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INTRODUCTION

MPQOS Pro is the solution to retail management problems. How do you
manage and control your inventory both bar-coded and non bar-coded?
How do you control employee theft and risk management? How do you
calculate daily, weekly & monthly sales totals on the fly? How much sales
tax do you need to pay to the government for any given period? Just how
much products have you moved in the last week? What about client
information, how much money has a particular client spent for a given
period? And the many more important retail management questions you
have? The answer to these questions and many more is MPOS Pro. In this
document we will discuss how MPOS Pro can assist and manage all of
these tasks and many more.

STANDARD FEATURES

* Easy to use and install
* Windows compatible
* Touch Screen Compatible
* Internal check verification system
* Credit card processing
* Client tracking
* Price Checks & Discounts on the fly
* Export to popular database formats (Via MS Access)
* Multi level password security for all users & managers
* Setup Wizards
* Cash Drawer Reconcile Wizards
* Hot Keys
* Total Inventory Management
* Total Report Management
* Customizable Receipts with logos
*And much more.................
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Pre Installation Notes:

If your system freezes or restarted before installation was
Complete see trouble shooting FAQ.

After MPOS Pro is installed the Installsheild will start the installation of the optional software such as
drivers and credit card processing modules.

Important Note!

If you are upgrading from a previous version of MPOS and you are using the CD to install. Itis
suggested you do a backup first before installing the newer version. Those upgrading from the CD
should select the upgrade button. During the installation the setup program will automatically install
the latest version without overwriting your current database setup. Those upgrading using the Internet
should first backup their system and optionally create a copy of their installation directory “Point of
Sale.” This is located on your local hard drive in the Program Files directory. After backing up your
system install the downloaded version and activate the application. To restore your data files simply
use the restore backup function listed under your main file menu. Those experiencing problems
restoring their data should use the copy of their “Point of Sale” directory that they created to find the
files SMP.mdb and PRD.mdb copy these files into your original “Point of Sale” directory. This will
restore your database to its original data.



Installation

System Requirements for install

A 586 compatible PC (Pentium 1000 MHz recommended)

16MB of Ram. (500MB of Ram recommended)

24 MB of hard drive space for Installation 16MB or more of free hard drive space for
program

Windows 98SE, 2000, ME, XP, Vista, Windows 7

Installing Floppy Disks

Installing CD-ROM
If you are installing MPOS PRO from your CD-ROM insert the CD into your CD-ROM.

If your CD-ROM supports Auto run simply wait until the startup program activates and
follow the onscreen instructions. If your CD-ROM does not support Auto run, from
windows, select the start button, select run and type your CD-ROM drive letter and the
words install.exe (i.e. d:\install.exe) and follow the on screen instructions.
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Setting up your system

Here is a review of Setup Wizard Options

Set Passwords & Security Features

This section of the program is used for security and password access. This is the area is where you
would set up both passwords and access levels to different sections of the application. You can use
as many passwords as you would like, you can use the same password for a group of employees or
you can set up a different password for each employee. Your passwords can consist of numbers or
letters or a combination of numbers and letters. Passwords are case and space sensitive.
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To use this feature you must first type it's password into the create user password box. Then once
you have entered a password you should click the button labeled add. This will then create a new
passport account using the password name as the account. Once this is done you can now select
access levels for this account. This is done by selecting the radio button “Access to Features” or
“Access to reports”. You can optionally choose the select “button to select all of features this is useful
for setting password accounts for managers and owners. And also use the clear all button to clear all
features or report from a particular account. By selecting the Access reports radio button, you can
select the reports you wish this password account to have access to. You can optionally use the
select all and clear all buttons with this feature also.

You can also manage password user accounts by selecting the account name then using the “Add” or
“Remove” button. This will allow you to add or edit an existing account.

Caution should be used when giving access to the setup wizard. Individuals that have access to this
screen will be able to change their own access levels and security of. Also caution should be used
when issuing several accounts with the same password. Duplications are not allowed so each user
should have their password or you should assign a group password. If ever you have a problem
accessing this feature or logging into your system there is a universal login code that can be acquired
by calling your dealer support desk. They will be able to Override your pass codes and allow you to
reset them. Please note that the system uses data and text encryption and any password created will
be stored and encrypted therefore the only way to access this information will be through this screen.
All other data will be encrypted for security purposes.

Select the next button located at the bottom of the setup wizard to continue.
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Themes

Graphical themes are a user feature that allows you to change the general look and feel of this
application. By using themes you can optionally change the background color and text. In this screen
you will be given the choice to select background color, and font color. These choices will affect all
nonessential screens. To select a background color simply click on the button labeled Back Color and
select the color of your choice. To select Font color select the button labeled font color, then select
the font color of your choice.
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As an added feature you can also customize the cash register screen. This is done by
clicking on the button labeled “Customize Cash Register”.
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Once you enter the customize cash register screen you are now able to customize the ten buttons that
will be used. It should be noted that by selecting these buttons you will still be able to use all of the
features that are listed in your feature list. By selecting these buttons you are simply setting the
default buttons that you wish to see when you start up your cash register system. These buttons
should reflect the features that you feel you may use the most. To add a feature to the button simply
select the feature to the left of the add button. Then click the add button this will add the new feature
to the next available button. To remove a button simply click on the current settings list, then click the
remove button. There is also a set to default button if he decides to change the buttons back to the
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default settings. A special feature of this screen is the set discount amount option. With discount
amount feature you can create a button that will reflect a certain discount either by dollar amount or by
discount percentage. This is helpful for all those who issued certain types of discounts and would like
to have a Quick reference to the discount buttons. To navigate to the customize cash register screen
click on the Button labeled Customize Cash Register Screen.
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With this feature you are able to set the screen items back to there default settings by clicking on the
button labeled “Setback to the Default Settings”.

Note: the Height and Width as well as location from left and location from top are not in inches or
centimeters but are in screen Pixels. So you may need to adjust the numbers until it reflects the
location you wish the item to be placed on screen. If an item is no longer visible use the Set Back to
default button to reset the items on screen.



General Setup

. L General Setup
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In the general setup this is where you setup your company’s profile. Important information about your
company is stored here such as the sales tax in your area. Your company name and stock inventory
warnings.

“Show Items in Stock” are warning prompts that will appear when your inventory reaches the
number of items you specified in this box. Note the system will automatically warn you when you
reach 5 or below in your inventory count. Also note you can assign reorder points and stock warnings
points for each product. If you have not assign a reorder point then this value will be used as the
default stock warning. Please view “Setting up your Inventory” for information or reorder points.

"Sales Tax Setup” In this section you are able to set tax levels for each product based on
percentages. If you have one product that should be taxed at 1 level and another product that should
be taxed at a different level. Setting up your tax levels does this. For each level enter a percent of tax
that is charged for this level. Once you've completed this section and begin entering your inventory
into the system you will be allowed to choose which tax level will apply to each product, as it is setup.
You are given a maximum of 7 tax levels that can be applied to one product. If you do not choose to
use multiple tax levels simply use the first level and leave the other levels as they are. Your default
tax rate is the first box indicated by the yellow background. If you choose not select any tax rates for
your product during inventory setup the default will be used whenever taxing a product is selected.
Each product stores its own tax rate. So when there is a change of tax rates, in the past you would
need to change the main tax rate in this area. Then you would need to select each product and
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change the rate to the new tax value. With the changes made you can now simply change the
corresponding tax rate in the Sales Tax Setup and the system will automatically scan the product and
service database and update all tax rates for you.

Skip this section if you are not using QuickBooks
Next you have the QuickBooks setup this section is for those companies that are using QuickBooks
and wish to integrate MPOS with their QuickBooks system.
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The first step in setting up your QuickBooks integration system is to tell the system what version of
QuickBooks you are running. Once you have selected the version year of QuickBooks you must now
select the version type of QuickBooks. This will help the system to know what type of connection is
needed to QuickBooks. This function allows you to create a file that contains all of your company
information. If you are using QuickBooks Pro 2002 and above you can use the direct connection or
(XML) connection this will allow you to connect directly to QuickBooks database as long as it is
installed on the same computer or is accessible over a standard windows network.

The first box indicates what QuickBooks account you will post all of your sales when being exported

into QuickBooks. You can change the account during ring up by using hot keys. If you do now know

what an account is or how to set one up refer to your QuickBooks manual or help file for references.
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The next option is the QuickBooks income account this is the account MPOS will post all sale
transactions to. This information will be reflected in your profit and loss statements.

The next option is the name of your QuickBooks Sales tax Account. This is the account you have
setup in QuickBooks to handle your sales tax.

You can also setup classes by clicking on the button labeled “Setup Classes”. This feature is helpful
when tracdging sales by class.

Search

el |elect Classiig

Salon
= To select a class when processing a sale select the client find option. You will then be
able to select the classes that you have setup. If you have not created any classes this option will not
be visible. This feature is an advance QuickBooks feature consult your QuickBooks documentation
for more information on classes and how they are used. There are no MPOS reports for classes all
reports by class will be generated in QuickBooks. This feature is only available in the XML compatible
versions of QuickBooks.

See the Chapter on “QuickBooks” for more detailed information on accounts and its relationship to
your sales transactions.

The next option is the check box “Track employee’s activity (forces employees to log in). In order
to use employee login you must have first setup your employees with employee numbers see
'Employee Setup' for detail instruction. If this option is checked all employees must login by either
scanning their ID Cards into the system or typing them in manually. If their ID is correct then they will
be allowed to enter the cash register system or scheduling system. This process will be logged in the
time clock system as logging in. Or Bed Audit report if you are using Tanning Modules.

The next option is the check box “Log Employee Out after Each Sale) . If this option is checked the
register will automatically log you out. Forcing the next employee to login before they can process the
next ticket.

The next option is the check box “Prompt for client info”  If this option is checked then every time
you ring up a new sale you will be prompted to enter the customer information into the system. You
can then cancel this if the customer does not want to leave his or her information or process their
customer information. Client profiles are primarily used to collect and maintain a customer database.
For more information on this topic, please refer to the section Tools You Will Use under Client Profile.
Your customer database is also used to track specific customers spending habits you can run specific
reports to determine any clients spending trends. See REPORTS for more information on clients
reporting.

The next option is the check box “Must fill in all fields”  If this option is checked your employees will
have to fill in all of the customer details their full name and address before they can continue.

The next option is the check box “Verify All Checks Presented for Bad Account Profil es” If this

option is checked, then every time a client presents a check it will check the database to make sure
they have not presented a bad check in the past. The system is equipped with an internal check
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verify system. This system will sort through every customer check to verify that it has not been
presented in the past and returned as unpaid.

The next option is the check box “Fast cash mode” this option enables users to enter sales in cash
register mode easily without having to scan or type an item in. When this option is checked users are
given the ability to use hot keys to ring up sales. Sales can be rung up using the “F3” command. Sales
can also be controlled from within inventory by simply changing the retail price of any product to $0. If
and inventory item is scanned, or if is typed or selected from the drop down option and the price is set
to $0 then you will be prompted to enter the retail price of the product. And alternative way of ring up a
sale is using the F3 Hot Key. When using this option you will be prompted to enter the retail price for
the item that is being sold. When using this particular option it is noted that you should have already
set up this option in the setup wizard. When clicking on the”Activate Fast cash mode” you are given
the option to enter the barcode ID. The barcode ID is used to identify this product in your report
system it is also used to identify this product for voiding and refunding in the future. The next option is
the product name this field will be used every time you use the fast cash mode option. This is the field
that will be printed on your receipt, and also will be shown on your reports. Use the “product name”
field to identify any product that will be sold using the fast cash mode, this way you can identify any
sales that were sold using the fast cash mode. If you choose not to activate this option, then products
that are sold in inventory at retail price of $0 will actually ring up at $0.

The next option available is the keep the hot key grid visible.  This option is used when you are
using the hot keys or service keys to ring up sales. Their may be times where you wish to keep the
grid visible to ring up multiple products by clicking on this option you can keep the grid visible until you
have concluded all sales then by simply clicking on the exit button you can remove the service grid.
To learn more about Hot Keys & Service Grids see “Hot Keys” in Setting up your cash register
chapter.

Print Serial Numbers on Receipts

If you need to track serial numbers and would like to have the serial numbers of each product sold
printed on the receipt then check this option. This will optionally print the serial number of each
product underneath the products name and price.

Activate Caller ID Feature.

& CALLER ID

File The client name and phone

number pops up here.

I Incomming Calls-

Dizconnected

A
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Number If the clients is found you
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view their client profile

Schedule for thiz Client

‘Wiews Thiz Client Profile

A
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To activate this feature you must have caller ID activated on your phone line. And your modem must
support caller ID. If you activate this feature with Customer Pole display activated your client caller
information can be displayed on your customer pole display. This screen only appears when a phone
call is detected. Once the phone call has been disconnected then the screen will minimize itself until
the next phone call. All calls are logged in either the temporary log or the client history if their profile is
found with the caller ID system.

The next option available is Printer default settings these settings set your printing default. By
checking this option each time you enter the cash register screen the print receipt option will be
checked by default. If uncheck this setting, then each time you enter cash register screen the print
receipt option will be unchecked by default.

The next option is the check box “Do Not Warn me at POS When Inventory is Low” If this option is
checked and an item is either at or below the default low inventory value. Or reorder point value.
MPOS will not prompt you at POS with a warning.

The next option is the check box “Show Low Inventory Report at Startup” If this option is checked
then every time you start the computer up a report will be generated showing all the items that are
below the indicating stock warning amount. You can then choose to disregard or print the message.
If you choose to print you will be given the products name UPC and purchasing information such as
cost of goods and vendors phone numbers.

The next option is the check box “Print Reports using Pos Printer (Default settings are desk to
printer” If this option is checked then every time you request a report to be printed it will print to your
pos printer rather than the default windows desktop printers. (Note only 1,2,3,4, column reports can
be printed on the pos printers 7 columns reports must be printed using a desk top printer.)

The next option is the check box “Prompt for credit card information” If this option is checked then
you’ll be prompted to enter credit card information such as credit card numbers and expiration date. If
you do not wish to collect this information from your clients, leave this option unchecked and you will
not be prompted to collect credit card information. You still we be able to accept credit card as a form
of payment even if this option is not selected.

The next option is the check box “Prompt for Check Information”.  If this option is checked then
you’ll be prompted to enter check information such as bank routing number and bank account
number. If you do not wish to collect this information from your clients leave this option unchecked,
you will not be prompted to collect check information. Please note you will be able to accept checks
as a form of payment even if this option is not selected.

The next option is the combo box “Schedule For” With this option you can select what will be the
default mode your scheduler will load in. You can still toggle between modes in the scheduler screen
under the “File Menu” this option will simply set the default mode.

The next option is the combo box “(Start Up Screen) what screen should the software st  art on.”
With this option you can select what screen will open first when you launch MPOS. You will still be
able to navigate to other features. This option only works in registered version not in evaluation
modes.
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The next option is the combo box “(Cash Register) What Will Be Your Default View”  With this
option you can select what mode your cash register will load in. Your choices are “Classic View” for
older users, “Modern View” for the newer view or “Prompt Me” which will ask you each time to choose
between modes when you select “Process Sale” please note “Modern View” only support screen
resolutions of 1024 x 768 and above.

“Network Options” can also be set up from this location. If you are installing the software on several
computers and wish to centralize where the data is stored you should click on the option labeled
“Network Options”.

Metwork Options for Computer: MPOSLAPTOR
This Camputer is:  Mebwark Path to the Server ar Main PiC:

< Client = |C:'|,MF‘OS &.0smp.mdb O

(™ = Server x
This Computer is Register #

! El

Next you must identify whether this computer is a client or the main server. If this computer is a client
that will be connecting over the network to another computer you will need to specify the path, you
can manually type the path of the main database. Or you can click the browse button and browse
through your network to the location of your database file. In most installations the default Path will be
in the Program Files folder in the Point of Sale Directory. i.e. (C:\Program Files\Point of Sale)) if this
computer will serve as the server or main computer then you should select the server option. You can
also designate what computer # this system will be. This is helpful when running reports or
reconciling a drawer. You can select the computer you wish to count down. No further changes are
necessary for this machine you will need to make sure that all other client computers point to this
installation.

Select the next button to continue.
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Accepted Form of Payments
XCharge

XCharge payment server is the default credit card processing module. Before settings up this
option you should first install XCharge software and make sure it is configured properly. XCharge
Installation Files should be located on your install CD. Or you can download a copy by visiting
MPOS website or contacting a dealer. Once you have configured your XCharge system and have
processed a test transaction using your merchant account. You are now ready to integrate
MPOS software with XCharge.

Credit [ PCI{Compliance) Do not Store Credit Card Data,

" Card

®Charge Setu
Setup 4 P v Ackivate XCharge

P Based Select the path bo wour ¥charge Installation,
~ Credit

gatrd |C:'|,F‘ru:ugram Filesi®-ChargeiLocalTran < <Erames s
etup

Error Time Ouk: How many seconds should
we wait For a response from the server

PciCharge
{ Inktegration | zo =
Setup
[ Use Multiple ¥Charge Merchant Accounks
........................... [ Activate ¥pressLink Secure With PinPad Suppork
#Charge
{+ Integration
Betup

Once you have set up your system you should now select the XCharge Integration Setup. Then you
should click on the check box labeled “Activate XCharge” . If you have installed XCharge in another
directory other than the default you can now use the browse button to find the local installation. The
last step is the error time out; by setting this value you are telling the system how many seconds to
wait before responding with an error. The waiting period is the amount of time the system will wait for
a response from either the server program or the process. Before responding with an error informing
you that the system has timed out. Please wait for response from the server or processor.

In this area you select the form of payments yduagicept. To change a form of payment simply tgper the
ones you wish to remove. To add a new record phesadd button and type in the box that has therisk
located besides it. To completely delete a fialtpdy click your mouse on the left side of the gaiad highlight
the column you wish to delete, and then press éhetel button on your keyboard.

The next option is the check bok$e Multiple XCharge Merchant Accounts”Use this option if your
employees have setup there own merchant accouhtgoanvant MPOS to process their credit card tretinsa
through the individual accounts.

The next option is the check bo&ctivate XpressLink Secure With PinPad Support” This option is the
suggested way of integrating with XCharge. Thisves you to support debit pinpads and also direanection
with XCharge Server. This is the only option thdlt allow your transactions to be PCl compliant.
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PC Charge

Wam | ngl If you have not purchase PC-Charge Pro or Payment S  erver processing

software from your dealer, then DO not activate thi s option. It will interfere with normal
operation if activated without the PC-Charge being installed and registered. Contact your
sales department for pricing on PC-Charge and other credit card options. Also as of 2008
although this feature will remain it will not be su pported or updated, as XCharge will now be
the default processing software.

MPQOS integration

MR Point of sale is fully integrated with PC Charge Pro and Payment server this allows you to use the
full features of PC Charge within the confines of MR Point of Sale. Allowing for smoother point of sale
transactions and accurate reporting. In this brief you will find many points covered in your PC Charge
manual and also information needed to integrate your PC Charge with MR Point of Sale. Before
installing activate the PC Charge Pro option. It is important to first install PC Charge and fully test
both your merchant account number and the modem to make sure the PC Charge interface is working
properly. If you are unable to run or validate any test transactions, contact PC Charge for support on
setting up your new system.

Setup Wizard

Credit [~ PCI (Compliance) Do not Store Credit Card Data.

~ Card

Setup PC Charge Integration Setup
PC Based AcctSyncConnector.s » ﬁ C:A - Activate PC
~ Credit curl.exe Jusers r Charge as
© Card gpmc.exe 5 Nigel 3 M YUU; Credit
Setup MPOSQB.exe Card
MPOSUPDATE sxe = L DESHIOP Processing
: - - @& MPOS 8.0 Software
PcCharge D Back
% Integration —] Backip T User Name
setup | = j ||_|ser1
This oplion integrates PC Charge Pro & PC Merchant Mumber
¥Charge Charge Payment Server. You must insiall and |3112
™ Integration| regsiered your version of PG Charge or 1 am using PC Charge
Setup Payment Server. Once you have insialled Pro
and selup your merchant number and service [ IS::C_;S"-'Q Payment
provider you can now intsgrate hat senice i
Faypal i ¥ . = Q(r:nzlc_llzt g;:rd Save &
™ Integration] ™0 M PEGUEL 5e§.|p Y| Exit
Setup PC Charge Cashier: PC Charge Password:
=
S 2

You can enter the setup wizard by selecting on the main screen, the options menu then selecting
“Setup Wizard” or using the short cut key Ctrl W. Once you enter the setup wizard select the next
button, until you reach the area for Accepting form of payments & PC Based Credit Card Processing.
Select the third option labeled “PC-Charge Integration Setup”. Once this has been selected the
screen above should appear. The first step needed is to select the location that PC-Charge is located
in. This is done by selecting the drive and the directory you chose to install in. Next select the
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username you chose during the setup of PC-Charge. Next enter the merchant number assigned to
you by your service provider. Then select the program you are using either PC-Charge Pro or
Payment Server. The finale step is to select the command button labeled “Credit Card Company
Setup”. By choosing this option you will be prompted to verify the processing company you are using.
In the latest version of PC-Charge you will need to enter your username and password that you have
set up in PC-Charge. Keep in mind you can not use the system username as it is not setup for pos
transaction only administration setup.

This is all the information needed to integrate PC-Charge Pro and MPOS See cash register function
about using and processing sales.

Accepted Form of Payments
PayPal

You are able to process direct payments if you have a PayPal Payments Pro account. This

allows you to accept credit card payments directly from your point of sale terminal. You are able
to process sales transactions and credit transaction using this feature. This feature does support
both manual entries and swiped entries although track data is not supported in this version of the

|ntegranon.

credit [~ PCI (Compliance) Do not Stare Credit Card Data.

(" Card |

Paypal Setu

Setup e P [ Activate Paypal
PC EIEISEC' APT Username:
Credit -

- Cra?dl |servic_136 1438207 _biz_apil.mil Paypa’
Setup API Password:

PcCharge |
[~ Integration| Signature:

Setup |AFch1-'2IC?“FdDVSbYYYRCpSSR
AP endpoints:
¥Charge |hth:s:ﬁa|:-i—3t. sandbaox.paypal.c
[~ Integration
Setup Error Time Out: How many seconds should

we wait for a response from the server

e
{* Integration 60 hd

Fu
EI'D
H=4

! 'LI. g‘

ﬁ'.

Once you have set up your system with PayPal you can now click on the “Activate Paypal” option.
Next you will need to get your APl Username: this will be generated by PayPal log into your account
and browse to the Payments Pro section and find your Username. Your APl Password will also be
listed on the same page copy and paste your password as well as signature. Your signature is a
security code that gives MPOS permission to charge credit cards and post them to your PayPal
account. You will also need to contact PayPal for the API endpoints. This is the URL that connects to
your PayPal server for processing. The next option is your time out settings. Use this option to
control how long MPOS will wait before timing out and declining the transaction.
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- Printer Setup

Select the printer you will be using with MPOS software Advanced Settings |
T — ¥ Any Windows Supported pos printer 3" Format

= ™ Ink Jet or Laser Desk top Printer 8x11" Format

Sales Receipt j

Invoice Receipt
Report Printer D E—

Barcode Printer

Select Receipt Printer

Select Text for Receipts

What Words will appear on What Words will appear on What Phone number to ) .
the top of your receipt. the Bottom of your receipt.  display on receipt [ Print Sales Reps on Receipt
This iz also the welcome text  This is also the exit message

[ Print Discounts on Receipt

on your pole display. on your pole display. 1{305)513-3333
Thank You, Please visit agai‘ www.doraltanningzone.com| Addressed continoed [~ Print Tip Line On Receipt _== |
What Retail Chain #do you What Address would you DORAL, FL 33178 [~ Print Subtotals On Receipt
want on your receipt like to print on your receipts ]

: Create a Credit Card [ Print Barcode On Receipt
|D0ra| Tanning Zone | |1l3363 MW 41 5T Signature Line.

[~ Print Partial Credit Card = 's/¥ Print Unit Price on Receipt

Misc Data to print on receipt . . . . . .
Insert Logo ™" Print Double (2) Receipt Receipt printing options
| r Print Double (2) Receipt For <
Receipt Layout Credit Card Sales Only.

In this area you will setup the printers that will be used by MPOS PRO. Also the text and logos that
will be printed on your receipt as well.

The first option is the “Print Logo Using” option box. Select this option if you are using a Windows
Driver that supports printing logos. This option does not support Generic text only drivers.

Which Printer will you use?

If you are using a STAR, EPSON or a printer that uses a window drive then you can also select “Any
Windows supported pos printer”  (note that the pos printer must be installed by using windows
printer setup and must be available before selecting this option. Also you may not be able to operate
a cash drawer using this interface if you are not using a supported model.)

If you will be using your windows installed desk top printer then check the box labels “Ink jet or laser
desk top printer”

You can select the printer that will be used for each category. To do this first click on the category you
wish to set up, then using the drop down box select the printer you will be using for this category. You
can select a different printer for sales receipts; invoice Receipts, Report printer and barcode printing.
These settings are specific to this installation only. Each computer on a network will need to set up its
own printer preferences. These settings can be changed at any time, by simply going to the file or
print menu of that screen and selecting the new printer that the document will print to.
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If you are using a Epson receipt printer and would like to use the OPOS drivers that use the esc/pos
commands then select the button “Advance Setup” you can now check the box “Epson POS
receipt Printer & Cash Drawer”

What will print on your receipt?

Next you must select the text that will print on your receipt. You are given seven lines of text that you
can customize. Go to each box and type the text that you wish to have printed on your receipt.

By pressing the button labeled “Inset Logo” you can insert your company logo on any of the printers
you have selected. You can set your logo to be printed by accessing the setup wizard as mention
above. Tab to printer setup and press the button 'insert logo' if you are going to use your desktop
printer, browse to the folder that has your logo file. The logo will be inserted into your database. To
set your logo for your pos printer you must click the instruction button, which will activate the logo file
in your window’s paintbrush. You can then edit the file for your logo. (You are restricted to using 2
colors and size width of 206 x 173.

You can also select the button labeled “Receipt Layout” This option will allow you to change the
words that print on the receipt. It will not change the actual area in which it prints but will change the
default wording. Keep in mind that when you activate this feature by checking the box on the top of
the page. You must fill out each line otherwise it will leave the field blank when printing out a receipt.

Print Sales Reps on Receipt?

If this option is checked then your employees name will print on the receipt underneath the service
they rendered.

Print Discounts on Receipt?

If this option is checked then any discounts applied will print on the receipt

Print Tip Line on Receipt?

Click this option to activate the credit card tip system. This will allow you to print a special receipt with
a line for accepting tips. This is to be used with XCharge or PCcharge only.

= Bz clickin= on the advance button you can edit advance features.

when preauthorizing a
ticket what percentage
should be pre authorized.
For Example: a 15%
transaction for 10.00 would
be autharized for 11.50.
You will then get the
oppartunity o enter the Select The preauthorizing
comect tip amount supplied amaint.

by the customer. ]
5«

Do not pre authorize ticket! Use this option if
your pracessor does not support [Post]
autharization. Or you are unable to apprave
tranzaction uzing the standard setup. If this

[™ oplion is aclivated the system will not authorize
the first receipt. 1t will simply print the first bp
receipt. Then when the tip amount is selected
the sale will rur for the Full amount of the

il Use this option if your processor does not support (Post) authorization. Or

you are unable to approve transaction using the standard setup. If this option is activated the system
will not authorize the first receipt. It will simply print the first tip receipt. Then when the tip amount is

selected the sale will run for the full amount of the transaction and tip.
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When processing a sale the screen shown below will be displayed. A receipt would have printed that
should be given to the customer. A tip line would be available for your customer to fill in. Once they
add the tip to the receipt you can then add the amount on screen. The system will then complete the
transaction and print your final receipt. All tip data would be stored in the tip management system
located under management tools.

DEMO-0 @
Sales Amount
$90.00 $5 $10 $15
$20 $25 $30
Approved
Enter Tip 7 8 9
Amount Tip Amount
$0.00 4 5 6
/ Total Sale 1 2 3
$90.00 cLearALL | (0

Print Subtotals on Receipt

If this options is selected your receipt will print subtotal by service sales, inventory sales, package
sales.

Print Barcode on Receipt

If this option is selected then a barcode will automatically be generated and printed on the receipt.
The barcode will represent the ticket number.

Print Unit Price on Receipt

If this option is selected then an extra column will be displayed on your register screen. This will allow
you to edit transaction quantities by units. It will also display those unit prices on the receipt that
prints.

Open Drawer for Cash Sales Only
This option is located by clicking on the “Advanced Setting” button when this option is selected the

cash drawer will only open if your transaction is a cash sale. Please note you will need to edit your
settings in your printer drivers if those are used to open the drawer.

Click the next button to continue.
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Email Notification

I Email & Text Message Motification Ackive,

How many hours should pass between each email.

Email Setup
0 =
To Email: |
Email Server: |
This option will email your daily User Name: |

Surmmary to the email address you
select, The Daily Summary report Password: |
inchudes Daily Cash, Daily. Debit, Daily
Check, Daily Credit Card, Daily Other, P
Daily Gift Card, Daily Invoice, Daily { UJ]
Grand Totols, Daily Cash Paid Cut, Total —
Gift Certificate, Daily Opening Amount,
Daily Closing Armount,

[ Server Requires Authentication

*Test* Save

Email notification is a feature that will automatically email you your “Daily Summary Report” This is
your end of day report. To use this feature simply check the option labeled “Email & Text Message
Notification Active” If sending this report to a phone you must use the email format for your text
message account; contact your carrier for this information. Next enter your email account and email
server if you do not have this information contact your Internet carrier for SMTP server information. If
your account requires authentication then enter your username and password and select the check
box labeled “Server Requires Authentication” you can now test the feature by clicking on the button
labeled “*Test*” If you receive an email you have configured email notification properly, you should
now select the combo box labeled “How many hours should pass between each email. This will set
the amount of time between each email that is sent to you. Next click the button labeled “Save” and
you have completed email notification setup.

Click the next button to continue.

Hardware Setup

MSR READER

You can use any windows supported MSR (Magnetic Strip Reader) with this system. Setting up the
System is done by attaching the MSR reader according to the specification included with your
Reader. To activate the reader with this program simply click the check box option labeled MSR
Reader. The system can be used to record the client credit card number, although the third party
Software will still be needed to activate and send the credit card data for authorization and
Processing.

SERIAL CASH DRAWER

You can use any standard serial cash drawer with this system that is fired by standard ASCII set. The
specific style of cash drawer does not matter as longs as it meets the requirements listed below:
1. Standard RS232 Serial Port Connection
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2. Text Format: Any Character in ASCIl SET, NO Parity, 8 Data Bits,1 Stop Bit.
3. Baud Rate 110 to 9600.
4. Pinouts - 25Pin or 9Pin

You must connect the cash drawer to either COM 1 or COM 2, keep in mind if you are using these
ports for other devices you can not substitute the port numbers you must use either COM 1 OR COM
2. Once you have connected the cash drawer according to the instruction provided with it, select the
port from the two options displayed. You cannot test the connection by clicking on the test button. If
the cash drawer opens you have successfully configured your cash drawer. If it does not open view
the troubleshooting guide that came with your cash drawer. It is again important not to activate

this option if your cash drawer connects through yo ur receipt printer. These are two different
options and activating the wrong one will enable th e other.

CUSTOMER POLE / LINE DISPLAY

This system is fully compatible with any standard serial pole display that uses either AEDEX modes or
EMAX modes. Before installing your pole display be sure to reference the manufacture user guide

to find out what mode your pole display is running on. And how to change the dip switches in
order to change the mode to match either of the compatible modes. As this is the main reason why
your pole display may not display your data correctly. Once you have determined the mode you will
be operating in select the matching mode from the two check boxes. Then select the COM port that
will be used for this display. Be sure not to choose a port that is already in use by another device (i.e.
pos receipt printer & cash drawer.) You are only allowed to configure your pole display in either COM
ports 1 or 2.

Click the next button to continue.

Employee Information

This is where you can store your employee information. To store employee data simply type the data
into the labeled boxes. (The required fields are Employee Number; this is used to grant access into
the cash register system.) Employee last name is used to report sales. Initials is used to track sales
all the way through to QuickBooks, use this option if you are using QuickBooks and wish to report and
record sales in QuickBooks reporting system.

4 Employee Inf

bl

Emploves Optigre
Click Here Add Mew Emploves

.......... Lastr'-.lame Edit Burkus Employee Profile

» ?urkus Delete Burkus Employees Profile

Click on the button labeled “Employee Option” to:
* Add New Employee

* Edit Employee Profile
* Delete Employee Profile
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aeneral Information |O|:|I:i|:-nal Information | Commission Information | Weekly Schedule |

Phone

Emplovee Cash
Reqister login 10 |2

First Marme |i-arlos
Last Marme |Eirin:k

Initials {-p

Address |

City  |omaha

Skate |NE PDSta||3Dng

Title |
Siocial
Security No

[706-228-4616

Clear Picture

- Do Mok Displaw In

Scheduling Swstem Enter your login ID

<
<

here.

Do Mok Allow Emploves To

Issue Refunds <«
Do Mot Allow Employves To

Issue Discounts

Use this option to setup
employee restrictions.

Click here to enter your
employee’s pictures.

Birth Date |10/5/74 Employvees Makes

Date Hired [17/1 /55 Meed's Tuesday's OFf]

ISEIEII:I

Billing Rate !IIZI

Eeductions !m

Spouse !.ﬁ.lice Prentice N
flame

Salary

Emergency Contact Phone  Emergency Contack Mame

o

This is where you store optional
information about your

706-736-1236s {7ane Doe

Comrmission Paid For Inventory Sold o, =
Commission Paid For Services Rendered o, =
Commission Paid for Packages Sold o5 -

Creakte Commission By Individual
Service, Ikem or package For this
employves

[+ Standard Commission:

[ Sliding Commission

Use this option to create commissions for:

» Commission paid for inventory sold
» Commission paid for service rendered
» Commission paid for packages sold.

Sliding Commission:

% .15
% b0
% .03
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Use this option to setup
commission rates




[ Standard Cornmission

v Sliding Commission

Sliding commission is a feature that allows you to setup different commission rates for different
amounts. This allows you to use different amounts based on the total sales price of services,
products or packages. Sliding commission will first total the amount of sales for the employee
selected; it will then calculate the commission based on the rate that qualifies. To create the sliding
rates you must first click on the check box labeled “Sliding Commission” then click on the button
labeled “Add” to create a new commission rate. By default the commission rate will start with 1 then
increment. You can then enter the amount to start from then the amount to end. After this is done
you can then enter the rate for the range you created. i.e. (from 1 to 100 rate .1; from 101 to 200 .15)
Once you have created the sliding rates you can select save and finish.

From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:
From: | To: IR ate:

You are now ready to assign the rates to the selected employee. This is done by selecting the
corresponding drop down boxes. The boxes should list all of your sliding rates that you have created.
Click on the rate that will apply for each selection. A preview of the sliding rate will appear in the grid.
Repeat this step for each employee that will be using the sliding commission system.

Sliding Commission Setup

Select Commission Rate for Burkus Rate |[From [Ta |rate

Carmmission Paid For Inventory Sald > 2 1 100
’_L| 101 200

Comrission Paid for Services Rendered [» | 2 o 0

Commission Paid For Packages Sold g~ z

=== === =R

[ S e Y s Y e Y R o
o o o o O

Setup Sliding R.ates
Exit Sliding Fates

Employee Override:

You can use employee overrides to override commissions, retail price, booking times and periods to
leave open in your scheduling book. This feature is used when you give special commissions to
employees that are not handled by standard or sliding commissions. You can also use this feature to
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set prices for services, products or packages that are specific to certain employees such as in a case
were one employee charges one price and another employee would charge a different price for the
same service. Also this is where you can also override the time period it takes to render a service.
This will override the standard time when booking an appointment. To create a record click on the
column you wish to add then enter the value. Be careful to use the correct decimal format i.e.
(percentages should be in the .1 format and not the % 10 format).

