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This training manual has been
developed by the MYOB Enterprise
Division - Professional Services Team

for use in the delivery of training.

This manual uses a simple step-by-step
approach to give you the skills and
knowledge necessary to setting up and
using your EXO Point Of Sale system.

This manual has been designed for the

following MYOB product:

e EXO Point Of Sale

MYEBPOS

Setting up and using Point of
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EXO Point of Sale

Course duration: 1 Day
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Participants
This course is aimed at:
e Users of EXO Point Of Sale.

Prerequisites

Basic PC experience is required.

Understanding of Retail Sales.

Instructional method

The instructional method combines trainer-led demonstrations with hands-on student
practice. You will work through a series of examples. Each unit concludes with a Review
Task.

Conventions used in this manual

® Objects such as buttons or icons that you must click or select are shown in bold.
e Information to be entered (typed in) is shown in bold and italics.

e Keyboard keys are shown as [TAB], [CTRL] etc.

Screenshots in this manual are for illustration purposes only and may differ from those in
the actual product due to configuration settings.

© Copyright MYOB Technology Pty Ltd 2011. This document may not be copied or utilised by any other party without permission from the publisher.
iii



Setting up and using Point of Sale

Symbols used in this manuals

EXO Point Of Sale

Symbol

Name

This symbol tells you...

Practice task

Review task

... to complete a task to practice the skills you have just
learnt, or as a review task at the end of the unit to

consolidate what you have learnt.

Written Review task

... to complete written questions to review the content

covered in the unit.

Optional Challenge

... to complete this task if you have finished early and

are looking for an extra challenge.

\ / Tip .. about helpful tips.
~
N\
Note ... to take note of an important message.
%ﬁ\‘ i Warning .. about potential problems to be aware of.
' Important ... to pay attention to an important notice.
I ' i New ... where features are new for EXO Point Of Sale.
Reference ... where to go to find more information.

Skills Checklist

... to tick off a list of skills that you have learnt during

the unit.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Objectives

Upon completion of this course you will be able to:

Be able to Log in and Log Out

Start and end a shift

Make a Sale

Enter Stock items and quatities

Process a Receipt

Select a Bill of Materials

Add Delivery addresses, Sales Details, Messages and Narratives
Reprint Invoices and Receipts

Enter Eftpos transactions

Enter transactions using Payments- Mixed Types
Park a Transaction

View and Retrieving Parked Transactions

Create a New Account Template

Transfer of Stock

Override Defaults

AddExtra Fields

Use and understand the Audit Trail reporting
Enter an EFTPOS Inquiry

Explain the difference between the Full Product in comparison to the Lane Product

Use the Sales Cart and Delivery Options
Add Dollar Value Discount Lines
Set up warranties

Sell a stock item with a warranty

© Copyright MYOB Technology Pty Ltd 2011. This document may not be copied or utilised by any other party without permission from the publisher.
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Navigational & Function Keys

MYOB EXO Business can be navigated by keyboard or mouse, however a combination of
both is generally used. The standard keyboard convensions for Windows are used, with a
few MYOB EXO Business-specific options.

Windows Navigation Keys

TAB Moves from field to field, column to column

SHIFT+TAB Moves backwards from field to field, column to column

ENTER On open dialogue boxes, automatically select the OK
button.

ARROW KEYS Moves around a grid, or up and down a list.

PAGE UP, PAGE DOWN Moves between the “sections” of some screens, such as

moving from the invoice header to the body to the end.

ALT + (Underlined Letter) ALT key plus the underlined letter on a field label
activates that function, e.g. ALT + N within a the debtor
account screen creates a New Debtor.

MYOB EXO Finance Function Keys/Shortcut Keys

F1 HELP

F3 Debtor accouints search screen

F4 Sales Order search screen

F6 Debtor Invoice entry screen

F7 Invoice Number search screen

F9 Enter sales message (within an order/invoice)

F10 Alternative delivery address (within and order/invoice)

RIGHT + CLICK Right-click on Exogrid header or certain field to acces additional
functions or options.

CTRL+0 Create one-off stock items (within an order/invoice)

CTRL+L Stock level enquiry (within an order/invoice)

CRTL+ N New line narrative (within an order/invoice)

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Overview

This unit will provide an
overview of the EXO

Point of Sale 3
functionality.

By the end of this unit, you will be able to:

List the key features of EXO Point Of Sale

D Navigate the Point of Sale interface.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Overview

The EXO Point Of Sale (POS) module is designed to provide the functionality required to
deal with customers in a live customer facing environment such as a shop counter or lane.
It caters for invoicing and credit notes, customer receipt and refund payments, lay-bys
and deposits, and stock transfers into store.

Point Of Sale is an add-on module to the EXO Business suite, and integrates with the
account, stock, pricing system and other structures from the EXO Business system. Point
Of Sale connects in real time to a centralised database. Stock and other balance fields are
therefore always up to date throughout the entire EXO Business system.

Point Of Sale is fully integrated with EXO Business, providing the back office functionality,
resulting in a true end-to-end processing system. With a simple user-friendly interface,
Point Of Sale contains capabilities that allow it to be used by the Salesperson operating
the cash register, as well as the Store Manager or Administrator who has the availability to
access advanced or restricted options. Keyboard support is enhanced using a function key
driven toolbar. The Next and Back buttons guide you through the workflow for each type
of task.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Features

The Point Of Sale system includes the following features:

Provides easy access to frequently used functions through (on-window) easy-to-use
buttons. You can complete most tasks in the Point Of Sale module without a mouse.
For example the standard toolbar

Contains a logon password to restrict unauthorised access to the system.

Allows Cash Sale payments through payment types such as cash, cheque, credit cards
and EFTPOS. Multiple payment types can be used on any transaction. Supports EXO
Business’s advanced payment type features, including refund and over-tendering
control.

Can take account payments or Lay-By deposits.

Integrates directly with EXO Business stock items, customer accounts and contacts
system.

Provides an ongoing record of transactions with details such as name of the
salesperson and currency. Also provides an audit trail of key events in Point Of Sale,
such as overriding a price, either silently or with a password prompt.

Allows task switching for handling interrupted workflow (window swapping) of
primary transaction types.

Allows transaction parking (to database) for retrieval at another workstation within a
branch.

Has the capacity to be integrated with peripheral devices such as barcode scanners,
electronic cash drawers, docket printers, and pole displays.

Supports EFTPOS integration via software EFTPOS clients Syncro Plus (from Provenco
NZ and Keycorp Australia), PC EFTPOS (from EFTPOS NZ), and Ingenico terminals and
software (Australia).

Supports individual stock items as well as bills of material (including kits).
Contains an option to integrate the discount pricing policies in EXO Business.

Contains workflow functions for shift control, cash up declarations and creation of
banking batches.

Supports warranties. You can sell warranties such as manufacturer’s warranties. You
can make a stock item warrantable, and can create multiple warranties you can then
add-on sell for that stock item.

Run Point Of Sale as GST-inclusive and GST-exclusive. You can also switch sales lines
between GST-inclusive and exclusive as required.

When Point Of Sale is run within EXO Business it also allows you to choose different
delivery and payment options for sales lines within a single sale. Also you can assign

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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a dollar value discount to a sales line, while still keeping within the discounting
percentage guidelines you specify.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Requirements

EXO Point Of Sale integrates with the back office functionality of EXO Business. Some
options therefore are global to both EXO Business and Point Of Sale. Some of these
options are not visible in Point Of Sale and are set within EXO Business.

Note that the EXO Business "lane product" does not provide or allow access to the
Creditors Ledger (including purchasing. functions), nor the General Ledger. These
functions are available in the EXO Business core (back office) application and therefore if
there is a requirement for these at a branch level then the EXO Business core product will
also need to be implemented in the branch (Store).

Ensure that EXO Business is correctly set up and contains the required Staff, Debtor, Stock
Account and General Ledger information. Consult your business partner for assistance or
more information.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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The Point Of Sale Interface

The Task Organizer is the main interface for the Point Of Sale module, and is used to

launch new tasks (transactions) or retrieve parked tasks. The main areas of the window
are described below.

Function keys

@ e e R W DY @

S Recept  SalefFark. Layby Deposit Credits Staff .ﬂ.dm Exit
Task Organizer 9
Micde Created at Account Opesrabor Amicrn
TAGKS Thu, Mow 11, 2010 14:25
Sale Thu, Moy 11, 2010 14:21 CASH SALES DAVID CRANSTON 114.54
Calke L

Wy 11, 2000 1423 CASH SALES EX0 BUSTNESS ADMIN ACCOUNT 433,00

Lanyby Tha, Moy LAYET CLEAR Ih(i@i.h’r DANVID CRANSTOM 1,595
Sals Thu, CALH DAlLL DAVID CRANSTON 233,50

23.50

Parked Transactions {2}

3:d->d| Creabed Ak Acgeunt O aler Al
0. ALKCKLAND Thu, Mav 11, 2010 14:25 CASH SALES DAVID CRANSTON 3.3
0. ALCELAND Treg, Moy 11, QL0 14:25 CASH BRLES EXQ BLSINESS ADMIN ACCOURNT 8385

IMoiopar iz.00.02 | | | Shifit 1 1004 | CashDrawer L Hoguembes:

1 Function key driven Toolbar
2 Message Line
3 Activity Zone

4 Status Panel

NOTE

Where Point Of Sale is installed, you can run the core EXO Business module in "Point Of
Sale mode" by adding /Point Of Sale to the main MYOB EXO Business shortcut,
e.g."C:\Program Files\MYOB EXO Business\Exonet.exe" /Point Of Sale In Point Of Sale
mode, all windows use Point Of Sale-style toolbars and the Task Organiser is launched
automatically following startup.

MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Standard Toolbar

The toolbar provides you with the options you need to launch new tasks and are available
as Function Keys on your keyboard. Some of the buttons on the menu bar contain sub
menus while others are quick keys that assist you.

\g n = JiE;I'E? 4&{& |$ r:‘!?./h 7&] f@‘c\-i |s ,_;’@ c:*h ,@

]
Sale Recept  Sale/Park Lay-by Deposit Credts Refunds  * Staff Fore Exit |

The following table describes the buttons on the toolbar:

Button Description
Help F1 Open the EXO Business online Help
Sale F2 Starts a sales transaction. This is an invoice, possibly accompanied by a

receipt. It can be used for both cash and account sales.

Receipt F3 Starts a receipt payment. This allows receipt of payment against an account.

Sale/Park F4 Allows the operator to commence a sale similar to the Sale F2 button but the
default action for the transaction will be set to Park rather than Save.

This button is only availalbe of the profile setting POS Allow Parking is
active.

Lay-by F5 Access lay-bys. This is used to create a new lay-by or access/supply an
existing lay-by. A new lay-by may also have deposits.

Note: This button is only available if the profiel setting Enable POS Lay-bys is
active.

Deposit F6 Start a deposit against a lay-by entered on a previous occasion.
Note: This button is only available if the profile setting Deposts in Sales
Orders and GL is active.

Credits F7 This is similar to Sale but is used where a credit note is to be produced.

Refunds F8 Similar to a Receipt but will result in a refund payment.

Staff F9 Access the Active Staff Control window that allows you to log in or log out of
the system.

More F10 Access additional options. The More button changes the toolbar to reveal

additional tasks, including invoice reprint, stock in and stock transfers.
Holding down the CTRL key also actives the More options.

Admin F11 Access the Shifts window for starting shifts and performing End of Day
operations.
Exit F12 Close the Task Organiser and optionally the POS module.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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More Toolbar

Tigem - A, L i L e Flfm==—m Il [ i Jmiriem
' & ] T - 100 T =l
Custom Reprint Transfer Stodk Debtors Contacts ' Mare EBrandves Parked

The following table describes the keys on the More toolbar.

Button Description

Custom F1 Access the list of custom button functions.

Reprint F3 Open the Invoice Search/Transactiondq Reporting
window.

Transfer F5 Opens the Stock Transfer window. If Distribution

Advantage is installed, it opens the Stock Transfer
Requests window.

