the scanner in the cradle.

3.Utilities

3CEF
BHMND )

81U/

e
FN )
altha ) Q=]
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23. Click on Send Lookup File to Remote Capture Device.
24. The stock take items will be sent to the scanner.
25. A message will pop up once the file has been sent to the scanner, click on OK.

1 Item Capture List @1
Department IU M Location ID M 2] | - | > | [ | a | r/‘| e

" ByMNumber ¢ By Description

»

D escription |5tock |Stock Take Eountl

DB RTEH1E) § Girocery Yat 10.00 0.00 |
| |00000000000002) Gracery Nvat 0.00 0.00
| |00000000000003 | D airy 0.00 0.00
| |00000000000004  Sweets & Chocs 0.00 0.00
| |00000000000005 Fruit & e 0.00 0.00
| |00000000000008 | Caaldrinks 0.00 0.00
| |00000000000095 Lettuce -5.00 5.00
| |000000000000396 Butter 7.00 7.00
| | 0000000000007 Cheese slice -10.00 2.00
| |00000000000038 YWhalewheat all -5.00 0.00
| |00000000000033 | T amato Slice -10.00 0.00
|| 00000000000100 Chesse & Tomato Health Ral 0.00 0.00
|| 0000000000111 | Coke 330ml Cans Case 18.00 17.00
|| 0000000000112 Coke 330l Cans Bpack 0.00 3.00
|| 00544300000870 Coke 330ml Can 0.00 4.00

(]

lose

< Send Lookup File To Remate Capture Device > i
o 4

26. You are now ready to start your physical stock count.
27. On the scanner select option 1 CAPTURE, then option 1 Stock Take, at BAR: you may scan the
barcode or enter the PLU number of items and enter the physical quantity in QTY:

30EF EE —_ ~c W50
) (I I D T D

8ruv

0/=]

e, — N
Q= ALFHA |

~FH
ALPHA, |
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28. Once you have completed capturing your count, you will have to upload the quantities to POSWIZARD.

Fie [Actwbies| gt ltems Detais

._-—

Stock Recerve

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing
Ttem To hem Stock Transfers
Branch Transter

Branch Receive

Branch Orders

Stock Retums

Payouts

Price Updates
st

Promations Setup. »
Print Labels
Print Deivery Labels

Accounts

Department Detaiks
Main Department Details
Supplier Detaits

Paid Out Expense Details
Branch Detais

User Details

Stepl: Stock Take Inftislize

Touch Menus Step 2: Stock Take Sheet Print
Hem Locations

Rep Details
Vat Details Step & Stock Teke Variance Repert

Step 3: Stock Take Capture

Stock Take » Step: Stock Take Complete

29. Press ESC to return

30. Select option 2. SEND.

to the main screen.

31. Insert the scanner in the cradle.

File | Activities Edit ltems Details
‘\E View Items
= Quick st J
Stock Receive

Stock Adjustments
Stock Wastage

Stock Orders

Stock Production Processing
Item To Item Stock Transfers
Branch Transfer

Branch Receive

Branch Orders

Stock Retums

Payouts

Price Updates

Promotions Setup »

Print Labels
Print Delivery Labels

Accounts 3

Department Detsils
Main Department Details

Supplier Details

Paid Out Expense Details

Branch Details

User Details >

Touch Menus
Ttem Locations
Rep Details
Vat Details

Stock Take >

32. Click on Activities.
33. Go to Stock Take.

Stepl: Stock Take Initialize

Step 2: Stock Take Sheet Print

Step 3: Stock Take Capture » Capture Grid

Frik B S e e e » Capture Form

Capture From Remote Device

Step 5: Stock Take Complete T

34. Select Step 3: Stock Take Capture.
35. Select Capture From Remote Device.

36. The captured quantities will then be uploaded into POSWIZARD.

37. Click on YES to view the data received

Upload Data :

Done : 2 records received,
View the received data?

Yes MNo

CIFHER

30EF

BN )
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Stock Take Variance Report E@lﬁ
po

Al Locations

38. Click on Activities.

39. Go to Stock Take.

40. Select Step 4: Stock Take Variance Report.

41. Select either All Locations or Selected Locations.

42. 1f you don’t want to print items with a zero variance tick
Skip zero variance.

43. Click on OK.

44. Check your variances, if necessary, re-count any items with discrepancies.

45. Note the scanner keeps a record of your initial count, should you need to increase quantities, simply
enter the extra amount to the initial value. If you need to decrease quantities, go to the Reduce QTY
menu on the scanner.

46. Once you are satisfied with the count, upload the new quantities into POSWIZARD.

47. You may proceed to the last step in the stock take procedure.

" Selected Locations

v Skip zemo variance

x Caticel l

7 1POS WIZARD
File i Edit Items Details

View Items
Quick Set Irems.

e

2 i i
Y
®

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing

Item To Item Stock Transfers

Branch Transfer
Branch Receive
Branch Orders

Stock Returns

Payouts

Price Updates

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details |
User Details » Stepl: Stock Take Initialize

b Step 2 Stock Take Sheet Print

Item Locations

Rep Details Step 3: Stock Take Capture

Vat Details Step 4: Stock Take Variance Report » .

Stock Take » Step 5: Stock Take Complete & Complete Stock Take =

Complete Stock Take ?

48. Click on Activities.

49. Go to Stock Take.

50. Select Step 5: Stock Take Complete. ForDepatment [0 [Pl Forlocaton [0 %]

51. Once you run Step 5 the counted stock will become current
stock.

52. Click on Yes to complete stock take.

Captured Stock will become current stock.

XK Cancel ]
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Reports

- roswizaro

File Activities | Reports

Interface P05 Window Help

Sales Report

Cashier Reports
Stock Reports
ReCrder Reports
Purchases Report
IBETReports

Accounts
Miscellanous Reports
Audits

Lists

[temn Stock,

Stock Received
Stock Transferred

Stock Transfered Total

Items

Item Price List
Departments
Suppliers

|Ipdal
[tem

POSWIZARD has a number of comprehensive reports for your benefit. To view a report, simply click on

Reports and select the report you want to view. Select the view/print options and click on OK.
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Item Sales Report
1. Click on Reports.
2. Select Item Sales.

File Activities | Reports | Interface POS  Window Help
‘|:: Sales Report » Item Sales
EE Ttem Sales by Turnover
Items Cashier Reports 4 Y |tE|'I'I SEI'ES
——— Ingredient Sales
EEaekiReposts r Item Override Reports
ReOrder Reports 3 Item Price 2 Difference
Purchases Report 3 Hourly Sales
Hourly Item Sales
IBTReports 3
Daily Sales Stats
Accounts L2 Monthly Sales
Miscellanous Reports K Financial Sales
Audits 2
€
Lists 3 &"
-

THIS REPORT WILL SHOW INDIVIDUAL ITEM SALES FOR THE DAY OR SPECIFIED

DATE PERIOD.

3. Select the report criteria that you want included/excluded from your report.

Report Criteria

-

- Date Range

From |21;1 0/2010 Eli To

[21410/2010 =

— ltems

Start Mumber |

End Mumber I

& Containing I
" Beginning with

[T ListSales
[ By Description

Lacation ID ZI

— Department

Stark Mumber m End Mumber <Manex = [ al
— Supplier

Start Murnber Im _! End Murnber m:!
— Location

Reqister ID ZI
Report Humber |D E!

~Tawable Selection————————————

fo Al Tawable ¢ Mone Taxable

Export Report

J 1].8 X Cancel

4. Click on OK to view the report.

5. You may export the Item Sales report to EXCEL, to do this, click on Export Report.
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Item Sales by Turnover

1.
2.

3. Select the report criteria that you want included/excluded from your report.

4.

Click on Reports.
Select Item Sales by Turnover.

File Activities l Reports | Interfface POS  Window Help
|j_ Sales Report » Item Sales
i e 5 Item Sales by Turnowver
Ingredient Sales
Stock Reports 4 Item Override Reports
ReOrder Reports 3 Itern Price 2 Difference
Purchases Report 3 Hourly Sales
Hourly Item Sales
{ IBTReports 3
Daily Sales Stats
Accounts > Monthly Sales
Miscellanous Reports 3 EnancilSal
P Audits »
Lists 3

Report Criteria =

— Date Range
From |21,|"1 /2010 Ell To IE'I,."'I 02010 i |

— ltems

MNurnber of tems |n Zi

Ordered By & Amount O Cluantity H  Ascending & Descending|
— Department

Start Humber |<N0ne> vl End Mumber I<N.;.ne> vi
 Supplier

Start Humber |<Ngne> vl_| End Mumber I{Ngne> vi.J

— Location

x Cancel |

Click on OK to view the report.

R
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Item Stock Report

1. Click on Reports.
2. Select Item Stock.

— .
. POS WIZA
File Activities | Reports | Interfface POS Window Help

L= Sales Report »

Itemns Cashier Reports P | Item Stock

Stock Reports » Item Stock

ReOrder Reports 5 Item Stock Value

Stock Movement

Purchases Report b Cascade ftems
IBTReports 3 Ingredient Breakdown

Lay Buy Stock

Accounts 4
Miscellanous Reports »
Audits 2

Lists »

<&

3. Select the report criteria that you want included/excluded from your report.

Select Options

 Item

Sorted By [~ By Description [~ Zero Skip Stock

Start Murnber I End Humber |

—Diescription

* Caonkaining I
" Beginning with

— Department
Start Nurnber I <Mone: 'i End Mumber I <Mone: 'l
— Supplier

Start Nurnber I<None> viJ End Mumber |<None> 'I_l

r— Location
IU EI

—Taxable Selection————————————————

& Al ¢ Tazable ¢ MNone Taxable

S OK % Cancel

4. Click on OK to print.

"P poswizard
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Item Stock Value Report

1. Click on Reports
2. Select Item Stock Value Report.

File Activities | Reports | Interface POS  Window Help

Sales Report
Cashier Reports
Stock Reports 4 Item Stock
Itern Stock Value
ReOrder Reports 3
Stock Movement
Purchases Report » o
{ IBTReports » Ingredient Breakdown
Lay Buy Stock
Accounts 4 Lo
Miscellanous Reports 3
P Audits >
Lists b
[ Select Options ﬂ
 Item
Start Number I End Number I
PPCI Sorted By [~ By Description I~ ZeroSkipStock [ Summary
=fpol I
File _DESLIipAiurl. .
& Containing I
L = Beginning with
|§ i Department
_i Start Number <Mones b i End Murnber I <Mones vl

 Supplier

Start Number I<None> vi_l End Number !<None> VI_]
i Location ~Ehar

ID Ei [~ Show Megative Stack Only

[~ Skip Negative Stock.