) 5 __________________ " Inwentory © Package or Series Exit |
Item Commissic| Retail | Book |Dpen
Additional Product 1 50 &0 15

Artisitc Carmelizing

Artistic Bang/Beard Trim
Artiskic Basic Perm

Artistic Bleach & Tone

Artistic Bleach & kone retouch
Artistic Bridal Styling

Arkiskic Brow Design

Artiskic ©an Hinhlinbk

Weekly Schedule:

zeneral Information ] Optional Infarmation | Commission Information  Weekly Schedule

Click. on time slok ko change.

Start Time End Time

Monday 2:004M ~ |
Tuesday Fi154M . |

7i30aM
Wednesday | 7:458M |

S:004M
Thursday B:154M |
Friday |
Saturday 2:0081] |
Sunday | |

Use this option to set up employee’s weekly schedule. This option is helpful when you need to block
out unavailable times for a particular employee. To set an employee schedule you must first click on
the start time then click on the time period, and hit the enter key on your keyboard. Does this for each
day of the week then repeat this step for each employee? By default the system will lock out the time
periods you have selected. They will be displayed in the scheduling system with a lock icon that notes
that this period is unavailable for booking.

Click the next and you have finished the setup wizard.

Setting up Tanning Module

(Salon Manager Pro Only)
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Add New Equipment
Edit 1 Equipment Prafile N, S | Tanning Equipment

Ielete 1 Equipment Profile 5 —

g Tanning Options
Allow fpen Tanning F— e | General Setup | optional Information & Bed Readings |

Click here to: |DeviceMame
e Add New Equipment Delay [ Undress Time T| Minutes
* Edit Equipment _ o _
e Delete Equipment Maxirmum Tanning Time ,l Minutes

+ Allow Open Tanmng Device Number - | Device Mame
Zom Port - |  Poinkt Level - |

Setting

[ Allow Clients to Use this Room without a package
[ Conkrol Beds wWith T-Max Timers

Delay / Undress Time: Is the delay time needed either to warm the bed or to undress before the bed
starts.

Maximum Tanning Time is the maximum time this bed can run.

Device Number is the most important field. This is the number used to control the bed from within the
system. This is the number assigned by the T-Max Manager and is also considered the display
number. The system will automatically assign the device number to the next available number on the
network. It is important to match the device name to the device number. As the system is unable to
do this automatically. It is suggested that you start sequentially from the first bed on your network and
then add them to the system one by one. This way you can test each bed to make sure you have
assigned the correct Device name to the correct Device number. To see a list of your devices on the
network run the AdNet 2000 program and view the parameter data.

A Com port setting is the port; the T-Max Manager is connected to.
Allow user to use this room without a package. If this option is checked then this room can be used

without the client purchasing a package. If this option is unchecked then the room cannot be
activated unless the client purchases a package.

Add New Equipnent If you select Allow Open Tanning then the bed can be
activated without scheduling an appointment or logging
bed activity. It allows your employee’s free access to
controlling the rooms without accountability.

Edit 1 Eguipment Profile
Ielete 1 Equipnent Profile
Bllow Gpen Tanning <
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Zetup Wizard.

* Lamp Life is the value you

Tanning Equipment assign. This is the maximum

life of a lamp.
General Setup  Optional Informiation & Bed Readings
p l
=] e e Computer elapsed time is the
3 r beop i s Computer Elapsed Time 3
el bodz P : | 25 total time counted by the
_ |beda e E3 computer.
L Purchase Price I25 . . - ) . .
— i [Timer Session Count = 61 * Timer session count is the
[ Purchase Date CompUtet Sessions Counk: amount of session reported b
Bed & 20
_Bej? jea your T-Max Timer.
EBed & i . .
[ [ ol TR T « Computer session count is the
_ |Bed 10 L R total count of sessions counted
Chand® Lamp by the computer.
S | Reset Session Count 2 « Lamp Hours is the total

amount of hours logged for
this room / bed.

Zancel | < Back | Mext = | Finish |

When you are ready to change the lamps on your bed you can reset the computer count and the T-
Max Timer count by clicking on the “Change Lamp” option. This will change the installation date to
the present day and reset the lamp hours to 0. To reset the session count click the button labeled
“Reset Session Count” This will reset the session counts on the computer and on the T-Max Timer.
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FEATURE SETUP

This is the area were you setup the features you will be using. You can select the features that will be
used for the entire application. By selecting a particular feature in this screen it will be displayed to
those that have access to this feature. If the feature is not selected then it will not be displayed and
will only be accessible if you return to this screen and select the feature you wish to add. Some
features may not be available because of the version you have purchased. If you are unable to
activate a feature contact your dealer for upgrade information.

.& Whiat Type of Busimess dovou What Type of Feabures Will Yo Meed

|'.!|‘."l|'-'-r,7'|:n
Currant Sattings Currark Sattings
Retail O o
SeleCt a ,;:h: [:I_-..i::lﬁ Add | Customar Management fad Customer Managemsnt
H HeRE CLstomer 5 ing Customer Seledulin
Tanning Oy i | Customer Shenhd ; g
Business Tarning & Salon ™ |k Ehormir Tickets | customer Tickets
Type bl foervicas . Services
» ::I'l'\.-ﬂ-l'h'll v Tracking 15
55 | Sarial Number Tracking TR Irnvankary Tracking
= . i |Respart Management 5 el Srial Number Tracking
:lmw- | Commiszion Managemear ribida Repart Management
| | | Tips Managemnent s ; el
.L- | [Paink Of Sale (FoS) ['\-I Commission Managemant
| i |Accouris Raceivable (POS) fips Management
b | Package Managament: 4 Foint OF Sale (FOS)
LS, %, | QuickBooks: Inkagration - Accounts Receivable (POT
Timae Cloxck Packasge Management
| Tanning Cptions KBk Inbaratin
| Eift Card Processing Huickiaoks Incagration
|Muitiple Store Management Tirme Cock

Tannifg Optisns
Gt Card Processing
IMutiple Shore Managans

To use this feature you must first select the type of business you operate. After selecting the type of
business you operate you should select the add button. You can optionally remove a business type
by clicking the remove button. When you select a business type the suggested features will
automatically the set for you. You can manually add or remove a feature by clicking on its
correspondent button. It is important to note that by disabling certain features in this screen you will
also disable related features that are not listed. For instance if you do not select point-of-sale then by
default Inventory tracking may not be available. Or if you do not select customer management,
customer reports or customer tickets may also not be available. You should also note that this option
only activates the features for this application. If the passwords account that has logged in does not
have access to a feature it will not be available for that user. If you have set up a feature and you are
unable to access it check your password account to make sure you have access to that feature.
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Setting Up Your Inventory

To enter Stock Inventory you can click on the list item labeled "Stock Inventory Setup” . Or click on
the main button for stock inventory.

Once you click on the button it will expand youoates of features
you will be able to access. It will only displdetfirst nine. If you
need to access the full feature list. Try usirggrtiain navigation list
on the left of your screen. You can see all tlauiees available to

w

Stock Inventnw you by selecting Stock Inventory from this section.
Setup
28 e .
<= h
Quick Setup Normal View Grid View

B - ) . —~F
c £5:4 4 -
K

Print Barcodes Print Product ID Sheet Find A Product

@ My

Discount _Price
Change Purchaso Orders __ Receive Rems
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Gl Discounts & Price Changes Inventory Ctrl+l - This will activate inventory mode
Quick Inventory Setup - This will allow you to enter

Quick Inventory Setup your inventory using the minimum fields required

Quick Receivable Update  Chrl+G Quick Receivable Update - This will allow you to enter

Find Product or receive new items with one click access

Notrral View ChN Find Product - This will allow you to find products

crid View Chlte quickly by scanning their UPC or barcogle '
Normal View - Shows you the normal inventory view

Lo Inventory Report Grid View / Ctrl+G - Shows you your inventory in a grid

Wigw Vendors view

Duplicate Your Product Chrl+x Low Inventory Report - Shows you a quick report on

items that are low in stock

Print Barcodes - Allows you to print barcodes to any
windows loaded printer.

Duplicate Item - This option allows you to duplicate the
current inventory or service item. Use this to add
multiple products. You can add multiple sequential
items such as 10 products that are identical but their

If you have the proper access to this barcode or service codes are sequential (i.e. 1001-
feature or you have logged on as a 1010). Use this option when you have several products
manager you will be able to input that are identical and you wish to make small changes
and record your stock inventory
using this option. You are able to automatically deplete products through your cash register sales and
create & maintain barcode labels.

In order to properly control and maintain your inventory you must fill out several required fields in
order to operate the cash register system in conjunction with the inventory system.

Purchase Order
Profit Margin Calculator

1. Product short name (A maximum of 15 characters describing your product)

2. Product barcode ID (Either scan or type the products UPC or create your own this code will be
used to ring up this product. This can be either a number or a name or a combination of both.)

You can use the same barcode for several products. This can be used for products that share the
same barcode but have different sizes or colors or schemes. When the products are sold you will be
given the options to select the product from a list using the short name and description. Therefore it is
important that if you will have several products using the same barcode or product code there
description and short item name may be different so you can tell the difference between each product.
In the example below 3 products share the barcode ‘1234’ this is the screen that appears during a
sale transaction whenever multiple products are found with the same UPC or barcode ID.
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s . All products here have the same UPC or
Multiple praducts share thiz praduct )
id or 'UPC' select helow the Barcode ID. When you sell an item or a
product you wish ta ring up. service that shares the same UPC code the
T [Description Multiple Product Grid will appear. And give
JCBub Gel - Bath Gel you the choice of products to sell.
JC Cond Conditioner 8 oz
JC Ditglr 2oz <

L3

Cancel I

3. Amount of product in stock (The actual amount in stock)

4. Retail price (The amount you want to sell this item for before taxes) (Important Note! If you have
activated “Fast Cash Mode” In the setup wizard, you can set product prices to $0.00. When
you attempt to ring up a sale using this products b arcode or name code you will be prompted
to enter the current retail price.)  This is helpful for non-inventory products and large price
fluctuations.

5. Tax levels should be filled in with proper percentages.

All other fields are optional and not required, but if possible should be filled out. If you will be using
the inventory reports and warning system you should fill out the:

5. Manufacturer (The Company you purchased the product from)

6. Phone Number (The phone number of the vendor)

7. Model Number (The model number needed to reorder your inventory)

8. Dept Number (Used for reports based on department numbers and hot keys)

system.

Do not use apostrophes in any sort able fields, as this will cause errors in your

2 il To create a service check the box “Service Keys”
To create inventory check the box “Inventory Keys”

A

This option allows you to select unlimited amount of both inventory and products. When activating the
grid you can either select with your mouse or keyboard, the service or product and press the enter key
to send it to the ticket. Or if you are using a touch screen simply touch the product and send it to the
ticket. This is helpful when you have services or products that are used frequently rather than
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selecting or scanning these products you can create shortcuts keys to activate them with a touch of a
button. These items you select are apart of your standard inventory or services list. They are listed in
the service and inventory grid when you check the option “Hot Key” or “Service Key” located in the
inventory and service screen.

You can optionally sort the keys by category . By doing this you are able to group all the buttons into
sub categories allowing you to group and find products quickly. Assigning categories is done on either
the inventory or service screen of the item.

To just fill out the request fields select the "Quick Inventory Setup” options this allows you to just fill
in the required fields. It is however suggested you fill in the full product screen, for better report
results.

To add a record simply press the Button labeled
‘Add’ then begin typing your items in the
appropriate boxes. When you have reached the
last box labeled Appraised Value, either click the

tab button on your keyboard to move to the ‘Add’ \
button or press the ‘Add’ button to save your

record and add another.

To delete a record select the records you wish
to delete by either using the find button located
on the inventory menu or use the ‘Select -
Product’ drop down box. You can also use the
arrows located at the bottom to move to the first
record, the previous record, the next record, or
the last record. Once you have selected the
record, click on the delete button or hold down
the alt key + D to delete the current record.

Save Finizh

To Close & Exit Inventory select the button/ ’ \
labeled Finished. S IR el Find What  Sort

- ——» Quick Inventory Update
Feceive Purchase Order Tkems

P

To enter a Quick Update click on the menu
labeled Receive Inventory or hold down the alt
key + Q then enter the products UPC code.
Then enter the new amount that has arrived.
The system will locate the inventory item then
add the new inventory into the system.

To change the view from normal view to Grid

view click the button labeled grid view or hold el | N | £ | :
the alt key + G f‘f ; ,7/ i . E @/

. . . Add E-dil Delete Save Finizh
To change the view from Grid view to Normal

view click the button labeled normal view or hold
the alt key + N

To Save your record or changes click the buttor |
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labeled Save.

To Edit your record click the button labeled Edit.
This option is used if you wish to change a
single record without adding a new profile.

To Print Product ID Sheet click on the button
labeled print product ID sheet or hold the alt key
+ P. This allows you to print out all your products
key data on paper so you can either train your
employees or have a printed backup of your
current inventory configuration.

You can search for a product by using the find
option on the inventory menu or holding down
the alt key + F. This allows you to search for
any product using the product ID or UPC codes.

To setup a product for Timer Billing select the
check box located in the middle of the inventory
screen adjacent to the barcode box. By
checking this option you can bill this item on
timer intervals. This is ideal for business that
rent equipment entertainment or products and
then bill their customers based on the time
period they have used the product for. (Wh

The system uses the standard 60
to calculate hourly or minute ratés)

inute cycle

You can Print Barcodes directly from MPOS by
typing the barcode ID or scanning the product
into the indicated box. The system will generate
a barcode for this product using the barcode
type you select. The barcode will be generated
and copied into your windows clipboard simply
paste them into your, Excel, Word, WordPerfect
or any other windows program. Please refer to
printing barcode for further information. You
have full control over all bar code dimensions
and features support for color rotation. You can
print to any printer supported by Windows, i.e.
over 250 different printer types.

You can also print sheets directly from this
program by selecting the "Print Barcode"

button or option. You will be given the choice of
creating a unique barcode based the on text you
have selected. Or you can choose from a

b4

&/

Gudick Setup

Marmal Wi

ridd ey

Frirt Barcodes

Frirt Product ID Sheet

Find A Procuct

Y Dizcount & Price Change
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product list. Once you have chosen the barcode
text you must then select the barcode type.
Choose from the list, the type of barcode you will
be printing. Each time you select a type you will
see a preview of how it will look. You also can
use your mouse to select the sizes of the
barcodes. Once you have chosen the barcode
type click the print button. You must now enter
the dimension of the labels you are using in
terms of margins. Your labels should have the
dimensions included. Simply set the appropriate
margins and click the ok button to print.

Clicking on the button labeled Purchase Orders
can also access “Purchase Orders” feature.

Clicking on the button labeled Synchroni
Handheld can also access “Synchronize
Handheld” feature. This feature is used to
process data collected from a handheld device
such as a PDA.

Stock Inventary Setip

: W’ Sick Setup

Marmal Wi

@
2
=
)
=

Frirt Product ID Sheet

i Find & Procuct

Dizcourt & Price Change

Purchase Qrders

\ o "‘.‘.
el Receive tems
. Reorder Points Report

: ﬁ Synchronize HandHeld
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Move Move
Find | Frint | MoveFirst | Prewious | MNest | Move Last

Using these functions you can:

* Find arecord

* Print arecord

* Move to the first record

* Move to the previous record

* Move to the next record

* Move to the last record

When activating the inventory mode you are

_ given the quick setup screen first as your
Qllickinvenkny.Selip default startup screen. You are able to entef
Short Item Name: [Vour Product  "short description your inventory in quickly without entering
R ‘123 detail information.
Type Barcode 1D

(LTI EET T —

123000]lc00008 Sid e

Armnount 0

Fietail Price:

* Cptional Tax |

Lewel

Navigating the inventory screen

@

v

stock: |5() ,ng : ,}_,
- o2
3l

Enter Advance

Inventory Setup

Click here to
enter advanced
mode.
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e Detmits |
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Sanal Murnbar Sales Accoinl Clasn
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&1
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nStack
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=
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&
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e T
1257120

™ HoE Heys [T s Bem infn & buston)

™ e |naed

T Pricalevets |
Froduct Fralm L’h.'.__:l el o h.-'.ﬂlgull_.

§162.00 [381 62

[ ‘il 1 Ty b Rl By e pabrice] CIiCk here tO
activate multiple
pricing schemes

-Fricing =cheme

[ uarntity Price _E! Liaritity Price

E For {20 6 For {50

13 For {25 |7 For |55

|4 For {40 E For |60

|5 For {45 E For [g5
Exit & Save
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Advanced mode consists of your standard
inventory type information. With the
addition of the ability to insert pictures of
products as is seen in this example. You
are able to insert any standard windows
supported image into the images box.
This is done by selecting the button
labeled insert image. You will then be
prompted to locate the image on your
computer. Once the image is located you
will be allowed to enter it into your system.
It is very important that you keep the
images local or on an accessible drive. As
the images are not stored in your
database they are simply linked to the

Multiple pricing schemes allow you the
ability to charge several prices for multiple
products. This is helpful when pricing
specials such as buy 2 for x amount of
dollars or buy 3 get one free. To use this
function simply activate it from the main
screen and choose the price structure you
will have for each product. You can have
a maximum of 9 pricing structures for each
product using the price scheme.




Eind What SEort By Help

StockInventoryID USing the “Find what” and
Stock Inventory.ID “Sort By” menu option
et allows you the ability to sort
EBEarcodelIl . . .
BarcodePic your inventory list or find
rescription any inventory item based
Manufacturer on the information

et e supplied. To active these
Mode lNumber f . . | r k
sy unctions simp y click on
IatePurchased the menu yOU W|Sh tO
PlacePurchased activate, then select the
Skt e field you wish to either sort
Eetall Price f' d

Appralsedialue or Tind.

Insured

Notes

#instock

2nd Tescription
Total estimnated Time
Serwvicelharge
Additional Amount
pictures

Back Bar Percent

Sales Accounts & Classes:

Sales Accounts and classes are features that are used in conjunction with QuickBooks accounting
software if you do not use QuickBooks then you can skip this section. If you do use QuickBooks you
can optionally track products sales by sales accounts and class. If you are not familiar with Sales
Accounts and Classes see your QuickBooks documentation for more information on the usage of
these features. If you do not currently use Sales Accounts or classes you should leave these fields

blank as they can cause errors when exporting your sale if setup improperly.
Sales Account: |

Clazs: |RE-‘tE|I|| j

Price Levels:

Price level is a feature that can be used to set a specific price for clients. This can be set for up to 6
levels such as retail, wholesale and shop prices. These prices are controlled in the client profile. You
set the price of a product or service that would correspond to there price level i.e. (a whole sale client
receives a product at 10.00 where a retail client would receive the product at 15.00). This option
requires that every product or service have a price for each level you will be using.
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Frice Levels
Lewvel Frice
1-Retail
2fholes ale
35hop
4 l—
5
B

Uze thiz option to create
price levels for specific
clients. “'ou can zet
retail, wholezale ar
dizcount prices here.
Ther when creating the
clent profile you can
zelect the price level the
customer will receive.

~ | Exit & Save |

Price Level % ie[10)

Add b
’E |D_ e Cogso

Price Level % ie(.20)

P Addt
,El |E : Eﬁogst|

Price Level 2 ie(.30)

Add
,E‘ |T ® Cogsto

Price Level % ie[.40)

Add
,E‘ |T S Eogsm

Price Level % ie(.50)

Add b
’E |D_ e Cogso

Price Level % ie[B0)

Addt
,E |T e Eﬁogst|

[ Apply price levels by Points or percentage,

Dizcount
From Retail

Dizcount
From Retail

Dizcount
Fram R etail

Digcount
From Retail

Dizcount
From Retail

Save & Exit

Dizcount
From Retail

An advance feature can be activated by clicking the button labeled “**” this will open the advance
price level screen. By clicking on the check box labeled “Apply price levels by Points or percentage”
you can override standard price levels. You can then set the price levels to a percentage allowing you
to either generate your price by adding to the cost of goods or discounting from the retail price. These
percentages are universal so you would not have to change each items record. By selecting the price
level and setting its properties the system will adjust prices for each client based on the levels you
have set. This feature is helpful when your products or services price changes frequently. You will
not have to change the price levels prices each time there is a change. The system can recalculate
the price based on the advance options you have selected either for cogs or retail.

Print

Inventory

Eind What

Print 7575_Test ¢nly F3
Frint A1l Record=s
Print Barcodes

F 4

<

Use this option to print your
entire inventory list or just one
item. You can also activate thg
barcode printing function from
this menu.

Grid View allows you to view all your products in a grid format. This is an editable format so you can
add and make changes that will affect your inventory list. To permanently hide a column that you do
not need click on the column with your opposite side mouse and select the hide option. You can also
reset the columns to there original settings by clicking the reset all option.
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* Denotes Required Fields
* ltem Name * Barcode ID Descriptior
Eval CD 'SALON |
| |Footaction I1 003
| |MPOS Eval Kit kit |
| |PC BASED a9 PC Credit C
PC CAT 99 PC Credit C

Serial Number Management

-Serial Mumber Manadement-
¥ Serialize Tecno Adapter

832040001064
Tecnho Adapter

Amount in Stock 8

* Use this to add a serial
number for this product.

BarcodelD | SerialNumber il
532040001064 2001
532040001064 2002
£32040001064 2003 :
832040001064 2004 Add Sequential Serial + Use this to add multiple

832040001064 2005 Numbers serials numbers using
sequential numbers (i.e.

A

A

532040001084 2008 @ ) starting at 1 to 100)
532040001064 2058 D + Use this option to delete
332040001064 2059 Delete Serial Numbers a serial number you have
532040001064 2060 - created

i o

Some businesses need to keep track of serial or model numbers for several reasons, including
security, warranty, and manufacturer's recall. Use Serial management tracking if you sell products
that need to be tracked by serial numbers. By creating a serial database you can sell a product using
its serial number. The first step in creating a serialized item is to create the main item. This is done
by entering the item using either the Quick Inventory Setup, or the Advanced Inventory Setup.
Once you have created the item click on the tab menu labeled Serial Number Tracking. And click
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the check box labeled serialize (Your product name). In the example shown above the main item
“Tecno Adapter” has 8 items in stock. And has serial numbers 2001-2060. When you scan or select
this product with the barcode Id "832040001064” you will be given the option to select or scan the
serial number to sell. The serial number then is stored with the sales invoice, client history and serial
lookup database. The serial number can optionally be printed on the receipt. Whenever you sell a
product the serial number will be removed from this database leaving only the serial numbers that you
have not sold. Whenever you receive more products you must browse to the item and add the new
serial number to the database. For more information about looking up a sold serial number view the
chapter “Tools of the Trade”.

When you void a serialized product your item will be replenished in inventory and the serial number
will be returned to the serial number database. Those wishing to view or import large serial database
the table is as follows:

Database Path = (Installation Directory)

Database name = smp.mdb

Table =MultipleSerial

N

///

Serialized items are not compatible with kits or packages. If you choose to create a
package or a kit from a product that is serialized you will not be able to track the serial numbers. And
vice a versa. Items that are apart of a kit cannot be serialized as the system only support one or the
other during ring out.

Manage kit / Packages

* Use this to add a product

-Manage Kit/ Packages =i to a kit scanning the bar
Create Kit For Techo |  Add ToKit(SCAN) | D coded code.
Adapter Add To Kit (SELECT) <«— + Use this to add a product
IO RAOA \ | loaktbyselecingitby
232040001 064 Delete From Kit name'_

BarcodelD |Productiar| Barcodekit] Price|Serialhumt * Use this to delete a

832040001 Tecno Ada| 832040001 $2.50 113 product from the kit.

832040001 Tecno Ada| 832040001 $2.50 117

£32040001 Tecno Ada| 832040001 $2 50 122

532040001 Footaction 1003 $5 00 10031

832040001 Footaction 1003 $5 00 10031

5832040001 Footaction 1003 C $5.00 10031

832040001 Footaction 1003  $5.00 10031

£32040001 CamCom 111 $25 00 105

832040001 CamCom 111 $25 00 106

832040001 CamCom 111 $95 00 107

Total Value of Kit.

$102.50 <
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Use this option if you will sell several products or parts that make up a package or a kit. (l.e. you sell
a computer with a Computer, CPU, and Printer. When you sell this product you select or scan 200
MHz PC Kit. Your inventory automatically updates to deduct 1 Computer, 1 CPU, and 1 Printer from
your inventory) this option is good for faster processing of sales. It is to be noted that you do loose
some options, when you choose to process a sales as a kit.

1. You cannot track the serial numbers of the products sold in a kit.
2. You cannot track the sales data of the items individually. You can only track the sales as a Kkit.
In other words when you run your sales reports. It will show that you sold a 200 MHz PC Kit.
But it will not justify the 3 Items (i.e. computer, CPU, printer) individually on either your sales or
inventory reports. It will only show the sale of the Kit as a single unit sale. You will need to be
aware of what products are apart of what kit when you do your inventory As each time a kit is
sold the products that make up the kit is deducted from your inventory.
To activate this option simply create the inventory item first (i.e. 200 MHz PC Kit). Giving it a retail
price for the entire kit. Then select the tab option labeled kit / Packages . Click the check box to
activate this inventory item as a Kit. Then either scan or select the products that will be a part of this
kit. A total value will be shown at the bottom of the screen. This should not be confused with the
retail price of the kit. The retail price of the kit was created when you first setup the inventory item.
The total value of the kit simply shows you the value of this kit, if it was sold separately at the
designated retail price. After you have created a kit, to sell the kit in point of sale mode or Cash
Register Mode either scan the kit's assigned barcode id or select the name of the kit. The system will
automatically sell the kit at the price you designate and will deduct each item from inventory.

Reorder Points List

-Reaorder Points List

CCERErAE Benrdar Liet f'Cancel |

| | | Use this option to generate a

_ | | reorder list.
Eval D |SALON MR 1-T11-1111 Walmart
MPOS Eval kit

Pleaze wait az the list iz genered. Thiz may take a
fewy minutes depending on the size of vour inventory
count. Currently processing record 24 of 918

Use this option to generate a reorder list. If you have entered Advanced Inventory Setup and have
entered a reorder point for each of your products (reorder points is a flag or warning when a product is
low or needs to be reordered.) You can use this function to create a list of all products that need to be
reordered. By clicking on the button labeled Generate Reorder List this will begin the database

41



search. The system will scan your entire list of products and generate a list of each product that
needs to be reordered based on its own individual reorder point. Using the print menu options can
print this report.

L0SCQ

/// 4

This function is used in conjunction with the “Stock Inventory Warning”  feature found in
the Setup Wizard. If you have setup a general inventory warning then this will be used during Point of
Sale or Cash Register Mode as default, if no reorder points are assigned. If you have setup a reorder
point then this number will be used during Point of Sale or Cash Register Mode instead of the general
number you assigned in the Setup Wizard . In other words the system will first check to see if there is
a reorder point for the product being sold. If there is no reorder point it will search for the default stock
warning. So if you have setup a general stock warning this will only be used if you do not specify a
reorder point.

Purchase Orders & Receiving Stock Items

L0SCQ

/// 4

If you will be using QuickBooks XML interface it is suggested that you do your purchase
orders and item receipts in QuickBooks as this data does not export using XML. You can then use
the QuickBooks synchronize feature to update your inventory count once you have processed your
purchase orders and item receipts.
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‘PURCHASE ORDER

I" * Received allitems on PO Generate PO | [2/1/2013 |1
™ * PO has been exported - From Invoice ; :
Select Vondor j ™ *Neel Use this option to create

Purchase Orders, Print, and
Receive Stock Inventory
items and manage vendor

list.
* Select Customer * Enter Class Select Prody
STEPHANIE HARRIS ~ ~| | [Select H
ITEM |DESCRIPTION |MODEL NUMBER[QTY [RATE
MPOS Testing 1.$0.00

+  *Memo Total: =
I |$D_DG —
- Email PO
] 3 * Opticnal not required

With Purchase orders and item receipt you can manage your ordering system and receiving system’s
both together. The Purchase Order system is a stand-alone purchasing function although its features
are best capitalized with the use of Intuits QuickBooks System. All facets of ordering can be control
using the purchase orders, which can then be exporting into your QuickBooks accounting system.
You will notice several fields that are marked with the (*) these fields are primarily for tracking data
through QuickBooks. Information such as:

PO has been exported = Purchase order or item receipt has been exported to QuickBooks and will
not be exported again unless this option is unchecked.

Need to Print in QB = Purchase order will be flagged as “Need to be printed” when exported into
QuickBooks.

Select Customer = Customer/Job that will be assigned or created for this purchase order in
QuickBooks. This list is generated by your customer job list located in your client profiles section. At
the top left corner of the screen, every customer can be given a customer job name.

Enter Class = What is the Class that will be assigned or created for this purchase order in
QuickBooks.

Memo = What memo should be associated with this purchase order or item receipt in QuickBooks
Account = what account should this purchase order or item receipt be posted to when exported to
QuickBooks. (Default “Inventory Asset”)
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These fields although important in usage with QuickBooks are optional and not required if you do not
or do not plan to use QuickBooks with your system. Please refer to your QuickBooks manual in
reference to the definition and usage of the fields flagged above.

To use the purchase order system you must have your inventory already inputted in the system.
Vendors list are shipped blank so you will need to fill in the Vendors names and address as you create
and print your purchase orders. To create a new item you can use the buttons on the left side of your
screen. Use the add button to add a new purchase order or use the delete button to delete an entire
purchase order. Refresh and update can also be used in purchase order mode. To update and check
the vendor list you can select the inventory menu and select the view vendor’s option. You can
update and delete any vendor at any time. To create new vendors begin by typing in the blank field
under select vendor. All vendor information will then be saved in both the purchase order database
and the vendor list. The purchase order number will auto increment although you can override the
purchase order number with any number you wish. Also the dates can be changed to match any
ordering date. The ship to option can be manually typed or you can select the customer job. By
selecting the customer job the ship to address will automatically fill, with the address you have on
record in your client profile section.

Next you must select the product that you will be ordering. Use the drop down combo box to
select the name of the product. Once you have selected the product then press the enter key on your
keyboard. This will then prompt you to enter the reorder amount. Once you have entered this
information it will then place the item on the purchase order. You can repeat these steps in order to
create a purchase order with multiple products. You can edit most data on the grid by simply clicking
on the grid. And entering the information you wish to change. Some fields only allow you to change
the text temporarily as items are linked to other list that cannot be changed from purchase orders.
You can delete any line on the purchase order by selecting the row and using the delete button on
your keyboard. Once you have completed your purchase order you can print the document by
selecting the print menu and selecting purchase orders. You can also find multiple purchase orders
by using the find what menu and typing the purchase order number you wish to locate. As you
navigate through each record you will notice the color change from default to Yellow. This indicates
that all items on the purchase order have been received and the purchase order is considered closed.

RECEIVING ITEMS FROM A PURCHASE ORDER
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-Purchase Order (Receive ftems) You can receive items from a purchase order in
( PO# 1 two ways. You can either select the purchase
bate 12405102 order by using the arrows to navigate from one
Quartity Received purchase order to another. You can then select
7 the button “Receive Items”. You will then be
et prompted to receive either a single item on a
Back Order purchase order, or receive the entire purchase
g Total order. You can optionally receive this prompt if
— O e fesimioshamenumed you cllck.on RECVD co]umn on the purchas'e
: : o orders grid. After entering the quantity received
Received Items (bill to follow) and the total cost you can then click the receive
*Accourt - button and receive the items into inventory. By
Inventory Asse Receive ltem selecting either receive item or receive entire PO
* Class Eeceive Entire FO buttons you will be entering new stock items into
Cancel your inventory quantity list.

To void or adjust quantities for back orders or overstocks, you will need to enter the product list and
make changes manually to the inventory count. Also special notes should be considered when
exporting these items into QuickBooks. The system will export the full purchase order into
QuickBooks and assign it as open. When you receive an item this to will also be exported to
QuickBooks. But it will not auto post to the purchase order, it will however update your inventory
count in QuickBooks.  Though it post as an expense receipt with a detail breakdown of each product
that was received in the memo line. Those wishing to auto post on purchase orders or wish their item
receipts not to post as an expense receipt, should only export the purchase order and not the item
receipt. This way you can manually receive the items and auto post them to a purchase order in
QuickBooks. Special care should be taken when changing the exported status. This should only be
done in case of erroneous information exported. Other wise un-checking these options will create
duplicates if they have already been exported. You may also generate a PO from a sales order,
estimate and invoices this can be done by clicking on the button labeled “Generate PO from Invoice”
You can also email any PO directly from the system by clicking on the button labeled “Email PO”.
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Standard & Scheduled Discounts

Schedule Chanage of E’rlr:rgha < —
;har—g e ~range - 1dnge . .
o :nce%t_, C Price by O Price by Use this option to select
Category Retail Price ltem what group you will discount.
StockinventoryiD[ID [kemtlame [BarcadelD
il 683 |Inventary 'Your Product 1123
L 690|service [Your Services 123
jil] 61 |inventory |ff [MPOS-5-R
. 692‘§packages [Tan Session Sabas|111

You can use the discount feature to do 2 types of discounts.

1. Discount items

2. Schedule a starting time and an ending time for a Discount
To discount an item you must first select from the inventory menu list, then sort the discount you will
apply. Once you have chosen the discount type you must then select how you will apply this discount.
You can optionally change the price of an entire category, or change the price based on retail price
that is > = < the value you specify. Or simply selecting the item to discount. Once you have chosen
the group of products or services, you then must select the discount. You can select a dollar amount
or select a percentage. After selecting the amount or percentage you will be prompted to confirm the
price change. As you confirm the items they will be updated the next time you refresh the system. If
you have scheduled a discount it will not take affect until after the start date has expired. The day the
scheduled start date begins on the first startup of MPOS software, the system will check and make

any necessary price changes. It will also change the price back to the original amount once the
ending date has expired.
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Barcodes an Overview

‘/ jE!: #—-!_2-
*

Bar Code is an automatic identification technology. It allows data to be collected accurately and
rapidly.

A Bar Code symbol consists of a series of parallel, adjacent bars and spaces. Predetermined width
patterns are used to code actual data into the symbol. To read information contained in a Barcode
symbol, a scanning device, such as a light pen (or wand), is moved across the symbol from one side
to the other. As a scanning device is moved across the symbol, the Barcode decoder analyzes the
Barcode width pattern of bars and spaces, and the original data is recovered.

The most visible application of this technology is the supermarket industry, where it has been in use
since 1970. Barcode is now the de facto automatic identification technology, for virtually any
application.

2 ? -
e
What's a Bar Code Software Keyboard Wedge?

A Barcode Software Wedge is a software program that is installed in a PC, to perform the functions
typically performed by a hardware Barcode Keyboard Wedge. Or RS-232 Decoder (basically,
decoding signals generated by Barcode Scanners, and converting them to alpha-numeric codes).
These programs allow connection of an ‘'undecoded’ Scanner into a PC RS-232 port, with the PC

software performing the Barcode decoding functions (Not to be confused with DECODED RS-232 Scanners,
which include hardware Barcode decoders and provide Decoded data via RS-232 interfaces).

Costs for Software Wedges are as expected, lower than traditional hardware Barcode Keyboard
Wedges. However hardware versions are far superior. Barcode Software Wedges have various
limitations. For example when compared with traditional hardware Barcode Keyboard Wedge or RS-
232 Decoders, Software Wedges are: slower, less accurate, sensitive to noise (usually picked-up by
the Scanner cable - cables must be short!), and worst of all, they are operating system specific (if they
work with MS-DOS, they may not work with Windows 3.1,if they work with Windows 3.1, they may not
work with Windows 95, etc.).

How do you print Bar Codes from MPOS PRO?
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You can Print Barcodes directly from MPOS
PRO, by typing the barcode ID or scanning the
product into the indicated box. Then click on the
button located on top of the barcode on screen
labeled Copy barcode into clipboard

You can optionally change the barcode type and
size. By clicking the button at the bottom of the
barcode with the double asterisks “**” this will
give you the properties tab and you can change
the font barcode color and font color. Once the
Copy barcode into clipboard buttons is pressed,
the system will then generate a barcode for this
product using product name and the format you
have selected. The barcode will be generated
and copied into your windows clipboard for easy
pasting into your, Excel, Word, WordPerfect or
any other windows program. You can easily add
perfect bar codes to Word, Access, etc. This is
done in any windows application by easily adding
professional quality barcodes to documents or
labels created with any windows program. You
can print to any printer supported by Windows,
i.e. there are over 250 different printer types.

