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Best practices for setting up store groups

Stores

Best practices for setting up store groups

In Central Manager, you must assign stores to store groups to facilitate store setup and
management. You should set up store groups according to natural divisions in your

retail organization. Some examples of these natural divisions include:

® Different types of retail operations. You might create store groups to separate
boutique stores from outlet stores, or general stores from specialty stores, or

food trucks from brick-and-mortar restaurants.

® Different store brands. You might create store groups to separate your high
end brand from your discount brand, or your quick stop brand from your full ser-

vice brand.

® Divisional or regional store management. You might create store groups
based on the management or sales hierarchies in your organization. For
example your organization may have a divisional hierarchy or a regional hier-

archy for store management.

It is acceptable to have only one store in a store group. There is also no limit to how

many stores you add to a store group.

It can be difficult to change an established store group structure. You should consider
your organization's current and future needs when you set up a store group structure.

Ensure the store group structure can support growth.

Setting up store groups

1. Click Setup.

2. Expand Store.

3. Click Store Groups.
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Add the store to Central Manager

4. Click New.

5. Inthe Code field, enter a unique code that identifies the store group, e.g., DIV1,

DIVZ2.

6. Inthe Description field, enter a brief description of the store group.

7. Inthe Stores table, click the check box beside the store or stores that you want to

add to the group.

Note: You cannot select a store that is in another group. If you want to
change how a store is grouped, you must open the store's current store

group, remove the store, and save the store group. When that is complete,

you can open the other store group and add the store.

8. Click Save And Close.

Add the store to Central Manager

Warning! If you change the store database you must recreate the config

file in Central Client. Refer to Modify the Central Client settings for more

information. If you change the Central database - or if you add, remove, or
deactivate a store - you must recreate the config file in Central Server.

Refer to Modify the Central Server settings for more information.

1. Open Central Manager. The shortcut should be available on your desktop.

2. Click Setup.

3. Expand Store.

4. Click Stores.

5. Click New.
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central-client-settings.htm
central-server-settings.htm

Add the store to Central Manager

10.

11.

12.

13.

SIE Store Management

Home

B3 EB

SaveAnd Save SaveAnd Close

Close  And Edit New
Save
|thﬂ'ﬂ | FAddivonal

The Stons 1D must contain anly numbens and must be greater than zero, Once a store is created, s number may not be changed

Store ID q

The store name should ba unique a3 you will use & 1o indentify this particular store,
Store Name Shore 4

The store code and region may be used for calegorizing or grouping related stores
Sore Code: 04

Store Region South "

Swore is inactive: [

Erstng Stoe G 551 .

Select a store group to map this new stone.

Evinting Store: Store 3 v

Select 2 store from which to copy the kem Price. Cost, Restock/Reorder Quantty and Sales Tax

Enter the Store ID.

In the Store Name field enter the store name.

If desired, enter a unique code for the store in the Store Code field.

If desired, enter a region for the store in the Store Region field, or select an exist-

ing region from the drop-down list.

If you want to add the store to an existing store group, select it from the Existing

Store Group drop-down.

If you want to copy item price, cost, restock level, reorder point, and sales tax for

items from another store, select the store from the Existing Store drop-down.

Click the Additional tab and enter the store's address, phone number, and fax

number.

Click Save And Close.
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Set up store financials

Set up store financials

Setting up currencies

Click Setup.

2. Expand Financial.

3. Click Currencies.

To add a new currency, click New.

Enter the following information:

“

Description

Code

Conversion rate

Exchange rate

Locale

The name of the currency, e.g., US Dollar, Euro, Peso.

A code that identifies the currency, e.g., USD, EUR,
MXN.

The ratio between two currencies, e.g., 1:2, which
indicates how much of one currency is needed to
exchange for the equivalent value of another currency.
Store Manager uses the conversion rate to convert the

local currency used by the store to a foreign currency.

The rate, e.g., 1.35, at which one country's currency
can be exchanged for another currency. Store Man-
ager uses the exchange rate to convert any amounts

tendered in foreign currencies to the local currency.

The country where the currency is standard, e.g., for
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Set up store financials

“

USD you would select English (United States) but for

CAD you would select English (Canada).

6. To copy an existing currency, select it and click Copy. You must enter a new

Description, but all other values are copied.
7. To edit an existing currency, select it and click Edit.

8. Click Save And Close.
Setting up tender types

1. Click Setup.

2. Expand Financial.
3. Click Tender Types.
4. Click New.

5. Setup the tender type.

“

Description The name of the tender type, e.g., Cash, Visa, MasterCard,
Debit Card.

Tender Code A code that identifies the tender type, e.g., CA, VI, MC, DC.

Tender Type The tender type, e.g., Cash, Credit Card, Debit Card.

Currency Select the applicable currency for your store. Select Default

Currency to use the currency defined in your Windows oper-
ating system.
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Set up store financials

“

Tender Type is Inact-
ive

Maximum Amount

Denominations

Display Order

Scan Code

Round to Value

Prevent Cashier Over-
tendering

POP Cash Drawer

Require Signature

Select this option if the tender type is no longer in use in
your store. If you make a tender type inactive, cashiers can
no longer select it at the register, including for returns.
However, it will still be available for reports and journaled
receipts. If you no longer use a tender type, the best prac-
tice is to make it inactive instead of deleting it. If you delete
a tender type it breaks the relationship with historical trans-
actions in your store database.

Enter the maximum amount, e.g., $1,000, of the tender type
that the store will accept. If you set a maximum amount,
cashiers will not be able to tender sales with tender
amounts higher than the limit specified. Leave the Max-
imum Amount as $0.00 if you do not want to set a limit.

Enter denominations if you plan to use the change Cal-
culator on the Tender screen at the POS.

The order that the tender types display on the POS, with 1
at the top.

If you have a programmable keyboard, enter a keyboard
shortcut key for the tender type, e.g., C for Cash. Leave the
Scan Code as 0 if you do not use this feature.

The amount to which you want Store Manager and POS to
round up the value of this tender type, e.g., if pennies are
not used in your region but nickels are, enter $0.05.

Select this option to prevent cashiers from tendering
amounts higher than the transaction total. This option is
automatically selected for Credit Card tender types
because overtendering on credit card is not permitted by
credit card companies.

Select this option if you want POS to open the cash drawer
whenever this tender type is used.

Select this option if you require a customer signature for
this tender type, either on the credit card signature line on
the receipt or via a signature capture device.
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Set up store financials

“

Allow Multiple Entries Select this option if you want to permit cashiers to accept
partial payment of the transaction total on two or more of
the same tender type, e.g., splitting the transaction amount
between two Visa cards.

6. Onthe Store Groups tab, select the store groups that use the tender type.

7. Click Save And Close.

Setting up sales taxes

1. Click Setup.

2. Expand Financial.
3. Click Sales Taxes.
4. Click New.

5. Setup the sales tax.

“

Description The name for the sales tax, e.g., Value Added Tax, Goods
and Services Tax.

Code A unique code for the sales tax, e.g., VAT, GST.

Minimum taxable If applicable, enter a threshold amount above which the

amount sales tax is charged. For example, if your store charges a
luxury tax on items above a certain value, enter the value in
this field.

Maximum taxable If applicable, enter a threshold amount above which the

amount sales tax is no longer charged.

Sales Tax Rate (%) If the sales tax amount is calculated as a percentage of the
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Set up store financials

“

item's price, enter the percentage.

Fixed Amount If the sales tax amount is calculated as a fixed amount
regardless of the item's price, enter the amount.

Only apply tax to por- Select this option if you entered an amount in the Minimum

tion over minimum tax- taxable amount field. For example, if you entered $1,000 in

able amount the Minimum taxable amount field and the item's price is
$1,250, the sales tax amount is only calculated on the
$250.

Include any previous Select this option if the sales tax amount is calculated

sales taxes in cal- based on the item price and taxes from previous sales tax

culation codes.

Use partial dollar Select this option if the sales tax amount is calculated using

method in sales taxes the partial dollar tax method. Check local and state laws to

calculation determine if this applies to your store. Use the partial dollar

tax table below to define the breaks in the dollar (brackets)
where the tax amounts are charged.

6. Onthe Store Groups tab, select the store groups that use the sales tax.

7. Click Save And Close.
Setting up item taxes

Your store may be required to charge different sales taxes based on the type of items,
e.g., liquor, tobacco, clothing, food, prescriptions. Use this setup screen to define

which taxes are charged by the item type.

1. Click Setup.

2. Expand Financial.

3. Click Item Taxes.

4. To add a new item taxes, click New.
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Set up store financials

5. Setup the item tax.

“

Description The name of the item tax type.

Code A unique code for the item tax type, e.g., liquor,

tobacco, clothing.

Compute tax on Select this option if you want to calculate tax using
(Price-Cost) instead price - cost instead of price.

of Price

Compute tax on Cost  Select this option if you want to calculate tax on the

instead of Price wholesaler's cost instead of price.

Compute tax on Item Select this option if you want to calculate tax as a fixed

Weight instead of amount per item, e.g. excise tax, instead of price. For

Price example, if the excise tax is $0.05 per milliliter, the
selling price is $10.00, the cost is $7.00, and the value
in the Weight field of the item is 100, the tax calculated
will be $5.00 ($0.05 x 100 = $5.00).

Apply individual Select all of the taxes that apply to the item type, in the
taxes in the following  order that you want them to display on the POS
order screen. Select On Receipt if you also want to display

the sales taxes on the receipt.

6. To copy an existing item taxes, select it and click Copy. You must enter a new

Description and Code, but all other values are copied.

7. To edit an existing item taxes, select it and click Edit.
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Set up store financials

8. Click Save And Close.
Assigning GL accounts

The accounts that you assign should be based on your GL program parameters.

1. Click Setup.

2. Expand Financial.

3. Click Assign GL Accounts.

4. From the Store drop-down, select the store.

5. Enter the Debit Account and Credit Account for the relevant accounts.

6. Click Save And Edit.

7. To copy the GL accounts from one store to another store:

a. From the Store drop-down, select the store from which you want to copy the

GL accounts.

b. Click Copy.

c. Selectthe store or stores to which you want to copy the GL accounts.

d. Click OK.

e. Click OK to override any existing GL accounts.

8. Click Save And Close.

Copyright © 2021-2024 Retail Management Hero - 10



Set up user roles and user accounts

Employees

Set up user roles and user accounts

Setting up Central Manager user roles

You can assign Central Manager user roles to Central Manager users.
1. Click Setup.

2. Expand People and Security.

3. Click Central User Roles.

4. Click New.

5. Inthe Code field, enter a code for the user role.

6. Inthe Name field, enter a name for the user role.

7. Expand Privileges and assign privileges to the user role.

A user with this privilege
can

Privilege Group Privilege

Merchandising ltems ® Add, edit, and
delete items in Cen-

tral Manager.

Item Messages ® Set up, edit, and
delete item mes-
sages in Central

Manager.

[tem Creation Wizard B Use the Item

Creation Wizard to
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Set up user roles and user accounts

A user with this privilege

Privilege Group Privilege can

add items to Central

Manager.

Departments ® Setup, edit, and
delete departments

in Central Manager.

Categories ® Set up categories in

Central Manager.

Discounts ® Set up, edit, and
delete discounts in

Central Manager.

Schedules ® Setup, edit, and
delete schedules in

Central Manager.

Customer Accounts ®  Add, edit, and
delete company or
person AR accounts

in Central Manager.

Customers ®  Add, edit, and
delete customer
accounts in Central

Manager.

Close Billing Cycle ® Close the billing
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Set up user roles and user accounts

A user with this privilege

Privilege Group Privilege can

cycle for AR

accounts.

Print Statement ® Print or email state-
ments for AR

accounts.

Inventory/Purchasing Suppliers ® Setup, edit, and
delete suppliers in

Central Manager.

Purchase Orders ®  Add, edit, and
delete purchase
orders in Central

Manager.

Transfer Ins ® Add, edit, and
delete transfers in in

Central Manager.

Transfer Outs ®  Add, edit, and
delete transfers out

in Central Manager.

Invoices ® Add, edit, and
delete invoices in

Central Manager.

Credit Notes ® Add, edit, and
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Set up user roles and user accounts

A user with this privilege

Privilege Group Privilege can

delete credit notes

in Central Manager.

Purchase Orders History ® Look up purchase
order history in Cen-

tral Manager.

Transfer Outs History ® Look up transfers
out history in Cen-

tral Manager.

Transfer Ins History ® Look up transfers in
history in Central

Manager.

Reports ® Generate reports in

Central Manager.

Setup Store Set up, edit, and delete
the following in Central

Manager:

® Stores

® Store Groups

Merchandising Set up, edit, and delete
the following in Central

Manager:
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Set up user roles and user accounts

A user with this privilege

Privilege Group Privilege can

® Reason Codes
® Tares

® |tem Creation Wiz-

ard Settings

People and Security Set up, edit, and delete
the following in Central

Manager:

® Central Users
® Store Users

B Sales Rep-

resentatives
B POS User Roles

® Manager User

Roles

® Password Policy

Inventory/Purchasing Set up, edit, and delete
the following in Central

Manager:

® Shipping Methods
® Shipping Carriers
® Payment Terms

® Purchasers
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Set up user roles and user accounts

A user with this privilege

Privilege Group Privilege can

® Charges
® Order Settings

® Units of Measure

Financial Set up, edit, and delete
the following in Central

Manager:

® Jtem Taxes
B Sales Taxes

® Currencies

Tender Types

Assign GL Accounts

Customer Set up, edit, and delete
the following in Central

Manager:

®  Account Groups
® Account Managers
® Finance Charges
® Payment Terms

® AR Reason Codes
® Statement Types

® Number Series
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Set up user roles and user accounts

Privilege Group Privilege

8.

Miscellaneous

Wizards Store Group Wizard

Task 190 - Reconcile

Inventory

Inventory Wizard

Journal Post Closed Batches
Worksheets 340 - PO Planner
Click Save And Close.

A user with this privilege

can

® Import Customers
®  Accounting Defaults

® Email Message

Set up, edit, and delete
the following in Central

Manager:

® Custom Fields

Use the Store Group Wiz-

ard in Central Manager.

Use Task 190 to reconcile
inventory in Central Man-

ager.

Use the Inventory Wizard

in Central Manager.

Post closed batches in

Central Manager.

Use worksheet 340 in Cen-

tral Manager.
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Set up user roles and user accounts

Setting up Store Manager user roles

If you typically manage store users in Central Manager, follow this procedure to set up
roles and synchronize the roles to the applicable store groups. However, if you prefer
to manage users at the store level, you can set up roles in Store Manager and they will

synchronize to Central Manager.

1. Click Setup.

2. Expand People and Security.

3. Click Manager User Roles.

4. Click New.

5. Inthe Code field, enter a code for the manager role.

6. Inthe Name field, enter a name for the manager role.

7. Expand Privileges and assign privileges to the manager role.

If Selected, User

Privilege Group Privilege View Only

Has Full Access to

Manage Con- Edit configuration Available
figuration options under File |
Configuration in

Store Manager.

Merchandising Iltems Add, edit, and Available
delete items in

Store Manager.

Iltem Messages Set up, edit, and Available
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Set up user roles and user accounts

If Selected, User

Privilege Group Privilege View Only

Has Full Access to

delete item mes-
sages in Store Man-

ager.

Item Creation Wiz- Use the Item
ard Creation Wizard to
add items to Store

Manager.

Item Matrices Use the Item Available
Matrices screen to
edit the properties
of matrix item com-
ponents such as
quantity, cost, and

price.

Departments Set up, edit, and Available
delete departments

in Store Manager.

Categories Set up categories in Available

Store Manager.

Discounts Set up, edit, and Available
delete discounts in

Store Manager.

Schedules Set up, edit, and Available

Copyright © 2021-2024 Retail Management Hero - 19



Set up user roles and user accounts

Privilege Group

Customer

Privilege

Advanced ltem Wiz-

ard

Label Wizard

Inventory Wizard

Account

Customer

Close Billing Cycle

If Selected, User

Has Full Access to el

delete schedules in

Store Manager.

Use the Advanced
Item Wizard in

Store Manager.

Use the Label Wiz-
ard in Store Man-

ager.

Use the Inventory
Wizard in Store

Manager.

Add, edit, and Available
delete company or
person AR accounts

in Store Manager.

Add, edit, and Available
delete customer
accounts in Store

Manager.

Close the billing
cycle for AR
accounts in Store

Manager.
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Set up user roles and user accounts

Privilege Group

Invent-

ory/Purchasing

Privilege

Print Statements

Suppliers

Supplier Worksheet

Purchase Orders

Purchase Order

Requisition

Transfer Ins

Transfer Outs

If Selected, User

Has Full Access to el

Print or email state-
ments for AR
accounts in Store

Manager.

Set up, edit, and Available
delete suppliers in

Store Manager.

Use the Supplier
Worksheet in Store

Manager.

Add, edit, and Available
delete purchase
orders in Store Man-

ager.

Use the Purchase
Order Requisition
Wizard in Store

Manager.

Add, edit, and Available
delete transfers in in

Store Manager.

Add, edit, and Available

delete transfers out
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Set up user roles and user accounts

Privilege Group

Privilege

Purchasing Tasks

Transfer In Requis-

ition

Invoice

Credit Note

Cost Adjustment

Offline Inventory

If Selected, User

Has Full Access to el

in Store Manager.

Use the Purchasing
Tasks Wizard to
change item pur-
chasing information
such as purchase
tax or unit of meas-
ure (UOM), or to
flag items with Do

Not Order.

Use the Transfer In
Requisition Wizard

in Store Manager.

Add invoices to Available

Store Manager.

Add credit notes in Available

Store Manager.

Use the Cost Adjust-
ment Wizard in

Store Manager.

Manage offline Available
inventory in Store

Manager.
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Set up user roles and user accounts

Privilege Group Privilege

Physical Inventory

History

Journal View

Post Closed

Batches

If Selected, User

Has Full Access to el

Manage physical Available
inventory count in

Store Manager.

Look up history
for the following

in Store Manager:

® Purchase

Orders
® Transfer Outs
® Transfer Ins

® Posted

Receipts

® Posted

Invoices

® Posted Credit

Notes

View the Batch List
and receipt inform-
ation in the Journal
Viewer in Store Man-

ager.

Post closed batches

in Store Manager.
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Set up user roles and user accounts

If Selected, User

Privilege Group Privilege View Only

Has Full Access to

Update Batch Info Use the filter to look
up batches and
update batch inform-
ation in Store Man-

ager.

Setup Merchandising Set up, edit, and Available
delete the fol-
lowing in Store

Manager:

® Reason

Codes

® |tem Creation

Setting
® Tares

® |tem Settings

People & Security Set up, edit, and Available
delete the fol-
lowing in Store

Manager:

® Sales Rep-

resentative
® Time Clock

Password
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Set up user roles and user accounts

If Selected, User

Privilege Group Privilege View Only

Has Full Access to

Policy

® POS User

Roles

® Manager User

Roles

B Users

Invent- Set up, edit, and Available,
ory/Purchasing delete the fol- except for
lowing in Store Import

Manager: Orders
® Shipping
Methods

® Shipping Car-

riers

® Payment

Terms
® Purchasers
® Charges

® Order Set-

tings

® Import Orders

Financial Set up, edit, and Available

delete the fol-
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If Selected, User

Privilege Group Privilege View Only

Has Full Access to

lowing in Store

Manager:

" [tem Taxes
B Sales Tax
® Currencies

® Tender Types

Customer Set up, edit, and Available,
delete the fol- except for
lowing in Store Import Cus-

Manager: tomers

B Account

Groups

®  Account Man-

agers

® Finance

Charges

® Payment

Terms

® Reason

Codes

B Statement

Types

® Number Ser-
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If Selected, User

Privilege Group Privilege View Only

Has Full Access to

ies
® Import Cus-

tomers

® Accounting

Defaults

® Email Mes-

sage

Customer Policy Available

Hardware Set up, edit, and Available
delete the fol-
lowing in Store

Manager:

® Register List

® Pole Display

Messages

® Net Display

Channels

® Receipt

Formats
® PQOS Profiles

® Custom POS

Buttons

® POS Task
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Privilege Group Privilege

Miscellaneous

Reports Active Reports
Queries Reports
Sharp Shooter

Tools Backup Database

If Selected, User

Has Full Access to | YieW Only
Pad
Set up, edit, and Available

delete the fol-
lowing in Store

Manager:

® Custom

Fields

® Printer Set-

tings

® [tem Prop-

erties

® Random

Weight EAN

Generate Active
Reports in Store

Manager.

Generate Query
Reports in Store
Manager.

Generate Sharp
Shooter Reports in

Store Manager.

Back up the store
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If Selected, User

Privilege Group Privilege View Only

Has Full Access to

database in Store

Manager.

Label Designer Use the Label

Designer in Store

Manager.

Items Privileges Allow to change
ltem On Hand
Quantity

Loyalty Privileges Allowed to access

the Loyalty Program

8. Click Save And Close. The role is synchronized to the applicable store groups.

Setting up POS user roles

If you typically manage store users in Central Manager, follow this procedure to set up
roles and synchronize them to the applicable store groups. However, if you prefer to
manage roles at the store level, you can set up roles in Store Manager and they will

synchronize to Central Manager.

1. Click Setup.

2. Expand People and Security.

3. Click POS User Roles.
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4. Click New.
5. Inthe Code field, enter a code for the POS user role.
6. Inthe Role name field, enter a name for the POS user role.

7. Select the check box beside each privilege you want to assign to the POS user

role.

For example, if you are setting up cashier user roles you may want to set up sep-

arate user roles for administrative, senior, and regular cashier roles in the store.

S R T T

Allowed to view Can view and edit
cost information Cost of Item in POS
and Store Manager.

X Allowed to review  Can review printed
printed Journals Journal in POS.
X X Allowed to Exit Can shut down (exit)
POS the POS application.
X X Allowed to view Can view sales
sales graphs graphs in Store Man-
ager.
X X Allowed to gen- Can generate X
erate X reports reports in POS.
X X Allowed to enter Can enter an open-
Opening ing amount for a
Amounts register or cash
drawer.
X X Allowed to enter Can enter a closing

Closing Amounts ~ amount for a register
or cash drawer.
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Allowed to
access Pricing

Allowed to
change tax
status

Allowed to per-
form No Sales

Allowed to per-
form Drops and
Payouts

Allowed to put
transactions on
hold

Allowed to per-
form Closeouts

Allowed to gen-
erateZ& ZZ
Reports

Allowed to delete
entries from
transactions

Allowed to view
and edit all cus-
tomers

S R T T

Can view and edit
Pricing information
in POS and Store
Manager.

Can change the tax
status of an item in
POS.

Can open the
register or cash
drawer by entering a
no sale.

Can enter cash
drops for the safe or
payouts for man-
agers.

Can put a trans-
action on hold and
recall at a later time.

Can blind close out
the register at the
end of a shift.

Can generate Z and
ZZ Reports in POS.

Can delete items
added to a trans-
action.

Can view and edit
customer inform-
ation. Can deac-
tivate, but not delete,
customer profiles.
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S R T T

Allowed to post Can post empty

empty trans- transactions.
actions
X X Allowed to sell to Can complete
employees with employee trans-
discounts actions with dis-
counts.
X X Allowed to abort Can cancel trans-
transactions actions before com-
pletion.

8. Inthe Over/Short Limits section, choose one of the following:

® No Limit
® Limit amount

® Limit percent

“

No Limit Select this option if you want the cashier to be able to close
the batch regardless of the amount the cash drawer is over
or short.

Limit amount Select this option if you want to set an amount threshold

above which the cashier is considered over or short. For
example, if you enter $10.00 and the cash drawer is short
$5.00 the cashier is not considered short and they can
close the batch. However, if the cash drawer is short $15.00
they are considered short and cannot close the batch.

Limit percent Select this option if you want to set a percent threshold
above which the cashier is considered over or short. For
example, if you enter 10% and the batch total is $1,000, if
the cash drawer is short an amount less than $100 the cash-
ier is not considered short and they can close the batch.
However, if the cash drawer is short an amount more than
$100 the cashier is considered short and cannot close the
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“

batch.

9. Click Save And Close. The role is synchronized to the applicable store groups.

Setting up Central Manager users

Pre-requisites: You must set up Central Manager user roles before you set up

Central Manager users.

1. Click Setup.

2. Expand People and Security.

3. Click Central Users.

4. Click New.

5. Enter the following information:

“

User ID The ID that the user will use to log in to Central Manager.
Name The user's first and last name.

Email The user's email address.

Password A password that the user must enter to log in to Central

Manager. Passwords are optional but recommended.

6. From the User Roles drop-down, select the Central Manager user role you want to

assign to the user.

7. Select privileges that you want to assign to the user:
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® Approve worksheets

® Acknowledge worksheets

Create/edit worksheets

Delete worksheets

®  Administrator privileges
8. Click Save And Close.
Setting up store users

If you typically manage store users in Central Manager, follow this procedure to set up
store users and synchronize the users to the applicable store groups. However, if you
prefer to manage users at the store level, you can set up users in Store Manager and

they will synchronize to Central Manager.

Pre-requisites: You must set up manager or POS user roles before you set up

Store Manager or POS users.
1. Click Setup.
2. Expand People and Security.
3. Click Store Users.
4. Click New.
5. Enter user properties and register properties.

Field Description

Login ID The ID that the user will use to log in to Store Manager or

POS.
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“

Tip: The Login ID prints on the customer's

receipt. To protect the privacy of employees, con-
sider using a numeric ID. (An added benefit is
that numeric IDs are also easier to enter in

POS.) You might also consider using a number
series for IDs that aligns with the user's role. For

example, all 100's are cashiers, 200's are floor

managers, 300's are manager, and so on.

User Name The user's first and last name.

Telephone The user's telephone number.

Email The user's email address.

Password A password that the user must enter to log in to POS or

Store Manager. Passwords are optional but recommended.

Cash Drawer The cash drawer the user is permitted to access.

Floor Limit The maximum non-cash transaction amount the user is

allowed to process.

Return Limit The maximum return transaction amount the user is

allowed to process.

POS Task Pad The POS Task Pad assigned to the user.

6. If you are setting up cashiers:
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a. From the User Roles drop-down, select the POS Role you want to assign to

the user.

b. If desired, you can override privileges assigned to the POS Role by adding or

removing them in the POS Role Overwrite list.

c. Ifdesired, you can override the Over/Short Limits assigned to the POS Role

by adding or removing new limits.

7. If you are setting up managers, from the Manager Role drop-down, select the man-

ager user role you want to assign to the user.

Note: You can also assign a POS Role to managers if you want them to be

able to process transactions in POS if required.

8. Onthe Store Groups tab, select the store groups where you want to add the user.

9. Click Save And Close.

Setting up password policies

Setting up a Central Manager user password policy

You can set up a password policy for Central users to control how frequently pass-
words expire, whether to lock accounts after failed login attempts, and to set require-

ments for password complexity.

1. Click Setup.

2. Expand People and Security.

3. Click Central User Password Policy.

4. If you want passwords to expire after a period of time:

a. Select Password expire periodically.
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b. Inthe Maximum age of password (days) field, enter how many days a user

can use a password before they are required to change it.

c. Inthe Show reminder (days before) field, enter how many days notice users

are given before they are required to change their password.

If you want to prevent Central users from reusing old passwords, in the Number of
password to save field, enter how many previous passwords will be saved for

each user.
If you want to lock out accounts after failed login attempts:
a. Select Use account lockout.

b. Inthe Fail logon attempts allowed field, enter how many failed login

attempts are allowed before the user's account is locked.

c. Inthe Lockout period (minutes) field, enter how many minutes the user's

account is locked before they can attempt to log in again.
If you want to set requirements for password complexity:
a. Select Password complexity.

b. Inthe Minimum password length field, enter the minimum number of char-

acters required for passwords.

c. Optionally, in the Required uppercase letter field, enter the number of upper-

case letters (e.g., A, B, C, etc) required in passwords.

d. Optionally, in the Required numeric digit field, enter the number of numeric

characters (e.g., 1, 2, 3, etc) required in passwords.
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e. Optionally, in the Required special character field, enter the number of spe-

cial characters (e.g., !, @, #, etc) required in passwords.

8. Click Save And Close.
Setting up a store user password policy

You can set up a password policy for store users to control how frequently passwords
expire, whether to lock accounts after failed login attempts, and to set requirements for

password complexity.

Tip: If cashiers or sales representatives must log on to POS for each trans-
action, it is best practice to lower the password complexity requirements so

these users can create simpler passwords that are easier to enter in POS.

1. Click Setup.

2. Expand People and Security.

3. Click Password Policy.

4. If you want passwords to expire after a period of time:

a. Select Password expire periodically.

b. Inthe Maximum age of password (days) field, enter how many days a user

can use a password before they are required to change it.

c. Inthe Show reminder (days before) field, enter how many days notice users

are given before they are required to change their password.

5. If you want to prevent store users from reusing old passwords, in the Number of
password to save field, enter how many previous passwords will be saved for

each user.
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6. If you wantto lock out accounts after failed login attempts:

a. Select Use account lockout.

b. Inthe Fail logon attempts allowed field, enter how many failed login

attempts are allowed before the user's account is locked.

c. Inthe Lockout period (minutes) field, enter how many minutes the user's

account is locked before they can attempt to log in again.

Tip: Do not lock accounts for long periods of time. This could prevent

employees from entering transactions in POS.