Tausble Selection———————————

@ 4l (" Tagable © None Taxable

x Cancel

&

3. Select the report criteria that you want included/excluded from your report.

4. Click on OK to view the report.
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Cascade Items Report

Click on Reports.

Select Cascade Items.

All the cascaded items and their stock will be displayed.
Below is a preview of the Cascade Items Report.

ApwnhE

% Print Preview

BEE K« n | 5§ B gnse]

CASCADE ITEMS STK STOCK CONTROL 21/10/2010 01:38:44 PM
Number Description Unit Deser. Cascade Qty  Cascade Units Stock Unit Stock
00000000001111 Coke 330ml Cans Case Case Cans 0.00 24.00 18.00 432.00
00000000001112 Coke 330ml Cans 6pack 6pack cans 4.00 6.00 0.00 0.00
00544900000870 Coke 330ml Can Sngle Can 6.00 1.00 0.00 0.00

TOTAL: 432.00

# poswizard
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Item Breakdown Report

.= POS WIZARD
File Activities | Reports | Interfface POS  Window Help

|§E Sales Report F | |
|ﬂ: Update

Itemz Cashier Reports ¥ | Item Stock [bems

Stock Reports » Itern Stock
S e . Itemn Stock Value

Stock Mowvement
Purchases Report 3 Cascade tems
IETReports b Ingredient Breakdown

Lay Buy Stock
Accounts 3 b
Miscellanous Reports 4
Audits 3

[~

Lists 4 s"

Click on Reports.

Select Item Breakdown.

A list of all the items with ingredients linked to them will be displayed.
Below is a preview of the Item Breakdown report.

1.
2.
3.
4.

5 Print Preview

BEE K | 5SS HE| toe

ITEMMEREADOMNINLISTE STK STOCK CONTROL

[Numbe r Description Dep Cost Price

00000000000100 cCheese & Tomato Health Rell 10 6.67 18.50
00000000000095 Lettuce 0.44 1.00
00000000000096 Butter D535 1.00
00000000000097 Cheese slice 1..93 2.00
00000000000098 Wholewheat roll 1.84 1.00
00000000000099 Tomato Slice 211 2.00
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Item Last Sold

1. Click on Reports.
2. Select Item Last Sold

. p0s wizaro

File Activities | Reports | Interface POS Window Help

Sales Report »
5 5 Update
Cashier Reports v | Item Stock Itemns
Stock Reports »
ReOrder Reports 3 Item Re-Order
Purchases Report 3 Hopfatoad
Item Top-Order
{ IETReports »
Accounts 3
Miscellanous Reports »
P Audits 8
Lists 4 ‘

3. Select the criteria you wish to include/exclude in your report

Select Options ==)

Item
StartNumber | End Humber

Sorted By [~ By Desciption I~ Zeio Skip Stock

 Desciption

& Conlaining I
 Beginning with

Start Number <None> - End Nurber <Nonex -
upplier

StartNumber | <Hane> v] -f EndNumber  [<Nones | ‘
Lacation
0 EZ

Deparment ‘

Period
Mot sold last |0 Months ‘

T Tanable Selection——————————

i(-* Al © Taxable { Mone Taxable

K Cancel

4. Click on OK to view the report
A preview of the Item Last Sold Report.

ITEM LAST SOLD REPORT STORE NAME1 26/10/2010 04:31:56 PM
ITEM: 00000000000000 TO  99999999999999

| Number Description Dept. Price (Ex) Price (Inc.) Date Quantity Value

00000000000001 Coke 330ml 1 0.00 0.00 29/04/2010 8 224.00
00000000000002 EGGS 86 0.00 0.00 21/08/2010 1 16.00
00000000000003 VEGETAEBLES 83 0.00 0.00 13/08/2010 0 0.10
00000000000004 CHICKEN 84 0.00 0.00 23/08/2010 1 37.00
00000000000005 Ginger 1 0.00 0.00 30/04/2010 1 0.01
00000000000006 Cadbury Dairy Milk 1 0.00 0.00 10/08/2010 2 300.01
00000000000007 Chappies 1 0.00 0.00 30/04/2010 1 0.01
00000000000008 Condense Milk 85 0.00 0.00 23/08/2010 0 -168.00
00000000000021 Nivea Bodv Lotion 2 28.00 28.00 22/07/2010 1 28.00
00000000000022  Coconut Oil 2 25.00 25.00 0 0.00

'
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Item Re-Order Report

1. Click on Reports.
2. Select Item Re-Order.

. POS WIZARD
File Activities | Reports | Interfface POS Window Help

Sales Report

Cashier Reports

Stock Reports
ReOrder Reports
Purchases Report
[BTReports

Accounts

Miscellanous Reports 4

Audits

’ =
Update

b | item Stock Items

3

> Itern Re-Order
Itemn Last Sold
Itern Top-Order

Lists 3 ‘
Stock Received ﬂ
3. Select the print options for the report.
[ Select Options &J
[ Item - 1
Start Humber End Mumber
[~ By Description [~ Zera Skip Stock
Description
{* Containing ]
| " Beginning with
Department
Stark Mumber <Monex - 1 End Number ] <Noner ']
Supplier -
Stark Mumber <Moner 'i_J End Number ]<None> - _]
Location - i
Tarable Selection
@ Al 7 Taxable  None Taxable
‘/DK X Concel
4. Below is a preview of a Re-Order Report
Plu Re-Order STK STOCK CONTROL 26/10/2010 04:47:19 PM
Number Description Supplier LastCost  Stock R.O.P Reorder
00000000000082 LIQUID WASH 8 CASA DEL MAR 40.00 -2 2 2
00000000000083 ROSE QIL SOAP 8 CASA DEL MAR 16.00 -3 2 2
00000000000084 OLIVE OIL SOAP 8 CASA DEL MAR 22.00 0 3 2
00000000000085 DEO MOUSSE 8 CASA DEL MAR 26.25 -1 1 2
00000000000086 DEQ SPRAY 8 CASA DEL MAR 26.25 0 1 10
00000000000087 MOISTURE GEL 8 CASA DEL MAR 35.00 0 1 10
00000000000088 HAND CREAM 8 CASA DEL MAR 75.00 2 3 2
0000000000008S HEALING BALM 8 CASA DEL MAR 68.00 1 2 2
00000000000090 ARTHRO-FLEX 8 CASA DEL MAR 41.00 0 1 2
00000000000091 ROSE CANDLE 8 CASA DEL MAR 0.00 0 1 2
00000000000092 ROSE PETAL BALM 8 CASA DEL MAR 82.50 -1 1 2
00000000000093 PETULI OIL 8 CASA DEL MAR 35.00 -1 1 2
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Item Top-Order Report

1. Click on Reports.
2. Select Item Top-Order. (Top up)

_:I70s wizaro

File Activities | Reports | Interface POS Window Help

Sales Report

'

I|tje?s Cashier Reports * | Item Stock Uﬁgf;:
Stock Reports »
ReOrder Reparts » Item Re-Order
Purchases Report 3 Lemlesises
Item Top-Order
{ IBTReports 3
Accounts 3
Miscellanous Reports »
P Audits v
Lists 3 -‘
3. Select the print options for the report.
[ Select Options &J
[ Item -
Start Mumber l— End Mumber I—“
[~ By Description [~ Zerao Skip Stack
Desciiption
% Containing
| " Beginhing with
Department

Start Mumber <Noner - End Mumber <Monex 71

1 Supplier -

Start Mumber <Maoner 'i_J End Mumber <Mones - _J

Location i
Taxable Selection
;(i“ Al Taxable ¢ None Taxable
K X Cancel
4. Click on OK view the report.
5. Below is a preview of the Item Top-Order Report.

Plu Top Up STK STOCK CONTROL 26/10/2010 04:55:39 PM
Number Description Supplier LastCost  Stock R.O.P Reorder TopUp
00000000000082 LIQUID WASH 8 CASA DEL MAR 40.00 -2 2 2 4
00000000000083 ROSE OIL SOAP 8 CASA DEL MAR 18.00 -3 2 2 5
00000000000084 OLIE OIL SOAP 8 CASA DEL MAR 22.00 0 3 2 2
00000000000085 DEO MOUSSE 8 CASA DEL MAR 26.25 -1 1 2 3
00000000000086 DEQ SPRAY 8 CASA DEL MAR 26.25 0 1 10 10
00000000000087 MOISTURE GEL 8 CASA DEL MAR 35.00 0 1 10 10
00000000000089 HEALING BALM 8 CASA DEL MAR 68.00 1 2 2 1
00000000000080 ARTHRO-FLEX 8 CASA DEL MAR 41.00 0 1 2 2
00000000000091 ROSE CANDLE 8 CASA DEL MAR 0.00 0 1 2 2
00000000000092 ROSE PETAL BALM 8 CASA DEL MAR 82.50 -1 1 2 3
00000000000093 PETULI OIL 8 CASA DEL MAR 35.00 -1 1 2 3

poswizard
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Purchases Report

.= POS WIZARD
File Activities | Reports | Interface POS Window Help
|j: Sales Report 4
|§: 3 Update
Items Cashier Reports » | Item Stock Iterns
Steck Reports 3
ReOrder Reports 4
Purchases Report 3 Purchases Report
i [BTReports g Reprint Purchases
Item Purchases Report
Seealinks E Purchases Claims\Back Order
Miscellancus Reports 3 Payout Transaction
P Audits C
Lists ’ &9
-

Click on Reports.
Select Purchases Report.
Click on Purchases Report

APwnhE

Select the print options for the report.