Zelect the barcode type. Size
Codeds B R

barcode into clipboard

Zop

MPOS-R5-DE ** |
You can also print sheets directly from this
program by selecting the "Print Barcode" button
or option. You will be given the choice of creating
a unique barcode based on text you have
selected or you can choose from a product list.
Once you have chosen the barcode text you must
then select the barcode type. Choose from the
list the type of barcode you will be printing. Each
time you select a type, you will see a preview of
how it will look. You also can use your mouse to
select the sizes of the barcodes. Once you have
chosen the barcode type click the print button.
You must now enter the dimension of the labels
you are using in terms of margins. Your labels
should have the dimensions included. Simply set
the appropriate margins and click the ok button to
print.
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Print using your Cognitive or compatible barcode pr inter.

Installing Printer Drivers

An automatic setup program, SETUP.EXE, is provided with the Intellidriver. Install the desired printer
drivers by running SETUP.EXE from within Windows and following the displayed instructions. Restart
your system after installing the Intellidriver. After the drivers are installed, you can send data to
Blaster just like any other printer on your system: simply specify Barcode Blaster in the print dialog
box of your application. Please refer to the on-line help and the README.TXT file on the Intellidriver
disk for detailed operating instructions. After installing the printer, you are ready to setup MPOS
software, to begin printing using your barcode blaster printer.

Printing both paper tags and labels.

If you will be printing with both paper tags and labels you must follow these instructions. If you will be
printing just labels only then you can skip this section, as the printer is shipped default calibrated for
labels. If you will be printing just tags please continue with the instructions.

In order to tell your printer what sort of media it will be printing, either paper tags or barcode labels,
you will need to be able to tell the printer what media is loaded into the printer. Calibrating the printer
does this. Unfortunately the printer can only be calibrating from a driver that supports only ASCII
texts. MPOS software allows you to easily change the calibration of you printer without having to
leave windows. This is done by using a “Generic Windows Driver”, every version of windows has
the drivers for the generic windows printer. You must install this driver in order for MPOS software to
communicate with the printer and change the calibration from bar to gap index. (Index is the media
type the printer uses, to distinguish which label is loaded in the printer, paper tags usually have black
bars to separate one tag from another, and labels use the gap space between each label to separate
one label from another.) Installing the driver is different in each operating system but is similar in that
you Click Start, point to Settings , click Printers , and then double-click Add Printer . Then simply
follow the instructions on the screen. When you are asked which printer to install select Generic / Text
only.
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Wizard

Add Printer

R

Click the manufacturer and model of your printer. [F pour printer came with an

£ installation disk, click Have Disk. [F pourprinter iz nat listed, consult wour printer

documentation for § compatible prinker.

M anufacturers; Printers:

Genenc £ Text

[3eztetner

Cinly

Hawve Disk. . I

¢ Back l [t » I

Cancel I

After installing the printer you are ready to move on to the next step.

Create and print labels on Cognitive Printers.
To activate the barcode-printing module from the main menu select, Inventory menu and scroll down
until you see “Print Barcodes”

" Windows Deskiop Prinker t+ Barcode Pinbe
Select Opbor
Format
" Select Product  [231.8 - [EndeBE :] ¥ Show lex! lsbel
= Texl I,’/}‘ll Fork Font Size
i Sequence 1 [ | j HF’]'
© Impoit from text i _J ShotltemMame  [Z518
i I W | Fletail Pice I1.| 225 00 [5 3
g ¢ :

Click here to change from

Click here for
printer properties

inches to centimeters

Cognitrve Bacade Priting —

Space’s Between ltam 13 .I
Mame and Retail Price;
¥ Howe Many Labels To Prnt. 1 ,I

™ Add Dezcnplon o Barcode Label

J

@

Print

=

Erirter Setup

Dpen Template | Seve Template

menu. After clicking the option you will then see the following:

* Select Product

You must now select thé'Qoption
labeledBarcode Printer. You will
now be able to begin selecting and
creating your barcodes. To print a
barcode you must either select the
product option or select the text optio
if you wish to edit the barcode. Once
the barcode is generated you can res|ze
it by either using your mouse on the
rulers (to either make the barcode
smaller or larger). Or use the boxes
labeled H for Height and W for Width
(to change the size and dimension of
the barcode). Once you have selected
the size you can now press the print
button to begin printing labels. Below
are a discussion of each field and what
their purpose is.

—

Use this option to select the product you wish to create a barcode from. Simply scroll down until
you find the product. All of the product information will automatically pull up such as the barcode
text short Item Name and Retail Price. You can edit any of these texts by simply typing over them.
This will not change any thing permanently as you are working with just a copy of the database
and no changes are permanent.
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e Text

The text field is the field that is used to generate the barcode that will be printed if you are
selecting from your product list. It will automatically fill in the field if you wish to simply type into this
field and freely generate barcodes, you can do this by simply typing into this field.

* Sequence

The Sequence option allows you to create barcode that are sequential starting from a number you
select. It will create the barcode and add one to the following sequence of barcodes.

* Import from text file

Use this option if you have a text file that has your barcodes listed. Use this function to open and
print out your barcodes from a text file list.

« H

This changes the Height of the barcode that will be printed in either inches or centimeters.

e W

This changes the Width of the barcode that will be printed in either inches or centimeters.

*  Format

Format is the type of barcode you will be printing. Use this to change the type of barcode you will
print. This option is especially useful when trying to print small or complex barcodes (note some
barcodes only support certain characters or support a certain amount of characters). Below is a
definition of barcode compatible types.

Supported barcode types

Code 128 Full ASCII-Character set with Code128 ABC auto selection
Code 128A Char Set A: Capital letters and special characters

Code 128B Char Set B: Letters in upper and lower case

Code 128C Char Set C: Optimized for numbers

EAN 128 Special form of the Code 128 also known as UCC/EAN 128

EAN 13 European-Article-Number with 13 digits

EAN 8 European-Article-Number with only 8 digits

EAN 5 Add on price code for ISBN

EAN 2 Add on found on newspapers

ISBN International Standard Book Number

ISSN International Standard Serial Number

UPC A Universal Product Code with 12 digits

UPCE Universal Product Code with 6 digits

Code 39 Also known as Code 3 of 9. Digits, uppercase letters and _. *$/+%
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Code 39 Ext Full ASCII-Character set. Also known as Code 3 of 9 Extended.

Codebar Numeric code. Often used on medical equipment.

Code 2 of 5 Numeric only code.

Interleaved 2 of 5 Numeric only code. Compact.

POSTNet Numeric only code. Used by post offices.

Eo'st 2(;5 Numeric only code. Flavor of Interleave 2 of 5. Also known as Identcode or
eitcode.

* Show Text Label

If you wish the barcode text to show along with the barcode, then check this option, if you uncheck
this option then only the barcode will print. If this option is checked then both the barcode and the
barcode text will print. The barcode text prints underneath the barcode.

* Font

Use this option to select the font of the barcode text. Be sure to use a common or easy to read
font, so that if you are ever unable to scan a barcode the operator can easily read the numbers
and type them into the system manually.

* Font Size

This controls the size of the font. The first option controls the size of the barcode font. The
second option controls the size of the price field.

* Short Item Name

This is the short Item name that is used in the inventory system. You can optionally change this
name for each product. It may be wise to shorten this name if you are printing on small barcode
fonts, as it will leave room for prices and descriptions.

* Retail Price

This is the retail price that is used in the inventory system. You can optionally change this field for
each product.

» Space Between Item Name and Retail Price

This field indicates the spaces between the short item name and the retail prices. The default is
set to 13 spaces assuming you will be using 2-inch labels at 9inch fonts. If you change font sizes
or barcode sizes you will need to change the spaces needed, in order to allow for the text to fit
evenly on your labels.

 How Many Labels To Print

This field indicates how many labels or tags should be printed for the selected barcode.

* Add Description to Barcode Labels

This field allows you to add an addition field to print. You can activate this option by checking the
box. This will automatically fill in the labels with your product description. These fields can be
optionally changes for either promotions or any changes you would like to reflect on your barcode.
* Printer Properties (Advanced Options)
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r Cogritive Barcode Printing

— Print Properties —————— i
_ lSeIe:t kMeda Tope vl e
ID j' Tap Margin : _ Priniter Setup Print
I|:| "ri Left bargin h; T ———
b O : - Open Template | Save Template
[ Hctivate 2 LIP Labsk Change Media
I1 350 2 UP Margin Euit Properties

Those printing tags or having difficulty aligning the labels with the printing should use this option to
preset their margin to match the labels or tags you may be using. If your alignment is correct and

you are not printing 2up labels (labels that have two labels across) then you may not need to view
this section in detail.

* Top Margin
Top margin reflects the amount of spaces from the top of the label to the bottom. Use this to add
spaces as needed.
* Left Margin
Left margin reflects the amount of spaces from the left of the label to the right. Use this to add
spaces as needed.
» Activate 2up Labels
This option is used to activate 2up labels if you are using Cognitive Stock numbers 03-02-1520 or
03-02-1897 1.15 x 1 or any compatible labels that have 2 labels side by side then you will need to
activate this option to allow you to print using double labels.
There are several things to keep in mind when activating the 2up labels option. The first is that all
fields must be shrunk in order to fit within the small parameters of the label. This is done
automatically changing all fonts to the size of (5) you have no control over the size of your fields
except the retail price. This field will still reflect the sizes you choose. All other fields will reflect
the font size of (5) Bold also the barcode will automatically be resized to match the size of the
labels. This will in some cases change the barcode from its normal view to the word (SIZE) this is
an indicator that you cannot print this barcode using either the barcode type or using the size you
specified. The system will automatically set your barcode type to Codel128, which is better suited
for small barcode printing. The system is tested with a maximum of 8 Characters being allowed in
2up print mode. You must make sure that your barcode does not exceed 8 characters and that
there are no illegal characters that code128 will not support.
* 2UP Margins
2UP Margins are the spaces needed to align your second label by adding and subtracting from this
number you can move the spaces over from left to right. The default is 1350, if you find that your
labels are not aligning properly simply add or subtract from this number and it will move the
second label over either left or right.
* Select Media Type
If you are printing tags or other media supported by this printer you will need to use this function to
change and edit your media.
By clicking on the option box you can change your media. You can change to labels with gaps by
selecting GAP then pressing the Change Media button below. You can change to tags or media
that supports BAR by selecting bar and pressing the Change Media button. You can also
optionally edit the data that is sent to the printer by selecting the EDIT CALIBRATING . The SEND
option sends any optional data to the printer such as spacing calibrating. DRIVER SETUP is
where you select the driver that will communicate with the printer. Those using this option should
have already installed the windows generic printer described above after doing so use this option
to select that printer as the driver that will communicate with your printer.
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* Change Media

Use this button to change the media based on the selections you have chosen in the media type.
You must press this button for the changes to take affect.

» EXxit Properties

Use this option to exit out of advance properties.

* Printer Setup

Use this option to select the Cognitive barcode printer you will be using. You must have the
Intellidriver already loaded before attempting to setup this option. If you have not installed your
barcode printer’s drivers then you should refer to the information above or the information that is
listed with the printer documentation.

"‘L Eelect Barcode Printer

HP LaserJet 1100 f— ""il

e Open Template

(Templates are basic formats for a certain labels. If you are printing using different sizes or
different medias such as tags and labels or two distinct sizes then you may want to create a
template. You can save the template with the barcode size print options font sizes and all the
information needed to quickly reprint any barcode type you have selected.)

If you have saved templates use this option to open up an existing template.

* Print

Once you have created your barcode use this option to print.

* Save Template

(Templates are basic formats for a certain labels. If you are printing using different sizes or
different medias such as tags and labels or two distinct sizes then you may want to create a
template. You can save the template with the barcode size print options font sizes and all the
information needed to quickly reprint any barcode type you have selected.)

Use this option to save a new template (templates use .tpl extensions)
Trouble shooting barcode printing.
1 My printer is blinking red and is not responding to the software
1A. Try turning the printer off checking for paper jams and make sure the media is inserted correctly.
Turn the printer back on and press the feed button once. If the printer still responds with a red light

consult your printer documentation for more trouble shooting options.

2. My printer blinks green and prints several label s then stops and then ejects several more, it
will not respond to the software

2A. your printer is not calibrating correctly, it is either calibrated for a bar media and you have loaded
gap media or vice of versa. Insert the proper media and calibrate using the advance features
mentioned above.

3. I have calibrated my printer but it is still kee  ps ejecting paper
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3A. you may have calibrated the printer with the wrong media. If you calibrate the media before
changing the labels or tags you will not completely calibrate the printer. First changes the media type
from the printer then follow the instruction listed above on changing your media type.

4. | have calibrated successfully but my media stil | does not align correctly

4A. The Intellidriver that was installed may be out of date or not fully compatible with your operating
system. You should download the latest drivers from cogsol.com. If you are still unable to align
properly, use the advance properties option described above to add spaces to your top and left
margins as needed.

1. I have downloaded the latest version or have ins  talled from the CD and | can’t find the
Advantage printer anywhere?

5A. when installing the advantage printer software you should fully follow the installation instructions.
You may need to still install the printer after you have run the installation program. In many cases the
installation program will load the needed files on your computer usually in the C:\Program
Files\Cognitive\ folder. Once this is done you must follow the instruction on installing your printer from
windows. When you are asked what printer to install click on the have disk option and browse to the
directory that has your driver information i.e. c:\program files\cognitive\

Add Printer Wizard

ez Click the manufacturer and model of pour printer. |f your printer came with an
4 installation disk, click Have Disk. [Fyourprinter is fiot isted, consult your printer

documertalon f 3 compalile piler When prompted to install your printer, if the panyou
wish to install is not listed click on theve diskoption
and browse to the folder where the drivers were
installed. You may need your windows disk if &kt
needed files are not readily available on your PC.

Manufacturers; Printers:

Bl Gerenic / Text Orly

Gestetner |

«—
Have Disk... i

< Back l MMext > l Cancel l
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How do you print Bar Codes from Windows Programs?

When you use a Barcode Font. In fact, it is as easy as changing

Fonts. Basically, all you have to do is to select the specific Barcode Font you want to use (for the field,
cell, or data you want to Barcode), on your Letter, Report, Form, Document, and Label etc.

To change from your default text font to a specific Barcode Font, you use the same font selection
window you normally use to change between your various texts fonts, except now you also have a
Barcode Font to select from. You can also change the font size to suit your taste, just like with your
other text fonts. Nothing could be easier.

How do you read Bar Codes into MPOS PRO?
Reading Barcodes directly into MPOS PRO is easy. When you activate the Cash Register screen you
are ready to scan products. If you have set up your products in inventory to process a sale you simply
scan the product. The cursors default location is in the middle of the screen. This is where both
scanning and typing is done. To read a barcode into the system simply scan the product and watch
the ticket grid as your item is sent to the ticket.

‘:"AE /‘ 123| < Lori logd Scan or type herdns
Product Id |Description |4ZJ'1'1,r |Price |Client Name LBt
123 MPOS Pro 1 $489.00 < Data is sent here

You can optionally scan the product in with your barcode scanner. Or type the barcode ID into the
box located in the middle of the screen. You can also use the name look up option, located on the
view menu or use the corresponding shortcut key F9. This will allow you to type the product name
into the text box; the system will anticipate your keystrokes and pull up the closest match until it finds
the product you are searching for. Once it is found and the products description and price match your
product, simply click the enter button on your keyboard to send the item to the ticket.
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When you use a Barcode Keyboard Wedge. Basically, all you have to do is to connect your Barcode
Keyboard Wedge and scanner between the keyboard and your PC (No Special Software Required).
With the Keyboard Wedge now installed, whenever you scan a Barcode, the data will automatically go

Use this feature to process sales by
searching item name. Use this as an
alternative to scanning barcodes.

directly where your cursor is. If you are scanning a product for a sale you only need to scan the

product.

As an added automation feature, the Barcode Keyboard Wedge sends an "ENTER" character upon

completion of reading the Barcode information, which automatically advances your system in

anticipation of the next product to be scanned.

MPOS PRO works with most industry standard scanners. Quality varies, depending on the specific
model. MPOS PRO suggests using Metro logic scanners with keyboard wedge interface contact your

local sales representative for more information.
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Setting Up Your Hardware

MSR READER

You can use any windows supported MSR (Magnetic Strip Reader) with this system. Setting up the
System is done by attaching the MSR reader according to the specification included with your
Reader. To activate the reader with this program simply click the check box option labeled MSR
Reader. The system can be used to record the client credit card number, although the third party
Software will still be needed to be activate, and to send the credit card data for authorization and
Processing.

%
SERIAL CASH DRAWER

You can use any standard serial cash drawer with this system that is fired by standard ASCII set. The
specific style of cash drawer does not matter as longs as it meets the requirements listed below:

1. Standard RS232 Serial Port Connection

2. Text Format: Any Character in ASCIl SET, NO Parity, 8 Data Bits, 1 Stop Bit.

3. Baud Rate 110 to 9600.

4. Pinouts - 25Pin or 9Pin

You must connect the cash drawer to either COM 1 or COM 2, keep in mind if you are using these
ports for other devices you can not substitute the port numbers, and you must use either COM 1 OR
COM 2. Once you have connected the cash drawer according to the instruction provided with it,
select the port from the two options displayed. You can test the connection by clicking on the test
button. If the cash drawer opens you have successfully configured your cash drawer. If it does not
open view the troubleshooting guide that came with your cash drawer. It is important not to activate
this option if your cash drawer connects through yo ur receipt printer. These are two different
options and activating the wrong one will enable th e other.

CUSTOMER POLE / LINE DISPLAY

I This system is fully compatible with any standard serial pole display that uses either

" AEDEX modes or EMAX modes. Before installing your pole display, make sure to
reference the manufacture user guide to find out wh at mode your pole display is
running on. And how to change the dip switches in order to change the mode to
match either of the compatible modes. As this is the main reason why your pole
display may not display your data correctly. Once you have determined the mode you
will be operating in, select the matching mode from the two check boxes. Then select
the COM port that will be used for this display. Be sure not to choose a port that is
already in use by another device (i.e. pos receipt printer & cash drawer.) You are only
allowed to configure you pole display in either COM ports 1 or 2.
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RECEIPT PRINTER & CASH DRAWER
These instructions are for Star Sp series Printers or Epson TM series printers.

Star TSP Printer & Cash Drawer

i
The first step in installing your receipt printer and cash drawer is to install the Windows Driver for your

printer. If you have purchased the equipment directly from your dealer the drivers are located on your
installation CD-ROM.

To install your drivers for a star printer you will need to browse to the folder labeled “Star Windows
Drivers” . You will find an application labeled Star Drivers. Click on this application and allow it to
start its installation.

The first step is to select the model number of your

i —— receipt printer by using the drop down box. Then
select the model numbers you wish to install. This
1 15F703 e P option is very important because if your receipt
Sia TSPBD Zoom R Frries | | printer has advanced options such as auto or
Ausiceriaded Farksr Inual | . . . .

partial cut it must be selected from this list. Next
you will select automatic installation as well as any
port settings that are needed.

Huxdel | Sta1 TSPE1Z Flastas Privdst -

Extiact and dirplay e unpis marual

Estimci s bor peibalabion i Windows Sdd Prnte Wizeed :
l Emi J
Then allow the application to install its Windows Driver on your computer. Once this is done you'll be
able to view your printer from the windows printer folder. You can also control a Cash Drawer from

your Windows Driver. In order to do this you must first access the driver information. This is done by
right clicking on your new Windows Driver and scrolling down to properties.

Skar TSPe43 Raster Printer

Open

Set as Defaulk Prinker
Printing Preferences. ..

Pause Printing

Sharing. ..
Use Printer Online

Create Shortouk
Delete
Rename

Propetties

59



Now select the tab labeled Print Options. You can & Star TSP643 Raster Printer Properties EEE'I

select Advanced Options such as auto cut or partial. —

[3eneral Sham Forlz Schtanoed Lolor Mana art
You can also activate the Cash Drawer from this area. [ Davos Setrd Pt it Ot Logo | Capy Dptians €18 Funio
To activate your cash drawer select Drawer 1, then Prrt Gusbly [ Sandad v
select the action timing to Document top. Optionally Papet Type | Racepl -
you can choose any of the options listed in the drop Cut Achon
down box. By selecting this option you are telling the TR Fomn Foed / Pariel Col ¥
cash drawer to open either at the top, middle or bottom [;I;';‘e'l'l“"'mm f—

of printing the document.

Dirawerd  &chon / Timng ¥

| ok || Concel | | Help

To test your Installation simply apply, the changes and click on the General tab, then click on the
option labeled "Print Test Page". A test page should be printed and the cash drawer should open. If
the test page fails to print check your cable to make sure that it is plugged into the rear of the printer
and also plugged into the computer. Also make sure that the papers properly loaded and that you do
not have any error lights flashing. If a receipt prints and the cash drawer fails to open, verify that the
cable is plugged into the correct device. If the cash drawer has interchangeable cables you may want
to switch the sides that are plugged into the receipt printer and the cash drawer. You may also wish
to retest printing a test page to see if your cash drawer opens after each adjustment.

«.cca
///

With star or Epson receipt printers the cash drawers have to be specifically wired for that
receipt printer make sure that the cash drawer that you have purchased is wired for the receipt printer
you are using. It is also important to note that if your receipt printer uses a serial connection and
plugs into your 9 Pin Serial Port on the computer.

You must use a Null Val Modem Cable . This cable is required for Serial

{\ ",\"ﬁ Communications and cannot be adjusted with adapters or gender
hd changers.
B N | B

_— e

Once you have installed the windows drivers you are now ready to tell the system what receipt printer
you will be using. This option is done in the setup wizard of and MPOS software. See the instructions
printer setup discussed earlier for more information.
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Epson TM Printer & Cash Drawer

The first step in installing your receipt printer and cash drawer is to install the Windows Driver for your
printer. If you have purchased the equipment directly from your dealer the drivers are located on your
installation CD-ROM.

To install your drivers for a Epson printer you will need to browse to the folder labeled “Windows TM
Drivers” . You will find an application labeled “Advance Drivers for Windows 95-XP ”. Click on this
application and allow it to start its installation.

Salact Moduls %

Sefect[natal Mocke ———— The first step is to select the model number of your
e kg eyl i receipt printer by using the drop down box. The
TS 0L TR TR P T0 select the model numbers you wish to install. This
EFSON Th-190 Adcads option is very important because if your receipt

T printer has advanced options such as auto or
EFSIN Thtizie s partial cut it must be selected from this list. To
FR1M ThA4 1580 S v change the port settings click on the “Detail”

button.

Linreersal Dmver Dvermte |UV&;&'A|MI|E;{V'\-‘E1'$I'_1'_ "-':

[ chect | i | Cood |

Then allow the application to install its Windows Driver on your computer. Once this is done you'll be
able to view your printer from the windows printer folder.

«.cca
///

With star or Epson receipt printers the cash drawers have to be specifically wired for that
receipt printer. Make sure that the cash drawer that you have purchased is wired for the receipt printer
you are using. It is also important to note that if your receipt printer uses a serial connection and
plugs into your 9 Pin Serial Port on the computer.

Communications and cannot be adjusted with adapters or gender
changers.

bu h You must use a Null Val Modem Cable . This cable is required for Serial
A

.E-=
|
b= _—

Once you have installed the windows drivers you are now ready to tell the system what receipt printer
you will be using. This option is done in the setup wizard of and MPOS software. See the instructions
printer setup discussed earlier for more information.
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Customizing receipt print out

™ Print Logo's wsing intut nkernal Printes
= Select the printer you vel be using sith MPOS softuane Beddvanoed Setirgs

_ i.;' ™ Ary Windows Supported pos printer
= W Ink Jet or Laser Dhesk fop Prinkar

Sales Receipt '

Invoice Receipt =

Report Printer

Barcode Printer

Wwhat Words wil appedr on What Words sl appear on \afhat Fhone numids bo

tihe lbop of wour recsipt tihe Bottom of wour necept display on recept
This = siso the wekome bext This 5 also the st mess=ge
on vour pole deplsy on your pols deplay A

r'lm You, Please vist qu-:ll |':Iﬂ|:JEP B PHOME, MAIL, I:-l R TR

What Pebad Than Fdo vou At Address waod o En.q_u.'..:c-.ﬁ 0
BAENE Oy POLE lﬂl:EiI'lr, W by piind 0n: OLUF PRTEEDTS g g s oy
|Slun- 23 | |I_?csax'm Park W | ! Sonsture Line.

"

-

Print Crecht Card # 'z

Wiz Ceaska bo pont on recest =
| Print Doubie (2) Beceipt

Irecert Logo riter your bast heee
T T | d = Annt Double (2) Hecept For
Crecit Card Salss. Only

You can customize receipt printout by entering data in the setup wizard. You can access the setup
wizard by selecting 'setup wizard' from the 'options' menu of the main screen. After supplying the
password you have set, click the next tab until you are at the printer setup screen. You are able to set

4 lines of text, 2 lines for address, 1 line for phone numbers and full color logos for desktop receipt
printing and 2 color logos for point of sale printers.
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Cash Register

File Keys Employee duick Book ¢ptions EBing up Ssle As Emplovee Login HNumber Pad
Price fheck <lient Info Form £f Payment Set Timers Pald Sut Go to

Open & Closing Days

Optionally before you start processing transactions you can open the day by logging in. Once you
have entered the cash register system from the file menu select 'open day'. You will be prompted to
enter the amount you will be opening the cash drawer with for the day.

£ 1E_ feys  Lnployes  guick Use this to open your daily salelsnportant note if you
Frint setup Lhpl+s use this option (the cash amount you open with witiot
Eeprint Inwvolce {trl+FE be added into your daily cash totals.)
Spen Day £trl+F 1
{lose Day Ctr1+F3
Ewdd

Use this to close your daily salesmportant note if
your totals do not match you will be prompted to run
reconcile wizard.)

You can also close the day in the same manner by selecting ‘close day' from the file menu. You will
again be prompted to enter the total amount of funds in your cash drawer. If you're closing numbers
match your daily totals you have successfully closed the day. If your numbers do not match then you
will be prompted to run the reconcile wizard see 'Reconcile Wizard' for more information about
reconciling your daily totals.

Ring up sales
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It is best to enter inventory items into your system before ringing up sales. You can however ring up
sales with out having products in your inventory. If you have activated “Fast Cash Mode” You can
process sales using the hot keys. You can optionally use the F3 hot key or activate the key menu.

Employee  Quick Book Options — Rir

:':'E'I':junds Fz X This option allows you to ring up a sale quickljngsone
Fast Cash Mode - key._ I_nstead of scanning a product or typing troelpct
Distounts »I detail into the system you can use the Fast CasteMo
Clear Al F5 You will be prompted to enter the retail price loét
Quick Tatals Eé product. To see the details of how this featureka@and
Ring Up Sale 7 how to activate it and setup the assigned text.uSesl
Open Cash Drawer F& Setting up your system chapter

Process Customer Ticket Shifk+FS

Wiew Sales FReceipt Ctrl+2

Tax Status L

Search Product Mame Fa

Wi Service Grid Shift+F2

Wiews Inventory Grid Shift+F3

Hold Transaction Ctrl+H

Take CFf Hold Chrl+]

Zhange Quantity Chrl4+0)

Sell Gift Card Shift+F4

Add Receipt Memo shift+F1z

Also if you have products in inventory and the retail price is set to $0.00 you will be prompted to enter
the retail price for the product.

To learn how to input your inventories see “Setting up your inventory chapter” for instructions. If you

have selected employee login or client scans options in your setup wizard, then you will be prompted
to enter your information.

There are several ways to ring up a product or a service
1. Barcode scanning

2. Selecting your products name or service
3. Selecting your Product or Service Using programm ed buttons

4. Using Fast Cash Mode to sell products using just the retail price
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Classic Mode
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product ID or Barcode ID and press the enter key.
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letters of your product and MPOS will display
matches based on item names, descriptions,
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You can optionally preview product pictures during
ring out. Selecting the preview pictures optionha
“Setup Wizard” does this. When barcode scannieg|th
products, this picture will automatically appearh&i
using the name search feature (F9) the previelWweof
picture will appear on the screen also.
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Barcode scanning

You can read barcodes directly into MPOS PRO. When you activate the Cash Register screen you
are ready to scan products. The cursors default location is in the middle of the screen. This is where
both scanning and typing is done. To read a barcode into the system simply scan the product and
watch the ticket grid as it enters the data from your inventory. You can also type the barcode ID into

the box and press the enter key to sell the product.

Adult relaxer

$E5.00 Scan with your

-3 /AD Affirm

| 4 )

Tak Ifg
! I‘F_t. I

barcode scanner
or type the name
and press the
enter key.

| —

-Details

Data is sent here

Productld |Descriphor Price

Qty

Tax Collecte

-

001 AD Affirm 1156500

50,65

You can optionally scan the product in with your barcode scanner.

ProductId  |Descriphion Jtw | Price Tax serial Client Name |Employes ﬂ
832040001064 [Tecto Adapter L5250 0.00 _ 001 Foster-G5 aothers
\\ 1 4 // a L A

includirg:

\R\a? details on sgre
Product |

* Descripti
e Quantity
* Price
e Taxes
e Serial Numbe
¢ Client Name

4 | * Employee

il

You can change the Quantity by either changing the quantity amount before scanning or selecting
your product. This is done by either clicking with your mouse on the quantity box.
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Click here to change the quantity
before scanning or selecting a
product.




Adult relaxer

E:3,/AD Affirm|

$65.00

-

[ 1 l Tak It -
J'IW,L.I

-Details

001 AD Affirm 1/465.00 40.65

‘ Product Id Desn:ripﬁor|Qty |Price |Tax Collecte ii

Those not wishing to use there mouse to change the quantity can use the hot key Control + Q.
Or you can click on the grid column (Control + G) and make the changes after the product is
scanned. You can optionally change the quantity, price, tax, serial number and employee receiving

credit for the sale.

Changing an employee is done by clicking (or pressing enter key on your keyboard) over the column
with the employee name listed. Simply choose the new employee that will receive the credit.

Ewployee  [Line ID
Sother

a4

Eothers

Wells
fraig
Forter
John=san
Greesn
Lramer
] Fouler
E— Jenson

You can also discount a line and void a line by clicking or pressing the enter key on your keyboard
over the product row. You will be given the menu shown below.

Productld |Descriphion Qty | Price
B3204000M1NRd FTarmn & dantar 117 CN
Add & new sale

] Moid Tecno Ada

— Iizcount Tecno Adapter

pter

A

If you have a pole display configured. You shoulg
see the retail prices and the product name appeay.

The pole display scrolls the text that appearbeat t
top of your receipt before a sale. And displays th
information at the bottom of your receipt at thel en
of a sale.
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Non Inventory Sales use (*) Asterisk

A special feature is available for sales that are not listed in your inventory. This is done by typing the
asterisk * in the text box that is normally used to scan your products. Then pressing the enter key you
will be prompted to enter a product ID, next enter a product name, then enter the quantity and retail
price. This is how you can ring up a sale that may not be in inventory or a service that is not listed.
The data is stored in your report management area with the rest of your data.

Multiple products sharing the same barcode

You can use the same barcode for several products. This can be used for products that share the
same barcode but have different sizes or colors or schemes. When the products are sold you will be
given the options to select the product from a list using the short name and description. Therefore it is
important that if you will have several products using the same barcode or product code, there
description and short item name be different, so you can tell the difference between each product. In
the example below (3) products share the barcode ‘1234’ this is the screen that appears during a sale
transaction whenever multiple products are found with the same UPC or barcode ID.

s : All products here have the same UPC or
bultiple products zhare thiz product .
id or 'UPC' select helow the Barcode ID. When you sell an item or a
product you wish ta fing up. service that shares the same UPC code the
et amne [Description Multiple Product grid will appear. And give
JC Bub Gel - Bath Gel you the choice of products to sell.
JC Cond Conditioner 8 oz
JC Diiglr 2oz <

L3

Cancel I

Selling Items that are serialized

If you have set up products in your inventory system to be serialized when you scan that products
barcode Id or select that product by name. The menu below will be shown, you can optionally select
the serial number of the product you are selling. If you wish to simply scan the serial numbers using
your barcode scanner this can be done by pressing the letter (s). This will create a prompt that will
allow you to scan your products serial number into the system. You can then continue with the sales
transaction.
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Thiz tern iz Senalized you must

select the serial number that will be By typing the letter (s) with your keyboard

zold. you can optionally scan the serial numbers
, of each product you will be selling.

BarcodelD | SerialMurber fﬂ

232040001 D54 i 2001

232040001 0654 2002 o

232040001 054 2003

232040001 0e4 (2004

232040001 054 2005

232040001 D4 | 2006

232040001 054 (2058 e

Cancel I

Selecting your products name or service
You can also change transaction types by clicking on the menu labeled “Ring up Sale As” this allows
you to edit previous transactions sell a non inventory item change from sales transaction to invoices.
You can also receive payments create sales orders and estimates. All of these features can be
activated or selected by clicking them from the list then selecting the transaction you wish to convert
or edit.

— 02020 02 . ..
i | Ring up Sale As | Employee Login  Number Pad  Price Check Client Info  Form Of Payment £

Edit Transaction

|
Mon Inventory Item Shift+Fg pe Your Item Here o

Sales Transaction Ctrl+X

Invoice Ctrl+Y  m Name |Qty | Price |Tax |Client N
Receive Payment Shift+F5

Sales Orders r Create Sales Order

Estimate > Create Invoice From Sales Order

Create Purchase Order From Sales Order

Selecting your products name or service

You can also use the name look up option located on the view menu or use the corresponding
shortcut key F9 in classic view. This will allow you to type the product name into the text box, the
system will anticipate your keystrokes and pull up the closest match until it finds the product your are
searching for. Once it is found, and the products description and price match your product. Click the
enter button on your keyboard to send the item to the ticket.
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N Emploves  Quick Book Options — Rir
Yoid FZ

Refunds r
Fast Cash Mode F3
Discounts L
Clear all F5
Quick Tokals F& This activates the box that allows you
Ring Up Sale F7 to type the product name instead of the
Open Cash Drawer  F8 barcode ID, or UPC code. The hot key
Process Customer Ticket  Shift+FS for this option iF9
Wiew Sales FReceipt Ctrl+2
Tax Status L
Search Product Mame  F9 <
Wigw Service Grid Shift+F2
Wiews Inventory Grid Shift+F3
Hold Transaction CkrHH
Take Off Hold Chrl+-3
Zhange Quantity Chrl4+0)
Sell Gift Card Shift+F4
Add Receipt Memo shift+F1z
Selecting your Product or Service using programmed buttons
[3_'.3!-’2; ;'uf["u'.:l:"-'"E_I',-fn'b‘_'z__'Iu_j-J.:I_-_i[___ _____ _ - ,_"J ]
& Flo Keys Employss GuickBookCptans Fong up Sl As Employsslogn MNumberPad FrieCheck Clerk Info Form OF Paymert  Sof Tmers Pad Ot 5o to - & %

Lori logged into Sales Transactions

W Scan or Tvpe Your Item Here

-Inveriory GrigT_fat oy Camory B eowBvtion Brapties Product Id [Deseription [Oty[Price  |ClientNi=
\ Click here to exit
service grid
view.

Access
Passtvord

- — w m

Recovery

¥ To sell a product click on the button usin&
either your keyboard or mouse, or touch
NP0 FroSees screen. By floating your mouse over the
product the barcode ID will be shown.
Click or press enter and the sale will be
sent to the ticke

-]
Jal] . - L

ﬁg = View W |
N SewchBy | Chenge Sardca Irvenboey | FastCashe  RisgUp Vad F2) Discounts Change Claar 41 @}
2

Proguct Guantity | qodiera | med il < 4 A . " A
Mome (F3] | (Chi 0] Lmdé?lll l’.n||:||#_3||:|‘| Mode [F3] | Sale |F7) [Fd) Employes IF5

Eirizh
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Service and inventory grids are activated by selecting, the short cut Shift F2 for Services and
Shift F3 for inventory.

To maximize screen usage it is suggested that your screen resolution be set to at least
800x600 Pixels.

Or using the menu “Hot Keys” and activating either service or inventory grids.