7. If you want to set requirements for password complexity:

a. Select Password complexity.

b. Inthe Minimum password length field, enter the minimum number of char-

acters required for passwords.

c. Optionally, in the Required uppercase letter field, enter the number of upper-

case letters (e.g., A, B, C, etc) required in passwords.

d. Optionally, in the Required numeric digit field, enter the number of numeric

characters (e.g., 1, 2, 3, etc) required in passwords.

e. Optionally, in the Required special character field, enter the number of spe-

cial characters (e.g., !, @, #, etc) required in passwords.

8. Click Save And Close.
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Manage commission sales
Setting up store sales representatives

Note: The sales representative account is only used to track commission
sales. You must also set up a store user account for sales representatives

so they can log in to POS and process transactions.
1. Click Setup.
2. Expand People and Security.
3. Click Sales Representatives.
4. To add a new sales representative, click New.

5. Enter the following information:

“

Name The sales representative’s full name, e.g., Jane Brown.

ID The sales representative’s ID number.

Telephone The sales representative’s mobile phone number.

E-mail The sales representative’s email address.

Fixed Amount If the sales representative receives a commission based on

a fixed dollar amount per sale, enter that amount.

Percent of Sale If the sales representative receives a commission based on
a percent of the sale amount, enter the percentage.

Percent of Profit If the sales representative receives a commission based on
a percent of the profit, enter the percentage.
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6. Onthe Store Groups tab, select the store groups where the sales representative

is active.

7. Click Save And Close.
Setting up commission sales for items

1. Click Merchandising.

2. Click Items.

3. Double-click the item.

4. Click the Commission tab.

5. Under Commission basis, select one of the following:

® Do not allow commission for this item: Select this option if you no longer

want to offer commission on sales of this item.

® Base this item's commission on the schedule defined for sales rep: Select
this option if the commission schedule is based on the sales representative, not

the item being sold.

® Base this item's commission on schedule defined below: Select this option
if the commission schedule is based on the item being sold, not the sales rep-

resentative.

6. If you selected Base this item's commission on schedule defined below:

® Fixed amount: Enter the fixed dollar amount commission, if applicable.

® Percent of sale (%): Enter the percentage of sale price commission, if applic-

able.
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® Percent of profit (%): Enter the percentage of profit margin commission, if

applicable.

B Maximum commission: Enter the maximum commission amount, if applicable.
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7. Click Save And Close.
Generating the commission sales report

1. Click Reports.

2. Click Active Reports.

3. Expand Sales.

4. Double-click Sales Commission Report.

5. Build filters to control what data is included in the report:

® Field: Select the type of data you want to filter on, e.g., Date.
® Operator: Select a filter operator, e.g., BETWEEN.

® Value: Select an appropriate value, e.g., December 1, 2021 and December 31,

2021.

Note: The values change depending on the Field you select.
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® AND: Select AND if you only want to the report to contain data where both filters

are true.

® OR: Select OR if want the report to contain data where either of the filters are

true.

6. Click Add to add each filter to the report query.

Filter X
Field: Commission ~ |
Operator: WValue:

o - D.DD-
OAND OOR Add Change -~
[ Negate Remave Remove Al W

Filters

Date BETWEEN 2021-12-01 AND 2021-12-31

AND Commission <0

7. Click OK. The Commission Sales Report displays.

|;| ] Fletail Mansgernent Hers Siore Mansger - Registered o x

Jesaica Copp 2281030 oot Trdier Cycle Morm 24 Inch $1.55500 190 S5O0 FET

8. Do the following as required:
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® Click Export to Excel to export the report to Excel;
® Click Export to PDF to export the report to PDF; or
® Click Print to print the report.

Deactivating user accounts

When a person ceases to work at your store, the best practice is to deactivate their
user account instead of deleting it. This helps to maintain important connections

between data in the store database.

Note: If you rehire the person (for example, you might rehire a student who
only works at the store during their school holidays), you do not have to cre-

ate a new user account for them. You can reactivate their user account by

clearing the Cashier is inactive setting on their account.

1. Click Setup.

2. Expand People and Security.

3. Do one of the following:

® Click Central Users.

® Click Store Users.

4. Double-click the user account that you want to deactivate.

5. Onthe General tab, select Cashier is inactive.

6. Click Save And Close.
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Customers

Legal limits on collecting customer information

Store Manager and POS allow you to collect basic information about your store's cus-
tomers, such as name, address, telephone number, fax number, and email address.
You can also customize Store Manager and POS to collect customer information that is
unique to your store's products, services, or relationship-building strategy. For

example:

® For a pet store, you might collect information about the type of pets the customer
has, the number of pets, the names of their pets, and their pets' dietary or groom-

ing needs;

® For an automotive store, you might collect information about the customer's
vehicle, such as the make, model, year, color, and distinguishing features such

as whether it is a special edition or has any customizations; or

® For a specialty liquor store, you might collect information about the customer's
preferred beverages, the quantities they like to order, and whether they want to
be notified of promotions or special events such as a Scotch whisky tasting or

the annual Bordeaux wine release.

Before you collect any customer information you should make sure you under-
stand the legal regulations in your state or country for the collection, use, and
safe storage of a customer's personal information. For example, local laws may

control:

® Whether you must get consent from customers to collect their information;

® What kind of information you can or cannot reasonably collect about your cus-

tomers;

® How you can or cannot reasonably use that customer information;
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® Whether you can share a customer's information with third parties, such as mass

communication agencies;

® Whether customers can opt out of information collection or withdraw consent to

use their information; or

® What steps you must take to safely store or prevent access to customer inform-

ation.

Itis particularly important that you safely store and prevent access to customer inform-
ation. If there is a breach of your systems that exposes customer information, there can
be legal repercussions for your store. Remediation of the breach can also be very time-
consuming and costly. Ensure your computers and networks have adequate intrusion

protection, and consider purchasing cyber risk and data breach insurance coverage.
Advantages of collecting customer information

There are a number of advantages to collecting information about your store's cus-

tomers:

® If your customers consent to direct or mass communication, you can mail or

email promotional material to them;

® You can generate reports on customer sales that identify top customers, cus-

tomer ordering or purchasing trends, and profit margins; or

® You can use customer information to help you identify specific products or ser-
vices that customers will be interested in buying from your store.

How to require customer selection in POS

Some stores, such as stores that sell firearms, are legally required to collect customer
information for every transaction. Other stores like to collect customer information
purely for marketing purposes or to provide a more personal shopping experience to

customers.
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You can configure Store Manager to require customer selection for every transaction in
POS. This is defined in Store Manager in File | Configuration | Store Rules. Under

Customer Options, select Require customer selection for sales.

Tip: If you have Require customer selection for sales enabled, but cus-
tomers are not legally required to share their information with your store, be
prepared for customers who will decline to share their name or contact
information. In these circumstances, it can be useful to have a "bucket" cus-
tomer account set up in the database. This is a generic customer account
that does not belong to a real person but can be used to process trans-
actions when customers do not want to share their information. For
example, if you store sells pet food and pet supplies, you might create a

bucket customer account for "Pet Lover".

How to use custom fields to collect customer information

Custom fields can help your store provide a more personal shopping experience to cus-
tomers. For example, you might set up custom fields in Store Manager and POS to col-
lect the customers' preferred name or their store-related interests. A skilled cashier or
sales representative can use this information to warmly greet the customer and initiate

a conversation about products or promotions that might be interesting to the customer.

In the example below, cashiers and sales representatives can see that customer Jorge
Herrera prefers to be called Joe, and that he is a long-term customer who buys over
$75,000 in products annually. They can also see that Joe usually brings his dog Chewy
to work with him, and suggests asking whether Chewy would like one of the dog treats

that the store keeps under the counter for customers' pets.
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Cancel
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You can configure custom fields in Store Manager in Setup | Miscellaneous | Custom
Fields. You can enter customer information in these fields in either Store Manager or

POS.

Create and manage customer accounts

Setting up customer accounts

1. Click Customer.
2. Click Customers.
3. Click New.

4. Onthe Billing Information tab, enter the contact information that will be used for

billing.
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“

Account number

Title

First Name

Last Name

Create AR Account

Company

Address

City

State

Zip Code

Country

Telephone

Fax Number

E-mail Address

The customer account number. Store Manager can auto-

matically generate an account number, if desired.

The title to use to address the customer, such as Mr.,

Mrs., Ms., Miss, Dr.

The customer's first name.

The customer's last name.

Select this option to automatically create an AR account

for the customer.

The name of the customer's company, if applicable.

The street address of the billing address.

The city of the billing address.

The state of the billing address.

The postal code of the billing address.

The country of the billing address.

The phone number to use for billing inquiries.

The fax number to use for billing inquiries.

The e-mail address to use if emailing statements.
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5. Onthe Shipping Address tab:
a. Click New.

b.  When prompted "Do you want to use the existing Billing Information

address?" click either Yes or No.

c. Ifyou clicked No, enter the shipping address. Select This is the primary

shipping address for this customer if applicable.

Note: You can enter multiple shipping addresses for a customer. If the
primary shipping address for a customer changes, select the applicable

address and click Set Primary.

E = Customer : NEW = £
Home (-]
E MNew [ SetPrimary
B, B = X
E Remove
Save And Save Save And Account _ Claze
Close  AndEdit  New [£] Properties
Save Account Info Shipping Address
Extended Properties
Additional Customer Options Aliases
Billing Information Purchase History Shipping Address
HName Address Telephone Fax Number  Primary
b | Saroh James 455 First Street Springheld IL 12345 USA 171234567 417-123-4566 5]
Sarah James 123 Main Strest Sprningheld IL 12345 USA 417-123-4567 417-123-4566 O

6. Onthe Customer Options tab, enter the applicable customer settings.

“

Customer is exempt Select this option if the customer is exempt from paying
from taxes taxes on purchases.

Customeris an Select this option if the customer is an employee.
employee
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“

Note: Refer to Best practices for employee dis-

counts for more information.

Price Level If you want to offer a price level discount to the customer,
select Price A, Price B, or Price C. If a price level dis-

count is not applicable to the customer, select Standard.

Discount (%) If you want to offer a percent discount to the customer,

enter the percentage in this field.

Warning! This percent discount is applied to all
items the customer purchases. If you want to
limit discounts on items, consider using price

level discounts or adding discounts in POS at the

point-of-sale.
Tax ID Number The customer's ID number for taxation purposes, if applic-
able.
Picture If your store keeps pictures of customers on file, click the

Browse icon and select the appropriate image file.

7. Onthe Aliases tab:

a. Click New.

b. Enter the alias to use to look up this customer in POS.

c. Click OK.

8. Click Save And Close.
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Setting up custom fields

You can set up custom text fields for customers, suppliers, and items. Use these cus-
tom fields to capture additional information that is not captured in other fields. Custom
fields can be a very useful way to build filters to identify customers, suppliers, and

items when you are using wizards or generating reports.

To set up custom fields:

1. Click Setup.

2. Expand Miscellaneous.

3. Click Custom Fields.

4. Onthe Customer or Supplier tab, enter field labels for the following, as required:

B Custom Text: You can enter field labels for up to five custom text fields. For
example, if your store sells automotive parts or services, you might customize
these Customer text fields to capture information such as the make, model, year,

and color of the customer's vehicle.

n L) Custem Frelds =

Home: £~

ELIN - X

Seve dnd  Save Close:
Case And Edit

Save
| Comomer | Suppiier oo

e Caption
Custom Text 1 ke
Cutom Text 2 Medel
Cutom Text 3 Yaar
Custom Teat 4 Color
Cutom Text 5 Cither
Custom Homber 1
Custom Humber 2
Custom Number 3
Custom Humber 4
Custom Humber 5
Custom Diate 1
Custom Date 2
Custom Diabe 3
Custom Date 4
Custom Date 5

Custor Captons Freld capbons displayed hare will be deaplayed i the Customer » Accounts / Customers
> Addiponal Tab
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® Custom Number: You can enter field labels for up to five custom number fields.
For example, if your store sells pet supplies and services, you might customize
these Customer number fields to capture information such as how many dogs,

cats, birds, or other pets the customer has.

B Custom Fields. b=

Home =

B [

Save Ard  Save Close
Clos And Edit
Save

Comiomer | Suepliee o

Hara Capticn
Cussomn Temz 1
Cuntom Tet 2
Custom Text 3
Custom Text 4
Custom Text §
Custom Humber 1 No. dogs
Custom Humber 2 e cais
Custom Humber 3 Ma. birds
Cussom Humber 4 He. other
Cuatom Humbser 5
Custom Diade 1
Cuatom Date 2

Custom Ciase 3
Custom Date £
Custom Diade §

Criom Captions Fisld cagtions. disglyed here will be Ssplayed in the Customer » Accounds [ Customens
» sddimoral Tab

® Custom Date: You can enter field labels for up to five custom date fields. For
example, you might customize these Customer date fields to identify the date the
customer's account was created, the date of their first purchase, or any other
important date related to their relationship with your store such as their vehicle's

last servicing date.

5. Onthe ltem tab, enter field labels for up to three custom item sub-description

fields:
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B - Cueptom Fielcs ]
Heene =
Save And  Save Clase

Close  And Edit
Save
Customer  Supplier | s |
Hers Capbion
[Scb Deacripion 1 Uan.factser
| Subs Description 2 Model Mumber
| Sy Desecription 3 kel Code

%m%metwmwammmw-nu Meeckandssing » lems > Gerensl

6. Click Save And Close.

Examples of custom fields in use:

B - Customer : Smith - 001010000058 10 B
Home E-=]
E B B moooE
SaveAnd Save  Save And Account First Prev Mext Last Cloze
Close  And Edit New
Save Account Info Navigation
Extended Properties
Eilling Information Purchase History Shippeng Address
Additonal Customer Opbions Ahases
Additronal Information
Make Ford 0
Model Fusicn 0
Year 2019 D
Celor Black 0
Other i
Hotes:
Diart in ledt rear quarter pans |
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B - Customer: Smith - 001010000058 = =
Home £~
£ 5| maooE
Save And Save Save And Account First Prev Mext Last Close
Close  And Edit New
Save Account Info Mavigation
Extended Properties
Eillling Information Purchase History Shappang Address
Additional Customer Opbions Miases
Fdditional Information
Ho. dogs 1 =
Mo. cats 2 =
Mo, berds. 0 [
Ho. other 1 e
|:|
Metes:
Cthest et 5 01 iguana |
e I B : WAEZS Winnlens Mowne - (OTESS0B645T o "
Hame -]
B, B EQ ooooE
Swvednd  Seve  Sevednd  Labels Movement  Femt Prev Med Lt Oose
Close  And Ecit Hpw
S Funciions Newigation
Wiwst et Tate Penghts Exterited Praperses
Subwdiaies Sl Sepad B pnors Parchase
Gecarsl Jpeonsery Ericing Ciscourts Commissice Gissen
e Linting Cte farasnsas] Bynityoe Sandwd -
Descrighion WIS hentenn Mouse oo O Typa Rem Lok Code
(Exnerded Desongoon
Dwowirascts Computeny LY
Categuress [ T ———— A
Marclactrer Logtech 1 - e GST
Masdel burter ] .| Pees (=1
e e G000 .| Com $ 1E0
Bawoode Code 1288 = | Popht Margen T

Suppliers

Suppliers best practices

There are a number of things you can do when you set up suppliers and supplier inform-

ation that will make it significantly easier for you to manage things like restocking items
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and creating purchase orders.
Use easy-to-recognize lookup codes to identify suppliers

Use easy-to-remember lookup codes for suppliers, instead of a numeric lookup code,

to make it easier to generate reports on suppliers.

TIE

Retail Managerment Hero Store Manager - Registered

o
BERE OO0 BEE~~= @OEE: o

- ! [ Layeut E Fiaset View
Mew Edit Copy Delste Discounts  Mesms Rfrech Add  Remove

Print Export
to Euel o pof | [ Memorize [ Find
Data Operations Discounts And ltems Refresh Filter List Opticns:
Inventory/Purchasing \workShest Suppliers | %
1 Supphers Find: «Code/Rleorder Humber>

[ Supplier Worksheet

Drag a column header here ko group by that column

3 Purchase Orders
1 Purchase Order Requisition

[ Transterins Extra’ Mile Sparts
Farduay Cycles Endres Douist (804)6732727  (B4)6T3ZT2T  Richmond il
E Transfer Ouls Lakeview Gardan Cartar Susmn Camplball (662)-615-2668 (F82)-518-3688 Starkville Mo
Picel Telecoens Lawsi Scarantion (0T 2947000 (B 2941000 Boentind url
I3 Werkshest Inventory Sysco Food Sarvices Joha Srith (604) 544-4410  (604) 3444411 PoCoquitam B
Transfer In Requisition

Identify the supplier's minimum order amount

Many suppliers set a minimum order amount in dollars, and they will not fulfill orders
below that amount. If you identify this amount when you set up a supplier, Store Man-

ager will warn you if your purchase order does not meet the supplier's minimum order

amount.

[ - Supplier : Sysco Food Services - SYSCO 2
ome -]
E B maooo [ 0 KB

Save And  Save Save And  First  Prev Next Last Dizcounts  Ierms Cless
Cloze  And Edit New

Save Navigation Discounts And ltems

General | Additional | Notes | Purchase |
Min. Ordier Aent_: $500.00

Taot Exempt a

Inactive O
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Identify when purchases from the supplier are tax exempt

In some countries, like the U.S., items purchased through some suppliers or man-

ufacturers may be tax exempt. This is because tax on the items is collected from the

customer at the point-of-sale. When you set up a supplier, you can identify that most or

all items purchased through the supplier are tax exempt. If you do this, Store Manager

will not include tax in purchase orders for that supplier.

B - Supplier : Sysco Food Services - SYSCO

Homme

Save And Save Save And First Prev Next [Last Discounts lerms Close
Close  And Edit New
Save Navigation Discounts And lems

General | Additional | Notes | Purchase |

Min.. Ordher Amt_: 5500.00
Tooe Exempt 2
Inactive 0

B A B oaooon B0 E

Use the supplier's product identification code

The product identification code that you use to identify an item in your store may be dif-

ferent from the product identification code that your supplier uses.

How you identify the product in your store:

Veucher Tara \esghts Extendad Proparties
Substitutes Special Segial
General Irventeey Ericing
1
liem Lookup Code 97855085457 | Hem type
Descnplicn M3Z5 \fireless Mouse Member O
Extandad Description
Depariments
Catagodies
Manuisehaer Legitech | et
Model Humbes S0-002232 | | Price
I
et Code wersoo1 | | Cost
Barcode Code 1268 || [Profit Margin:

Discourts

Optices Purchase
Commission Elinnes
[stsntars
Type lbem Leckup Code
Computers ® O
Computer hocessories * a9
GST w
s
5 18.9800
333565

How the supplier identifies the product:
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Voucher Tare Weights Exiended Froperties

General Jventory Bricing Discounts Commission Biases

Substites Sgecial Sapil Kt Qpticna [ Fuchme |

Suppliers

Tax Code Exemgt Exemp B - Primary Code Nama Currensy | Fsorder Ne Min. Orde MPC: Cost Lesead Comt
Chid/¥a Reorder: | Default - " @ PFOEL Pixel Telecoms usm L0G-00232 il b oSI6E0 5165
Ok Mot Qe ]
Uit of Maasure: EA ™ | =1
LIOM « Gy, 1: w
LIOM / Gy, Supplier [bem Cost
OM / Gay, & - Sppher Currency  UOM Min. Qity Starng Date Ending Diate Comt Lesceall Cot
Puschase UOM. E4 || each

If you add the product identification code that the supplier uses in the Reorder No.
field on the Purchase tab of the Item window, that product code will be included in the

purchase order requisition and in the purchase order:

ltems Nrm@rﬂuﬁmiaim: x|
Code [Dlaccapt  Descripion Supplier Code  Supplier Name  UOM Guantity [Curr.  Cost Extanded  Recrder Numb | Quantity en Ha
b L2OOWHSSN SN (0 V724 Full HDLED Monitor  POGEL Pixel Tlecom EA N 11 |USD1  $500000  $S50.0000 9
M= Purchase Order : POODOO00ZS = a x
Home @
(*] e
S BB oooonld @ B o0 H @ B
Save And  Save  SsveAnd  First Prev MNext Last Create Functions History - Print Movement  Close
Close  And Edit MNew ltem = = ma:l Comments Report
Save MNavigation Functions View
Header | hesms _Charge;
ltem Gty QN Ordering Guidance v
Code Type| OrderNo. | Descripson LOM On E Hmz: Cost E oouz eo Skt x I2 N 5
On Order 1|
097855086457 | ocomz: | mazswiele | EA |um|s | sese| o] O] s1e6780] exe | e T
Reorder Point 10.00
Minimum Order |

Create and manage suppliers

Setting up store suppliers

Itis recommended that you set up suppliers before you start adding items. If you add

supplier information to items immediately it is much easier to manage store inventory.

This topic describes how to manually set up suppliers in Store Manager. You can also

use the Supplier Wizard to set up suppliers.

1. Click Inventory/Purchasing.
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2. Click Suppliers.

3. Toadd anew supplier, click New.

4. Enterrelevant information about the supplier.

General Code A unique code, e.g., a number or

abbreviation, that identifies the sup-

plier.

Name The name of the supplier.

Pay Terms The supplier's payment terms, e.g.,
30 days.

Address The supplier's street address.

City The city in which the supplier is loc-
ated.

State The state in which the supplier is loc-
ated.

Zip The zip (postal code) for the supplier.

Country The country in which the supplier is
located.

Account Number Your store's account number with the
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supplier.

Tax Number If required in your locale, enter the

supplier's tax number.

Accepted Select the supplier's currency. Select
Default Currency to use the currency
selected in the computer's Windows

operating system.

Contact The name of the person who is your

primary contact at the supplier.

Telephone The supplier's main telephone num-
ber.
Fax Number The supplier's fax number.
E-mail The supplier's main e-mail address.
Web Page The supplier's web site.
Additional Custom Text Any custom text that you want to
enter.

Custom Number Any custom reference number that

you want to enter.
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Custom Date Any custom reference date that you

want to enter.

Notes Any notes that you want to enter

about the supplier.

Purchase Min. Order Amt. The minimum order amount the sup-

plier requires.

Tax Exempt Select this option if orders from this

supplier are tax exempt.

Inactive Select this option if you want to deac-
tivate the supplier. Deactivating a sup-
plier instead of deleting them is
recommended because it maintains
relationships in the store database. If
you delete a supplier it can break rela-
tionships in the database and have
unexpected consequences for data

look up, reporting, and more.

Store Groups Select the store groups that use this

supplier.

5. To quickly apply discounts to items ordered from the supplier, click Discounts and

enter the following:
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“

Type Select the type of discount: Department, Category, or
ltem.
Code Click the Browse icon to look up the specific Depart-

ment, Category, or Item.

Description The Description is automatically populated with the

Description of the Department, Category, or Item.

Starting Date The date the discount starts.

Ending Date The date the discount ends.

Discount The percent reduction in price to offer on items from
this supplier.

UOM Select the unit of measure to use in a purchase order
for the item.

Note: Define the unit of measure using File |

Configuration | Unit of measure.

Min. Qty The minimum quantity of the item to include in the pur-

chase order to qualify for the discount.

6. To quickly view the items your store has ordered from the supplier, click Items.

Note: You can add items by clicking Add, but this is not the recommended

method for setting up items. Use the Item Setup Wizard instead.

7. Click Save And Close.
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Setting up custom fields

You can set up custom text fields for customers, suppliers, and items. Use these cus-
tom fields to capture additional information that is not captured in other fields. Custom
fields can be a very useful way to build filters to identify customers, suppliers, and

items when you are using wizards or generating reports.

To set up custom fields:

1. Click Setup.

2. Expand Miscellaneous.

3. Click Custom Fields.

4. Onthe Customer or Supplier tab, enter field labels for the following, as required:

B Custom Text: You can enter field labels for up to five custom text fields. For
example, if your store sells automotive parts or services, you might customize
these Customer text fields to capture information such as the make, model, year,

and color of the customer's vehicle.

n L) Custem Frelds =

Home: £~

ELIN - X

Seve dnd  Save Close:
Case And Edit

Save
| Comomer | Suppiier oo

e Caption
Custom Text 1 ke
Cutom Text 2 Medel
Cutom Text 3 Yaar
Custom Teat 4 Color
Cutom Text 5 Cither
Custom Homber 1
Custom Humber 2
Custom Number 3
Custom Humber 4
Custom Humber 5
Custom Diate 1
Custom Date 2
Custom Diabe 3
Custom Date 4
Custom Date 5

Custor Captons Freld capbons displayed hare will be deaplayed i the Customer » Accounts / Customers
> Addiponal Tab
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® Custom Number: You can enter field labels for up to five custom number fields.
For example, if your store sells pet supplies and services, you might customize
these Customer number fields to capture information such as how many dogs,

cats, birds, or other pets the customer has.

B Custom Fields. b=

Home =

B [

Save Ard  Save Close
Clos And Edit
Save

Comiomer | Suepliee o

Hara Capticn
Cussomn Temz 1
Cuntom Tet 2
Custom Text 3
Custom Text 4
Custom Text §
Custom Humber 1 No. dogs
Custom Humber 2 e cais
Custom Humber 3 Ma. birds
Cussom Humber 4 He. other
Cuatom Humbser 5
Custom Diade 1
Cuatom Date 2

Custom Ciase 3
Custom Date £
Custom Diade §

Criom Captions Fisld cagtions. disglyed here will be Ssplayed in the Customer » Accounds [ Customens
» sddimoral Tab

® Custom Date: You can enter field labels for up to five custom date fields. For
example, you might customize these Customer date fields to identify the date the
customer's account was created, the date of their first purchase, or any other
important date related to their relationship with your store such as their vehicle's

last servicing date.

5. Onthe ltem tab, enter field labels for up to three custom item sub-description

fields:
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B - Cueptom Fielcs ]
Heene =
Save And  Save Clase

Close  And Edit
Save
Customer  Supplier | s |
Hers Capbion
[Scb Deacripion 1 Uan.factser
| Subs Description 2 Model Mumber
| Sy Desecription 3 kel Code

%m%metwmwammmw-nu Meeckandssing » lems > Gerensl

6. Click Save And Close.

Examples of custom fields in use:

B - Customer : Smith - 001010000058 10 B
Home E-=]
E B B moooE
SaveAnd Save  Save And Account First Prev Mext Last Cloze
Close  And Edit New
Save Account Info Navigation
Extended Properties
Eilling Information Purchase History Shippeng Address
Additonal Customer Opbions Ahases
Additronal Information
Make Ford 0
Model Fusicn 0
Year 2019 D
Celor Black 0
Other i
Hotes:
Diart in ledt rear quarter pans |
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|= (e Customer: Smith - 001010000058 = =
Home £~
& 5 mEoo E3
Save And Save Save And Account First Prev Mext Last Close
Close  And Edit New
Save Account Info Mavigation
Extended Properties
Eillling Information Purchase History Shappang Address
Additional Customer Opbions Minses
Fdditional Information
Ho. dogs 1 5
Ho. cats 2 o
Mo, berds. 0 [
Ho. other 1 e
]
Metes:
Cthest et 5 01 iguana |
[ R : MEES Wirebess Mowne - DTESS0B645T [a] X
Hame -
B, B EQ ooooE
Swvednd  Seve  Sevednd  Labels Movement  Femt Prev Med Lt Oose
Close  And Ecit Hpw
Sper Furtiong Maagateon
"iows el Tate ieghta Exserited Progertbes
Subsbiuien Sgeoal Sl i Dtors Parchase
Gecarsl Jpeonsery Ericing Ciscourts Commissice Gissen
e Laokoug Cote ferasniasas ] Bemitoe Crandws =
Descrighion WIS hentenn Mouse oo O Typa e ook Code
(Exnerded Desongoon
Dwowirascts Computeny LY
Categuress Compie Sccesscnes A
Marcdactaer Logtech | - e [
Masdel burter ] .| Pece (=1
edehs Cie 00 .| Com $ 1E0
Bawoode Code 1288 < | Poplit Marge: ek

Generating supplier reports

1. Click Reports.

2. Click Active Reports.

3. Expand Standard.
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4. Do one of the following:

® Expand Items and click Items - Supplier List.

® Expand Sales | Top Sales and click Sales - Top Suppliers Report.
5. Build filters to control what data is included in the report:

" Field: Select the type of data you want to filter on, e.g., Date Sold.
® Operator: Select a filter operator, e.g., BETWEEN.

® Value: Select an appropriate value, e.g., December 1, 2021 and December 31,

2021.
Note: The values change depending on the Field you select.

® AND: Select AND if you only want to the report to contain data where both filters

are true.

® OR: Select OR if want the report to contain data where either of the filters are

true.
6. Click Add to add each filter to the report query.
7. Click OK. The report displays.
8. Do the following as required:

® Click Export to Excel to export the report to Excel;
® Click Export to PDF to export the report to PDF; or
® Click Print to print the report.

Deactivating suppliers

When your store ceases to order products from a supplier, the best practice is to deac-

tivate their supplier account instead of deleting it. This helps to maintain important
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connections between data in the store database.

Note: If the supplier's account was deactivated and you want to start order-
ing products from them again, you do not have to create a new supplier

account for them. You can reactivate their supplier account by clearing the

Inactive setting on their account.

This topic describes how to deactivate a single supplier. If you need to deactivate mul-

tiple suppliers, refer to the Using the Supplier Worksheet topic.
1. Click Inventory/Purchasing.

