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Welcome to Reckon Point of Sale

Installing Point of Sale 2
Quick overview 2
Getting help with POS

This chapter introduces you to Point of Sale Professional and Point of Sale Lite.
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Installing Point of Sale

Before you begin to work with Point of Sale, you'll want to install your software or upgrade from an earlier version.
There is a Point of Sale Installation and Upgrade Guides for POS Lite and POS Professional.

The Point of Sale Installation and Upgrade Guides provide important information that you need to know BEFORE

you install or upgrade your software. You'll save time, find answers to your questions, and avoid potential problems
if you follow this step-by-step guide.

The Point of Sale Installation and Upgrade Guide is included on your Point of Sale disc. In addition, you'll find the

latest version of the guide, including any last-minute changes or updates, on the Reckon website (http://www.
reckon.com).

Quick overview

The Point of Sale Professional and Point of Sale Lite systems consist of Reckon Accounts, POS Administrator and POS
Terminal. These applications can work together on a single computer or across a network.

Throughout this guide we'll refer to Point of Sale Professional and Point of Sale Lite as POS. Unless

otherwise specified, for example, if a feature is only available in Point of Sale Professional we will let
you know.

For more information on Point of Sale Professional and Point of Sale Lite, go to Overview on page .

Each program performs a unique function but relies on the other applications for key data. For example, Reckon
Accounts handles the back end accounting, which includes tracking inventory and customers. Reckon Accounts



stores this information in a company file that POS Administrator needs to access so it can create the POS database
file. POS Terminal then needs access to the POS database file before it can function properly.

It's therefore important to install the programs in the following order:

1. Reckon Accounts

2. POS Administrator

3. POSTerminal

You then need to run POS Administrator, perform some basic setup tasks, and then do the same with POS Terminal.

For instructions on the Point of Sale setup tasks, please read the Point of Sale Installation and Upgrade Guide. For
instructions on the Reckon Accounts setup tasks, please read the Reckon Accounts Installation and Upgrade Guide.

Getting help with POS

You can get help using POS in three ways:
« Access the in-product Help whilst working in the program
Read the user guide and Installation and Upgrade Guide

+ Access the Reckon Help using your Internet connection

Welcome to Reckon Point of Sale 3


http://redirect.reckon.com.au/ReckonAccounts/Help

In-product Help

In-product Help describes each window and is available when you press F1 from an active window. You can access
these topics by searching the Help's index.

This user guide

This user guide is a reference guide that introduces you to important POS concepts.

Each chapter begins with an overview of what you'll find in the chapter and where to find it.



Conventions used in this guide

This guide uses a number of conventions to communicate information to you, as shown in the following table.

To indicate... We use...

Point of Sale Professional POS.

Point of Sale Lite Unless otherwise specified differences between Point of Sale Professional and Point
of Sale Lite.

Point of Sale Administrator. POS Administrator or Administrator.

Point of Sale Terminal. POS Terminal, or Terminal when referencing the specific software program or a

specific terminal running the program.
POS terminal/s, when referencing the hardware that might run POS Terminal.

A menu path in the program. Go to the Help menu and click In-product Help.
A button that you click in the The button name in bold type.
program.

For example, “Click Activate..”
If you are using a touch screen you would press instead of click a button.
The name of a window in the The window name is bold.

program. For example, the Preferences window opens.

Welcome to Reckon Point of Sale
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It's now time to enter the world of POS! This chapter introduces you to the Point of Sale system

and how it integrates with Reckon Accounts.

About Point of Sale
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Overview

POS - Professional and Lite - tracks everything that happens during a transaction at the point of sale. It then feeds
this back to you through reports about sales, items, customers and much more. It also integrates with Reckon
Accounts to share information about your business.

Every time you process a sale in POS, you can know that any relevant information about that sale is being tracked
so you can use it later to report to government authorities (such as the tax office) or strategically improve your
business. And make life easier.

About POS Lite

POS Lite has been developed with small retail stores in mind. It offers many useful POS features, including:
+ Integration with Reckon Accounts

+ Industry standard hardware and EFTPOS integration

+ Touch screen compatability

«  Front counter management

+ Labels and label designer

+ Inventory control

« Class tracking

«  Wildcard search and many more...

For more information, please refer to the Reckon website.