Purchases Report Criteria @J

r Date Range

From 217102010 =] To 2171042010 5|

Supplier -

MNurnber

MName <MNo Selection> _:j

- Detail
[~ Summary Only

J’ oK x Cancel I

5. Below is a preview of the Purchases Report.

Purchases Report

REPORT PERIOD: 01/09/2010 TO 26/10/2010

STKSTOCK CONTROL

26/10/2010 04:08:16 PM

Process Date Reference Taxable Total

Tax Non Tax Invoice Total Payment Ref Paid Amount

Supplier: 1 NESTLE
18/10/2010 12 8.80 123 10.03 0.00
Actual Invoice Totals 10.03
18/10/2010 122 0.00 cash 10.00
Actual Invoice Totals 0.00
Supplier: 2 ABI
20/10/2010 1234 1052.60 147 36 1200.00 CASH -paid to 600.00
Actual Invoice Totals 1052 64 147 36 120000
25/10/2010 121 126.36 1769 144 05 0.00
Actual Invoice Totals 144.05
Total Purchases: 1187.76 166.29 0.00 1354.09 Total Paid: 610.00
Actual Total Purchases: 1052.64 147.36 0.00 1354.08
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Financial Sales

1. Click on Report.
2. Select Financial Sales.

E—
n POS WILZA
File Activities | Reports | Interface POS5 Window Help
Sales Report L Itern Sales
e ’ Itern Sales by Turnower
Ingredient Sales
S ¢ Itern Owverride Reports
ReOrder Reports b Iterm Price 2 Difference
Purchases Report » Hourly Sales
Hourly Item Sales
Ite IBTReports 3 :/
= Daily Sales Stats
Accounts ¥ Maonthly Sales
Ite
Miscellanous Reports r Financial Sales
Ho
o Audits 3 1I
Dai Lists 3

3. Select the Date Range and Register.

[ Hinancidl g S5
~ Date Range 1
From To  |z1a0/02010 0 B ‘

Register iU Zi

4. Click on OK to display report.
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5. Below is a preview of the Financial Sales Report

Register Financial Sales’ STK STOCK CONTROL 26/10/2010 07-06:45 PM

REPORT PERIOD:  21/07/2010 TO 210772010
8101 DEPT 1 - TOTAL SALES 791 1879840
8164 DEPT 64 32 22339
0 TOTAL 823 19021.79
1662 REFUND 1 4.40
1131 STAFF 3107 52
1135 CASH 1681427
0 TOTAL 19021.79
131 TAKXABLE SALES 1 14406.40
132 MON TAXABLE SALES 2 2598.40
] TOTAL 1700480
141 TAX 1 2016.99
0 TAX TOTAL 2016.99
1681 TRANSACTION COUNT 178
1682 MO SALE i

# poswizard
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Item Stock Changes - Audit Trail
The item audit trail can be useful when you need to track the stock changes on an item or items.

_ ros wizaro :
- 1. Click on Reports.

2. Scroll to Audits.

ok~

Sales Report L = :
P Upte 3. Select Item Stock
Cashier Reports ¥ | ltem Stock [tems Changes.
Stock Reports »
ReQrder Reports b
Purchases Report b
Ite IBTReports 3
Ing Accounts r
Ite
Miscellanous Reports ]
Ho I | "
Hon Audits L Cash Sales Transaction
Dai Lists . Item Stock Changes
Cashup Report Sequence
Monthlv Sales
Select the Date Range.

In Start Number enter the first item number of the item you wish to view, in End Number, enter

the item number of the last item. If you want to view the report for a single item, enter that item
number in both Start Number and End Number. If you want to view the audit trail for all items,
leave Start and End Number blank.

6. If you don’t want the register sales to print in the report, tick the Exclude Register Sales box.

[ &, Audit Selection ENENT
— Date Range
From To 217102010 |
 ltem Mumber
Start Mumber | End Mumhber ]n

[T Exclude Reqgister Sales

" OK

X Cancel I

7. Click on OK to display the report.

"P poswizard
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8. Below is a preview of the Item Stock Changes Report.

Cashup Report Sequence Report

Audit Report STK STOCK CONTROL 21/10/2010 02:02:45 PM
Old Stock Change Stock
21/10/2010 11:16:44  00000000000001 Grocery Vat StockTake Complete 10 0 10
21/10/2010 11:16:44  00000000000100 Cheese & Tomato Health Roll  StockTake Complete 0 5 5
21/10/2010 11:16:44  00000000000002 Grocery N/Vat StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000000003 Dairy StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000000004 Sweets & Chocs StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000000005 Fruit & Veg StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000000006 Cooldrinks StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000001112 Coke 330ml Cans 6pack StockTake Complete 0 0 0
21/10/2010 11:16:44  00000000001111 Coke 330ml Cans Case StockTake Complete 20 -2 18
21/10/2010 11:16:44  00544900000870 Coke 330ml Can StockTake Complete 0 0 0
21/10/2010 01:54:28 00000000000100 Cheese & Tomato Health Roll Adjust: stale stock 5 -5 0
21/10/2010 01:54:28 00000000000099 Tomato Slice Adjust ItemBreakdown: 0 -10 -10
21/10/2010 01:54:28 00000000000098 Wholewheat roll Adjust ItemBreakdown: 0 5 5
21/10/2010 01:54:28 00000000000097 Cheese slice Adjust ItemBreakdown: 0 -10 -10
21/10/2010 01:54:28 00000000000095 Lettuce Adjust ItemBreakdown: 0 5 -5
21/10/2010 01:54:28  00000000000096 Butter Adiust ItemBreakdown: 0 -5 =5

This report is used to check readings have been cleared on the cash registers in between uploads to

POSWIZARD.
.= POS WIZARD
File Activities | Reports | Interfface POS  Window Help
! Sales Report r
7 g Update
Cashier Reports ¥ | Item Stock Iterns
Stock Reports 2
ReCrder Reports ¥
Purchases Report b
Ite IBTReports »
ng Accounts 4
Ite
Miscellanous Reports r
Ho 2| ROURTNT
Ho Audits » ! Cash Sales Transaction
Dai L 8 ! Item Stock Changes
| Cashup Report Sequence
Monthlv Sales L —

1. Click on Reports.
2. Scroll to Audits.
3. Select Cashup Report Sequence.
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4. Select the Date Range.

Lo | B |

& Range Selection

Date Range
Frarm 2102010 To ]21 A02010 G|
Fegister; JU 21 T ltem Sales (7 Financial Sales @ Both

x Cancel |

5. Select the Register you want to view the report for, if you want to view all cash registers, leave the
fields 0.

6. Select whether you want to view Item Sales or Financial Sales or Both.

7. Click on OK to view the report.

8. Below is a preview of the Cashup Report Sequence.

‘lP poswizard
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Report Numbers STKSTOCK CONTROL 26/10/2010 07:55:54 PM
PERIOD: 06/07/2010 TO  31/07/2010

Report Date Report Type Register Number Report Number Processed Amount
07/07/2010 16:08 ITEM SALES REPORT 2 206 2149078
07/07/2010 16:08 FINANCIAL REPORT 2 71 2119078
09/07/2010 16:16 ITEM SALES REPORT 2 209 31565 94
09/07/2010 16:16 FINANCIAL REPORT 2 72 30465 94
12/07/2010 16:06 ITEM SALES REPORT 2 212 14986 36
12/07/2010 16:06 FINANCIAL REPORT 2 73 14986 36
14/07/2010 16:09 ITEM SALES REPORT 2 215 15992 24
14/07/2010 16:09 FINANCIAL REPORT 2 74 15092 24
16/07/2010 16:14 ITEM SALES REPORT 2 218 34733 61
16/07/2010 16:14 FINANCIAL REPORT 2 75 33063 .37
19/07/2010 16:10 ITEM SALES REPORT 2 221 1293376
19/07/2010 16:10 FINANCIAL REPORT 2 76 1293376
21/07/2010 16:13 ITEM SALES REPORT 2 224 19021 .79
21/07/201016:13 FINANCIAL REPORT 2 77 15914 27
23/07/2010 16:11 ITEM SALES REPORT 2 227 29998 04
23/07/2010 16:11 FINANCIAL REPORT 2 78 29698 .04
26/07/2010 16:09 ITEM SALES REPORT 2 230 14553 21
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User Groups

Users groups are used to maintain the level of access each person using the program has. For instance,
managers may be allowed access to all aspects of the program, while data capture clerks are not allowed
access to the upload and stock adjustment features.