2. Click Suppliers.

3. Double-click the supplier account to open it.

4. Onthe Purchase tab, select the check box next to Inactive.

5. Click Save And Close.

Inventory

Inventory best practices

There are a number of things you can do when you set up items that will make it sig-
nificantly easier for you to manage things like discounts, ordering from suppliers, print-

ing labels, and generating informative reports.
Use the UPC or EAN code for the item lookup code

Universal Product Code (UPC) is a product identification system that is typically used
in the U.S. to identify items at the point of sale. In this system, every item sold has its

own unique UPC code. For example, a case of bottled water has its own UPC code, but
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if you break out the bottles of water to sell individually the bottles have a different UPC

code from the case.

European Article Number (EAN) is a product identification system that is compatible
with UPC that is typically used in Europe to identify items at the point of sale. In many

cases the UPC and EAN codes are the same.

Using the UPC or EAN code for the item lookup code has a number of advantages:

® Consistency: Your item lookup code naming will always be consistent. This
makes it easier to look up items, and it results in more professional-looking

receipts, work orders, and purchase orders.

® Specificity: Each UPC or EAN code is unique to a single item and cannot be con-

fused with another item at the point of sale.

® Universality: UPC and EAN codes are used worldwide by manufacturers, sup-

pliers, and other merchants.

® Labeling: UPC and EAN codes also make product labeling easier. Almost every
product sold has a UPC or EAN printed on it by the manufacturer. This means
you can put a price label on the shelf instead of adding a price label to each item

individually.

® Reporting: UPC and EAN codes can also make reporting easier. For example,
most UPC codes are 12 digits. The first 6 digits are assigned to the man-
ufacturer, including a check digit, and the next 6 digits identify the product, includ-
ing a check digit. When generating reports you can use the Filter to include all
products that have the same first 6 digits (that is, they have the same man-
ufacturer).

Be consistent when you write item descriptions

If you are setting up your store database for the first time - or are cleaning up and optim-

izing an existing store database - you should aim for consistency in how you write item
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descriptions. This makes it easier to search for items, but it also results in more pro-

fessional-looking receipts, work orders, and purchase orders.

Consider setting up store rules for how you write item descriptions. For example:

o

Capitalization: As a general rule, always follow the capitalization used for trade-
marked company and product names, for example iPhone. But how should you
capitalize other words in the description like "adapter" or "charging cable" or
"case" or "earbuds"? For consistency, use either title case or lower case, but not

a mix of both. For example:
Title case: iPhone Silicone Case
Lower case: iPhone silicone case

Content: The description field is limited to 30 characters or less, so your item
descriptions should be concise and limited to the most important information. To
save space, you might decide to not include the manufacturer name in the item
description. You can put the manufacturer name in a custom field to aid with
searching and filtering. Instead, use the description field just for the product

name, for example AirPods Pro earbuds.

Use custom fields to aid with filtering

You can use filters with a number of different tools in Store Manager, such as:

Advanced Item Wizard
Purchase Order Requisitions

Reports

Consider using the customizable item fields (Sub Description 1, Sub Description 2,

Sub Description 3) to aid with filtering. For example, you might use the customizable

fields to enter the manufacturer, model number, or other stock keeping information

such as SKU or web code.
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ltem Lookup Code 1S7855086457 ltem Lockup Code 097855086457
Description M325 Wireless Mouse]| Description M325 Wireless Mouse
Extended Description Extended Description |
Sub Description 1 Manufacturer Logitech
Sub Description 2 Model Number 510-002332
Sub Description 3 web Code 10276001
Barcode NONE Barcode NOME
Note: You customize these field labels in Setup | Miscellaneous | Custom
Fields on the Item tab.

This is extremely useful if you want to use the filter to include all items from a particular

manufacturer, for example to put those items on sale or to pull sales or to generate

reports:
| Advanced Ite >
Selection Type: Advanced Filter ~
e o]
Filter *
Field: SubDescription1 w
Operator: Value:
LIKE w Logitech
@ AND O0oR Add Change 3
L Negate Remove Remove All W
Fitters
SubDescnpbonl LIKE "Logitech’ B
Save Filter _Finish
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Privileges required to set up or manage inventory

Anyone who is responsible for setting up or managing inventory in Store Manager must

be assigned to a manager user role that has inventory privileges.

1. Click Setup.

2. Expand People & Security.

3. Click Manager User Roles.

ileges:

Ensure the manager role assigned to the user has the following inventory priv-

Home

B, B maooo gl

Save And Save Sawve And First Prev Mext Last Close
Clese  And Edit e

Save Mavigation

Code: Manager-Full

HName: Manager with full privilages

= [W] Privilages
| fiouration
=) ] Meschandising
A ltems.
[ ltem Messages
| ttem Creation Wizard
] ltem Matricas
E4] Departments
FA Categories
] Discounts
£ Schedules
£ Advanced lwem \wizard
A Label \wizaed
EA Inventory \fzard
& [ Cusiomer
& (] Imventary/Purchasing
& [m] Setup
@[] Reports
& ] Tools

E |  Manager User Roles: Manager-Full - Manager with full privileges

=
[~
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Bi: M User Roles: Mi Full - Manager with full privileges 52

Home
Bl mopooEd

Save And Save Save And First Prev MNext Last Close
Close  And Edit New

=

Save Nawvigation
Code: Manager-Eull
Name: Manager with full privileges
= [m] Privileges
[ Manage configuration

#l [ Merchandising

] Suppliers
Supplier Worksheet
[=] Purchase Orders
[ Purchase Order Requisition
Transter Ins
[ Transfer Outs
[ Worksheat Inventory
Transfer In Requisition
[ Invoice
[A Credit ote:
Cost Adjusiment
[ Offline Invenicry
&[] History
EROEST
([ Reports
[ Teols

H|= Manager User Roles: Manager-Full - Manager with full privileg =

Home
B, B mooo Ed
Save And Save Save And First Prev Mext Last Close

Close  And Edit M
Save Navigation

Code: Manager-Full
Narme: Manager with full privileges

m
>

= A Merchandising
[ Reason Codes
[ Item Creation Setting
[ Tares

(4]
1= B Inventory/Purchasing
[=] Shipping Metheds
4] Shippang Carriers
A Payment Tarms
[ Purchasers
[ Charges
B4 Order Setting
[ Impoet Orders
& [J Financial
&[] Customer
# [] Hardware
@[] Miscellznecus
@ [ Payment Processing
# ] Reports
@[] Tocls
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Using worksheets to manage store inventory

Worksheets are how you manage store inventory from Central Manager. You can use
worksheets to add or update inventory items in stores, to set regular or sale prices on

items, change ordering information, and create transfers or purchase orders.

To use worksheets, you select the stores whose inventory you want to update and then
identify the inventory items you want to include in the worksheet. Central Manager gen-
erates either one worksheet for each store or one worksheet for all stores, depending
on the type of worksheet. After the worksheet is generated you can add or remove

items from the worksheet and change the item information as required.

Central

Use worksheets to
manage store inventory

Store 3

Tip: For worksheets 251, 304, 330, 340, and 351 you can also export the

worksheet to a Microsoft Excel spreadsheet, edit the item information in the

spreadsheet, and import the spreadsheet data back into the worksheet.)

When you are satisfied with the item information in a worksheet you approve it for pro-
cessing. By default, approved worksheets are processed immediately, unless you
scheduled processing for a future date and time. Larger worksheets take longer to pro-
cess. In some cases, the best practice is to process the worksheets while the stores

are not open to business.
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You can use worksheets to initiate transfers and purchase orders, but they must be
released and received at the store level. In Central Manager, the processing status of
these worksheets remains In Process until the stores have received the transfers or

purchase orders.

After worksheets are completed you can acknowledge and file them.

List of available worksheets

The following worksheets are available in Central Manager:

# worksheets
tion created

Worksheet title and descrip-

Editable fields

251 Update Inventory - Item One per store ® Price
Prices ® Price A, B, C
Use this worksheet to update " MSRP
item prices and sale prices ® Sale Price
(on the item's Pricing tab) for Sale Start
specified stores. It is recom-
Date

mended if the stores you are
managing with Central Man-

ager have different pricing

Sale End Date

Lower Bound

information for items. Upper Bound
Note: You can export S
the items to an Excel FIEE
spreadsheet, make the Buydown
changes in Excel, and Quantity
then import the spread-
sheet back into Central
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252

Worksheet title and descrip-

tion

Manager.

Update Matrix Items Prices

Use this worksheet to update
matrix item component

prices and sale prices (on

the item's Pricing tab) for spe-
cified stores. It is recom-
mended if the stores you are
managing with Central Man-
ager have different pricing
and cost information for mat-

rix items.

Download Items

Use this worksheet to add
new items, and all item prop-
erties, to the specified
stores. You can also use this
worksheet to update existing
items and item properties,

excluding quantity.

# worksheets

Editable fields
created

One per store ® Price
® PriceA,B,C
" MSRP
® Sale Price

B Sale Start
Date

B Sale End Date
® |Lower Bound
® Upper Bound

® Buydown

Price

® Buydown

Quantity

One per store None
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Worksheet title and descrip- # worksheets

tion created Editable fields

Note: This worksheet
does not override the

store item quantities.

303 Change Item Ordering Info One ® Min. Order
. ® Cost
Use this worksheet to update
ordering information for spe- " Reorder
cified stores. " MPQ

| |
Note: This worksheet Purchase Tax

is designed to update
ordering information for
all stores. You can
modify the worksheet
so it only updates order-
ing information for spe-
cific stores. However,
you cannot use the
worksheet to enter dif-
ferent ordering inform-

ation per store.

304 Change Item Price (Regu- One ® New Price

lar)

Use this worksheet to update
item prices for specified

stores. It is recommended if

Copyright © 2021-2024 Retail Management Hero - 77



List of available worksheets

Worksheet title and descrip- # worksheets Editable fields

tion created

the stores you are managing
with Central Manager have

the same item pricing.

308 Change Item Restocking One work- One worksheet:
Info sheet, or one
® Reorder Point
per store
Use this worksheet to update T sk L]
restocking information for the
specified stores. One per store:
® New Reorder
Point
® New Restock
Level
320 Adjust Item Sales Tax One per store ® Sales Tax
Use this worksheet to adjust
item sales tax for specified
stores.
321 Change Item Block Sales One ® Block Sales
Type
Use this worksheet to block
sales for the selected items ® Block Sales
in the selected stores. You Reason
can block sales based on a T Rk Seles
schedule and start/end date. el
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322

330

Worksheet title and descrip-

tion

Change Item Discounts

Use this worksheet to
change discounts for the
selected items in the selec-

ted stores.

Inventory Transfer

Use this worksheet to initiate
inventory transfers between
stores. After you initiate an
inventory transfer in Central
Manager, a transfer out is
created in the source store
where it must be released,
shipped, and committed in

Store Manager.

When the transfer out is com-
mitted, a transfer in is cre-
ated in the destination store

that must be released,

# worksheets

Editable fields
created

® Block Sales

Start Date

® Block Sales

End Date
One ® New Quantity

Discount
One " Quantity

Transfer
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Worksheet title and descrip- # worksheets

Editable fields

tion

received, and committed in
Store Manager. The work-
sheet status in Central Man-
ager will be In Process until
the transfer in is committed

in the destination store.

created

340 PO Planner One per store Order Number
_ o Item Descrip-
Use this worksheet to initiate
tion
purchase orders for stores.
After you initiate a purchase Quantity
order in Central Manager, Price
the purchase order(s) are cre- Extended
ated at the applicable store
Purchase Tax
(s), where they must be
released in Store Manager.
351 Update Inventory - Item One Price
Prices Cost (Regular) Price A B. C
Use this worksheet to update MSRP
item prices for specified Sale Price
stores. It is recommended if Sale Start
the stores you are managing Date

with Central Manager have
the same pricing and cost

information for items.

Sale End Date

Lower Bound

Copyright © 2021-2024 Retail Management Hero - 80



List of available worksheets

Worksheet title and descrip- # worksheets

tion created Editable fields

Note: You can export ® Upper Bound
the items to an Excel =" Buydown
spreadsheet, make the Bl
changes in Excel, and
® Buydown
then import the spread-
Quantity
sheet back into Central
Manager.
Request Full Inventory One None
Count

Use this worksheet to
request store quantities and
synchronize them to the Cen-
tral Manager database for
the purpose of adjusting
quantities in Central Man-
ager to match the quantities
in the stores. This worksheet
is typically run after stores
complete their physical
inventory counts. When
Worksheet 501 has finished
processing you can use Task
190 to reconcile store quant-
ities with the quantities in the

Central Manager database.
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Set up store inventory

Setting up departments

It is recommended that you set up departments. If you organize your items into depart-

ments and categories it is easier to analyze inventory, pricing, and profits.
1. Click Merchandising.
2. Click Departments.

3. Toadd anew department, click New.

4. Onthe Department tab, enter the following information:

“

Code A unique code, e.g., a number or abbreviation, that

identifies the department.

Name The name of the department.

5. To quickly add categories to a department, in the Categories section click New and

enter a Code and Name for the category.
6. Onthe Store Groups tab, select the store groups that use this department.

7. Click Save And Close.
Setting up categories

Itis recommended that you set up categories. If you organize your items into depart-

ments and categories it is easier to analyze inventory, pricing, and profits.

1. Click Merchandising.
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2. Click Categories.
3. Toadd anew category, click New.

4. Onthe Category tab, enter the following information:

“

Code A unique code, e.g., a number or abbreviation, that

identifies the category.
Name The name of the category.

Department Select the department that the category belongs to.

5. Onthe Store Groups tab, select the store groups that use this category.

6. Click Save And Close.

Setting up items

Setting up standard items

Note: Itis recommended that you set up suppliers before you enter a large

number of items.
1. Click Merchandising.
2. Click Items.
3. Click New.
4. Select Standard Item and click OK.

5. Use the General tab to enter general information about the item.
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“

Item Lookup Code A unique code for the item. This is usually the UPC
item code.

Description The name or description of the item. There is a 30 char-
acter limit.

Ext Description Any additional information that describes the item.

Sub Description 1, 2, You can rename this field and use it to define addi-

3 tional attributes for the item, e.g., Size, Colour.

Note: Define the field label using Setup | Mis-
cellaneous |Custom fields | Item tab. Select
the Show previously defined SubDecrip-
tion option from File | Configuration | Store
rules | Item to change this from a text field to a

drop-down list populated with previously-

defined Sub Descriptions for the item.

Barcode The item’s barcode type. For example, the UPC bar-
code type is the standard type of barcode for items
sold to the general public. The barcode type affects

how labels are formatted and printed.

ltem type Select one of the following options:

B Standard: The item does not have special attrib-

utes.

B Serialized: The item is associated with a unique
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“

serial number, which Store Manager uses to

track purchases.

B Kit: The item is a kit that contains other items
that are in the store database. These items are

bundled together and sold as one item.

® Gasoline: The item quantity is recalculated

when a new extended price is entered.

® Weighed: The item must be weighed to determ-
ine its sale price. The weight can be entered
manually or using an electronic scale connected
to the register. If you select this option, you can
also assign a tare weight to the item on the Tare

Weights tab.

® Non-Inventory: The item is not tracked, e.g.,

shipping charges, labor hours.

® Voucher: The item is a gift certificate or gift card

sold by the store.

Member of If the item is a component of a matrix, lot matrix, or
assembly item, the lookup code for the matrix, lot mat-
rix, or assembly item it is sold under displays in this

field.

Department The department the item belongs to.

Note: Define departments using Setup | Mer-
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“

Categories

Price

Cost

Profit Margin

| chandising | Departments.

The category the item belongs to.

Note: Define categories using Setup | Mer-

chandising | Categories.

The regular price for the item. You can either set the
price on the General tab or the Pricing tab. The fields

on both tabs are connected.

The amount the store paid to purchase the item. You
can either set the cost on the General tab or the Pri-

cing tab. The fields on both tabs are connected.

The profit margin for the item. This field is calculated
using the calculation [(Price - Cost) / Price] x 100. You
can either set the profit margin on the General tab or

the Pricing tab. The fields on both tabs are connected.

6. Use the Inventory tab manage your item inventory.

“

On Hand

The current number of items in stock. The number is
reduced whenever the item is sold. The number shown
can be either a positive or negative. If the itemis a

non-inventory item, the number is zero.
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“

Committed

Available

On Order

Transfer Out

Unit of Measure

Date created

Last received

Last ordered

The current number of items in stock that are com-
mitted, e.g., they are included in layaways or work

orders.

The current number of items in stock that you can sell,
i.e., on hand — committed. This field is calculated and

cannot be edited.

The total number of the item that you have on order,
e.g., in purchase orders or inventory transfers. This

field is calculated and cannot be edited.

The total number of the item that is included in outward
inventory transfers that have not yet been issued. This

field is calculated and cannot be edited.

How the item is counted or measured, e.g., weight,

size, cans, bottles, packages.

The date the item was created. This field is calculated

and cannot be edited.

The date the item was last received into the database.

This field is calculated and cannot be edited.

The date the item was last ordered. This field is cal-

culated and cannot be edited.
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Last sold

Last cost

Replacement cost

The date the item was last sold. This field is calculated

and cannot be edited.

The last cost at which the item was sold. This field is

calculated and cannot be edited.

The amount the replacement item will cost.

7. Use the Pricing tab to manage item pricing.

m“

General Pricing

Price

Cost

Profit Margin

The regular price for the item. You
can either set the price on the Gen-
eral tab or the Pricing tab. The fields

on both tabs are connected.

The amount the store paid to pur-
chase the item. You can either set the
cost on the General tab or the Pricing
tab. The fields on both tabs are con-

nected.

The profit margin for the item. This
field is calculated using the cal-
culation [(Price - Cost) / Price] x 100.
You can either set the profit margin on

the General tab or the Pricing tab.
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m“

The fields on both tabs are con-

nected.
Price level A, B, If your store uses different price levels
orC for items, enter the prices in these

fields. If the price levels are not set,
POS uses the value in the Price field

(the regular price).

MSRP The manufacturer’s suggested retail

price (MSRP) for the item.

Price Bounds Lower bound The recommended lowest price for
the item. If a cashier or sales rep-
resentative attempts to sell the item

below this price, POS displays a warn-

ing message.
Upper bound The recommended highest price for
the item.
Sale Pricing This item is on Select if the item will be on sale during
sale the specified number of days or

according to a schedule.

Sale price The sale price that is in effect during

the specified number of days or
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m“

This sale is in
effect for a spe-

cific period

This sale is in
effect according

to a schedule

Buydown Pricing Buydown price

Buydown quant-

ity

according to a schedule.

Select this option if the item will be on
sale for a specific number of days.
Use the Start Date and End Date

fields to select the time period.

Select this option if the item will be on
sale according to a specific schedule
and select the Schedule from the

drop-down list.

Note: Define the schedule
using Setup | Merchandising |

Schedules.

The price to charge for each qual-

ifying buydown item.

The quantity that is available at the
buydown price. If the customer buys
more of the items than the remaining
buydown quantity, POS prices all of
the items at the buydown price. In sub-
sequent sales, POS uses the value in

the Price field (the regular price).

8. Use the Discounts tab to manage item discounts.
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“

There is no discount Select this option if there is no discount scheme cur-

scheme for this item rently applied to the item.

Use a Mix and Match Select this option to apply a mix and match discount
discount theme scheme and select the scheme from the Discount

scheme drop-down list.

Note: Define the discount scheme under

Setup | Merchandising | Discounts.

Use a Buy X and get Select this option to apply a buy X and get Y for Z dis-
Y for Z discount count scheme and select the scheme from the Dis-

scheme count scheme drop-down list.

Note: Define the discount scheme under

Setup | Merchandising | Discounts.

Use a quantity dis- Select this option to use a discount table to establish

count pricing table discount prices for the item based on the quantity pur-
chased. The Quantity column indicates the minimum
number of items that must be purchased at the indic-
ated Price in order to qualify for the discount prices in
the Price A, B, or C columns. Select Discount odd
items if you want to extend the discount price of the
item to items above the Quantity that do not meet the

next level of discount.

9. Use the Commission tab to manage commissions on sales of this item.
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“

Do not allow com- Select this option if there is no commission on this

mission for this item item. If a sales representative who earns commission

sells this item, they will not earn a commission from it.

Base this item’s com-  Use the commission schedule defined for the sales rep-

mission on the sched- resentative.

ule defined for the Note: Define the sales representative’s com-
sales rep mission schedule using Setup | People &

Security | Sales Representative.

Base this item’s com-  Use a commission schedule that is specific to the item.
mission on schedule If you select this option, the commission schedule you
defined below define for the item overrides the commission schedule

defined for the sales representative.

Fixed Amount If you want to base commission on a fixed dollar

amount per sale, enter that amount.

Percent of sale If you want to base commission on a percent of the

sale amount, enter the percentage.

Percent of profit If you want to base commission on a percent of the

profit, enter the percentage.

Maximum com- If you want to cap commissions on the item to a spe-

mission cific dollar value, enter that amount.

10. On the Aliases tab, enter any aliases for the item.
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You can use aliases to look up items. They are like alternate item lookup codes. To
be effective, aliases should be easy to remember and shorter than a standard UPC

code. Aliases must be unique to a specific item.

11. On the Substitutes tab, enter any substitute items that are similar to the item that a

customer could purchase if this item is out of stock.

12. Use the Special tab to manage other item characteristics.

“

Tag along item If this item is sold with a tag along item, click the

Browse icon and search for the lookup code of the tag

along item.

Quantity The number of tag along items that will be sold when

the original item is sold.

Parent Item The lookup code of the parentitem (e.g., a case of
bottled water) that contains a specific quantity of this
item (e.g., a bottle of water), which can also be sold as
a single item. If the on hand quantity of the single item
reaches zero, the store can open up the parent item
and add that quantity of the single item into inventory.

This is known as breaking.

Child quantity The quantity of single items (e.g., 12 bottles of water)

within a parent item (e.g., a case of bottled water).

ltem message The item message that is displayed to the cashier at

the register when the item is sold, e.g., Verify age limit.
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“

Bin location

Weight

Notes

Picture

Note: Set up item messages using Setup |

Merchandising | Item Messages.

The location in the store where the item is stored.

The weight of the item.

Any special information about the item.

If you want to display a picture of the item on net dis-

play, do one of the following:

® Click the Browse icon and select the picture.

® Enter the file path to the picture (including the file

name).

® Enter the file name.

Pictures must be in BMP, JPG, or GIF format.

If you prefer to enter only the file name, the file must be
saved to the Pictures folder. The Pictures folder is usu-
ally located at C:\Program Files (x86)\Retail Her-
o\RMH Central Manager\Pictures.

The path to the Pictures folder must be configured in
the Central Administrator app. In Cental Admin-
istrator, click Configuration. On the Path tab, in the

Pictures field, enter the path to the Pictures folder,
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“

then click Save And Close.

If you enter a different file path to the picture, e.g.,
C:\Temp\Picture.jpg, when you save the item, the sys-

tem saves copy of the picture in the Pictures folder.

13. Ifthe item is a serialized item, use the Serial tab to manage serial numbers.
14. If the item is a kit item, use the Kit tab to add the items that are included in the kit:
a. Click New.

b. Enter the item's lookup code in the Find field or scroll through the item list and

select the item.
c. Click OK.

15. Use the Options tab to manage other options for the item.

“

Must enter price at Select this item to prompt the cashier to enter the price
the POS of an item before the item can be added to the trans-

action, e.g., the price of items sold at a deli counter.

Accept food stamps Select this option if the customer can purchase the

for this item item using food stamps.

Note: Set up food stamps as a tender type

using Setup | Financial | Tender Types.
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“

Quantity entry at
POS not allowed

Item is not dis-
countable at the

POS

Item is available on

the website

Item is now inactive

Block sales for this

item

The block is in effect

for a specific period

Select this option if you want to restrict cashiers from

entering the quantity of the item at the register.

Select this option if you want to restrict cashiers from

entering discounted prices for the item at the register.

Select this option if you are using RMH Store Manager
with a web store and you want to make this item avail-

able on the web store.

Select this option if you are no longer selling this item
as a single item. If an item is inactive, it can still be sold
as part of a matrix, lot matrix, or assembly item.

Note: Making an item inactive is the recom-

mended approach. If you delete an item, it can

break relationships in the database and cause

problems with generating reports.

Select this option if you want to block sales for the item
for the specified number of days or according to a

schedule.

Select this option if sale of the item will be blocked for
a specific number of days. Use the Start Date and

End Date fields to select the time period.
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“

The block is in effect Select this option if the sale of this item will be blocked

according to a sched-  according to a specific schedule and select the Sched-

ule ule from the drop-down list.

Note: Define the schedule using Setup | Mer-

chandising | Schedules.

16. Ifthe item is a voucher item, use the Voucher tab to manage voucher options and

numbering.

“

Item can not be sold Select this option if you want to prevent the item from

being sold.
Item can not be Select this option if you want to prevent the item from
returned being returned.
Voucher can be Select this option if you want to be able to reload pre-
reused payment amounts to the voucher. This is particularly

useful for gift cards.

Global

Linked tender Select a voucher tender type. All vouchers much be
linked to a tender type so they can be redeemed at

point-of-sale.

Note: Define tender types in Setup | Fin-
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“

Cashier entered

Auto generated

Number format

| ancial | Tender Types.

Select this option if you want the cashier to enter the
voucher number in POS when a voucher is sold. For
example, you might select this option if you sell pre-
printed gift cards and you want the cashier to swipe the
magnetic stripe to record the card's number when it is

sold.

Select this option if you want POS to automatically gen-
erate a voucher number when a voucher is sold. For

example, you might select this option if you sell gift cer-
tificates and you want POS to automatically generate a

unique voucher number for each gift certificate.

If you selected auto generated numbering, enter the

number format and length.

17. Use the Purchase tab to manage purchasing and reordering.

“

Tax Code

Child/Kit Reorder

If applicable, the tax applied in a purchase order for the
item. In the U.S. and Canada, stores typically pur-
chase items tax free and collect tax from the customer

at the point of sale.

If the item is the child of a parent item, or part of a kit,
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use this option to determine whether to reorder the par-

ent item when this item is purchased.

Do Not Order Select this option if you no longer want to order this
item.

Unit of Measure Select the unit of measure to use in a purchase order
for the item.

Note: Define the unit of measure using File

|Configuration |Unit of measure.

UuOM/Qty 1, 2, 3 The options available for this field depend on how you

have defined the unit of measure.

Purchase UOM The unit of measure to use in a purchase order for this

item.

18. On the Store Groups tab, select the store groups that stock this item.

19. On the Extended Properties tab:

a. Select Whole Number if you want to display quantities in whole numbers
only, e.g., 8 instead of 8.5. In stores that only sell whole units, such as cloth-
ing stores, this can make quantities easier to read. Do not select this option if
your store sells weighted items or items that sell in partial quantities, e.g., 6.5

yards of fabric.

b. Select Do not allow to edit Unit of Measure on Inventory Tab if you want

to prevent cashiers and others from changing the unit of measure for sales.
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20. Click Save And Close.
Setting up matrix items

A matrix item?is composed of items that are essentially the same, e.g., t-shirts or
pants, but vary in one or two ways like size or color. These items, or components, typ-
ically have the same lookup code?, description, and price as the matrix item.
However, you have the option of setting up unique lookup codes, descriptions, and

prices for each component.

You can define up to three dimensions, e.g., size or color, to differentiate between com-
ponents in the matrix. Within each dimension you can define several attributes, e.g.,

XS, S, M, L, XL, XXL, XXXL.

Note: It is recommended that you set up suppliers before you enter a large

number of items.
1. Click Merchandising.
2. Click Items.
3. Toaddanewitem, click New.
4. Select Matrix Item and click OK.

5. Use the General tab to enter general information about the item.

1A matrix item is composed of items that are essentially the same, e.g., t-shirts or

pants, but vary in one or two ways like size or color. These items, or components,
typically have the same lookup code, description, and price as the matrix item.
However, you have the option of setting up unique lookup codes, descriptions, and
prices for each component. You can define up to three dimensions, e.g., size or
color, to differentiate between components in the matrix. Within each dimension
you can define several attributes, e.g., XS, S, M, L, XL, XXL, XXXL.

2A unique set of alphanumeric characters used to identify an item, e.g., barcode
numbers if an item has a barcode.
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Matrix lookup code

Description

Sub Description 1, 2,
3

Notes

Department

Category

Item Tax

Price

Cost

Supplier

A unique code for the matrix item.

The name or description of the matrix item.

You can rename this field and use it to define addi-

tional attributes for the item, e.g., Size, Colour.

Any notes that you want to enter about the matrix item.

The department the item belongs to.

Note: Define departments using Setup | Mer-

chandising | Departments.

The category the item belongs to.

Note: Define categories using Setup | Mer-

chandising | Categories.

The tax that is applied to the item when it is sold.

Note: Define item tax using Setup | Financial

| tem Taxes.

The regular price for the item.

The amount the store paid to purchase the item.

The primary supplier of the matrix item.

Note: Define suppliers using Invent-
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| ory/Purchasing | Suppliers.

Barcode The item’s barcode type. For example, the UPC bar-
code type is the standard type of barcode for items
sold to the general public. The barcode type affects

how labels are formatted and printed.

6. Onthe Component Item tab:

a. Inthe Dimension for component items section, in the Dimension 1 field,

type a name for the type of dimension, e.g., Size.

b. Inthe Attributes and Codes area below the Dimension 1 field, define the
attributes for the dimension, e.g., Extra Small, Small, Large, and the codes for

those attributes, e.g., XS, S, L.

c. Define additional dimensions (up to three) and attributes as required.

d. After you have defined the dimensions, attributes, and codes, do one of the

following:

° |If you want Store Manager to automatically create components for each dimen-
sion and attribute combination, click Create Components and then click Yes

and OK.