About POS Professional

POS Professional gives you all the features of POS Lite and many additional advanced features to enhance your
business, including:

Table Manager
«  SplitBills
Currency conversion
« Multiple layered touch screen
«  Kitchen printing for those in the hospitality business
Loyalty programs
«  Multiple barcodes
Promotions
« and many more...

For more information, please refer to the Reckon website.

About Point of Sale 9



The POS system

POS Professional and POS Lite consist of three components that integrate to provide a simple, yet powerful, total
retail management system:

Reckon Accounts
- Point of Sale Administrator (Administrator)

Point of Sale Terminal (Terminal)

Reckon Accounts

Reckon Accounts is the accounting component of the POS system. There are a number of Reckon Accounts levels
that work with POS: Accounting, Plus, Premier and Enterprise.

Reckon Accounts 2019 and above will integrate with POS Professional v22 and POS Lite v22.

« Reckon Accounts Accounting is designed for small businesses that don’t need payroll but need more than just
“money-in” and “money-out”.

Reckon Accounts Plus is designed for small business users with payroll requirements and gives you complete
control over your payroll and inventory tracking.

« Reckon Accounts Premier is designed apart from its basic accounting functionality, it handles business
requirements such as estimating, job costing and comprehensive employee management. It also supports multi-
user capability and industry-specific versions.

10



« Reckon Accounts Enterprise has all the above, but is specially designed for expanding businesses and supports
ten or more users. It has increased capacity, multi-company, multicurrency and more advanced tools to manage
growth.

Whether you chose Reckon Accounts Accounting, Reckon Accounts Plus, Reckon Accounts Premier or Reckon
Accounts Enterprise depends on the size and needs of your business. Whichever you choose, you will be able to
manage accounts, create purchase orders, store customer and supplier information, manage inventory and carry
out general accounting and reporting functions.

You can produce numerous financial management reports in Reckon Accounts.
Only the 2019 range and above including Reckon Accounts Accounting, Reckon Accounts Plus, Accounts Premier or

Reckon Accounts Enterprise works with POS v22.

This user guide will refer to Reckon Accounts Accounting, Reckon Accounts Plus, Reckon
Accounts Premier and Reckon Accounts Enterprise as Reckon Accounts, unless the reference only
applies to a specific level.

About Point of Sale 11



POS Administrator
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POS Administrator is the POS management component. It handles system tasks, manages the database and
terminals and acts as the interface between Reckon Accounts and the POS terminals.

Reckon Accounts and POS Administrator must be installed on the same computer.

Having POS Administrator as a separate entity from POS Terminal allows the terminals to operate as stand-alone
cash registers. It also clearly separates the back office tasks from the point of sale tasks.

POS Terminal

POS Terminal is the point of sale component that is located at the store check-out on a computer. It operates the
cash drawer, receipt printer, integrated EFTPOS and scanner. It processes all transactions in the same manner as an
electronic cash register with the same functionality, speed and ease of operation.
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Point of Sale Terminal
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The POS Terminal software can be installed on as many terminals as you want, however, each terminal requires a

separate licence and installation key code.

About Point of Sale
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How does POS integration work?

Reckon Accounts

Reckon Accounts is the financial manager of the system. It holds the financial details of the store. It knows the prices,
inventory levels and buy points of inventory. It knows how much inventory you have on hand, at what point you
need to order more, at what price you normally sell it and what discounts apply to which customers.

Reckon Accounts keeps track of your financial status - how much you have in your account, who owes you money
and to whom you owe money.

Reckon Accounts records your customer’s details - their addresses, account details and discounts applied. You make
price changes, or create new customers, within Reckon Accounts.

Reckon Accounts takes information that is passed to it through the POS Administrator from POS terminals and
makes daily adjustments to its accounts and files. It can then produce a myriad of reports that allow you to make
informed decisions regarding your business.

For example, it can tell you the inventory items that are profitable and those that are not. It can prompt you to order
particular items when inventory become low. It can show your good and low sales months, allowing you to make
provisions for staffing and financial management.

POS Administrator

14

POS Administrator is the office manager of the system. Whenever you require price changes or customer updates,
it passes this information to the terminals. It also passes back information that the terminal stores during the day so
that inventory and accounts can be maintained. Used properly, this system maintains perpetual inventory, giving
you accurate, to the minute details of inventory on hand and item sales.