AN Emnployes  Quick Book Options  Rir

‘ioid Fz

Refunds €

Fast Cash Mode F3

Discaounts 4

Clear all FS

CQuick Tokals Fé

Ring Up Sal= F7 Shift + F2 or Shift + F3 will activate the
Cpen Cash Drawer F& .
Process Customer Ticket  Shift+Fa programmable button grld'
Wiew Sales Receipk ChH+Z

Tax Skatus 4

Search Product Mame Fa

Wiew Service Grid Shift+Fz

View Inventory Grid Shift+F3

Haold Transaction Zkrl+H

Take OFf Hold Ckr+1

Change Quantity ChH+D

Sell Gift Card Shift+F4

Add Receipt Memo shift+F12

= __You can also add a 254-field memo to the bottom of the receipt by
selecting the option labeled “Add Receipt Memo”

This option allows you to select unlimited amount of both inventory and products. When
activating the grid you can either select with your mouse or keyboard the service or product and
press the enter key to send it to the ticket. Or if you are using a touch screen simply touch the
product and send it to the ticket. This is helpful when you have services or products that are
used frequently rather than selecting or scanning these products you can create shortcuts keys to
activate them with a touch of a button. These items you select are apart of your standard
inventory or services list. They are listed in the service and inventory grid when you check the
option “Hot Key” or “Service Key” located in the inventory and service screen. You can optionally
sort the keys by category. By doing this you are able to group all the buttons into sub categories
allowing you to group and find products quickly. Assigning categories is done on either the
inventory or service screen of the item.
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Using Fast Cash Mode to sell products using just th e retail price

“ Fast cash mode” this option enables users to enter sales in cash register mode easily without
having to scan or type an item in. When this option is enabled by the manager users are given the
ability to use hot keys to ring up sales. Sales can be rung up using the “F3” command.

-ﬁeys Employes  dAuick Book &ption

Yoid F2
Refunds b
Iiscounts F4

Llear ALl F5

duick Totals Fh

Ring Up =ale F?

Prpen Lash Prawer Fa

Tax Etatus 3
SEAlEl FEmaiL R Nl F3 will activate Fast Cash Mode”
View Serwice Grid Ehift+FE
Yiew Inventory Grid Shift+F3
Fast Cash Mode F2 <

Sales can also be controlled from within inventory by simply changing the retail price of any product to
$0. If an inventory item is scanned, or if is typed or selected from the drop down option and the price
is set to $0, then you will be prompted to enter the retail price of the product. And alternative way of
ringing up a sale is using the F3 Hot Key. When using this option you will be prompted to enter the
retail price for the item that is being sold. When using this particular option it is noted that you should
have already set the options in the setup wizard. To activate and change settings see the chapter
“Setting up your system”

Voids
You can void out any transaction by -
clicking on the void button or using your Keys Employes duick Book Option
hot key F2. Then scan the product you Yolid FE ,
. . . Refunds 4
will be voiding or type its product ID and rll ey i
press the enter key on your keyboard. Llear ALl Fs5
You can optionally click on the grid and duick Totals Fh
select your product manually to void. Bing Up Sale P
Spen Cash Irawer F&
Tax =tatus 4
Search Froduct Name FSH
Wiew Serwice Grid Ehift+Fe
: view Inwventory Grid Shift+F3
DISCOUﬂtS Fast {ash Made F3

If you will be applying discounts you must
insert the discount before scanning or
entering your product into the system.
You can click on the discount button or
use the hot keys F4 to activate the

discount box, enter the dollar amount of You are also able to program the default buttons that
the discount you will be applying. Then will be displayed. These buttons can include preset
scan or type your product ID into the discounts as well.

system.
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Refund

You can refund any sales transaction by
using the Refund buttons or hot keys Citrl
+ F for a Full Refund. Ctrl + R for partial
refunds. To issue a refund select the
refund type you wish. You will be
prompted to enter the original invoice
number. After entering the original invoice
number. The invoice will pull up into sales
mode. If you are processing a full refund
press the F7 key or the ring up sale button
and conclude the refund by pressing the
conclude sale button. The invoice will
generate a negative invoice and process
the refund. When processing partial
refund enter the original invoice number
then you will be prompted to void out the
selected items you will be voiding using
the void option (F2). Then press the F7
key or the ring up sale button and
conclude the refund by pressing the
conclude sale button.

Quick Totals
You can generate totals by pressing the
quick total button or using your hot key F6

View{é

o N )
5 earchﬂ'ﬁ I:hang!r Service [Fventon % e
Praoduct Cuantity | Grid [Shift +| Grid [Shift +| Fast Ea:ﬁ Rirg Up
Mame [F9] | [Chl+ Q] F2]

View{é

22

F Mode [F3] | Sale [F7]

P2
{.} Ehang!'-'

~ | Discounts Employes

oid [F2] (F4) [FE]

IE)
Clear .-“-‘-‘.ﬂ' @/

[F5) Firizh

Z =
- &cv Process Sale
1'LC_:/
- —

E‘?’
5 _h" '--:J

- @ Refund Cliert

“iewy Sales Receipt

Inwoice & Client

Receive & Payment

You can use the main
navigation menu. To
activate many cash
register features.

Splitting Form of Payment:
Other

Split ____ An

Cash Chrl+P

Gift Certifil hEn:l::. Chrl+E

H Credit Card Chrl+D
Glft Card Other Chr[+H1
Split ki
L. it Certificate Cria
' GiFt Card Ctrl4+F4

Cancel Split

To split a form of payment click on the form of payment labeled “Split ” then select the form of

If you are going to split your transactions with
either a Gift Card or a Credit Card make sure to select these payment methods as the last form of
payment as they will need to be processed through either the gift card system or credit card module.
Before starting the split process you should add any tip separately from the spit.

payment you would like to split the transaction with.
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Clearing Tips & Splits:

Form OF Payment =R

Zash Ckrl+P

Check, CEElHE

Credit Card Chrl+D

Other Chrl+M

Split ChrlHin
Gift Certificate  Chrl+a

Gift Card Chrl+F4
Zancel Split

You can cancel and clear a split transaction in the middle of a sale by clicking on the Form of Payment
menu then selecting “Cancel Split”. Also if you have added a tip to a ticket and wish to cancel all tips
you can click on the button labeled “Add Tip” then type “x” and press ok this will cancel and remove all
tips added to the ticket. This feature will only work when the ticket is active or being processed once it
has been completed you must either void the whole ticket or enter advance mode to make
adjustments on completed tickets.
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ready to check out press the “Ring up Sale”

Conclude Sale Classic View
Once your product is entered into the ticket simply repeat the step for each product. When you are

button located at the top right corner or use your hot key

F7. You will now be directed to the final stage of your transaction. Select the form of payment,

Foem of Check

Fayment  =radit Card

Other
|Split

T | Gift Certific
Gift Card

/-MT‘

~Amount Cue

After pressing the Ring up Sale button or F7
you must select the form of payment.

$1.00

Amount Pald

$0.00

<

Then enter the amount paig

<«
~Amount Still Due—;

CFratalied P Printei —

record a tip.

Click this option to

I Pt Aggsx
+ «

2|
k

Uncheck this check box to not print a receipt

Caniel
Iransaction

Click here to conclude sale and open cash
drawer

You will be accepting. You will then be prompted to enter the amount paid, once you have entered
the amount your change will be calculated. You now can select if a receipt will be printed or not.
Press the open cash drawer button to conclude your session. You have concluded the sale and you
are now ready to process the next sale.

|—Amc:-unt Pald—|

[ Let Printer————

‘350.00

[ Erint Receipt
—v— :

Conclude Sale

Amount Still Due

e

Cancel
Transaction
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You will notice that your Conclude Sale
button will be disabled until you enter the
correct amount of the sales transaction. You
can enable the button by
« Entering an amount greater than
amount due and pressing the enter key
» Entering an amount greater than the
amount due and pressing the tab key
» Entering an amount greater than the
amount due and moving your mouse
towards the conclude sales button.
» Entering an amount greater than the
amount due and activating the Print
Receipt option (Alt + P)



Conclude Sale Modern View
Once your product is entered into the ticket simply repeat the step for each product. When you are
ready to check out press the “Ring up Sale” button located at the top right corner or use your hot key
F7. You will now be directed to the final stage of your transaction. Select the form of payment,

- = ¥ |

v - ot Bt Cutims. P Gl Evateves et blasber Pl s Db et fe Frm OF Paweart - Sed Tt |

Lot dagged inin S Tronnsctines §493.89

[Frosmairii Thencrtion [GryPilis |Gl Hame " [Ermplages T =11
113 MPOS Pro 1 G4m0 Lesi

o
D

After pressing the Ring
up Sale button or F7 yol
must select the form of

e x | Tam ‘1 Ammourt E-ue:‘ payment.

T ——

S—

et | ] E | Tax Collected :
C— jSadlt cand - vyt u Then enter the amount paid
g | Split Change Returned: | ($6.11)

Gift Ceftificate Print Receipt :- - -

Click this option to = Select Yes or No to print receipt then click the
record a tip. ' | “Conclude Sale” button.

i i _._I g Dcmmi | Chssgs | Dk il
T T

You will be accepting. You will then be prompted to enter the amount paid, once you have entered
the amount your change will be calculated. You now can select if a receipt will be printed or not.
Press the open cash drawer button to conclude your session. You have concluded the sale and you
are now ready to process the next sale.

You will notice that your Conclude Sale
button will be disabled until you enter the
correct amount of the sales transaction. You

1 = 10 20 B0 10( can enable the button by
« Entering an amount greater than
amount due and pressing the enter key
01 23 456 7 8 9 - Enteringanamount greater than the
amount due and pressing the tab key

» Entering an amount greater than the

amount due and move your mouse

Cancel towards the conclude sales button.

— » Entering an amount greater than the

amount due and activating the Print
Receipt option (Alt + P)

Enter
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Change Employee

File Keys Emnployee @uick Book 4ptions Ring up Eale A= Employee Login  HNumber Pad
Price fheck <lient\Info Form ©f Payment Eet Timers Paid ¢ut Go to

Use this option to change the credit for a sale from one employee to another by selecting the
employee button you will be given a list of employee’s to choose from, click on the employee you wish
to change to. Itis important that you change the employee name first before you scan the product or
enter the service code.

File Keys Enployee @uick Book 4ptions Ring up Eale A= Employee Login  HNumber Pad
Brice fheck <lient Info Form &f Payment Zet Timers Paid Sut Go to

Price Ch;h

If you are unable to scan a product you can run a price check by selecting price check button or by
using Ctrl + C. You can then type the product name and press the find button or you can scroll down
until you see the product. Once you have located the product you can double click on the product to
send it to the cash register or select the product and press the send button.

Placing a Sale on Hold

You have the option to choose to place a sale on hold. This feature is useful if you don't want to void
out an entire transaction. To activate this option click on the keys menu and select "Hold
Transaction" or use the hot keys Ctrl + H. Whatever invoice you are currently processing will be
placed on hold. To process a sale that has been placed on hold. Click the keys menu and select
"Take Off Hold” or use the hot keys Ctrl + J this will activate a grid that will show all invoices that are
on hold. To take an item off hold simply type the invoice number in the text box highlighted or double-
click on the grid. This will send your held invoice back to the ticket simply process the sale as normal.
Important Notes!

When using the Hold function several things are affected. Whenever you leave the cash register
mode you will be prompted to clear all items that are on hold. If you decide not to clear them these
files will remain in hold mode. They will be incomplete records that have not been flagged as
complete. If you are running reports such as daily product totals and daily details you totals will not
match as you have orphan files or files that are associated with transactions placed on hold. If you
are running QuickBooks Pro and are exporting data and you have items on hold you will receive
incomplete data or error line messages when you export to QuickBooks Pro. Also when you run
Database Cleanup any record that is found that is on hold will be flagged as orphaned and you will be
given an opportunity to delete these files. It is therefore very important that before closing any day
you clear or delete any items that are on hold. This can be done by selecting the delete button that is
located at the bottom of the hold screen (this is activated with Ctrl + J). To manually change the
status of an invoice that will not clear using the delete method, enter "Edit Mode" and find the invoice
number using the Edit "Cash Register Data” option. Find any invoice with the department number
listed as "Hold". Simply remove the words (hold) to remove the item from hold status. This does not
remove the orphaned files but instead removes it from the grid that displays all of the invoices that are
on hold.
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Employee Login

In order to use employee login you must have first setup your employees with employee numbers.
See 'Employee Setup' for detail instruction. Scan your employee card 'See ID Pro’ for creating ID
badges or type the employee number and press the enter key on your keyboard. If your ID is correct
then you will be allowed to enter the cash register system.

File Kewy=s Enmnployes &ulck Book €ptions Eing up =ale As Employees Login  HNumber Pad
Price Check <lient Info Form &f Payment Eet Timers Pald ¢ut Go to

\ Client Profiles

You can create and maintain a client profile on all of your customers. You must type the client phone
number into the first text box and press the enter key on your keyboard. If the client has a previous
profile it will be pulled up. If the client does not have a profile you will be prompted to create one. You
must then fill in the information listed and click the continue button. As an added feature you can also
change the default find field, this is the field used to find your client in the database. You can change
this field by clicking on the file menu of the client profile screen. Then selecting “Change Default Find
Field”. Once this is selected you can change the field to any of the following.

HOME PHONE

WORK PHONE

MOBILE PHONE

FAX NUMBER

EMAIL ADDRESS

FIRST NAME

LAST NAME
ORGANIZATION ANEM
USERDEFINED FIELDS 1-16

This is helpful when you will not be using phone numbers as search criteria or if you will be using
account numbers that are associated with pre printed stock numbers. You can simply use the user
defined fields assign the account numbers to those fields and use those numbers as the default find
field.

Check Verify

Your system is equipped with an internal check verify system. This system will check every check to
verify that it has not been presented in the past and returned as unpaid see 'bad check system' for
more details.

Credit Card Verify

Your system is equipped to process credit card transaction. If you have enabled pc processing, PC
Charge Pro or XCharge you will be able to process credit cards. See setting up your system for more
information. If you are using a standard bank terminal or another form of credit card processing the
system simply flags the sale as credit card and allows you to continue your sales transaction.
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Gift Card Verify

To process gift cards within your system it

Cash must first be issued. To issue a gift card it
Check must be created in “Gift Card Manager *
Credit Card — then it must be sold through your inventory
Other Unable to locate account 1001. Orithas ~ System. Once it has been sold or marked
Split not been issued yer. as issued it candthen bellijsed as a;formdof
: Sl payment. In order to validate a gift car
Gift Certific [ simply scan or type the gift card number
M ! and press the enter key on your keyboard.
i Amount Still Due The system will check and validate the
_"’;.ﬁ value of the gift card, and present you with
E“?' an authorization or a decline of
beid T transaction. To learn more about this

feature see "Gift Cards" in the Tools you
will use chapter.

Invoices

Ring up Sale As Employes Login Number Pad Use this option to
Eales Transaction Lt l+d invoice sales
Inyolte < : oo transaction
Post Involce (Receive Full Payment) Ctrl+Z
Receive Partial Pavment Shift+F5
Zell Package Zhift+Fk
Yoid Package Shift+F7

- o The invoice feature is used when you are billing a
\i \View Sales Receipt client and wish to hold the invoice until payment is

' secured. For instances you want to bill a service that
1‘7} Receive A Payment require payment after services have been
g completed. (l.e. laundry services, alteration, etc.) By
ih; Process Sale ringing up the transaction as an invoice you hold it

open until you post full payment on the invoice.
- : - When you post open invoices you are completing the
Invoice A Client : R
\) transaction. The invoice is closed & removed or
archived and the transaction is given a sales number

A\ Refund Client and stored & reported as a sales transaction.

Reprint Invoice
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Use this option to

Eils Eeus ioupdpecs Suiics Reprint a sales ticket

Print Zetup CEPl+E . .
Eeprint Invoice {trl+FC < or invoice
Lpen Tay ftrl+F1
Llaosze Tay CEtrl+F3
Exit
TVl 11t rece s o s8¢ okl ke
Scan or type invoice number In the instance you need to reprint an
ke L R~ i i okt \ - invoice select the file menu then select
N reprint invoice. You can search for
il =k, invoices by name, customer jobs or
e, e invoice numbers. On screen previews
Peg=fuol Oty Fries .
P i | O are also available.
Aaaurd Dom §7106
Fuoin of Paymand Dach
Ageruid Tesalesed 1100
e Fetaried $000

3 L4

Gl

3

Selling a Service Package

When you are about to sell a package, enter the cash register then either use the menu “Ring up
sales as” or use the hot key Shift F6.
Eing up Zale As Employes Login  MNumber Pad

Eales Transaction Ctrl+id

Invoice Chrl+y Use this option to sell a package or to
Post Inwoice (Receive Full Pavnent) <trl+Z void a package.

Receive Partial Payment Ehift+F5

EZell Package Thift+Fh P

Molid Packaoge Ehift+F7? h

You will be prompted to type or scan a membership card if you have purchased membership package
cards, simply type or scan the barcode ID’. If you are using your own stock or if you will be using non-
card account numbers, simply type the account number and press the enter key.
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—5ell Package

070074111193
Fackage Descrption ‘
[drit Arnownt .
*ﬁ%ﬁ%ig, 1iah
e -~
Sell
Retail Price Package
Wioid
Fackage
LCancel

You can now select the package from the combo box listed “Select a Package”. Once you select a
package you must now select the sell package button. This will sell the package and add it to your
ticket. Voiding a ticket is done in a similar way by clicking on the void package button or using the hot
keys Shift F7. When you sell a package you are creating a service item in your inventory & service
database this is then treated as a normal service or inventory item.

When your client returns to use their card, simply scan the card into the system or type the ID number
into the main text box.

When the item or service has been depleted it will inform the user and either remove the expired
account or place in on hold until used again. Managing the packages is done using several reports.
The first is “Package Report” this report is located on the main screen in the report section also
available is the “Package Details” Report. You can also run daily sold packages by running a daily
department report. Each package that is sold and created is assigned to department “packages”
therefore allowing it to be tracked and reported separately from other services. Once the package has
been processed it will now show up in your item & service list. So along with your products and
services you will now see packages. You can now select them the same way you would select a
product or service either using the account number or using “Name Search” and typing their name into
the system. Or you can optionally use the “Look up Packages” menu.

Timer Modules

When activating a timer module the

| Zet Timers P !
name on the menu will change from

Timer 1 . )

el & Timer to the name of your client. You
e can then check on the timer session by
Tiner 4 < either clicking on the timer menu again or
Timer & selecting the client’'s name. Or you can
Timer b select the client’s timer session on your
Timer 7 taskbar. The caption of the timer should
Tiner & have the clients name listed.

Timer 83

Timer 10
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You have up to 10 timer modules that can be run simultaneously. To start your timer module click on
the option set timer then click on the next available slot which will be the word timer followed by a
number. Now select the service from the drop down box then select the client. You must now press
the start button to activate the timer. Timer modules allow you to preview a sale before stopping the
timer by selecting preview current total. You can also void out a previous timed billing by pressing the
void timer session option. If at any point you decide to put the invoice on hold simply answer no to the
guestion asked when you click on the stop button. This will put the invoice on hold and will also
minimize the screen. When you are ready to conclude this sale simply find the module on your
windows taskbar and click on it. Then from the menu option select the un-hold session option.
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Tools you will use

Tools of the Trade

=
1‘- ey 5 #‘ 4
Edit Cash Register
Data Manage Commissions Manage Tips
Y
snt®
A & \ 2
C ".T: " i‘:d'
K Manage Muliiple
Manage Gift Cards Stores Raconcile Wizard
= Ca w
q® = |
Purge Old Data Database Cleanup Export Data

You have different tools that are available in MPOS that will enhance the over all system performance.
Below is a list of features available at what they do.

' gManage:

._’- #

11 Edit Cash Register Data

o Edit Cash Register Data

Edit mode Is a handy tool used to edit raw data. If you are familiar with using spreadsheet
programs such as Excel or Access, You will be right at home in edit mode. Every single
transaction that has to do with your system is recorded in your Access database called
smp.mdb and prd.mdb. If you need to purge some of the data or to void out an entire
transaction. (Note this is not the suggested way of voiding out transactions or changing
records. Itis suggested you use the void method to cancel out transactions).

Edit mode is broken into 2 specific categories.

Reagizter Product
Databaze | Databaze

The first category is Cash Register Data, this is the data that is stored in your database that
correspond with point of sale transactions, and this is started by clicking on the button labeled
“View Cash Register Database”. The next is product data, product data is the same data that
is stored in the cash register database but is broken up specifically for product manipulation this
is activated by clicking "View Product Database” . To understand how to operate in this area
you must be very sure what records you need to modify or delete. The records are
permanently deleted from your database and cannot be recovered. It is suggested that those
that are comfortable with spreadsheets use this tool.
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To modify a click on the cell you wish to update
Edit C=ta
| . | -iﬁv:-rlcel. DaTﬂ-lEmpluyee ' [Form Of = —|
¥ _ [EFift Card
SF25h004 | Cash

i Bl

& i Use the standard
- C ﬂ L‘__ D navigation tools to
| ' = move from record to

b ove tove record.
Find - Frint: | Mowve First | Previous | Mest | Move Last

To view the full invoice information on any invoice you can double click on the invoice number, this will
activate the Preview Sales Receipt option and will show you the entire sales transaction if available.
You can then either scroll down to the appropriate record or click the find button and enter the invoice
number you wish to modify. Once you have located the invoice you wish to modify. Simply edit the
record by clicking on the column that has the invalid data i.e. form of payment fields list cash when it
should be check etc, deleting a record is done the same way after you have identified your record
click the delete button on your keyboard to delete the entire record. Make sure if you are deleting the
record that you also delete the related product data in the Product database. See Database Cleanup
for more information on editing and maintaining your database.

Advance Mode:

To enter Advance mode click “Management Tools” “Edit Cash Register Data” then select “Advance
mode” This is a feature that can be used to edit any of MPOS database records. Because tables can
be added with each update a list of the main tables will be shown below

Table Name Database  Purpose

Stockinventory smp.mdb Maintain inventory, packages, services

Mnumain smp.mdb Customer Profile table

Cashregister smp.mdb Cash Register table receipt data only

GiftCard smp.mdb Gift Card Table encrypted

Splitpayment smp.mdb Detail data from all form of payments that have been split
Tip smp.mdb Details of all Tips recorded

TimeClock smp.mdb Details of all time clock transactions

ReportProd prd.mdb Details of all cash register items sold per ticket

1-30 day.mdb Scheduling table for employees columns 1 - 30

ts.mdb Scheduling table for tanning columns 1 - 30

nnnnnnnnn

yyyyyyyy

CIE] CIPA

oo bz Move E-:i;'éﬁce i
s Mest Miove Last Mode Edit
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Manage Commissions

Commission Calculator is used to calculate commission for each of your employees. Before you can use this
feature make sure you have completed the setup wizard and have setup each of your employee’s with valid
commission rates. There should be a rate for inventory, services, and packages.

_ You can change the report
of Commiz=lon Calculater totals by selecting what

Payecil - = ; T sales type to calculate.
Wieek Slailing @ whisek Ending & i:;e:. T [ Servoes @ | ﬂ |
L - [2/502 | B R T W e
friverioy | [Forvce | [Packase gﬂ' ¥ Fal You can view any invoice by clicking on the
fﬂ";‘“"“ ommissor]. SN Johnson invoice number.
: 05 13 iy - _
Standard Commission Report 1Emplnj'ee Commission History | ::']W:"EE #4568
ate
Tkl Date_Jinvoce|Desenpion | &m0 IEmployee  Client Name
$653.99 1/29/02 361 | Bups Bantan 12
= - |[Wells
/29402 461/ Bup Banton ;
Inventory Totals 1/29/02 450 Bup Banton 12 [|Product Qty  Price
£$125.00 1290 6D Bup Banlon L 25 Minute Ta 1 30
Inventory Commizsion Totaly | 1/29/02 459 Bujs Banbon 2] ([Taxes Colected %0.00
$3.75 :.f_:EI-"EE 45% Mrtme =t |Amount Due $0.00
1730402 536| PC Chage Pio £43 F FPavmant
Service Tolals 22 558 Tecno Adaphe 3 oim-n ¥
$30.00 2302 552 Tecno Adasts: 3| [[Amount Tendered $0.00
Service Commission Totals 20z 558 Tan Sestion 31 [Change Returned $0.00
_ﬂ 50 2R 558 Tar Sawion 3
SR SRE T0MuhT an 3
Package Totale 23n2 558 TanSession 3
504 93
Eoskoge bomodizion Totak Commission on this Product $1.50
Tatal Commission Paid
| | $70.80

When you open the Commission Calculator it automatically will fill in the calendars dates with the last
7 days. You can however change the date range to any date you choose by clicking on the date text
boxes. Once you have selected the date range you must now select the employee. Click on the
employee from the list. You can then check which sales types you wish to view. Once you have
chosen your employee the grid will fill with the sales data for the period you indicated. It will also be
color coded to show what sales belong to each category. Also you can change any commission rate
without permanently changing the employee’s commission profile. In cases you need to override the
standard commission rate with a temporary one. You can optionally view the sale receipt by clicking
on the sales number. The sales receipt preview will show the full invoice and the commission due on
the product you have selected (not the entire invoice).
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.,: . Manage Tips

S Manage Tips

‘ b

The Tip Manager is used in
Mesk Starting week Ending @ Eﬂ::;rs 2 ¥ cash Tatal Cash Tatals $0.00

< much the same way the
5/2/2010 |5J?x2010 — 'lz check E::: E:‘;Citch;;a'Tsotal :ggg :‘ Commission Calculator is
% Ohar | Tola Other Totas | $0.00 used. By default when
o eS| opening the Soreen you wil
W invoice 10 5/7/2010 Pt be given the last seven days
DATE [INvOICE  [EMPLOYEE | AMOUNT]FOF [ Cliert as a date range. You can
change date ranges to reflect
fotal Ties any date you wish. Once
you have selected the date
range simply click on the
employee name you wish to
generate the report for. You
can optionally filter the report
by form of payments by
clicking on the check box
labeled cash, check, credit
card or other.

The report that will be displayed will show all transactions were tips have been collected. The report
will give you a detailed explanation as to each transaction that has been processed. It will then give
you totals for each of the form of payments you have selected. Then at the end of the report the total
for all forms of payment is selected. This report also supports Invoice Preview, by clicking on any
invoice number you are able to preview the entire invoice selected. You also have an option to print
the listed report using your default report printer. The information contained in this report is stored in
the main system database and is not accessible using edit mode. You can however use database
tools to access tip manager in your Microsoft Access database the name of the database is smp.mdb
the tables name is “TIPS”. Also on screen you can view grand totals for all employees for all forms of
payments. You can optionally select the print check box and include totals on your print out. Also
when you print your “Daily Summary” tip totals will be assigned a row to print.
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B Manage Gift Cards

The gift card system is used to manage create and maintain gift cards within the system. The first
option in creating a gift card is telling the system how you will be managing your gift card account.
You must let it know if you are managing it (locally) meaning in one location. You should choose local
even if you are networking several computers in one location. Or if you are using this system
remotely and have setup an account with your dealer to access the gift card database over the
Internet. In order to use the remote or multiple location option you must first set up the account with
your dealer and your account should active before setting up this option.

Next you must set the options for your gift card accounts.

Man age Account Manage Account Store Accaurt Mo
Locally (This ~ Remotely (Multple  F1 31
Location Only) Locations)

™ Maintain Balance on Card Delete Gift Card Account After Full

iz . Balance im Used (RBeporting
Cash Ot Cards Balance After Use Hmraation will remsig

LCreate Mes Gl || Menage Exnsing |
Lard Sccowrds || Card Acoourts

Before you can begin you store account No. should exist if this is blank contact your sales office to
receive your store account number.

By selecting “Maintain Balance on Card” , whenever you issue a gift card a balance will be
maintained on the account allowing the customer to continually use the card until the balance is equal
to zero.

By selecting “Cash out Cards Balance after Use” , whenever you issue a gift card the balance will
not be maintained on the account. Therefore the card can only be used one time and the remaining
balance will be cashed out during the point of sale transaction.

The next option is “Delete Gift Card Account after Full Balance isus  ed”, this option will delete the
gift card number or account number after it has been used in full, if this option is checked the actual
gift card number will be removed from your database. All the historical data such as the gift card it
self being sold. Any transactions purchased with the gift card will remain in your historical report data.
Use this option to maintain an efficient account list. By default when connecting to the remote gift
card system all gift card accounts that maintain a zero balance for more than 30 days are
automatically purged from the system.

To create a gift card account click on the button labeled “Create New Gift Card Account” . The
following screen will appear allowing you to type the sequence numbers of the gift cards you will
issue.

Select Gift Card Account Numbers

I 5 Set Gilt Card
Stert Fromr |00 Tor 208 Yalues from 105
o 205
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You can create a single gift card or a sequence of gift cards. It should be noted that when you create
a sequence of gift cards, they must all be created with the same value. If you will be creating several
gift cards with different values then it may be necessary to issue the cards separately.

After you have selected the sequence numbers of your cards that will be created you must now assign
a value to your gift the cards. This can be done by selecting a value from the selected buttons, or by
manually typing a value in the suggested area.

Select Gift Card Value

Select the value for all the cards in this sernies or type tha value in

| & | 1] 15 20 25 a0 T 40 |‘5

45 5 55 =] ES 70 b a0
Sel Gt Cand
Viausz
85 20 5 100 106 o 115 120
Ea |
r After creating Gift Cards pul them
imte inventory astomaticably
You can also check the option “After creating Gift Cards put them into inventory automatically”

this will put cards into inventory automatically. If this option is selected then the system after creating
gift cards will put them in your general inventory. It will serialize the sequence numbers under one
product line with the name qift card . When you are ready to sell your gift card simply type or select
the product gift card into the cash register system.

To Change
Quantity Ctrl + Q

’T j‘ gift card

Tax Item

~
A list of available gift cards will be displayed.

Thiz ltem iz Seralized you rmust

select the senial number that will be
sold, s5.00 C&
Fad.
BarcodelD | SernalMumber
Gift Card {1787
Gift Card 1754 :
Gift Card 1760 1 card
Gift Card 1761
= [tem
v
Cancel
[Product Id | Description |Qty |Price Tax
|gift card |Gift Card 1/$65.00 $0.00

After selecting the gift card account you can then ring up the sale as normal.
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By doing this, the gift the card is now considered issued and is now available for use by the clients.
This option is a security feature that requires cards to be issued or sold to a client before they can be
used.

N

/// a

Due to the complexity of issuing cards over multiple locations you will not be able to use the
issuing feature when using remote or multiple location gift card account. Once an account has been
issued and placed on the main server it can then be used on any location as a valid form of payment.

After gift cards have been issued they can then be viewed in the “Manage existing gift card accounts”.
Section.
Manage Existing Gift Card Accounts

o~ View Undssued Catds & VEW SR CariE |
{Cards Mot sold to & client) {Cards sold te a cliemy

Click an data celi to edit a record
Diate Crozbe | Stove Aceon | Card Mumbe] Amount |

1/ 252004 1758 3

Exx

By clicking on this option you are now able to view issued cards as well as non-issue cards. You can
also view card history by selecting the button labeled “History” . This will display a history of
transactions used in conjunction with this gift card account. You can also preview sales receipt by
clicking on the invoice number associated with this account.

CCK!

/// a

Due to the complexity of issuing cards over multiple locations you will not be able to view
the history of transactions when using the remote or multiple stored gift card option. Sales information
however will be stored in each of the independent locations and is available from within their systems.
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5—@ T Manage Multiple Stores

Manage multiple stores is a feature that is used to help you review and manage data from multiple
locations. This feature when enabled will allow you to dial into another location and access their
report and inventory system. This system uses regular telephone lines to connect to locations. In
order to use this feature you will need to make sure that both computers are running the same version
of MPOS software and that they're both connected to either a dedicated or a standard phone line.
The following documentation will review the features that are available. As well as the steps needed
to set up this feature on both the main computer / server and the individual stores or client machines.

Cleril i Salley
Emlact the compbs Hp= ik Compulet SR i- Avka Arvvsr
The Fhane

[Chend [/ Hemals Server / Man

i | Coanpulsi Arsws The

Prane Sller Hee
Mary A
0 Sﬂlup (&
This 3
Answar Terminal s =

The first step in setting up your system is to manage and maintain multiple store data. You must
select the computer type. If you select Client / Remote Computer , then you are identifying this
location as a remote store. If you select Server / Main Computer then you are identifying this
computer as the main system that will dial into multiple locations. The next option you will see is the
Answer Button , this button is made available to manually answer an incoming call. This feature is
helpful when you cannot have a dedicated phone line and need to share it with voice and fax lines.
You need to inform the staff that you will be dialing in to this location; they will need to enter the
screen and select the answer button. You can optionally set the auto answer function by checking
box labeled Auto Answer the Phone . By checking this option and then selecting the amount of rings
before answering, the system will automatically answer the phone at the amount of rings you have
selected. By setting this feature to Auto Active you are allowing the system to answer the phone
without having an attendant supervising it.

When you activate Auto Answer the following image will be shown, notifying
you that Auto Answer is active.

cccca
///

Caution should be use when activating this feature, as the system will answer every phone
call including voice, data and faxes.
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0 | The next option is the Setup This Termin al button.

By clicking this button you can configure the Modem

Hosem spesier velume Disling propetes properties of this computer. You can set the modem
ﬂ J ﬂ ™ Pulse Dial .
— I speaker volume as well as speaker compression,
' _ e encryption and error control, as well as dialing
v Speaker ON until connect . Al t b . f | n t n f h
7 Sposker sbways 5 56 Kbps Modem properties. Also note a brief explanation of eac
option is available by moving your mouse over the
v Usze data compreszion bUttOﬂ or 0pt|on

v Usze data encryption

v Uze emor control

Drescription
If Tone dial iz not allowed in your phone line, choose this to dial in Pulse

Cancel |

cpn iz | You can also set advanced modem properties such
Phone Number: - [1111111 as.
* The default phone number
s « COM port settings of your modem
Farity Replace: l?i . Panty Replace
ATSEnable: [Tom * RTS enable Settings

* Input buffer size

Settings: BEO00, 1,31 .
4 « Output buffers sizes

InfuflerSie: [im2. | OuBukespe [looe These options are important, as it sets the size of
data that can be sent and received from each
machine.

Description :

Send data in encrypted format,

ak, | Cancel |

To set up the server or main computer you must first set up the store account. This is done by
clicking on the button labeled “set up store”.

Selent he compuler bppe - ) :Aug'usta"ﬂ'mz 23—461&
miihiauadl J kel \Athens.GA/275-2289

: \Atlanta. GA/275-2289
|Macon,GAI275-2280
Connect Setup Modem  Setup Store
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Stare Setup To set up a store you must click on the button labeled Add .

Stare Location Then you will be able to type in the store location and phone

: ilg':'uifaf: ugusta G number that the client computer is plugged into. If you are
Athens G— required to enter an area code or special characters such as 1
Atlanta, [ | Phone Mumber for long distance in order to dial the store location it is
Macnn,ﬁl |228451E important to enter those here as well. You can optionally edit

o | v or delete a record by either typing over an existing record, or
Add Delete clicking on the Delete button to remove a record permanently.

Setup Modem |; Hg:. ‘::'" | Once you have made your adjustments or added store

locations you can click the Exit Setup Store button to return to
the main screen.

Once you have configured each location that the main computer will connect to you are now ready to
connect. To access a location click on the store account located on the top right corner. Then click
the connect button. If your modem speaker volume is on high you should hear your telephone dialing.
At this point you should have the other location either set the system to Auto Answer or have an
attendant ready to click the answer button. When the two systems connect you should hear the
modem handshaking then you will receive a message saying you have successfully connected to the
remote location. The picture below will now be displayed. You can now use the drop down box to
select the report you wish to view. Depending on the speed and quality of connection the request will
be sent to the remote computer. The remote computer will assimilate the data and send the data
back to your computer. Your computer will then decrypt the information and display it on the grid of
your screen. From here you can view or print any information. You can also query a report using
date ranges based on the report specification. Certain reports are not available due to there
complexity or availability over a standard phone lines.

CCK!

/// a

It is important to note that due to modem limitations only a certain amount of data can be
viewed on screen. If you select a date range or a detailed report and do not receive the full report. It
may have exceeded the modems buffer count. It is suggested then that you run the report using a
smaller date range. You can do this multiple times in order to receive the full report information.