1. Click on Activities.
2. Scroll down to User Details.
3. Select User Groups

. POS WIZARD

“Fie [Acer)

Items

Edit Items Details

View Items

Quick Setltems

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing
Item To Item Stock Transfers
Branch Transfer

Branch Receive

Branch Orders

Stock Returns
Payouts

Price Updates
Promotions Setup

Print Labels
Print Delivery Labels

Accounts

Department Details
Main Department Details
Supplier Details

Paid Out Expense Details
Branch Details

User Details

Touch Menus

4. Click on the +(PLUS) to add a new ugérﬁéar—c»)up.

NGO

Update
ck Items

3 Users Details

User Groups

=5

l-'L Cloze

User Group
S EEEEET
| 2 |Clerk

[v Add Stock ltems

[v Change Stock ltems
[v Delete Stock ltems
[v Stock Receive

[v Stock Adjust

[+ Stock Take

[~ Reports

Give the user group a number.
Enter a description, e.g.: SUPERVISOR.
Tick the modules which this user group can obtain access to.
Click on the tick J to save.

I (o

[T Daownload ltems

[~ Upload Item Sales

Change Preferences
Backup Data Files
Restore Data Filez

Fun DB Explorer

Run Esternal File [mpart

Change Users

‘lP poswizard
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Users

1. Click on Activities.
2. Scroll down to User Details.
3. Select Users Details.

e
File [ Activities Ediit Iterns Details

‘\:: View ftems

= Quick Set ems Updats

ck Items

Items

Stock Receive

Stock Adjustments

Stock Wastage

Stock Orders

Stock Production Processing
Item To Item Steck Transfers
Branch Transfer

Branch Receive

Branch Orders

Stock Retumns

Payouts

Price Updates

Premoticns Setup 3

Print Labels
Print Delivery Labels

Accounts 3
Department Details
Main Department Details

Supplier Details
Paid Out Expense Details

Branch Details
User Details > Users Details
Touch Menus User Groups

4. Click on the +(PLUS) to add a new user.

JR D OB EEEEE

|5u3~3n Green i IJzer Mumber; I 2

U zer Mame: I.-f".my Lee

U zer Group: I 1 ;I
zer D |2
Pazzword: Iabc'l 23

5. The system will enter a unique number in User Number.

6. Enter the name of the user in the User Name field.

7. Select the level of access you want the user to have in the program in User Group.

8. In User ID, enter the name/ID that the user will enter at the login screen.

9. Enter a Password for the user, also to be entered by this user at the login screen.

10. Click on the tick V to save the new user’s details.

11. Always take care when deleting user details, as not to delete the incorrect user. If in the event of you
deleting your user details please re-enter them before exiting the program as you will not be able to
gain access to the program. In the event of this happening please contact your dealer for further
details.
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POS

Using the POS - Logging in to the pos

1. If the terminal is POS enabled when you double click on the Poswizard icon on the desktop, the
software will open on the POS log in screen, if you want to access the POS from the backoffice click
on POS menu on your main screen or on the POS putton which will then take you to the POS log in

File Activities Reports Interface POS  Window Help

Financial | Purchases 5 5
Sales Report | Item Sales | Item Stock

Items

Reports
Sales Reports
Item Sales by Turnover |
Ingredient Sales

Items Override
Hourly Sales
Hourly Item Sales
Daily Sales Stats
Monthly Sales

2. Enter the user ID in the ID field and password in the PIN CODE field, as you had created in the POS

Users.

)| CASH SALE

| TOTAL

0.00

User Verification
POS Login Open Open
axable Non-Tax
Clear TAB
Enter your 1D and PIN CODE
Fast Plu
1D 1 Menu
7 8 9 X
PINCODE  [****¥
8 9
4 b 6
5 6
ACCEPT Cancel
1 2 5 2 3
PLU
0 ENTER
0 00
R100 R50
R10 RS
--- oot S - e ferer O:?\ieczﬁm fecoumt R2 | R -

POS# 02 TRANSACTION} 18

3. Click on ACCEPT.

‘lP poswizard
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4. You are now at the main POS screen.

CASH SALE

TOTAL 0.00

Function Open Open

Menu Taxable Non-Tax
‘ | Credit

Cash ard Fast Plu

Tend Menu

X

0 PLU

ENTER

R200 R100 R50

R20 R10 RS

Receipt Receive
- print o Fe o - e On Account fecount B2 B! -

POS# 02 TRANSACTION# @) CASHIER# 1 Wendy Wonka 14:46:31 12/09/2013

Explanation of POS buttons

Function Menu — press this button to give you a menu of the functions you had previously set up in
the Function Touch Group. E.g. Void, refund, Paid Out, Discounts etc

Open taxable — Taxable open department, enter an amount and press this button to quickly ring up
items that are not on the system.

Open Non-Tax — Non-Taxable open department, enter an amount and press this button to quickly
ring up items that are not on the system.

Cash Tend - enter the amount and press this button to finalise a sale, when the customer pays by
cash. If you press this button without entering an amount the multi-tender window will open.
Credit Card — press this button when the customer pays by credit card.

Account — enter the account number and press this button to ring up items to a customer’s account.
X — Multiply. Enter the amount, then scan the item or enter the PLU code to ring up multiples of the
item.

Fast Plu Menu — press this button to access and ring up the Fast PLU’s you have created on the Fast
PLU Touch Group.

PLU ENTER - enter the PLU number of an item then press this button to ring up the item, if you
press this button without entering a PLU number, a lookup window will open, allowing you to search
for an item. You may use this feature as a price lookup.

R1 —R200 - quick notes, press the denominations to quickly enter the amount tendered by the
customer

CLEAR - press this button to cancel the last amount entered.

Receipt On/Off — toggle button to set the receipt printer on or off.

Receipt Print — press this button to reprint the last sales receipt

Store/Recall - press this button while in the middle of a sale to store the sale. You may continue
with other sales in the interim, press it again while not in a sale to recall a sale.

poswizard
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XI/Z Reports — press this button to Cash up at the end of the day.

Charge on Account — used to finalise sale when entering an account transaction
Void — removes the last item rung up while in a transaction.

Refund — used when a customer returns an item after a transaction has been finalised
Account — used to enter into a sale on account transaction

Cancel sale — voids an entire transaction before it has been finalised.

Received on Account — records an amount of money received into the drawer from an account
customer

e Paid Out - records an amount of money withdrawn from the cash drawer when no customer
transaction has taken place

e Proforma - prints a preliminary transaction/quotation

e Price Override — used to override the current selling price of an item.

e Item Discount — used to enter a discount on the last item rung up

e Subtotal Discount — used to enter a discount on the subtotal of the transaction

e No Sale — used to open the cash drawer out of a transaction

Ringing up items

1. Toring up items, simply either scan the barcode or enter the PLU number and press the PLU
ENTER button, if the cashier does not know the PLU number, press the PLU ENTER button and
search for the item by either entering the name in the description field or by using the scroll bar or if
it is an item that you linked to your Fast Plu menu, press the Fast Plu button on the screen and select
the desired item, you can sell multiples of the item by entering the number of items, pressing the X
button and scanning the barcode, of if it is a Fast Plu, go to the appropriate Fast Plu menu, enter the
number of items on the 10 keypad on that menu and pressing the desired Plu.

= " "CASH SALE

1 TOTAL 20.20

21 ITEMS

# Menu Button Setup \ e

‘Open
Fruitand Veg Cigarettes B Tax
\\ ast Plu

B ||}6
7| 8| 9 ||}3

LU

4 5 6 ITER

R50

1| 2| 3
i - i i e R5
MimBI;l;sBc MaxxB::l.snc . 0 -
POS# 01 TRANSACTION# 15 {3 CASHIER# 999 Supervisorl 18:04:51 15/04}2013
2. As the cashier rings up the items, the total at the top adjusts according, showing the total due by the

customer.

3. Once all the items have been rung up, the cashier must then enter the amount tendered. This can be
done by pressing the fast amounts on the main screen or by entering the value in using the ten
keypad and pressing the appropriate tender button.

4. If the customer the intends on paying by using more than one payment method, the cashier should
then press the Cash Tend button, a multi-tender screen will popup were the cashier can enter the
different amounts to each tender type.
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CASH SALE

TOTAL 488.77

Enter Payment Amount

Total 488.77 -

Tender

1 x AB E Function Open Open
Due ’W 1 Menu Taxable | Non-Tax
00000000000001 |PALLET-NPC
06002065004577 |ABE BRIXEAL 20L - Fast Plu
CASH | Menu
X

Credit Card

Voucher 50.00 7 8

Tender 4 4 5

Tender & 1 2 3
0

Tender &
Tender? c
Tender8 R200 R100 RS0

« Accept % Cancel ‘ R20 R10 RS

POS# 02 TRANSACTION# 14 @ CASHIER# 1 Wendy Wonka 15:05:48 12/09/2013

5. As the cashier enters the amounts paid to each tender, the amount will be deducted from the total and
the amount still owing will reflect in the amount Due field.

TOTAL 488.77

Enter Payment Amount

B Total 488.77 g
Functi 0| 0|

1x ABE ., | oo | R W

00000000000001 |PALLET-NPC

06002065004577 |ABE BRIXEAL 20L ——

CASH 438 77 X Menu

Credit Card

PLU
ENTER

Void

Tender

Voucher 50.00 7 8 9
Tender 4 ’7 4 5 6
Tender & ’7 1 2 3
Tender 6 ’7

0 | win

Tender? c
Tender8 R200 R100 R50 |

v Accept X Cancel ‘ R20 R10 R5

Receipt W
- Print Void Paid Out X\Z Report On Account Account

POS# 02 TRANSACTION# 14 @ CASHIER# 1 Wendy Wonka 15:07:20 12/09/2013
6. Once the amount Due reflects as 0.00, click on the Accept button to finalise the sale.

Exiting the POS

1. To exit the POS press the ALT button and the F4 button simultaneously or click on the Exit POS
found at the bottom left hand corner of the POS screen.
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No Sale

1. To open the drawer outside of a transaction, press the No Sale button. You will find it either in the
Function menu or on the Function bar at the bottom of the POS screen depending on where you have
chosen to program it.