POS Terminal

POS Terminal receives Reckon Accounts information from POS Administrator and uses it to perform the cash register
functions. After End of Day processing, the information goes back through POS Administrator so that stock and
accounts can be adjusted and balanced in Reckon Accounts. It also passes back the customer records of customers
that have been added on-the-fly at the register that day.

The three components are partitioned in such a way as to provide security and to only allow people access to those
parts of the package that they need to use at the time they need to use it.

The POS store

There are three types of POS stores.
1. The small store with a single computer.

All components necessary to run the store, back office, and for the financial management of the business, are
performed on the one PC.

2. The larger store with two PCs.

One PCis placed in a non-public area of the store and installed with Reckon Accounts and POS Administrator.
The other PCiis on the counter or check-out and acts as a register terminal.

3. The store with two or more points of sale.

This store has a PC in a non-public area with Reckon Accounts and POS Administrator. Each point of sale has a
registered terminal PC.

About Point of Sale 15



Setting up POS

Small to medium store

Reckon Accounts and POS Administrator need to be installed on the same computer. We therefore recommend that
you install these two applications on a back office PC and install POS Terminal on your front terminal. With the two
computers linked together through a network, POS Administrator can send and receive data from each component.

This configuration is ideal for a small to medium store. It has the advantage of separating the back office and sales
functions of the business. It keeps sales staff separate from the accounts and administration and ensures that the
POS terminal is always available to serve customers.

Itis also a good practice to have the POS database installed on POS Terminal so that the back office computer does
not need to be running for the terminal to process sales.

The specifications are the same for each computer in a two-computer setup as those for a one-
computer setup. You do not need POS peripherals (cash drawer, scanner etc) for the back office
machine.

Large store

You can set up POS as a multi-user application. Your organisation can have as many POS terminals as you need to
process sales. (To purchase additional POS Terminal licences, contact Reckon using the details provided at the end of
this guide.)

As with the two-computer setup (small to medium store), the back office computer has Reckon Accounts and POS
Administrator installed. Each terminal must have POS Terminal installed and one of these terminals needs to host

16



the POS database.

Whilst the POS database can be kept on any computer, we strongly recommend that you keep it on a POS Terminal.
This means the back office computer does not need to be running for the terminals to operate.

We recommend that you get the assistance of a computer professional when installing your
network.

About Point of Sale 17
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Getting Started

Using Reckon Accounts inventory with POS 20
Adding and maintaining customer records 28
Adding and maintaining employee records 33

This chapter shows how you can get started with POS by introducing you to Reckon Accounts
inventory, custom fields and customers. This will help you monitor your stocktake figures and
therefore the amount of inventory you are purchasing and selling on a continuing basis.

Getting Started 19



Using Reckon Accounts inventory with POS

POS integrates with Reckon Accounts to give you a perpetual inventory system.

Reckon Accounts inventory

Inventory is only available in Reckon Accounts Accounting and above.

When you first come to use POS you should set up inventory items within Reckon Accounts. From then on, all
inventory taken from the store should go through the POS Terminal as a sale. All inventory received from suppliers
should be entered into inventory through Reckon Accounts. If this process is strictly adhered to, you will always
know your stocktake figures.

Your inventory consists of all of the items that are for sale in your store, and how many of them you have available.
POS gives you a “perpetual” inventory system. That is, it calculates the inventory on hand by removing inventory
as it is sold and adding inventory as it is purchased. If it is set up and used correctly, it tells you exactly what your
inventory levels are at any particular pointin time.

Item types

Reckon Accounts offers a variety of item types to choose from, depending on the level of Reckon Accounts you are
running. Following is a summary of the differences in some of these types.

20



Service item

A service item does not track inventory on hand but is used for the sale of services in POS, for example jewellery
cleaning or repairs. It has its own item code, and sales transactions are tracked and reported in Reckon Accounts.
Inventory part item

An inventory part item is created for items you want to track inventory on hand. Transactions are sent to Reckon
Accounts from POS and the inventory and value on hand is updated automatically.

Inventory assembly item

(Inventory assembly items are only available in Reckon Accounts Premier and above) An inventory assembly item is
used for assembled merchandise you build or purchase, track as inventory and resell.