° |If you want to manually create components for each dimension and attribute com-
bination, click Add Items. Choose Select an existing item to add to add items
that already exist in the database or select Create new item to add to create a

new item and click OK.

7. On the Quantity View tab:
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a. Inthe Display these quantities field, select on hand, committed, available,
on order, or transferred out. Use the dimension drop-down lists to control

what displays in the quantity table.
b. Ifrequired, change the quantities in the quantity table.
8. Onthe Store Groups tab, select the store groups that stock this item.

9. Click Save And Close.
Setting up lot matrix items

A lot matrix item? is composed of items that are packaged in different quantities and
have different prices based on the quantity purchases, e.g., a can of beer that may be

sold individually, or in 6-pack, 12-pack, or 24-pack quantities.

Note: It is recommended that you set up suppliers before you enter a large

number of items.
1. Click Merchandising.
2. Click Items.
3. Toaddanewitem, click New.
4. Select Lot Matrix Item and click OK.
5. Inthe Lot Matrix Lookup Code field, type a unique code for the lot matrix item.

6. Inthe Description field, type the name or description of the lot matrix item.

1A lot matrix item is composed of items that are packaged in different quantities

and have different prices based on the quantity purchases, e.g., a can of beer that
may be sold individually, or in 6-pack, 12-pack, or 24-pack quantities. Lot matrix
items typically have the same lookup code but have different prices that cor-
respond to the lot size (e.g., package quantity).
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7. Click Add.

8. Choose Select an existing item to add to add items that already exist in the data-

base or select Create new item to add to create a new item and click OK.
9. Ifrequired, change the quantities in the quantity table.
10. On the Store Groups tab, select the store groups that stock this item.
11. Click Save And Close.

Setting up assembly items

An assembly item! is composed of items that are bundled or assembled into a pack-
age and sold under a separate lookup code?, e.g., a gaming package with a con-

troller, console, and game, or a cell phone contract that includes a specific cell phone.

1An assembly item is composed of items that are bundled or assembled into a

package and sold under a separate lookup code, e.g., a gaming package with a
controller, console, and game, or a cell phone contract that includes a specific cell
phone. When a customer purchases an assembly item, the in-stock quantity of the
individual assembly components is updated in the store database. More import-
antly, the cashier can change the quantity, price, or taxes of individual assembly
components, e.g., the cashier can add or remove components and both the in-
stock quantity of the components and the price of the assembly item are auto-
matically adjusted.

2A unique set of alphanumeric characters used to identify an item, e.g., barcode

numbers if an item has a barcode.
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Kit items (sold as standard items) and assembly items are not the same. When a cus-
tomer purchases a kit item, the in-stock quantity of the individual kit components do not
change in the store database?. In addition, the cashier cannot change the quantity,

price, or taxes of individual kit components.

When a customer purchases an assembly item, the in-stock quantity of the individual
assembly components is updated in the store database. More importantly, the cashier
can change the quantity, price, or taxes of individual assembly components, e.g., the
cashier can add or remove components and both the in-stock quantity of the com-

ponents and the price of the assembly item are automatically adjusted.

Note: It is recommended that you set up suppliers before you enter a large

number of items.
1. Click Merchandising.
2. Click Items.
3. Toaddanewitem, click New.
4. Select Assembly Item and click OK.

5. Inthe Assembly Lookup Code field, type a unique code for the assembly item.

TKit items contain other items that are in the store database but are only sold as

one item, e.g., a first aid kit. Kit items are sold as standard items. Kit items and
assembly items are not the same. When a customer purchases a kit item, the in-
stock quantity of the individual kit components do not change in the store data-
base. In addition, the cashier cannot change the quantity, price, or taxes of indi-
vidual kit components.

2 structured set of data that is stored and accessed by a computer software

application. In relational databases, data is organized into tables that can be linked
(related) based on a value that is common to each, e.g., a lookup ID or customer
ID.
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10.

11.

12.

In the Description field, type the name or description of the assembly item.

Click Add.

Choose Select an existing item to add to add items that already exist in the data-

base or select Create new item to add to create a new item and click OK.

Click Use Component Price to display the Price column in the quantity table. It
shows the regular price for the item if it is sold individually. If you want to charge a
different price for the item when it is included in an assembly item, enter the

assembly item price in this field.

If required, change the quantities in the quantity table.

On the Store Groups tab, select the store groups that stock this item.

Click Save And Close.

Generating automatic item lookup codes

You can simplify the process of adding items to the store database, and create con-

sistency between items, by automatically generating item lookup codes for new items.

Click Setup.

Expand Merchandising.

Click Item Settings.

Select Use Automatic Item Lookup Codes.

In Lookup code format, enter any characters you want to include in the lookup
code (for example, you might include a prefix) and use #'s to define the length of

number portion of the lookup code.
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Make sure the length of the number portion of the lookup code includes room for
inventory growth. For example, if you use ###, the lookup code will support a num-
bering sequence from 001 to 999, but it will not support a numbering sequence of

1000 and higher.

6. In Next Number, enter the starting number for the number sequence. For example,

if you enter 100, the numbering sequence will start at 100.

7. If desired, use Increment Next Number By to control how the number sequence
increments. For example, if the number sequence starts at 100 and you enter 5 as

the increment number, the numbering sequence will be 100, 105, 110, 115, etc.

Note: The maximum increment value is 10.

8. Click Save And Close.
Setting up custom fields

You can set up custom text fields for customers, suppliers, and items. Use these cus-
tom fields to capture additional information that is not captured in other fields. Custom
fields can be a very useful way to build filters to identify customers, suppliers, and

items when you are using wizards or generating reports.

To set up custom fields:

1. Click Setup.

2. Expand Miscellaneous.

3. Click Custom Fields.

4. Onthe Customer or Supplier tab, enter field labels for the following, as required:
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B Custom Text: You can enter field labels for up to five custom text fields. For

example, if your store sells automotive parts or services, you might customize

these Customer text fields to capture information such as the make, model, year,

and color of the customer's vehicle.

B - Curstem Fields =

Home
ELIN - X

SaveAnd  Save Close:
Close  And Edit
Save

Cislomer | Soechier e

e Caption

Custom Teot | [
Cuntom Teoxt 2 Moctel
Cusbom Teoxt 3 Year
Custom Tet 4 Color
Cuntom Text 5 Other
Custom Number 1

Custom Humber 2

Cutom Humber 3

Cusstom Homber 4

Custom Humber 5

Custom Date 1

Custom Date 2

Custom Diabe 3

Custom Cate 4

Custom Date 5

Custorm Captions Field captions displayed here will be deaplayed in the Customer » Accounts [ Customers
> Addiponal Tab

® Custom Number: You can enter field labels for up to five custom number fields.

For example, if your store sells pet supplies and services, you might customize

these Customer number fields to capture information such as how many dogs,

cats, birds, or other pets the customer has.

B = Custom Fields P

Home o

Save Ard  Save Close
Close  And Edit
Save

=
Hara Capticn

Custom Tea 1

Cuntom Tet 2

Custom Text 3

Custom Text 4

Custom Text §

Custom Humber 1 No. dogs

Cuatom Humber 2 No. cats

Cusiom Humber 3 Mo, birds

Custom Humber £ Mo, other
| Cussom Humbes §
Custom Diade 1
Custom Cate 2
Custom Diste 3
Cuatom Date &
Cusiom Dt §

Criom Captions Fisld cagtions. disglyed here will be Ssplayed in the Customer » Accounds [ Customens
» sddimoral Tab
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® Custom Date: You can enter field labels for up to five custom date fields. For
example, you might customize these Customer date fields to identify the date the
customer's account was created, the date of their first purchase, or any other
important date related to their relationship with your store such as their vehicle's

last servicing date.

5. Onthe ltem tab, enter field labels for up to three custom item sub-description

fields:

B - Custom Fields 2

Heene =

B KB

Close  And Edit
Save
Customer  Supplier | s
Nere Capice
5.6 Descripoon 1 Wandacheer |
Sub Descripion 2 Moded Mumber |
Sk Descripson 3 Yisk Ciodle |

(Cambom Captiorn Freld caphions displmed hare will ke deplayed in the Merchandssing > Remg > Genarsl
Tab

6. Click Save And Close.

Examples of custom fields in use:
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B- Customner: Smith - 001010000058 =
Horme
£ B B8 moDooE
Save And Save Save And Account First Prev Mext Last  Close
Close  And Edit New
Save Account Info Mavigation
Extended Properties
Blling Information Purchase History Shippang Address
Agditonsl Customer Options Mixses
FAddinoral Information
Make Ford 0 .
Magel Fusion 0 :
Year 2019 0 :
Coler Black 0 S
Other 0 2
Motes:
Diertt in et rear quarter pansl |
|= [ Customer: Smith - 001010000058 =
Home £-=1
E 5| mEooEs
SaveAnd  Save  Save And Account First Prev Mext Last Cloze
Close  And Edit New
Save Account Info Mavigation
[Extended Properties
Eilling Information Purchase History Shipping Address
Additional Customer Opbions Miases
Additronal Information
Ho. dogs 1 e
Ho. cats 2 e
Mo bards: 0 ca
Mo. other 1 [y
0 .
Hetes:
Cther pet is an iguana |
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tuschoes Tare res Exatrwieed Properses
Tkt Spnial el
Gorersl fpentory Ericing
e Lochug Cose R L]
(easrgtion, M whrniean Moung Masier Od
[Exmended Deacrgnon
Copartmarsy
Cangporats
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Vel Nurrtoor #0060 | Paies
e Code 00 - Coat
TBarcoce ode 1280 < | Proit Margin

B Dpmora
Dascrasits Commupnin
Stactard
Type Been Lookup Code
Campaan

Computer Socesscnam
GST
bk
3 139800

Parchase
Husen

®a
®a

Download items to stores using Worksheet 261

You can use Worksheet 261 to add new items the specified stores or to update existing

item properties. For example, if you add new items to Central Manager, such as sea-

sonal merchandise, you can use this worksheet to add the items to the databases of

the specified stores. A separate worksheet is created for each store.

Note: For existing items, Worksheet 261 does not override store item quant-

ities with item quantities from Central Manager. However, it does update all

other item properties with the properties defined in Central Manager.

Click Worksheets.

—

2. Expand Worksheets.

3. Click 261: Download Items.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.
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7. Enter an Effective date / time if you want the items to be added to the store's

inventory at a future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
8. Click Next.
9. Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Iltem filter
10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
11. If you selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify the items.
c. Click OK.
12. Select Exclude inactive to exclude inactive items.

13. Click Next.
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14.

15.

16.

17.

18.

19.

20.

21.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® Click OK. The worksheet is saved but not approved.

® Click Approve. The worksheet is approved. The items will be downloaded to the

stores and will be added to inventory on the effective date and time.

To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 261: Download Items.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

To acknowledge processed worksheets:
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a. Click Worksheets.
b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Setting up item messages

Use item messages to display messages to cashiers whenever they add specific items
to transactions. Examples might include a message to check a customer's iden-
tification for age or a message to remind a customer that the item is final sale and can-

not be returned or exchanged.

1. Click Merchandising.

2. Click Item Messages.

3. Toadd anew item message, click New.

4. Onthe ltem Message tab, enter the following information:

“

Title The title of the message, e.g., Verify age limit.

Age limit (Years) If applicable, the minimum age (in years) that customer
must be to buy the item, e.g., 21. Leave as 0 if the age

limit does not apply.

Message If you entered an age in the Age limit (Years) field, type
[DATE] in the Message field. POS will automatically
subtract the number of years that you entered in the

Age limit (Years) field from the current date so the
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cashier can easily verify the age limit. You can enter

other messages in this field, e.g.,"No returns or
exchanges on this item", "Returns and exchanges
within 15 days only", or "This item is not equipped with

batteries".

5. Onthe Store Groups tab, select the store groups that use this item message.
6. Click Save And Close.
Setting up tares

Some items that are sold by weight, such as fruits and vegetables, are sold in pack-
ages that may have an associated tare weight!. When this is the case, the tare weight
needs to be deducted from the item weight at the point-of-sale to determine the correct

item price.

Note: You can add a tare on the Tare Weights tab of the Item screen.
However, you can only edit or delete a tare in Setup | Merchandising |

Tares.
1. Click Setup.
2. Expand Merchandising.
3. Click Tares.

4. Toadd a new tare, click New.

1The tare weight is the extra weight accompanying an item that is not included in

the item's weight when the sale price of the weighted item is calculated, e.g., pack-
aging.
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5. Inthe Label field, enter the name or description of the tare.

6. Enter one of the following:

® Weight: A fixed value to subtract from the item's measured weight as the tare

weight.

® Percent: A percentage of the item's measured weight to subtract as the tare

weight.

7. Click Save and Close.
Setting up random weight EAN-13 barcodes

By default, random weight EAN-13 barcodes (sometimes referred to as price embed-
ded barcodes) support item prices up to $999.99. With RMH, you can also configure
the EAN-13 barcode format for to support item prices greater than $999.99.

Pre-requisites: Before you can use EAN-13 barcodes in your store(s), you must
configure POS to support random weight EAN-13 barcodes. You can do this by
going to File | Configuration | POS Options and selecting Utilize random weight

EAN codes.

The EAN-13 number starts with a GS1 prefix. The 02 and 20 prefixes are typically used
for vendor-packaged goods with varying weight (such as chicken), while the 21 to 29
prefixes are used for either proprietary products (own brand or unbranded) or items
packaged in store. The prefix is followed by an item code (sometimes referred to as the

PLU), price, and a check digit. The format may also include a price verifier.

The number of digits used for the item code and price can vary. Together, the lengths
of the item code and price must be 10 digits. For example, if the item code is 4 digits,
the price must be 6 digits. Similarly, if you require 8 digits for the price, you are limited

to 2 digits for the item code.
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Note: If your stores are centrally-managed using Central Manager, you

must configure the EAN-13 number format in Central Manager.

To configure the EAN-13 number format:

1. Click Setup.

2. Expand Miscellaneous.

3. Click Random Weight EAN.

4. From the Random Weight EAN13 drop-down:

® Select None if item prices will range up to (but not exceed) $999.99.

® Select one of the EAN-13 formatting options if item prices will exceed $999.99.
5. Click Save And Close.

Providing tag along items with purchase

Tag along items can be:

® ltems that are a gift with the purchase of a promotional item.

One of the ways that manufacturers and stores encourage customers to purchase
specific products is to offer a free gift when they purchase a promotional item. For
example, a store that sells pet food may enter into an arrangement with a man-
ufacturer to give away a stuffed toy whenever a customer buys a large bag of their
premium dry food. The store must enter the stuffed toy as a tag along item and then

assign it to all of the manufacturer's large bags of premium dry food.

® Jtems that must or should be sold with another item.
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An example of this kind of tag along item would be a specific type of memory card
or battery that is required to operate a digital camera. The memory card and battery
are not included with the purchase of the camera but are required for its operation.
The store can sell the memory card and battery on their own, or as tag along items
for the digital camera. You might also have to set up the battery as a tag along item
if both the camera and the battery are serialized items and you need to record the

serial numbers of each item separately.

Note: Cashiers and sales representatives can delete tag along items from

a transaction in POS.

Adding tag along items to the store database

1. Click Merchandising.

2. Click Items.

3. Click New.

4. Select Standard Item and click OK.

5. Enter the item details. Refer to Setting up standard items for more information.

6. Onthe General tab, from the Item type drop-down, select one of the following:

® Standard: Select this option if you want to track the tag along item with your reg-

ular inventory.

® Non-Inventory: Select this option if you do not want to track the tag along item

with your regular inventory.

7. Onthe General tab, in the Price field, do one of the following:
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® Enter the regular price if you want to sell the tag along item at the regular price.

® Enter a promotional price if you want to sell the tag along item at a special price.

® Leave the amount as zero if you want to give away the tag along item for free.
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8. Click Save And Close.
Assigning tag along items to individual items

1. Click Merchandising.

2. Click Items.

3. Double-click the item to open it.

4. Click the Special tab.

5. Click the Browse icon next to the Tag along item field and select the tag along

item.

6. Inthe Quantity field, enter the number of tag along items to give away with the

item.
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7. Click Save And Close.
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Importing items using the Import Utility Wizard (Beta)

You can use the Import Utility Wizard to import new items, update existing item prop-
erties, or import item aliases from a CSV, XLS, or XLSX file. The Import Utility Wizard

is useful if you want to import or update items in bulk.

Note: You cannot use the Import Utility Wizard to add a new Supplier
Code, Department Code, Category Code, Item Tax Code, Parent Item
Code, or Item Message Code. If these codes do not currently exist in the
database, the Import Utility Wizard leaves these fields blank in the Item
record. In addition, you cannot use the Import Utility Wizard to change the

Iltem Lookup Code or change item quantities.

To import items or aliases using the Import Utility Wizard:

1. Click Tools.

2. Click Import Utility.
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Select the import file containing the items you want to add or the item properties

you want to update.

RMH Import Utility - Beta

Welcome to RMH Import Utility Wizard

This utility allews you to import items and aliases into RMH Central Manager quickly and easily.
Your data must be ina CSV, XLS or XLSX import file to continue,

Wou can find sample impgﬂ files in the Impornt l,l:iln:,- folder,

which is usually located under CAProgram Files [x85)\Retail Here\RMH Central Managers,

Items and aliases must be imported separately, using two separate import files,
You must import items before you can import their aliases.

* Select the file to import (CSV, XLS, ¥LSX): Sheet name:
e X
Select the mapping template from a previous session (JSOMN or YAML):
Q M
" Select the data type:
v
Update existing record
Mote: Check this option to update the existing item properties, e.g. Price, Cost, Description
Cancel
DB WMSSOLServer0l) RMHCentral

Note: Sample import files are available under C:\Program Files (x86)\Re-
tail Hero\RMH Central Manager\Import Utility. There are six import files
to choose from (Item Import.xIsx, Iltem Import.xls, Item Import.csv, Alias
Import.xIsx, Alias Import.xls, Alias Import.csv). Use the sample import files
to create your own import files. Refer to Item Import.txt and Alias

Import.txt for a list of supported columns. Refer to Mapping rules for the

import utility for more information about mapping requirements. Do not

merge cells in the import file.
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Optionally, if you are importing an Excel file that contains multiple sheets, click
Sheet Name and select the worksheet containing the items you want to add or item

properties you want to update.

Note: If you do not select a specific worksheet, the Import Utility Wizard will

use the first worksheet in the spreadsheet by default.
Optionally, select a mapping template file from a previous import.

You have the option to save the column/item property mappings to a template file.
This can save time in future imports. The mapping template file can be saved in

either JSSON or YAML format.

Note: You will need to enter the mappings manually the first time, and then
click Save Mapping to create the mapping template file to use with future

imports.
For the data type, select one of the following:

® ltem: Select if you are importing items or updating existing item properties

(excluding the Item Lookup Code).

® Alias: Select if you are importing item aliases.
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Select Update existing record if you want to import new items, or update prop-

erties for items that already exist in the database.

Note: If Update existing record is not selected, only new items will be

imported. Properties will not be updated for existing items.

Click Next.

If you did not select a mapping template file, manually enter the mappings between

the columns in the import file and the fields in the database:

a. Inthe Map Fields row, in the relevant column(s), select the item property map-

ping.
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Note: The File Fields row shows the column headings from the import
file. The Map Fields row is where you map the column(s) to item prop-
erties. Refer to Item Import.txt and Alias Import.txt, available under
C:\Program Files (x86)\Retail Hero\RMH Central Manager\Import Util-

ity, for a list of supported columns. Refer to Mapping rules for the import

utility for more information about mapping requirements.
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b. Optionally, once you have selected the relevant mapping(s), click Save Map-
ping to save the column/item property mapping(s) to a mapping template file

for future imports.

10. Click Next.

11. Review the mappings. If the import file contains duplicate items or aliases, they are
highlighted in red. If necessary, remove or fix the duplicates before starting the

import.
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12. Click Import.
13. Click OK.

Note: After the import is complete a log file displays so you can check the
import for issues. You can find this log file, and previous log files, under
C:\ProgramData\RetailHero\RMH Central Import Utility. If there were
issues with the import, correct the issues with the applicable records and

run the Import Utility Wizard again to complete the import.
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14. Use Worksheet 261: Download Items to download the new items, updated item

properties, or item aliases to stores. Refer to Download items to stores using Work-

sheet 261 for more information.
Mapping rules for the Import Utility Wizard

When you are importing items or aliases using the Import Utility Wizard, ensure you fol-

low the applicable mapping rules.

Rules for Items

® The Item Lookup Code column must be mapped. This is mandatory for item

import.

® If you are mapping the Category Code, the Department Code must also be
mapped. This is a requirement because of the relationship between Department

and Category in the database.

® Any Supplier Code, Department Code, Category Code, Tag Along Item
Lookup Code, Tax Code, Parent Item Lookup Code, or tem Message Code
included in the import file must exist in the database prior to import. You cannot

use the Import Utility Wizard to add these codes to the database.

® You cannot use the Import Utility Wizard to update the Item Lookup Code for

existing items.

Rules for Aliases

® The Item Lookup Code and Alias columns must be mapped. This is mandatory
for alias import.

Updating item prices using Worksheet 251

You can use Worksheet 251 to update item prices for specified stores. Worksheet 251
creates a separate worksheet for each store, and is recommended if the stores you are

managing with Central Manager have different pricing information for items.
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1. Click Worksheets.

2. Expand Worksheets.

3. Click 251: Update Inventory - Item Prices.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

Select Exclude inactive to exclude inactive items.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.
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® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

20. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

21. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 251: Update Inventory - Item Prices.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
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Updating item prices using Worksheet 351

You can use Worksheet 351 to update item prices for specified stores. Worksheet 351
creates one worksheet for all selected stores, and is recommended if the stores you
are managing with Central Manager have the same pricing and cost information for

items.

Note: You can configure Central Manager so item prices are not changed
in the central database when you process Worksheet 351. You define this
in File | Configuration. Select the Style 351 worksheet (Update Invent-

ory - Change Item Prices, Cost (Regular)) does not change Central

data option.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 351: Update Inventory - Item Prices Cost (Regular).

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.
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10.

11.

12.

13.

14.

15.

16.

Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

Select Exclude inactive to exclude inactive items.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

On the General tab:
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B Confirm the Effective date / time and add Notes, if desired.

® |If you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

17. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.
18. Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

19. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.
20. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.

c. Click 351: Update Inventory - Item Prices Cost (Regular).
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Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
Updating matrix item prices using Worksheet 252

You can use Worksheet 252 to update matrix item component pricing and cost inform-
ation for specified stores. Worksheet 252 creates a separate worksheet for each store,
and is recommended if the stores you are managing with Central Manager have dif-

ferent pricing and cost information for matrix items.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 252: Update Matrix Items Prices.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.
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7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
8. Click Next.
9. Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Iltem filter
10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
11. If you selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify the items.
c. Click OK.
12. Select Exclude inactive to exclude inactive items.

13. Click Next.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Select the matrix items that you want to add to the worksheet.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

® Selecta cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to the entire

column.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

To check the worksheet processing status:

a. Click Worksheets.
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b. Expand Worksheets Status.

c. Click 252: Update Matrix Items Prices.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

24. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.
Updating item prices using Worksheet 304

You can use Worksheet 304 to update item prices for specified stores. Worksheet 304
creates one worksheet for all selected stores, and is recommended if the stores you

are managing with Central Manager have the same item pricing.

Note: You can configure Central Manager so item prices are not changed
in the central database when you process Worksheet 304. You define this
in File | Configuration. Select the Style 304 worksheet (Change Iltem

Regular Price) does not change Central data option.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 304: Change Item Prices (Regular).

Copyright © 2021-2024 Retail Management Hero - 135



Manage inventory

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item filter:

a. Click Filter.
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12.

13.

14.

15.

16.

17.

18.

b. Use the Filter dialog options to identify the items.
c. Click OK.

Select Exclude inactive to exclude inactive items.
Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.
On the General tab:

® Confirm the Effective date / time and add Notes, if desired.

® |If you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.
Do one of the following to change the item pricing:

® For each item, enter new pricing information.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to the entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.
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19. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

20. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 304: Change Item Prices (Regular).

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.
Adjusting item sales tax using Worksheet 320

You can use Worksheet 320 to adjust item sales tax for specified stores. A separate

worksheet is created for each store.

1. Click Worksheets.
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2. Expand Worksheets.

3. Click 320: Adjust Item Sales Tax.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

11. If you selected Item filter:
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12

13

14

15

16.

17

18

19.

20.

21

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

. Select Exclude inactive to exclude inactive items.

. Click Next.

. Click Finish.

. Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

. On the General tab, confirm the Effective date / time and add Notes, if desired.

. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

For each item, select the appropriate sales tax.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

. To check the worksheet processing status:
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a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 320: Adjust Item Sales Tax.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:
a. Click Worksheets.
b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
Initiating inventory transfers between stores using Worksheet 330

You can use Worksheet 330 to initiate inventory transfers between stores.

After you initiate an inventory transfer in Central Manager, a transfer out is created in

the source store where it must be released, shipped, and committed in Store Manager.

Note: You can configure Central Manager so approved transfer outs are
automatically set to Released status in Store Manager. You define this in
Setup | Inventory/Purchasing | Order Setting. On the Global Option tab

select Auto Release Order.
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When the transfer out is committed, a transfer in is created in the destination store that
must be released, received, and committed in Store Manager. The worksheet status in
Central Manager will remain In Process until the transfer in is committed in the des-

tination store.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 330: Inventory Transfer.

4. From the Move inventory from drop-down, select the source store.

5. Inthe Move inventory to list, select the destination store(s).

6. Click Next.

7. Enter a different Worksheet Title, if desired.

8. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

9. Click Next.

10. Select one of the following:

® Use items in these departments
® Use items in these categories

® Use items in these suppliers

Copyright © 2021-2024 Retail Management Hero - 142



Manage inventory

® Add items manually

" Jtem filter

11. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

12. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

13. Select Exclude inactive to exclude inactive items.

14. Click Next.

15. Select one of the following:

® Transfer items based on each store's reorder information
® Transfer all items at a fixed quantity to each store

® Transfer items that have recently sold at each store

16. Click Next.

17. Click Finish.

18. Click OK to confirm that the worksheet(s) are created.

19. Double-click a worksheet or select a worksheet and click Properties.
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20. On the General tab, confirm the Effective date / time and add Notes, if desired.

21. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Tip: You can control whether the Details pane is displayed or hidden on the
Contents tab of this worksheet. The Details pane shows Ordering Guid-
ance, Sales History, Order History, and KPI Data. The Details pane is hid-
den by default because it can improve worksheet performance. You control
whether the Details pane is displayed or hidden in File | Configuration.
Select or clear Show details in PO Planner and Inventory Transfer

worksheets by default.

22. For each item, confirm the transfer quantity or edit the transfer quantity as required.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

23. Click Details and confirm the transfer out details. Enter additional information

about the transfer out, as required, and click OK. You can edit the following fields:

Requisitioner
Confirming to
Freight

Ship via

FOB point
Terms

Date required

Remarks
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24.

25.

26.

27.

28.

On the Charges tab, use Add Row and Delete Row to add or delete charges for

the transfer out.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

At the source store, open Store Manager and do the following:

a. Release the transfer out.

b. Ship and commit the transfer out.

At the destination store, open Store Manager and do the following:

a. Release the transferin.

b. Receive and commit the transfer in.

To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 330: Inventory Transfer.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and

type Services in the search field. In the Services window, scroll down to

Copyright © 2021-2024 Retail Management Hero - 145



Manage inventory

MH Worksheet Process and click Start Service if the service is not run-

ing.

29. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
Using file export and import to update worksheets

If you need to make changes to a lot of items in worksheets 251, 261, 303, 304, 308,
330, 340, or 351 in Central Manager, you may find it easier to export the items to a
Microsoft Excel spreadsheet, make the changes in the spreadsheet, and then import

the spreadsheet back into Central Manager.

Pre-requisites: You have created a worksheet (saved to Worksheets | Work-

sheets Status) and its Status is Not Yet Approved.

To export worksheet items to a spreadsheet:

1. Open a worksheet that you created previously.

2. Onthe Contents tab, right-click in the grid and select Export.
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3. Type a File Name for the spreadsheet.

sy Export Data b

Export File Specification

Select a text file to export data into. I the specified file already exists it will be
overwritten. Only columns currently displayed will be exported.

File Name:
WorksheetName] Browse

(@) Tab delimited (O Comma delimited () XML file

0K Cancel

4. Select the file type (Tab delimited, Comma delimited, XML).

5. Click Browse and select the location where you would like to save the spread-

sheet.
6. Click Save.
7. Click OK.

8. Click OK. You can now open the spreadsheet in Excel and make any changes

necessary.

To import the spreadsheet into Central Manager:

N

Open the worksheet.

2. Onthe Contents tab, right-click in the grid and select Import.

3. Click Browse, go to the location where you saved the spreadsheet, and select it.

B

Click Open.

5. Click OK.
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6. Click OK. The worksheet data is overridden by the data in the spreadsheet.

I?ge(t):oncile store inventory with Central Manager using Worksheet 501 with Task

You can use Worksheet 501 with Task 190 to reconcile store inventory counts with
Central Manager. You must approve and process Worksheet 501 to pull store quant-
ities into the Central Manager database. When Worksheet 501 has finished processing
you can use Task 190 to reconcile store quantities with the quantities in the Central

Manager database.