2. Ifitis in the function menu. Press the Function Menu button and then press the No Sale button

TOTAL 0.00

ion Open Open
nu Taxable Non-Tax
- Fast Plu
Menu
X
0 PLU
ENTER
R200 R100 R60
R20 R10 RS
- R:{;‘;TI o e m- i Olfiie;ﬁllt fecomt R & -

POS# 02 TRANSACTION# 14 @ CASHIER# 1 Wendy Wonka 14:46:31 12092013
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Voids

1. Voids are performed when a customer wishes to return an item before the transaction has been
finalised or to remove items which may have been scanned in error.
2. To perform a void, press the VVoid button, either on the function bar at the bottom of the POS screen
or press the Function Menu button and then press the Void button
3. If the cashier does not have permission to perform a void, manager override screen will appear

prompting for the manager user id and password.

4. Select the item you wish to void by scanning it or entering the PLU number and pressing the PLU
ENTER button or by selecting the item from the Fast PLU Menu.

CASH SALE

TOTAL

3 ITEMS

103.07

-1 x ADAPTOR 2X15A BI Ml | Tomme | NopT:
Menu Taxable Non-Tax
06009513220374 |ADAPTOR 2X15A BI 26.23 1 26.23 —
06009513220374 |ADAPTOR 2X15A Bl 26.23 1 26.23 s Cad | _ o
06001743045505 |[ADHESIVE CONTACT (250ml) (ALK) (P/S 46.93 1 46.93 Tend Menu
06009624750210 [BARREL BOLT STR 64MM CP (VK) 29.91 1 29.91 X
06009513220374 |ADAPTOR 2X15A BI 26.23 -1 -26.23
7 8 9
4 5 6
1 2 3
PLU
0 ENTER
R200 R100 R50
R20 R10 R&
---JpﬂIid ™ JNOSALE - e Repert DI?;C:E:EM oot 2 ~ -

POSH 02

TRANSACTIONE 16

5. Finalise the sale as normal.
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Refunds

=

Refunds are performed when a customer to return an item after the sale has been finalised.

2. To perform a refund, press the Refund button on the function bar at the bottom of the POS screen or

press the Function Menu button then the Refund button.

3. If the cashier does not have permission to perform a refund, manager override screen will appear

prompting for the manager user id and password.

4. Next select the item the client is returning by scanning the barcode or entering the PLU code and
pressing the PLU ENTER button or by selecting it from the Fast PLU Menu.

CASH REFUND

CASH REFUND

TOTAL

-1 ITEMS

-1 x PALLET - NPC

00000000000001 |PALLET-NPC

189.47

-189.47

-189.47

Function Open

Menu

Taxable

Open
Non-Tax

Cash
Tend

Credit
Card

Fast Plu

Menu

POS# 02 TRANSACTIONE 17

5. Press the CASH button to finalise the transaction
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X
8 9
4 5 6
1 2 3
0 | clwew
R200 R100 R50
R20 R10 RS
--- Paid Out | NO-SALE - X\Z Report Account R2 R1 -

16:48:11 12/09/2013
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Cancel Sales

1. If a customer decides to cancel his purchase, you can cancel the entire sale by pressing the Cancel
sale button either on the function bar at the bottom of the POS screen or press the Function Menu
button and then the Cancel Sale button

2. If you do not have permission to perform a Cancel Sale operation a manager override screen will

appear prompting for the manager user id and password.

CASH SALE

1xﬁ

TOTAL

2 [TEMS

308.

User Verification

00000000000001 |PA

00000000000002 |PAl

Cancel Transaction

Clear
Enter your ID and PIN CODE

TAB

D 999 5

Open ]
Taxable
X

42

pen
Non-Tax

Fast Plu
Menu

PINCODE  [**¥

ACCEPT | Cancel ‘

- -- cii

TRANSACTION# 17

POSi# 02

¢ | o |

00

NO-SALE

- e

Receive
On Account

Account

@ CASHIER# 1 Wendy Wonka

2 3

0 | e
imm R60
® a1 RS

~ [

17:00:34 12/09/2013

3. Once the password has been accepted the sale will be cancelled.
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CASH SALE

TOTAL

2 ITEMS
1 |PALLET-NPC 189.47 1| 18947
PALLET - STANGER B&T 118.95 1| 11895

CANCEL TRANSACTION

--- P

TRANSACTION# 17

POSi 02

308.42

Function | Open Open
Monu | Toxable | NonTax

-

Fast Plu
Menu

9

4 5 6

1 2 3
KN

Receive
On Account

NO-SALE

- i Rover

Account

R2

@ CASHIERY 1 Wendy Wonka

s
w
-

17:02:09 12/09/2013
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Price override

1. Price overrides are used to manually override the system price of an item.
2. To perform a price override, enter the new price you wish to sell the item at then press the Price
Override button on the function bar at the bottom of the POS screen or in the Function Menu.

CASH SALE

‘ TOTAL 459.56

1 ITEM
I
PRICE OVERRIDE 450.00 Bl o | o
06003398035436 [CABINET MAHOGANY 2 DOOR | 459.56] 1] 45956

| s — ._

Menu

8 | 9

a4 5| s

e E

0 ‘ PLU

NO-SALE

Receive
On Account

- -- e - o i ‘ & i ‘-

POS# 02 TRANSACTION# 17 @ CASHIER# 1 Wendy Wonka 08:57:45 13/09/2013

3. If you do not have permission to perform a Price Override operation a manager override screen will
appear prompting for the manager user id and password, if so, you may proceed with the Price
Override once the manager id and password has been successfully entered.

4. Ring up the item by scanning the barcode or entering the PLU number and pressing the PLU ENTER
button or by selecting it from the Fast PLU Menu.

5. The item will be rung up at the amended price.

CASH SALE

| TOTAL 909.56

2 ITEMS

Open
Taxable

1 x CABINET MAHOGANY 2 DOOR = on

06003398035436 |CABINET MAHOGANY 2 DOOR 459.56/ 1 459.56
06003398035436 |CABINET MAHOGANY 2 DOOR 450.00] 1 450.00 Fast Plu

Menu

5
2
0

R200 R100 R50 ‘

R20 R10 RS

’- -- Feaot - et = ‘ ok ‘-

POS# 02 TRANSACTIONF 17 @ CASHIER# 1 Wendy Wonka 08:59:16 13/09/2013

Receive
OnAccount | Account

NO-SALE

6. Continue and finalise the transaction as normal.
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Item Discount

=

You can discount an individual item either by a percentage or a Rand value.

2. To discount an item, ring up the item as per normal and then press the Item discount button, either on
the function bar at the bottom of the POS screen or in the Function Menu.

3. If you do not have permission to perform an Item Discount operation a manager override screen will

appear prompting for the manager user id and password, if so, you may proceed with the Item

Discount once the manager id and password has been successfully entered.

CASH SALE
‘ TOTAL 646.40
1 ITEM
1x COOLBOX/® =] o | open | oper
DEZBﬁNDZMM ‘COOLBOXCHILU ITEM DISCOUNT 1 M_I% =
‘ ’107 F;sgl;lu
Percent
7 8 ‘ 9
8 | 9
N | . s s
1) 2 ‘ 1|2 3
Jﬂ- X Cancel . ENTER
R200 R100
R20 R10 |

NO-SALE

--- s - S = & |-

POS#H 02 TRANSACTION# 18 @ CASHIER# 1 Wendy Wonka 09:22:34 13/09/2013

Account

Receive
On Account

4. Enter the percentage or Rand value by which you want to discount the item by and press the Percent
button or Rand Value button. E.g. enter 10 and press Percent to give a 10% discount.
5. The system will calculate the amount to be discounted on the item last rung up.

CHANGE 18.25

TOTAL 581.76

CASH SALE

Function
Menu

Open Open
Taxable Nnn -Tax

0620002302014 _|COOLBOX CHILLER SAFARIFIG 12LT 646.40) 1| 64640
DISCOUNT 10% 6454 —
ROUNDING

-0.01 Menu
CASH 600.00

CHANGE 18.25

9
5 6
10 2 0| 3

0 | eve

R200 R1N| R50

R20 R10 | R5

--- Foo - xR i i |-

POS# 02 TRANSACTION# 19 CASHIER# 1 Wendy Wonka 09:26:38 13/09/2013

NO-SALE Account

Receive
On Account

6. Continue the transaction as normal.
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Subtotal Discount

=

You can discount an entire transaction either by a percentage or a Rand value.

2. To discount a transaction, ring up the items as per normal and then press the Subtotal discount
button, either on the function bar at the bottom of the POS screen or in the Function Menu.

3. If you do not have permission to perform an Subtotal Discount operation a manager override screen

will appear prompting for the manager user id and password, if so, you may proceed with the

Subtotal Discount once the manager id and password has been successfully entered.

CASH SALE

| TOTAL 426.49

4 [TEMS

Open
Taxable

Open
Non-Tax

1 x ELECTRIC|®=="" o

SUBTOTAL DISCOUNT

06001477570267 |CURTAIN TIE BAQ
3690361 |DOOR 2 PANEL D) arPh
6001008660429 |DRILL BITHSS 8. | 2649 X Menu
7

Percent

06002844050207 |ELECTRICAL CON
7 8 9 ‘ —
8 9
4 5 6 Rand Value 4 5 6
1 2 3 1 2 ‘ 3 |
Sl = o ||

R200 R100 R50 |

R20 R10 R5

R2 R1

NO-SALE

Receive | oo
On Account | Account

- - - Frot - et

POSi# 02 TRANSACTION# 19 @ CASHIER# 1 Wendy Wonka 10:25:47 13/09/2013

4. Enter the percentage or Rand value by which you want to discount the transaction by and press the
Percent button or Rand Value button. E.g. enter 10 and press Percent to give a 10% discount or 10
and press Rand Value to give a R10.00 discount.