Non-inventory part item

A non-inventory part item does not track inventory on hand but is used to create department keys for inventory
that varies in price and/or does not require tracking inventory on hand, for example fruit and vegetables. It can have
its own item code and sales transactions are tracked and reported in Reckon Accounts.

Other charge item

An other charge item is created for miscellaneous labour, materials, or part charges such as delivery charges, setup
fees and service charges.

Getting Started 21



Subtotal item

A subtotal item is used to calculate all items above it on a form, up to the last subtotal. It is useful for applying a
surcharge or discount to many items.

Group item

A group item is designed to sell an item that contains multiple items. When the item is sold the inventory on hand
and sales figures are updated for each item.

Discount item

A discount item is used to subtract a percentage or fixed amount from a total or subtotal.

Payment item

A payment item records a payment you have received at the time of the sale. It reduces the amount owed on an
invoice.

For more information on inventory and item types, refer to the Reckon Accounts in-product
Help.

When setting up items in Reckon Accounts to use in POS we recommend setting them up with a
Gross price.

POS custom fields in Reckon Accounts

22

Once you have installed POS Administrator and linked it with a Reckon Accounts data file you will notice that there
are custom fields available in Reckon Accounts ready for use in the various item types.



These custom fields have been specifically included in Reckon Accounts for POS users and should
not be modified at any time.

Product Number

This field is used to record an item’s quick reference number or supplier number and is another form of recalling the
product on your POS Terminal.

Product Barcode

This field is used to record the item’s barcode number. If an item does not have a barcode number you can make a
number up and print a barcode label in POS Administrator.

Reckon Accounts is limited to storing one barcode for an item. However, you can store multiple
barcodes against a single item from within POS Administrator. This allows the POS operator to
process any number of different barcodes associated with a single item during a standard sales
transaction.

Refer to the in-product Help for more information about this feature.

Multiple barcodes are only available in POS Professional.

Getting Started 23
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Price Level 2

This field is used to record a second level of pricing for your item. If you have the option Amounts Include Tax
selected, the price you enter here should include tax, if the option is not selected you must enter a tax exclusive
price.

Price Level 3

Similar to above, this field is used to record a third level of pricing for your item. If you have the option Amounts
Include Tax selected, the price you enter here should include tax, if the option is not selected you must enter a tax
exclusive price.

If the Price Level 2 and Price Level 3 fields are blank and you use them in a transaction in POS
Terminal, the product is charged at a $0.00 value.

Item Prompt

This field is used to record any special details you wish terminal operators to remember when selling a particular
item. If POS detects any value in the item prompt field, a popup screen opens in POS Terminal whenever the item is
sold.

Use the item prompt to remind operators to upsell specific companion items, such as drinks with hamburgers, or to
tell customers that there is a discount for multiple purchases of that item.



Reckon Accounts for tracking inventory

When setting up inventory items on the Item list in Reckon Accounts, associate each item with three different
accounts.

Reckon Accounts automatically sets up the first two accounts. You can indicate that you want to track inventory,
either in the Setup Interview or in the Items & Inventory preferences.

Inventory Asset account: Reckon Accounts uses this Other Current Asset type account to track the current value of
your inventory.

Cost of Goods Sold account: Reckon Accounts uses the Cost of Goods Sold account to track the cost to you of the
items you have sold. On your chart of accounts, this account is below your income accounts but above your expense
accounts. On a profit and loss statement, Reckon Accounts subtracts the total cost of goods sold from your total
income to provide a gross profit before expenses.

One or more sales income accounts: You need one or more income accounts to track the income from the resale
of inventory. Associate all or most of your inventory items with the same income account. The number of income
accounts you have depends on how much detail you need on profit and loss statements.

Working with inventory items
Setting up inventory part items
If inventory part is not available on this list, do the following:
1. Go to Reckon Accounts.

2. Go to the Edit menu and then click Preferences.

3. Click the Items and Inventory and then click the Company Preferences tab.

Getting Started 25
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4. Click to select the Inventory and Purchase orders are active check box.
5. Click OK, then close and reopen Reckon Accounts.
Inventory Part is now available from the Type drop-down on the New Item window.

If you do not want to track inventory on hand for some or all of your items but would like to track sales history, set
up a Non-inventory Part item.