Also if you send a request and it is ignored or you do not receive any response. Try disconnecting
from the current location, and calling that location again. This will reset the connection mode and
allow you to reconnect.

Same o Gom i Augusta,.GAI2284616
o lerl hsnale, o o/ Meln Athens.GA/275-2289
Atlanta, GA/275-2239

Macon,GA/275-2289
B LLULYE . B
_— ==,

Connect

Setup Modam Setup Store

Meriags Data

& Reports  Stock Inventory -

Daily Cash Totals
Daily Check Totals
Daily Client Totals

Daily Department Id
Daily Details e
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By clicking the stock inventory
" button you are sending a request to
anage Data

~ Reports & Stock INVENtory < hew 20iems t_he client m:_achine to gssemble a
list of stock inventory items. The

_ system will send a request for the
first 20 stock inventory items. You
can then send a request for the next
20 items in the list. This assures
that you do not overrun the
modems buffer count and that you
are able to view as much data as
possible.

Once you have found a record and you wish to see, click on the inventory item. This will send a
request to the client machine to send the full inventory data for the record you specified.

c.ccca
///

Please note: with this version you are unable to edit any of the client data, you can view
print or request information from the client machine. But you will not be able to edit modify or delete
any of the data you are viewing.

=

; Recancile Wizard . .
) Reconcile Wizard

The reconcile Wizard is used to reconcile your cash drawers and find any discrepancies. To enter the
reconciles wizard select either the drop down box on the main screen or from with the cash register
select from the file menu close day. You will be prompted to close out your draw by counting the
amount of cash in the drawer. You can then enter that amount in the prompt box. The reconcile
wizard will match the numbers, if your numbers match then you have completed the reconcile wizard if
they do not match you are then asked to begin the reconcile process. The first step is to click on the
date you are reconciling. Once you have entered the day you are now able to break down your daily
sales by cash, check, credit card or other. Once you have entered your totals you must select the
next button or holding down the alt key + N. It will now add the system totals against your totals then
list each categories transaction. You can now look at the details of each transaction and find out
exactly what numbers are throwing you off. Then simply click on the grid above the category to edit
the fields that are not matching and press the next button or hold the alt key + N. Once you have
completed each category you have completed the reconcile wizard.
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e | Purge Old Data

il
it

Purge Old Data

EEX

Thiz application will azzist in puraing sales data from pour
FMPOS syztemn. It iz suggested that before wnning thiz utility
wou backup and print any information needed. Once this
Litility haz purged the data it will no longer be available.

% Purge Data
File:

The purge feature allows you to remove old
data from your system. This allows you to
free up database space allowing the
applications to run quicker and more efficient.
By selecting this option you will be deleting
old records from you system permanently.

After the system has removed all selected
data, it will display a report of what records

Purge Inventorn

Begin Purge

To use this feature click on the button labeled
begin purge. The system will then prompt to select
the date range of records you wish to delete. Once
you have selected the date range you will then be
prompted to confirm the amount of records that will
be deleted.

cccca
///
Caution should be used when using this

feature it is suggested that you back up your data
before purging any records, as any data removed
will be lost permanently.

have been deleted and removed.

il | Purge Services You can optionally purge just your inventory,
' Purae Customers

services or customer list.

% Purge Data
File:

Thiz application will aszizt in purging zales data from your
MPOS systemn. Itis suggested that before running this utilibg
you backup and print any information needed. Once thiz
utility hagz purged the data it will no longer be available.

o ol |

;
2 3 4 5 B 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 265 27 28 29
IR

= Today: 2/26/2004

October 2005

After you have purged your data you can now restart your software. After restarting the software you
should enter the database tool and Compact your database. This will scan and repair any problems

within your database.
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Wl Database Cleanup

e E— .
= Fm"uz;;mmm ! Clean Up. Database cleanup is a tool that
|--‘i M bt e e S e e allows you to scan your
. T R N T e database and locate invoices
| X Tra i 205 W 1l'i:.1l:'r\lcl.JDl:hcl.|:l dstabe His bar oabed in o .

] e oo i . A abin = Ll I Pl or sales receipts that are

— IiII_J I_-:i‘ilz Hn:: r'-nll'.-rrr.-i ptlu:wlg\lm.-e e bl bl iy o

_Q{r Cutomers e T ﬂ;l!sf1?T‘;A|:-r:'\:d:;Fd;ﬁ::’(‘lt'mh e o Orphaned Or have prOblemS

: g oo o e e e |10 USE this feature click on the
t"' s s S0l i 1yt AL i bl s option labeled Database

Mete sl Faland. o N SR ]

Cleanup.
o bow Lo bext il i nst

Trinssction F 120510 For 25000 ik Nl Foundd i pous prostoct dal sl radibd vou B 0o dilete
i il i e b b i, s b bemep it

i e D b oy it

Yas I Ha Cancel

!;F Aeparis
%

When using Database Cleanup the system will scan through your entire database starting with your
product database (prd.mdb) then your cash register database (smp.mdb). It will run a step-by-step
analysis of your database comparing records from your product database to your cash register
database. If it finds a record that exists in one database but not in the other it will report the error to
you. You are then prompted to either delete this invoice or keep it. If a record shows up in this report
then it is considered orphaned meaning the transaction was started but did not conclude properly.
The record may have been abandoned or the system may have crashed in the middle of the
transaction. It is best to not delete these records at first you should allow the system to create a log
for you. Then using this log attempt to identify if the records are valid. If the record is considered
invalid you can return to this screen and allow the system to delete and removed all orphaned files.
This is important because if you are exporting this data to another application it may cause problems if
Invoices are not balanced. It may be a good idea to run database clean up before you do a backup.
This will insure that you are backing up a clean database.
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Export Data
Expoet T
. q. T & Expost Inveriony
ﬂ.‘ Esqpucnst Saseryncase
e Bt Lt Ewpeoet Cuslomess ™ Exoon Vendor @ Gelect ANl Swlact None ™ HandHead Data Oriy

The export data feature is used when you wish to export your existing database files. By default you
can export your inventory, services, customers and vendor list. This information is helpful if you wish

to send data to third-party applications for printing

sorting and editing. Or if you wish to export your

data to another application for processing. This application is used to create text files or csv file
formats, used with Excel and spreadsheet application.

The first step in exporting your data is select what
data will be exported. You can do this by clicking
on the option box labeled inventory, services,
customers or vendors. Once you have selected
the list you wish to export click the button labeled
“View Export List” . The export list will then
show you all data associated with this list. You
can optionally filter the lists by selecting the
Select All button or Select None . You can
optionally click on the columns to manually add or
remove a column from your list. You can
optionally click to edit or remove a row from your
list.

If you are exporting an inventory lists for a hand-
held device you must first select Inventory list,
then select the option the Hand-Held Data Only.
This will create a list showing just Item Name
Product barcode and the amount in stock.

Begin
E=port

| Esport Gt
q, ™ Eapml Invandoy
Qf 7 Expoil Seevcad —
'.'i"-quiuﬁ'liﬁf.  Estart Cuslarers F Exool Viarskes & SedactAll 7 Selec Mo
VENDORD [ Addr | Az | A3 | Akt | VEND:ORS

w Ewoi|F Ewpodlp Ewvi|F Ewel| ool Bt
GA - dssecr G4 - Agoed
GA wigho G4 - Witho
Gap Kidz Gap Kids
Gary Whimi Gary Whimi

Lat Déd
Gaore G ol
Gerers Hai Gereral Hai
General Mut Gerers Mol

Once you have selected rows and columns that you wish to export you are now

ready to begin the export. This can be done by clicking on the button labeled Begin Export .
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Ewpacut Cita

&r

Eupail Invenlon

Enpm! Services

Wiews Erport List Expont Customes (% Esport Verdors
mpoeupdale b = [
TIFOFDAY =
upiale ki
W emdor: £ apont bt I = I ]
LCancal Expont Save

& Selecial

Calect Sepaigher Fda Tyoe

" SelectMon

You are now ready to save your export file
simply click the button labeled “Save” .
You have now completed the export

Function. You can repeat this step for each

list you wish to export.

You will now be given the choice to select what
format your data should be saved as. This is
done by clicking on the list box labeled file type.
If you select txt your data will be exported as a
text file. If you select csv then your database
will be exported in a spreadsheet format. You
can also select how your record should be
separated. This is done by using the Select
separator list box. You can select what
character will be used to separate each record
from the next. By default commas are selected
but you can choose any of the separators listed.
Once you have selected both the file type and
separator you are now ready to select the
location you wish to save this file. Using the
Windows folder Directory click the path you
wish this file to be saved to. Next will need to
lype the name of the file in field that contains
your file name.
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b |Ilmp|:|r1 Data
@? Import Data

The Import Data system allows you to import your data from another application or another database
source. Use this feature to import data into your inventory list, services, customers or a vendor list.
To use this feature the database format should be in either a text format or a CSV format. Data can be
separated by commas, tabs or other specified Characters. To start the import processed you must
first select the file that you wish to import into your system.

Impart Data From File

T & nport Inventory
@ £ Impart Services

....................................... ‘i |mp|:|rt Eugtumerg ‘i ImpDrt II'.'IIErIdDrS

Before selecting the file you must tell the system what separator your file is using. This can be done
by selecting the list box labeled “Select Separator” . The system will then filter through your import
file and separate all records based on the character you specified.

Once you have selected the name of the file the system will then validate the data to make sure it is in
the format that can be imported. You can now press the button labeled to “Get Data” .

Impot Dot From Fie Waldaling Import Drata Please ‘Wat,. X

g |o e ENNENNNNNNRNEN

=

7 Import Servces

SalectImpoct Fle | = jores Customers © Impret Vandc

e [y a | Select Separston
Y MPOS Scurce Code

ek b

calogin = WPOS 6.0
clieri s 1xd ] client zerve
Customes Expoet it  lconTemp
emadiog il | [ mpos lcons
) -J c
Carcs! lmpoit Gel Data

After data has been validated it will be displayed in a grid on screen. You can now begin to select
which columns will be imported into your system. To do this click on the column that you wish to
import.
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| |_ This menu box will appear you can now choose to add, remove
[Firsthame Middiehame or edit the column.

70| Cheryl
25 Gayle Remaove
30 Mhari Edit David

125/ Julie

Add This Colurin

aiSelect corresponding field i

If you choose to import a column the drop down box will appear.
i ltemID ~D You can then select the corresponding field in the MPOS

EENETT - database i.e. (Item Name or customer name) that matches the

JMiddleName : _
iLastName g column you are importing.
lanniv —
Title

OrganizationName

Address v

r

MIEIEN

Repeat this step for each column you wish to import into the system.

To begin the final stage of importing you can now click on the button
s labeled "Begin Import”  this option will begin importing all of your
Irnport data that has been selected.
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{ ) s srave o Import Sales from Another

Computer
“Import Remote Data This feature is used to import MPOS sales from a
_ remote file. If you have another remote area that is
Selectthe Location . . .
o Import from @ using MPOS software and you wish to synchronize

sales and inventory data. This can be done using this
prd.mdb e o) j feature. You can convert sales from another MPOS
smp.mdb @Prugram Files database into your current system. This feature is not
ARG backwards compatible and will only work with MPOS
R database’s that is up gradable using the system
upgrade wizard.

I EE 7

& | A

(8] Cancel

To import a remote data file. You must first find the file that you will be importing from. You can
search either your local or network drives for this file. The names are listed as prd.mdb and smp.mdb.
These are the only file types that will be imported into your system.

-Import Remaote Data

[mpart Multiple nvoices

[0 T}
Impart Drata Mow

[V Miew Datg

) o =
Impart Single [nvoice Impart D ate Bange

invn:-in:e|date |em|:-h:|_l,leena| DeptNumbe| fop _| .-’-‘-.m-:nuntDue|1geHeturned|ﬁ.mDundP‘aid| Wﬂ
o 2432 Wlellz package: | Cash 16 16 16
1 Jean 1] 0 1]
350! 8/29/M uger] Caszh 1.6 1.6 0z
351/ 8423/M usger] Caszh 1.6 1.6 0.2
352| B/23/M usger] Caszh 1.6 1.6 02
353] 8/25/M Check 1.0 0 1.01

Once the files have been found you can now view the data and select the invoices you wish to import.
This can be:

* Single invoices

* Multiple Invoices

» Date range of invoices
Once you have determined the invoices you will import select the Import Data Now option. This will
begin the data import procedure. Each invoice that is imported will be assigned a new invoice
number. A log will be created that you can print that shows the change in invoice numbers. l.e. (If
invoice number 8 was in your original file before import. Once it is copied over invoice number 8 may
be in use so it will be assigned the next available invoice number instead in your main system.)
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ﬁ E/ Marmage Customer Bad Checks

Manage Customer Bad
Checks

This option is used to make sure your previous customers have not presented a bad check in the
past. The system is equipped with an internal check verify system. This system will check every
customer check to verify that it has not been presented in the past and returned as unpaid. To use
this option simply enter the check information into the system if it has been returned unpaid from your
bank enter the check routing number, account number, etc. Once the check has been cleared you
may choose to delete the bad check profile by clicking on the delete button or holding down the alt
key + D

To add a record simply press the button labeled ‘Add’ then begin typing your items in the appropriate
boxes

To Close & Exit Bad Check Profiles click the button labeled close or hold the alt key + C

To refresh your file click the button labeled refresh. If you are running a network version of MPOS
PRO and wish to get the most up to date records use the refresh button.

To update your record click the button labeled Update or hold the alt key + U, this option is used if
you wish to change a single record with out adding a new profile.

1 Serial Mumbker Look up

S Serial Number Look Up

B Fingd serial Number

B e i : If your business needs to keep track of serial or
2059 _ model numbers for any reason, including se_curity,
LodeeH e warranty, and manufacturer's recall. Use this

Dot 1728102 O feature to find an invoice by scanning or typing the

Epios’ Dlemlhme | serial number of the product that has been sold.
P PEE . gy SR You can optionally scan a products serial number
e I . into the system. Or you can type the serial number
e into the box shown and the press the find Serial
mount Tondered $3358 Number button.

Change Returned $0.00

When you select this option the original invoice will
be generated. Giving you invoice information client
information as well as detail transaction
information.
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Look up existing packages

Look Up existing packages

I Lookup Packages

Ihem (T

Fackage Descnption

’Eﬁrﬁiﬁﬁ ervice Packags for Alba Andersond

Fuichaze [st= Plumber of Lipks Lait

Use this feature to find a package that was sold using the clients name and package detail. Those not
using the plastic bar coded membership cards will find this feature useful in finding clients that have
purchased packages and wish to redeem the services. If the package you select is valid you can then

Eo&

-

Actrvste Room Controles

Euk

ring up any service package directly using the Ring up this package button.
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...... Q/ wewcust-:.merpmfnesview Customer Proﬂles (POS)

O el e s ] If client profile has been
SRR selected in the set up
wezmse 5 | 8 | &6 A/B/C/DE 01234 vylzard then ever?/ time yqlllJ
alice _Wewt | Cancel | ring up a new sale you wi
& Reme fumiinfe A E%ﬂ EEH l:.l é ? ? T ? 9 be prompted to enter the
e . Sl B QRS T eacrsrace|  CUStomer information into
o T R UVWXY the system. You can then
e - :Ew g ;'ﬁ‘l"_ﬂ d= cancel this if the customer
oo § - = | does not want to leave his
First Name |Last Name |Company Name |Customer Job |k or her information. Client

ﬁ Aguilera Alice Aguilera profiles are primarily used
jPrenbc SIGE LIV to collect and maintain a
customer database. You
can set the system up to
prompt for customer
information before ringing
up each customer or you
can select it for specific
. 1 customer.

Edl

To create a new customer click on the button labeled “Add New Customer”. You can then start typing
the first name and last name. In order for the record to be properly saved you must enter a first and a
last name. Failure to enter either of these files will create unusable client profiles.

You can create and maintain a client profile on all of your customers. You must type into the first field
what data you are looking for.

Tvpe ‘::' Sean F"Sé"‘-"I"E or By default the system will search for clients by their first name. But with
HETomner A Modern View you can now search on first name, last name, company
Ibill name, customer job, phone numbers all at the same time by just hitting

the enter key.

% MPOS Software

To change the “default field” that you will search for click on the file
menu and select “Change the Default Find Field”

|:| File: [is]l

Convert Client Files
Change The Default Find Field
U v Show Customer Fikers You can also set whether the Customer Filter Icons are visible.

v S Touh Pec And whether the Touch Screen Pad is visible.
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Select Default -

— Then select the field you wish to be the default search criteria. You
FirstName “ can now search for a client by the new default field. You can simply

LastName
QrganizationNam:
HomePhone
WorkPhone
MobilePhone
FaxNumber
EmailAddress v

click the client name and select them from the list of matches. Or you
can type the exact name or number and press the enter key on your
keyboard. The system will attempt to find the client. If the client
exists already, they will be selected. If the client does not exist you
will be prompted to create a new client if you wish.

e View Sales Receipt

» Preview Ss

Invoice H#551 =4
Date 2/3/02

Employee Client Hame

Prentice Foster-G

Product Gty Prnice

Ewal CD 1 1]

Taxes Colected $0.00
Amount Due $0.00
Form of Payment Cash
Amount Tendered $0.00
Change Returned $0.00

The Preview Sales Receipt option is located
on the main screen under Cash Register or
can be activated automatically by clicking on
an invoice number in most screens.

This feature is used to view any sales receipt
that has been processed. You can either
invoke this from another screen by simply
clicking or double clicking on an invoice
number. Or you can activate this feature
manually and type the receipt number into the
system. This will generate a printable sales
slip. This is helpful when you need to see the
full detail of a particular invoice.
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| Eth ‘Check for Updates

2T Check for Updates @ The check for updates option is

located on the main screen in bottom

Fle left corner
Before activating thiz function. kdake '
: sure you ane connected to the intermet. . ) )
Automatically Check |This function will contact the server and This feature is used to check online
forUpdates _ Jfind out if you have the latest release. for the latest version of your software
Before activating this function, _Make To check. connect to the Internet then
zUre pou are connected to the internet. ; !
Thiis: furction will open wour web browssr click the button labeled Check for
Manualy Update o the update page. Updates. The system will scan the

manufactures server and find out
what is the latest version and release.
If you have the latest version it will
notify you and close the connection.

If you do not have the latest version, you will be prompted to either download the latest version or
request one from your dealer. In most cases if you are in need of a minor update this can be
downloaded by the update feature. Once it is downloaded you can then close MPOS and run the
update program which will update your current version to the latest release.
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¥ | CickBooks

=l

QuickBooks Features

Before you enter this portion of the system you should have already setup your system based on the
version of QuickBooks you are using see setting up your system (QuickBooks). If you are using
QuickBooks Pro 2002 and above refer to the XML portion of this document. If you are using
QuickBooks Basic or a version older than 2002 you should view the IIF portion of this document.

Connect to a Quickbooks
[ filz on a remote computer
using Remote Connector

Remote PC IF Address:
IW
Remote Port:

2080

Remote Login with a
password & username
Username:

S

Password:

Setup Classes

With this feature you are able to connect to a remote computer’s QuickBooks
company file. You will need the pro version of MPOS and you will need to
copy the connector file on the remote computer along with its dependency
files they will be located in the install folder of MPOS the file names are
Connector.exe, ibizgb3.dll, and ipwssI6.dll.

You will then need to start connector and configure it to listen to a local port.
Make sure QuickBooks is running as you will need to allow MPOS to get
permission to connect. From your client machine you will need to enter the
remote ip and port and attempt to connect. If you are unable to connect view
the trouble shooting your TCP connection section at the end of this manual for
suggestions and tips.

@ Day

[~ Automatically Expert Sales Into QuickBooks (XML Only)
Export Automatically Export at what time?

1:00PM -

How many times should
we try before quitting?

[ Automatically Export Hourly (XML Cnly)

How many hours should pass between each export attempt.
(Remember to make sure quickbooks is installed on this
computer and is integrated with MPOS properly otherwise
Or this option will be unable to communicate with Quickbooks.)

|1 =
Starting Ticket Number:
|1usz

Ending Ticket Number:
|1usz

To use the automatic export feature you must make sure of several

things first.

1. Make sure you have successfully exported sales into QuickBooks.
If you are just setting up your system do not activate this feature
until you have gone through all the setup steps.

2. Open QuickBooks and attempt to import or export, QuickBooks
will ask your permission to allow MPOS Remote Utility to connect
to your Database. Allow this process.

3. Begin Exporting a few sample sales if any error reports are
generated resolve these issues, such as accounts, items or names
missing in QuickBooks.

4. Once you have successfully integrated MPOS with QuickBooks
you can now activate this feature. If you still have problems
connecting or you do not see your sales inside of QuickBooks,
browse to your install folder (i.e. c:\point of sale\) and look for
recorded error logs titled “Automatic Export Log” it will include the
invoice numbers in the title. Open this text file for the reason
behind why the invoice failed to export.




@ Importing Data from QuickBooks

(XML eXtensible Markup Language) QuickBooks Pro___ 2002 and Above

QuickBooks Options

=

[~ iConnect to a Quickbooks file on a remate computer using AcctSyncConnector

Remate PC IF Address:  Femoate Pork:

[ Remate Login with a pazsword & userams
zername: Pazsword:

CohlntuitsCleantest, DBWwW

<< Brovses >

Import (FROM) | Expert Data (TO)

QuickBooks

7]

QuickBooks

<< Synchronize Inventory ==

107

Once he had activated the QuickBooks
option screen, you have the option to
browse the QuickBooks company file or
import data from QuickBooks. You can
also export data to QuickBooks. Or
synchronize your inventory list. This
documentation will explain in detail these
features and how they or are used in
combination with QuickBooks Pro.

To set up your system to work correctly
with QuickBooks it is important to import
your current lists. Such as your inventory,
customers, services, vendors and sales
tax. For the best results you should have
QuickBooks running on the same
computer as MPOS. To begin the import
process click on the button labeled
“Import from QuickBooks”



oIl LILECEESoRT LLala

-‘_‘\: i Impod Invenlony ¢ Emploves Lisg YOU ShOU|d now Open your

/ i S (= Sales Ta ema . -

| = P LN VLSS cayn QuickBooks company file.

| GetImear Dala & Impor Cuslomers © Import Yerdors 'ny:mliu.'l h ” . ”
Tl Frofline |Loitame |dddess |Gy |Sie  |Posises uistbrece| fotiaste |stenart w1 1€ SyStem will automatically
Sheicimbis Kasty Bbwrcsombae pras: Hill Rd. Basehom LA 155556579 1

Aibas Bndets 2973| Tekoni Talshazies 32300 ConneCt tOthe QL“CkBOOkS
Bake,Cvis Bakes  Chs  boseil Bloom Bagshore  CA 84336 15555225 company file you have

Batsk Miks Wik Halak fan Yew Bayshow |04 B4326 15-555-6636 . :
F‘ll't‘i_,l_Ht:l Hm:h‘.‘ Harley :"-.':ln_.-ﬁ-‘l M:Iﬂ’:lﬂ:l‘u () 9441 H-i;; 7262 opened Your fIrSt Step IS to
Een SoboH 17250 iroli Dialaz TE24E 14-416-4577 Select the |nvent0ry Ilst you
Bl Wome M6 Leve T alshazsas 32N 3 M=272-8000 . . . .

Ba Philes 710 Dbse Tadahassos 32304 will be importing. Click on
Eafinaki Bl Rafal Bodrgki Bverbel v East Bapshe C& 34327 15-555. 1262 -

Brsicl, Sory Soga Brstol Lighlhowse Bayshore | CA 5436 155555235 any of the option boxes to
Butch. Jasne- Jasan Huch N wWelmoe Bashoie | Ch B4376 15558035

load a list directly from your

Buine. Tone Busey Tiorw F05 ey Bahoe 04 34376 155558665

Cook, Brian | Haan Cock Cheity Lane. Middieeid | CA 4462 |5-555-2248 G o=Tike] QuickBooks database. You
Ciaven, Pan Pam Crawsn S H. Lardon E. Bayshoea | L S5 155557264 - . .

Cuddby, M Malthew  Cuddby |21 5 Flovsr E. Bayshaoa Ch SATET 165556108 will notice the grid on screen
Durcan, Da Durcan Diavre ¥ Chadeston Bayshoe | CA S4326 15-555- 3023 1 1

Durn, Enc £ Durn Enc Y. Lberty Ln| Bayshoe  |CA 54326 15-555-30EE WI” popU|ate Wlth a” Of your

Eatley, Pl Pais Eatley A0 Bap view, Esit Bayshe| G4 B30 155557011 list information.

Echoml Deng  Dearia Eckar F5 daviben 5t Blarhom Ca B4 376 155556087 155550011

Fighes, Jern Jerribe Fizbher srkana Lares E. BEaushoee T8 84376 15-555-536E

Feiman, Shawi Slavd Fomin EEE. Mapls Bayshoe C4 94326 15-555-7528 W

1 *

You are now ready to edit amy fields. This can be done by
chcking on the column or row you wish o change. You can
rameve the enfine row or edit gist a single record. Cince you
are ready you can the click the "Start impat” button

Start Impoit Ewt

You can start the import by clicking the button labeled Start Import . The
system will import your selected list.

Start |mport

c.ccca
///

The system will not allow duplications, if any record already exist in the system you will be
informed at the end of the import as to which record have been imported and which were not, due to
complications or possible duplication. This feature is helpful as you can import your entire list at
anytime and only the new records will be appended. Also you are able to import barcodes from
custom fields this is done by first clicking on “Get Import Data” after loading the data

mpart QuickBooks Data

—~F % Import Inventory ¢ Employee List

| Get Impart Da

| Inventory Part -

Impaort barcodes fam:

Barcode -

" Import Services Sales Tax ltems

o~ Sunchronize

¢ Import Cugtomers ¢ Import Yendors Irwentary |

" Import Invoices !_Teort Purchass

Then select from the field labeled “Imported barcodes from: " and change it to match your custom
field. You will then need to click on the “Get Import Data” button again to refresh the list. You can
now click on the “Begin Import” button.
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ﬁ Sending Data to QuickBooks

(XML eXtensible Markup Language) QuickBooks Pro___ 2002 and Above

R . en
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Y'ou can enter a range 1e 100-105
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To begin select the date
range by clicking on the
calendar and select the
starting date and the

ending date.

B
_ Cancel |

Cancel

£
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For the best results you should have
QuickBooks running on the same
computer as MPOS. To begin the
export process click on the button
labeled “Export (TO) QuickBooks”

From here you can select the different
formats to send your data into
QuickBooks. By checking the box
labeled “Will Invoices be flagged to
print in QuickBooks” . You can flag
invoices to print using the print forms
menu in QuickBooks. “By checking
the box Create Customer Job” , you
can make sure that every transaction is
posted to a customer account or
customer job. You can also select the
account that your sales data will post
to. This can be an actual checking
account or undeposited funds.

You can alternately select a range of
invoices by clicking the Select
Invoice Range. You can then type a
range of invoices you wish to export
to QuickBooks.
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Allow Duplications

If this option is checked then MPOS will export all sale transaction with out checking to see if they
exist already. Use this option if you don’t want any duplication. If this is checked your export will take
longer and some transaction may not post as there transaction numbers may be used in inactive
transactions.

Include Time Tracking

If this option is checked then MPOS will export all time clock entries that have been recorded between
the date range you have selected. You will also need to enter the payroll item that will be used.
Before this feature can be used you must make sure that in QuickBooks under the “Payroll and
Compensation Info” that the check box “Use time data to create paychecks” is checked otherwise
MPOS will return an error and not export any time clock data for the employee.

Include Purchase Orders
If this option is checked then MPOS will export all purchase orders that were processed between your
date range. This will not update inventory on hand only export PO created in MPOS.

Export Sales
When this option is checked then all sales receipts, invoices, sales orders, estimates, credit memos,
and payment receipts will be exported into QuickBooks.

Sync: Update MPOS Inventory & Services to Match QuickBooks Inventory & Services

If this option is checked MPOS will synchronize its inventory and service list to match that of
QuickBooks. QuickBooks will be considered the master list so if there is any discrepancy in the
synchronizing then MPOS will adjust its list to match. This includes amount in stock, description, retail
price and cost of goods. If any items exist in QuickBooks that do not exist in MPOS they will be
automatically be created in MPOS.

Sync: Update QuickBooks Inventory & Services to Match MPOS Inventory & Ser  vices

If this option is checked MPOS will synchronize QuickBooks inventory and service list to match that of

MPOS. MPOS will be considered the master list so if there is any discrepancy in the synchronizing
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then QuickBooks will adjust its list to match. This includes amount in stock, description, retail price
and cost of goods. If any items exist in MPOS that do not exist in QuickBooks they will be
automatically be created in QuickBooks. (Warning when MPOS adjusts QuickBooks amount in stock
this will be done by using the adjustment feature and posting the adjustment to an income account i.e.
inventory asset)

You will also notice the records are separated by colors. If a record is green this means the record
has been validated and the system will attempt to export the transaction. If the record is Yellow this
means the record could not be validated and will not be exported. There are several reasons why a
record would show up yellow. The record could be an orphan file or Invoice and may need to be
repaired before it can be exported. The record may be missing required information such as
transaction type or customer job or account. Or the Invoice may be incomplete or out of balance. Any
record that shows up yellow will need to be entered manually or repaired before it can be exported
using MPOS.

You will also notice that you have three options for exporting data. The first option is “Summary
Export” This option is used to send all transaction in a batch format. Instead of sending each
transaction one by one this format groups transaction by date and payment method. So you will have
a transaction for each payment type as well as sales type such as sales receipt, invoice, and credit
memos.

“Fast Export” this option is used to quickly export your transactions into QuickBooks. Use this
feature if you have imported your entire QuickBooks list and you are sure all items will match. This
function will not validate any data, items or customer job accounts. It will assume these accounts
exist and attempt to append to them. If an error is encountered (item not found or customer job does
not exist) it will not attempt to create the missing information, it will simply move to the next Invoice.
At the end of the export a list of invoices will be displayed, showing any invoices that could not be
exported and the reason why.

“Full Export” The full export is the suggested format. A full export will validate every transaction,
every item and every customer. If an item does not exist it will be created in your QuickBooks
database. This format will take longer to process but will ensure that each invoice is processed
properly. This function should be used if you are not sure if your full item list and customer lists are
imported in MPOS software. Or if you have made changes to your MPOS system and not updated
your QuickBooks system.
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You will notice the progress
bar will begin to fill showing
the progress of the export.
On top of the progress bar is
the explanation of what the
system is doing. In this area
you will notice the system
checking for items,
customers and special list
fields. Once the export is
complete the animation on
screen will stop, and a
message will be displayed
regarding the status of your

‘-C‘-Ca export.
///

If exporting a transaction and it does not have a corresponding item in QuickBooks MPOS
will create the item as a service.
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" Synchronize Inventory List

(XML eXtensible Markup Language) QuickBooks Pro___ 2002 and Above

Iternt arne | #instock | Our Count |.-'1'-.|:Iiustment You can use the synchronize inventory
A.D.D. Therapy d 10 18 feature to update your inventory count in
Adren-Flus -1 1] .
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Adrenal Corkes Fr. -1 3 . . .
Adrenal Suppart 1 0 purc_hase order a_lnd item receipt function
Arhurtane 2 0 previously used in MPOS to update your
Basic Prenatal -1 2 inventory and item counts. All purchase
Bee Pollen -1 1 orders and item receipt should be done in
Beta 13 D-Glucan-20 d 7 QuickBooks. Periodically you should enter
BFF 1 4 this screen and click the button labeled
Bilbery Extract =

“Synchronize Inventory” . The system will
synchronize QuickBooks inventory count with
MPOS software. And will automatically
update MPOS to match the item count. The
system will display a report showing each item
that has been modified in MPOS. And show
the amount in stock and the adjustments
made to the stock count. Use this feature
after you have exported sales transactions
into QuickBooks, or after you have received
items in QuickBooks.
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If you receive error messages during the import or export this may be caused by a bad
connection to your QuickBooks database. Open the QuickBooks Company and try the process again.
The integration tends to run better when QuickBooks is actually running on the same computer.

-
j Sending Data to QuickBooks

(IIE Intuit Interchange Format) QuickBooks Basic / Pro 1999 — 2002

If you've been using MPOS PRO financial software product, and you'd like to import and export
information from this product into QuickBooks. To create the data file follow the instructions below.

Quicken Export ———— Use this to import
Selectthe © Huchiocks ) X | multiple invoices
start date E xPST OnplE races ERpoe] Sl e p
die
: ) IF pouive bsen using Thes progeam and pou'd e 1o expan wdeenstion bom the | (I . E from 1 - 100)
2 Imvarkory List peoduct inha BuickBooks, pow can do o by seleching the date period wou wish
-'d".}" Include o mport, Make e rat by import daba that sou have abeady mported n the
T — Purchase pal iz il cauze dupleals hansactons and pou wil have o manusly edi
et Orders & jten (e iransactions in QuickBooks. ou can esport izt that comespand o
B ;I. s | uckBogks' ksty, ransachons. QuckBooks adds the data o pow company
WIS lib2, updahray sy fists a2 needed For example, § pou haws mmportad a list of
I 1 — wardors. JuickBooks adds fhe resw vendor names o pois Yendor izt Dnce H R H
|Februay =] 2004 =| you have exported pour data see the help lies in QuickBocks lof infaimaton on Use thls to Import a Slngle
S [Mon| Tue [Wed| Thu | Fri | sat | (100000 o0 S8 invoice

T I X T O (I.E. sales transaction # 52)

B |3 |10 |1

15 |16 17 i [1a a0 o Use this to import a date range of
2: 28 ﬁl lf‘--’ 2o invoices (I.E. 1/1/01-1/30/01)

To export any sales transactions into QuickBooks Pro you must first select the range of data you will
be exporting. You can select to export multiple invoices this is a range of invoice numbers. Or you
can choose to import a single invoice . By selecting the checkbox include purchase orders this will
export all purchase orders and item receipts that have not been exported in the pass. This is not
invoice or date sensitive it will generate the information based on any data that has been created and
not exported. The third way is to import from a date range by clicking on the calendar and selecting
the date range you wish to export. Once this is completed you will be asked to select the location to
save the exported file format. Once you have selected the file folder you wish to export, click the ok
button. This will create a file with an (“lIF") extension. To import this data into QuickBooks Pro open
your company in your version of QuickBooks and using the file menu scroll down until you see the
words import or utilities / import.
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File Edit Lists Activities Reports
Mew Company ...
Spen Company .- -
tlose Compahy
Comnpany Info...

Eet up Users and Passwords 4

EasyEtep Interwvieuw
Preferences. ..

Printer Zetup
Print List... CEr1+p
Print Forms 3

Export Addresses... Use this option to import your data into QuickBooks.
Back Up... Note depending on your vers_ion your import menu may
Restore... be located in a different location.

Uriliries ¥

Import... <
Export...
Convert From duicken

Accountant!s Rewilew 4

Exit ALt +F 4

After selecting the import function you will then be asked to select the file you wish to import.

Import

Lok in: | £ HuickBooks EN=NG F=]

__|cafe @CD&HED %] QuickBooks23 l ] -

] Inet & coal12ls ] QuickBooks3 Use this function to select the file you
€] Coa_pan €] lvpay ] QuickBooks4 created in MPOS.

-r_E]Ccua_scd [&] QuickBooks10 %] CluickBooksb.iif

E]u:u:ua_us @GuickBDDRSE ﬂQUiCKBDDKSE

{#] Caal1040 ] QuickBooksz! 2] QuickBooks?.if

|€] Coallkh |&] CluickBooks2? ¥] QuickBooks7-2-01

i J

File name: Fﬁ Open

Files af type: | 1IF Files [*1IF) = Caricel

Help

P,

Use the “Look in:” box to select the location you saved your MPOS file. Once you have browsed into
the directory simply click on the button labeled “Open” this will import your sales transactions into your
QuickBooks system. To see your sales transactions enter the cash sales area of QuickBooks and
scroll through the daily sales. Or use your reporting options.

Understanding QuickBooks Account types

There are two main types of accounts in the QuickBooks chart of accounts:

Balance sheet accounts
Income and expense accounts
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QuickBooks provides nine types of balance sheet accounts to choose from as you create and add to
your chart of accounts. The following table describes each type of balance sheet account and the
transactions you can use it for.