5. The system will calculate the amount to be discounted on all the items rung up.

CASH SALE
CHANGE 0.00
TOTAL 400.00
400
Function Open Open
Menu Taxable | Non-Tax
06001477570267 |[CURTAIN TIE BACK HOOK 34MM PR 29.39 1 29.39
06009693690361 [DOOR 2 PANEL DEEP MOULD 296.40 1 296.40 Fast Plu
06001008660429 DRILL BITHSS 8.5mm Bl 2272 1 22.72 Menu
06002844050207 |ELECTRICAL COMBO PACK 14 ELLIES 77.98 1 77.98 X
DISCOUNT -26.49
Credit Card 400.00 il ‘ 8 ‘ 9 ‘
4] 5] 6|
1] 2|3
PLU
‘ 0 ENTER
R200 R100 R50
R20 R10 R6
--- paon i - S J D:ir:;:m oot e ‘ K ‘-

POS# 02 TRANSACTION# 19 @ CASHIER# 1 Wendv Wonka 10:33:46 13/09/2013

6. Finalise the transaction as normal.
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Proforma

=

A Pro-forma invoice can be created as a quotation to a customer.

2. To create a Pro-forma invoice, you can either ring up the items first and then press the Proforma
button on the Function bar at the bottom of the POS screen or in the Function Menu or press
Proforma button first and the ring up the items.

3. When you have pressed the Proforma button, a window will pop-up, select Create new Proforma

CASH SALE
TOTAL 0.00
Z I
- =)
M Proforma Invoices » / = gf:bnle NUO'EETL
‘ Create new Prcforma
Fast Plu
FROFORMANUMNAME [FROCESSEDDATE __ [QUANTITY [AMOUNT - Menu
™ 13 P Shemin 13/09/2013 10:43:00 13 B0245 | | X
B 148 wayne 13/03/2013 10.63.00 [l 478531
TR8 9
mll &) 6
k2 | 3
PLU
Select Cancel 0 (EDTER!
T 100 R50 |
R20 R10 RS
- -- Feao S - S Orllli(éeu’?ﬁnl et = il |-
POS# 02 TRANSACTION# 21 @ CASHIER# 1 Wendy Wonka 10:53:40 13/09/2013

4. Enter the details of the customer into the relevant fields.

TOTAL 3112.98

PROFORMA 0

12 ITEMS
1 X RY 7 Proforma Details mon
06003398043943 Number Hame
0600177311003 || | 15 |P Shermin ——
04960673637247 s ot ! Menu
42 Wallaby Way T3 E—
Litdit 039123 4567 9
— 6
3
o Aooept X Concel ‘ E:#ER
00 R50 |
R20 R10 RS
--- e - - et o'?:(éeozﬁ'“ et e = |-
POS# 02 TRANSACTION# 19 (7o PASHIER# 1 Wendy Wonka 10:46:10 13/09/2013

5. Then press the accept button.
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6.

o

If you have already rung up all items, press the Proforma button again to finalise.
7. Ring up the items you want added to the pro-forma and press the Proforma button.

PROFORMA 13
TOTAL 3302.45
42 Wallaby Way ]
13 ITEMS
Function Open Open
Menu Texable Non-Tax
06003398043943 |LAMINATED PINE SHELF 1200X400 136.14] 10 1361.40
06001773111003 |LAMP- GAS 100CP HANDI LITE CADAC (W 307.81 1 307.81 Fast Plu
04960673637247 |RYOBI BELT SANDER 100X560MM 1150W 144377 1 1443.77 Menu
0c )00001 |PALLET-NPC 189.47 1 189.47 X
PROFORMA INVOICE 3302.45
7 8 9
4 5 6
1 2 3
PLU
0 ENTER
R200 R100 RS0 |
R20 R10 R§
--- e S - Heeen D:eA{éec’::m oot R & -

POS# 02

TRANSACTION# 20

@ CASHIER# 1 Wendy Wonka

A pro-forma invoice will now be printed out.
If at a later stage, the customer decides to accept the pro-forma, you can convert the pro-forma into
an invoice, to do so, press the Proforma button, select the relevant pro-forma by clicking on it and

pressing the Selec\button

10:49:58 13/09/2013

CASH SALE

TOTAL

0.00

\ I
.1} meunn){nvuices == w5l | open Open
axable Non-Tax
Create new Profoma
Fast Plu
PROFORMANUNAME [PAOCESSEDDATE _ [QUANTITY AMOUNT B Menu
| 13 A\Shermin T3/08/2013 10:4500 13 330245 X

14 B Xavne

Select

13/09/2M3 10:53:00

Cancel

1

478631

ENTER

B

- -- o

POS# 02

g

TRANSACTION# 21

10. Finalise the sale as normal

2

poswizard

SIMPLY SMART

©On Account

R20 R10 R5
NO-SALE - XZReport | ,Recele Account R2 R1 -

@ CASHIER# 1 Wendy Wonka

10:53:40 13/09/2013
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Store/Recall

1. Press this button while in the middle of a sale to store the transaction. You may then continue with

other sales in the interim.

CASH SALE
TOTAL 0.00
H Function Open Open
—'*nu Taxable | Non-Tax
#¥ Transaction Storage E@Q
STORAGENUMBER |PROCESSEDDATE [auanTITY [amauNT | - -
O 2|2013/09/13 12:09:35 PM 3 EER Fast Plu
B 320 30913 12710:18 Ph 3 0763 [z
i 4)2013/09/13 12:10:43 PM % 209286 |_ X
E 8 9
5 6
Select Cancel | -
D ENTER
R200 R100 R50
R20 R10 R&
---JPilirl o JNO,SALE - ereper O:i[:::;‘:m fecent Rz R1 -
POSi 02 TRANSACTION# 23 @ CASHIER# 1 Wendy Wonka 12:11:40 13/09/2013

2. To continue and finalise a stored transaction, ensure that you are not in the middle of another sale
and then press the Store/Recall button click on the relevant transaction and then click on Select
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Paid Out

1. Paid out is used when an amount of cash is removed from the drawer, generally to make payment to

suppliers

2. Press the Paid Out button either on the function bar at the bottom of the POS screen or in the

function menu

3. Enter the amount of cash being paid out in the Payout Amount field

TOTAL

CASH SALE

0.00

POSi 02 TRANSACTION# 23

4, Enter areason in the Reference field.
5. Click on Accept once done.

@ CASHIER# 1 Wendy Wonka

ion Open Open
LTS / u Taxable Non-Tax
Payaut Amaount 100 -
Fast Plu
Reference |C0ur|er fees Menu
X
o Becept XK Cancel 8 9
0 PLU
ENTER
R200 R100 R50
R20 R10 R5

12:24:57 13{09{2013

6. The amount paid out will be deducted from the cash in drawer total.
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Ring up items to an account

1. Press the Account button on the function bar at the bottom of the POS screen or in the function menu
2. Select the account which you wish to ring items up to, either by number or name

CASH SALE T nT I
ﬁ Select Account @E@ U
L] ‘ “ ‘ > ‘ ] ‘
en Open
able Non-Tax
Humber Name Balance Total
E [ohn St | 12022 .
Fast Plu
Cuient 30 Days B0 Daps 90 Days 90 Days+ Menu
[ 12022 | | | | X
Address 1 Contact B 9
100 W allaby 'Way
i | Telephone  [012 3456739 5 6
Sydney Moblle ’—
‘ ‘ Fax
Ernail 2 3
[iohnsmitr@email.co.za
D PLU
Allow Mrs Smith use of the account ERE
ﬂﬂl
o Acoept x Cancel
- " |-
Pri
. T I——— T T T T

POS# 02 TRANSACTION# 14 @ CASHIER# 1 Wendy Wonka 14:46:31 12/09/2013

3. If you have not already created an account for the customer, you may do so now by pressing the
Create Account button
4. Click Accept to begin ringing up items to the customer account

ACCOUNT 3

e e TOTAL 120.22

PRICE LEVEL: 1

2 ITEMS

Function Open Open

1 x Gas Heater Menu Taxable Non-Tax
00600123918628 |Extension Cord on Reel 10m 20.23 1 20.23

04043006700013 |Gas Heater 99.99 1 99.99 Fast Plu

Menu

8 9

4 5 6

1 2 3

PLU
0 ENTER

R200 R100 R&0

R20 R10 R6
- Rle)ﬁll"" Void Paid Out - X\Z Report Ql?:?c';ﬁm Account R2 R1 -

POS# 01 TRANSACTION# 14 @ CASHIER# 999 Supervisorl 17:40:31 15/04/2013

5. Ring up the items as normal
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6. To finalise the transaction press the Accoun

ACCOUNT 3

John Smith

ACCOUNT TYPE: STANDARD
PRICE LEVEL: 1 9

t button again

TOTAL

ITEMS

120.22

Function | Open Open
Menu Taxable | Non-Tax
00600123918628 |E. ion Cord on Reel 10m 20.23 1 20.23

04043006700013 _|Gas Heater 99.99 1 99.99 -
CHARGE ON ACCOUNT 120.22 X Menu
7| 8] 9|

4 5 6

1 2 3

PLU

= | 0 ENTER
R200 | R100 ‘ R50 ‘

R20 R10 ‘ RS

POS# 01 TRANSACTION# 15

7. 'You may now continue with sales as normal
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Receive on Account