The inventory part item type allows you to keep track of inventory on hand, how many items you have on order,
your cost of goods sold, and the value of your inventory.

Set up an item for each kind of good you have on hand. Do not use the same item for things that have different
values (aside from price fluctuations).

Once you use an inventory item you cannot delete or change it to a different type of item.

If you record purchases or sales of an inventory item, you cannot delete the item unless you delete all such
transactions for the item. As long as the item is on your Item list, you cannot set up a new item of the same name
but different item type. (You can hide unwanted items on your list.)

Stocktake

Many companies that have inventory take a physical stocktake every 6 to 12 months, often at the end of their

financial year. For help with stocktake, print the physical stocktake worksheet (one of the inventory reports). The
worksheet shows each item name and description, preferred supplier, and quantity on hand, and has blank lines on
which you can record the physical count.

Although Reckon Accounts automatically adjusts your quantities after every purchase and sale, you may need to
adjust them yourself from time to time for reasons such as breakage, theft, shrinkage or fire. If you know about
changes to your physical inventory, record those changes as they happen rather than at year end.



When you adjust your quantity on hand, Reckon Accounts assumes that the average cost of the item remains
the same and adjusts your inventory value accordingly. Reckon Accounts also lets you adjust the value of your
inventory.

For example, after doing a physical stocktake, you find you have seven fewer shirts than you thought you had. You
adjust your quantity down. Reckon Accounts then asks you which account you want to attribute this shrinkage to
for your profit and loss statement. As you reduce the quantity, you reduce your inventory asset amount and increase
your expense.

To print a stocktake worksheet:

Print a stocktake worksheet to ensure that you account for every item in your Reckon Accounts list and as a result
achieve an accurate inventory on hand value.

1. Go to the Reports menu, click Inventory and then click Stock Take Worksheet.
2. Print this report out to use when counting your inventory.

3. Click Export to send this to an Excel spreadsheet where you can modify the report before printing a category of
items at a time.

To adjust quantity/value on hand:

1. Go the Lists menu and click Item List.

2. Click the Activities button at the bottom of the window and then click Adjust Quantity/Value on Hand.
The Adjust Quantity/Value on Hand window opens.

Getting Started 27
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3. Edit a value or quantity.

Adding and maintaining customer records

You can add custom fields within a customer record to help you specialise the service for your customer. It is also
helpful to use the Customer list in Reckon Accounts to make finding customer records and information a breeze!
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Reckon Accounts customers

Once you have your inventory in place and correct, it's time to enter customers. Before you start creating your
Customer list, gather the information that you need to enter: names, addresses, postal addresses, phone, fax and
mobile phone numbers and perhaps an alternate phone number. If you deliver goods to customers, an alternate
phone number means that you can contact them easily to confirm delivery times.

Remember you may not need all of this information, or you may need more. You must decide what information is
essential for your business, and what would be very useful to have for marketing purposes as well as sales.

When you have gathered all the information you are ready to start your list.

The Layby and Reversal customers are automatically created for POS.

Do not delete or edit these customer accounts.

Adding a customer

When you follow the in-product Help procedures in Reckon Accounts to create a new customer, you'll see the New
Customer window. This contains a number of tabs. The Additional Info tab contains a number of custom fields that
are important for you to know about.

ID

The ID is a form of identification in POS to quickly bring up the customer’s details for purchases or payments, or
search for the customer.

Getting Started 29
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E-mail

Enter a customer’s e-mail address with the rest of their details in Reckon Accounts or POS.

Price Level
If using price levels in POS, you must use the price level option associated with the custom fields
in Reckon Accounts.
|

Reckon Accounts has another Price Level field, located above custom fields. However, this field does not apply to
any POS functionality.

If items are set up with multiple price levels you can assign a Price Level to a customer. When items are sold to the
customer the price is determined by the level set here. When entering a price level in this field, for example Price
Level 2, simply type 2.

Select the following options for the Price Level field to be active in POS.

From the POS Terminal:

1. Go to the Tools menu, click Options and then click the Keyboard tab.

2. Click Design Keyboard Layout for the type of keyboard you use with POS (PC, POS or Touch).

3. For any Customer Account function keys, click to select Use Customer’s Price Level from the Function Options.

If scanning customer barcodes, activate price level in the Scanner tab of POS Terminal options.