Due to the amount of data being processed, it can take hours to reconcile inventory
counts with Central Manager. For this reason, most organizations only reconcile invent-
ory using Worksheet 501 with Task 190 on a quarterly or annual basis. The best prac-
tice is to reconcile inventory one store at a time and to schedule the process to run

while the store is closed.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 501: Request Full Inventory Count.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want to process the worksheet at a future

date and time.

Tip: The best practice is to process the worksheet while the store is closed

or after store business hours.
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10.

11.

12.

13.

14.

15.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click the worksheet or select the worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

Do one of the following:

® Click OK. The worksheet is saved but not approved.

® Click Approve. A warning message displays to indicate that processing Work-
sheet 501 locks down item management functions in Central Manager until the

worksheet is processed.

Click Yes to confirm that you want to process the worksheet.

To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 501: Request Full Inventory Count.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.
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16. When the worksheet has completed processing, run Task 190:

a. Click Wizards.

b. Click Task 190 - Reconcile Inventory.

c. Selectthe Store.

d. Select Show Quantity Difference Only if you only want Task 190 to show dif-

ferences in inventory between the store and Central Manager.

e. Click OK.

f.  Review the item quantities in the store database and any differences with the
item quantities in the Central Manager database. Inventory reconciliation
quantities are listed in the New Central Qty. column. Edit the quantities in the

New Central Qty. column as required.

g. Click Commit. The Central Manager database will be updated with the item

quantities in the New Central Qty. column.

h. Click OK to confirm the changes to the database.

17. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
Looking up item quantities

There are a few ways to look up important quantity information such as quantity on

hand, available quantity, quantity committed, reorder point, and restock level:
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® On the Item Lookup screen in POS: Click Items | Lookup Item to display the
Item Lookup screen. Search for the item by lookup code, alias, description,
department, or category. This is a quick and easy way to see available quantity
and price. Use one of the other lookup methods to see quantity on hand, quantity

committed, order point, and restock level.

On the Items screen: Click Merchandising | Items to display the Items screen.
Search for the item by lookup code or alias. Scroll to the right to see quantity

information.

Tip: You can click and drag the column headers to change the display
order of the columns. You can also click the Layout button and select

which columns to show or hide. Click Memorize in the List Options section

to save your customized layout.
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[ Layeat  [E] ResetView
Mew Edt Copy Delete  Lsbel Movement  Refresh | ddd Remove Print | Export Export ) )
Report tobucel toPDF | [ Memorize [N Find
Dty Ogpevabicas Fusiband Refreth Filter Ligt Optond
ercha g Iems | x|

[ reems: Find: <o lookup codes/ s

m aat M“’w l:ll.'\a o column header here & group by thad colusmn,

[ ttem Creation Wizsrd e Loskup Cote Descriphan

[ item Matiices » s Metnerxal Fibra JH3

0 1853038361

re 2835 e | 15 15 ] 87 5500 Dvet
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® On the Inventory tab of the Iltem window: Click Merchandising | Items to dis-
play the Items screen. Search for the item by lookup code or alias. Double-click

the item to display the Item window. Click the Inventory tab to see quantity

information.

Copyright © 2021-2024 Retail Management Hero - 151



Manage inventory

= [tem : Chicken Broth
Hamie
-—
B EE A moooE
S.lh\'lnn Save  Savelind | Labels Movement  Fint Prev Mext Last
And Edit K
Tave Functions MNavigation
Voucher Tare \Whesghts Extended Propertie|
Subables Specasl Seqial
Gereral Invertory Pricing
Curert
O band .00
Unit of Measure: E&
Eerailable 2000
Offire 000
On Ordler o
Trarater cut 000
Oindering Guadance
Fovailable 20
On Ovdes ]
Fiesiock Lvel 00
T | Puaorder Point 4
g Minsmum Ovder
= MRQ
Sugpeated Gty
Commised o
Ceat 05500
Last Comt $.0000
Price L]

In the Item Quantity List report: Click Reports, expand Active Reports |
Standard | Items, and click Item Quantity List. Use the Filter to select the items

to include in the report. You can print the report or export it to Excel or PDF.

Tip: You can click and drag the column headers to change the display
order of the columns. You can also click the Layout button and select
which columns to show or hide. Click Memorize in the List Options section
to save your customized report layout. Click the larger Memorize button on

the left to memorize the report parameters for future use.
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Making items active/inactive

You can use the Inventory Wizard to make items active or inactive.

1. Click Wizards.

2. Click Inventory Wizard.

3. Click Next.

4. From the Tasks drop-down, select one of the following:

B Task 200: Make Items Active

B Task 210: Make Items Inactive

5. Click Next.

6. Select one of the following:

® Use items in these departments

® Use items in these categories
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® Use items in these suppliers

" Jtem filter

7. Ifyou selected departments, categories, or suppliers, do one of the following:

® Select specific departments, categories, or suppliers

® Click All to select all departments, categories, or suppliers
8. Ifyou selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify items.
c. Click OK.

9. Click Next.

Depending on which task you selected, the State will be either Active or Inactive.

gy RMH Central Manager - Inventory Wizard = o x
Task | 210- Make tems Inactive
Criteria By Department
Entries: 3
Ieers Loskup Code Desenphicn Drepartmant Samte
Small Baby Doll
30010 Large Baby Doll Dolls Inactive
40010 Lodly Doll Dolls Inactive
Add Deleze Copry to All « Back Comenit Cancel

10. (Optional) Use the Add and Delete buttons to add or remove items from the list.
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11. Click Commit.

A message displays asking if you want to commit the changes to the database.

RMH Central Manager

Do you want to commit these changes to the database?

Yes No

12. Click Yes.

A message displays how many records were changed in the database.

RMH Central Manager X

3 record(s) affected in the database.

OK

13. Click OK.
Blocking sales temporarily

Your store might need to temporarily block sales of an item:

® |f the item is new to your store and you need to set up pricing, discounts, supplier

information, and reordering information in Store Manager and print labels;

® |f there are restrictions on when you can sell the item in your locale. For example,

some locales restrict the days and times when stores can sell alcohol; or

® If there was a product recall issued by a manufacturer or health authority.

1. Click Merchandising.
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Click Items.

Search for the item by lookup code or alias.
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N -
Status | Active - [ settings A Refresh Filters
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[ tems Find: chem lookup codes./Alas> | Faspberry

[E Hem Messages

[ ttem Creation Wizard
[ tem Matrices
] Departments
B Categaries
B3 Discounts
[ Schedues
Wizands

Double-click the item to display the Item window.

Click the Options tab.

In the Block sales section, select Block the sale for this item.
In the Reason field, enter a reason for blocking the sale.

Select one of the following:

® The block is in effect for a specific period: Select this option if you want to

block sales of the item starting or ending on a specific date.

® The block is in effect according to a schedule: Select this option if you want

to block sales of the item according to a predefined daily or weekly schedule.

Note: Schedules are defined in Merchandising | Schedules.
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9. Click Save And Close.

Manage discounts, sales, and promotions

Setting up discounts

Your store may offer common discounts such as Mix and Match or Buy X and Get Y for

Z. Use this setup screen to define discounts that your store offers.

1. Click Merchandising.

2. Click Discounts.

3. Toadd a new discount, click New.

4. Inthe Description field enter the name of the discount.

5. Select the discount option and the parameters of the discount.

Option Field

Mix and Match:

Unit Price

Description

Select this option if you want to offer a

lower unit price for an item if the cus-
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m“

tomer buys the specified quantity,
e.g., the item is regularly $0.79/ea.
but you are offering a discount of
$0.50/ea. if the customer buys 3 of

the same item.

Pricing Schedule  Quantity The quantity of the item the customer
must buy to qualify for the lower unit

price.

Reg. Price The price for the specified quantity,
i.e., the discounted price times the

number of items.

Level The price for the specified quantity,
i.e., the discounted price times the
number of items, if the customer buys
additional items in the specified quant-
ity. Examples might include 3 for
$0.50 (Reg. Price $1.50) and 6 for
$0.45 (Level A $2.70).

Discount odd Select this option to extend the dis-

items counted unit price to items above the
Quantity that do not meet the next
Level discount. Examples might

include an item that is regularly
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m“

$0.79/ea. with a discount of $0.50/ea.
if the customer buys 3 of the same
item. If Discount odd items is selected
and the customer buys 4 of the same
item, the customer pays the discount

unit price of $0.50/ea. for the 4 items.

Mix and Match: Select this option if you want to offer a

Percent Off percent reduction on the price of the
item if the customer buys the spe-
cified quantity, e.g., you are offering a
discount of 30% off the price if the cus-

tomer buys 3 of the same item.

Pricing Schedule  Quantity The quantity of the item the customer
must buy to qualify for the percent

reduction in price.

Reg. Price The percentage discount on price for
the specified quantity.
Level The percentage discount for the spe-

cified quantity if the customer buys
additional items in the specified quant-
ity. Examples might include 30% off
the price if the customer buys 3 of the

same item and 35% off the price if the
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m“

customer buys 6 of the same item.

Discount odd Select this option if you want to

items extend the percent reduction on the
price of the item to items above the
Quantity that do not meet the next
Level of discount. Examples might
include a discount of 30% off the price
if the customer buys 3 of the same
item. If Discount odd items is selected
and the customer buys 4 of the same
item, the customer pays the discount

price of 30% off for the 4 items.

Buy X and getY Select this option if you want to offer

for Z: Unit Price items for free or at a lower unit price if
the customer buys the specified quant-
ity of items at full price, e.g., buy one
t-shirt at full price ($29.99), geta
second t-shirt for $15.99.

Pricing Schedule  Quantity to Buy The quantity of the item the customer

at full price must buy at full price to qualify for the
discount.

Quantity to Get The quantity of the item the customer

at discount will receive at a discount.
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m“

Discount Price

Buy Xand getY
for Z: Percent

Off

The unit price for the discounted item

(s).

Select this option if you want to offer
items for free or at a percent reduction

on price if the customer buys the spe-

cified quantity of items at full price,
e.g., buy one t-shirt at full price
($29.99), get a second t-shirt at 50%
off.

Pricing Schedule  Quantity to Buy The quantity of the item the customer

at full price must buy at full price to qualify for the

discount.

Quantity to Get The quantity of the item the customer

at discount will receive at a discount.

Discount Per- The percentage that will be deducted

cent from the price of the discounted item

(s).

6. Onthe Store Groups tab, select the store groups that use this discount.

7. Click Save And Close.
Setting up schedules

Use schedules to define when to offer discounts or sales prices, or to identify times

when the sales of certain items are blocked.
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Click Merchandising.

2. Click Schedules.

3. Toadd anew schedule, click New.

4. Enter the following information:

“

Description The description of the schedule, e.g., Weekday Lunch
Special.
Time Increment Select the time increments to use in the schedule, i.e.,

15 minute increments, 30 minute increments, 1 hour

increments.

5. Select a block of time when you want the schedule to be in effect, e.g., Monday
11:00 am to 11:15 am and click Set. Repeat until you have set the schedule for all

of the desired blocks of time.
6. If you want to remove a block of time from the schedule, select it and click Clear.
7. Onthe Store Groups tab, select the store groups that use this schedule.

8. Click Save And Close.

Assigning discounts to items

I Pre-requisites: Define discounts in Merchandising | Discounts.

There are two ways to assign discounts to items. You can:
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® Open each item individually and assign the discount on the Discounts tab; or
® Use the Inventory Wizard to assign discounts to multiple items at the same time.

Assigning discounts to individual items

1. Click Merchandising.

2. Click Items.

3. Double-click the item to open it.

4. Click the Discounts tab.

5. Select one of the following:

® There is no discount scheme for this item: Select this option if no discount

scheme applies to this item, or to stop using a discount scheme for the item.

® Use a Mix and Match discount scheme: From the Discount scheme drop-

down, select the appropriate discount scheme for this item.

® Use a Buy X and get Y for Z discount scheme: From the Discount scheme

drop-down, select the appropriate discount scheme for this item.

® Use a quantity discount pricing table: In the Pricing table, enter the Quant-

ity, Price, and price levels as appropriate.

6. Click Save And Close.
Assigning discounts to multiple items using the Inventory Wizard
1. Click Wizards.

2. Click Inventory Wizard.

3. Click Next.
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4. From the Tasks drop-down, select Task 5020: Set Iltem Discount.
5. Click Next.
6. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

B Jtem filter

7. Ifyou selected departments, categories, or suppliers, do one of the following:

B Select specific departments, categories, or suppliers

® Click All to select all departments, categories, or suppliers
8. Ifyou selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify items.
c. Click OK.
9. Click Next.

The selected items are listed.
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o§ RMH Central Manager - Inventony Wizard
Task | 5020 Set hem Discount
Criteria | By Diepartment
Ertries: 3
ltem Lockup Coda Descripbion Departmant Cruantity Discount | New Quantity Discount
» |3m20 Senall Baby Doll cHaliseounts cNoDiscounts
30010 Large Baby Doll Dolls <NoDiscount> «NoDisoounts
20010 Lolky Doll Dolls cHoDiscount> <NoDsscount>
Add Celete Copy to All « Back Commit Cancel

10.

11. Do one of the following:

® Click the New Quantity Discount drop-down next to an item and select the dis-

count you want to apply to the item.

® Click the New Quantity Discount drop-down next to an item and click Copy to

All to apply the same discount to all items in the list.

(Optional) Use the Add and Delete buttons to add or remove items from the list.

B RMH Central Manager - Inventory Wizard
Task | 5020: Set hem Discount
Criteria | By Department
Entries: 3
Iem Lockup Code Deacription Departrnent Quantity Discount Hew Guantity Discount
Senadl Baby Dedl eiaDiscounts Buy X ond Get Y for 2. 50% off
30010 Large Baby Doll Diclls <NoDiscount> Heliscount>
40010 Lolly Doll Dolls «NaDiscount> <NoDiscount>
y
Add Dielete Copy o Al < Back Commit Cancel

12. Click Commit.
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A message displays asking if you want to commit the changes to the database.

RMH Central Manager

Do you want to commit these changes to the database?

Yes No

13. Click Yes.

A message displays how many records were changed in the database.

RMH Central Manager X

3 record(s) affected in the database.

OK

14. Click OK.
Providing tag along items with purchase

Tag along items can be:
® ltems that are a gift with the purchase of a promotional item.

One of the ways that manufacturers and stores encourage customers to purchase
specific products is to offer a free gift when they purchase a promotional item. For
example, a store that sells pet food may enter into an arrangement with a man-
ufacturer to give away a stuffed toy whenever a customer buys a large bag of their
premium dry food. The store must enter the stuffed toy as a tag along item and then

assign it to all of the manufacturer's large bags of premium dry food.
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B |tems that must or should be sold with another item.

An example of this kind of tag along item would be a specific type of memory card
or battery that is required to operate a digital camera. The memory card and battery
are not included with the purchase of the camera but are required for its operation.
The store can sell the memory card and battery on their own, or as tag along items
for the digital camera. You might also have to set up the battery as a tag along item
if both the camera and the battery are serialized items and you need to record the

serial numbers of each item separately.

Note: Cashiers and sales representatives can delete tag along items from

a transaction in POS.

Adding tag along items to the store database

1. Click Merchandising.

2. Click Items.

3. Click New.

4. Select Standard Item and click OK.

5. Enter the item details. Refer to Setting up standard items for more information.

6. Onthe General tab, from the ltem type drop-down, select one of the following:

® Standard: Select this option if you want to track the tag along item with your reg-

ular inventory.

® Non-Inventory: Select this option if you do not want to track the tag along item

with your regular inventory.

7. Onthe General tab, in the Price field, do one of the following:
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® Enter the regular price if you want to sell the tag along item at the regular price.
® Enter a promotional price if you want to sell the tag along item at a special price.

® Leave the amount as zero if you want to give away the tag along item for free.

[ - em | Tag Aleng Flulfy Buddy Toy - TAGRayalCaninaigeBag o x
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B3R 0 noooE
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8. Click Save And Close.
Assigning tag along items to individual items

1. Click Merchandising.

2. Click Items.

3. Double-click the item to open it.

4. Click the Special tab.

5. Click the Browse icon next to the Tag along item field and select the tag along

item.

6. Inthe Quantity field, enter the number of tag along items to give away with the

item.
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7. Click Save And Close.
Updating item prices using Worksheet 251

You can use Worksheet 251 to update item prices for specified stores. Worksheet 251
creates a separate worksheet for each store, and is recommended if the stores you are

managing with Central Manager have different pricing information for items.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 251: Update Inventory - Item Prices.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
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8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

12. Select Exclude inactive to exclude inactive items.

13. Click Next.

14. Click Finish.

15. Click OK to confirm that the worksheet(s) are created.

16. Double-click a worksheet or select a worksheet and click Properties.

17. On the General tab, confirm the Effective date / time and add Notes, if desired.
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18. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

19. Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,

select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

20. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.
21. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 251: Update Inventory - Item Prices.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check

that the worksheet processing service is running. To do this, click Start and
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type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.
Updating item prices using Worksheet 351

You can use Worksheet 351 to update item prices for specified stores. Worksheet 351
creates one worksheet for all selected stores, and is recommended if the stores you
are managing with Central Manager have the same pricing and cost information for

items.

Note: You can configure Central Manager so item prices are not changed
in the central database when you process Worksheet 351. You define this
in File | Configuration. Select the Style 351 worksheet (Update Invent-
ory - Change Item Prices, Cost (Regular)) does not change Central

data option.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 351: Update Inventory - Item Prices Cost (Regular).

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.
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5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories

® Use items in these suppliers

® Add items manually

B Jtem filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.
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12.

13.

14.

15.

16.

17.

18.

Select Exclude inactive to exclude inactive items.
Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.
On the General tab:

® Confirm the Effective date / time and add Notes, if desired.

® |f you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

® Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

19. Do one of the following:
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® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.
20. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 351: Update Inventory - Item Prices Cost (Regular).

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Purchase orders

Purchase order best practices

Set the reorder point and restock level for items

Use the Reorder Point and Restock Level fields to make it easier to reorder items when

you start to run low on stock.
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® Reorder Point: The reorder point establishes the threshold for when you need
to reorder an item. If your on hand stock falls below the quantity specified by the

reorder point, you should create a purchase order to restock the item.

Restock Level: The restock level establishes the maximum quantity of the item
you want to have in stock at any time. The quantity on hand may exceed the
restock level if, for example, the supplier has minimum order or master pack

quantity (MPQ) requirements for the item.

Voucher Tare Weights Extended Propertieg
Substitutes Special Serial
General | Inventory B Bricing
Current
On hand: 9.00
Unit of Measure: EA
Available 9.00
Offline: 0.00
On Order 0
Transfer out: 1.00
Ordering Guidance

Available 9

On Order 0

Restock Level 20
% | Reorder Point 10
ﬁ Minimum Urder
= MPQ

Suggested Qty.

Committed 0

Cost $16.9800

Last Cost $16.9800

Price 2998

So, if you have 9 items on hand in stock and your reorder point is 10 and your restock
level is 20, Store Manager can automatically generate a purchase order requisition for

11 items to bring the on hand stock level back up to 20.
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Purchase Crder Requisition it

Order Date: 2021-11-1% |«
Method:

‘ (®) Order ltems based on re-order information
(") Order ltems that have been recently sold

() Manusl

Starting Date: Ending Date: 2021-12-03 |~
Update open Orders O

Supplier: 0003 [Q] | Pixel Telecoms

‘ () Primary Supplier () Low cost Supplier (®) Specified

Cancel < Back Mext = Finish
liems  Purchase Order Requisition |
Code [CJAccept  Description Supplier Code  Supplier Hame  UOM Quantity WCurr.  Cost Extended Reorder Numb |-Dnam.iry on Ha
»  L23O0WHS-3N SN O W7 24° Full HD LED Monitor PIXEL Pixel Telecom EA N 11 JusD1 $50.0000 £550.0000 5

Set up the unit of measure correctly

When you set up items, make sure you understand how the unit of measure fields

affect orders and inventory:

® Unit of Measure: The unit of measure you use when you sell the item, e.g., EA

(each).

® Purchase UOM: The unit of measure you use when you order the item, e.g. CS

(case).

® UOM/Qty: If you purchase an item in one unit of measure (for example, you buy
the item in a case of 12) but sell the item in a different unit of measure (for
example, you sell the item individually), you use this field to identify the purchase
unit of measure (case) and the quantity of items to add to inventory to sell (12).
For example, if you order one case, when you receive the item Store Manager

automatically adds 12 items to inventory, not one.
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DU ‘ane \Weights Extended Properties
General Inventoey Ericing Disecunts Commission Llisses
Sebabtutes Specl Seal L] Opticns Furchase
Supphers

Lol Er o @ Pramary Code Hame Currency  Recedes e Min Orde MPQ  Cost Local Cost
Chid/Kt Recrder: | Digfault . » B S5rSC0 Sysco Food Services PAGMETZ83 0 12 sTAN0  sTO0
Do Not Order (@
Unit of Meagure: EA ~ | | sach
LM/ Gry. 1 cs w | | ease 12
LM 7 Cry. 2 ~ Supplier ltem Cost
LM 7 Gry. 3 " Supplier Currency  UOM i Oty Swrtng Diate Endirg Date Cost Lecal Cost
Purehase UOM =] v | | case

Set up the supplier's minimum order amount and MPQ correctly

When you set up items, make sure you understand how the supplier's minimum order

and MPQ affect purchase orders:

® Min. Order: The minimum number of the item that you must order from the sup-
plier, or the minimum number of the item that your store orders from the supplier
to qualify for better pricing, free freight, or other ordering incentives. If a Min.
Order amount is specified, Store Manager will automatically add that amount to
purchase order requisitions. For example, if your quantity on hand is 12, your
restock level is 20, and the supplier's minimum order amount is 10, Store Man-

ager will create a purchase order requisition for 10 items, not 8 items.

® MPQ: The manufacturer pack quantity (MPQ) indicates how many items come in
one package. For example, if your quantity on hand is 12, your restock level is
20, and the supplier's MPQ is 12, Store Manager will create a purchase order

requisition for 12 items, not 8 items.

Note: You must configure Store Manager to order in MPQ quantities. Go to
Setup | Inventory/Purchasing | Order Setting and select Check supplier
MPQ
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General
Subatitutes

Tax Code
Chid/Kt Recrder: | Digfault
D Mot Order a
Untof Meosre: | EA
LM/ Gry. 1 cs

LM/ Cey. 2
UM/ Gry. 3

Purehase UOM =}

‘ane \Weights Extended Properties
Imventeey Ericing Discounts Commission Hliases
Sgeanl Senial K Opticns Purchase
= Supphers
eme @ Primary Code Name Curtency  Reander Mo Mir. Orde MPQ Cost Local Cost
» @ Svsco Syseo Food Services PAGMET283 0 12570000 (5700
w | | sach
88 8
Supplier em Cost
Supplier Curency  UOM Mim. Oty Starting Dinte Ending Date Comt Leeal Cont

v | | case

If you order by MPQ, make sure you adjust the Cost to the cost per item. So, for

example, if the MPQ is 12 and the item cost is $7.00, enter $7.00 in the Cost field,

not $84.00. When Store Manager creates the purchase order requisition, it will cal-

culate the reorder cost based on MPQ * Cost.

Print labels from purchase orders

You can save yourself a lot of time and effort by printing labels based on purchase

orders. One of the options in the Label Wizard is Print labels for items from this.

Select Purchase Order from the drop-down list and click the Browse button to select

the purchase order.

Print Label Wizard

Mumber of Label Per kem
O Fixed Quantity
(O Stock on hand

Selection Uit
Item Lookup Code
097855086457

O lssued/Received to date(TD/RTD)

) lssued/Received on this onder

@ aq taced Set Quantity
1 Entries Print List 1 Entries
Description ltem Lookup Co | Description Quantity
M3IZ5 Wireless Mouse 0978550864 |  M325 Wireless 1
Add 4 57 Mouse

By printing the labels from the purchase order, you have them ready to use when you

receive the purchase order. This is particularly useful if your store is large enough to

have separate purchasing and merchandising teams, where the purchasing team
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manages inventory levels and the merchandising team manages shelf restocking,

shelf and product labeling, signage, and other aspects of product display.

a5l RMH Report Viewer - O X

SRPHFHARD S22 OO0 TTEL00O.

0978550864357 097855086457

M325 Wireless Mouse . M325 Wireless Mouse

097855086457 097855086457

LT I

M325 Wireless Mouse M325 Wireless Mouse

Pagelof2 » Zoom 85%

Set up purchasing
Setting up shipping methods

Use shipping methods to identify carriers for incoming freight. Shipping methods are

not linked to freight rate schedules.

1. Click Setup.

2. Expand Inventory/Purchasing.

3. Click Shipping Methods.

4. Click New.

5. Onthe General tab, in the Code field, enter a unique code that identifies the ship-

ping method.

6. Inthe Name field, enter a name for the shipping method.
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Tip: If you enter your account number in the Name field it displays on the
purchase order or transfer. This can help clarify the account to charge for

shipments.

7. Onthe Store Groups tab, select the store groups that use this shipping method.

8. Click Save And Close.
Setting up payment terms for purchase orders and transfers

1. Click Setup.

2. Expand Inventory/Purchasing.

3. Click Payment Terms.

4. Click New.

5. Onthe Gneral tab, in the Code field, enter a unique code that identifies the pay-

ment terms.

6. Inthe Name field, enter a name for the payment terms. Whatever you enter in this

field is printed on the purchase order or transfer as the payment terms.
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Purchase Order
Number: PO00000025

LD

RMH Sample

7727 Lake Underhill Road

To Ship To

Pixel Telecoms RMH Sample - Test Andrewq
390 North Main Street 7727 Lake Underhill Road
Bountiful, UT 84010 Orlando, FL 32899

Phone: (801) 284-1000 Phone: (407) 303-8110

Fax: (801) 294-1000 Fax: (407) 303-8110
Contact: Lauri Scarantion

Order Date: 2021-11-19 Ship Via:
Date Required: 2021-11-19 F.Q.B. point:
Your Reference: Freight:

Payment Terms: 30 Days From Statement

7. Onthe Store Groups tab, select the store groups that use these payment terms.

8. Click Save And Close.
Setting up purchasers

Some stores have specific managers who handle purchasing. If you set up purchasers
you can select them from the Purchaser field for purchase orders. This can make it

easier to search for specific purchase orders and to generate purchase order reports.
1. Click Setup.

2. Expand Inventory/Purchasing.

3. Click Purchasers.

4. Click New.

5. Onthe General tab, enter the following information for the purchaser:

® Code

® Name
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® Telephone

® E-mail Address

6. Onthe Store Groups tab, select the store groups that use this purchaser.

7. Click Save And Close.
Setting up charges

Charges are fees that your store pays for things like supplier deliver fees or inter-store

transfers. These charges are only applicable to purchase orders and transfers.

1. Click Setup.

2. Expand Inventory/Purchasing.

3. Click Charges.

4. Click New.

5. Onthe General tab, in the Code field, enter a unique code that identifies the

charge.

6. Inthe Description field, enter a name or description for the charge.

7. Inthe Ext. Description field, enter any additional descriptive information for the

charge.

8. From Tax Code, select any taxes that apply to the charge.

9. Onthe Store Groups tab, select the store groups that use this charge.

10. Click Save And Close.
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Other order settings

The Order Setting screen contains settings for a number of different options related to

inventory and purchasing.

1. Click Setup.

2. Expand Inventory/Purchasing.

3. Click Order Setting.

4. On the Global Option tab, choose settings for things such as:

®  Automatically release purchase orders

® Block transfers out when the quantity on hand is less than the transfer out quant-
ity

® Automatically reorder child and kit items

® Check supplier master pack quantity (MPQ)

“ Select this option to...

Sort entries by Set the default sort order for lists. Select the column that
you want to sort on and then select whether you want to

sort in ascending or descending order.

Auto release order Automatically release purchase orders or transfers as

soon as they are saved.

Block transfer out Display a warning if the on hand quantity of an item is
when quantity on lower than the quantity in a transfer out. When you try to
hand is less than commit the transfer out, a warning message displays with
transfer out quantity the following options:
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“ Select this option to...

Disable order number

editing

Block purchase order
when quantity on
hand is less than
quantity being

received

Child reorder

Kit reorder

Check supplier MPQ

Hide cost information

in purchase order

Hide cost information

in transfer in

Hide cost information

®  Adjust the quantity to what is available

® Cancel and try again when stock is available

Lock the purchase order number so it cannot be edited.

Block the purchase order when the quantity on hand is

less than the quantity being received.

Consider the child item quantities when re-ordering the

parent.

Consider the kit item quantities when re-ordering the kit

components.

Order items using only multiples of the supplier's MPQ.
Refer to Purchase order best practices for more inform-

ation.

Hide the store's cost information in purchase orders for

users who do not have full manager privileges.

Hide the store's cost information in transfer ins for users

who do not have full manager privileges.

Hide the store's cost information in transfer outs for users
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“ Select this option to...

in transfer out who do not have full manager privileges.

Do not allow to make Lock the Header and Items tabs of purchase orders after
change to purchase they have been shipped so they cannot be edited. Select
order when shipped this option to prevent people from adding or removing

items or updating cost.

5. Onthe Templates tab, select custom templates (in .rst format) for purchase

orders, transfers, and purchase receipts, if desired.

6. Onthe Masks tab, set up masks for purchase orders, transfers, invoices, and

credit notes, if desired.

You can use masks to establish a prefix for order, invoice, and credit note num-
bers, and to control the start number of the numbering sequence. For example, you
might set up a mask for purchase orders that uses PO as the prefix for all order
numbers, and sets the start number as 1000000. The next purchase order created

will have the order number PO1000001.