Use an account to track bank account checking, savings, and money market accounts. Add one bank
account for every account your company has at a bank or other financial institution. (You can also use
this type for petty cash.) Accounts receivable (A/R). Transactions related to the customers that owe
you money, including invoices, payments, deposits of payments, refunds, credit memos, and
statements. Most companies have only one A/R account. Other current asset that is likely to be
converted to cash or used up within one year, such as petty cash, notes receivable due within a year,
prepaid expenses, and security deposits. Fixed asset depreciable assets your company owns that
aren't likely to be converted into cash within a year, such as equipment or furniture. Other asset, any
asset that is neither a current asset nor a fixed asset, such as long-term notes receivable. Accounts
payable (A/P) Transactions related to money you owe, including bills, bill payments, and any credit
you have with vendors. See also current and long-term liability accounts. Credit card purchases, bills,
and payments. Current liability. Liabilities that are scheduled to be paid within one year, such as
sales tax, payroll taxes, accrued or deferred salaries, and short-term loans. Long-term liability,
liabilities such as loans or mortgages scheduled to be paid over periods longer than one year. Equity
Owner's equity, including capital investment, drawings, and retained earnings.

Income and expense accounts

Income and expense accounts track the sources of your income and the purpose of each expense.
When you record transactions in one of your balance sheet accounts, you usually assign the amount
of the transaction to one or more income or expense accounts. For example, not only do you record
that you took money out of your checking account, but you keep track of what you spent the money
on: utilities perhaps or office supplies. QuickBooks does not display balances for income and expense
accounts in the chart of accounts. Use this account. To track Income the main source of money
coming into your company. Other income money received for something other than normal business
operations, such as interest income. Expense money that's leaving your company. Other expense
money spent on something other than normal business operations, such as corporate taxes. Cost of
Goods sold the cost of goods and materials held in inventory and then sold. QuickBooks sets up non-
posting accounts for purchase orders and estimates if you turn on those features.

Memo text box

This is were you indicate the reference text that will be displayed in your QuickBooks memo line this is
the memo text that is reference during a cash sale.
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@ Importing Data from QuickBooks

(IIF Intuit Interchange Format) QuickBooks Basic / Pro 1999 — 2002

Eile' Echeduling Cashregister Zer:
Repair Database
Lofipact Database
Backup Database Click here to import from
Restore Backup QuickBooks
Inport From @uickBooks
Export to dulckBooks firl+ad
Export to I{Verify CErL1+FY
Iatabase Clean Up
Eegistration fode
Exit Fe

You are able to import data from QuickBooks Pro into your Point of Sale system. In order to
import from QuickBooks you must use the proper format. This format is a standard Datasheet
such as Excel or Lotus file format. Note: Do not use QuickBooks export feature, as the file
format is not supported. In order to create file format follow the instructions below.

You can transfer the information in any QuickBooks report, list, or register to other programs,
such as word processors, spreadsheets, or database programs.

Important. If you have QuickBooks Pro and want to transfer a report to Microsoft Excel, you can
export the report directly to an Excel spreadsheet. To do this, display the report and then click the
Excel button in the Report window.

1 Display the Reports menu select list “Reports”, select “Item”; select “Item Listing”. From here
a printable report will appear showing all of your inventory data. Those familiar with
QuickBooks reports can click on the “Customize Report” button on the top left. From within
this area uncheck all fields accept the following:

1A. Item

1B. Description

1C. Quantity on Hand
1D. Price

1E. Cost
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2 From the File menu, choose Print.
3 In the "Print to" section, select the file format you want to use.
4. Select the Excel / Lotus 123 Spreadsheet format

5 (Optional) if the list is long and you only want to transfer part of it, click Pages. Then enter the
beginning and last page numbers of the section you want to transfer.

6 Click Print.

7 Enter a filename for the disk file.

8 Choose the drive and directory where you want the file to reside in.

9 Click OK.

You can then use the Import Data feature to import the data into your system. See the chapter
Import Data discussed earlier in this document.

Note: MR Point of Sale will automatically create a  barcode ID from the ltem Name, because
QuickBooks Pro does not support barcode types. To changes this to a barcode format
simply enter the inventory edit screen and edit the barcode ID’s.

MPOS PRO allows data integration with Intuit products such as Quicken, QuickBooks Pro 99 and
above. Sales transactions or posted invoices can be exported out of MPOS PRO and into
QuickBooks. These transactions are importable as cash sales in your Intuit product. You have the
flexibility of creating & changing QuickBooks accounts and invoices memo lines on the fly or during an
actual ring out session. Use the setup wizard and select QuickBooks option to set up the default
accounts that will be used for every transaction. You can enter the QuickBooks export screen by
clicking on the file menu option and selecting Export to Quicken Below are common question and
answers.

Q. I am ringing up a sale, the account | have setup in the setup wizard is "store sales" | would like to
change the sale I'm about ring up, to another account how can | do this.

A. Before scanning or typing the product or services into the system click on the QuickBooks option
then select "account"” type the account name that you would like to post the transaction to. You can
optionally create a sales account in the item list of MPOS. This is either the stock inventory list or the
service list screen. Look for a field label Sales Account.

Q. Do I have to export a group of records into QuickBooks; | just need one or two records?

A. You do not need to export a batch of records you can export either a range of records by date
ranges using the calendar. Or you can export a single invoice/receipt by clicking on "single record".
You can export a range of invoices / receipts using the receipt number i.e. from invoice 12-40.
Clicking on export multiple invoices does this.

Q. I exported a date range or an invoice that was previously exported in the past; will this create
duplicate invoices in QuickBooks?

A. Yes neither MPOS PRO nor QuickBooks will stop duplicates records from being imported /
exported from their system. If this happens you must manually remove these items from QuickBooks.

Q. I tried to import a record but during the import | received several error messages from QuickBooks
Pro. Some or all of my sales transactions did not import into QuickBooks, what could | do?
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A. MPOS PRO only takes your data and formats it to be imported into QuickBooks. If you have
manually changed data in edit mode or you have used invalid account types or data QuickBooks will
inform you of the line number that is causing the problem. To edit this file open the file you created
using notepad or any word processor. You can also use spreadsheet programs to edit these files.
See QuickBooks help under import for specific instructions on editing data that is formatted for
importing.

Q. Can | export open invoices into QuickBooks?

A. No, only sales transaction can be exported into QuickBooks. In order to export an invoice you
must post open invoices. This is done by clicking on the QuickBooks option then select "Post
Invoices" Then ring out the sales transaction. Once it has been closed it can be exported.
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Click here to create a new ticket Date | visy

A 22712004 | Tode
A Ticket | 7 /25/2003 =
el 1 Youngblood-M
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existing tickets
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ticket
Click here print ticket options Eﬁ @ @\ er N g ‘
Ticket2 | Ticket? | Pt | advanes| Est Create Template
Select Clent j After you select the button labeled “Create a New
i i Ticket” The following screen will appear. You
Time Service can now select the time of the service, service
- ‘ j name, employee and the estimated price of the
_ — Add to service. Then click the button labeled “Add to
Serviced By  Amount Ticket Ticket” this will add the new service to the
- ‘1 o5 existing ticket.

jicill Erplovee  Quick Book Opfions R You can then process any customer ticket by using “Process

;Z'qun . N Customer Ticket”.  This can be found in the cash register under
Fast Cash Mode F3 the “Keys” menu. If you select this option you can optionally scan
Discounts 4 the customer ticket’'s barcode. Or type the ticket number and press
. Clear Al F5 : .
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Ring Lip Sale £ process the customer ticket.
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Report Management

Sales Reports -
Inventory Reports T

Monthly Reporis

Emplovee Reports ‘ |

Sales Tax Reports .
Spa & Tanning Reports

Account Pavment Reports

Management Reports

To enter the report system from the main screen, select the reports button or hold down the Ctrl + R
button.

| Inventory Reports $ptions  Enploy . . “ ”
S Ctr1+T Use this menu to activate “Reports”.

duick Inwentory Setup

duick Receivable Update

Find Product

Hormal Yiew

Grid Yiew Ctrl+is

Low Inwventory Report

Brint Barcodes

You can use the cash register reports to track and display your daily, weekly monthly sales. This fully
integrated system allows you to print and view in a number of formats. There are several forms of
reports available from daily, to monthly, to yearly. You can also run reports by employee's sales.

Once you have entered the reports areas you can run any report by clicking on the report name then
the date you wish to view. The grid on your right side will populate with the data you requested. You
can then print the current report by clicking on the print button or you can hold the alt key + P. You
may also choose to print just the daily summary by clicking on the button labeled Print Daily
Summary or holding down the alt key + D. You can exit the system by pressing the exit button or
holding down the alt key + E. All totals for reports will be displayed at the bottom of the buttons next
to totals label.

Available Reports

All reports a password protected for security

Daily Credit Card Batch Shows daily credit card batch totals
Daily Card Types Shows daily card types & totals I.E. Visa, MC,
AX
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Daily Cash Totals

Shows your daily cash totals

Daily Check Totals

Shows your daily check totals including sales
tax, tips, and cash paid out on checks, all
added to the total. (The total the client wrote
the check for)

Daily Client Totals

Shows your daily client totals including sales
tax, tips all added to the total.

Daily Credit Card Totals

Shows your daily Credit Card totals including
sales tax, tips, cash paid out on Credit Card,
all added to the total. (The total charged to
credit card)

Daily Department Id

Shows department numbers totals including
sales tax, tips all added to the total.

Daily Details

Shows details of each sale transaction
including sales tax, tips all added to the total.

Daily Employee Totals

Shows totals based on employees including
sales tax, tips all added to the total. This does
not reflect the employee that rendered the
service only the employee that processed the
sale through the cash register. Use
Commission Calculator to view employee
totals by service rendered.

Daily Inventory

Inventory report showing a snap shot of
inventory

Daily Other Totals

Other totals reflecting sales that use the other
feature including sales tax, tips all added to
the total.

Daily Product Totals

Daily transaction totals not including sales tax
& tips.

Daily Profit Reports

Shows profit reports for each product listed

Daily Sales Tax

Shows sales taxes collected for any given
period

Daily Totals

Shows daily totals of all sales including sales
tax, tips all added to the total.

Selected Daily Totals

Shows totals of all sales for a range of days
including sales tax, tips all added to the total

Selected Daily Totals (Listed)

Shows totals of all sales listed for a range of
days including sales tax, tips all added to the
total

Selected Open Invoice Client Totals

Shows totals of all open invoice client totals for
a range of days including sales tax, tips all
added to the total

Selected Open invoice Daily Totals (Listed)

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Open Invoice Employee Totals

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Open Invoice Product Totals

Shows report based on a range of days
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including sales tax, tips all added to the total
selected

Selected Open Invoice Profit Totals

Shows report based on a range of days
selected

Selected Open Invoice Sales Tax

Shows report based on a range of days
selected

Selected Cash Totals

Shows report based on a range of days
selected including sales tax, tips, all added to
the total

Selected Check Totals

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Client Totals

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Credit Card Totals

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Department Id

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Employee Totals

Shows report based on a range of days
selected including sales tax, tips, all added to
the total

Selected Other Totals

Shows report based on a range of days
selected including sales tax, tips all added to
the total

Selected Product Totals

Shows report based on a range of days
selected not including sales tax & tips.

Selected Sales Tax

Shows report based on a range of days
selected

Package Reports

Shows report on package sales including
sales tax, tips all added to the total

Void, Discount, Open Drawer Reports

Manage selected reports_including sales tax,
tips all added to the total

Selected Details

Same as Daily Details but with date ranges

Product Totals by Quantity

Allow you to view actual product quantity by
the amount of products sold, not the amount of
sales transactions_not including sales tax &
tips.

Running Totals

Report list form of payment totals reports
including sales tax, tips, all added to the total

Inventory Value Report

Report show total value of inventory based on
Cost of goods sold.

Employee Report

Report that allows you to calculate each
employee sales totals with subtotals_not
including sales tax & tips.

Gift Card Liability Report

Report that will allow you to view outstanding
gift card values.
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Gift Certificate Report

including sales tax & tips.

GST Sales Tax Totals

Report that generates GST sales tax collected
only.

Multiple Tax Rate

Report that shows totals by tax rate. Listing

total transactions by tax rate.

Packages Only Totals

Report showing packages sold totals_not
including sales tax & tips.

Payment Report

Report showing payment-received totals_not
including sales tax & tips.

Services Only Totals

Report showing services sold totals_not
including sales tax & tips.
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Use this option to print selected reports that you

With the Professional Version you can deploy
graphical reporting. By selecting certain
reports you can generate a color graph at the
bottom of your report section. This report list
the top 16 items listed in your reports section.
All reports that use the graphical chart system
are sorted by dollar amount. Then are
displayed in the color of each graph.

| EF1lnt LR L o Lpe

have generated on screen. You can also print the S e e D
daily summary and print the graph bar at the bottom Erint Paily Summary F3
of the screen. You are also able to print selective Bt NG A =
invoice numbers if you have selected their details. Print Invoice #1E
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Custom Reports has been added
to MPOS. This feature is for
advance users who understand
SQL language and wish to modify
or customize reports. This
feature can also be used by our
support team who may be able to
generate a report for you and
email it to you. You then can use
this feature to import the report.
No further documentation is
provided for this feature, as
extensive knowledge of SQL is
necessary to use this option.
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The details view should appear showing
the full product information. You can
also hide this invoice view by clicking on
the Hide Invoice button. Printing of this
invoice is also available by clicking on
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To see added details of a specific
invoice. You can click on the column
labeled invoice when you hover your
mouse over the column your mouse icon
should turn into a magnifying glass.
Click on invoice number you wish to
preview this will then show the details of
the invoice.

the print menu and selecting the print Aot P

invoice option. This option will only be
enabled if you have a invoiced selected

in detail mode.
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Advanced Features

Compact & Repair Databaze

Compacting & Repair Database

To ensure optlmal performance, compact & repair your Microsoft Access databases on a regular
basis. If you delete data or objects in an Access database, or if you delete objects in an Access
project, the Access database or Access project can become fragmented and use disk space
inefficiently. Compacting the Access database or Access project makes a copy of the file and
rearranges how the file is stored on your disk.

Compacting optimizes the performance of both Access databases and Access projects. However, in
an Access project, compacting does not affect database objects — such as tables or views — that
reside in the Microsoft SQL Server database instead of in the Access project itself. Also, compacting
has no effect on auto numbering in an Access project. However, in an Access database, if you have
deleted records from the end of a table that has an AutoNumber field, by compacting the database
resets the AutoNumber value; the AutoNumber value of the next record you add will be one greater
than the AutoNumber value of the last undeleted record in the table.

Repairing an Access database
In most cases, MPOS PRO detects that an Access database is damaged when you try to open it and
gives you the option to compact it at that time. In some situations, Microsoft Access may not detect
that an Access database is damaged. If an Access database behaves unpredictably, compact it.

o

Metwork Options NetWOI‘k ODtiOI’\S

Connecting to a Network

If your network is setup and you have already mapped your network drive, then you are ready to
connect MPOS software to your network. Please note you must have a network license or an
additional license in order to connect two MPOS software systems together. To access another
system’s database and synchronize both report management and inventory, install the software on
both computers and register them with your dealer. Each computer will need to be configured on the
network. See the Chapter “Setting Up your System” under networking options

Below are some brief points on networking your computers. This is made available as a reference if
you are having problems with your network or with administering it. Please contact your local network
dealer or a windows representative. Your dealer does not support users on networking or networking
problems.
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Networking an overview

A network is made up of client and server computers. A computer that connects to the network and
uses shared resources is called a client. A central computer that contains shared information is called
a server. This section explains setting up a client computer.

To connect to a network, you need the correct hardware installed in your computer. This includes a
network adapter (network card or other device) and cables.

Along with additional hardware, your computer must have certain software components to
communicate with the network. Software needed to connect a computer to a network includes the
following:

- Client software, which allows your computer to connect to servers.

- A protocol, which is essentially the language your computer uses to communicate over the
network. Several protocols are available. Two computers must use the same protocol to
communicate with each other.

- Service software, which allows such functions as file and print sharing.

Before proceeding, you need to know which types of software to use. Ask your network administrator
about client software and configuration options. Windows also automatically detects and installs the
other components you need in order to connect to the network. Windows also automatically detects
and installs TCP/IP networks during setup.

If you're connecting to another type of network, or if you're not connecting during Windows installation,
use the following procedure. This procedure assumes that your computer is already physically
connected to the network—for instance, by network cable. You can also connect computers by serial
or parallel cable.

For more information about individual connections, look up “Direct Cable Connection” on the
Index tab in Windows Help.

To connect your computer to a network
Click Start, point to Settings , click Control Panel and then double-click Network .

In the Network dialog box, click Add .
Click Client, and then click Add .

wnN ke

A list of client software appears.

4. In the Manufacturers list, click the name of the manufacturer of your network software.
5. In the Network Clients list, select the client software you are using, and then click OK.

The client software is added to your computer.

On the Configuration tab, select your client and then click Properties .
Enter the configuration options for your network and then click OK.

N

If you don’t know the options for your network, contact your network administrator.
8. Click OK, and then click OK again.

The client software is installed and your computer restarts.
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““ sending Data to QuickBooks
(IIF Intuit Interchange Format) QuickBooks Basic / Pro 1999 — 2002

Discussion

Below is an explanation of how MPOS generates the files used to import your data into QuickBooks Pro. This information
may be helpful to you if you need to make line item changes or wish to understand exactly what is be entered into your
QuickBooks System.

Importing transactions to QuickBooks

You can import transactions to QuickBooks, provided that the transaction data is in a text file that conforms to QuickBooks'
import file format. This is a tab- or comma-delimited text file in which the transaction data appears in columns. Special
keywords identify the beginning and end of each transaction, and provide headings that indicate the type of information in
each column.

Instructions

1 If the transaction data is already in a file, open that file. Otherwise, create a new file in either a word processor or
a spreadsheet.

Important. If you are using a spreadsheet, it must be capable of saving the file as a tab-delimited text file (most
spreadsheets can). If you are using a word processor, it must be capable of saving the file as a straight text file without
embedded formatting codes. In either case, your end result is a file in which tab characters separate blocks of transaction
data.

2 Set up the first column. This column is reserved for special keywords that identify the beginning and end of each
transaction. Follow the guidelines that apply to the type of program you are using:

Spreadsheets Use the first (leftmost) column in the spreadsheet. The first three cells in the column must read as
follows:

ITRNS
ISPL
IENDTRNS
For now, leave the remaining cells in the column blank.
Word processors the first three lines of the file must begin as follows:
ITRNS <tab>
ISPL <tab>
IENDTRNS <tab>
Note <tab> indicates that you press the Tab key after entering the text. Do not type "<tab>".

3 Add the headings for the other columns. (For a model, use the two examples below.) In general, follow these
guidelines:

For a list of the keywords you can use for column headings, see the keyword reference.
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The keywords must appear at the beginning of the file, before any of the transaction data. In a spreadsheet, put
the keywords in the first two rows, like this:

ITRNS TRNSTYPE DATE ACCNT... etc.
ISPL  TRNSTYPE DATE ACCNT... etc.
In a text file, put the keywords in the first two lines. Press Tab after each keyword:

ITRNS <tab> TRNSTYPE <tab> ACCNT <tab>. . . etc.
ISPL <tab> TRNSTYPE <tab> ACCNT <tab>. . . etc.

The first row of keywords covers general information that appears in each transaction (the date of the transaction,
the customer's name, the vendor's name, the transaction total etc). The second row of keywords applies specifically to the
distribution lines of the transaction (the amount of each distribution, the income or expense account to which you assigned
the distribution, etc.). In some cases, the same keyword can apply to both the transaction as a whole and to a distribution
line.

Use only the keywords that apply to your transactions you do not have to use all the keywords listed in the
keyword reference. For example, if you do not include payment terms on your invoices, you do not have to have a Terms
column in the import file.

Only three keyword columns are absolutely required for transactions all others are optional. The required keywords are:

TRNSTYPE Indicates the type of transaction.

ACCNT For the transaction as a whole: the name of the balance sheet account to which you assigned the transaction. For
a distribution line: the name of the income or expense account to which you assigned the distribution line.

AMOUNT For the transaction as a whole: the transaction total. For a distribution line: the amount of the distribution.
4 Enter the specific details of each transaction. (Again, use the two examples in Step 3 as a model.) In general,
follow these steps:

Start at the beginning of the first row or line after [ENDTRNS. This would be row 4 in a spreadsheet and line 4 in a
text file.

Type the keyword TRNS to indicate the beginning of the first transaction. If you are in a text file, press Tab after
TRNS.

Go to the beginning of the next row or line and enter the keyword SPL to indicate the first distribution line of the
transaction. If you are in a text file, press Tab after SPL.

If the transaction has more than one distribution line, repeat the last step for each distribution line. Use a separate
row or line for each distribution line.

Type the keyword ENDTRNS in the first row or line after the last distribution line. If you are in a text file, press Tab
after ENDTRNS.

Fill in the transaction details. General information about the transaction goes into the row or line that begins with
the keyword TRNS. Information about the distribution lines goes in the rows or lines that begin with SPL. If you are in a
text file, press Tab after each item of information.

Note The column headings you added in Step 3 indicate where to put each item of information. For example, transaction
dates go into the DATE column.

Transaction amounts require special attention. See Step 5 below.

The names of accounts that you enter must be the names of accounts in the chart of accounts of your QuickBooks
Company. If they are not, you can set up the accounts in the import file. The account information must precede the first
transaction in the import file.

You cannot create a link between two transactions. For example, if one transaction is an invoice and another
transaction is a payment for the invoice, you cannot indicate in the import file that the payment is to be applied to the
invoice. To apply the payment, you would wait until you have imported the transactions into QuickBooks. Then, you
would go to the Receive Payments window and apply the payment from there.

Repeat this process for each additional transaction.
5 In the Amount column, enter the transaction amounts. For each transaction, do the following:

Enter the total amount of the transaction in the Trns row of the Amount column.
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Enter the distribution line amounts in the Spl rows of the Amount column.
Important Follow these guidelines for making an amount positive or negative:

If the amountisin... Make the amount
An asset account
(Like accounts receivable) Positive if it increases your assets. (Example: an invoice.)Negative if it decreases your

assets. (Example: a credit memo.)

A liability account

(Like accounts payable) Negative if it increases your liabilities. (Example: a bill from a vendor.) Positive if it decreases
your liabilities. (Example: a credit from a vendor.)

A capital or equity account Negative if it increases your equity or capital. Positive if it decreases your equity or
capital.
An income account Negative if it increases your income. Positive if it decreases your income.

An expense account Positive if it increases your expenses. Negative if it decreases your expenses.
As a final check, add up all the amounts. For each transaction, the amounts should total zero.

6 When you've entered all the data, save the import file. Follow the guidelines that apply to the type of program you
are using:

Spreadsheets. Save the file as a tab-delimited text file.
Word processors. Save the file as a text file.

7 In QuickBooks, choose Import from the File menu.
8 Enter the location and name of the import file.
9 Click OK to import the transactions.

Check example

The following example shows a check in QuickBooks' import file format. To see the entire example, you may have to
widen this Help window. You can also print the example by choosing Print Topic from the File menu of the Help window.

Because there are too many columns of information to show, we have split the check into two parts. Here are the first
seven columns:

ITRNS TRNSTYPE DATE ACCNTNAME AMOUNT DOCNUM

ISPL  TRNSTYPE DATE ACCNTNAME AMOUNT DOCNUM
IENDTRNS

TRNS CHECK3/31/94 Checking Koepplinger Landowners -550.00 1985
SPL CHECK3/31/94 Rent 500.00

SPL  CHECK3/31/94 Utilities 50.00

ENDTRNS

Here are the remaining columns. If we had not split up this example, these columns would appear to the right of the first
seven columns:

MEMO CLEAR TOPRINT ADDR1 ADDR2 ADDR3
MEMO CLEAR QNTY INVITEM

April rent N N Koepplinger Landowners 876 West Paul Avenue Sycamore, CA
N
N

Notes

This example could have been created in either a spreadsheet or a text file. In a spreadsheet, each item of
information would have a cell of its own. In a text file, tab characters would separate the data columns.

The check is made out to Koepplinger Landowners for the amount of 550.00. The import file shows the amount as
a negative number (-550.00) because a check decreases the value of a company's assets. This is purely for QuickBooks'
internal accounting purposes. If you viewed this check in QuickBooks, the check amount would be 550.00, not -550.00.

The check also has two distribution lines (designated SPL in the import file). The first distribution line assigns 500.00 of
the check to an expense account named Rent; the second distribution line assigns 50.00 of the check to an expense
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account named Utilities. Here, the amounts are positive because they represent increases to the company's expenses.
Note that the detail amounts and the check amount add up to zero.

The import file also contains other information about the check. The check number (1985) is in the DOCNUM
column. A memo to the payee ("April rent") appears in the MEMO column.

The TRNSTYPE column identifies the type of transaction check, invoice, bill, etc. The keyword to use for checks
is CHECK. It must appear in each line of data the SPL lines as well as the TRNS line.

The accounts (Checking, Rent, Utilities) must be either in the chart of accounts of your QuickBooks Company or
defined in the import file. When neither is the case, QuickBooks creates the accounts when you import the transactions,
making each account a bank account. If you are using the import file to set up the accounts, the account information must
precede the first transaction in the file.

Invoice example

The following example shows an invoice in QuickBooks' import file format. To see the entire example, you may have to
widen this Help window. You can also print the example by choosing Print Topic from the File menu of this Help window.

Because there are too many columns of information to show, we have split the invoice into two parts. Here are the first
nine columns:

ITRNS TRNSTYPE DATE ACCNTNAME AMOUNT DOCNUM MEMO CLEAR

ISPL  TRNSTYPE DATE ACCNTNAME AMOUNT DOCNUM MEMO CLEAR
IENDTRNS N

TRNS INVOICE 3/31/94 Accounts Receivable Lisa Yee 669.62 679 Light fixtures N
SPL  INVOICE 3/31/94 Sales Income -456.92 Light Fixtures N

SPL  INVOICE 3/31/94 Labor Income -175 Labor N

SPL  INVOICE 3/31/94 Sales Tax Payable Tax Board -37.70 Sales Tax N
ENDTRNS

Here are the remaining columns. If we had not split up this example, these columns would appear to the right of the first
nine columns:

TOPRINT ADDR1 ADDR2 ADDR3 DUEDATE TERMSPAID SHIPDATE INVTITLE INVMEMO
EXTRA
INVITEM

Y Lisa Yee 541 Surf Road Sycamore, CA 4/30/94 1%10 Net30 Y 3/31/94 Invoice Thank you!
AUTOSTAX
Resale

128 Labor
Auto Tax

Notes

This example could have been created in either a spreadsheet or a text file. In a spreadsheet, each item of
information would have a cell of its own. In a text file, tab characters would separate the data columns.

The invoice is made out to Lisa Yee at 541 Surf Road, Sycamore, CA. The invoice total (669.62) is a positive
number because an invoice increases the value of a company's assets.

The invoice contains three line items (designated SPL in the import file). The first line item is for a light fixture

(-456.92), the second is for labor hours (-175.00), and the third is for sales tax on the light fixture (-37.70). The amounts
are negative because they are increases, either to the company's income (as in the case of the light fixture and the labor
hours), or to the company's liabilities (as in the case of the sales tax). The negative amounts are necessary for
QuickBooks' internal accounting purposes. If you viewed this invoice in QuickBooks, the line item amounts would all be
positive. Note that the invoice total and the line item amounts all add up to zero.

The import file also contains other information about the invoice. The payment terms for the invoice (1%10 Net
30) appear under TERMS. A message to the customer ("Thank you!") appears under INVMEMO (QuickBooks will print
this message at the bottom of the invoice). A notation that the invoice is yet to be printed (Y) appears under TO PRINT.
All of this is information that QuickBooks stores with the invoice.
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The TRNSTYPE column identifies the type of transaction invoice, check, bill etc. The keyword to use for invoices
is INVOICE. It must appear in each line of data the SPL lines as well as the TRNS line.

The accounts (Accounts Receivable, Sales Income, Labor Income, and Sales Tax Payable) must be either in the
chart of accounts of your QuickBooks Company or defined in the import file. When neither is the case, QuickBooks
creates the accounts when you import the transactions making each account, a bank account. If you are using the import
file to set up the accounts, the account information must precede the first transaction in the file.

The EXTRA column contains the keyword AUTOSTAX, which creates a sales tax line on the invoice. You must
enter AUTOSTAX even if you do not charge sales tax.

Profit Margin Calculator

GPMC in Calculate Taxes mode

You can access Gross Profit Margin Calculator by clicking on the menu labeled Profit Margin Calculator . The Gross
Profit Margin Calculator is a 32 bit Windows application for calculating Gross Profit Margin based on Cost of Goods Sold.

The GPMC can be used for:

Calculating resale prices with or without taxes

Calculating Profit Margins from income statements

Calculating purchasing prices based on a fixed margin and current market values
Calculating hypothetical figures by allowing you to edit calculated results
Periodic reviews of ongoing projects

Gross Profit Margin Ratio

Gross Profit is the amount of sales dollars remaining after the cost of goods sold has been deducted.
Gross profit margin is calculated with the following formula:

Gross Profits + Sales
If your gross profit margin is declining over time it may mean that your inventory management needs to be improved or
that your selling prices are not rising as fast as the costs of the goods you sell.
If you are a manufacturer it may mean that your costs of production are rising faster than your prices and adjustments on

either side (or both) are necessary.
Additional Features

Cash Register Functions
Also you can use special character when ringing up sales to accomplish several things.
1. By placing a “*” symbol in the cash register screen and pressing the enter key you can enter
Non-inventory items into the system and create a sales ticket.
By placing a “*e” in front of the product code you can change the employee name so as to give the appropriate credit to
each employee.
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%5 ™ Scheduling

Schedule Appointment

Spray Room

Single Scheduling:

The scheduling system allows for scheduling appointments blocking out time periods and viewing
multiple schedules. Navigating the scheduling system consist of selecting the date you wish to view
through clicking the calendar and choosing your date. The scheduling system will then open the day
you have chosen showing all employees and any appointments they may have. You are able to edit
any time period by simply clicking on the time period under the employee's name.

To schedule for an operator either an employee or room. Click on the beginning time slot you wish
the appointment to start. (Do not click on the actual time but on the column that your operator or
employee is listed) The following menu will appear. You now have 6 options:

» Schedule with Helper (Use this option to quickly schedule using the helper)

» Edit Appointment (Use this to edit an existing appointment)

* Add New Client (Use this to Add a New Client / Walk In)

» Delete Appointment (Use this to delete or clear appointment)

* Look up Existing Package (Use this to find an existing membership package)

* Block out this period (Use this to block out a period)

* Move Appointment (Use this option to move a appointment from one cell to another)

* Email Client (Use this option to email a client directly from the scheduler)
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Eohedule With Helper
Edit Appolintment
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You can now select the client you wish to book. Scroll down until you find the client you wish to
schedule for all clients, should be sorted in descending order. The client's names are loaded from
your client profiles list (last name first Name). Next select the service that will be rendered.

- Schedule Helper = e
Tope text here, then Skt A Chent) [ Sord Bloc

double click or | Cundiffw «| [ Color Bloc

press enter 0 Save.  _ colect & Service Time Min: [T Starddg Appt
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4 color wirgin
bouch up
highlightz
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fill irn

add new tips

This is generated by the services listed in your (services list).\I'he Timex minutes should
automatically fill with the amount of minutes for the servi
time in minutes. You can also select whether you will be
word block or a color block . Selecting the check boxes la
this. To enter this transaction into your scheduler click on the ok button this will enter & save your
appointment in your scheduler as shown below.
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When scheduling click on the
column that shows your operators
name next to the time you wish to
schedule.

1475412 | Frentice
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Ring up Sale from the scheduler

You have the option to ring up a service after or before it has been rendered. To do this click on the
appointment with either your mouse or pressing the enter key on your keyboard over the appointment
grid. The menu shown below will appear. Scroll down to the Ring up Sale option. It will show the
services that was scheduled, the client name and the amount due for the service (This amount is the
amount you provided in your service list) If you will need to make changes to the service it is
suggested that you do not ring up the sale via the scheduler. Enter the cash register mode and either
sell the service using the discount or change price option.

Zchedule With Helper
Edit German-% (BLIC) Appointment

Crerman-s
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EBDIG:I Add New £lient
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2 304M

4540 Print Schedule
freate Etanding Appolntment
Zave ¥

You can also view client history or client profiles by clicking on the option labeled View Profile &
History this option will only be enabled if the client can be found in your client history.

Multiple Views

The scheduling system affords you several views the combined view that allows you to view up to 30
employees combined. You can use the scrollbars located at the bottom of the schedule to scroll over
to the left or right to view the employee's side by side. To view a single schedule simply clicks on the
employee's name. It will expand the schedule for that employee. You can also use the menu labeled
employee and selected the employee name. Also available is weekly view you can view a 7-day
period of any employee by clicking on the button labeled weekly view. You will be prompted to select
the employee name.
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Standing appointments

Moha Abpoiatnant Cllck_here to create a standing
< appointment

Make EZtanding Appolntment <
To set a standing appointments set your appointment up as if you were setting up a single
appointment. Once the helper appears fill in the client name and services. Check the standing
appointment option from this point select the period (day, week, month, and year) the amount of

eriods that will be blocked for this standing appointment.
— Standing Appointments
= Daly & weekly  Monthly  Yearly

Add Standing .-'-‘-.ppu:uintmenk:!/
Clear Standing &ppaintrient I

Cancel I

Clearing Standing Appointments

Clearing standing appointments is done by dupNcating the initial steps followed to create a standing
appointment simply click on the day that you booked the standing appointment, select the client name
and service then click the standing appointment check box. Select period that was blocked. From
here simply click the clear standing appointments  button.

Blocked Time Periods
Elock <ut

Blocking Time Periods is done by selecting the time slot that you wish to begin blocking. Now you can
type in the text box the characters *b then the enter key. This will activate the blocking system starting
at the text box you are currently on. Simply fill in the type of block you will be blocking i.e. vacation,
sick or lunch. Then press the enter key, now enter the amount of time that will be blocked in minutes
i.e. (120) = 2hr) then press the enter key again. Your time period will then be blocked. Either word
blocked or color blocked depending on what option is selected on the helper located above the
scheduling grid.

Note: If you have to block a continues period i.e. "Mary will not work on every other Friday" you can do
this by following the procedures of creating a standing appointment. Simply replace the client name
with your blocking notes then replace the service text with your notes and select the time period this
block will consist of.
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MNawvigat ion

Use the Navigation Option to move
from day to day. Or use it to move
from time periods throughout the day.

Mowve Mext Day Ctr1+n
Mowe Prewious Tay Ctrl+P
Mowve To Hext Week Ctpr 1+D
Move To Prewvious Wlesk Ctrl+l
Mowe To hext Month Ctﬁﬁ+M
Mowe To Prewious Month

Move To Next Year Chrl+y
Mowe to Prewiousz Year

Mowve To Today Ctrl+T
Move to Gpening Time Chrl+d
Mowe to Closing Time Ctrl+l

Copy
Zuk

Paste
Select Al
Wiew Customer Sales Ticket

Use the edit menu to copy, cut and past
records. You can also change the size of the
rows and the height. Depending on the
screen size you may need to change the grid
height and grid width. You can do this by
selecting these options here and entering the

Resize Fow Width <
Resize Row Height

Resize Grid Height

Resize Grid Width

Font Options b
Scheduling Time Intervals
Include Phone Mumbers

Customer Tickets
Schedule With Helper
Check In
Scan Package Card
Activate Package Lookup (Room Requires A Package)
Edit Appaintment

Add Mew Clisnt

Add ko Custamer Ticket

Delete Appointment

Shiow Personal Yiew

Show Today's Maotes

Block Qut This Period

Frint Schedule

Create Standing Appointment

Save 3
Mowe Appointment

Email Clienk

F[EM Edit  Appointments  Block Outs

schedule For Employes F3
Part Error Time Out Setting
Prink Fa

View Schedule Rebuild
Exit Fz

desired size. You can also change the interval
of time scheduled from 15 minutes to any
other time interval i.e. 5-10-15-20

Use this option if you wish to see customer
phone numbers included with each
appointment.

Use this option to send an appointment to a
new or existing customer ticket. You can also
view current customer tickets for any day by
clicking the customer ticket button.