Percentage

You can specify a percentage discount or surcharge to apply the discount or surcharge to any purchases that the
customer makes.

To apply a discount:
1. In Reckon Accounts, enter a minus sign before the percentage, for example - 10.
2. In POS Terminal:

1. Go to the Tools menu and click Options and then click the Keyboard tab.
2. Click Design Keyboard Layout for the type of keyboard you use with POS (PC, POS or Touch).
3. For any Customer Account function keys, click to select Use Customer’s Percentage.
4. If scanning customer barcodes, activate percentage discounts in the Scanner tab of POS Terminal options.
5. Click OK.
Barcode

Enter the barcode number in this field to scan a customer card through POS Terminal and have the customer’s
details appear.

If you are having customer cards preprinted ensure that there is a percentage sign (%) included
at the start of the barcode number sequence. You do not need to type this percentage sign when
entering the code in any of the POS Terminal or Reckon Accounts fields.

For more information about barcode, refer to the POS Admin in-product Help.
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Reckon Accounts customers used by POS

There are two customers created in Reckon Accounts when you install POS and link it to an Reckon Accounts file:
+ Layby Customer

« Reversal Customer

POS creates and uses these customers. Both these customers have the same message “This customer is used by POS.
DO NOT DELETE"

Creating customers in POS Terminal
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There are two options that must be turned on if you want to create and edit customers in POS Terminal: Allow New
customer entry and Allow Edit existing customer.

To create and edit customers in POS Terminal:
1. Go to the Tools menu, click Options and then click the Keyboard tab.
2. Click Design Keyboard Layout for the type of keyboard you use with POS (PC, POS or Touch).

3. For any Customer Account function keys, click to select Allow New customer entry and Allow Edit existing
customer from the Function Options.

If those options are not turned on, customers must be created and maintained from Reckon Accounts.



Adding and maintaining employee records

Employees are only available in Reckon Accounts Accounting and above.

For an employee’s details to be available in POS, the employee must appear on the Sales Reps
list in Reckon Accounts. Before adding any new employee details, you should set up Reckon
Accounts to automatically add any new employee to the Sales Rep list.

1. Go to the Edit menu, click Preferences, then click Payroll & Employees and then click the Company
Preferences tab.

2. Click to select the Mark new employees as sales reps check box.
3. Click OK.
To view the Sales Rep list in Reckon Accounts:

Go to the Lists menu and click Customer & Supplier Profile Lists, then click Sales Rep List.

Adding an employee

When you follow the instructions in Reckon Accounts in-product Help to add a new employee you'll see the New
Employee window. The Additional Info tab in the Personal Info section contains several fields that are important

for you to know about.
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New Employee Type a help question v How Do 1?7

Information for:

Change tabs: | EEREIG

Personal ||_Agdrsss and Cantact || Additional Info

Billing Rate Level |

Custom Fields
jin]
Password

Cancel

O Employee is

inactive

]

ID

Enter the employee’s ID in this field. This field is used by POS during the sales person login procedure.

Password

This field is used by POS during the sales person login procedure.




Deactivating an employee

When an employee leaves or is on a period of extended absence it is not a good idea to delete them from the
system. You need their records for tax purposes, or if they return. It is better to retain the record, but prevent the
name from showing up on lists and reports by putting it on hold.

In Reckon Accounts, do the following:
1. Open the Employee Centre.
2. Right-click the name, and then click Make Employee Inactive.

The employee’s name is hidden from the Employee and Sales Rep lists.

Restoring an employee

If you need to reactivate an employee, for example if an employee returns from an extended leave of absence, you
can restore that employee’s existing record to the system.

In Reckon Accounts, do the following:
1. Open the Employee Centre.
2. Click the View field and then click All Employees.
All employees, including those who are inactive, are displayed.

3. Right-click the name, and then click Make Employee Active.
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Introducing POS Administrator options

About POS Administrator 38
POS Administrator options 39

This chapter shows how to access the POS Administrator options and gives you a brief overview
ofeach one.
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About POS Administrator

The POS Administrator is the POS management component. It handles system tasks, managers the database and
terminals and acts as the interface between Reckon Accounts and the POS Terminals. You can modify any options in
POS Administrator to suit your business requirements.

s
[

Point of Sale
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POS Administrator options

This section provides a quick introduction to the POS Administrator options, which are accessible using the Options
window. For detailed information refer to the POS Administrator in-product Help.