Stock F6 Opens the Stock Maintenance window.

Debtors F7 Opens the Debtors Maintenance window.

Contacts F8 Opens the Contact Maintenance window.

More F10 Hids the More toolbar and reverts to the standard
toolbar.

Branch/Branches F11 Toggles the list of parked transactiosn to show all
branches or the current branch.

Parked/Tasks F12 Toggle the focus between the task list and parked list
on the main window.

Message Line

This is a bar that provides the name of the selected task. It also displays messages to
suggest the usual action to be taken next.

Activity Zone

The activity zone lists currently active tasks and parked transactions.

Tasks are transactions that a temporarily interrupted, and are held open on the current
terminal. These are current windows held open, ‘behind’ the current task window. They
can be recalled from the main task menu for continued operation. Tasks must be
completed and closed before Point Of Sale can be closed. As tasks are simple window lists,
they are not password protected. Tasks can include active sales, receipt, sales order or
deposit transactions.

Parked transactions are optional and are interrupted sale transactions that are stored in
the database, allowing them to be recalled by other terminals within the branch.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.



Setting up and using Point of Sale EXO Point Of Sale

NOTE

While a summary of parked transactions from other branches can be displayed,
transactions from other branches cannot be "unparked".

Status Panel

The content of the status panel provides a summary of the current task, the contents of
which changes to reflect the current task being undertaken. The contents may include
information such as the type of account, the name of the salesperson, the total sale
amount of the listed stock items and its tax content

Account  LAYEY CLEARING ACCOUNT Order Status |Payments

Num [ Code 34/ LAYCLEDL
AC Balance 0.00 NZD 1

Operator  EXO BUSINESS ADMIN ACCOUNT
Stock level: 1

| Motepartz.ca.ne |[FLanGEDL |FLAMNGE KIT \ts 43,0000 Shift.; Disabled|icashDrawerd e J00):

Custom Buttons

You can define up to five custom buttons to appear on the Custom Buttons window. This
window is opened by pressing CTRL+F1 or clicking the Custom button on the More

toolbar.
Custom Buttons E|
Fi F2 3 Fa E
£ iah om =
Calculator My Report  Your Report  Motepad Exit

Custom Buttons

F1 : Calculator
F2: My Repart
F3: Your Repart
F4: Maotepad

The button functions are configured via profile settings and allow extension of the
workspace to run any application you wish including applications provided by other
parties (e.g. calc.exe). It may also be used to run Clarity reports.

To configure custom buttons, specify values for the Point Of Sale Button User profile
settings in the EXO Business Configuration Assistant. There are two settings for each
button: one to define the caption that appears in the Custom Buttons window and one to
specify the application or report to be launched when the button is clicked.

MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Key features of EXO Point of Sale

Available buttons and their functionality in the
Point Of Sale interface

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Shifts and Logging In

In this unit you will learn By the end of this unit, you will be able to:
how to log in and out of
the system, as well as
how to start and end a
shift.

P Llogin

p  Startashift
) LogoOut
4

End a shift

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Logging In

Once POS has been started, staff must log in and start a shift before transactions can
begin.

Logging in adds a staff member to the active staff list. A staff member must be in this list
before they are able to perform any other function in POS (including starting a shift). This
provides security and limits the list of staff members offered when commencing a task.

NOTE

Staff members are set up and maintained in the Staff > Users section of the EXO Business
Configuration Assistant.

When you log in to POS on a terminal, you are logging on to the shared lane environment,
and not just that terminal. This means you only need to log on or off at one terminal to be
visible/invisible on all the shared lanes.

To log in:

1 Click Staff or press F9. The Active Staff Search box is displayed:

'8 Active Staff Search (=)<

: File Filter Navigate Help 5 ]

Search Key:

Staffno MName
2 DAVID CRANSTOM
9 DEMO
8 |EXO BUSIMESS ADMIM ACCOUMNT
4 |GREG MANMING
6 | INTERMNET SALES
5 |MALCOLM BREEM
7 | 5YSDEBEA

Motopartz.co.nz

MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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2 Select the salesperson to log in and click Start or press F3. The Staff Password
window is displayed:

-,

r@ Staff Password E] @

Please enter the password for DAVID CRAMSTOM.

Cancel

3 Enter your password and press enter or click OK.

The salesperson is now logged in. Additional staff members can log in at this time or you can click
Exit to close the window.

Logging in with Barcodes

Barcode entry can be used to log in, if staff have barcodes attached to a keyboard barcode
reader. Magnetic stripe cards are also accommodated by this feature

To log in by barcode or magnetic card, scan the barcode or swipe the card. The system
searches for the login name to locate the staff member and automatically complete the
password entry process. The name is now added to the Logged on Staff list.

NOTE

Barcodes are typically a code128 barcode to support mixed case passwords. The format of
the barcode or magnetic card track should be Login|Password or Login/Password.
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Starting a Shift

A shift defines a time interval, often used for staff or cash reconciliation purposes, and
records the name of the person who commenced the shift. Shifts can be set and organized
based on requirements and depending on the number of terminals and salespersons. An
open shift is required before transactions can be processed.

The system also provides a separate time interval for banking batches and therefore
allows multiple banking batches per shift.

A shift can be started once at least one salesperson has logged in (see page 7). One
salesperson then starts a shift and is responsible for it. At the end of the day the shift is
closed (see page 36) by a salesperson (preferably the one who is responsible for it), who
then logs out (see page 9). Each Shift Number is related to one shift.

To start a shift:

1 From the Task Organizer, click Admin or press F11.

2 Alist of logged on staff members is displayed. Select a member to be the shift owner
and click Select.

3 The Shifts window is displayed:

f@ Shifts L= @]
i Fle Flter Shifts Help &
Fe 7o e A S £33, [P==
E 1 i Q = LA ' |..—..§f|
Help  StartShift EndShift  Marratve | (edare Bankng Repart Load [Exit

- Skatusas -
Quick ranges: | Al :] Eranch: 0. ALKCHLAND q ~ Epe;'.
- - | Closed | Ready for Dedaration
From date: Terminal ID: | CashDrawer 1 l] [ Dedared [ Ready for Barking
- - ] Barked | Complated
To dlate:
Shft|Name Status Starbed Envded Texminal
1003 EXO BUSINESS ADMIN ACCO... Open 30/06/2008 12:06:3... 30/06/2008 12:06... CashDrawer1
<] 2]
Molopartz.co.n:

4 Click Start Shift or press F2 to start a shift.
5 You are asked to confirm. Click Yes, and the shift details are recorded.

6 Click Exit or press F12 to close the Shifts window.
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As with logging in, you have to log out of the Logged on Staff list at the end of your work
period. Depending on your responsibilities, you may or may not have to also close the

shift, before you log out.

Because logging in logs you into all terminals in your shared environment, exiting out of
POS on one terminal does not log you off. Each staff member needs to log off to ensure
they are not logged into the shared environment and therefore still be logged in on other

terminals. A warning is displayed when exiting POS on a terminal.

To log out:

1 Click Staff or press F9. The Active Staff Search box is displayed:

Active Staff Search

! File Filter Mavigate Help

Finish

Search

Search Key:

=

Staffno MName
2 |DAVID CRAMSTOM
9 DEMO
8 EXO BUSINESS ADMIM ACCOUMT
4 |GREG MANMING
6 | INTERMNET SALES
5 |MALCOLM BREEM
7 |SYSDEA

Motopartz.co.nz

Phone

BEx|
&
Exit
[~]
[se]

2 Select the salesperson to log in and click Finish or press F3. You are asked to confirm

the logout.
3 Click Yes.

The salesperson is now logged out. Additional staff members can log out at this time or

you can click Exit to close the window.

When POS is closed it does not automatically close the shift. Unless it is closed, the shift is

still running even if all active staff log out.
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End of Day Process

The End of Day process involves some or all of the following operations:

e Shift operator or leader ends the shift (see page 36), and optionally performs an
EFTPOS settlement and/or declares a count for the shift

e Back office staff recounts and declares the shift (see page 37)

e Banking batches are generated (see page 39)

e Shift reports are printed (see page 40)

e Banking batches are reviewed for any exclusions and corrections
e Banking batches are posted to General Ledger

The Shifts window is available from the Transactions menu, or by clicking Admin from the
Task Organiser. This window may also be automatically called after closing a shift so that
the operator may perform the first count and declaration.

If it is more convenient, the operator may also defer the first count then recall the shift
later, perhaps from a different workstation, and do the first declaration. This might be the
case where each operator has their own cash drawer and a "quick change" of staff is
required. The retiring operator can then log on to a back office station later to declare the
contents of their drawer.

When performing a double count, the recount and declaration is normally not done as an
in-line workflow process. A different staff member must also do the second declaration
than did the first count. To perform the second count (recount) access the shift by
selecting the Shift control menu item.

When ending a shift, the system locks off the shift an therefore required s new shift to be
opened before trading can be recommenced. A new shift may be started for the
workstation even though no declarations or reports have yet been produced.

Shift Statuses

All shifts have one of the following statuses:
Open - The shift is still open.

Closed - The shift has been closed, but no Payment Declaration or Batch banking has
been performed.

Declared - Payment Declaration has been completed, but no banking batches created
yet.

Banked - Payment Declaration and Banking Batches have both been completed.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Shift Profile Settings

The following profile settings control what additional tasks you are prompted to perform
at the close of each shift. You can perform any of these tasks at a later time from the Shifts
window.

EFTPOS interface type -If this terminal is enabled for EFTPOS then you will be required to
perform an EFTPOS settlement.

Cash declaration required at end of shift -This profile setting prompts you to perform a
Payment Declaration at the end of each shift. The number of counts can be set to None,
Single, Double, or Non Blind. The Single and Double settings are blind (do not show system
totals at count). The Non Blind setting shows the system totals whilst counting and
records a single set of counted values (but may be edited as may times as desired). If
enabling this profile setting then you must also enable Align banking batches to shifts.

Align banking batches to shifts -This profile setting prompts you to generate your banking
batches at the end of each shift. This profile setting is enabled by default.

Print shift report at end of shift -This profile setting prompts you to run the shift reports
at the end of each shift.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
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Closing a Shift

Closing a shift prevents further transactions being entered for that shift. If a shift is shared
by more than one terminal, the other terminals will detect that the shift has been closed
and will not accept transactions.

If the original shift in use has been closed by another terminal and a fresh shift has not
been commenced then on attempting a transaction a message is displayed indicating that
the transaction may not proceed.

If the old shift has been replaced by a fresh one, the operator is notified when entering
the first transaction and the system will continue with the new shift.

To close a shift:
1 In the Task Organizer, click Admin or press F11.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

3 The Shifts window is displayed:

&

'Fi:Pib:rSHﬁsHEb

H-:IJ Stort '*-n ft shft  Marratn Dedare Banking Rapart Lomd [Exit
shift # 1001 Shift Search Terminal ID CashOrawer 1
: ! Shatuss
Quick ranges: | Al | Branch: 0. ALCKLAND bt | Dpan
; ; Closed | Ready for Dedaration
From date: Terminal 10: | CashCrawer ] ~ U] Dedared [ Ready for Banking
— : | Barked [ Complated
To date:
Shift Name Status Starbed Ended Tesminal

1001 EXOMET ADMIMISTRATOR AC.. . Open 13.07.2011 2:50:01... 13.07. 2011 2:50:... CashDrawerl

Molopartz.co.n:

Shift
4 Click End Shift or press F3.
5 A confirmation message appears to verify the end of shift.

6 Click Yes to end the shift.

7 A message appears to indicate that the shift is closed.
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8 Click OK.

The status of the shift in the Shifts window changes to "Closed".

The remaining steps in the end of day process may be run immediately by accepting each
prompt for each stage. Which stages are enabled depends on your profile settings. You
can still start a new shift if there are some end of day steps still pending for the last one.
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Declarations

Performing a Declaration/Count

A payment declaration or count is the declaration of the amount of each payment type
you have received in the shift. Payment declarations are performed blind, i.e. without
knowledge of what the POS module has recorded for each payment.