7. Onthe Matrix tab, set up matrix columns and dimensions, if desired:

a. Select the No. of Columns for matrices.

b. Select the layout for matrices with two dimensions from the 2 - Dimensions

drop-down.

c. Selectthe layout for matrices with three dimensions from the 3 - Dimensions

drop-down.

d. Select Hide matrix header, if desired.
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e. Click OK.

8. Click Save And Close.

9. Restart Store Manager to activate these order settings.

Changing item ordering information using Worksheet 303

You can use Worksheet 303 to update ordering information for specified stores. Work-

sheet 303 creates one worksheet for all selected stores.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 303: Change Item Ordering Info.

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:
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10.

11.

12.

13.

14.

15.

16.

® Use items in these departments
® Use items in these categories
® Use items in these suppliers

® Add items manually

Item filter

If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

If you selected Item Filter:

a. Click Filter.

b. Userthe Filter dialog options to identify the items.

c. Click OK.

Select Exclude Inactive to exclude inactive items.

Click Next.

Click Finish.

Click OK to confirm that the worksheet was created.

On the General tab:

® Confirm the Effective date / time and add Notes, if desired.

® |f you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.
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17. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Note: If an item is ordered from more than one supplier, you will see duplic-

ate lines for the item, e.g., a separate item line for each supplier.

18. For each item, enter new ordering information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

19. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

20. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click303: Change Item Ordering Info.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:
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a. Click Worksheets.
b. Click Acknowledge Worksheets.
c. Select aworksheet and click Acknowledge.
Initiating purchase orders using Worksheet 340
You can use Worksheet 340 to initiate purchase orders for stores.

After you initiate a purchase order in Central Manager, the purchase order(s) are cre-

ated at the applicable store(s), where they must be released in Store Manager.

Note: You can configure Central Manager so approved purchase orders
are automatically set to Released status in Store Manager. You define this

in Setup | Inventory/Purchasing | Order Setting. On the Global Option

tab select Auto Release Order.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 340: PO Planner.

4. Under Inventory delivery, select one of the following:

® Create individual POs for each store: Individual purchase orders are created
for the selected store(s) based on the order information for the selected store(s).

Inventory is delivered to each store separately.

® Create a master PO and deliver to each store: A master purchase order is cre-
ated for all stores based on the order information for those stores. linventory is

delivered to each store separately.
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® Deliver to this store for later disbursement: A purchase order is created
based on the order information for the selected store(s). Inventory is delivered to

the selected delivery store for disbursement at a later date.

5. Select specific stores from the list, or click All to select all stores.

6. Click Next.

7. Enter a different Worksheet Title, if desired.

8. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

9. Click Next.

10. Select one of the following:

® Use items in these departments
® Use items in these categories
® Use items in these suppliers

® Add items manually

Item filter

11. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

12. If you selected Item filter:
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

Select Exclude inactive to exclude inactive items.

Click Next.

Under Order method, select one of the following:

® Orderitems based on re-order information
® Order all items at a fixed quantity

® Order items that have recently sold

Under Supplier selection, select one of the following:

® Order from primary supplier

® Order from the lowest cost supplier

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.
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Tip: You can control whether the Details pane is displayed or hidden on the
Contents tab of this worksheet. The Details pane shows Ordering Guid-
ance, Sales History, Order History, and KPI Data. The Details pane is hid-
den by default because it can improve worksheet performance. You control
whether the Details pane is displayed or hidden in File | Configuration.

Select or clear Show details in PO Planner and Inventory Transfer

worksheets by default.
23. Do one of the following:

® For each item, update the purchase order information in the appropriate
columns.
Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste
to All Rows.

® Selecta cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire
column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

24. Click Details and confirm the purchase order details. Enter additional information
about the purchase order, as required, and click OK. You can edit the following

fields:

® Requisitioner

Confirming to

® Freight

Ship via
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® FOB point

® Terms

Date required

® Remarks

25. Onthe Charges tab, use Add Row and Delete Row to add or delete charges for

the purchase order.

26. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

27. Atthe applicable store(s), open Store Manager and process the purchase order(s).

28. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 340: PO Planner.

Note: Once approved, the worksheet status will not change until the pur-
chase order is received at the store. Worksheet processing time depends
on the size of the worksheet. However, if you think the worksheet is taking
too long to process, check that the worksheet processing service is run-
ning. To do this, click Start and type Services in the search field. In the Ser-

vices window, scroll down to RMH Worksheet Process and click Start

Service if the service is not running.

29. To acknowledge processed worksheets:
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a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.
Preventing items from being added to purchase orders

You can use the Inventory Wizard to prevent items from being added to purchase

orders.

1. Click Wizards.

2. Click Inventory Wizard.
3. Click Next.

4. From the Tasks drop-down, select Task 1010: May not be placed on purchase

order.
5. Click Next.
6. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

B Jtem filter

7. Ifyou selected departments, categories, or suppliers, do one of the following:

B Select specific departments, categories, or suppliers

® Click All to select all departments, categories, or suppliers
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8. Ifyou selected Item filter:

a. Click Filter.

b.

c. Click OK.

9. Click Next.

The selected items are listed.

Use the Filter dialog options to identify items.

Task | 1070: May not be placed on purchase order

Criteriz | By Department
Entries: 3

Item Lookup Code

Description

Do Mot Order New Do Mot Order
Small Baby Doll
30010 Large Baby Dicll Dalls: Mo N
40010 Lally Diell Dl Mo Ha
Add Delete Copy to All < Back Commit Cancel

10.

11. Click Commit.

(Optional) Use the Add and Delete buttons to add or remove items from the list.

A message displays asking if you want to commit the changes to the database.
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RMH Central Manager

Do you want to commit these changes to the database?

Yes No

12. Click Yes.

A message displays how many records were changed in the database.

RMH Central Manager X

3 record(s) affected in the database.

OK

13. Click OK.

Generating purchase order reports

1. Click Reports.

2. Click Active Reports.

3. Expand Standard | Orders and click Orders - Purchase Order List.
4. Build filters to control what data is included in the report:

® Field: Select the type of data you want to filter on, e.g., Status.
® Operator: Select a filter operator, e.g., =.
® Value: Select an appropriate value, e.g., Released.

Note: The values change depending on the Field you select.
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® AND: Select AND if you only want to the report to contain data where both filters

are true.

® OR: Select OR if want the report to contain data where either of the filters are

true.
5. Click Add to add each filter to the report query.
6. Click OK. The report displays.
7. Do the following as required:

® Click Export to Excel to export the report to Excel;
® Click Export to PDF to export the report to PDF; or

® Click Print to print the report.
Accounts receivable

Accounts receivable in Store Manager and POS

Accounts receivable (AR)! is easy to set up and use in Store Manager and POS. You
have the flexibility of creating AR accounts in both POS and Store Manager. You can
also establish default settings for new AR accounts, which makes it easy to create new

accounts and ensures consistency in account configuration.

You can link one or more customer accounts to an AR account to allow authorized indi-
viduals to make purchases on the account. You can also set up credit limits on AR

accounts to prevent overspending and reduce your store's exposure to financial risk.

1The accounts receivable (AR) is money that is owed to a company by a customer
who received products and services that were provided on credit.
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You can assign AR accounts to account groups to manage them as a group and sim-
plify reporting and account administration. You also have the flexibility to define your

own billing cycles, set your own payment terms, and create custom statements.

QO

Create accounts
Customer purchases on account

Close billing cycle

Generate statements

Print or email statements

Accounts receivable best practices

Accounts receivable (AR)! exposes your store to financial risk. It can also require a
substantial amount of time to properly administer AR. If you decide that offering store
purchases on account is necessary to the success of your store, try to follow these AR

best practices.
Make sure the company or person is credit worthy

Use an application form to collect relevant information about the company or person
who wants to open an account. As part of that form, get the applicant's permission to

run a credit check to determine their credit worthiness. Do not open accounts for com-

1The accounts receivable (AR) is money that is owed to a company by a customer
who received products and services that were provided on credit.

Copyright © 2021-2024 Retail Management Hero - 199



Accounts receivable best practices

panies or people with low credit scores or a history of liens, court judgments, or bank-

ruptcies.

Ask to see bank statements and accounting records to determine the applicant's liquid-

ity. Do not open accounts for companies or people who have significant debt.

It the applicant is a company, ask the president or owner of the company to sign a per-
sonal guarantee to pay any overdue or unpaid account balances that the company has
failed to pay. If you need to pursue repayment by filing a lawsuit, a personal guarantee
may not be sufficient on its own to win your case. However, it is a meaningful document
in the sense that it demonstrates responsibility for the company's debts and a clear

intent to repay. This can be beneficial to your argument.

If you feel the company or person is not credit worthy, you do not have to send them
away empty-handed. Instead, consider offering them discounts to make purchasing

products or services from your store more affordable and attractive.
Set credit limits based on risk exposure to your business

You should always set a credit limit if you open an AR account for a company or per-
son. The credit limit needs to be high enough to allow them to make the purchases they
require, but it should also reflect how much money your store is prepared to lose if they

fail to pay their balance and you have to write off bad debt.

You also have the option of setting a lower credit limit for new AR accounts and then
increasing the credit limit after 6 months or a year if the company or person con-

sistently pays the balances on their account in a timely manner.
Be disciplined about sending statements on time

If you want balances to be paid on time you have to send statements on time. Store
Manager does not automatically generate statements on the billing cycle close date.

You have to manually close the billing cycle, generate statements, and either mail or
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email the statements to the AR account holders. This takes time, so make sure you

build sufficient time into your schedule to close each billing cycle and send statements.

Hold the company or person to their credit limit and payment terms

Always hold AR account holders to their credit limits and payment terms. This can lead
to uncomfortable conversations with customers, but it is essential that you get paid for
your products and services in a timely manner. Use Store Manager's AR reports to
monitor balances on AR accounts and follow up with AR account holders who have
unpaid balances that are more than 30 days old. Do not hesitate to temporarily block
purchases on an account until the AR account holder pays balances that are 60, 90, or

more than 90 days old.
Only accept payments by cash, check, or debit

Some AR account holders may offer to pay balances by credit card. The problem with
this is that stores are typically charged transaction fees on credit card purchases. By

accepting payments by credit card, you are essentially paying money to get paid.

A more economical approach is to only accept payments on account balances by cash
or check. If it is absolutely necessary you may also opt to accept debit card payments.
Like credit cards, stores are typically charged transaction fees for debit card pur-
chases, but debit card fees are usually much lower than the fees for credit cards. If you
really want a customer to pay a balance and the only option available is debit card, you
may decide that paying the fees is an acceptable trade off for recovering the balance

owing.

Privileges required to set up or administer accounts receivable

Anyone who is responsible for setting up or administering AR in Store Manager must

be assigned to a manager user role that has AR privileges.

1. Click Setup.
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Expand People & Security.
Click Manager User Roles.

Ensure the manager role assigned to the user has the following AR privileges:

B: w User Roles: M, -Full - Manager with full privileges 53

Home -]

B R ooomEd

SeveAnd Save  SsveAnd  Fist Prev Mext Last | Close
Close  And Edit New

Save Navigation
Code: Manager-Eull
Hame: Manager with full prvileges
—
A Account
B Customer
EA Clase Ealling Cycle
[ Print Statemants

[#] Email Sestings

(W] Setup
41 [] Merchandising
#-[] Pecple & Security
# [ Imventory/Purchasing
41 [T Financial

A Customer

= A #ccount Recervables
[ Account Groups
[ Aceount Maragers
[ Finance Charges
[ Payment Terms
[] Reason Codes
[ Statament Types
[ NumberSaries
[ Impert Customers
RA Accounting Defaulis W

Set up accounts receivable

Setting up a store account tender type

If your store provides AR to customers, it means you are selling items to customers on
store account. At the register, the customer does not pay for their items with cash,
check, debit, or credit. Instead, they pay for their items using a store account tender

type that you set up in Central Manager.

Refer to Setting up tender types for more information.
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E |w Tender Type : Store Accouwnt - 54 3
(~]
Save And Save Save And First Prev MNext Last
Close  And Edit New
Save Mavigation
Genarsl  Youchers
General Settings Register Setungs
Descripson Saore Socount Display Order: g
Tender Code SA Scan Code 0
Mo Account w|  Found To Valus $0.00
Currency Detaull Currency w | Prevest Cashiee evertendening [
Tender Type is inactive: [ POP Cash Drawer: =]
Mansmumn Amourt 0,00 Requirs signature: O
Allow maglbple entries
Dencminations
(Exctra lines will be added on the tender scresn when 3
partial amaunt is srdered)

Setting up account managers

You have the option of assigning account managers to AR accounts.

To set up an account manager:

N

Click Setup.

2. Expand Customer.

3. Expand Account Receivables.

4. Click Account Managers.

5. Click New.

6. Enter the following information:
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“

Code A unique code that identifies the account manager.

Name The name of the account manager. Click the full name
selection box if you want to include a title, middle

name, or suffix like Jr.

Inactive Select this option to deactivate the account manager.
Phone The account manager's phone number.

Mobile The account manager's mobile phone number.
E-mail The account manager's email address.

7. To copy an existing account manager, select it and click Copy.

8. To edit an existing account manager, select it and click Edit.

9. Click Save And Close.
Setting up finance charges

You have the option of applying finance charges to AR accounts.

To set up a finance charge:

1. Click Setup.

2. Expand Customer.

3. Expand Account Receivables.
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4. Click Finance Charges.
5. Click New.

6. Enter the following information:

“

Code A unique code that identifies the finance charge.
Name The name of the finance charge.

Inactive Select this option to deactivate the finance charge.
Apply Charges on Select this option if you want Store Manager to include
Fin. Charges any previously unpaid finance charges, along with the

current outstanding balance, when calculating the cur-

rent billing cycle's finance charges.

In some states is it against the law to include any pre-
viously unpaid finance charges when calculating new
finance charges. Check your state laws before select-

ing this option.

Min. Finance Enter the minimum amount that the AR account holder

Charges must pay if there is an outstanding account balance.
Store Manager compares this amount with the com-
puted finance charges for the current billing cycle and

charges the higher amount.

Annual Interest Rate Enter the annual finance rate for AR accounts. Store
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“

Manager uses this rate to calculate finance chargers
for each billing cycle for accounts that have an out-

standing account balance.

The finance charge on each AR account is calculated

as:

(daily interest rate) * (days overdue) * (chargeable bal-

ance)
Where:
(daily interest rate) = (annual interest rate / 100) / 365

(days overdue) = either the number of days overdue or
the number of days since the last closing of the billing
cycle. Store Manager uses the lower number for the

calculation.

(chargeable balance) = zero if paid in full before the
grace period ends or the average daily account bal-

ance during the billing cycle.
Example:

The AR account holder is charged an 18% annual fin-
ance rate. There are two unpaid balances: AR1 is
$140 which is 15 days overdue and AR2 $352 which is

45 days overdue.
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daily interest rate) = (18% / 100) / 365 = 0.000493
y

The finance charge for AR1 is (0.000493) * (15) * (140)
=1.035

The finance charge for AR2 is (0.000493) * (45) * (352)
=5.206

The total finance charges are 1.035 + 5.206 = 6.241,
rounded to 6.24.

7. To copy an existing financial charge, select it and click Copy.

8. To edit an existing financial charge, select it and click Edit.

9. Click Save And Close.
Setting up payment terms for accounts receivable

1. Click Setup.

2. Expand Customer.

3. Expand Account Receivables.

4. Click Payment Terms.

5. Click New.

6. Enter the following information:
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“

Code A unique code that identifies the payment terms.
Name The name of the payment terms.
Inactive Select this option to deactivate the payment terms.
Due After Date Select one of the following:

® Closing

® Invoice

If there is a balance owing, the AR account holder has
the number of days specified in the Grace Period to
pay the entire balance without incurring finance

charges.

Grace Period The number of days after the billing cycle closing date
or invoice date the AR account holder has to pay the
entire balance without penalties. If you have set net
payment terms, e.g., net 30, enter 30 into the Grace

Period field.

Minimum Payment The minimum payment that you want the AR account
holder to pay on the account balance. This amount is
displayed in the account statement. It is a recom-
mendation only. Store Manager and POS do not
enforce this amount and the AR account holder can
make a payment that is less than the specified Min-

imum Payment amount.

7. To copy an existing payment term, select it and click Copy.
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8. To edit an existing payment term, select it and click Edit.

9. Click Save And Close.
Setting up AR reason codes

To set up AR reason codes:
1. Click Setup.
2. Expand Customer.
3. Expand Account Receivables.
4. Click AR Reason Codes.
5. Click New.

6. Enter the following information:

“

Code A unique code that identifies the reason code.

Name A short description of the AR credit/debit adjustment
type.

Inactive Select this option to deactivate the reason code.

Type Select one of the following:

® Adjustment
® Hold

® Reversal
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“

® Unapply

7. To copy an existing reason code, select it and click Copy.
8. To edit an existing reason code, select it and click Edit.

9. Click Save And Close.
Setting up statement types

To set up statement types:
1. Click Setup.
2. Expand Customer.
3. Expand Account Receivables.
4. Click Statement Types.
5. Click New.

6. Enterthe following information:

“

Code A code that identifies the statement type.
Name The name of the statement type.
Dataset Select Standard.
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Customized Select this option if you want to customize the state-

ment. For example, you might want to create a custom
statement for each account group. Click the Design

button to display an editable version of the statement.

Inactive Select this option to deactivate the statement type.

7. To copy an existing statement type, select it and click Copy.

8. To edit an existing statement type, select it and click Edit.

9. Click Save And Close.
Setting up a number series

Use number series if you want Store Manager to automatically generate AR account
numbers that follow a specific format and numbering sequence. For example, you
might create a unique number series for each account group. Setting up an account

series is optional. You can enter AR account numbers manually if you prefer.

To set up a number series:

1. Click Setup.

2. Expand Customer.

3. Expand Account Receivables.

4. Click Number Series.

5. Click New.
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6. Enterthe following information:

“

Code A code that identifies the number series.

Name The name of the number series.

Inactive Select this option to deactivate the number series.
Prefix The prefix for the number series, if applicable.

No. of Digit The required length of the account number, e.g., 4

would mean the account number must be 4 digits long

or 0001.

Last Used The starting point for account number series, e.g., if
you enter 1 the next account number in the series will

be 2.

7. To copy an existing number series, select it and click Copy.

8. To edit an existing number series, select it and click Edit.

9. Click Save And Close.
Setting up account groups

You have the option of assigning AR accounts to account groups. This can save time
setting up AR accounts, because critical choices such as payment terms, finance

charges, and credit limits are set for the group and do not have to be set for each indi-
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vidual AR account. Using account groups also ensures consistency in how the AR

accounts are set up.

To set up account groups:

1. Click Setup.

5. Click New.

For example:

Expand Customer.

Click Account Groups.

Expand Account Receivables.

Set up the account group defaults.

“

Code

Name

Inactive

Finance Charge

Payment Terms

A code that identifies the account group.

The name of the account group.

Select this option to deactivate the account group.

If you are opting to apply finance charges to accounts
in this account group, select the type of finance

charges to apply.

Select the payment terms to apply to accounts in this

account group.
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“

Account Manager If you are opting to assign account managers to
account groups, select the account manager for

accounts in this account group.

Number Series If you are opting to automatically generate account
numbers based on a number series, select the number

series to apply to accounts in this account group.

Credit Limit The maximum amount of credit you are willing to

extend to accounts in this account group.

Statement Type The statement type to use for invoices sent to

accounts in this account group.

Credit Limit Check Select one of the following:

® Account: Check if the company account is over

its credit limit.

® Customer: Check if the person account is over

their credit limit.

® Both: Check if either the company account or the
person account are over their credit limit.
If an account is over its credit limit, Store Manager will
not allow any further transactions to be charged to the

account.

Application Method Select one of the following:
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® Manual: Manually select the ledger entry to

apply the adjustment to.

® Apply to oldest: Automatically apply the adjust-
ment to the oldest ledger entry.
Whatever you choose is selected by default for adjust-

ments, but you can override the default if desired.

7. To copy an existing account group, select it and click Copy.
8. To edit an existing account group, select it and click Edit.

9. Click Save And Close.
Setting up accounting defaults

If you set up accounting defaults they are applied to new AR accounts.

You must select a Default Account Group to enable Store Manager to automatically cre-
ate AR accounts from customer accounts or to enable cashiers to create AR accounts

in POS.

To set up accounting defaults:

1. Click Setup.

2. Expand Customer.

3. Expand Account Receivables.
4. Click Accounting Defaults.

5. Onthe Account tab, enter the following information:
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“

Default Account The account group to add new company accounts to.
Group
Default Customer The account group to add new customer accounts to.
Group

Default Number Ser- The number series to use for new account numbers, if
ies the number series is not already defined for the

account group.

Default Statement The statement type to use for new accounts by default.
Type

Use RMH Account Select this option if you want Store Manager to use the
Number customer account number for the AR account number

if you create the AR account from the customer

account.

RMH Customer Cus-

tom Field

6. On the Billing tab, enter the Closing Day of the Month. This day is the day you

close the billing cycle for accounts.

7. Click Save And Close.

Setting up the email message
Pre-requisites: Before you can email statements you must set up SMTP in Store
Administrator. You can set up SMTP under Configuration | SMTP. You must also

enter an e-mail address for the AR account in Store Manager under Customer |
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Account | Communication. It is possible to set up SMTP for most Microsoft email
services (for example, outlook.com or 3650ffice.com) but at this time it is not pos-
sible to set up SMTP for other email services like gmail.com. Always test the SMTP

set up in Store Administrator to ensure emails can be sent and received.

When you generate statements, you have the option of automatically emailing the
statements to account holders. Use the email message set up screen to define the sub-

ject, body text, and signature of the emails that Store Manager sends.

To set up the email message:

1. Click Setup.

2. Expand Customer.

3. Expand Email message.

4. Click Accounting Defaults.

5. Editthe email subject, body, and signature as required.

Note: In the Subject, <ClosingDate> is a variable that pulls in the Clos-

ing Date that you used when you closed the billing cycle.

6. Click OK to save your changes. Click OK to confirm.

Using Import Customers

The Import Customers function is only used to import accounts and balances if you are
migrating from Microsoft Dynamics Retail Management System (RMS) Store Oper-

ations to Retail Management Hero (RMH) Store Manager.

Refer to the Migrate from Store Operations to Store Manager procedure in the Install-

ation Guide.
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Understanding company, person, and customer accounts

There are two different types of AR accounts: company accounts and person

accounts.

Set up company accounts for businesses or business operators. For example, if your
store sells plumbing supplies, you might set up a company account for UltraPlumbr, a
large plumbing repair company with multiple locations and 10 trucks. You might also
set up a company account for Dan's Drains, a local plumber who runs his plumbing

repair company by himself.

Set up person accounts for individuals. For example, if your store sells general
goods, you might set up a person account for good customers like Jane DuGood, a
local woman who runs an informal grassroots after-school program for local kids,
because she buys a lot of food, household supplies, art supplies, and sporting goods
for the program. You might also set up person accounts for employees on a company
account. This allows you to set credit limits for individual employees that are different
from the credit limit for the company. For example, you might set up person accounts
with credit limits of $10,000 for each individual plumber who works for UltraPlumbr and

set the company's credit limit at $500,000.

Set up customer accounts for store customers who will make purchases in POS. An
AR account (company or person) must be linked to at least one customer account to
enable purchases on the account in POS. In POS, the cashier looks up the customer
account, enters all of the items for the transaction, and selects store account as the
payment type. This triggers POS and Store Manager to add the customer's purchase

amount to the balance of the connected AR account.

Example of a company account linked to customer accounts
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In this example, the company account is linked directly to customer accounts to enable
purchases in POS. You cannot set credit limits on customer accounts. This means that

any of the customers connected to the company account can spend up to the com-

pany's credit limit.

| o
E POS - Customer _O_B]
E AR - Company
| O $10,000 limit

)

POS - Customer

Example of a company account linked to person accounts

In this example, the company account is linked to person accounts. You can set a
credit limit for each person account that is different from the company's credit limit. The

person accounts are then linked to customer accounts to enable purchases in POS.

—— A — 8-

] POS - Customer AR - Person Dﬁ
/= =\ $5,000 limit -0—©O
Lo | @ AR - Company

| — $500,000 limit

POS - Customer AR — Person
$5,000 limit

Example of a person account linked to customer accounts

In this example, a person account is linked to customer accounts to enable purchases

in POS. As mentioned previously, you cannot set credit limits on customer accounts.
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| )
POS - Customer "

==
AR - Person

5,000 limit
1 O ’

a

POS - Customer

Recommended account set up workflow

1. Create the customer accounts that you will use to make purchases in POS.

2. Create the primary AR account. This might be a company or person account.

3. Create secondary AR accounts, if desired. These are typically person accounts

with their own credit limit.

4. Link AR accounts (customer or person) to customer accounts.
Setting up accounts

The two procedures below describe how to set up a primary AR account (e.g., a com-
pany account) and how to set up (link) secondary AR accounts (e.g., person accounts)

to the primary AR account.

To set up a primary AR account in Central Manager:

1. Click Customer.

2. Click Accounts.

3. Toadd anew account, click New.

4. Onthe General tab, enter general information about the account.

For example:
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Number The account number. Store Manager can auto-
matically generate the account number based on the
number series or you can enter account numbers
manually.

To automatically generate the account number, click

Save And Edit.

Note: Define the number series using Setup |
Customer | Account Receivables | Number
Series and select it in the Account Defaults or

Account Groups set up screens.

Type The type of account. Select one of the following:
® Person
® Company

Full Name The full name of the account owner. Click the Full

Name button if you want to include a title, middle

name, or suffix like Jr.

Job Title The job title of the account owner.

Company The full name of the company if the account is a com-

pany account.

Name The full name of the account owner. This field is pre-
populated with the name that you enter into the Full

Name or Company field.
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Role The role field is read only. It is based on the account
type.
Account Group The account group the account is assigned to.

Note: Define account groups using Setup |
Customer | Account Receivables | Account

Groups.

Account Manager The account manager assigned to the account.

Note: Define account managers using Setup |
Customer | Account Receivables | Account

Managers.

Status The status of the account. Select one of the following:

B Active: The account is active.

Balance The current balance of the account, including pur-

chases since the last invoice and all unpaid invoices.

Balance Due The balance due on all unpaid invoices.

Credit Limit The account owner's credit limit. Store Manager and
POS will block purchases if they will result in an

account balance that exceeds the credit limit.

Closing Date The closing date of that last billing cycle. If the account

is new, this field is blank.
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Closing Balance The account balance at the time the billing cycle was
closed.

Date Opened The date the account was created.

Last Updated The last date the account was updated.

5. Onthe Communication tab, enter the contact information that will be used for

billing.
BT
Address The street address of the billing address.
City The city of the billing address.
State The state of the billing address.
Zip The postal code of the billing address.
Country The country of the billing address.
Phone Number The phone number to use for billing inquiries.
Mobile Number The mobile phone number to use for billing inquiries.
Fax Number The fax number to use for billing inquiries.
E-Mail The e-mail address to use if emailing statements.

Copyright © 2021-2024 Retail Management Hero - 223



Create and manage accounts

“

Home Page The URL of the business' web site, if applicable.

On the Billing tab, enter the following information:

“

Billing Account If the billing account field is empty, the current account
is the billing account and statements will be sent to the
account holder using the information on the General
and Communication tabs. If purchases will be paid by
another account holder, select the appropriate billing

account.

Credit Limit Check This option determines how Store Manager and POS
calculate if an account balance is over the credit limit.
If the field background is gray, this means the value is

controlled at the account group level.

Note: Define account groups using Setup |
Customer | Account Receivables | Account

Groups.

Payment Terms The payment terms for account balances.

Note: Define payment terms using Setup |
Customer | Account Receivables | Payment

Terms.

Finance Charge The finance charge for unpaid account balances.
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“

Note: Define payment terms using Setup |

Customer | Account Receivables | Finance

Charge.
Last Statement The date the last billing statement was created.
Customer Balance The current account balance.

7. Onthe Options tab, enter the following information:

“

Application Method Select one of the following:

® Manual: Manually select the ledger entry to

apply the adjustment to, usually the oldest entry.

® Apply to oldest: Automatically apply the adjust-

ment to the oldest ledger entry.

Type The statement type to use for invoices.

Note: Define statement types using Setup |
Customer | Account Receivables | State-

ment Types.

Delivery The delivery method for invoices. Select one of the fol-

lowing:
" Print

" E-Mail
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“

Note: Define an standard email message for

invoices using Setup | Customer | Account

Receivables | Email Message.

E-Mail The e-mail address to send invoices to if the delivery

method selected is e-mail.

8. Onthe Notes tab, enter any notes related to the account.

9. To copy an existing account, select it and click Copy.

10. To edit an existing account, select it and click Edit.

11. Click Save And Close.

The primary AR account is created. You still need to link the primary account to a
customer account to enable purchases in POS. You can either link directly to a cus-
tomer account or you can set up a secondary AR account with its own credit limit

and link the secondary account to a customer account to enforce purchase limits.

To set up a secondary AR account in Central Manager:

—

Open the primary AR account.

2. Click Accounts and select Customer.

3. Click New.

4. Onthe General tab:

a. From the Type drop-down select Person.
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b. Enter the person's Full Name, Job Title, and Company.

c. Click Save And Edit to automatically generate the account Number, or enter

the account number manually.

d. Enter a Credit Limit. The credit limit set for a secondary AR account must be

less than the credit limit set for the primary AR account.

5. On the Billing tab, confirm that the account number in the Billing Account field is

the account number of the primary AR account.