To access the options:
« Click the Options icon.
or
Go to the Tools menu and click Options.

There are many options available to you in POS Administrator:

Option (tab) refer to page...
General 40
Lists 43
Transactions 44
Rounding 45
Currency 46
Scanning 47
Layby 49
EOD 50
Web 51
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Option (tab) refer to page...

Security 51

Customer Loyalty 53

Table Manager 55

Appointment Manager 56

Automatic Backup 58

Class 59
General tab

40

The General tab includes company contact details and basic options on how POS deals with the Reckon Accounts
company file.

You can change the company file name from the General tab by clicking Change.... This is only required if you have
changed your Reckon Accounts company file. However, it is not recommended to change to a completely separate
Reckon Accounts company file as this may lead to data corruption. To perform a change Reckon Accounts must be
in single-user mode and you need to open the database you want to change. You must also perform an end of day
on each POS Terminal and then post the data before a change to the database is made.

If you use this Change button to update your Reckon Accounts data file path you will lose
any promotions that you have set up.



The General tab is also where you select how you want to summarise transactions for posting to Reckon Accounts,
there are two choices:

«  Summarise line items where possible (including product description)
« Summarise line items where possible (excluding product description)

For more information on posting to Reckon Accounts, refer to the POS Administrator in-product Help.
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SMI&WMLMIT*IQ“ 0 |‘ in ‘Mmegu]‘ 'Badtwll:loss

{General || Lists | Transactions | Rounding | Curency | Scanning | Lagby | EQD | Web
~ Compary Details Apply I

= =

Phone |
Eax |
Emai |

s [ a0

DataFile |C:\Users\Public\Documents\Intuit\QuickBooks\S ample Company Fies\Reckon Acco

rs i tions for posting to A . 4,':1' i

[T Summatise fine tems where possible (including product description)
[~ Summatise line Rems where possible (excluding product description)

Peirt of Sale database  [C:\Reckon\Point of Sale Professi | 20716 Adminisiaton\QEPOS.PDB
[~ Start Point of Sale Administrator when Windows starts up.

For information on entering company details and summarising transactions for posting to Reckon Accounts, refer to
the POS Administrator in-product Help.



Lists tab

There are four lists available in POS Administrator for viewing and editing - Layby Customer, Product, Customer and
Currency Conversion. The Lists tab gives you the option to select what is displayed on these lists.

The Currency Conversion list is only available in POS Professional.

You can simply click to select or clear the checkboxes to choose what appears in each list.

Secuity | Customer Loyalty | Table Manager | Appointment Manager | Automatic Backup | Class |
jons | Roundg | Cuttency | Scanring | Layby | EOD | web |

osd -
Show in Layby Customer List Show in Product List Apply I
[~ Phone ~ [ Price 2 ~
[T] Alt. Phone ] Price 3 Cancel I
[]Fax L || Tax Code
(] E-mail ] Cost
v Amounit ] Purchase Tax Code
v Payments v On Hand
T |

Show in Cuency Corversion List

| Code

| Type

v Name

|| Base Rate

vl % Masgin

v Exchange Rate

[Tl P ayment tem
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To enable Kitchen printing and include a kitchen printing column in the Product list, you must
select Kitchen Printing Options from the Product List.

You can later tag individual products from the Product list to print to the kitchen printer once
kitchen printing is enabled.

The kitchen printing feature is only available in POS Professional.

For information on selecting what shows in your lists, refer to the POS Administrator in-product Help.
Transactions tab

The options on the Transactions tab determine what prints on the receipts and invoices. These include:
- Transaction detail: entered amounts include tax, and price amounts including tax.

Tendering: caption for change, and caption for balance.

« Layby captions for: balance opening, closing and due date.