1. When a customer wishes to make payment to their account, press the Receive on account

2. Select the account either by number or name

CASH SALE

TOTAL

0.00

5 Sclect Account [E= )
I—_, - |an = J ———
-« | “ | > | > | en Open
able Non-Tax
MNumber Name Balance Total
F [cathy ciar R 18560 Fast Plu
Menu
Cunent 30 Days 60 Daps 90 Daps 90 Daps+ {
[ GEC R 3400 RO00 | Ri1200 | R 000
hddie Contact 9
|i2 Pn\TTe Lane | | Telphore [T oS 6
I Cibiess } Moble 073 301 1234
Fax
| ‘ Email 3
[eclark@emai.com
PLU
ENTER
R50
o Becept X Cancel | RS
- Paid Out | NO-SALE X1Z Report o:?\ﬂﬁm Account l R2 R1 |-
POS# 02 TRANSACTION# 24 @ CASHIER# 1 Wendy Wonka 14:46:30 13/09/2013
3. Click on Accept
4. Enter the amount received and a reference
5. Click on Accept
ACCOUNT 5
TOTAL 0.00
22 Primrose Lane [
Tiger Valley
I y o o
iy on en en
(e u Tﬂ:ﬂb'e ND:*TBX
Received Amount (50,00 -
Fast Plu
Reference ICash received by Wendy{ Menu
X
" Bocept ' Cancel 8 9
4 5 6
1 2 3
PLU
0 ENTER
R200 R100 R50
R20 R10 RS
| | e PRESE R

POS#¥ 02
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6. Enter the amount tendered and press the corresponding tender button

ACCOUNT 5

|aycme CHANGE 0.00

| Tiger Valley
TOTAL 50.00
Function Open Open
Menu Taxable Non-Tax
RECEIVE Cash received by Wendy 1 50.00
CASH 50.00 Fast Plu
Menu
X
7 8 9
4 5 6
1 2 3
PLU
0 ENTER
R200 | R100 | R50 |
R20 | R10 | R5 |
_ | | EaES ESESESEE
POS# 02 TRANSACTION# 25 @ CASHIER# 1 Wendy Wonka 15:08:31 13/09/2013
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X/Z Reports (Cashup)

1.

2.

6.

The X/Z Report button is used to view(X) and clear(Z) the daily Cashup report, as well to enter a
float and account for cash pickups during the day

The X report can be done any number of times during the day to view the current sales totals for the
day.

The Z report allows you to view and clear the daily totals. This is usually done everyday at the end
of trade to enable the system to take a reading and clear the days takings and ready the system for the
next days sales, if the Z report is not done the report totals will accumulate and consolidate on the
day/period you do take the reading.

To view the days sales without clearing, press the X/Z report button either on the function bar at the
bottom of the POS screen or in the Function menu

Press the (X) Print only reports button

CASH SALE

TOTAL 0.00

Open
Non-Tax

1 port Selection oo ) i
S — ons” | Totmblo |
i ) Print only reports | 1 -
2 : FastPlu

Men

x|

RARKEEN
4] 5] 6]
1] 2] 3]
_g et

R20 R10 ‘ RS
|| Euen ESEsEmee A-J

POS# 02 TRANSACTION# 27 @ CASHIER# 1 Wendy Wonka 15:48:25 13/09/2013

(Z) Print and Clear Reports

Float ‘

o
[=2]

Pickup ‘

[V

On Account

Press the Financia| Cashup report button

ﬂRepﬂr‘t Selection ||:| B 2 |

| |
=3 (%\QRINT ONLY [

N \ (X) PRINT ONLY

1 Financial Cashup F{epor‘cé

Close

‘ LCloze

poswizard

2
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7. The X report will then be displayed on the screen, you may choose to print the report by pressing the
Print button or close the report by pressing the Close button

| & Display = B S

-

FINANCIAT. REFPOR

() REPORT NUMEBER: 00000
POS : 000
CASHIER: 1 Wendy Wonk

EEPORT RUN INFORMATIO

m

FROM :20:33 19/06/201
TO :16:26 13/0%/201
DEPT
1 R 1.50

DEPT 1 dept

30 R 7 521.56

DEPT 99

7 R 39%.00
NET SALES 38 R 7 562.06
ROUNDING E—-0.43
RECEIVED ON ACC+ 2 R 150.00
TENDER INFOQ
CASH 38 R 13 €53.80
Credit Card 1 R 400.00
Voucher 1 R 50.00

LCloze

8. To view and clear the financial report press the X/Z report button on the function bar at the bottom of
the POS screen or in the function menu
9. Press the (Z) Print and Clear Reports button

TOTAL 0.00

CASH SALE

V ) Report Selection =] B L

Function
Menu

- Fast Plu
Menu
X

Open
Taxable

Open
Non-Tax

" (X) Print only reports |

Z) Print and Clear Reports

8 9
Float
4 5 6
Pickup 1 2 3
| o B

R20 R10 RS
B - = o
POSi# 02 TRANSACTION# 27 CASHIER# 1 Wendy Wonka 15:48:25 13/09/2013
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10. Press the Financial Cashup Report Button

] ﬂ Report Selection |ﬂl

\

4] F'RII*N' AND CLEAR

(Z) PRINT AND CLEAR

1 Financial Cashup Reporté

Close

11. Count the cash in the drawer and enter the values of the denominations into the corresponding fields.

12. Once you are done, press the Okay button

13. You will then be logged of from the POS, if you wish to log in again, enter your user id and
password.

User Verification

POS Login

Clear TAB
Enter your ID and PIN CODE

1D 1
7 8 9
PINCODE  [*****¥

4 5 6
ACCEFT Cancel ‘
1 2 3
0 00
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14.

15.

16.

17.

18.

2

Note that Z reports can be reprinted via the backoffice using date,
POS or report number. Simply go to Reports and select Financial

report.

Enter the desired dates, if you want to see the Z report for a

specific POS, enter the POS number in the register field or leave
blank for all POS.
If you want to view a specific report and know the number of the
report, enter the number into the report number field

Click
on OK

Financial Report Criteria

Date Range

From 13/09/2013 | To

Register 1] Z
W OK | X Cancel |

Report Mumber |0 Z

The Z report will now be displayed

poswizard

SIMPLY SMART

4 Poswizard

File Activities Interface  POS  Help

Items

Itern Sales
Item Sales by Tumnover
Clerk Sales

Ingredient Sales

Itern Stock
Itemn Stock Value
Cascade ltems

Ingredient Breakdown

Item Last Sold

Itern Re-Order

Item Top-Order
Stock Reorder Report

Purchases Report
Hourly Sales
Financial Sales

Account Statements

Account Age Analysis
Register Account Balances
Audits

Lists

Financial Sales Report Poswizard

REPORT PERICD:

1I0NZNF T 1S3

16/ 082012

Grocery z a.00a
Hardware €2 15253.58
Electrical 14 78.00
HET 3ALES3 78 15224.98
ROTHD ING —-0.88
RECEIVED COH ACCOUNT+ 4 300. 00
TENDER INFO

CASH 78 27717.40
Credit Card 2 BO0. 00
Voucher 2 100. 00
TENDER TOTAL B2 ZBEL1T. 40
CID ANALYSIS

CASH 78 27717.40
PAID OUI- B B2E. 48
FLOAT+ 1 SEH. 95
CASH IN DRAW 25112 .83
TRANSACTIOH INFO

OVERRILDES3 [ 2€40 .00
OVERRIDE DIFF E 422 .82
woID3 4 —E1.0E
RECUND3 4 —757. 88
ITEM DI3OUNT 2 —-125. 28
SUEBTOTAL DISOUNT 2 -52.98
HO 3ALE 2

CUSTOMER COUNT 7€

TA THFO

HON TAXELE TOTAL 11001.34
TAXABLE TOTAL (EXCL TAX) 15150.159
TAX TOTAL 212E_E5
SALES [INCL TaX] 2B3ie.18
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Convert from PLM

1. Click on File.
2. Scroll to Utilities.

3. Select Convert & Import Items from File.
5 STK STOCK CONTROL

Activities Reports  Interface  Help

Preferences icial Purchazes 5 5
Utilities L Backup Data Files
Exit Restore Data Files

Verify Data Files
Run DbExplorer

Restructure Data Files
Convert & Import tems from File

Irnport Itern Sales from File

Capture From Remote File

4. A screen titied Select PLM file to Convert will pop up.

Select PLM Fle to convert EE
Lok [ 3 D Bl i
ncaal| 4. Deskiop ] N+5400-01
npL| 2 My Decuments N:5400-01

| B My Camputer e
ndulit = 30 Floppg 8] Nx5400-01
NDUL o N5400-01
NDUI ™3 Program Files Nx5400-01
hdulin 3 Uniwel t Nx5400-01

1 Pim2000
4] &0t B
File name @ [D_:] Open
& E) Qe |
sl Metwork, Meighbarhood ﬁ — |
acL
——— ] backup very important Z

In the Look in: box, select [C:]

Select Program Files from the list of files and folders.
Select the Uniwell folder.

Select PLM2000.

. Select the Data folder.