See Customer Tickets in the Tools you will
use Chapter. For more information on
Customer Tickets.

‘ 2 1271201 j

Double Chek on
ticket number to
preview ticket.

| ThtMumber [Clienthame

o | b

If for any reason your scheduling system is unable to load your day a feature
is available to help rebuild any lost data. This feature is located under the file menu “View Schedule
Rebuild” This feature allows you to recreate scheduling data based on the history logs of each client.
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The system systematically scans every client database and rebuilds a text log of appointments that
may have been lost.

Find Open Appointment:
[ Wiem BT weekly View

Find Open st | 1 | ' |
Burkus ~ Available Times for:
Burkus

How Many Days to Search
7 -

Monday -—-—-—-—- _

512006 (Slot

Wiew all

10:00AM
10:18AM

10:304M @/

10:454M .

11:004M

11:154M

11:30AM

11:454M -
You can access this feature by clicking on the button labeled “Find Open Apt” Once you click on this
feature you will then be given a choice to select the employee you wish to view. Once you have
selected the employee you will be given a view of all available time periods. You can change the
amount of days to view by selecting the menu labeled “How many Days to Search” Once you have
found the slot you wish to schedule click on that time period and you will be able to begin scheduling
into that slot.

Printing:

Font Size Iy
g | 3

Space: Between Columnz

|35 Erint
Arnount of Characters to Print Print Presiew
[30 |

Lancel | To access print options click on the button labeled “Print
Options” This will give you the option to print, preview or change printing properties. You can change
the font size the spaces between columns and even the amount of characters to print. This is helpful
if you need to format the print out to fit on a particular paper size these properties will affect weekly
view and all columns view. To print a single appointment you can select the column then select the

menu “Print Single Schedule for” This will print just the column you selected.
schedule with Helper
Scan Package Card
Activate Package Lookup (Room Requires & Package)
Edit Appointrment

Add Mew Client
Delete Appointment

Show Today's Mokes
Block Qut This Period

Print Single Schedule For Burkus

Create Standing Appointment
Save Current Record
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Confirming Appointment:

mmwm Schedule With Helper

Check In
John Do

Appaintment Confirmed
~Artistic Scan Package Card
Basic Activate Package Lookup (Room Requires A Package)

Edit Appointment

Ring Up Artistic Basic Perm Appaintment $65,00
add Mew Client

Wiews John Doe  Client Profile & History

Add to Customer Ticket

Perm~

Delete Appaintment Cf*J ﬂhn
Show Personal Yiew

Show Today's Mates DOE

Elock Out This Period .,Artlstl c
Print Single Schedule For Burkos .

Create Standing Appointment B asic
Save Current Record

Move Appointrment Permﬂ'
Emnail Client

To confirm an appointment click on the appointment then select the menu “Appointment Confirmed”
The appointment will then change to a yellow color and the letters “cf*” will proceed your appointment.
This will give you visual indication that the appointment has been confirmed.

Color Block :

Primary Descrptioe| A tistic Basic Perm “short description

Drescription: basic permn shart hair by artistic
Service Code; |14-_|
ar

Service Woard: !
* Optional Tax Lef Color, E]gl

* Optional GST T

Basic colors:

[ ill thiz tem b |_ |_ |_ |_ |_ - |_ |_
Aprox Time Il [ [ 0 7 1 B0

Leave How Muc

Another Appointng
Retail Price: ENEEEEEN

[Saieacoks] EEEEEEENn
I-----I_-l_

* Dept Mumber: | Custar colars:

BackBar %: NI’ T PN EBE
AEEEEEEn

Define Custom Colors »»

e ezt o] _coned | By entering the Service Setup Screen from your main screen you
can access the color schemes that can be used in conjunction with your scheduling system. After
selecting the service click on the button labeled “Service Colors” then select the color you wish to
represent this service. Once you click on OK the button will change to the color you have chosen.

Categony:

J Standing Appt - 'Y ou also want to make sure that the “Color Block” option is selected in the schedule
with helper area.
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John Doe

The end result will be you appointment will reflect the color you have chosen.

Multiple Appointments

To add multiple appointments quickly you can select the option labeled “Multi Appt” This will generate
the screen displayed below. You can then select the client then the service and time. Once you have
completed you can click on the button labeled “OK” you can then repeat the steps by selecting the
next service. The system will automatically move the scheduling time to the next available slot. If you
select the menu labeled “Create a Customer Ticket Automatically” then every appointment will be
created as a customer ticket giving you the ability to process customers through the ticket system.

ﬁdvam?irizhecluhng Schedule ke oot & Clet ™ word Block
John Doe J Find Client | [v Color Block
9:00AM L Hiztary |- Select A Service  Time Min: | Standing Appt
Serviced By P : B E.l.'f'.'?.lf.f.'?.r.!':"j
_ Arhizhic Basic Perm j 90 j v Multl 'ﬁ'ppt
BUFI‘(US | r Create & Customer Ticket | e
1 Automnatically ak Cancel

[cf*] Confirmed  [ck*] Checked Infro®] Cazhed Out

Overriding Locked Out Periods:

You may find that you will need to open sections of times that were previously locked out. Simply
clicking on the time period can do this; you will be given a prompt to unlock the period. To unlock click
yes and repeat the steps as necessary, this will not change any permanent schedule times.

Unlock this period! [%]

8 3 DAM w This time slok 7:454M is not available, IF vou would like to schedule into this slot you must enter Burkus emplovee profile in the

setup wizard and change the weekly schedule, to allow For booking between 7:45aM
‘You can only schedule between 9:00:00 AM,6:45:00 PM

8 4 SAM Would you like to schedule anyway?

9:00AM John Doe
9:15AM

Employee Overrides:

You can optionally program retail prices and service times for each employee. This feature is helpful
if you have different service prices for each employee or different service times. This feature can be
accessed in two places. Under the setup wizard under employee commission profiles. Or you can
select them from the Service Setup Screen and click on the button labeled “Employee Override” You
can then enter the commission, retail price, booking time and space between services.

Employee Override Record Found Record Found Record Found

Burkusz Cornmizzion 10.00%  Retail Price $50.00  Booking Time Space Between
Service
| il sl _nueetonef Additional Product |7 /50 |60 RMEE M
e
Turner Delete Daone |
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Touch Screen Options:

You can activate touch screen options in “Setup Wizard” under “General Setup” by selecting the
option labeled “Activate Touch Screen Options” This will increase the menu sizes to make it easier to
select options including services and customers.

Select Dption

Schedule With Appointment
Helper Check In Confirmed
wove | Basic e | Ve Jotn boe
Appointment | Appointment Histo
$65.00 vy
Print Single .
Track employes activiey [~ 199 Employee Ou Schedule for Delete Edit
fForce emplovees to log in) after Each Sale Burkus Appointment | Appointment
v Prompt for Client Info [ * Musk fill in all fields
Werify All Checks Presented For Bad Account Create
Profiles Brtpeate Touch' Show Personal - .
[ Keep Hat Keys Grid Visible ™ 5rrean anfinns View _Standing | Add New Client

Edit menu options:
Ll Appointments  Block Outs  Ophions  Employees R

Copy

Cuk

Paste

Select all

View Customer Sales Ticket
Resize Row Width

Resize Row Height

Resize Grid Height
Resize Grid Width
Fant Cptions Caption Fank Size
Scheduling Time Intervals Font Calar
v Include Phone Mumbers Twpe Font

You can use the “Resize Row Width” to resize the width of all rows.

You can use the “Resize Row Height” to resize the height of all rows.

You can use the “Resize Grid Height” to resize the height of the whole grid.

You can use the “Resize Grid Width” to resize the width of the whole grid.

You can use “Font Options” to change caption font sizes, font colors and select the type of font you
wish to use.

You can use the “Scheduling Time Intervals” to change the time intervals between rows.

You can use the “Include Phone Numbers” to include phone numbers on screen and on printouts.
Keep in mind that numbers will only display if they are listed in the client profile and also if the print
margins are set to a large enough setting to include numbers. This is also true with column and grid
screen margins they must be set to be wide enough for them to be visible. “See above on resizing
grid”

Cﬁﬁ(ai
///

Note: If another user is currently using the scheduling system for that day and has not exited
the screen. You will not be able to schedule, MPOS will generate a message stating what user and
what computers is currently using the books. They will need to exit the day in question before you can
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continue scheduling. This option is vital to make sure the scheduling database is totally accurate over
a network.

€CCq
Caution should be used when changing the time interval from the default 15 minutes. By
changing the fields to a lower value you may shorten the amount of time that can be scheduled. The
system has physical restraints of 255 fields that can be used on a certain scheduling period. So if you
change your default time to 5 minutes you may only be able to schedule for a certain amount of hours
depending on what time you open. If you receive error messages or you are unable to save certain
time periods try increasing the time intervals to a higher number.
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@~ Client Profile Management

The client profile system is used to manage client Information such as client addresses or phone
numbers and other important information. The client profile management system can also generate
customer reports. You can set price levels for clients or set whether a client is taxable or nontaxable.
You can use the client profile system to insert pictures of clients or keep a running history log. You
can also use the client profile system to create and maintain client cards or customer cards. The
client profile system can also be used to print marketing and mailing labels. You can also use the
system to email clients. In this chapter we will discuss in detail how many of these features can be
used.

File Edit Card ¢ptions {lient &ption Miew Customer List Find Z2ort Client List

Alice In
EinI:I ICustu:umer
Firsthame: MiddleMarme: LastHame Address: Ship To: |
[Alice I | [Prentice | |
City: State: PostalCode: WorkPhone: Haorme Murnber: AlternatryePhone:

| [ | | | | IIIIIIIIIIIIIIIIIHIIIIIIIIIIIIIIIII
Ermailaddress: Title: Anniversany Birth Dy 1902563358

I | | | | | | ‘ = \r ......
OrganizationMame: FaxMumber: MobilePhone:  Firstwisit @ )w)
| | | |

Clear Image |} Insert Ficture |

Serviced By: Feferred by — Do ot sccept Last wisit Click. to Change = 11 Client Is Non Taxable

| - checks 11/30/2009 - - Customer [~ <] w
I Currently inactive L Price Level J

labell label? label3 labeld |l Applibuistomer Hewnrds

[~ Releaze Form on File

I | | | |

lakeh labelq label? labeld
I | | | |
lakbeld lakbell0 lakbell1 lakbell?
I | | | |
lakbel13 lakbel14 lakbel1h lakbel16

Custormer Jok - Client Index
I,ﬂulice Frentice

The most important field used in the client profile section is the customer job field. This field is used to
find and list the customer in all other screens. The customer job field is a combination of the
customers first and last name. It can also be the customer business name. This system automatically
fills the customer job field in when you type a last name in. Problems occur when you change or edit
the customer name but fail to edit the customer job. If you have problems pulling up the wrong client
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or the client history is not posting to the correct customer your problem will originate with the customer
job field.

Price Levels:

[ Apply price levels by Points or percentage.

Price Level #ie[10)

= |D_ -~ .édd to ¢~ Diszount

ogs From Retail

Frice Level X%ie[20)

’El Iﬁ -~ Add to & Dizcount

Cogs From Retail

Price Level Xie([30)

,__| |7 & Add to - Dizcount

Fram Retail

Price Level %ie[40)

’__| |7 & Add to ~ Discount

Fram Retail

Price Level % ie[50)

’__l |_ -~ Add to ¢~ Diszount

Cogs From Retail

Frice Level %ie[60)

|7 & Add to ¢~ Discount Save & Eui

From Retail

An advance feature can be activated by clicking the button labeled “**” this will open the advance
price level screen. By clicking on the check box labeled “Apply price levels by Points or percentage”
you can override standard price level. You can then set the price levels to a percentage allowing you
to either generate your price by adding to the cost of goods or discounting from the retail price. These
percentages are universal so you would not have to change each items record. By selecting the price
level and setting its properties the system will adjust prices for each client based on the levels you
have set. This feature is helpful when your products or services price changes frequently. You will
not have to change the price levels prices each time there is a change. The system can recalculate
the price based on the advance options you have selected either for cogs or retail.

-8433414M

Clear Image | Ingert Picture

143



You insert and clear pictures by clicking on the buttons shown above. Make sure that the pictures you
are using will be stored on the same computer or network that MPOS is running on as MPOS creates
a link to these images. You can also edit the image by double clicking on the picture. If images are
blurry you will need to resize them to a size of 100 x 100 or until it no longer is blurry.

Navigating Customer Profiles

~p | & W 6'} (3 Use these options to navigate
P f) (: ﬂ L‘__ 9 through the client profile system.
> 2 ol «  Find (Find a Client)

Find | Print | MowveFirst | Previous | Mest | Move Last) * Print (Print a record)

* Move (First, Previous,

e ficap | TR e | - Next, Last)
E{rﬁ ;’/'! A/ { E @/ « Add (Add a record)
£ i « Edit (Edit a record)

Add Edit Delzte Save Firish » Delete (Delete a record
* Finish (Close & Exit)

Client List View

Client Profile. { EHERE L) Client Repert | User Define | Client History | Client Date Charts | £ ¢
— Client List Exit Clignt List I|
ItemlD | FustMame | MiddleM ame| LastMame | anniv Title Orgarizatior| Ad
1| Temence  |'W. Sabastion-T | 41000 Sales Azzoc| Boston Gas | 171

|I:Iiu:k using opposite side mouge ko zort

i gl

You can view your client database in a list or grid format. You can also change and print your entire
client list.
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Profile & Membership Cards @

You are able to update manage delete and run reports on any clients created in this mode. This
screen also relates to the Client Info screen that appears in cash register Mode. All client data that is

collected for a client is stored in this area for future use. The most important fields in this screens is
as follows:

1. Client Last Name & First Initial.
2. Client Home Phone Number

All other fields are not used in any other function and are not required. The fields above are needed

for the following.

Client Last Name & First Initial is used by the cash register system when printing the clients name on
receipts and also in report mode when running client reports.

Client Home Phone Number is used in the main field to find a client during cash register mode. You

will usually ask the client for their phone number during the ring out session in order to find their

profile. As was noted all fields are not required but should be filled out for your use. Please be sure
that these fields are always filled out.

When using Service Membership cards in
conjunction with your client profile, scan or type
the client card number into the home phone
number field. You can alternately use the
define fields to create another Phone number
field. Or use the alternative phone number field
for this client Home phone number.

You can create your own membership cards
using card options.

—— &s Sabastion,E

]
-788713098

You can insert images by selecting the "insert image" button. This will open your browse directory
screen. Select the images you wish to insert. You will be given a preview of the images you have
selected. Once you have selected your image and the method of storing it simply press the "Ok"
button to save your images. (Note some distorting may occur if your image is too large or to small
then the standard size of 100x100, if distortion is high you must use imaging software such as MS
Draw to resize the image into the appropriate size.
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Membership & Key Cards

Options . .
Farmat Faont Size el
|Code3d x| |l ~| |82 =]
Select the Barcode Field Barcode Text
|FirstName L{ |Miu:he||e
.j' Calor Dptions
. Al Fonts
P e
Ff'“-{; Print Options
-gﬁzi' M argin
Left Margin  Fight Margin Top Margin  BEtWeen  Battom Margin
Labels
150 »| |80~ &~ |0« |25 ]
Sample Card: Click on text to change font options
Sallys Salon & Supply
- Identification Card
e Crook
Haw Many Cards Ta Print? ‘6 j

-y

test
test
est
est
Michiel est

ichelle

[

You are able to print your own photo cards. These can be used in conjunction with MPOS or
separately. To activate this feature click on the menu labeled “Card Options” then select “Photo
Card”. You can now select the properties you wish to use including the barcode type font as well as
the field that will be used to generate the barcode. Also you can choose the font to be used for the
whole card. You can manipulate the margins in order to fit the media you are printing on. You can
print on standard paper or business card paper. Cards can be used as is or laminated for card
protection. You can print as many cards as needed by selecting the option labeled “How Many Cards
to Print”. To navigate from one record to another click on the navigation buttons at the bottom. You
can also print and select the printer you will print to.

fard ¢ptions £ Use card options to create photo cards & key
options cards.
Photao {ard
kEey <Card <

Membership cards allow you to track your client history and create instant cash statements based on
their sales history. Printing membership cards is as easy as printing business cards. You can use
standard paper and cut out the card or key card for lamination. Or you can use standard business
cards 2" x 3 1/2".
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You must remove the edges before placing the card paper into your printer.
Once the edge is removed simply print the cards individually.

By selecting client options and clicking on “Marketing & Mailing” tabs you can select the time period
and create a list of clients that match your specific search. l.e. you can search for every one that has
a birthday in the next three months, or who may have visited you in the last 30 days you can then
export these files so that you can export them into any of the partner programs for marketing and
mailing. Or process them directly in MPOS.

- [Date Chart
7 Anniversany " Birthday  First Wisit 7 LastWisit & Al Export
[~ Sort By Manth Oely |1 "I étart Date | Ending Drate |
Firzth ame | Lazth ame |.ﬁ.ddress | City | Shate | PogtalCod
Michele Crook 2330 Stone | medford QR 375M Print List
Jill Grezham 2711 Cluckh Jenzaon Ch 96057
Fozeanna | Jones
Cindy Rkl F.0O.Bow 20 Montague | CA 96064 Print Mﬂﬂfﬂg
Temence | Sabastion-T | 1704 & Valle Bostan kA, 20303 LEFEIS
Cindy Wiz 233 dth Shre | Azhland 0R 97520
Heather Wiliams FRedmond | OR 97756 -
Email Customer
i __.:_"wﬂl
Exit

After you have generated
a list of clients. You can
email them using a pre
made template. See
Customer Templates
discussed later in this
chapter.

You must enter your
email address. Your
company name and a
subject for the emails.
You must also select
your out going email
server. i.e.
mail.yourdomain.com

You can now begin the

147 mail process by clicking
the button labeled “Email
Customers”



Select Paper Size

Select Paper Size

After you have |Select Template j
generated a list of From your Email address:
| | | clients. You can now
I | | print their labels Fram your name:
| | | directly to address
I | | labels. Subject
| | | You can use: 1
| | | Avery 8160 1” x 2-5/8” Email Server
I I I é/very 8167 %" x 1-
47
I I I | Once you have . Preview Edit
selected the label size  “gmaii | Template
2~ click the button
— labeled “Print =
2 Labels” This will -5
Print () Labels begin printing your Email () Customers

labels to your desktop
printer.

You can add and remove client profiles by using client profile screen. To learn more about navigating
the program see navigation. Sorting profiles you can sort your profiles by several fields to do this
simply select the "client list" button. You can now select from first name, home phone number or a
field you have defined.

Client Reports

Cliert Prafile | Client List - Client Report | User Define | Client History | Client Date Charts | €14 »
Hide eports | Sort by Date | S SIEISHT SRIL O GO

Sort by Services | Print

Drate Armaunt| Chent Nam Serviced By | Product Mar| Sales Tupe
FErErin 1 $15.00 1.26R Rage inventary
HEEN 14 $£15.00 1.26R Rage inventory
HEEM 14 $15.00 1.26R Rage inventory
7427/ 13 $15.00 Eiient Fiafile | Client List | Client Riepoit | User Diefine | Client Histor | Client Diate Charts | C141 ¥]
?E'IE?EIID-I 1 5 $1 5':"] - Hi_de F;:forts || Sort by Date | Show all clients| Sort by Services | Print | Sort by AmgL_mt_l
TI2F 00 15 $15.00 @
?'IIIE?'IIII:I-I <1 $1 ':' I-"-I Product Oty Price Invaice
T"'."IE?."ID-I -I E| $'I EI:II:I i%iﬂ%g;%zﬂN F'EF'S‘II - 12 10
17201 5 150
T2 15 $15.00 oot Rttt 0]
Click on invoice numbers to view each sale
receipt. Click on the date to see just those
days’ sales.

Client reports are available for client tracking and client history to select a report, simply click on the
report option you wish to view. This option is only available if the manager has enabled it for all users
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to access, otherwise only manager access will have privileges with client data & reports. Click on the
report “Sort by Date” to get totals broken down by date and sub totaled by years.

Finding Clients

Search By Eirst Name Use this option to find client quickly. Find,
Search By Last Name FI using major fields or any of the 16 fields you
Zearch By Phone MNumber dEfHWG.

Zearch By Zip {ode
Search by ccl <
Zearch by ccc
Zearch by cc3
Zearch by ccl
search by cch
Zearch by cch
Zearch by cch
Zearch by cc?
Zearch by ccl0O
Zearch by cci
search by ccld
Zearch by ccll
Zearch by cocl4
Zearch by ccl3
Zearch by cclk
Search by cclih

If you wish to find a client quickly you can do this by selecting the find option, you can then search for
the client using the listed criteria’s.

Defining labels

Use Define Labels to customize fields.

£lient Sptilon Miew
flient Formulas

Iefine Labels €——
Iate Chart=

If you have a specific information you would like to record this can be specified in the definable fields
you can define up to 16 fields and do search's and sorts on the first.

Client Profile | Client Liati Client Report  Uszer Define I Client Hiztary | Client Date Ehartsi 4 I 2
— Uszer Defined Data

Define Labels
|Undefined |Undefined |Undefined |Undefined
|Undefined |Undefined |Undefined |Undefined
|Undefined |Undefined |Undefined |Undefined
|Undefined |Undefined |Undefined |Undefined
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Client Formulas

£lient fption MNiew

Client Formulas
Jefine Labels Use this option to create client formulas.

Irate Charts

Farmulas

Services: |colarshighlight

Farmula name: |Fugion Inztuctions:

You can create and print client
formulas for your specific client listing
chemicals with all of the instructions.
Pressing client options and selecting
client formulas accesses this option.

Ease color plus partial bleach highlight with 20 volume

product 1:[Fusion dese 10 [FhK gyl 15 MessUnitl: oz
product 2[Fusion dest 2: [ERg a2 [25 Meas Unit 2 [0z
product 3[Figion desc 3 BFe 3 [5 MeasUnit [z
product [Fusion  desc 4 e aty 4 |25 Meas Unit 4 [z

product 5D eveloper desc B [M0wolme a5 [25 MeasUnits [z

Crook

& \ ) | L

Frint BRefrezh Update
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Client History

You can track update and keep a running log of all client history this includes:

» All Phone calls logged using Caller ID

» All Appointments scheduled for this client
* All Products sold to this client

» All Services rendered to this client

* All notes made by any employee

3| %|m@l Blslu| =|

lternz Sold Oty Price 5/2/2006 23705 PM Employes Burkus
ABBA Creme Mazk 1 $14.4

[terms Sold Gty Price 5/2/20068 2:36:54 PM Employes Burkus

ABBA A Frame Smo 1 $6.6

Michelle Crook Checked into Bed 2 at 1:271:55 PM on 54242008 uzing a seszsion package for 5 minutes processed by Burkus
Michelle Crook Checked into Bed 2 at 1:271:45 PM on 57242008 uzing a session package for 5 minutes processed by Burkus

bichelle Crook Checked into Bed 2 at 1:271:35 PM on 57242008 uzing a session package for 5 minutes proceszsed by Burkus

Total Sale $17.00
Form of Payment  Cash
[Fvoice Mumber 8

[tems Sold Gty Prce 5/2/20068 1:21:15 PM Emploves Burkus
ATans 3 $$17.00
bichelle Crook used AC Daily Poo at 12:37:36 P on 57242008 proceszed by Burkus

Total Sale $107.00
Form of Payment  Cash
Irvoice Mumber B

Iternz Sold Oty Price 5/2/2006 12:36:23 PM Employes Burkus
Tan Sezsion 2 $4101.00
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Customer Filters

Type in the box below to change the name of the Clent Flag

(] L* *rj e
O 8 ¥R S
| | — |
LI “ 55 N J f"-
" ‘\..____,.}' LI |
S O <

Customer Templates

Client Report | User Define | Client History | Marketing & Mailing | Client Formulas | Customer Fiters }

Template | Template | Template | Template | Template | Template | Template | Template | Template

Template

#1 #2 #3 #4 #5 HE 7 #a #3 #10
ala] i[m@  o[[s] =/=[=|

be able ta make pour appointment please contact us at 706-228-4616 to reschedule thiz appointment
Fhank yow agai for poor besimess
Fenata's Full Service Salon

2711 Culverton Dr
Augusta GA 30309

‘e would just like ta confim pour appaintment that was made earlier. You do nat have to reply ta this email. 1f you feel you will nat

Customer filters is another feature
that can be used to help filter
clients. This feature is also called
client flags. Use this feature to set
up unique flag or labels for clients.
You can then set these flags for
each client or customer. These
flags will show up each time a client
is pulled up in the system. This is
helpful in identifying certain types of
clients or filtering a particular type of
client. To create a customer filter
click on the tab labeled customer
filters. You can now click on each
field and enter the label for each
filter. On certain screen you can set
whether filters are visible or not.

Customer templates are used to
create custom text documents that
can be used to email, print or save
with a client record. When using
customer templates you can
create a template for different
criteria’s such as confirming an
appointment, wishing happy
birthday or anniversary. Or
sending holiday wishes, as well as
informing customers of specials.
You can create up to 10 templates
that can be saved and used at any
time. To create a template you
must first click on the template
number.

This is done by clicking on the buttons labeled Template 1 through 10. You can then begin typing into
the text area. Once you have completed your document click on the icon to save. Repeat this step for
each Template saving each document using a different name. Once you have completed all the
documents you are now ready to use the customer templates within MPOS. When sending emails you
can now click on the options to select a template from a list you have created.
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&/ =***Managing Business Services

Find Item (]

-

i

Insert Picture Clear Image

Eind Item
Frimary Description: Fetall Price: Scan Service Code: or Service Word:
Wedding Updo $32.00 |00l
* Optional Tax Lewvel * Dptional G5T
| ' c @
e
Description:
|A|rbru5h Tanning Insert nictire
_ Copy barcode into clipboard
Click this option to Sales Account Class;
activate this | | ~]
service to be billed Motes: = Diept Number:

as a timed service.

Hat Keys Categony

[ Wil this iteny

| Service Keys (Turn this tem into & button) billed by time pericds (Timer Billing)

Muttiple Pricing Price Levels ||a SN - ) T ] S i Employves Override

001 b

BackBar % Aprox Service Time;  [Double-Bock Time)

| & <[ ]

Use this screen to setup any services that you will be selling. If you are a service business each item

should be setup in the system. Important the service ID box is the code that is us
the service in cash register mode.

ed to ring up

To add a record simply press the Button labeled ‘Add’ then begin typing your items in the appropriate
boxes when you have reached the last box labeled Department either click the tab button on your
keyboard to move to the ‘Add’ button or press the ‘Add’ button to save your record and add another.

To delete a record select the records you wish to delete by either using the find button located on the
inventory menu or use the ‘Select Product’ drop down box. You can also use the arrows located at the
bottom to move to the first record, the previous record, the next record or the last record. Once you
have selected the record click on the delete button or hold down the alt key + D to delete the current

record.
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To Close & Exit Inventory select the button labeled close or hold down the alt key + C.

To Print Product ID Sheet click on the button labeled print product ID sheet or hold the alt key + P.
This allows you to print out all your products key data on paper so you can either train your employees
or have a printed backup of your current inventory configuration.

To setup a product for Timer Billing select the check box located in the middle of the inventory
screen adjacent to the barcode box. By checking this option you can bill this item on timer intervals.
This is ideal for business that rent equipment entertainment or products and then bill their customers
based on the time period they have used the product for. (Whatever you select in your retail price
section will be the per hour / minute rate that will be calculated. The system uses the standard 60-
minute cycle to calculate hourly or minute rates).

Pictures can be inserted into the system. If you wish to insert an image into the touch screen buttons
you must first check the option labeled “Service Keys” then click on the button labeled Insert

Pictures . To make sure that the image fits properly into the screen make sure it is in a windows bmp
format and that it is resized to 35 x 30.
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= ™ Tanning Room Control

To process Tanning transaction you have two views to choose from the Single View and Multiple
View. Single view allows you to process all of your transaction from a single screen. With multiple
views you have the choice of moving from screen to screen in order to view your customer’s packages
and history.

Single View
. Type Client ~ Scan Package . . )
& Name Card © 8can Finger Print j5hn Smith k)
5ol Packane
Enter Customer ‘! ]
Find Customer £dd New Customer Scheduls

FirstName |LastName Address |City |sta|Postal|{MobilePhone |[Emai|UserD(notes |Fiy | Edit | Delete

ﬁ\‘&‘ I -
John smith 74 x

With single view you begin every transaction by finding your customer you can do this by typing the
first few letters of your customers name and select the “Find Customer” button once you have
located your customer you can then sell them a package, sell them a product or services, put them
into a bed or device, or schedule them into the scheduling books. After selecting any of these options
the system will automatically bring you back to this view.

Edit Management Tools Logi

Switch to Multiple View

Goto Main Screen

Exit
This option allows you to switch to multiple views, you can also navigate to the main screen or exit the
screen.

Management Toels  Login

Fixed Row Font
Fixed Row Font Size
Row Font

Row Font Size

This option allows you to change the font type and font size for any of the grids that appear.
Management Tools | Login  Log Out  Cus

Beds Rooms 4

View Client Profiles

Create & Edit Packages

Manage Bxisting Packages

Eft 3

Manage FingerPrint Database

Report Management 4
This allows you to manage some of the screens you will need to manage the system. The Beds
Rooms option allows you to setup your beds and manage them. You can also navigate to your client
profiles, create & edit packages, manage existing packages, mange eft, manage fingerprint database,
and view report management from this menu.
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Tools  Login LUgOut

- Scan Packa Add Customer
Ca rd Edit Customer

Delete Custorner

Ama P Customer View »
This option allows you to add customers from the menu, edit customers, delete customers, and define

what customer information will be viewed.

Type Client Name

When this option is selected you can search for a customer by typing a few letters of their name then
select the find button or hit enter on your keyboard.

Scan Package Card

When this option is selected you can select a customer by scanning their package card.

Scan Finger Print

When this option is selected you can select a customer by scanning their finger print.

Add New Customer

When you click on this option you are able to create a new customer. After clicking on the button you

can then enter the customers information in the text box then hit the enter button
on your keyboard or if you are using the on screen keyboard select the done button. You will repeat
this step for each field when you are done click on the field labeled “Save”

Sell Product or Service

You can use this option to sell a product or service to a customer simply find your customer and click
on this option to sell a product or service.

Sell Package

T ¥4 Tar T b Ty ¥ tan T
{‘ Seimoe 0 Sedwkn Beanion Bensm Sewban
10 Minutes tanning f

i Tarn)
= Gemon

1d Minwes mznng 13 Miraries mrms g Uniirmited Tarning 43 Mizs Tarmizg T rirurien Seamnn
Pathage 1 Pazbige

a0 e 225 Misites T8 Ml SV AMBRUSH FULL
Tanning Gession  Taning dsssion  Tenning Eession  Teaning Sessan L=

You can use this option to sell a package to a customer. You must first select the name of the
package you wish to sell this is done by clicking on the package on screen or selecting it from the
drop down menu. You then can click on the button labeled “Check Out Now” it will then send you to
the register were you can optionally add products and services to the ticket then tender it out.
Schedule

You can use this option to schedule your appointment by clicking on the service then select the date
and time period you wish to schedule.

| -

iJoe Smoe ~11
|Minutes tanning~
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Process Visit
You can process a visit by first finding your customer and the active package it will be displayed in

green. Simply click on the package and it will bring you into the process a visit screen.

Purchase C

‘1/15/

Package Mame Itern 1D

|10 Minutes tanning~Joe Smoe ‘3239482935

Package Description
|10 Minutes tanning Service Package for Joe Smoe

Bed 1

5
= 23
||Bed 4 _ 4 5 6 10

Stand UP 1 ¢~ Energize Lamps

[Ma)
& Energize Lamps 7 8 9 1 5

Yes]
Back 0 Exit 20

aBE@

Start Timer Stop Timer

Printe

Select your bed time and click the button labeled “Start Timer”
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p ..-._l-' Sl v 452 U;!amn_r.ﬂ

Multiple Views

[LFle Edt iew TanneeMai Scesn  Appontmerts Biock Ouls Oglions  Tanning Equipment  Nawigation  Ralsase Ferms

e

PROCESS A PACKAGE

Tanning Options

SELL A PACKAGE

TWAR-TIMERS DMLY

TMWAK-TIMERS OMLY

(PROCESS A CLIENT VISIT). MEW SCHEDULER TO A CLIENT
2 03
MAaMNAGE EXISTRG CLIEMT FACKAGES CREATE fELHT A PACKAGE CLIENT MAINTEMNLCE
_J. anldl ég
VIEW ROCK MOMNITOR YIEW ROOM PARAMETA DATA CASHREGISTER

CHECHK OUT CLIENT

BED ALIDIT REFORT

O

SETUP BEDS

This chapter will deal primarily with:

* Monitoring Tanning Rooms
e Controlling Tanning Rooms

* Processing Packages for Tanning Rooms

The details on scheduling are similar to that of the standard scheduler. Please refer to the chapter on
scheduling for more information on scheduling appointments for your clients using tanning mode.

The system uses the scheduling system as its basis for controlling, monitoring and processing all
membership packages. There are several ways to activate a session depending on what options

have been activated by the manager.

Process a Package
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r Procesz & Package
- Type Client
Name

i

|Clisnk Name

~ Scan Package

Cindy Rohl

HAMichelle Croo

Michelle Crook
Michelle Crook

|

Skatus

I Automatically Schedule Session into Bed

Package M3

Package Description

7 Tans Service Package for Michelle Cn

Purchaze Date

Murnber of Units Left

Not a Valid Packat

Package expired would you like to remowe |

Delete 3 Tanz™Michelle Crack

Wiew

Histary

from your list?

You can process a package
in two ways.

1. Click on the tab “Type
Client Name”. Then
type the name of the
client. Or select the
client from the list of
available sold
packages.

2. If you are using the
Package and
membership cards
you can click on the
tab labeled “Scan
Package Card”.

If a valid package does
not exist the icon of a lock

Procews & Prackage = will be displayed. You
; LTI’F‘E Client ECE{T Package o can optionally delete the
L ar o —- s package from this screen
| = if you wish to remove it
et e . 'pmwﬂmm from your list. This can
Jeri Ricord (B Servion Fackags 1o PeRallF be automatically deleted
[ erri Smith if you have selected that
__|Lisa Pauler e VT option in the “Create &
Parris Greggs R f Edit Package screen.
Robert Brown _ _
~ |Roger Floyd Bed #1 - 111231 If a valid package is
— : Big Een A e found you will now be
BiSteve Siinms SunRise  [JEN I 4516 able to process their visit
Thomas Roman L 7/8|9! P , '
S srdy St i s M You can now click on the
— y - & Enwps Lamps (e M bed or room you will put
‘ Y il the client into. Next you
510152025 :
Slata — will set the bed
§ | i i
== information such as
o adi minutes. You then
k fulpmatcaly Schedus Sesmon nio Bed . = - ShOUId CliCk the “Start”

If you select the “Automatically Schedule Session into Bed” option the client will automatically be
scheduled into the scheduling system. Using the current time and the selected bed. This option is
helpful, as it will automatically block out the current time in your scheduling system.
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Point System:

By selecting the point option in the “Setup Wizard” “Tanning Options” screen. You can setup the
points that will be deducted for each bed or room in your system. Points can be used with either
session packages or minute packages. When this option is filled in and you process a package either
the session or the minutes will be subtracted by the amount of points i.e. (A client using 10 minutes on
a bed or room with 4 points will equal 40 minutes 10 x 4) This will allow you to subtract more points or
minutes based on the bed or room that is used.

: DeviceMame =
P [Bed1 Delay | Undress Time I ,I Minutes - |__1__| 2 3
_BEEIZ /a |4 |5 .
Mazxirmurm Tanning Timel ,I Minukes A [ 7n@E
e HEYS
" Energize Lamps [Mo] |
Device Murmber I 1 ,I Dewvice Mame IBed 1 @ Energize Lamps [Yes| m
Zom Part I ,I Point Lewvel ,I . . 510152025
Setking I ® —E
- P
[~ &llow Clients ko Use this Room without a pach = = :"E;?JJ‘ |
[~ Cantrol Beds With T-Max Timers _3 Paints [ I

Series Tracking:

MPOS allows for series tracking this is the ability to sell a package allowing the employee that sold the
package to receive commission on the package that is sold. Then the employee that renders the
service can also be tracked and given the proper commission.