You can choose to perform a Payment Declaration at the end of every shift by setting the
Cash declaration required at end of shift profile setting. If this profile setting is inactive
the system will proceed directly to the banking batches phase of the end of day process.

You can either perform a single or a double payment declaration. A double payment
declaration might be used where the store manager performs the first declaration when
closing the shift and emptying the till, and then someone in the back office performs the
second declaration.

NOTE

If you have declarations active but don’t have the Align banking batches to shifts profile
setting enabled an error message is displayed and you will not be able to continue.

To perform a declaration:

1 Close the shift . After the shift is closed, the following message appears:

Shift #1001

\:{j Would vou like to start the Payment Dedaration now?

2 Click Yes.
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3 The Payment Declaration window is displayed

¢ File Flter Shifts Help

o

1
Dedare

. i)

Unit 1—Shifts and Logging In

e

Pent Description

EFTPCS

VISA
MASTERCARD

DINERS

~ Help Narratwe | Shfts  Eat
shift # 1001 Payment Declaration Terminal ID CashDrawerl
shift L:u:ba{s :
shift =: (1001 Mame :  EXOMET ADMINISTRATOR ACCOUNT
Status:  Chsed Started : [13.07.2011 2:50:01 FM Ended (11112010 1:23:37 FM
System Value

blind count and will not display system totals.

If you have you declarations set to "Single Blind" or "Double Blind", the system expects a

Declare column.

Enter the amounts of each payment type you have counted for the shift in the

You can optionally use the Tally button or press F6 to total cash denomination

amounts easily. You can enter either the count amount, or the total amount of that

cash denomination:

M Tally - #2 M=1t3

Mame Count Amt

e -
20c 0 0.00
50c u} 0.00
g1 u} 0.00
52 0 0.00
55 0 0.00
510 0 0.00
s20 0 0.00
S50 u} 0.00
cinn [l M _Nn

Total: 0.00
Save ] [ Cancel
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6 Once you have entered the payment type amounts, click the Declare button or press
F8 To finalise the count.

7 The following dialog is displayed.

Shift #1001 X

9P Would you like to mark this Dedlaration as complete?
\_ﬁ
Mote : Mo further changes can be made to completed Dedarations.

Yes ] I Mo

8 Click Yes.

9 The Staff search window is displayed. You need to select your staff name and enter
your password to complete the payment declaration.

10 Once you have entered your details, the Payment Declaration is complete and the
status of the shift is set to "Declared" in the Shift Search window.
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If you have you declarations set to "Double Blind", the end of day procedure will halt at
this point. It is assumed the recount will be performed by someone else at a later time. To
perform a recount, select the shift in the Shifts window and click the Recount button or
press F6. The second declaration must be done by a different staff member (part of the
‘double blind’ security). A warning is given if appropriate.

Suspending a Declaration

Counts are saved automatically as they are entered. To suspend a count, click Close or
press F12.

To resume the count at a later time, select the shift on the Shifts screen and click Declare
or press F5.
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Generating Banking Batches

Banking batches can be created for all shifts with a status of "Declared", i.e. for batches
for which the payment declaration has been performed. If payment declarations have not
been configured, banking batches can be created for closed shifts and the declaration step
is omitted.

A banking batch is created for each payment group. By default, there is one payment
group, so a single banking batch will be created per shift.

You can specify when you want to create banking batches using the Align banking batches
to shifts profile setting:

nabling this option enforces banking batches to also adhere to shift boundaries (this is the
default).

If this option is disabled, banking batches can be created independently of shift
boundaries, so that batches can be generated for un-banked payments belonging to a
particular terminal.

In either case, a separate banking batch is created for each payment group. When aligned
with shifts, a single shift will create multiple banking batches where multiple payment
groups exist.

To generate banking batches, click Yes when the following dialog appears when you are
closing a shift

Shift #1002

b ] Generate Banking Batches for the Shift 10027
x'f’ Are you sure?
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The POS Bank Batch Listing report is printed for each banking batch generated and the
Bank Batch window is displayed showing a header summary for each banking batch

created.

B shifts |:|@®
: i ]

= ? L B F méﬂ Fil
L7 T = : Ly
=8 G G == b E
Help Mew  View  Morative ! Repart shifts  Eat
Shift Banking Terminal 10 CashOrawerl

Shift Detals

Shift : [1003 Mame :  [AVID CRANSTON

SLatis :RECDM'IEEd Started : 1L 1L2000 1:51:53 FM Ended |11.11.2010 1:52:56 Fv

Dedaration : By EXO BUSINESS ADMIN ACCOUNT Cat (10102010 1:55:57 PM

Recount : By DAVID CRANSTON at 11.11.2010 1:57-12 P

Amcant Fee amount GL - Branch no
3.8 O N [

Batch no|Batch date
1L 1052310 1:57: 16...

Group no
a

Type no
1

Shift na Terminal 1D
1003 CashDrawerl

Molopartz.co.n:

The status of the shift is updated to "Banked".
NOTE

transactions if required.

You can use the View button to open a banking batch detail window showing individual
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Printing Shift Reports

Print shift reports can be printed when closing a shift, or at a later time from the Shifts
window.

If the Print shift report at end of shift profile setting is enabled, the system prompts you
to print reports when closing a shift:

Shift #1002

e ) would vou like to view the shift reports now?

To print reports manually at another time, click Report or press F8 on the Shifts window.

The Shift Reporting window is displayed:

shifts FEX
P Fle Flter Shifts Help 5]
B, Fii - —=|

L=l . o2

. Help  RunSaRpt FrintSa  Hamative | print Shifts Bt
Shift #: 1002 Shift Reporting Terminal ID CashOrawerl

Shift Detais

Shift # 3 |10 Mame @ DAVID CRANSTON

Status:  [Banked Started : [11.11.2010 1:43:34 FM Ended 11112010 1:43:37 P

Reports :

CLMMAary Enhanced | Sales Analysi Audit Traid
Pt A R . .

The reports come in two versions:

e Text versions -These are shown in the lower area of the screen when the Run Scr Rep
button is pressed. These versions of the reports do not allow formatting by the user.
Hard copies may be printed by clicking the Print Scr button.

e C(Clarity versions -These are printed by clicking the Print button.

To choose which reports you require, tick their checkboxes before clicking the appropriate
button.
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You can also select individual Clarity reports using the dropdown menu on the Print
button. The Clarity version combines the Summary and Enhanced reports.

Report Description
Summary Shows a list of payment types and their values.
Enhanced Shows a breakdown of:

¢ Sales by cash or account charge.

¢ Payments by receipt at time of sale, recept against account, deposti
against orders (lay-bys).

Sales Analysis | Shows a simplistic list of sales by stock item within primary stock group.

Audit Trail Sometimes known as a Z tape. Shows a list of transactions entered for
the shift listed in generic sequence. Summary totals for invoices,
payment and adjustments showing value and tranaction count appear at
the end of the report.

Click Exit or press F12 to close the Shifts window and returns to the Task Organizer.
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EFTPOS Settlement

EFTPOS settlements are usually performed as part of the end-of-day routine when shifts
are closed. Where a shift is shared by more than one EFT enabled terminal then separate
settlements must be performed from each terminal whereas the shift closing need only be
done once on a single terminal. The terminal closing the shift will be given an in-line
prompt to settle and this is particularly useful where shifts are not shared.

The EFTPOS switched network will only allow one settlement per pin-pad for each day and
this must be within the start and end times you have declared to your Acquirer as your
settlement window. If you do not perform a settlement before the end of your window
the Acquirer will automatically settle with your bank and no settlement information will
be recorded in your EXO Business database.

NOTE

An Acquirer is defined as "The entity or entities that hold(s) deposit accounts for card
acceptors (merchants) and to which the card acceptor transmits the data relating to the
transaction. The acquirer is responsible for the collection and settlement with the
acceptors." Typically your acquirer is also your bank

Settlement in POS is optional but recommended. As you may bypass this step (i.e. leave it
to automated action by the Acquirer) there is no explicit shift status for it. If you attempt
to settle more than once per settlement window the Acquirer will simply return a
settlement enquiry of the last settlement.

When settling, the system will also create separate banking batches for EFTPOS enabled
transactions to facilitate easier bank reconciliation.

NOTE

A mixture of EFTPOS and non-EFTPOS payment types may exist within a single payment
group (especially when using the single DEFAULT payment group). Where such a mixture
occurs, the payment group may create two banking batches instead of the usual one per
group (one each for the EFTPOS enabled payment types and one for the non EFTPOS
enabled payment types).
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Performing an EFTPOS Settlement

If the workstation is enabled for EFTPOS then the system will automatically prompt todo a
settlement as part of the end of day workflow.

Shift #1004

\:{") Would you like to perform an EFTPOS Setlement now?

This occurs before any other step such as declarations and/or generating banking batches.
Click Yes to perform a settlement or answer No to bypass the settlement and continue the
end-of-day workflow.

NOTE

To permit the end of day to be done in cases when the EFTPOS unit is down, the system
will allow cancellation of the settlement and will continue to the next step in the workflow.
The Settlement F5 button on the End Shift screen may also be used to recommence a
stalled workflow.

When a settlement is activated the EFTPOS client software immediately commences a
settlement request against the EFTPOS network. The settlement process displays
appropriate messages as it progresses.

A successful settlement will display the settlement receipt (created by the EFTPOS
network) in the notepad area of the screen and also print to the printer. This receipt is not
editable.

POS then updates the EXO Business database with settlement information. The report will
be printed from this data within the EXO Business application. This may be reconciled to
the settlement journal entry within the EFTPOS Client.

The settlement function is initiated from the Shifts screen and must be performed on each
terminal that has a keypad attached.

To perform an EFTPOS settlement for an additional terminal in a shift:

On the Shifts screen, select the appropriate shift and click Banking or press F7, then click
the Settlement button or press F5. The settlement process automatically commences as
described above.
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It is important that settlements occur before additional EFT enabled transactions are
processed (i.e. in a new shift). The settlement process does not provide any control of
which transactions to include as the EFTPOS network will settle any unsettled transactions
they have received. Running a settlement other than in the same time frame as a shift end
is permitted but makes reconciliation harder. If settlements do not coincide with shift
boundaries then by default separate banking batches could result per settlement at shift
boundaries.
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Log in and Out

Open and close a shift

Run End of Day processes

Perform a declaration and count

Suspend a declaration

Generate banking batches

Print shift reports

Complete an EFTPOS settlement
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Sales and Receipts

In this unit you will learn
how to process a sale,
deal with stock, process
receipts, enter sales
details and reprint
invoices and receipts.

By the end of this unit, you will be able to:

Make a Sale
Choose an Account
Enter Stock items
Enter Quantities
Process a Receipt

Select a Bill of Materials

v Vv VvV VvV VvV Vv VY

Add Delivery addresses, Sales Details, Messages
and Narratives

} Reprint Invoices and Receipts
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Sales and Receipts

Making a Sale

There are four basics steps to make a sale in POS:

1

2
3
4

Choose the account
Enter the stock item(s)
Edit the quantity, price and/or discount

Enter payment information

Choosing the Account

1 From the Task Organiser, click Sale or press F2.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

3 The Sales window is displayed:

4 Select the Account field and click Search or press F2. The Account Search window is
displayed.

5 Alist of all accounts is displayed. If you know the name of the account or part of it,
type it in the Account field and press ENTER. This limits the search to this criteria.

NOTE

favrr,

6

vvvvvvvvv

To have the search function search contact, address and phone number fields, select the
extended search option by clicking Extend or pressing F5.

Toview an account's details before continuing with the sale, select the account and click View
or press F3 The Debtor Account Details window for the specified account is displayed.

To create a new account, click New or press F4.

To choose an account for the sale, select the account and click Select or press F12. You are
returned to the Sales window, and the account is displayed in the Account field.

Enter the customer order number into the Cust Order field.

If you have set up account templates to standardise settings for a new account, a list of your
account templates is displayed instead of a blank account screen. Select the account teplate you
want to use and click OK.
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Entering Stock Items

You can enter stock items either by typing the Stock Code directly in the Sales window, or
you can scan the stock barcode (if POS is integrated with a barcode scanner).