Note: You do not need to change any other fields because Store Manager
bases all communication, billing, etc. on the selections you made for the

primary AR account.

6. Click Save And Close.

The secondary AR account is created and automatically linked to the primary AR
account. You still need to link the secondary AR account to a customer account to

enable purchases in POS.
Linking to a customer account

To link to a customer account:

1. Click Customer.

2. Click Account.
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3. Double-click on an AR account (company or person) to open it.

= Aceount : UlraPlumbr - PTED00001002 =
Home &
B, B ElC0oooo @ B
SaveAnd  Ssve  SeveAnd | Account Ledger Regester | First  Prev Next Last Print Claze
Close  And Edit New - Statement
Save Data Cperations Navigation
General || Communication | Billing | Opticns | Additicnal | Netes |
Humber, PTBOC0001002 Status Lctive v
Type: Company -
Full Name.. Jokn Dirain Eslance:
Job Tidhe: Fresident Balance Cue:
Company: UlraPfumbe Credi Limk: $700.000.00
Hame UlsraPlusnbe
Closng Date: i
Fode: Account v Closng Balance: 50.00
Account Group: AG30 w | 30 Day Revohing Diates Chpesriesel- 2021-10-04 =
Account Manager: | au1n - Fioler Cive Last Updated: 2021-10:08 11:2 [o

4. Click Account and select Link.

5. Click New.

6. Double-click on a customer account to link it to the AR account.

M= Agcount Links: PTEDO000I00Z - Martha Jones - m] ®
Hems L
Pl Semings LA Refeesh Finers
HBE B BN
[ Loyt [5] Besetview
New  Dulete Refreih = Add Remove Pt | Expot  Expost -
toEacel 10 POF | B Memorize B Find
Dats Operations Fier List Cpians
Fired: <humber:
Mumber Lk Typ | Tithe Forgt e Lasthiyme Compeny Phore
WACICOOSE  Customer Can Semith UtrsPumbe
ACIOO0005E  Cusiomesr Martha lores UirePlumbe
O 610000065 Custowrer S Herrers (R

W61

7. Close the Account Links dialog when you have finished linking all relevant cus-

tomer accounts.
Deactivating accounts

Always deactivate AR accounts instead of deleting them. Deactivation allows you to

maintain account purchase and invoicing history in the store database for accounting
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and tax purposes.

To deactivate an accounts receivable account:

1. Click Customer.

2. Click Account.

3. Double-click the account that you want to deactivate.

4. Onthe General tab, from Status, select Inactive.

5. Click Save And Close.

Administer accounts receivable

Viewing ledger entries

There are two ways to view ledger entries on accounts receivable accounts: via the

accounts receivable account or via the customer account.

To view ledger entries via the accounts receivable account:

1. Click Customer.

2. Click Account.
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3. Double-click the accounts receivable account.

= Aceount : UlraPlumbr - PTED00001002 a |
Home &
B, B ElC0oooo @ B
SaveAnd  Ssve  SeveAnd | Account Ledger Regester | First  Prev Next Last Print Claze
Close  And Edit New - Statement
Save Data Cperations Navigation

General || Communication | Billing | Opticns | Additicnal | Netes |

Humber, PTBOC0001002 Status Lctive v

Type: Company -

Full Name.. Jokn Dirain Eslance:

Job Tidhe: Fresident Balance Cue:

Company: UlraPfumbe Credi Limk: $700.000.00

Hame UlsraPlusnbe

Closng Date: i

Fode: Account v Closng Balance: 50.00

Account Group: AG30 w | 30 Day Revohing Diates Chpesriesel- 2021-10-04 =

Account Manager: | au1n - Fioler Cive Last Updated: 2021-10:08 11:2 [o

4. Click Ledger.

To view ledger entries via the customer account:

1. Click Customer.

2. Click Customers.
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3. Double-click the customer account that is linked to the accounts receivable

account.
= Customer: Drain - 001010000062 = £
Heee Lol
B, & moooE
SaveAnd Save  SavelAnd Agcount First Prev Next Last  Close
Clese  dAnd Edit Mew
Save Account info Navigation
Extended Properies
Additional Customer Dplions Alinzes
Billing Information Putchase History Shipping Address
Cusbomar Informabion
Aeeeunt number DOI0000052 Tithe:
First Nama: John
- fce. Last Kame Crain
Addeess Information:
Campany L Telephone: 2171234567
Fax Numbar 217-122-8910
Address 1234 Main Ave E-rnail Address manager@ulraplumbr com |
Caty: Sporghald
Staie: IL
Zip Code: 2829
Coumny: Uribed Staies

4. Click Account.

5. Click Ledger.
Entering adjustments on accounts

Payments on AR accounts are typically made in POS. These payments are either
applied manually to specific ledger entries or automatically to the oldest ledger entries

based on the application method you selected for the AR account or its account group.

You can apply a payment toward an account balance in Store Manager by making an
adjustment to the ledger. You can also make other ledger adjustments such as revers-

ing payments or reversing finance charges.
To enter adjustments on accounts in Store Manager:
1. Openthe AR account.

2. Ifdesired, click Ledger to view the account's ledger entries.
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_EB 3 Open Customer Ledger Entries: PTEOOOO0T002 - WitraPlurnibe

|| Hame L=
| Apphication E Status: | Open - 3 Prirt B3 Settings [ Refresh Filters
i o 0
Registe Rode: | Custo - Export to Excel Layout Rieset Vi
| Properties  Entry E il Fefrash Add Remove © = D s E s E -
- Apply [ ExporttoPOF [N Memorize [EY Find
Data Operations Filter List Options
| Posting Dabe Due Date I]._;-:zer Aot Balarce Open ?:;e - Relference Description Cusiomar
|@- = b - - DR & & [0
| H@-005 20@-1005  Invoice $EI.06 2306 [ Teanssction TR:4314 PTROCO00TD0Z
| 2005 021005 Invoice §166.12 $16692 B Tramsaction TR431Z PTBOCO0000Z
Y 2021-10-05 | 2021-10-05 =

Transaction | TR:4312 FTBO0000M002 I

3. Do one of the following:

To do this... Then do this...

Adjust all or part of a. Selectaledger entry.
a ledger entry
b. Click Register.

c. Inthe Amount field, enter the amount of the
adjustment. This amount can be the same
amount as the balance, or less than the bal-

ance.
d. Enter a Reference code, as required.
e. EnteraDescription, as required.

f. Selectthe Reason Code.

g. If Application Method is Apply to Oldest, click

Finish.

h. Ifthe Application Method is Manual, click
Next.

i. Selectthe ledger entries to apply the adjustment
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To do this... Then do this...

to and click Finish.

Apply an adjustment a. Selectaledger entry.

b. Click Apply.

c. Enter a Reference code, as required.

d. Click Next.

e. Selectthe adjustment(s) you want to apply.

f.  Click Finish.

Undo (delete) an a. Selectaledger entry.

adjustment
b. Click Entry | Undo.

Note: You can-
. c. Selectthe Undo Reason.
not undo entries

in a closed billing d.  Click Finish

cycle.
e. Click Yes to confirm you want to undo the adjust-
ment.
Un-apply an adjust- a. Selectaledgerentry.
ment

b. Click Application.

c. Selectthe entry you want to un-apply.

d. Click Un-apply.
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To do this... Then do this...

e. Enter a Reference code, as required.

f. Select the Undo Reason.

g. Click Finish.

Blocking purchases on account

To temporarily block purchases on account:

1. Click Customer.

2. Click Account.

3. Double-click the account.

4. From the Status drop-down, select one of the following:

® On Stop: The account is active but the customer's ability to charge purchases on
the account is temporarily suspended. Customers can still make payments in
POS and you can make adjustments in Store Manager. Select this status if you
require an AR account holder to clear outstanding balances before you will

authorize further purchases on the account.

® Blocked: The account is active but all purchases, payments, and adjustments to

the account are temporarily blocked.

5. Click Save And Close.
Closing the billing cycle

Store Manager does not automatically close the billing cycle on the closing date.

Instead, you have to manually close the billing cycle for your AR accounts on or after
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the closing date.

To close the billing cycle:

1. Click Customer.

2. Click Close Billing Cycle.

3. Selectthe Closing Date.

Note: If you select the 31st of the month, Store Manager will include all

ledger entries up to and including the 31th.

4. Enter a Reference, if desired.

5. From Filter, select Standard or Advanced.

6. Click Next.

7. From Selection Type, select one of the following:

® ACCGROUP: Close the billing cycle for the selected account groups. Select the

account groups from the list.

® Advanced Filter: Use the filter to close the billing cycle for filtered AR accounts.

Click Define to display the Filter dialog.

8. Click Finish. Click OK to confirm the billing cycle has been closed for the selected

AR accounts.

Printing or emailing statements
Pre-requisites: Before you can email statements you must set up SMTP in Store
Administrator. You can set up SMTP under Configuration | SMTP. You must also
enter an e-mail address for the AR account in Store Manager under Setup |

Account | Communication. It is possible to set up SMTP for most Microsoft email

Copyright © 2021-2024 Retail Management Hero - 235



Administer accounts receivable

services (for example, outlook.com or 3650ffice.com) but at this time it is not pos-
sible to set up SMTP for other email services like gmail.com. Always test the SMTP

set up in Store Administrator to ensure emails can be sent and received.

Store Manager does not automatically print or email statements after you close the
billing cycle. Instead, you have to manually print or email the statements for your AR

accounts.
To print or email statements:
1. Click Customer.
2. Click Print Statements.
3. Selectthe Closing Date that you selected when you closed the billing cycle.
4. From Delivery Method, select Print or E-Mail.
5. From Filter, select Standard or Advanced.
6. Do one of the following:

® If you selected Standard, select the account group(s) for which you want to print

or email statements.

® |f you selected Advanced, enter filter criteria to select the AR accounts for which

you want to print or email statements.
7. Click Finish.

8. Ifyou are printing statements, enter a file name and select the location where you

want to save the file.

9. Click OK to confirm the statements were printed or emailed.
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Looking up previous statements

To look up previous statements:
1. Click Customer.
2. Click Account.
3. Double-click the account.
4. Click Account and select Statement.
5. Select the statement you want to view.
6. Click Print. Click Preview, Print, or E-Mail.

Worksheets

Using worksheets to manage store inventory

Worksheets are how you manage store inventory from Central Manager. You can use
worksheets to add or update inventory items in stores, to set regular or sale prices on

items, change ordering information, and create transfers or purchase orders.

To use worksheets, you select the stores whose inventory you want to update and then
identify the inventory items you want to include in the worksheet. Central Manager gen-
erates either one worksheet for each store or one worksheet for all stores, depending
on the type of worksheet. After the worksheet is generated you can add or remove

items from the worksheet and change the item information as required.
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Central ")
Manager -"'
Use worksheets to
manage store inventory

.—.’T'l""

UL
[ ]] Store 2

Store 1 Store 3

Tip: For worksheets 251, 304, 330, 340, and 351 you can also export the

worksheet to a Microsoft Excel spreadsheet, edit the item information in the

spreadsheet, and import the spreadsheet data back into the worksheet.)

When you are satisfied with the item information in a worksheet you approve it for pro-
cessing. By default, approved worksheets are processed immediately, unless you
scheduled processing for a future date and time. Larger worksheets take longer to pro-
cess. In some cases, the best practice is to process the worksheets while the stores

are not open to business.

You can use worksheets to initiate transfers and purchase orders, but they must be
released and received at the store level. In Central Manager, the processing status of
these worksheets remains In Process until the stores have received the transfers or

purchase orders.

After worksheets are completed you can acknowledge and file them.

List of available worksheets

The following worksheets are available in Central Manager:
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# worksheets

Worksheet title and descrip-

Editable fields

tion

mended if the stores you are

managing with Central Man-

created

251 Update Inventory - Item One per store Price
Prices Price A, B, C
Use this worksheet to update MSRP
item prices and sale prices Sale Price
(on the item's Pricing tab) for Sale Start
specified stores. It is recom- Date
mended if the stores you are
. . Sale End Date
managing with Central Man-
ager have different pricing Lower Bound
information for items. Upper Bound
B
Note: You can export uydown
the items to an Excel Price
spreadsheet, make the Buydown
changes in Excel, and Quantity
then import the spread-
sheet back into Central
Manager.
252 Update Matrix Items Prices  One per store Price
. Price A, B, C
Use this worksheet to update
matrix item component MSRP
prices and sale prices (on Sale Price
the item's Pricing tab) for spe- Sale Start
cified stores. Itis recom-
Date

Sale End Date
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Worksheet title and descrip- # worksheets
tion created

Editable fields

ager have different pricing ® |Lower Bound
and cost information for mat- " Upper Bound
rix items.
® Buydown
Price
® Buydown
Quantity
261 Download Items One per store None

Use this worksheet to add
new items, and all item prop-
erties, to the specified
stores. You can also use this
worksheet to update existing
items and item properties,

excluding quantity.

Note: This worksheet
does not override the

store item quantities.

303 Change Item Ordering Info  One ® Min. Order
; ® Cost
Use this worksheet to update
ordering information for spe- * Reorder
cified stores. " MPQ

| |
Note: This worksheet Purchase Tax

Copyright © 2021-2024 Retail Management Hero - 240



List of available worksheets

Worksheet title and descrip- # worksheets

tion created Editable fields

is designed to update
ordering information for
all stores. You can
modify the worksheet
so it only updates order-
ing information for spe-
cific stores. However,
you cannot use the
worksheet to enter dif-
ferent ordering inform-

ation per store.

304 Change Item Price (Regu- One ® New Price

lar)

Use this worksheet to update
item prices for specified
stores. It is recommended if
the stores you are managing
with Central Manager have

the same item pricing.

308 Change Item Restocking One work- One worksheet:
Info sheet, or one
® Reorder Point
per store
Use this worksheet to update T Sealeakleve
restocking information for the
specified stores. One per store:
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Worksheet title and descrip- # worksheets Editable fields

tion created

® New Reorder

Point

® New Restock

Level
320 Adjust Item Sales Tax One per store B Sales Tax
Use this worksheet to adjust
item sales tax for specified
stores.
321 Change Item Block Sales One ® Block Sales
Type
Use this worksheet to block
sales for the selected items ® Block Sales
in the selected stores. You Reason
can block sales based on a ERE
schedule and start/end date. Seleale

B Block Sales

Start Date

® Block Sales

End Date

322 Change Item Discounts One " New Quantity

Discount
Use this worksheet to

change discounts for the

selected items in the selec-
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Worksheet title and descrip- # worksheets Editable fields

tion created

ted stores.

330 Inventory Transfer One " Quantity

Transfer
Use this worksheet to initiate

inventory transfers between
stores. After you initiate an
inventory transfer in Central
Manager, a transfer out is
created in the source store
where it must be released,
shipped, and committed in

Store Manager.

When the transfer out is com-
mitted, a transfer in is cre-
ated in the destination store
that must be released,
received, and committed in
Store Manager. The work-
sheet status in Central Man-
ager will be In Process until
the transfer in is committed

in the destination store.

340 PO Planner One per store ® Order Number

) o ® |tem Descrip-
Use this worksheet to initiate
tion
purchase orders for stores.
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501

Worksheet title and descrip-

tion

After you initiate a purchase
order in Central Manager,

the purchase order(s) are cre-
ated at the applicable store
(s), where they must be

released in Store Manager.

Update Inventory - Item

Prices Cost (Regular)

Use this worksheet to update
item prices for specified
stores. It is recommended if
the stores you are managing
with Central Manager have
the same pricing and cost

information for items.

Note: You can export
the items to an Excel
spreadsheet, make the
changes in Excel, and
then import the spread-

sheet back into Central

Manager.

Request Full Inventory

Count

# worksheets

Editable fields
created

" Quantity
® Price
® Extended

® Purchase Tax

One " Price
" PriceA,B,C
" MSRP
® Sale Price

B Sale Start
Date

B Sale End Date
® |Lower Bound
® Upper Bound

® Buydown

Price

® Buydown

Quantity

One None
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Worksheet title and descrip- # worksheets Editable fields

tion created

Use this worksheet to
request store quantities and
synchronize them to the Cen-
tral Manager database for
the purpose of adjusting
quantities in Central Man-
ager to match the quantities
in the stores. This worksheet
is typically run after stores
complete their physical
inventory counts. When
Worksheet 501 has finished
processing you can use Task
190 to reconcile store quant-
ities with the quantities in the

Central Manager database.

Updating item prices using Worksheet 251

You can use Worksheet 251 to update item prices for specified stores. Worksheet 251
creates a separate worksheet for each store, and is recommended if the stores you are

managing with Central Manager have different pricing information for items.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 251: Update Inventory - Item Prices.

4. Select specific stores from the list, or click All to select all stores.
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5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories

® Use items in these suppliers

® Add items manually

B Jtem filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

Select Exclude inactive to exclude inactive items.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

® Selecta cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.
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21. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 251: Update Inventory - Item Prices.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.
22. To acknowledge processed worksheets:
a. Click Worksheets.
b. Click Acknowledge Worksheets.
c. Selectaworksheet and click Acknowledge.
Updating matrix item prices using Worksheet 252

You can use Worksheet 252 to update matrix item component pricing and cost inform-
ation for specified stores. Worksheet 252 creates a separate worksheet for each store,
and is recommended if the stores you are managing with Central Manager have dif-

ferent pricing and cost information for matrix items.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 252: Update Matrix Items Prices.
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4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories
B Use items in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

c. Click OK.

Select Exclude inactive to exclude inactive items.

Click Next.

Select the matrix items that you want to add to the worksheet.

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

® For each item, update item pricing information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to the entire

column.

Do one of the following:
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® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

23. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 252: Update Matrix Items Prices.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

24. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Download items to stores using Worksheet 261

You can use Worksheet 261 to add new items the specified stores or to update existing
item properties. For example, if you add new items to Central Manager, such as sea-
sonal merchandise, you can use this worksheet to add the items to the databases of

the specified stores. A separate worksheet is created for each store.
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Note: For existing items, Worksheet 261 does not override store item quant-
ities with item quantities from Central Manager. However, it does update all

other item properties with the properties defined in Central Manager.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 261: Download Items.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the items to be added to the store's

inventory at a future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments

® Use items in these categories

Use items in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

Copyright © 2021-2024 Retail Management Hero - 252



Download items to stores using Worksheet 261

11.

12

13

14

15

16.

17

18

19.

20

B Select specific departments, categories, or suppliers; or

a.

b.

C.

Click All to select all.

If you selected Item filter:

Click Filter.

Use the Filter dialog options to identify the items.

Click OK.

. Select Exclude inactive to exclude inactive items.

. Click Next.

. Click Finish.

. Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

. On the General tab, confirm the Effective date / time and add Notes, if desired.

. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following:

Click OK. The worksheet is saved but not approved.

Click Approve. The worksheet is approved. The items will be downloaded to the

stores and will be added to inventory on the effective date and time.

. To check the worksheet processing status:

a.

Click Worksheets.
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b. Expand Worksheets Status.

c. Click261: Download Items.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Changing item ordering information using Worksheet 303

You can use Worksheet 303 to update ordering information for specified stores. Work-

sheet 303 creates one worksheet for all selected stores.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 303: Change Item Ordering Info.

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.
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5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories

® Use items in these suppliers

® Add items manually

B Jtem filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item Filter:

a. Click Filter.

b. Userthe Filter dialog options to identify the items.

c. Click OK.
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12

13

14

15

16

17

18.

19.

20

. Select Exclude Inactive to exclude inactive items.

. Click Next.

. Click Finish.

. Click OK to confirm that the worksheet was created.

. On the General tab:

® Confirm the Effective date / time and add Notes, if desired.

® |f you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Note: If an item is ordered from more than one supplier, you will see duplic-

ate lines for the item, e.g., a separate item line for each supplier.

For each item, enter new ordering information in the appropriate column.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

. To check the worksheet processing status:
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a. Click Worksheets.

b. Expand Worksheets Status.

c. Click303: Change Item Ordering Info.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:
a. Click Worksheets.
b. Click Acknowledge Worksheets.
c. Selectaworksheet and click Acknowledge.
Updating item prices using Worksheet 304

You can use Worksheet 304 to update item prices for specified stores. Worksheet 304
creates one worksheet for all selected stores, and is recommended if the stores you

are managing with Central Manager have the same item pricing.

Note: You can configure Central Manager so item prices are not changed
in the central database when you process Worksheet 304. You define this
in File | Configuration. Select the Style 304 worksheet (Change Item

Regular Price) does not change Central data option.

1. Click Worksheets.
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2. Expand Worksheets.

3. Click 304: Change Item Prices (Regular).

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories

B Use items in these suppliers

® Add items manually

B Jtem filter

10. If you selected departments, categories, or suppliers:
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11.

12

13

14

15

16

17

18.

B Select specific departments, categories, or suppliers; or

® Click All to select all.

If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

. Select Exclude inactive to exclude inactive items.

. Click Next.

. Click Finish.

. Click OK to confirm that the worksheet(s) are created.

. On the General tab:

® Confirm the Effective date / time and add Notes, if desired.

® |If you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Do one of the following to change the item pricing:

® For each item, enter new pricing information.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.
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B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to the entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

19. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

20. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 304: Change Item Prices (Regular).

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.
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c. Selectaworksheet and click Acknowledge.

Updating restocking information using Worksheet 308

You can use Worksheet 308 to update restocking information for specified stores.
Worksheet 308 creates one worksheet for all selected stores. However, if the option
Create individual worksheet per store is selected, Worksheet 308 can create one

worksheet per store.

The function of Worksheet 308 is affected by the option Style 308 worksheet

(Change Item Restocking Info) uses current data in Central database, which is
available in Central Manager under File | Configuration | Options. If this option is
selected, the worksheet synchronizes the current Reorder Point and Restock Level
values for the selected stores with Central Manager. If this option is not selected, you
can use the worksheet to change Reorder Point and Restock Level values for the selec-

ted stores.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 308: Change Item Restocking Info.

4. Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

5. Select Create individual worksheet per store if you want to create one work-
sheet per store. If you do not select this option, one worksheet will be created for all

selected stores.

6. Click Next.

Copyright © 2021-2024 Retail Management Hero - 261



Updating restocking information using Worksheet 308

7. Enter a different Worksheet Title, if desired.

8. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
9. Click Next.
10. Select one of the following:

® Use items in these departments
B Useitems in these categories
® Use items in these suppliers

® Add items manually

Item filter
11. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
12. If you selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify the items.
c. Click OK.

13. Select Exclude inactive to exclude inactive items.
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14. Click Next.

15. Click Finish.

16. Click OK to confirm that the worksheet(s) are created.

17. On the General tab:

B Confirm the Effective date / time and add Notes, if desired.

® If you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

18. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

19. For each item, enter new Reorder Point and Restock Level information.

The Restock Level value must be greater than the Reorder Point value. You have

the option to use a CSV file to import the new values. Refer to the Using file export

and import to update worksheets topic for more information.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

20. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

21. To check the worksheet processing status:

a. Click Worksheets.
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b. Expand Worksheets Status.

c. Click 308: Change Item Restocking Info.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Adjusting item sales tax using Worksheet 320

You can use Worksheet 320 to adjust item sales tax for specified stores. A separate

worksheet is created for each store.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 320: Adjust Item Sales Tax.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.
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7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
8. Click Next.
9. Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Iltem filter
10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
11. If you selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify the items.
c. Click OK.
12. Select Exclude inactive to exclude inactive items.

13. Click Next.
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14

15

16.

17

18

19.

20.

21

. Click Finish.

. Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

. On the General tab, confirm the Effective date / time and add Notes, if desired.

. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

For each item, select the appropriate sales tax.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

Do one of the following:

Click OK. Your changes to the worksheet are saved but not approved.

Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

. To check the worksheet processing status:

a.

b.

C.

Click Worksheets.

Expand Worksheets Status.

Click 320: Adjust Item Sales Tax.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check

that the worksheet processing service is running. To do this, click Start and
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type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.

Blocking item sales using Worksheet 321

You can use Worksheet 321 to block sales of specified items for specified stores. Work-

sheet 321 creates one worksheet for all selected stores.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 321: Change Item Block Sales.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
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8. Click Next.

9. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

12. Select Exclude inactive to exclude inactive items.

13. Click Next.

14. Click Finish.

15. Click OK to confirm that the worksheet(s) are created.

16. Double-click a worksheet or select a worksheet and click Properties.

17. On the General tab, confirm the Effective date / time and add Notes, if desired.
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18. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

19. Foreach item, select the following:

® Block Sales Type

® Block Sales Reason

® Block Sales Schedule
® Block Sales Start Date
® Block Sales End Date

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

20. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

21. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 321: Change Item Block Sales.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check

that the worksheet processing service is running. To do this, click Start and

type Services in the search field. In the Services window, scroll down to
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RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.

Changing item discounts using Worksheet 322

You can use Worksheet 322 to change discounts for the specified items for specified

stores. Worksheet 322 creates one worksheet for all selected stores.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 322: Change Item Discounts.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want the changes to come into effect ata

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

8. Click Next.
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9. Select one of the following:

® Use items in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter

10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

12. Select Exclude inactive to exclude inactive items.

13. Click Next.

14. Click Finish.

15. Click OK to confirm that the worksheet(s) are created.

16. Double-click a worksheet or select a worksheet and click Properties.

17. On the General tab, confirm the Effective date / time and add Notes, if desired.
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18. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

19. Foreachitem, select the New Quantity Discount.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

20. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

21. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 322: Change Item Discounts.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

22. To acknowledge processed worksheets:

a. Click Worksheets.
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b. Click Acknowledge Worksheets.

c. Selectaworksheet and click Acknowledge.

Initiating inventory transfers between stores using Worksheet 330

You can use Worksheet 330 to initiate inventory transfers between stores.

After you initiate an inventory transfer in Central Manager, a transfer out is created in

the source store where it must be released, shipped, and committed in Store Manager.

Note: You can configure Central Manager so approved transfer outs are
automatically set to Released status in Store Manager. You define this in
Setup | Inventory/Purchasing | Order Setting. On the Global Option tab

select Auto Release Order.

When the transfer out is committed, a transfer in is created in the destination store that
must be released, received, and committed in Store Manager. The worksheet status in
Central Manager will remain In Process until the transfer in is committed in the des-

tination store.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 330: Inventory Transfer.

4. From the Move inventory from drop-down, select the source store.

5. Inthe Move inventory to list, select the destination store(s).

6. Click Next.

7. Enter a different Worksheet Title, if desired.
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8. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.
9. Click Next.
10. Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Iltem filter
11. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

® Click All to select all.
12. If you selected Item filter:
a. Click Filter.
b. Use the Filter dialog options to identify the items.
c. Click OK.
13. Select Exclude inactive to exclude inactive items.

14. Click Next.
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15.

16.

17.

18.

19.

20.

21.

22.

Select one of the following:

® Transfer items based on each store's reorder information
® Transfer all items at a fixed quantity to each store

® Transfer items that have recently sold at each store

Click Next.

Click Finish.

Click OK to confirm that the worksheet(s) are created.

Double-click a worksheet or select a worksheet and click Properties.

On the General tab, confirm the Effective date / time and add Notes, if desired.

On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Tip: You can control whether the Details pane is displayed or hidden on the
Contents tab of this worksheet. The Details pane shows Ordering Guid-
ance, Sales History, Order History, and KPI Data. The Details pane is hid-
den by default because it can improve worksheet performance. You control
whether the Details pane is displayed or hidden in File | Configuration.

Select or clear Show details in PO Planner and Inventory Transfer

worksheets by default.

For each item, confirm the transfer quantity or edit the transfer quantity as required.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.
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23.

24.

25.

26.

27.

Click Details and confirm the transfer out details. Enter additional information

about the transfer out, as required, and click OK. You can edit the following fields:

® Requisitioner
® Confirming to
® Freight

® Shipvia

® FOB point

® Terms

® Date required

B Remarks

On the Charges tab, use Add Row and Delete Row to add or delete charges for

the transfer out.

Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

At the source store, open Store Manager and do the following:

a. Release the transfer out.

b. Ship and commit the transfer out.

At the destination store, open Store Manager and do the following:

a. Release the transferin.

b. Receive and commit the transfer in.
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28. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 330: Inventory Transfer.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.
29. To acknowledge processed worksheets:
a. Click Worksheets.
b. Click Acknowledge Worksheets.
c. Selectaworksheet and click Acknowledge.
Initiating purchase orders using Worksheet 340
You can use Worksheet 340 to initiate purchase orders for stores.

After you initiate a purchase order in Central Manager, the purchase order(s) are cre-

ated at the applicable store(s), where they must be released in Store Manager.

Note: You can configure Central Manager so approved purchase orders
are automatically set to Released status in Store Manager. You define this
in Setup | Inventory/Purchasing | Order Setting. On the Global Option

tab select Auto Release Order.
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1. Click Worksheets.

2. Expand Worksheets.

3. Click 340: PO Planner.

4. Under Inventory delivery, select one of the following:

® Create individual POs for each store: Individual purchase orders are created
for the selected store(s) based on the order information for the selected store(s).

Inventory is delivered to each store separately.

® Create a master PO and deliver to each store: A master purchase order is cre-
ated for all stores based on the order information for those stores. linventory is

delivered to each store separately.

® Deliver to this store for later disbursement: A purchase order is created
based on the order information for the selected store(s). Inventory is delivered to

the selected delivery store for disbursement at a later date.