10. In here you will find a list of your PLM files.

11. Select the most current uploaded file.

12. Click on Open.

©Co~No O
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13. A screen will appear with PLU numbers running, your file is now being converted into
POSWIZARD.

xsio
Converting file N Stores 1."ed

00000000000238

14. A message will appear, stating: Import Successful. Click on OK.

Stk

Impart succezsfull
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Backup Data Files

% STKSTOCKCONTROL
File | Activities Reports Interface Help

1. Click on File Login
2. Scroll to Utilities. A ial | Purchazes 5 5
3. Select Backup Data Files. - e '
. F -
4. Or click on Backup on the toolbar. e Hackup Dot Riles
. Restore Data Files
Exit
Verify Data Files
£y Run DbExplorer
Backup Restructure Data Files

Convert & Import Items from File

Import ltern Sales from File

Capture From Remote File

5. Select where you want to backup to.

- Jd Browse for Folder @ | |1
Back Data filez l X
Backup |
|| M3OCache -~ -
| MyWworks
[» . PerfLogs

|/ Previous Instal L)
) Program Files 3
, ProgramData ‘:‘
| RRbackups
by Stk

|, Stk Badkup
J SWShare

vl swTooLs s

6. Click on OK.
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7. Click on Backup

Back Data files

Backup [T Faommat Digks Backup To: |E:H5tk Backup

8. The files will start backing up to your selected path.

Back Data files

Claze [T Format Dizks Backup To: |C:AStk Backup

Jwl| @

adding: TmpTranzfers. DB
adding: UzerGroups. DB
adding: zerGroups. P
adding: Uzers.DEB
adding: Users P
adding: Uzers. =G0
adding: Userz. ¥G1
adding: Uzers G0
adding: Uzers¥G1
adding: ‘VatList. DB
adding: % atLizt. P
adding: W atLizt.=G0
adding: YatLizt Y G0

BACKUP COMPLETE

« [m]

9. You have successfully created a backup of your data files.
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Restore Data Files

1. Torestore data you have backed up, firstly rename your data folder in the POSWIZARD folder on
the C drive to OLDDATA.

2. Click on File.

Scroll to Utilities.

4. Select Restore Data Files.
S STK STOCK CONTROL

w

File | Activities Reports Interface Help

Lagin [

Preferences Eial Purchazes g E

Utilities b Backup Data Files L
Exit Restore Diata Files

WVerify Data Files
Run DbExplorer
Restructure Data Files

Convert & Import Itemns from File

Import Itemn Sales from File

Capture From Remote File

5. Select the path you want to restore from, this will be the same path that you have backed up to.

Restore Data files

Bestare Cloze Fiestare From: |E:'\ g

Click on Restore.

The files will be unloaded into a folder titled Restore.

In the POSWIZARD folder on the C drive, rename the Restore folder to Data.
Your backed up data has now been restored to POSWIZARD.

© oo~
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Cash Register Day End Procedure

Stepl

Go to Cash Register

Turn key to the X position

Enter 62

Press X, Press CASH

(To check for open accounts/tables)

Should you require to close any accounts/ tables:
Turn key to R and close the accounts/tables

Turn key to X

Enter 10

Press X, Press CASH

Turn key to Z1/P

Enter 1

Press X, Press CASH

Step 2

Go to computer

Double click on POSWIZARD
Enter username and password
Click once on upload sales

Click on interface
Click once on upload account balances
Click on OK

Step 3

When complete

Click on Financial sales
Click on OK

Will display - Print if needed
Click on Item sales

Click on OK

Will display - Print if needed
Click on reports

Click on Account Balances
Click on OK

Will display - Print if needed
Click on reports

Click on Clerk Sales

Click on OK

Will display - Print if needed
Step 4

Click on Backup

Select folder/drive to backup to
Click on Backup

Step5

Close Program.

‘lP poswizard
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FLAG SETTINGS ON ECR FOR DIRECT COMMUNICATION

NX5400-01
TURN KEY TO SP
ENTER 100
PRESS X

ENTER 62

PRESS POINT
ENTER 00000000
PRESS X

ENTER 66

PRESS POINT
ENTER 01000010
PRESS X

ENTER 00100000
PRESS X

ENTER 00111111
PRESS X

PRESS CL TWICE
TURN KEY BACK TOR

NX5400-02
TURN KEY TO SP
ENTER 100
PRESS X

ENTER 90

PRESS POINT
ENTER 00000000
PRESS X

ENTER 01000010
PRESS X

ENTER 00100000
PRESS X

ENTER 00111111
PRESS X

PRESS CL TWICE
TURN KEY BACKTOR

Cable Configuration
From PC to Till
DB 9M

DBI9F

GRND
2

3

1

g} BRIDGED

5
7

O©CoOoO~NOoO O WN P

8
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FLAG SETTINGS ON ECR USING (NA700/720 ADAPTER & SCANNER)
NX5400-01

TURN KEY TO SP

ENTER 100

PRESS X

ENTER 62 NA 700 ADAPTER DIP SWITCH

PRESS POINT _
ENTER 01000000 SETTINGS:

PRESS X S1=1,35,6,7,8 OFF
ENTER 66 2,4,9,10 ON(19200 BAUD RATE)

PRESS POINT OR

ENTER 01000010 1,2,9,10 ON(9600 BAUD RATE)
PRESS X S2=1-8OFF

ENTER 00100000
PRESS X

ENTER 00111111
PRESS X

ENTER 75

PRESS POINT

ENTER 00010100
PRESS X

ENTER 00001000
PRESS X

PRESS CL TWICE
TURN KEY BACKTOR
NX5400-02

TURN KEY TO SP

ENTER 100 I MPORTANT

PRESS X
ENTER 5 SYSTEM FLAG 29 MUST BE SET TO

PRESS POINT 01000000
ENTER 00000001 ON BOTH THE VERSION 1 AND 2
PRESS X

ENTER 73

PRESS POINT

ENTER 00010100
PRESS X

ENTER 00001000
ENTER 89

PRESS POINT

ENTER 00001000
PRESS X

ENTER 01010000
PRESS X

ENTER 00101010
PRESS X

ENTER 00000100
PRESS X

ENTER 01111111
PRESS X

PRESS CL TWICE
TURN KEY BACK TO R
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FLAG SETTINGS Px5700
SF5 = 00000001

SF29 =11000011

SF89 = 00000000

SF90 = 00100000

SF94 = 01000001

SF95 =00111111

SF102 = 00100000

Vs2200 FLAT BED SCANNER TO Nx5400
SF90 = 01000000
SF91 = 00100010
SF92 = 00100000
SF93=00111111

TO SET TAX RATES ON THE NX CASH REGISTERS
NX5400

TURN KEY TO SP
ENTER 107
PRESS X

ENTER 1

PRESS POINT
ENTER 14.000
PRESS X

ENTER 0.000
PRESS X

PRESS CL TWICE

DS 788 SCALE LINK TO POSWIZARD

ON THE SCALE:

PUSH THE RE-ZERO BUTTON AND 141 ON THE ECR(LX5600):

USE + TO MOVE TO THE NEXT SPEC SET SYSTEM FLAGS:
SPEC3=0011 SF5 = 00001001

SPEC4=0100 SF90 = 00100000

SPEC5=1000 SF94 = 01000010

SPEC6=0001 SF102 = 00100100

SPEC7=0000 CREATE THE SCALE AND TARE
PUSH TARE BUTTON TO END SETTINGS. BUTTONS (222) & (236)

IN POSWIZARD:

WHEN CREATING THE PLU, SELECT THE ADDITIONAL
FLAGS OPEN PRICE ITEM, SCALE ITEM AND SCALE
MANUAL TARE WEIGHT
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Trouble Shooting

As with any software, it is important to run a backup every day or at least once a week, so in the event of a
system failure resulting in data loss, you will be able to revert to your latest backup, thus avoiding major down
time.

Common Errors in POSWIZARD:

Key Violation.

Causes: In most instances, a key violation error will arise when the program has not been exited correctly.
This usually occurs after a power failure or surge.

Suggested course of action: Run the Restructure function. In the event of the Restructure not rectifying
the problem, you may need to empty your audit table in the database explorer. If you are unfamiliar with the
database explorer it is suggested you refer to your dealer for assistance.

Communications Error.

Causes: there are a host of reasons for a communications error arising. Incorrect system flags being set on
your cash registers. Incorrect settings in Setup Registers. Incorrect/faulty data comms cable. Use of
comma’s (,) in the item description field. An item with a O(zero) PLU number. Faulty ports on either the
cash register or PC.

Suggested course of action: Systematically check for the above causes. Ensure that your cables are
correctly wired and plugged in securely. Check your sytem flags on the cash registers and in Setup
Registers. To search for comma’s in your database, click on Item Stock on your toolbar, in the description
field, check the Containing box and type in a comma (,). Click on OK. Should there be any items in the
report, make a note of these items and go to edit item details to delete the comma’s. To check for an item
with no item number (all zero’s), go to View Items, you will be able to see here if such an item exists in
your stock file, delete this item. Lastly, run the Restructure function.

Invalid Password.

Causes: Incorrect password being entered. No password being entered.

Suggested course of action: ensure that your Num Lock and Cap Lock are on. Click in the password field.
Re-enter the password then click on OK.

Unable to enter your Password?
Causes: POSWIZARD was closed incorrectly, minimised and closed.
Suggested course of action: maximise the screen, then enter in your password.

Why are the stock quantities not being updated after my stock take?
Causes: You probably have not completed the stock take procedure.
Suggested course of action: ensure that you have done step 5 of the Stock Take Procedure.
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How to do a Restructure

1. Before doing a Restructure, it is suggested you do a back up of your data files. Note that if you have corruption
in your data files, do not overwrite any existing backups, instead back up to a new path.

2. Click on File.

3. Scroll to Utilities.

4. Select Restructure Data Files.

% STK STOCK CONTROL

| File | Activities Reports Interface Help

o l l
Preferences ial

Ltilities r Backup Data Files i

F'uru:hases

Exit Restore Data Files

Verify Data Files
Run DbExplorer
Restructure Data Files

Convert & Import Items from File

Import Itemn 5Sales from File

Capture From Remote File

5. A message will pop up, advising you to do a backup before running the Restructure. If you have already done
the backup click on Yes, otherwise click on No and do a backup.

[ Caonfirm ﬁ

'e' Backup advisable before running this procedure!, Do you want to proceed
L 4

6. Upon clicking on Yes, the Restructure procedure will begin to run.

[ &, Verify database RS

Audititems.DB
MENEEEERENENENEREENENEREENENENEREENN
Processing
[[]]
Packing

Appending Records

7. The procedure will run through the tables, restructuring each one, which should rectify any errors in the
database.
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