1 Click on the Stock Code column or click Next to move the cursor to this field.

2 Type the Stock Code, or scan the barcode, and press ENTER. The stock details are
displayed.

The Details 2 page in the Stock Item Details window in EXO Business contains a PopUp Alert field.
The message entered here is displayed when you select an item with an alert message. For
example, "Sold as a 2 pack".

To search for a stock item, click Search or press F2. The Stock Item Search window is
displayed. If you know the stock code or a part of it, type in the Stock field and press
ENTER. A list of all existing stock items that match the search criteria is displayed. Select
the stock item you require and click Select or press ENTER.

To select a Bill of Materials (‘Bills of Materials in POS’ on page 44), click B.O.M. or press F7.

To view a stock item's details, click View or press F3 on a line with a valid stock code. This
displays the EXO Business Stock Item Details window.

To quickly check the stock level for a stock item, click Stock Level or press F4. This window
tells you whether any of your other branches have stock of the item you can transfer, or
whether the stock item is on back order.

-,

Stock Level Enquiry M

FLANGED1 - FLANGE KIT

|Location Physical | Free Stodk Mot for sale| Committed Back Order | A
L.Aauckand 0 -19 o 19 0
2.\Wellington 7 7 i] 0 of
|3, Christchurch 10 10 0 0 0

4, Sydney 1] 0 0 0 0
.5.';';'IF‘ ] 0 0 0] §
5. TRANSIT a o 0 0

] .v‘

Forecasted for 90 days up to and induding Thu 25 Sep 2008

Entering Quantities and Discounts

Make changes to the following fields for each stock item, if necessary:

Qty The default quantity for stock items is one. If more than one is being purchased,
enter the new quantity.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.



Setting up and using Point of Sale EXO Point Of Sale

Disc (%) If a discount is being offered, type the discounted amount. This column
appears only if this option is set.

You can also change the Price if the Password required for price override profile setting is
set to "N". If this setting is set to "Y", you must press CTRL+F8 (or select Price from the
More toolbar), then enter a supervisor password to be able to edit the price.

A mixture of stock lines with positive and negative quantities (values) is permitted but a
sale must have a positive total value. If a credit note (‘Credits’ on page 76) is being
produced the Credits F7 option must be used instead of Sale F2. An invalid sale total is
indicated with a red background.

You can switch a stock item's price between GST-inclusive and GST-exclusive by pressing
CTRL+F7.

NOTE

Qoooooooonoon,

For this option to be available, the Allow change between tax-inclusive and -exclusive
profile setting must be enabled.
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Entering Payment Information

Payment for a sale can be taken directly, or charged to a selected account.

After all purchased stock items are listed, click Next or press F12 to move to the payment
entry section.

If this is a cash sale:
1 Specify the payment type using one of the following methods:

2 Click the toolbar button for the payment method you want, or press the relevant
function key. Additional payment methods are available on the More toolbar (click
More or hold down CTRL).

3 Click Select or press F2 to display a shortcut menu of all payment types.

4 Type the amount being paid with this payment type into the Amount field and press
ENTER.

TIP

|

\'/

~ Z Pressing the space bar populates the Amount field with the due amount.
~

‘g

5 If the customer wants to make payments using more than one payment type, select
the additional type(s) and enter the amounts for each.

6 Click Save or press F12 to save the transaction. A message appears to confirm
saving.

7 If the payment exceeds the sale amount, a message appears to check if you have
given the customer change.

8 Other messages are now displayed to check if you want to print and e-mail the
invoice.

9 The transaction is complete. (Payments are automatically allocated against the
corresponding invoice created during this task.)

If the Save button is not enabled, then the sale is not allowed to proceed for one of the
following reasons:

Insufficient payment has been made, and the account has cash only terms. To complete
this sale, full payment must be made directly against the sale.

No default contact has been entered against the account. Each account is required to have
a default contact (including a ‘placeholder contact’ in the cash sale account) before a sale
can proceed.
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If this is an account sale:

For account sales, the words Charge Account will appear instead of Due at the bottom of
the window.

Your customer may make a part payment against the invoice and charge the rest to their
account. Enter the payment details as for a cash sale.

NOTE

As any payments entered in a Sale transaction are allocated against the invoice for that
transaction, any payments against previous invoices on the account should be performed
as a separate Receipt transaction using F3 Receipt from the task organiser.

Click Save or press F12 to end the sale and create the appropriate account sale invoice.
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Processing a Receipt

The Receipt window is used to receive an account payment in POS.

To process a receipt:

1 From the Task Organizer, click Receipt or press F3.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

3 The Receipt window is displayed:

[ EX0 POS Recaipt == %)
! .'._ﬁ % n i ] & ] 5 ity 4 ;=
e i : @ ép
ig e S, S ..Lf | el =
Hep Seardh Wi Hew Ady sk, Mane Back Mt
|_Receipt
Aocount |0
Payment Type & Amount Blani Branch Dravwer Chegue Mo, | Ref Lad

Account  CASH SALES Total to pay |Payments
Mum / Code 0 CASHOL

AC Balance -84.15 MZD 1 0.00

EX0Q BUSINESS ADMIN ACCOUNT
I:

Molopar 17,0007 Shafi 2 Desabsed LAEr ke L BTG S0

4 Enter the account number in the Account field.
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5 An option To Pay amount may be entered to assist in the calculation of change to be
given. To do this press CTRL+F1 (or select To Pay from the More toolbar) and enter
the amount you wish to pay into the Customer to Pay window:

r@ Customer to Pay [;]@ﬂ

Please enter the amount the customer wants to pay.

]

I OK l [ Cancel

6 Inthe Payment grid specify the payment type using one of the following methods:

e C(Click the toolbar button for the payment method you want, or press the relevant
function key. Additional payment methods are available on the More toolbar (click
More or hold down CTRL).Click Select or press F2 to display a shortcut menu of all
payment types.

e Type the amount being paid with this payment type into the Amount field and press
ENTER.

TIP

\ ‘ 7/  If you entered a To Pay amount, press the space bar to automatically enter the remaining amount to

: pay.
-z
7 If the customer wants to make payments using more than one payment type, select

the additional type(s) and enter the amounts for each.

8 Click Save or press F12 to save the transaction. A message appears to confirm
saving.

9 Other messages are now displayed to check if you want to print and e-mail the
invoice.
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10 Debtor Allocation window is displayed. You can now allocate the payment against
the debtor’s account. Once the allocation is carried out the receipt processing is

complete.
m Dﬂb EOIF?T.II"I‘SH" t'mn'ﬁliuca' g t‘éns'
| Fie Help a

Allacation aga:

9| Autn ]1T0ﬂ-d:st] [.ﬁdjmm: ][ Part Alocate (%) ”D.-J.m 2008

]

S0 & Date
0,05, 2008
09,06 2008
0. 0. 2008
0. 0. 2008

10019 09,06, 2008

10020 | 09,06 2008

10021 09,06, 2008

10004 | 24.06. 2008
27.06. 2008

Trangaction  Branch  |InwMo  |Refl  Ref2 Ameunt. To Allocate| Al PP Disc PP Disc Amat. Res|s |

[MVQICE
[NVOICE
[VOICE
PATENT
[NVOICE
VOICE
MVOICE
NVOICE

Adjustment: 0 Discount: 0

ALCEL... | 10165 $5,505.75
WELLINGT) 10190 [ §107.55
WELLINGT| 10191 §395.55
WWELLINGT = 111111 -510.00
ALCKL ... | 1004 §137.89
ALICKL... | 1005 SE, 65800
ALCKL... | 1006 13270

- | 1007 62,047 58
ALCKL... -5162.00

Fayment: -162

$,500.75 (0
$107.55|0
§336.455 0
-510.00 |0
$127.89 |0

&6, 655,00 |0
12700

62,642 58 [0

0,001

#.00
£0.00
.00
£0.00
.00
.00
£0.00
000

|
]
(]
]
(]
]
[l
(]
O

Yet To Allocate: -162
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Bills of Materials in POS

To select a Bill of Materials rather than a stock item in a sale, click B.O.M. or press F7
when entering stock codes. This displays the Bill of Materials Search window, which lists

all available Bills of Materials:

Description: CAR CARE KIT = BASIC

Search Key:
Incude It Types
Oyamten B e e
| Qutput Code Report i‘
DEF BOM OUTPUT '
_:DE EQM OUTPUT

| Description

|CAR CARE KIT - BASIC

|CAR CARE KIT - ENTHUSIAST
|CAR CARE KIT - SERIOUS CAR CARE |CARCAREDD

[ENGINE ASSEMBLY ST

You can select a known BOM code immediately by typing a BOM code prefixed with a dot,
for example, .CARCAREO2.

You are prompted for the quantity of this BOM you want to add.

[ Enter BOM Quantity E

Adding line for BOM: ENGIME?

BOM Quantity: |1 -
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If the item is priced by total you will be asked to confirm the price as well. (Any change in
price will also be apportioned across the component lines.)

The Bill of Materials is added to the Sales window. The Bill of Materials header is listed in
bold; the lines of the Bill of Materials are displayed underneath with a coloured
background to show that they are a set.

| X0 POS Sales BEx]
r n - r . i " £} 8 ey L — L
- - e RJ "‘ ’J.r i o
B Q 32 322 . ; Ed E
Halp Seardh Wi Mew ACcoant Duedy Ady Tak Mane Back Pt
Actount |6
Contact |3 Cust Order Mo
Stock Code: Descrprbion Qty Frce Desc(%)  Total Batch Code Cad
EMGINE ERGING ASSEMBLY 1 GHIEFS o0 BA3E.TS
ALTHTROO1 GEAMP NOMINAL ALTERMATOR 1 202,25
CAMAD D1 ADNISTABLE CAM SHAFT 1 194, 35

EXHSTMAMNFLDD 1 BLSCHLR LA EXHUAST MANIFOLD | 750,00
CYLNDRHDO L CAST IRDM CYLINDER HEAD: 1 1
CHPSPLGO L CHAMPION SPARNPLUG - SINGLE 1 5.95
FLELPUMPO 1 FUEL PLMP 1 88.75
IGMCOILD M50 BLASTER, 2 COIL IGNITION COILS 1 112,10
DILFILCD 944 QL FILTER - FETROL - CDZ9A4 | .55
CILPUMPD L OIL PLAVP 1 #4430
CARPRTOR0] SHELEY 1966 515 CFM HOLLEY CARBLURETOR 1 115650
LABCLIR. STANDARD LABOLR. CHARGE 1

STARTMOTO] STARTER MOTOR: 1

THERMIC 1 THERMOSTAT

WATERFLISFO L WATER PUMP 1534- 1995 ALIDT CABRIOUET 1

PESTORRNSCO0 L WISECD PISTON - SET OF 4 1L 1 57500 -

Account SYMOMDS 5T CENTRAL SERVICE STATION
Mum [ Code 6 SYMSTCOL
AC Balance 0.00 NZD 1

Operator  EXO BUSINESS ADMIN ACCOUNT
Stock level: 7

Molopar 17,0007 PISTQRWGLLOL | WSSO FISTON - SET OF 4 LG, Wik 65, 0000 Shefi 2 Desabied CashOrames L AN L

To delete a Bill of Materials from the product grid, highlight the header row and press
DELETE.
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Sale Details

Viewing Contact or Account Details in a Sale

To record the contact from an account on a transaction, you need to enable the Add
debtor contact details to transactions profile setting in the EXO Business Configuration
Assistant.

To toggle between account and contact details:

e Select the Contact field of the Sales or Receipts window and click Account or press F5.

e Select the Account field of the Sales or Receipts window and click Contact or press F5.

Adding Delivery Details for a Sale

If a sale item is to be delivered to a particular street address, POS provides an option to
ensure that you have the required details. This feature is not available when processing a
receipt.

To add delivery details for a sale:

1 Inthe Sales window, select the account details and click Delv or press F6. The
delivery details panel is displayed in the activity zone.