5. Select specific stores from the list, or click All to select all stores.

6. Click Next.

7. Enter a different Worksheet Title, if desired.

8. Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

9. Click Next.

10. Select one of the following:
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® Use items in these departments
® Use items in these categories
® Use items in these suppliers

® Add items manually

Item filter

11. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

12. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

13. Select Exclude inactive to exclude inactive items.

14. Click Next.

15. Under Order method, select one of the following:

® Orderitems based on re-order information
® Order all items at a fixed quantity

® Order items that have recently sold

16. Under Supplier selection, select one of the following:
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® Order from primary supplier

® Order from the lowest cost supplier
17. Click Next.
18. Click Finish.
19. Click OK to confirm that the worksheet(s) are created.
20. Double-click a worksheet or select a worksheet and click Properties.
21. On the General tab, confirm the Effective date / time and add Notes, if desired.

22. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

Tip: You can control whether the Details pane is displayed or hidden on the
Contents tab of this worksheet. The Details pane shows Ordering Guid-
ance, Sales History, Order History, and KPI Data. The Details pane is hid-
den by default because it can improve worksheet performance. You control
whether the Details pane is displayed or hidden in File | Configuration.
Select or clear Show details in PO Planner and Inventory Transfer

worksheets by default.

23. Do one of the following:

® For each item, update the purchase order information in the appropriate

columns.

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.
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B Select a cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.

24. Click Details and confirm the purchase order details. Enter additional information
about the purchase order, as required, and click OK. You can edit the following

fields:

® Requisitioner
® Confirming to
® Freight

® Shipvia

® FOB point

" Terms

® Date required

® Remarks

25. Onthe Charges tab, use Add Row and Delete Row to add or delete charges for

the purchase order.

26. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.

27. Atthe applicable store(s), open Store Manager and process the purchase order(s).
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28. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 340: PO Planner.

Note: Once approved, the worksheet status will not change until the pur-
chase order is received at the store. Worksheet processing time depends
on the size of the worksheet. However, if you think the worksheet is taking
too long to process, check that the worksheet processing service is run-
ning. To do this, click Start and type Services in the search field. In the Ser-

vices window, scroll down to RMH Worksheet Process and click Start

Service if the service is not running.
29. To acknowledge processed worksheets:
a. Click Worksheets.
b. Click Acknowledge Worksheets.
c. Selectaworksheet and click Acknowledge.
Updating item prices using Worksheet 351

You can use Worksheet 351 to update item prices for specified stores. Worksheet 351
creates one worksheet for all selected stores, and is recommended if the stores you
are managing with Central Manager have the same pricing and cost information for

items.

Note: You can configure Central Manager so item prices are not changed
in the central database when you process Worksheet 351. You define this

in File | Configuration. Select the Style 351 worksheet (Update
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Inventory - Change Item Prices, Cost (Regular)) does not change Cen-

tral data option.

Click Worksheets.

Expand Worksheets.

Click 351: Update Inventory - Item Prices Cost (Regular).

Select specific stores from the list, or click All to select all stores.

Note: You can add or remove stores after the worksheet is generated while

the worksheet is in a Not Yet Approved state.

Click Next.

Enter a different Worksheet Title, if desired.

Enter an Effective date / time if you want the changes to come into effect at a

future date and time.

Tip: The best practice is to select a date and time that does not interfere

with the operations of an open store.

Click Next.

Select one of the following:

® Useitems in these departments
® Use items in these categories
® Useitems in these suppliers

® Add items manually

Item filter
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10. If you selected departments, categories, or suppliers:

B Select specific departments, categories, or suppliers; or

B Click All to select all.

11. If you selected Item filter:

a. Click Filter.

b. Use the Filter dialog options to identify the items.

c. Click OK.

12. Select Exclude inactive to exclude inactive items.

13. Click Next.

14. Click Finish.

15. Click OK to confirm that the worksheet(s) are created.

16. On the General tab:

B Confirm the Effective date / time and add Notes, if desired.

® If you want to change which stores will be updated by the worksheet, click

Stores and add or remove stores from the Selected Stores list.

17. On the Contents tab, confirm that the list of items is accurate. If necessary, use

Add Row and Delete Row to add or delete items from the list.

18. Do one of the following:

® For each item, update item pricing information in the appropriate column.

Copyright © 2021-2024 Retail Management Hero - 284



Updating item prices using Worksheet 351

Tip: To apply the same value to all rows in a column, right-click the value,
select Copy, and then right-click anywhere in the column and select Paste

to All Rows.

® Selecta cell in an editable column and click Formula to set values based on a
formula that you define. You can apply the formula to a cell or to an entire

column.

® Import pricing information from an Excel spreadsheet. Refer to Using file export

and import to update worksheets for more information.
19. Do one of the following:

® Click OK. Your changes to the worksheet are saved but not approved.

® Click Approve. The worksheet is approved. The changes will be synchronized to

the stores and the changes will come into effect on the effective date and time.
20. To check the worksheet processing status:
a. Click Worksheets.
b. Expand Worksheets Status.
c. Click 351: Update Inventory - Item Prices Cost (Regular).

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to
RMH Worksheet Process and click Start Service if the service is not run-

ning.

21. To acknowledge processed worksheets:

a. Click Worksheets.
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b. Click Acknowledge Worksheets.
c. Selectaworksheet and click Acknowledge.
Using file export and import to update worksheets

If you need to make changes to a lot of items in worksheets 251, 261, 303, 304, 308,
330, 340, or 351 in Central Manager, you may find it easier to export the items to a
Microsoft Excel spreadsheet, make the changes in the spreadsheet, and then import

the spreadsheet back into Central Manager.

Pre-requisites: You have created a worksheet (saved to Worksheets | Work-

sheets Status) and its Status is Not Yet Approved.
To export worksheet items to a spreadsheet:
1. Open a worksheet that you created previously.
2. Onthe Contents tab, right-click in the grid and select Export.

3. Type a File Name for the spreadsheet.

sy Export Data b

Export File Specification

Select a text file to export data into. I the specified file already exists it will be
overwritten. Only columns currently displayed will be exported.

File Name:
WorksheetName] Browse

(@) Tab delimited (O Comma delimited () XML file

0K Cancel

4. Select the file type (Tab delimited, Comma delimited, XML).
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5. Click Browse and select the location where you would like to save the spread-

sheet.
6. Click Save.
7. Click OK.

8. Click OK. You can now open the spreadsheet in Excel and make any changes

necessary.

To import the spreadsheet into Central Manager:

1. Open the worksheet.

2. Onthe Contents tab, right-click in the grid and select Import.

3. Click Browse, go to the location where you saved the spreadsheet, and select it.

4. Click Open.

5. Click OK.

6. Click OK. The worksheet data is overridden by the data in the spreadsheet.

Reconcile store inventory with Central Manager using Worksheet 501 with
Task 190

You can use Worksheet 501 with Task 190 to reconcile store inventory counts with
Central Manager. You must approve and process Worksheet 501 to pull store quant-
ities into the Central Manager database. When Worksheet 501 has finished processing
you can use Task 190 to reconcile store quantities with the quantities in the Central

Manager database.
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Due to the amount of data being processed, it can take hours to reconcile inventory
counts with Central Manager. For this reason, most organizations only reconcile invent-
ory using Worksheet 501 with Task 190 on a quarterly or annual basis. The best prac-
tice is to reconcile inventory one store at a time and to schedule the process to run

while the store is closed.

1. Click Worksheets.

2. Expand Worksheets.

3. Click 501: Request Full Inventory Count.

4. Select specific stores from the list, or click All to select all stores.

5. Click Next.

6. Enter a different Worksheet Title, if desired.

7. Enter an Effective date / time if you want to process the worksheet at a future

date and time.

Tip: The best practice is to process the worksheet while the store is closed

or after store business hours.

8. Click Next.

9. Click Finish.

10. Click OK to confirm that the worksheet(s) are created.

11. Double-click the worksheet or select the worksheet and click Properties.

12. On the General tab, confirm the Effective date / time and add Notes, if desired.

13. Do one of the following:
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B Click OK. The worksheet is saved but not approved.

® Click Approve. A warning message displays to indicate that processing Work-
sheet 501 locks down item management functions in Central Manager until the

worksheet is processed.

14. Click Yes to confirm that you want to process the worksheet.

15. To check the worksheet processing status:

a. Click Worksheets.

b. Expand Worksheets Status.

c. Click 501: Request Full Inventory Count.

Note: Worksheet processing time depends on the size of the worksheet.
However, if you think the worksheet is taking too long to process, check
that the worksheet processing service is running. To do this, click Start and
type Services in the search field. In the Services window, scroll down to

RMH Worksheet Process and click Start Service if the service is not run-

ning.

16. When the worksheet has completed processing, run Task 190:

a. Click Wizards.

b. Click Task 190 - Reconcile Inventory.

c. Selectthe Store.

d. Select Show Quantity Difference Only if you only want Task 190 to show dif-

ferences in inventory between the store and Central Manager.

e. Click OK.
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f.  Review the item quantities in the store database and any differences with the
item quantities in the Central Manager database. Inventory reconciliation
quantities are listed in the New Central Qty. column. Edit the quantities in the

New Central Qty. column as required.

g. Click Commit. The Central Manager database will be updated with the item

quantities in the New Central Qty. column.

h. Click OK to confirm the changes to the database.

17. To acknowledge processed worksheets:

a. Click Worksheets.

b. Click Acknowledge Worksheets.

c. Select aworksheet and click Acknowledge.

Administration

Setting up a password policy

You can set up a password policy to control how frequently passwords expire, whether
to lock accounts after failed login attempts, and to set requirements for password com-

plexity.

Tip: If cashiers or sales representatives must log on to POS for each trans-
action, it is best practice to lower the password complexity requirements so

these users can create simpler passwords that are easier to enter in POS.

1. Click Setup.

2. Expand People & Security.

3. Click Password Policy.
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4.

H- Password Policy Setting

Home

& B

SaveAnd | Close
Close
Save

Password Exparation
B8 Password exgere pericdically
Maximum age of password (days)

Sheow reminder  days before )

Paasword hestory 1o prevent reuas

Numbes of passweed to save

Account leckout

8 Use sccount leckout
Fail bogon afiempts allowed
Lockout period (minutes)

Fassword complesaty

B8 Password complasity
Minimum password length
Required uppercass letter
Faquined numeric digit
Regquired special characher

o

o= ==

£

If you want passwords to expire:

a. Select Password expire periodically.

b. Inthe Maximum age of password (days) field, enter how many days a user

can use a password before they are required to change it.

c. Inthe Show reminder (days before) field, enter how many days notice users

are given before they are required to change their password.

If you want to prevent reuse of passwords, in the Number of password to save

field, enter how many previous passwords Store Manager will remember for each

user.

If you want to lock out accounts after failed login attempts:

a. Select Use account lockout.
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b. Inthe Fail logon attempts allowed field, enter how many failed login

attempts are allowed before the user's account is locked.

c. Inthe Lockout period (minutes) field, enter how many minutes the user's

account is locked before they can attempt to log in again.

Tip: Do not lock accounts for long periods of time. This could prevent

employees from entering transactions in POS.

If you want to set requirements for password complexity:

a. Select Password complexity.

b. Inthe Minimum password length field, enter the minimum number of char-

acters required for passwords.

c. Optionally, in the Required uppercase letter field, enter the number of upper-

case letters (e.g., A, B, C, etc) required in passwords.

d. Optionally, in the Required numeric digit field, enter the number of numeric

characters (e.g., 1, 2, 3, etc) required in passwords.

e. Optionally, in the Required special character field, enter the number of spe-

cial characters (e.g., !, @, #, etc) required in passwords.

Click Save And Close.

Restart the Store Manager and POS applications to start using the password

policy.

Configuring email

Many customers prefer emailed receipts over printed receipts. Similarly, it may be

more convenient for your store to send purchase orders, account statements, and
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other documents by email rather than printing and mailing them. If you want the

RMH apps to send receipts and other documents by email, you must configure access

to the Simple Mail Transfer Protocol (SMTP) host that your store uses to send email.

6.

Note: At this time it is not possible to configure access to free email ser-
vices such as Gmail and Yahoo. The providers of these free email services
(e.g., Google) classify emails sent from the RMH apps as suspicious and

the emails are blocked.

Start Central Administrator. The shortcut may be available on your desktop.

Click Configuration.

Click the SMTP tab.

In the SMTP Host field, enter the SMTP host name, e.g., smtp.office365.com.

In the SMTP Port field, enter the port used by the SMTP host, e.g., 25, 587.

Require Secure connection: [}

Authentication: Custom

Email Subject: Test Email

Email Frem: testErmhpos. com
User name: testimhpss com
Password ———

Test Email To:

z Configuration P
Home: (-]
Save And Save As Cancel

Close and Close
Database Register Path Offline
SMTP
Use E Raceipt: O
SMTP Server
SMTP Host: smip office365 com
SMTP Port: 587

Test Masl

Select Require Secure Connection.
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10.

11.

12.

13.

14.

15.

From Authentication, select Custom.

In the Email Subject field, enter a generic subject heading for outgoing emails,

e.g., Your Store Name Email.

In the Email From field, enter the from email address for all outgoing emails, e.g.,

info@yourstore.com.

Note: The Email From email address may be different than the User Name
email address, which is the email account you use to actually send the
email. This is common if you want to direct all incoming emails to a generic

store email account.

If the User Name field, enter the user name or email account to use to send email

from the SMTP host.

In the Password field, enter the password for the User Name account.

In the Test Email To field, enter an email address where Store Manager can send

a test email.

Click Test Email. If SMTP is configured correctly, a test email is sent to the Test

Email To email address.

Check the Test Email To email account to see if the test email was received.

Click Save And Close.

Changing the user interface language

The Central Manager user interfaces has been translated into a number of different lan-

guages, including Spanish, French, German, and Swedish. You can easily change the

user interface language using Central Administrator.
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Start Central Administrator. The shortcut should be available on your desktop.
2. Click Configuration.

3. Click the Settings tab.

4. From the Language drop-down, select one of the available languages.

Note: There are some languages in the drop-down list that are not yet avail-
able for use. If you select a language that is not available for use, Store

Manager and POS will default to using English in the interface.
5. Click Save And Close.
6. Restart Central Manager to see the change in language.

Glossary

A

accelerators
A mechanism for multiplying collected loyalty points.

alias
Aliases are like nicknames. You can define one or more aliases for an item. Ali-
ases are a useful way to search for an item in POS or Store Manager. Each alias
must be unique and cannot be the same at the item lookup code.

AR
The accounts receivable (AR) is money that is owed to a company by a customer
who received products and services that were provided on credit.

assembly item
An assembly item is composed of items that are bundled or assembled into a pack-
age and sold under a separate lookup code, e.g., a gaming package with a con-
troller, console, and game, or a cell phone contract that includes a specific cell
phone. When a customer purchases an assembly item, the in-stock quantity of the
individual assembly components is updated in the store database. More import-
antly, the cashier can change the quantity, price, or taxes of individual assembly
components, e.g., the cashier can add or remove components and both the in-
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stock quantity of the components and the price of the assembly item are auto-
matically adjusted.

B

back office
In a retail store, the back office usually refers to office space at the back of the
store where managers and other team members perform tasks like counting cash,
running reports, or reordering inventory out of sight of customers. This area may
or may not be secured to prevent unauthorized entry. At Retail Management Hero,
sometimes the Store Manager application is referred to as the Back Office Man-
ager (BOM).

back order
An order for an item that is currently out-of-stock.

backup
A copy of afile, such as the store database, that is created in case the original file
is damaged or deleted. Stores should backup their database every day.

bar code
A code that can be read by a scanning device. The bars that make up the barcode
represent a series of numbers.

batch
Store Manager uses batches to export data to external accounting software applic-
ations. A unique batch number is assigned to each register when it is opened. This
batch remains open until you run a Z report to close the register. You can then
post the information in the closed batch to an external file that can be imported into
your accounting software.

billing cycle
The period of time between billings for products or services, e.g., a month.

bin location
The location in the store where an item is stored.

blind closeout
A blind closeout is the process of closing a batch at a register without running a Z
report. Typically, cashiers will perform a blind closeout at the register at the end of
their shift and then take their cash drawer to the back office where they can bal-
ance their cash drawer and complete the closing process out of sight of cus-
tomers.

block sale
You can block sales of items according to a schedule or starting or ending on a
specific date.
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buy X and get Y for Z
A type of discount where a customer buys a specified quantity of items ("X") at full
price and then gets a specified number of items ("Y") for free or at a discounted
price, e.g., BOGO or "buy one get one" free discounts.

Cc

cash drawer
A electronic cash drawer is a cash drawer that is connected to the register via a
cable. Typically, electronic cash drawers open automatically at the end of a trans-
action.

child item
A child item is an item that can either be sold singly or in a specific quantity within
a parentitem, e.g., 24 single bottles of water (child) in a case (parent). When the
on-hand quantity of the single item is depleted, the parent item can be opened up
to add the single items to the quantity on-hand.

collection schedule
A set of rules which determines how the points are collected.

committed
A value that represents the quantity of an item that has been back ordered or work
ordered. This value does not represent what is currently in-stock.

conversion rate
The ratio between two currencies, e.g., 1:2, which indicates how much of one cur-
rency is needed to exchange for the equivalent value of another currency. Store
Manager uses the conversion rate to convert the local currency used by the store
to a foreign currency.

custom commands
You can define custom commands that display on the right side of the POS
screen. You might use custom commands to provide access to third party integ-
rations or any custom POS functions that you have built using the POS Software
Development Kit (SDK). At Retail Management Hero, these custom commands
are sometimes referred to as shortcut keys that allow cashiers to access a func-
tion quickly. You can use custom commands with custom keys and task pads.

customer group
A group of customers to which collection or redemption apply. Consists of indi-
vidual customer accounts.
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D

database
A structured set of data that is stored and accessed by a computer software applic-
ation. In relational databases, data is organized into tables that can be linked
(related) based on a value that is common to each, e.g., a lookup ID or customer
ID.

denomination
Denomination refers to the recognized face value of specific units of a currency,
usually in the form of coins and bank notes. For example, in the U.S. the most
recognized denominations for coins are pennies ($0.01), nickels ($0.05), dimes
($0.10), and quarters ($0.25). The most recognized denominations for bank notes
are $1.00, $2.00, $5.00, $10.00, $20.00, $50.00, and $100.00.

device
In Retail Management Hero, a device refers to any electronic device such as a key-
board, monitor, cash drawer, scale, scanner, printer, etc.

drop

Excess cash that is removed from a cash drawer and put in the store's safe until
the register is reconciled at the end of the cashier's shift.

E

EAN
The European Article Number (EAN) is an international numbering and barcode
standard used to identify a specific item that is sold in a specific packaging con-
figuration by a specific manufacturer.

exchange rate
The rate, e.g., 1.35, at which one country's currency can be exchanged for
another currency. Store Manager uses the exchange rate to convert any amounts
tendered in foreign currencies to the local currency.

F

field
A field in a computer software application is a drop-down, checkbox, or text box
where you can select pre-defined values (drop-down or checkbox) or enter text
(text box). Field data is stored in a database record.

function button
In the POS user interface, there are a number of function buttons at the bottom of
the screen: Items, Customers, Taxes, Transaction, Orders, Discounts, and Oper-
ations. Use these button to access related functions.
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G

gift card
There are two types of gift cards: (1) A voucher generated by the store in the form
of a gift card, which may have a magnetic strip or barcode; and (2) A gift card from
Visa, Amex, or another company that is processed through the payment system.

gift certificate
A type of voucher, usually printed on heavy card stock. The voucher number and
prepaid dollar amount can be preprinted on the certificate or written on the cer-
tificate by the cashier. The gift certificate holder can use the certificate to purchase
goods or services up to the total dollar amount specified on the certificate.

GL
The general ledger (GL) is a book that summarizes all of a company's financial
transactions through offsetting debit and credit accounts.

GST
Goods and Services Tax (GST) is a value added tax. Countries that charge GST
include Canada, the UK, France, Spain, Italy, Vietham, Singapore, South Korea,
and India.

incentive group
A group of items to which collection or redemption may apply. An incentive group
may contain individual items, or entire departments and categories.

inventory
In a retail store, inventory refers to a list of items sold by the store and the quantity
of each item that the store has on hand.

Inventory Wizard
In Store Manager, the Inventory Wizard is a tool you can use to make bulk
changes to items in your store database, e.g., change the item price, cost, reorder
information, or sales tax, or apply discounts.

item

In Retail Management Hero, items are specific goods or services sold by the
store. Every item must have a unique item lookup code.

J

journal
The journal contains all transactions in the store's database.
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K

kit item
Kit items contain other items that are in the store database but are only sold as
one item, e.g., a first aid kit. Kit items are sold as standard items. Kit items and
assembly items are not the same. When a customer purchases a kit item, the in-
stock quantity of the individual kit components do not change in the store data-
base. In addition, the cashier cannot change the quantity, price, or taxes of indi-
vidual kit components.

L

Label Designer
In Store Manager, the Label Designer is a tool you can use to create templates for
your own labels, e.g., add graphics and custom text.

Label Wizard
In Store Manager, the Label Wizard is a tool that you can use to select a template,
enter filter criteria to select items, and then print the required number of labels for
those items.

landed cost
Store Manager can automatically calculate the landed cost for each item received
through purchase orders and inventory transfers. The landed cost of an item is the
sum of the item's cost, tax, shipping, and other fees. You can specify the default
cost distribution method that RMH Store Manager uses when items are received:
Quantity, Value, or Manual.

lane
In a retail store, a lane refers to a checkout lane where a customer takes the items
they wish to purchase so the cashier can add the items to a transaction in POS
and collect payment. A lane may be configured as an actual lane, or it may simply
be a counter or desk.

layaway
Layaway is a process where a customer pays for an item (or items) in increments.
The customer only receives the item when it has been fully paid for. The customer
typically pays a minimum deposit on the item to place it on layaway.

lookup code
A unique set of alphanumeric characters used to identify an item, e.g., barcode

numbers if an item has a barcode.

lot matrix item
A lot matrix item is composed of items that are packaged in different quantities

and have different prices based on the quantity purchases, e.g., a can of beer that
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may be sold individually, or in 6-pack, 12-pack, or 24-pack quantities. Lot matrix
items typically have the same lookup code but have different prices that cor-
respond to the lot size (e.g., package quantity).

loyalty batch
A complete set of the loyalty transactions - between the first instance of collecting
the points, and redemption (full or partial).

loyalty points
A mechanism of collecting loyalty value. Depending on the collection, type may be
awarded based on the purchased items price, quantity, or on the transaction sub-
total.

loyalty program

A combination of the collection schedule and redemption schedule with some
optional parameters (such as effective dates).

matrix item
A matrix item is composed of items that are essentially the same, e.g., t-shirts or
pants, but vary in one or two ways like size or color. These items, or components,
typically have the same lookup code, description, and price as the matrix item.
However, you have the option of setting up unique lookup codes, descriptions,
and prices for each component. You can define up to three dimensions, e.g., size
or color, to differentiate between components in the matrix. Within each dimension
you can define several attributes, e.g., XS, S, M, L, XL, XXL, XXXL.

merchant account
A merchant account is a special business account set up to process debit and
credit card transactions. It is not a normal bank account. Its sole purpose is to pro-
cess debit and credit card transactions and deposit those funds into the store's
checking account, minus any transaction fees.

mix and match
A type of discount where the customer can buy a specified quantity of items (the
same item or similar items) for a discounted price, e.g., you have candy bars A, B,
and C that you normally sell for $.85/ea. but you set up a mix and match discount
where the customer can buy three of those candy bars, in any combination, for
$1.99.

N

net display
A net display is a monitor, usually connected to a register, where you can display
product photos, multimedia advertisements, or websites.
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New Item Wizard
The New ltem Wizard is a tool that you can use to add items and their components
to the store database. The New Iltem Wizard is particularly useful for adding mat-
rix, lot matrix, and assembly items to the store database.

no sale
In POS, a no sale is a type of transaction that allows the cashier to open the cash
drawer without completing a sale. In Store Manager, you can control whether
cashiers are allowed to enter a no sale. If they are allowed to enter a no sale, you
can require a reason code and printed receipt.

o)

offline database
You can set up POS to use an offline database if the network connection to the
main database is disrupted.

offline inventory
Offline inventory are items that are not for sale, such as items that are damaged,
have been returned, or that you plan to transfer out of the store. Note: Do not con-
fuse offline inventory with items that are blocked for sale.

on hold
An on hold transaction is on that has not been completed. It has been saved for
retrieval and completion at a later time. When an on hold transaction is retrieved, it
appears in the state it was in when it was saved.

open up
When the on-hand quantity of a single (child) item is depleted, you can use Store
Manager to open up the parent item and add the quantity of child items to the on-
hand quantity for the single item, e.g, you open up a case of 24 bottles of water so
you can sell the 24 bottles of water individually as single items. This is also known
as breaking. It is a useful way to extract single items from carton or case invent-
ories.

OPOS
OLE for Point of Sale (OPOS) is a standard that ensures that hardware and soft-
ware is compatible. You can connect OPOS compatible hardware or peripherals,
e.g., printers, pole displays, cash drawers, scales, and scanners, to registers run-
ning POS.

P

parent item
A parent item contains a set quantity of a single item, e.g., a case (parent item) of
24 bottles of water (single or child items). When the on-hand quantity of the single
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item is depleted, the parent item can be opened up to add the single items to the
quantity on-hand.

payment provider
A payment provider is responsible for collecting cash from authorized debit or
credit card transactions and depositing it into the merchant account according to
the settlement transactions submitted by the store.

peripheral
A peripheral is a device, e.g., printer, scale, scanner, that is plugged in to a com-
puter.

PO
A purchase order (PO) is an order for specific items that is placed with a supplier.

R

reason code
A reason code is a pre-defined list of explanations for a specific action, e.g., price
correction, cancelled sale, staff discount, etc.

redemption schedule
A set of rules which determines how the points are redeemed.

register
A register refers to the computer running POS in a lane. A number of devices may
be connected to the register, such as a monitor, keyboard, mouse, electronic cash
drawer, scanner, or scale.

reorder point
The reorder point is the mimimum number of items you can have on-hand before
you should place a PO with the supplier to reorder the item.

restock level
The restock level is the quantity of an item that you want to have in stock. Store
Manager uses the restock level to computer the quantity of the item to order when
you generate a PO for the item.

return
Areturn is a transaction in which a customer returns an item they purchased. They
may return the item for exchange with the same or a similar item, or for a full or par-
tial refund on the purchase price.

reward transaction
A sales transaction in which the collected loyalty value is being redeemed.
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role
In Store Manager, you create roles for different employee functions in the store
(e.g., manager, cashier, sales representative) and assign specific privileges or
rights to the role. When you create a user account for a new employee you assign
arole to the user account, and then customize their privileges or rights as
required.

S

sales quote

A sales quote contains a list of items that the store or sales representative is will-
ing to sell for the price specified in the quote. A sales quote is typically only valid
for a limited period of time, e.g., two weeks.

serial number
A serial number is a unique identifier assigned to an item. It is typically a sequen-
tial or incremented number, e.g., 1, 2, 3, 4.

serialized item
A serialized item has a unique serial number assigned to it. Store Manager can
track the purchase of serialized items by serial number.

settlement
Settlement is a process where the store sends authorized debit or credit card
transactions to the acquiring bank to be processed. The acquiring bank then "pur-
chases" the transactions and deposits cash in the store's bank account.

T

tag along item
A tag along item is sold along with another item. When the other item is rung up at
the register, the tag along item is automatically added to the sale.

tare weight
The tare weight is the extra weight accompanying an item that is not included in
the item's weight when the sale price of the weighted item is calculated, e.g., pack-

aging.

tender type
The tender type is a monetary classification, e.g., cash, debit, credit.

transaction
A transaction is any action at the register (using POS) that involves the entry of
items from the store database, e.g., sales, returns.
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UPC
A universal product code (UPC) is a type of code printed on item packaging that
identifies the item. The code has two parts: a scannable barcode and a 12-digit
number located beneath the barcode.

URL
A universal resource locator (URL) is a website address, e.g., http://www.rmh-
pos.com

user account
A user account is required to log in to Central Manager, Store Manager, Loyalty,
or POS. Every employee should have their own unique user account.

VAT
Value added tax (VAT) is a type of tax that is levied on the price of a product or ser-
vice. Itis typically applied to items when they are rung up at the register (the point-
of-sale). Stores that charge VAT must have a VAT account with the government
so they can both submit VAT that they collected from customers and request
credit for VAT they paid for products and services.

void
You may opt to void a transaction if, for example, the customer paid for the trans-
action using the wrong credit card or debit card. When a transaction is voided, it is
as if it never happened. Inventory is not affected, and the sale method is cancelled
(for example, their card will not be charged). You can only void a transaction if the
batch is still open. You cannot void transactions in closed batches.

voucher
A voucher is an item that acts as a gift card or gift certificate.

W

weighted item
A weighted item is an item whose sale price at the register (the point-of-sale) is
determined by its weight. The cashier must input the weight of the item manually
or through an electronic scale. The item may have an associated tare weight.

work order
A work order is a type of transaction that is saved so it can be retrieved and com-
pleted at a later time. A deposit is typically collected from the customer for work
orders.
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X report
An Xreport is a report that displays current sales statistics for a register. Running
an X report does not close the batch; it only displays sales information.

XML
Extensible markup language (XML) is a way of formatting data so itis easy to dis-
tribute across networks or between computer software applications.

Z

Z report
A Z report is similar to an X report because it displays current sales statistics for a
register. However, running a Z report closes the batch. You should only runa Z
report once a day. Most stores run a Z report at store closing.

ZZ report

A ZZ report is similar to a Z report. However, it is a report on all of the Z reports
that were generated since the last ZZ report.
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