" Services " Inventary % Package or Series _ Euit |

Item Commissic| Retail | |

Tan Sessian a0 25

Commission overrides located in the setup wizard under commission options should be used in
conjunction with series tracking you will need to set the commission rate for the series in each of the
employee’s commission profile. Series packages when they are redeemed carry a 0 values so you
must override the amount in order to properly calculate the commission for the package.

Service Packages:

If you select a package that was sold as a service package then you will be given the choice to select
the item or product that will be removed from the package. You should now click on the service or
item from the list displayed. The item will be removed from the list. This will create a sale receipt for
the amount of 0. This receipt will be used for tracking commissions for this item. Because the sales
receipts is set to 0 you will need to use commission overrides in order to properly calculate
commission for any items processed on a service package.
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rFrocess A Fackage

- Type Client _ Scan Package

Name Card
‘ J Package Mame Item ID
-
|Client Mame T
F Package Description
C In d y R 0 h I 30 Tan Sessions Sample D ata Service Package for Michelle Crook

FMichelle Croo

Michelle Crook

Purchaze Date MHurnber of Urits Left E%] ‘

ABBA Creme Mask
AC Daily Poo

Wiew Higtory

If you have pictures associated with your customer profile. The customer picture will be available
during your process a package screen. If no picture is associated with the customer profile the picture
box will be invisible.

roceszs A Package

i Type Client ” Scan Package

Name Card
‘ J Fackage Hame [tem D
Client Mame _—
. Fackage Description
C In d ')' RO h | 30 Tan Seszionz Sample Data Service Package for Michelle Crook

MMichelle Croo

Sell a Package

r Sell Package or Session

Use this option to sell a package to a new or existing
client. The first step in sell a package is clicking on the
v button labeled “Find Client”. The client info box will
A= be displayed. See Client Profile (POS) in the Tools

E,nd Client You Will Use Chapter, for more information on finding
clients.

Shabuz

Waiting For Client
Information.

Use the “Exit Sell Package” button to cancel and exit
the sell package feature.

;?’5 {";’; Use the “Void Package” button to void an existing
Exit Sell 7 package.

Package Void Package
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el FACk A0 o DEdon

Gy r— Once you have selected a
. i client you must then select

® [z C‘. the package that you will sell

;s [Onimind = to your client. This list
e, e ) Packige Descnpion s comes from the packages
i you have created in the
I “Manage Packages”
checked out. Walting for P section. When you select a
But Now or ‘Put On Hold" e package it will automatically
button.... fill in the information such as

package description, unit
amount and retail price.
After you have selected your
= S package you are now ready
A to check out your client. You
can do this by either
Check Out selecting the “Check out
Nk g Pt ol Now Button” or the “Put on
Hold” button.

Ltk el

5 @
Exit Sell 3

Package Youd Package |

If the account number or customer name already exists you will be given the choice to either add to
the account number. Delete the account number or create another package. This feature will help
you manage duplicate packages for customers.

Package already exist what would you like
to do? :

Add ta Account Mumber Delete Account Mumber

4517533552 for Rohl 4517533552 for Rohl

Create Mew Package for
4617539552 for Rohl

The Check out now button will send the current package to the cash register system. And allow you
to ring out the transaction. After the transaction is completed you will be returned to the main tanning
screen. If you decide to put the package on hold, the item will be sent to a ticket but placed on hold.
See the documentation in the chapter “Using the Cash Register” for more information on putting and
taking items of hold.
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Managing Service’'s & Membership Packages

Creating Managing & Selling

You can activate this function by selecting the tanning option and selecting “Create and Manage

Packages”.

Create & Manage Service Packages

| . < o I bl
||TE|I"| Sezzion < aCrEtETatTTe

30 Tan Sessions Sample Data Description:

* zelect the Package Type

W Cuantity [ Time Period [ Service Package

kM anage This Packages as:

[T Sessions [ Minutes

Select the Amounts of Units for
this package

F101.00 * Retail Price Faor Services Rendered Or Total
amount for period packages

Optional Tax [T au Level
Level | e LJ |

Additional Surcharge

* Fields necessary for cash register checkout

Use this screen to create
packages that will be
sold.

E.f
W

=y

i |IIjI{lII!Ij§|!ILI!]!II

|_L|'“|.:'-'i ""-?! I LPEpel

Jze Membership Package Cards ar
Account number assignment. If vou do

[ not zelect this option the system weil
create and manage random account
numkbers for each package

Automatically remove and delete expired
packages after last uzage.

Selectthe Beds or Rooms That Can Be
Llzed With This Fackage. Hold The
shift button dowh to select multiple

celactions.

.

Bed1
Bed 2

You can automatically remove expired packages by clicking the box labeled “Automatically
remove and delete expired packages after last usage” This will delete the package from your list

after the last session is used.

Service packages are any service or package deal that consists of purchasing a bulk quantity at

discount for future use.
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MPOS gives you the ability to manage, track and report packages such as tanning spa or
frequent user packages. In this area you will enter a package name this will be used in your
reports and also will print on your receipts.

Description is used to describe the package or service.

Quantity and time period are used to manage your package amount field, used to describe the
amount of usages for this package.

The time period denotes an amount of days that this package is valid for. Retail price is the
price this service is sold for initially. You can optionally create a package that is used with a
certain amount and an expiration date. 1.e.10 tanning sessions that expire in 30 days. If you are
creating a package that also charges a surcharge such as a fee that is paid each time the
package is used this can be done by entering an amount in the additional surcharge field.

Packages are maintain either using bar coded plastic membership cards that are available from
your dealer or by assigning an account number during the ring up session. You can optionally
use their phone number or any account number you assign to them.

Use service cards from your dealer Resourcgs,
fully compatible with barcode scanning.
Contact your sales rep for pricing on cards.

When the item or service has been depleted it will inform the user and either remove the expired
account or place in on hold until used again. Managing the packages is done using several
reports. The first is “Package Report”, this report is located on the main screen in the report
section also available is the “Package Details” Report. You can also run daily sold packages by
running a daily department report. Each package that is sold and created is assigned to
department “packages” therefore allowing it to be tracked and reported separately from other
services.

Restricting Access to Beds:

By selecting the beds you wish to be used with each package you can restrict certain packages
so that they only can be used with the beds you have chosen. This is done by clicking on the
beds or rooms of your choice. You can click several beds or rooms by clicking one at a time.
Those that are highlighted are the ones that can be used with this package all others will not be
made available during package processing.

Bed1

v Service Package

By clicking on the button labeled “Service Package” you can sell and manage packages that are
a mixture of services and products i.e. (1 manicure, 1 pedicure, 1 bottle of shampoo).
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To add items to the service package click on the button labeled “Add to Package”. Once you
have added all the items you wish you can now click on the “Save & Exit” button to save your

choices.
¢ o oosr

s
&dd To Package '\;.-.-“?.
. Add To Package
ABBA Air Frame
ABBA Air Frame Sm | ABEA Creme Mask
AEBA Creme Mask, :
ABBA Creme Poo AL Daily Poo

Sawe & Exit

You can also manage package that have been sold to clients. To enter this section
click on the button labeled “Manager Packages”.  This will activate the manage
packages option.

Fackages

Manage Exizting Client Packages

Double Click On Columns to Sort By Column.
tem Mame Account Mumber  |Description
» Billy Pickett-F 2 Eilly Service Fackage for Fickett-F
Tan Session Floyd-( 1 30 Tan Sessions Sample Data Service Padg
Tan Session Jen Rn|4525473216 30 Tan Sessions Sample Data Service Fadg

From this section you can optionally edit, preview or print any information regarding packages that
have been sold to any client. You can edit information in this section by clicking on the cell and typing
over the information.

Client Maintenance

See the Chapter Client Profile Management.

View Room Monitor

Used with T-max Timers Only
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cccca
///

Before activating this feature make sure your timer is connected correctly to the pc. Refer
to the T-Max Series Timers User Guide on setting up your timer with a computer.

* View Room Monitor (F5) Use this option to view Room Monitor
* View Room Parameter Data (F6) Use this option to view timer and bed information.

You will only see these options if you have selected in the setup wizard under General Features the
option of scheduling. You can choose the default mode in this screen if you choose tanning mode you
will have full access to these options.

Monitoring Tanning Rooms
View Room Monitor (F5)

Bedl bed2 bedd Bedd Bedd Bed B

READ'Y 0 Mirutes 0 Minutes 1 Minutes O Minutes| 0 Minutes 0 Minutes

DELAY
TIHING.
LAMPS
[FF

[tz Eran

[Enarpeli (00

Use this option to view a snapshot of your entire bed network. This will show you the status of each
bed including the time on each bed. Status mode includes if it is in delay mode / undress time.
Timing with Lamps off or on. Or if it needs cleaning (Dirty Bed). You can refresh at any time by
clicking F5 on your keyboard.
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View Room Parameter Data

Used with T-max Timers Only

View Room Parameter Data (F6)

Bedl bed?2 bed3 Bedd Bedd
Session Count B1 1 0 0 0
Lanip Hours 23 ] ] ] n
Bed Houws 3 1 0 0 0
Marual Sessions 0 i o 0 o

Use this option to view a snapshot of your bed parameter data as reported by the t-max timers for
each room on your network. This will show you the status of each bed this includes session counts
for each bed, lamp hours, bed hours and manual sessions. You can refresh at any time by clicking F6
on your keyboard.

Cash Register Check Out Client

See the Chapter Using your Cash Register

Bed Audit Report

This option will direct you to the report system and activate the report the Bed Audit Report.

Setup Beds

See the Chapter Setting Up Your System (Tanning Options)
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//C‘.C(
J (ADVANCED FEATURES)

These features are advanced options of the tanning system. They have already
been discussed earlier in this chapter. These features are functions that were
available in older version and have now been automated into this version. These
features have been retained for those who wish to continue processing their tanning
options the old fashion way. If you are a new user you do not need to cover this
material unless you would like to look at alternative ways of processing tanning
options.

Controlling Tanning Rooms

1. If the manager has activated "Allow open tanning”  (In the setup wizard under Tanning
Equipment”) then you can activate a session by simply clicking on any open or used spot on
the scheduling grid.

Then select the option to Activate Room Controller

Echedule With Helper

Activate Room Controller

Ecit Johnson-M (BRIL) Appointment

Ring Up Johnson-M (BIIL) Appointment %10
Acdd MNew {lient

Miew Johnson-M {lient Profile & Histary
Telete Appointment

Look Up Existing Package

2. If the manager has not activated “Allow open tanning” then you must schedule an
appointment in order to activate the room controller. Follow the instructions in the chapter
Appointment Scheduling. After you have scheduled the appointment. The option will be
enabled to allow you to Activate Room Controller

Zchedule With Helper

Activate Room Controller

Edit Johnson-M (EDIL) Appointment

Ring Up Johnzon-M (BIIL) Appolntment SO0
Add Neuw {lient

Miew Johnson-M Client Profile & History
IFelete Appointment

Look Up Existing Package

3. If the manager has selected that this room can only be used with a membership package then
you must select the option Activate package Lookup (Room Requires A Package).
Also with release 9 (5.0.9) you can optionally click on any appointment then select the lookup
packages option this will automatically find any client that has an existing package within the
system. And you can automatically schedule your client into the time slot you select using the
package information. To do this first select the time period then when the menu above appears
select the option “Look up Existing Package”. The lookup package screen shown below will
appear. Select the package or client that will be scheduled and press the option labeled “Process
This Visit”. The appointment will automatically schedule into the time slot you have selected and
the package will be sent to the cash register.
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Echedule With Helper
Activate FPackade Lookup (Room Reguires A& Fackaoge)
Edit Jobhnson-M tEerwviceTestE) Appointment

Eing Up Johnson-M (SerwiceTestE) Appointment 555
Add MNew Client
Miew Johnson-M Client Profile & History
Ielete Appointment
Look Up Existing Package

This will activate the Package Lookup feature. Use this feature to find the client’'s package. Once
you have found the clients package and it is valid click on the button labeled Activate Room

Controller .

[iEligrit fiarme

b |Duckwarth-5
Prentice-M
Shapiro-L

FPackage Mame

Itern ID

Tani Session

FPackage Description

1000000533

1]

30 Tan Sessions Sample Data Service Package for Pre=

-

Purchaze Date

Murnber of Units Left

1/6/02

27 Bing Up This Package

Exit

Use any of these 3 options to activate the room con  troller.

Room Bedl active.

Once you have activated the room
controller you can now set the time and

lamp options. You can also set the
options to energize lamps here. If you

~[Rs=
ool (po

scheduler system, then the minutes should

™ Engergize Lamps (Mo 0
% Engergize Lamps ['es) @] I

automatically be shown for the package. If
it is an “Open Tanning Session” then you

S

6 .

g have activated room controller from the
tly

]

Start

must select the amount of minutes. Once
5 10152025 you have selected the minutes you can
now start the bed by clicking on the button
labeled “Start”
Stop

Wiew Current Time On Timer

You can optionally stop a session by
clicking the button labeled “Stop”. You

can also view the time that is reflected on

the t-max timer by pressing the button
labeled “View Current Time on Timer”.

Once you have activated the bed or room. The Activate Bed Controller  will minimize but will remain
on the top of the screen. This will allow you to check on the room’s current time. It will also allow you
to stop a room’s bed at any time. Keep in mind that if the options in the setup wizard are flagged to
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force employees to log in. Then employees will be required to log into the system before they will be
able to control a bed. Also all activity will be logged into a printable report labeled Bed Audit Report.
This report is viewed by entering the Report Management section.

Zchedule For Emploves F3
Echedule For Tanning Beds FY
View Room Mnﬂitnr Fih
Yiew Room Parameter Iata Fhk
Print e
Exit

Listed under the file menu of the scheduler is the scheduling option.

» Schedule for Employee (F3) Use this to switch modes or modules from employee to tanning
modes.

* Schedule for Tanning Beds (F4) Use this to switch from Employee mode to Tanning Bed
Mode.

Error Codes Defined

(T1) Unable to receive confirmation from T-Max Manager, either the serial cable is not plugged in or
there is no power to the t-max manager. You may also receive this error if your Com port settings are
set at a higher receive and transmit rate. To adjust these settings enter your control panel and view
the port settings under the systems option. You can optionally change the timer error settings inside
of MPOS. This is located in the scheduler under the file menu. Try changing the error time to a
number larger than the default 1000 this will make the software wait longer for the response message
from the t-max timers.

(T2) Information missing in the setup wizard. The system cannot find the device name or related data
such as port settings. You must enter the setup wizard and make the appropriate changes.

(T3) Could not find the device so could not log the minutes in the bed audit report.
(L)

/// 4

Caution should be used when changing the time interval from the default 15-minute
scheduling block. By changing the fields to a lower value you may lesson the amount of time that can
be scheduled. The system has physical restraints of 255 fields that can be used on a certain
scheduling period. So if you change your default time to 5 minutes you may only be able to schedule
for a certain amount of hours depending on what time you open. If you receive error messages or you
are unable to save certain time periods try increasing the time intervals to a higher number.
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@ ™" Time Clock

Type Scan or Swipe Log in 1D:

L)
KERK

Use the time clock feature to
" track employee time sheets.

| |0} |

O[O0 [|Ch| [N

# Clockingln € Returing From Break 1 This feature can traqk the time
an employee clocks in, clocks
4 out for a break and leaves for
¢ the day. To use this feature
\J/ 7 you must first setup each
=1 under employees. Each
Clock In employee will be assigned an
_ employee number. This
Logged Status  LeavingForthe Day O Break  pnymber will be used to log in
and out of the system. It can
employees access this screen
they can optionally choose to
clock in.
Clock Off
Or clock out, this is done by clicking on the button labeled “Clock Off”. It is important before you
press this button that you select the reason for clocking in. You will have two options, clocking in for

employee in the system. This
is done in the setup wizard
be typed into the appropriate
J box or scanned in with a
\/ barcode scanner. Once your
the day, or returning from a break. Once you have selected the reason for clocking in and have
clicked on the clock in button you will then be prompted to leave the time clock.

Clocking off is done the same way as Clocking in. You must first enter your employee number into
the system. Then select the reason for clocking off. Either leaving for the day, or taking a break.
Once you have selected the reason for clocking off you can now click on the button labeled “Clock
Off”.  You will now be prompted to leave the time clock system.

171



Time Clock Manager

W'eek Starting Wieek Ending @1 FIDI’i d d -
[2/27/2004 | Greggs

m i

|«

To make changes or delete a row click on the cell that pou wizh to change.

Date | Employee Mame | Time |n | Tirne In Purpoge | Tirne Out | Tirne Out Purpose | Tatal Hours
Totals Hours Work 0:0

As a manager you can view time clock reports by accessing the Time Clock Manager. This feature
allows you to run detail reports on employee time sheets. You can do this by clicking on the starting
date, then selecting the ending date. Once you have selected your date range you must select the
employee. A detail report will be displayed on the grid. This will include the employee name, the time
they clocked in and out, as well as any breaks that were taken. The report will display for each date
the hours worked then give you a total of all hours worked for the time period you have selected.
Clicking on the button labeled “Print” can print this report.

To make changes add or delete a row click on the cell that you wish to change.

D ate Employes Mame | Time In Time In Purpoze | Time Out Time Out Purpoze Tatal Hours

add
Edit {)
‘ Delete () ‘
If your row displays in red this means the record was not completed the employee failed to clock out.
The totals will not be added to the hours worked. You can edit this by clicking on the row then type in
your changes. You can optionally add a punch in record or delete an entire record using the menu
shown above. You can exit the screen by clicking the button labeled “Finished”.

Iz Hours Work 0:0
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<& == Backup Utilities

/ Successfully Connected

01 {1} Backun sxoies 130 s
1500 |5 Seivcat egaes m Daw
2000 |5 Sevacar spass i |Daps)
12500 [5) Seracis expaes in Do)
$30.00 [5) Sewvioss supies in [aps)
$35.00 |51 Sermc=: exgies m | Days]
FEL00 B Sermoss ewpaes m |Dhap]
L8 ) |5 Seiacas sgpaes in |Dag]
50 D00 [5 Smivicas epns in [Dags)
335 00 [5) Services espaes in [Thapg)

the: pack agm Aoy o B0 DAC kLD oFe B on Oul

Selecl Papmanl Tepe
 Crodl Card T Bark Drafl

serenr, This option i good § gou wand in cieate 3
mate backup e,

O

Send Reguss How

rabaps o selup an Scooanl—

1. Connect to the
Internet.

2. Select the
sarvice you wish
to sign up for.

3. Select your
payment t(ype.

4. Click the Send
Regquest Now
Buttan.

B. Within 72
Heowurs return to
this screen and
click the Check
Starus Burton.

Backup Utilities is a function
used to manually or
automatically back up your
MPOS system data. You
can use this feature to
backup, restore or manage
remote backup functions.
You can use the standard
backup features to backup
the data to your existing
computer or a removable
devices. You can also sign
up for online backups this
can be done by clicking on
the online backup

application. Before entering
| the screen should be
connected to the Internet.

#ocoounl Mismbei

Once the screen is activated it will list all the existing backup packages. You must then click on the
package of your choice and then select payment type. Once you have selected the package and
Payment type you are ready to send your request. This is done by clicking on the button labeled
“Send Request Now” . This will send a request to your dealer to review create and activate and
account.

Accounts usually take 48 to 72 hours to process. You can return to this screen at anytime. You
should connect to the Internet and check the status of your request by clicking on the button labeled
“Check Status” . Once your account has been activated this option will activate your account.

If your computer has a high-speed connection to the Internet such as DSL or broadband. You can
select the schedule backup button. This option will allow you to schedule how often and at what time
the system should be backed up. You can select everyday, week, two weeks or month. You can also
tell the system how many times to attempt to back up before quitting the backup process for the day.
You can also activate the option to automatically backup without prompting. This option is used when
you have an existing connection to the Internet at all times and you wish to system to backup your
data automatically without asking or prompting you.

Backup Every Backup at what time Autarmnatically Backup Witk
oD out prompting
i S00AM -
& Week ig
Howe many times zhould -3 5
O 2weeks we try before quitting?
O Manth Save & Exit
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% MPOE Software - [Hackup Manaper| dccoun| 474741 Activated. )|

— =« Once your account has been

! Backing Up Data. .. created you can now enter
Ty - the remote backup and
5 = s restore screen. To backu
| | @ g <4 en. To backup
i < =2 Y your data simply click on the
knap bigst Fleom Froom Laul Blacksp fSonedus Bocsup | "
@ Uaragersert button labeled "Backup
ﬁ o Q - now" . The system will use
: your Internet connection and
@ : BAAGION  h3018P Eachup dieied Succosindy i i
sy P ?tri?%ﬂi.s\;‘:m:‘:mﬁ:[hi |Ogln to the remote server it

N 1 H-A2 P Blschoap alterspled Succasthily

will compress your data and
back it up to a secure remote

@q location. This process can
&/
7

take several seconds to
several minutes depending
= on the speed of your Internet
& > connection and the size of
: i I 9 ‘ your database. A running

log is also generated
showing you the last time
you attempted to backup and
whether it was successful or
not.

e | : | o Restoring from a backup is
@}j @/ 6;3?, done in the same location as

backing up your data. After

Backup Now Flestore Fiom Last Backup: Schedule Backup ..
clicking on the remote
backup and restore button.
Click on the button labeled
— "Restore From Last

142172004 121228 &AM Backup sttempied Successfuly "

2/15/2004 5:30:13 PM Backup sttempted Successhuly Backup" . Make sure you

2H TS 2004 24713 PM Backup sttempted Successful

S0 10442 PM Backup stempted Succasstul are connected to the

2T 00 TO4537 PM Backup stlergpled Succassfuly Internet: the System will then

find your last backup and
download it to your
computer. The status bar
will show the progress of the
download. After the system
has fully downloaded your
backup file. It will then
prompt you to restore the
data now.

By responding yes, the system will copy over your existing database and restore from your last
backup. Any data that was entered after the backup will be lost, so caution should be used when
restoring from any backup.
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Backup To This Computer {Local)
Backup To A Removable or Metwork Device (Removal)

Q? Restore From BackUp

Those wishing to backup their system but do not wish to create an online backup account. Can do
this using the local or removable backup feature. To do this simply click on the button labeled backup
data, you'll be given the choice to backup from a local or from a removable or network drive. If you
select local the system will backup to your existing installation directory. If you choose to back up to a
removable or a network drive you be given the choice to browse to the path of that removal device.
This can be a “zip” or “usb” drive, or a CD-ROM Path. Simply browse to the path and click the save
button to backup your data to a different location.

-

-
é Restore From Local Backup ©n this Computer

Restore From A Removable or Metwork Device

- b
You can optionally restore from either a local computer or from removable or network device. If you
are restoring from a local backup click on the button labeled "Restore From Backup” . The system
will scan your local installation directory and restore from the last backup stored in that directory. If
your backup is on a removable or on a network device you can insert that device and click on the
button labeled "Restore From Removable or Network Device . The system will then prompt you to
browse to the path of your backup. Once you have located the path of your backup click on the button
labeled restore and the system will restore from the backup you have selected.

cccca
///

Those having problems with this feature will want to check to make sure that when they are
backing up or restoring that only one computer is currently running the MPOS software. If you are on
a network and other computers are running the software you will not be able to restore the data until
all other computers have released the database or have shutdown MPOS software. In most cases
simply restarting the computers will fix this problem.
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Multi Store Documents

The enclosed document is provided to help setup and manage the new multi store option available in
MPOS PRO and MPOS GIFT CARD. This document will handle the following:

* Setup TCP option

* Testing the TCP option

* Trouble Shooting your TCP connection

Setting up TCP Options for the Host Computer
Before installing or configuring MPOS on any workstation you must first identify which location will be
Host (The computer that all other computers will connect to.) or Client (The computer that will
connect to the host computer.) The same files will be used in both instances for the host and the
client machine so you will not need to install any other modules other than the main installation files.

To setup your host computer enter the setup wizard and select the “Feature Setup” option. You can
then add “Multiple Store Management” . This option is only available in Pro and Multi store options.
If you are using the basic version contact your dealer for upgrade options. Once you have added this
feature you can then begin to setup your system as Host. From your main login screen select the
button labeled “Management Tools” if you do not see this option make sure the password you are
using has access to this feature. Then select the button labeled “Multiple Store Management”.  You
will then be given the option to select what type of interface you wish to work with.

Select the computer type: . .
For setting up your host machine you

o Client 7 Remote  ~ Server / Main simply need to select the radio button
Camputer Camputer “ "
labeled “Internet”. Then select the
Connect Using: our IP iz 192.162.0.100 “Host Port” this is the port that this
@ Intermet " Phone Line computer will open and listen. If another
Lannect to ﬂpf:gtchg;nﬂgﬂm“tﬂf when computer needs to contact this computer

it will have to send it to this port if it is

:: Gift Cards sent to any other port it will be ignored.
 Report Data You do not need to select any other

™ Irwventory Data options for the host, as this machine is
[~ Tanning Packages the computer that will host the

Main Computers [P Address: connections from all other computers.
1127.0.01] Your IP address will also be shown here.

b ain Cormputers Port: - Host Port:
1100 1100

After saving your settings exit MPOS and then reopen the application. You will notice two things.
First MPOS startup screen will read:

% MPOS Software - [Startup Screen MPOS Software Version 6.0.6 (Listening)]

Also in your windows taskbar you will find an icon:

-ﬁm':”ﬂ,!,_ 353 PM
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This icon represents MPOS as listening to the open port. If MPOS is unable to open you will receive
the following icon

This means MPOS tried to open the port specified but the port could not be opened either it is

unavailable or it is being used by another application or process. You will need to resolve this before
continuing.

MPOS is now running in host mode other computers can now access this systems data via the
internet using the IP address of this computer and the port that MPOS is currently listening to.

Setting up TCP Options for the Client Computer
To setup the client computer follow the same options you would for the host machine. You would
need to select the options you wish to apply to this computers setup
Select Gift Card if you wish this computer to connect to the host computer to activate, check and
redeem gift cards.
Select Scheduling if you wish this computer to connect to the host computer to view and edit
appointments.
Select Report Data if you wish to connect to the host computer to check reports
Select Inventory Data if you wish to connect to another computers inventory database.
Select Tanning Packages if you wish to connect to another computers tanning packages.

You will need to enter the host computers IP address if you host is behind a firewall or router see the
section on troubleshooting your TCP connection

You can now setup your store connection this is done by clicking on the button labeled “Setup Store”.

e 'Augusta.GA/2284616
o { esicle . g v e \Athens,GA/275-2289

\Atlanta. GA/275-2289
|Macon,GAI275-2289

Connect Setup Modem Setup 5o
Stare Setup To set up a store you must click on the
Stare Location button labeled Add. Then you will be able

STORE + « : :
> ﬁuguﬂaf_ |,f_mgustc_lf,3f_,k to type in the store location and phone

thers G—] number or IP Address that the client

Aflanta, €| Phone Mumber computer is plugged into. You can

Macnn,ﬁl |2284E1E optionally edit or delete a record by either
o1 typing over an existing record, or clicking on

Add Delete the Delete button to remove a record
Setup Modem |: 5"‘2;‘::'" permanently. Once you have made your
adjustments or added store locations you
can click the Exit Setup Store button to
return to the main screen.




Reports & Inventory

Once you have configured each location that the main computer will connect to you are now ready to
connect. To access a location click on the store account located on the top right corner. Then click
the connect button. You can now use the drop down box to select the report you wish to view.
Depending on the speed and quality of connection the request will be sent to the remote computer.
The remote computer will assimilate the data and send the data back to your computer. Your
computer will then decrypt the information and display it on the grid of your screen. From here you
can view or print any information. You can also query a report using date ranges based on the report
specification. Certain reports are not available due to its complexity or availability.

St compite e augusta.cazzeseis DY Clicking the stock inventory

€ B T Athens.GA/275-2289  pytton you are sending a request to
Atlanta. GAI275-2289 . .
macon.GA275-2289  the client machine to assemble a

list of stock inventory items. The

m v,
WL ... ... = =W sawmen sewsee | system will send a request for the
& Reports ~ Stock Inventory full inventory list. Then you can
select the view button, which will
Setol o bring up that items detail. From
Sk edndodr here you can edit or delete any

information listed.

Daily Details

~ Reports @ Stock Inventory:

[ternt ame BarcodelD
2in 1 Cleanzer 4011396521110 r
A Peel 4011396923113 r

Ache Seum Gel ACMHOZ

Action o7

Once you have found a record and you wish to see, click on the inventory item. This will send a
request to the client machine to send the full inventory data for the record you specified.

Processing Gift Cards
When processing Gift Cards in MPOS see the documentation on setting up and processing gift cards
in the MPOS manual for detail information on using this feature. Some notes to consider when you
activate this feature with multi store capabilities.
* When this option is activated on client machines MPOS will connect to your host machine to
check the value of the gift card that was selected. Also when checking value and redeeming a
card MPOS will always connect to the host machines gift card stock.
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* When selling a gift card MPOS will pull a list of gift cards from it local database. Therefore if
you are going to sell and activate gift cards you will need to enter MPOS Gift Card
Management change your mode from remote to local then add your stock with there full value
(With multi store you are not allowed to enter a gift card with a 0 balance they must have a
balance when they are created) into your local database. Then return to the gift card
management screen and reactivated the system to manage by remote. This will enable you to
sell from your local stock. When you sell a gift card this gift card will be activated then
uploaded to the host machine so that any client computer connected to the host system can
use it.

Processing Tanning Packages

When processing Tanning packages you can now select packages from any location that is
connected via the multi store option. To do this simply clicks on the radio button labeled “Check
another Locations Packages” Once this is selected you will be given an option to select the location
by its name and IP address.

~ Type Client _ Scan Package _ Check Another

Name Card Locations Packages
J Fackage Hame [tem D

|Augusta GA /68.47.23.231 | N |
Atlanta GA/127.0.0.1 rackage Description

Once you select the location you will then be given a list of customers with valid packages. You can
click on any customer and this will bring up the package details. You can then process the package
as normal. MPOS will automatically update the package count on the host machine.

Testing the TCP Options

MPOS uses Windows Winsock for its Internet communication this tool allows you to test the
configuration in a local setting. This is helpful in testing the functionality and also testing the features
before you go live.

You should setup both machines to use the IP address “127.0.0.1” and use port “100” for local and
host ports settings. To test MPOS on a single computer you will need to create 2 instances of MPOS.
Or run the application 2 times. Because of security features MPOS will not allow you to start 2
instances on the same computer to override this you will need to make a copy of your mrcash.exe file
(located c:/Program Files/Point of Sale) and rename the copy to mrcash2.exe. (Any name can be
used) Now launch mrcash.exe this instance will launch with the listening mode activated. You can
now launch the 2" instance by launching mrcash2.exe. Because the first instance is using your port
the second instance will open with the port closed therefore your windows tray should show both icons

as disEIayed below.

This means you can now connect the two-application mrcash.exe and mrcash2.exe using the local
host connection. You should be able to use any of the features of multi store the same as if you were
connecting multiple computers over a standard Internet connection.
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Trouble Shooting

Q. I am using a pos printer that supports the Windows Generic / Text only driver. When | try to use
MPOS with the printer it will not print or tells me my printer is not configured correctly.

A. You have the print logo option checked in the setup wizard. Uncheck this options as Windows
generic / text only drivers does not support printing images.

Q. When | start MPOS PRO it allows me to put in my password but halfway through loading in starts
generating errors and will not let me in.

A. Your database has been deleted or damaged. If you have used the utility supplied to backup your
database simply restore your last backup. If you can not find the directory MPOS PRO is located in,
the default is c:\\Program files\Point of Sale\ find the file named smp.mdb this is your database file
delete this file and reinstall MPOS PRO in the same directory.

Q. When | try to run MPOS PRO | receive the error “Unexpected error 50003”

A. This is a fatal error caused by insufficient system requirements or software conflicts. You should
contact your distributor for details on this error.

Q. | set my passwords in the setup wizard but | can’t get in the system.

A. Keep in mind pass codes are case sensitive and even space sensitive so if you have used spaces
or capitals they must be typed exactly as you have initially set them. Also if you are still unable to
enter the system or have forgotten your pass code, refer to the password override card that was
shipped with your product or contact technical support for an override pass code.

Q. When adding data into certain fields | keep getting errors.

A. Because Manager Pro runs reports some fields are date sensitive, meaning you must supply a
valid date in 1/1/2000 format if you fail to input the information correctly your record will cancel.

Q. My pole display does not work or the messages that are being sent are unreadable.
A. You have not setup your hardware correctly MPOS software supports most standard pole displays
that support either Emax mode or Aedex modes. You must consult your hardware documentation to

change the dipswitches to reflect the mode your pole display is running in.

Q. The same product of different size & color usually come with the same product code. Is there any
problem on this issue?
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A. You can use several products with the same product ID or barcode ID. For details instructions on
how this feature is accommodated please see “Using your Cash Register *“.

Q. Can this system poll several stores or can it work connecting several locations?

A. This can be done if you are running a WAN or a LAN or using Internet or dialup connections. You
must be running multi store version to use these capabilities.

Q. Is there a way to import items from another database to the pos system?

A. Yes see the chapter on “QuickBooks Features” The import feature listed here works for any
standard CSV or txt file database.

Q. Is there a way to Use the Epson TM drivers instead of the OPOS drivers supplied?

A. When setting up your printer instead of choosing the Epson TM Pos printer select and windows pos
printer. Then select the check boxed labeled use Windows Epson TM drivers instead of OPOS. You
must install the latest version of the TM drivers for this option to work. A copy should be located on
the CD you installed this program from.

Q. I am using a Star Micronics printer will it work with MPOS software?

A. In order to use a star printer or any printer using star emulation. You must install the windows star
driver. See the chapter setting up your system (Receipt Printer Setup)
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Trouble shooting your TCP connection

These are things you will need to take into consideration when setting up and using the multi store
options or the QuickBooks Connector.

Dialup connections can be used but there are certain factors to remember. Never use a dial up
connection for the host. When you use dial up you are assigned a new IP address every time
you connect therefore the client work stations will need the new IP address each time they wish
to connect to the host this information is not available until after the host machine has
established a connection. If you must use a dialup connection only use it on non-critical client
machines. The IP address of the client machine is not relevant when the client is connecting to
the host, only if the host needs to connect to the client.

Be sure to update any firewall software. Make sure that MPOS can connect to the Internet and
also listen on the port you have specified. MPOS will be designated as an application
connecting as a server. You must give MPOS full server rights in order to receive request and
respond to them.

MPOS at times will respond with error messages such as “Connection Forcefully Refused” This
message means a firewall has blocked the request from either a client or host machine. This
must be addressed within the firewall or application that is blocking either the host machine
from listening or the client from connecting to the Internet.

MPOS at times will respond with an error message stating “Operation Timed Out” This
message means that MPOS has sent the request to the host machine and there were no
responses either the host MPOS software is not running or it is listening on another port.

You may also receive the Operation Timed Out” message when you attempt to connect to an IP
address that is behind a router or firewall. If the computer that you are using shares its Internet
connection with other computers then most likely it is sharing the connection through a router. When
this is done all IP addresses are consolidated into one address so that the Internet connection can be
shared. This produces a problem for host and client communication, as MPOS does not know which
computer sent the request or which computer to answer to. This issue cannot be resolved in MPOS it

must be resolved using the router software. You must: Either setup your router to do “Port

Forwarding” This forwards the message to the correct computer behind the router. (Contact your
network administrator for details) or use (DMZ Demilitarized Zone) enabling your IP to be exposed to

the Internet.
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MPQOS for Windows e,

Basic & Professional Edition
Command Reference

Cash Register

(Ctrl + C) Price Check
(Ctrl + 1) Client Info
(F2) Void
(F3) Fast Cash Mode
(F4) Discount
(F5) Clear Ticket (Use with caution
this clears your ticket but will
not return your items to
inventory)
(F6) Quick Totals
(F7) Ring up Sale
(F8) Open Cash Drawer

Control (F8)

Cash Paid Out & Open Cash
Drawer

(Shift + F2) Ring up Packages
(Shift + F3) Void Packages
(Ctrl + F) Full Refund

(Ctrl + R)

Partial Refund
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