2 Type an address manually or click Search to select from previously entered
addresses for the account.
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Adding Messages and Narratives

Adding Messages to Sales Dockets

Sales messages can be used to place one or more lines of customer notation on a sales
docket. A stored list of such messages can also be maintained.

To add a sales message, select the product grid of a task window and press CTRL + F6 (or
hold down CTRL and click the Msg toolbar button). The Sales Messages window is

displayed:
&l Sales Messages E]@
! File Help 5 )
F2 73 i 75 F11 Fi2 }
B ~
\w
Mew Edit Delete Cancel Select
Message Line 1 Message Line 2 Message Line 3 |,A I
PLEASE KEEP YOUR RECEIPT AS PROOF OF PURCHASE

PLEASE RETURN THE LOAD ITEM AS 500N AS POSSIBLE

[v]

[@am B

Motopartz.co.nz

To create a new message in the Sales Message window, click the New button and type in a
new message. Click Save to save the message.

To add a message to the sale, select the message from the list of displayed messages using
the arrow keys and press ENTER to select the message. The message is displayed in the
description column of the Sales docket.

NOTE

Messages are an older technology that predates the Header and Line Narratives
functionality. It is recommended that narratives are used in preference to sales messages.
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Adding Narratives to Sales and Sales Lines

You can add a narrative (or note) to a sale, or to a specific line in a sale, to allow comments
to be stored with the record. You can also print out notes on forms.
To add a narrative to a sale:

1 Inthe product grid of the Sales window, click the H Notes button or press F5.

2 The Edit Narrative window is displayed:

Edit Narrative - (Clear to remove)
7 uj 7 _‘ 1o F12 B
Debtor Notes Phrases Cancel Save

Narrative _

3 Enter the narrative.

4 Clicking the Debtor Notes button or pressing F7 copies the text from the Notes tab
of the account for this sale into the header narrative.

5 Press Save or click F12.

Anicon ( ﬂ) in the message line indicates that a header narrative exists.

To retrieve or edit this narrative:

1 Click on this icon.

2 Use the H Notes button/F5 again.

To add a narrative to a sales line:

1 Inthe product grid of the Sales window, click the L Notes button or press F6.
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2 The Edit Narrative window is displayed:

Unit 2—Sales and Receipts

7

%’ = = Fi1 P
Narrative

rIEdit Narrative - (Clear to remove)

3 Enter the narrative. Clicking the Stock Notes button or pressing F7 copies the text
from the Notes tab of the stock item into the header narrative.
4 Press Save or click F12.

To retrieve or edit this narrative:

Anicon () in the first column of the sales line indicate that a line narrative exists.
1 Click on this icon.

2 Use the L Notes button/F6 again.
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To using Common Phrases in Narratives

1 Click on Phrases or press F8 in an Edit Narrative window to open the Common
Phrases window.

Common Phrases

Return of this product will incur a re-stocking fee |
This product has a strict 7 day return policy

[v]
am B

| [ concel ]

o
-~

[ Add Phrase ] [ Del. Phrase

You can use this window to maintain or select from a global list of phrases commonly used
in narratives. Select a phrase and click OK to insert it into the narrative.

To create a new phrase, type it in the top edit box and click Add Phrase.

To delete a common phrase, highlight it and click Del. Phrase.
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Updating Stock Item Details

To view and/or edit the details of a stock item, select the item and click Detail or press F8.
This displays the Invoice Line Periscope window:

-,

-
Invoice Line Periscope ﬁ
! Fl2 Help

M M = ik Fiz

il | \"2

| e H

Show Price Cancel Save

Line #: 1. FLANGED1. FLANGE KIT

Line Details
Quantity: 1| Lecation: |1.Auddand b |
Urut price: 67.88| GiTrate: |10 12 5% DEBTORS STANDARD GST RATE E|
Discount % 0.0 GS5T value: 3.48
Cost price: 51.97| Margn: 23.4%

You can change the Quantity, Unit Price, Discount, Cost Price and Location. If required,
you can select a new GST rate from the list or specify the GST value. The Margin is
automatically calculated.

For linked stock codes (PLUs) the line periscope also displays the stock code that this links
to for stock keeping (SKU)

For Bill of Materials (see page 14) items, the periscope also shows additional information
about the Bill of Materials.

Click Show or press F3 to open the Stock Account window for the item. (You can also do
this from the main product grid by double-clicking the stock code cell.)
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Click Price or press F4 to show the Price Formulation window to show how the price was
derived. This shows aspects of any price policies, including any promotional prices that
may be in effect.

Price Type ] Price’ Discount % StartDate  StopDate  Qty Break Policy F
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Reprinting Invoices and Receipts

It may be necessary to reprint an invoice or a receipt, e.g. if the original has been lost or
multiple copies are needed. Invoices and receipts can be reprinted from the Invoice
Search/Transaction Reprint window. There are several ways of opening this window:

From the Task Organiser, press CTRL+F3.
From the Task Organiser, click Reprint from the More toolbar.
From the initial EXO POS window, select Invoice Reprint from the Reports menu.
[@ Invgice Search £ Transaction Reprint [Z]@ @]
File Help a@
l ] — 4
View Invwoice Daocket BLE
Invoice: 10001 N
Search Criberia
Search Key: || Seardh (%) Debtors Guidk ranges: | All Periods ﬂ Branchno: |0, ALKCKLAND ﬂ
[l Extended O Credioes | Strtdate: | ; | shifi: 8l Shiftg ﬂ
End date: Terminal [0z | <A0 Terminals ﬂ
Segno|Entry Time Innv Date Afc I Trans bype  Hame OQuitStanding  Tot inc GST Tn:-t-i
130,06, 2007 08: 14 30.06.2007 2| 10001 Inveice AL CAR PARTS .00 SZIT.09
2| 30.06.2007 0&: 16 30.06.2007 5| 10002 Trnveice [ &C PANELEEATERS 40.00 $T56.44
3| 30,06, 2007 08 19 22.07.2007 1| 10003 frvoice  KPIGHT NICOL AUTOS $0.00 §277.82
4(12.07.2007 07:55 12.07.2007 3| 10004 Trnvtice ALESIE SPARES 40.00 293,86
512,07, 2007 0943 12072007 | 10005 e THE CAR JUNCTION $0.00|  $1,12065
6 [26.07.2007 10:35 19.08.2007 1110005 Irvesce  OWEN DENTON $2,093.50| 52,043.50| $1
7| 26,07, 2007 1026 .07, 2007 & 10007 Irvoce  SYMORDS ST CENTRA, ., $0.00 | §2,992.58| $y
= e
IMotopartz.co.nz

All invoices and receipts generated by the system are listed on the Invoice
Search/Transaction Reprint window. The following operations are available:

To view an invoice, select the invoice and click View or press F2.
To reprint a full invoice, select the invoice and click Invoice or press F3.

To reprint an docket for an invoice, select the invoice and click Docket or press F4. (A
docket shows a listing of items purchased, the cost of each item and the total amount
for the sales transaction. It also shows any payments made. It is similar to an invoice
but is smaller and is less detailed.)

To reprint a receipt, select the receipt and click Receipt or press F5.
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About Lay-bys

Lay-bys are a class of sales order (see page 10). The transaction is saved as a Lay-by order
instead of an Invoice.

Workflow

Processing a lay-by involves performing some or all of the following tasks:
® .« Create the new lay-by with an initial deposit (see page 28)
® .« Accept deposits against the lay-by (see page 29)
® .« Recall the lay-by to be amended (see page 30)
® < Supply the lay-by (see page 31)

All lay-bys are assigned an order number. This number must be referenced when working
with lay-bys that have been previously created.

The lay-by purchaser can be identified by one of three methods:

® .« Create a separate Debtor account. This is best if the purchaser requires statements across
multiple lay-bys.

® .« Create a new contact within the default lay-by account. The individual lay-by acts as similar
to a sub account in that all deposits and invoices can be viewed directly from the Order
History. This method allows full contact details to be recorded (similar to an account) but:

e Does not extend the size of the merchant’s trial balance.
e Provides the features provided by the marketing Classes within Contacts.
¢ This method requires the profile setting Contacts on Transactions to be active.

e . Enter the purchaser’s contact details into the delivery address. A lay-by order will
always insist on a non-blank delivery address
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Setup

Lay-bys require the following profile settings to be enabled:
e Enable POS Lay-bys
e Enable extended sales order statuses
¢ Allow deposits in sales orders and general ledger

Itis also likely that you will want to take a deposit payment when creating a new Lay-by so
you may also wish to review the initial deposit % via the Minimum Layby Deposit
Percentage profile setting.

When entering a new lay-by or processing a deposit, the account number will default to
the account specified in user level profile setting Default debtor account number for new
lay-bys. This is useful when using a separate debtor clearing account for processing
lay-bys.

The workflow used to identify the lay-by when processing deposits can be customised by
changing the user level profile setting Initial Focus for POS. Set this to indicate which field
should receive focus when starting a transaction in POS:

Default - Use this option to obey the Invoice Header Skip profile setting. For deposits,
this will also launch the order number search screen automatically.

Account Number - Use this option to start in the Account field.

Contact Number - Use this option to start in the Contact field. The account will be
determined automatically. Requires the Add debtor contact details to transactions
profile setting to be active.

Order Number - Use this option if you process lay-bys and want to start in the order
number field (deposits). For Non-Deposit transactions this defaults to Contact if active
else Customer.
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Creating a Lay-by
A new lay-by is created to record a requirement, to supply stock at a future time and when
entered is usually accompanied by a partial deposit.

To create a new lay-by:
1 Inthe Task Organizer, click Lay-by or press F5.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

3 The Lay-by window is displayed:

(@ %0 pOS Layby BEX]
Sy ey ey ey, P Ml I =

R 22 22 2 ¥ [ EI R

Hep  Seawch  Wiew Hew | Aot Dely Py Tak  Moe  Back  Meat
|_Lavby

Account | 34

Contact Cust Crder Ho

Stack Code Desaiption Qry | @Frice Cisc(%:) | Tatal Saschiode | & I

Account LAYEY CLEARING ACCOUNT
Num J Code 34 [ LAYCLEOL
AC Balance 0.00 NZD 1

Operator  EXQ BUSINESS ADMIN ACCOUNT
Stock level:

IMotopaetz.co.nz I ] Il

Select the account and/or contact or click Deliv to enter a delivery address.

NOTE

Lay-bys cannot be saved with a blank delivery address.

4 Enter the product details in the same manner as for a sale (see page 10).
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Click Next or press F12 to proceed to the payments screen. The footer shows the
total value of the goods being laid-by, the initial deposit, and how much will remain
outstanding. The deposit amount (To Pay) is computed as a percentage of the total
sale as set by Minimum Layby Deposit Percentage profile setting.

Order Status |Payments
Balance

To Pay

QOutstanding 61.70

To pay a different initial deposit, press CTRL+F1 or select To Pay from the More
toolbar, then enter the new value of the initial deposit.

Click Save or press F12. A lay-by order is created with a deposit against it.

The system will prompt you if you want to print a receipt for the deposit - this shows
only the money collected. It can be a tax receipt.

This is followed by a prompt asking if you wish to print the lay-by. A lay-by document
shows all the product information and details the deposits made to date for the
lay-by. It is effectively a "statement of account" for the lay-by. It also shows the
order number for the lay-by, which must be quoted when performing subsequent
operations on the lay-by.

Recalling a Lay-by

Occasionally it may be necessary to recall a Lay-by order for amendment. For example,
you may need to change the address.

To recall an order that requires amending:

1
2

In the Task Organizer, click Deposit or press F6.

A list of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

The Deposit window is displayed. If the profile setting Initial Focus for POS is set to
"Default"”, the order search screen is launched automatically. On the order search
screen, click on the lay-by you want to supply.

Click View or press F3. The Order is displayed in a separate window.
Make the necessary changes then click Save & Exit or press F3.

A request to print an amended docket may appear.
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Supplying a Lay-by
Supplying and invoicing a lay-by order would normally occurs after the final deposit is

received. Circumstances of stock availability may sometimes make it necessary to supply
this lay-by at a later time. To do this commence as if making a final deposit.

To supply an order:

1 Inthe Task Organizer, click Deposit or press F6.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.

3 The Deposit window is displayed. If the profile setting Initial Focus for POS is set to
"Default"”, the order search screen is launched automatically. On the order search
screen, click on the lay-by you want to supply. The lay-by's details are displayed.

| @ Fx0 POS Deposit mEx]
P F1 = n =y s Moo 7o " P = LT} ra
E =" - a 79 S Q]EI Al
Help Search Whew One Acc Al Orders  History supply | Task Bk Select
Sales Order Search [
Seanch Koy Original Amount 15750
Less Paid TD 157 .50
Aot Al
Laybys 5/0 Balance 0.00
Ordier Mo ASC Name Qust O Ciate Referene b
i1 23 DAMIEL PAYNE 5
0029 0 CASHSALES 5
10030 8 MARK LAWRENCE 0052008 5

570 Mumber 10030

Account MARK LAWREMNCE e
Mumber 8 ’ 0 0 0

Mutopaniz.co.nz
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4 The balance is zero, indicating that the lay-by order is fully paid. This makes the
Supply button available. (If the order is not yet fully paid, this button is greyed out.)

Click Supply or press F6.

POS Supply Options

W

Layby 10023 is fully paid.

Invoice date .
30/06/2008 |w |

Would you like to supply and process the layby now?

[ QK l [ Cancel

5 Click OK to supply the lay-by. Typically there will have been no previous quantities
supplied or invoiced and therefore only an invoice is printed since the goods

supplied. You are prompted to print an invoice.

NOTE

and invoice will be printed.

It is possible that a partial supply and/or invoice may have been previously performed in
the EXO Business core module. In this case, if there are no outstanding invoice quantities,
the system will suppress printing of an invoice and print a packing slip instead. If the
guantities being supplied do not match the quantities being invoiced, both a packing slip
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Enter a sale

Enter payment details

Process a reciept

Process a bill of material on sales order

Review / Change customer contact details

Add messages and narratives to sales order

Reprint an invoice / receipt

Create a lay-by

Recall and supply a lay-by
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Banking

In this unit you will learn
how to process payments
and parking transactions.

By the end of this unit, you will be able to:

Paying By Eftpos

eftpos (no cash out)
Eftpos (with cash out)
Eftpos (cash without sale)
Payments- Mixed Types

Parking Transactions

v Vv VvV VvV VvV Vv VY

Viewing and Retrieving Parked Transactions
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Eftpos Banking

Paying by EFTPOS

This section illustrates differences in the payments grid when an integrated EFTPOS is
installed. There are several such EFTPOS clients certified for use with MYOB EXO POS.

NOTE

Qoooooooonoon,

For further details and configuration options please see the whitepaper Payment Types
and EFTPOS Integration.

EFTPOS (No Cash Out)

To pay by EFTPOS, without giving cash out:

1 Inthe payment grid select the EFTPOS payment type (note that there is also another
payment type for EFTCASH):

2 Pressthe space bar on the amount field instead of entering a value. The Due amount
will automatically be populated into the cell. Leave the Cash Out field zero and click
the OK button. The payments grid will now initially look similar to the following:

3 To complete the sale and activate the EFT client click Save or press F12. The EFT
client will activate.

4 Swipe the card (or enter details manually).
5 Select the appropriate account button on the keypad.

6 On the keypad, enter the PIN and press ENTER. The processing dialogues will
appear.

7 Assuming the transaction is accepted, the payment line in the grid will turn green to
indicate that it has been processed to the EFTPOS network. A STAN (journal) number
will also appear in the STAN column on the right hand side of the grid.

8 The application will prompt to save, then proceed to finalise the transaction to the
EXO Business database.
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If the EXO Business transaction (i.e. the application database transaction including all
invoice and payment rows) is cancelled at this point, the EFTPOS transaction will still have
been processed through the EFTPOS network. To reverse this transaction, the user must
use the reversal process from within the EFT client. This is outside the EXO Business
application’s control and does not result in transactions in the EXO Business database. The
original EFTPOS transaction that is now being reversed had only been processed by the
Acquirer, and not within EXO Business.

EFTPOS with Cash Out

An EFTPOS sale with cash out is similar to a simple EFTPOS transaction, except a "cash
out" entry is made in the EFTPOS Transaction window:

1

6

NOTE

In the payment grid select the EFTPOS payment type (note that there is also another
payment type for EFTCASH):

Press the space bar on the amount field instead of entering a value. The Due amount
will automatically be populated into the cell.

Enter the amount of cash out in the Cash Out field and click the OK button.

This generates three payment lines in the grid, one for the purchase and one for the
EFTPOS cash out, and one for the actual cash given from the till.

The EFTPOS (sale) and EFTPOS CASH (cash out) rows are submitted to the EFT
network as the Purchase and Cash amounts respectively. The CASH entry is the cash
out of drawer. The second EFTPOS CASH and third CASH entries form a transaction
pair of the cash out portion (allocated to each other) whist the EFTPOS row is
allocated against the invoice. Note the indentation indicating that payments form a
‘set’. Attempting to delete any of these rows will delete the whole set.

Complete the sale in the normal way.

The payment type for the "out" line is determined by the user profile Default refund
payment type. This is usually CASH.

EFTPOS Cash Out without Sale

The EFTPOS CASH payment type can also be used if the merchant permits cash exchange
for EFT without a sale being involved. The overall transaction will be for a total of zero
since it creates an exchange of one Payment Type for another. It is recommended that
such a transaction be processed as an F3 Receipt or F8 Refund.
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To perform a cash out only EFTPOS (no sale):

1 Click Receipt from the Task Organizer to start a new transaction.
2 Select EFTPOS CASH as the payment method.
3 Enter the amount of cash required and click OK.

4 The grid is populated by two transactions: an EFTPOS CASH transaction for the value
of cash out requested from the EFT network and a CASH transaction that records the
total movement in cash including non-EFT transactions.

NOTE

The total of payment types EFTPOS and EFTPOS CASH will be settled with the merchant
when an EFTPOS settlement is performed .
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Mixed Payment Types

Payments can be made with a mixture of EFTPOS enabled payment types and non-EFTPOS
payment types. For example:

Payment Type S Amount

CASH 100.00
VISA 50.00
EFTPOS 81.36

Where the total of all payment types exceeds the cost of the transaction, change is given
as CASH. The system only ensures that any change/refund does not exceed the sum of
payments that are enabled for over-payment. The change is not explicitly offset against
any particular payment line and is generally not part of the EFT call to the keypad.
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Reprinting an EFTPOS Docket

The EFTPOS client maintains a journal of all requests to the keypad. This is a function of
the EFTPOS client software and not the POS application. Refer to the documentation from

your EFTPOS installer.

Each journal line is issued a transaction number by the EFTPOS client. This is known as a
STAN. The STAN list is separate for each workstation. Each EFTPOS client also has a CAID
that uniquely identifies the workstation to the EFTPOS network. For each EFT payment
stored in the EXO Business database both the CAID and the STAN are recorded in the
payment transaction. This is used by POS in the settlement process (see page 41) to

identify EFT transactions.
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Parking

Parking Transactions

If enabled, sale transactions can be "parked" and "reopened" at a later time, possibly on
another workstation. Unlike Tasks, parked transactions are retained in the database, even
if the workstation is closed down.

Parked transactions are useful where the POS is in a warehouse or yard style situation
where the operator must fetch or prepare (e.g. cut) goods for the customer before
completing the sale. This is usually a "while the customer waits" situation.

In order to allow transaction parking the POS Allow Parking profile setting must be
enabled. The profile setting Poll Parked Transactions Frequency determines how often
the database is polled to refresh the parked transaction list. This default interval (one
second) can be increased if you have a large number of lanes and find that this is unduly
loading your database server.

To park a transaction, press CTRL+F12 or click the Park button on the More toolbar.

The transaction is parked, and you returned to the main Task Organiser window, where
the transaction appears in the Parked Transactions section.

A sale can also be "commenced", signalling it should be parked rather than saved. To do
this click Save/Park from the main toolbar, rather than Sale. This reverses the positions of
the Save and Park options, so that Park appears on the standard toolbar, and Save
appears on the More toolbar.

Use this option if you know before you start that the sale will be parked (e.g. loading
invoice details as pending awaiting customer pickup and payment).

NOTE

Qoooooooonoon,

The parking tool is not available once the payment process has begun

Retrieving Parked Transactions

To retrieve a parked transaction, double click on its entry in the Parked Transactions list.

If transactions are locked with a password, you must enter the password to retrieve a
parked transaction.
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Sometimes the staff member who parked the transaction is not available to retrieve it.
When another staff member retrieves a transaction which they did not park, a warning is
given. If the transaction is also locked by password, a staff member with supervisor
authority must unlock the transaction.

Viewing Parked Transactions at Other Branches

By default the task organiser only shows parked transactions for the current branch.
Sometimes supervisors in a multi branch environment want to view a list of all parked
transactions. This can be achieved toggling the Branch/Branches button on the More
toolbar (CTRL+F11).

Parked transactions can only be retrieved at the branch at which they were parked.

Lay-by Deposits

Accepting a Deposit against a Lay-by

A deposit is an additional payment against a lay-by. This could be an interim instalment or
a final payment. These payments cannot be allocated until after the goods are supplied
and an invoice created and are therefore accumulated against the order number of the
lay-by.

To accept a deposit against a lay-by:

1 Inthe Task Organizer, click Deposit or press F6.

2 Alist of logged on staff members is displayed, select the staff member responsible
for the sale and click Select.
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3 The Deposit window is displayed:

|3 Ex0 POS Deposit B x|
" S Qe M s L e . | T "o ™
E EEEEI —'I‘.-:L o _g visA & Kia o e Q-EI
Help: Select Cash Eftpos Chegue Vi MfC Amex | Task More Hack
Crgder | 10028 Layby Orignal Ascunt 7713
Aoont |0 Less Pad TD 15,40
Contact |50 Oroer Balandoe 6173
Payment Type 5 Aemoaunt Bank Eranch Cor fywvier Chegue Mo, | Ref IS‘-'.I’\]‘- E=

Account CASH SALES
Mum f Code 0fCASHOL
AC Balance -99.65 NZD 1

Operator  EXO BUSINESS ADMIN ACCOUNT
Stock level:

IMolopariz.co.nz | Shift : Dwabled | Cashivawer e 2000

If the profile setting Initial Focus for POS is set to "Default", the order search screen is
launched automatically. In the order field, enter the Lay-by number (as shown on the lay-
by document that was printed when the lay-by was first made). The account number is
completed automatically and the Lay-by balance information is displayed.

4 Inthe payment grid, select the payment type and enter the amount of the payment.
Pressing the space bar in the amount field populates the field with the balance to
pay.

5 If the amount tendered by the customer exceeds the amount they wish to pay (e.g.

change is required), press CTRL+F1 or select To Pay from the More toolbar to enter
the amount to be paid.

6 Click Save or press F12 to save the deposit. A message appears to confirm saving.
7 A message is displayed to check if you want to print the receipt.

A deposit is recorded against the selected sales order and is listed as an unallocated
payment in the debtor transactions.

Final Deposit against a Lay-by

A final deposit is processed in the same way as an interim deposit payment.
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After saving the deposit and optionally printing the deposit receipt, the lay-by is checked
to see if it is fully paid. If so, the system will ask if you want to supply it.

POS Supply Options W

Layby 10023 is fully paid.
Would you like to supply and process the layby now?

Invoice date .
30/06/2008 ||

I QK l [ Cancel

This will fully process (supply and invoice) the lay-by order and print an invoice. The
deposit has already been recorded at this point, so clicking Cancel only cancels the supply
and invoice process.
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Skills checklist

Tick the skills that you have learned in this unit.

skills v

Process Eftpos payments with no cash out

Process Eftpos payments with cash out

Process Eftpos cash out without a sale

process mixed payment types

Reprint an Eftpos docket

Park transactions

Retrieve parked transactions

View transactions at anothe branch

Process a lay-by deposit

Process a final deposit against a lay-by
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Debtors

In this unit you will learn
how to define customer
accounts and create new
account templates.

By the end of this unit, you will be able to:

D Define Customer Accounts

} Creating a New Account Template
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Debtors

Customer Accounts

Customer Accounts shares the Debtors functionality of the core MYOB EXO Business
system.

NOTE

Qoooooooonoon,

See the EXO Business Online Help for instructions on how to work with Debtors.

Creating a New Account Template

When creating a new account, it may be quicker, and more secure, for the POS operator
to be able to choose from some account templates, so that most of the account settings
can be standardised and controlled.

Template accounts can also be used in association with the following profile settings to
add a level of security to account creation at point of sale:

e Set Debtors account access level to "Read Only"
e Set Allow editing of debtor company details & additional addresses to true

This allows POS operators to create new accounts as clones of template accounts and
complete contact type information for the account but will not allow the operator to
change items such as groups, pricing or terms of trade.

There is no explicit profile setting to activate the use of template accounts in POS. If at
least one template account exists, POS will not allow the normal account creation
behaviour and will enforce the use of template accounts.

To create a new account template, create a new Debtor account in the EXO Business core
module, making sure to tick the Account Template checkbox.
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In POS, when you click New or press F4 on the Account Search window to create a new
account, the Templates search window is displayed:

M Account Templates

Mame: CASH SALES
Accno | Mame
0 |CASH SALES
35 |LAY-BY CUSTOMER
36 | TRADE CUSTOMER

kM otopartz.co.nz

Select the required template. The Debtor Account Details window is displayed, with fields
pre-populated with information from the template account you selected. Complete the
details of the new account and then save it.

© MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.

75



Setting up and using Point of Sale EXO Point Of Sale

Credits and Refunds

Credits

To generate a credit note, click Credit or press F7 from the Task Organiser. The process of
creating a credit note is similar to the process of making a sale. Use this process where a
credit note is to be produced instead of an invoice. A credit note has a negative overall
value.

NOTE

: Both sales and credit notes can contain product lines that are a mixture of positive and
negative entries (such as a trade-in on a sale). Only the overall total is checked for correct

sign
‘i EXO POS Credits EEX
g n 4 3 r4 " "5 -5 re T 1 L} L] - L ——nl r FiZ
| VI = - B \.': @ I#
L | m P Eﬁ Fi= e
Hep  Sead view  Stecklevel  HMNotes  Lbotes 5.0 Detal Tak More Back et
ACrount|0
Cust Order
| | Stock Code [T T— Disc(%) | Tated Batch Code | 1)
FLAMGED1 FLAMGE KIT 1 63,56 00 (63.56)

Account CASH SALES
Hum [ Code 0 f CASHOL
AC Balance -134.15 NED 1

Operator  DAVID CRANSTON
Stock lavel: 2

The differences between the Credit and Sale functions are:

* When a product is added to the product grid the quantity is automatically set to -1
instead of +1.

e The Sale Total box changes its name to Credit total and this total must be negative.
The panel background colour will be red if the total is positive.

e Automatic discounts and contract/special pricing are inhibited.

MYOB Technology Pty Ltd 2011. This document may not be copied or utilised in any way without permission from the publisher.
76



Unit 4—Debtors
In the footer summary at the bottom of the window, the payments grid shows the word
Refund instead of Due/Change

Credit Total |Payments

Subtotal

G5T

In certain conditions, the label Refund Due can change.

¢ Credit Account - Indicates the account is not a cash terms only account. The credit
note may simply be “charged” to the account.

e Refund Under - Insufficient refund payment rows have been entered to satisfy the
credit note total. This is a situation that must be rectified by entering or altering
payment rows therefore the background colour will also be red.

e Refund Over - Indicates that excess payment rows have been entered relative to the
amount to be refunded. This is a situation that must be rectified by entering or
altering payment rows therefore the background colour will also be red.

Refunds

This process is very similar to the process of processing a receipt for a payment. Use this
process where the sum of payments entered is negative.
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The individual payment rows in both the Receipt and Refunds windows may be of either
sign depending on the properties of the payment type. This is required to handle
circumstances such as cash out with purchase, or change given. The expected sign of the

total of all payment rows is determined by whether the operation is a receipt (positive) or
a refund (negative).

=x EXO POS Refunds =13
.-: ? .?Q;L r1qﬁ1 r4m (7] 'v__é - r-_;:_____:\.:;. iy i3
- r_ﬁft i Zh . } %
Help Search View hew Ay Mare Back Ft
Account |0
..'-'a'mm: Type= £ Amount Bk Branch D arwer Chegue Mo, Ref IS ""'.
CASH 47.00

Account CASH SALES
Mum | Code 0/ CASHOL

Refund Total |Payments
Subtotal 4700

= *® Refund Over

AC Balance -134.15 NED 1

Operator  DAVID CRANSTON ] i
Stock level: . 0

Motopartz.co.nz | [Shefit.- 1005 CashDrawer L hiovembes:

The differences between the Refunds and Receipt functions are:
* The Total to Pay field in the header panel changes to Refund Total.

The footer summary showing the total of payments changes, as for Credits
NOTE

The Refund Total field knows what sign to expect. Entering a value of the wrong sign here
and navigating off the field will automatically correct the sign of the value entered. This

assists refunds in that they can be entered as positive and will automatically change to
negative.
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Skills checklist

Tick the skills that you have learned in this unit.

skills ‘/

Create a new debtos account template
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Additional Features

In this unit you will find
information for
additional features you
may find useful.

vV VvV VvV VvV VvV VvV VvV VvV Vv VY

Transferring Stock

Overriding Defaults

Extra Fields

The Audit Trail

The Point Of Sale Invoice Audit Trail report
EFTPOS Inquiry

Full Product vs Lane Product

Sales Cart and Delivery Options

Adding Dollar Value Discount Lines

Setting up warranties
Selling a stock item with a warranty
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Transferring Stock

A stock movement transaction is used to move stock from one location to another. A
location transfer will only affect the In Stock quantity; it will not affect the sales units/
values or reports.

To enter a stock movement transaction:

1 Inthe Task Organizer, press CTRL+F10 or click Transfer on the More toolbar.

2 The Stock Transfer Movement window is displayed:

B stock Transfer Request Ei@lg]
I Fle Utites Help i}
) e - ]
0 F ] > i :
Mew  sawe REdt  Refresh Shaw Lane Delete Print
Request #: O Startus: Reques]
Reguest Mo Location Stock Request Status
- " | For Prdang
) From {or bo): ¥ In Tramst
O Route (from - to): S
Reguest # Requested  Reguired From Te Reguested by Status Method RNotes x®

Motopartz.counz

3 Click New to create a new transaction entry.
4 Complete the entries in each field.

5 Click Save & Exit. The transaction entry is saved.

If you have the Distribution Advantage module installed, the Transfer button run the Stock
Transfer Requests module instead. This module allows for staged transfers to occur
starting as a Request, followed by a Send from source to in transit location, and completed
with a Receive from in-transit to destination location. For more information and
operational instructions on this module see the online Help for the Distribution Advantage
modaule.
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Overriding Defaults

The Advanced option allows you to override defaults for dates and references. Depending
on the options, changes to the exchange rate, location and period may be possible.

To override defaults, click Adv or press F7 in a task window (e.g. Sales or Receipts).

The Advanced panel is displayed in the activity zone:

. l m :i‘ _,. ’:= feae f @

Mmm‘..n
Cust Drder

Advanced  [TlosT In
Irvcice Dabe | 11/11/2010 % NZD: 1 NI

Payment Due | 11112010 \-'. [mw Mo Cheernide [ | Defaudt Loc ®| 1. Auddand Lo

Reference Branch [0. avcaae | Period 0, Mevesber 2010 v:

Stock Code DesTipEon Oty BPrice Disc(%)  Total Batch Code =

The fields here default to the values based on the Point Of Sale setup. You can override
these defaults by typing another number or selecting another date or option.

To hide the Advanced panel and return to the main transactions grid, press CTRL+F6.
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Extra Fields

Extra fields allow capture of data specific to the business. These may be used for reporting
purposes, inclusion on print out documents, or other custom application.

Fields set here are useful for demographic data, especially where sales are related to this
information. For example, a store located in a place mostly visited by tourists. Fields
containing information such as the names of tour companies, their locations and tour
schedules could be valuable data when assessing sales or targets.

Extra fields option are set in the EXO Business Config application.

To enter extra field information: click Fields or press F8 in a task window (e.g. Sales or
Receipts).

The Extra Fields panel is displayed in the activity zone. The content will depend on the
Extra fields that have been defined in EXO Business Config. If no fields have been defined,
the Fields button will not be available.

(6 £%0 POS Sales mE x|

B % A T L e

Help Account Dehy L More Back Hext
Account|0
Contact |50 Curst Qecles Ma

Extra Fichis
Tour comparny:||

Home aty:

Stock Code [hesoripdion Qhy SPrie Dxsc(%e] | Total Haich Code ..A_
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The Audit Trail

The Audit Trail feature of MYOB EXO Business also works with the Point Of Sale module,
and tracks key events in the module.

Examples of tracked events may include:
e Price or Discount overrides
e Account customers' stop credit or Active flag being changed
e Orders (lay-bys) being deleted

Event Reasons and Event Reason Classes and are set up and maintained in the EXO
Business Config application. You can choose to track these events silently, or to prompt
the user of the audit event.

See your business partner and EXO Business core documentation for more information.

The Point Of Sale Invoice Audit Trail report

To print an Invoice Audit Trail report:

1 Select Invoice Audit Trail from the Reports Menu.

2 The Audit Trail Selection window is displayed:

1 POS Invoice Audit Trail

Select Transactions

From v| Faos

ln'-.-'u:uiu:es

rrom cere 11/11/2010 v | [v]adjustments

To date: [+] Payments

o 11/11/2010 3

[ all Dates
From period: | Current Period w
[ OK ] [ Cancel ]

Set the appropriate filters to the required settings:

1 From specifies either the Debtors of Creditors ledger. This function is also available
in the core EXO Business product. For Point Of Sale, only the Debtors ledger is
appropriate.

2 Either select the All Dates option or specify a required data range using the From
date and To date fields.
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3 From period defaults to the current financial period. If required, select an
alternative period, or select Any period to retrieve data from multiple periods.

4 Tick or untick the Flags options to include or exclude Invoices, Adjustments or
Payments.

Once selection criteria has been established click OK to print the report.
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EFTPOS Inquiry

EFTPOS inquiry is available for some types of EFTPOS client software. The software usually
provides a Windows shortcut, menu, and/or tray icon to access this feature. EFTOPS
inquiry is usually used to view the journal of data maintained by the EFTPOS client
(independent of the EXO Business database) and allows recalling transactions for view or
reprint of the EFTPOS docket.

Where such functionality exists, EXO Business also provides a convenient visual method of
access to the EFTPOS client window from inside the Point Of Sale application:

1 Open the Shifts window by clicking Admin or pressing F11 from the Task Organiser.

2 If this feature is available, a Client button will be available on the Shifts window.
Click this button to open the EFTPOS inquiry application.

NOTE

Qoooooooonoon,

The functionality of the EFTPOS client is separate from the Point Of Sale application and
MYOB has no control over how this behaves. For more details, refer to the documentation
provided by your EFTPOS installer.
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Full Product vs Lane Product

When Point Of Sale is run embedded within the core EXO Business product, additional
functionality is available within the Point Of Sale workspace. These functions are not
available in the "lane only" product

The additional functions are:

* The Sales Cart feature, which adds ability to specify different delivery and payment
options on a per sales line basis for a sale. This provides the ability to create customer
orders (as opposed to Invoiced Sales and returns) of types other than lay-by. These
include Quotations and Sales Orders.

e The ability to add a dollar value discount line. This is tagged to another product line.

e The ability to add warranty lines to a product line.
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Point Of Sale Advantage

Sales Cart and Delivery Options

You can extend the workflow of the Point Of Sale by activating the sales cart. The cart
appears between the initial product grid and the payment grid screens. If most sales are
pure invoices then the cart may also be set to appear on request. The Sales Cart window
gives you additional flexibility in deferring delivery or supply of stock items, and allows
you to create quotations.

Enabling the Sales Cart profile setting for Delivery options

To activate the sales cart, configure the Activate Point Of Sale Sales Cart functionality
profile setting. Select one of the following options:

® Never - The cart is unavailable.
e Automatic - The cart will be part of the sale workflow.

e On Request - The cart is usually bypassed but can be request requested by pressing
CTRL+F9 during a sale.

Specifying different delivery and payment options for each sales line
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EXO Point Of Sale

When the sales cart is enabled, and your sale already created (products entered), click the
Next button (Automatic mode) or press CTRL+F9 (On request mode) . The Sales Cart

window is displayed:

Account CASH SALES
Mum [/ Code O f CASHOL
AC Balance -144.45 NZD 1

Operator
Stock level: 1

DAVID CRANSTON

Motoparts.co.nz

" M ap “‘.tl o T L e ™

il fo S =

¢ AT I . L +*

Help iphtLne  Logation Eay Duote Invoecn Order Layby Maore Back. Ft:

Aocount |0

Cust Orcer

Shock Code Descripbon ity Total Location Process As |Dele... Pay...
FLANGED 1 FLARNGE KIT 1 58,56 | Awckiand Invoioe  |How | Maw
CAMADICL ADDUSTABLE CAM SHAFT 1 194,35 Auckland Tnvasce  How  Mow
MUFFLED] MUFFLER, 1 59,55 Auckland Tnvakoe Row  Mow

Your sale is displayed in the sales grid. Notice that each sales line has a entry the last three
columns: Process As, Delivery and Payment. New Quote (F5), Invoice (F6) and Order (F7)

buttons also appear at the top of the window.

Select each sales line and specify the payment and delivery options you want for each

sales line, as follows:

e Click Quote or press F5 to set the selected sales line's Process As property to

"Quotation".

e Click Invoice or press F6 to set the selected sales line's Process As property to

"Invoice", for payment and delivery now.

e Click Order or press F7 to set the selected sales line's Process As property to "Order",

for payment now and delivery later.

e Click Layby or press F8 to convert the entire transaction to a lay-by transaction. This

changes all sales lines' Process As properties to "Lay-by".

For sales lines that are set to "Order", use the Pay button to toggle between Pay Now or

Pay Later.
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To split delivery and/or payment for a single sales line with a quantity

of more than one:

1 Select the sales line and click the Split Line button or press F2.

2 The following window is displayed:

Split Line Quantity

Quantity (max 2)

| ok

H Cancel ]

Enter a quantity and click OK. The sales line is split into two lines, where the new line has
the quantity you specify, and the existing line has the remaining balance.

To supply a sales line from a different location:

1 Select the sales line and click the Location button or press F3.

2 The Select a Location window is displayed:

Select a Location

Search Key:

Auckland

|| search |

Locno | Loode

Lname b

A laudend

2 | WNG
3 |CHC
4|5YD
5 |WIP
o |TRM

Motopartz.co.nz

Wellington
Christchurch
Sydney
WIP
TRAMSIT

Choose the required location and click Select.

As you change the delivery and/or payment status of each sales line, the totals at the
bottom of the window are dynamically updated with each change:
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e The Cart Totals area gives the total value of the sale, with a breakdown total for
Quote, Invoice and Order.

e The Payment Totals area gives the total being paid now.

Click Next or press F12 when you have specified the delivery and payment requirements
for the sale to continue with the sales process and complete the sale.

Adding Dollar Value Discount Lines

You can add a dollar value discount line attached to a product line or as an additional line
in a Bill of Materials.

A new stock item classification called Discounts allows you to create your discount stock
items. While elsewhere in EXO Business the Discount stock item behaves just like any
other (lookup) stock item. You can right-click on a sales line and append a discount line to
the sales line. If you only use one discount stock item, it will automatically populate the
line when you append the discount, if you use multiple discount stock items, you can
choose the required discount from the search box that appears.

The discount line will then stay linked with the sales line up until the time of invoicing, so
even if you park a transaction and retrieve it, the discount line is still attached to the sales
line.

The discount line attaches itself to the sales line to which you've added the discount line;
delete the sales line and you also delete the discount.

From a General Ledger perspective, Discount lookup stock items are handled as separate
stock items. They do not inherit the Sales account, Cost of Sale account or stock group of
the stock item sales line to which they are appended. This may lead to some discrepancies
in your reporting.

NOTE

Qoooooooonoon,

The amount of discount a staff member can give is limited to the Discount Rate Limit set
for that staff member in the EXO Business Configuration Assistant (Staff > Users >
Authority tab).
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Discounts

Creating a Discount Lookup Stock Item

To add dollar value discounts to stock items, you first need to create a lookup Discount
stock item.

Create a new stock item in EXO Business, specifying the following details:
e Select "DISCOUNT" for the item's Classification property.
e Tick the Lookup checkbox.

You can create multiple discount items if necessary.

Applying a Dollar Value Discount Line

To apply a dollar value discount to a sales line:

1 Select the sales line and press CTRL+M, or right-click on the sales line and select
Append Discount S Line.

2 If more than one stock item with a classification of "DISCOUNT" exists, a Stock
Search window of all such items will be presented. If there is only one item then it
will be selected automatically and the search window will not appear.

Stock Search

- BIX]
9

Description: MANUAL DISCOUNT

Search key: Method: [Criter by Stock Group:
] Search (%) exact phrase A A —
. O all words
[ Incude inactive items ) at least one
Code Desaiption Qty Stod group (Fine)  Stodk Group (Coarse) 2
MANUAL DISCOUNT | ofo.MISCOTEMS |0, NO GROUP SELECTED
FPDISC PROMPT FAYMENT DISCOUNT 0 0. MISC ITEMS 0. MO GROUP SELECTED
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3 Select the discount to apply and click Select. The following window is displayed:

Discount Value |Z| |E| [g|

Flease enter the Discount § Value for stockcode : FLANGED1

Cancel

4 Enter the dollar amount of the discount you want to apply to the sales line and click
OK.

The Discount line is appended to the sales line in the grid, with a negative quantity of one,
and the total discount in parentheses in the Total column.

Stock Code Description Qty @Price Disc({%) |Total
FLAMGED1 FLAMGE KIT 1 58,56 0.0 68,56
MANDISCOUMNT MAMUAL DISCOLNT -1 30.00 0.0 (30.00)

You can delete a discount line as you would any other sales line. Deleting the line to which
the discount is attached will also delete the discount line.

NOTE

This method of discount is not apportioned to the item to which it is attached. It effectively
represents a credit of a separate product. It does not affect the margin of the item to

which it is attached. It will post to the General ledger codes specified on the discount stock
item.

NOTE

The lines are given a unique KITSEQNO. This can be used in Clarity reporting. Discount lines
may be used within a Bill of Materials, but are tied to the header regardless of where they
are positioned within the Bill of Materials. Pricing roll-up to the header will occur.
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Warranties

You can sell warranties in the Point of Sale module. You can associate multiple warranties
with a single stock item, and also set a default warranty, such as the basic manufacturer's
warranty, for a stock item. When you sell a warrantable item in Point Of Sale, you are
automatically prompted with an opportunity to up-sell a warranty with the stock item.

Setting up warranties

There are four steps in setting up warranties in Point Of Sale.
1 Turn on the warranty feature in Point Of Sale

* To enable the warranty feature, enable the profile setting Enable to track extended
warranties in Point Of Sale.

2 Create warranty lookup stock items

For each warranty you want to sell, you must first create a chargeable warranty stock
item. This is the item sold when the warranty is selected at time of sale.

Create a new stock item in EXO Business, specifying the following details:
e Select "WARRANTY" for the item's Classification property.
e C(Click the Lookup checkbox.

The price for the warranty comes from this stock item.
3 Set up warranties

Set up warranties in the EXO Business Configuration Assistant at Administration > Stock >
Warranty.

These warranties define the possible links between warrantable stock items and the
actual warranty stock items. For each warranty, you can configure:

e The Charge Stock Code, which specifies the warrant stock item that will be used to
charge the customer for the warranty (as set up in step 2 above). Multiple warranties
in the EXO Business Configuration Assistant may use a single warranty stock item if
pricing etc is appropriate.

e The Primary and/or Secondary stock groups, which will be used to make the warranty
available to a range of warrantable stock codes. Both may be defined, and either can
be reset to "NO GROUP SELECTED" by clicking its wastebasket icon.

4 Make stock items warrantable
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To make a stock item warrantable, locate the item in EXO Business, select the Details 2 tab
of the Stock Item Details window and in the Warranty No field choose the warranty you
want to make the default warranty for this stock item. This makes the item warrantable
and identifies the default warranty. When you come to sell this stock item, the warranty
you specify here will be the default in the Add Warranty window.

Selling a stock item with a warranty

When you sell a list of items containing one or more warrantable, an extra Sales Warranty
window will appear in between selecting sales items and entering payment information:

g EX0 POS Sales (=3
[ rig f rs '-i i) .I.' ray :;l':}l ria re
- =W N
i 5okt Ling 'sdd Warranty:dt Wiarant Task More Bak et
Sales Warrant
A:rn.m‘.:l'.l
Cugt Order

Shock Coe Drescyiption Oy Tatal WWarranty Conlract Ma

Account  CASH SALES Warranties Sale Total
Mum J/ Code 0 f CASHDL b= 3
AC Balance -144.45 HZD 1

Operator  DAVID CRANSTON
Stock level: 43

Molopariz.co.nz MESFKCAELD L

SPARK PLUG CABLES |[WE: 53,0000 [Shifit 21005 CashDrawer L |Movembe:;

Warrantable items are listed in black font and non-warrantable items are listed in grey.

TIP
\ ‘ / The non-warrantable items can be hidden or shown by pressing CLRL+F8 or selecting Filter from the
- -
- « More toolbar.
~ N
=
‘g
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To add a warranty to a warrantable item:

1 Highlight the warrantable item that you want to add a warranty to and click Add
Warranty or press F5. The warranties that are available for this stock item are
displayed, with the default warranty highlighted:

Warranty Search

Search Cancel Select

Description: ALDIO EQUIPMENT 13 MTH EXTENDED WARRANTY
Search key:
|

Il Indude inactive items

Segno Warrantydesc 1.Internet o
1 |AUDIO EQUIFMENT MANUFACTURER'S WARFUANTY .00
AUDIO EQUIPMENT 12 MTH EXTENDED WARFLANTY
3 |AUDIO EQUIFMENT 24 MTH EXTENDED WARRANTY §40.00

W

Matopart.co.n:

2 Select the required warranty. The Warranty Contract Number window is displayed:

Warranty Contract Number

Flease enter a new Warranty Contract Mumber for stockcode : EQLSRAMPO1

Cancel

3 Enter the warranty contract number. This will typically be pre-printed on the
warranty form completed on behalf of the customer. Up to 50 characters may
entered. There is no validation or check for duplication on this number. Click OK.

The warranty is added to your sale, and the total information is updated.

Stk Code Descripon Qby Tolal ‘Warranty Contract Mo
EQSRAMPOL | MOBILE 7BAND AUDIOEQUALISER/WME 1] ) | |
AUDIO[?'&ARRM\ITV AUDIC EQUIFMENT 12 MTH EXTENDED '\, 1 30.00 | AUDIC EQUIFMENT 12M | 1234
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EXO Point Of Sale

More than one warranty can be added to an item if required. If you proceed from the
warranties screen using the Next button, then the system will check to see if you have any
warrantable items for which warranties have not been entered and inform you if this is
the case.

NOTE

The warranty number can be printed on the invoice if required by using Clarity to add the
field DR_INVLINES.SERIALNO.

The warranty contract number may be edited by selecting the green warranty line and
clicking Edit Warranty or pressing F6.

You can delete a warranty line as you would any other sales line. Deleting the line to which
the warranty is attached will also delete the warranty line.
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