Secuity | Customer Loyaly | Table Manager | 4 | Automatic Backup | Class |
General | Lists | Transactions ‘_i]noua.n|c.nm|sw|Lw|EuD|web|

- Transaction Detal Apply I

¥ Prirk the Temminal ID with this caption | Termnal ID:
Caption for transaction number ITrumior[ Loncel |
¥ Print the Sales Person with this caption |SalesPe|son:
[~ A Sales Person must be selected |atlebeginrmg 'I
[V Entered amounts include tax [V Pint amounts including tax
¥ Print caption next to tem amounts to indicate tax status using...
Taved on sellpiice [T Taxgxempt [
| T Print tax amount for each sale Rem using this caplion |Tax
J_T ders g
‘When tendening starts...
[ Print number of items sold using this caption Itemns
[ Piint the total of the sale excluding tax using this caption [Total Ex Tax
[V Prink the tag total using this caption [rae
¥ Pt the total of the sale including tax using this caption [Total

C&ﬁmmmlm Caol,imfotbdmlemoeDw
[V Print the tax status symbol(s) explanation using this text [1-ramble1hems A

LLW aptions for... ‘

| Balance: Opening |[Opening Balance  Closing |Balance Date due [Date Due

For information on setting up transaction details, tendering and layby captions, refer to the POS Administrator in-
product Help.

Rounding tab

The Rounding tab is included in POS Administrator to give you choices as to how item prices are rounded and what
captions print on receipts and in the window.
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General | Lists | Transactions [ Founding | Curency | Scanning | Layby | EOD | web [II
Tendering

&pply I

Round I(o vl &nmmsluus vl |
Caption for ‘rounded’ amount |Rounded

Caption for tounding variance' amount  |Rounding

Rounding [tem

Secuiity | Customer Loyalty | Table Manager | Appaintment Manager | Automatic Backup | Class |

| [Rounding

For information on setting up your rounding information, refer to the POS Administrator in-product Help.
Currency tab

The Currency tab is only available in POS Professional.

POS Terminal can convert foreign currency to the local currency when tendering a transaction or as a simple
exchange of currency. You can set the default margin percentage on the Currency tab.



SM'CWWLWlTabh" g |‘ i Managy |“ ‘B«*wll?ml-
General | Lists | Transactions | Rounding [ Curtency || § ‘,]Lm]EDDlWebl

I- Currency C i Apply

Defaul margin percentage [0.00% | Coreel I

For information on setting up your default margin percentage for currency conversion, refer to the POS
Administrator in-product Help.
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Swziy] Ctmm‘me&yl TdﬂaﬂleMmlmBml Class _
General | Lists | Transactions | Rounding | Curency [Scanning | Layby | EOD | Web “
~ EAN-13 Random Pricing Apply I
[~ Activate random price barcode scanning |
Barcode Formats
o | Prefix| Fomat | Price Inc. Tax| Calculat
02 5 Product; 1 Price Check Digit; 4 Price; 1 Check Digit  Yes No
20 B Product; Mo Price Check Digit; 4 Pnce; 1 Check Digit  Yes No
° 21 6 Product; Mo Price Check Digit; 4 Price; 1 Check Digit Yes No
22 6 Product; No Price Check Digit; 4 Price; 1 Check Digit Yes No
23 B Product; No Price Check Digit; 4 Price; 1 Check Digt  Yes No
24 B Product; Mo Price Check Digit; 4 Pnce; 1 Check Digit  Yes No
€) 25  ©Product; No Piice Check Digit; 4 Price: 1 Check Digit  Yes No
8 26 6Product: No Piice Check Digit: 4 Price: 1 Check Digit Yes No
27 6 Product; Ma Price Check Digtt; 4 Price; 1 Check Digit Yes No
€) 28 ©Product; No Piice Check Digit: 4 Price: 1 Check Digit  Yes No
° 29 E Product; Mo Price Check Digit; 4 Price; 1 Check Digit  Yes No
<B . i >
Edit |

For information on the Scanning tab and how to set up a product that has a random price barcode in Reckon
Accounts, refer to the POS Administrator in-product Help.



Layby tab

Use the Layby tab to outline the terms and conditions of the layby policy.

safﬂ‘[w |m;!.;ffnm;ul|cmm| Swrl'u! @"ﬁ?f&i}
StatNumber [T sl
Tem [30 " days  Historical Lagby Data [180 daps Concel |
Terms and Condtions

[[Change these Terms and Conditions a5 required by you organisation] ~

TERMS & CONDITIONS OF LAY-8Y

1. m“hw&wumm'wmhwdmhuhmdau
tefund less any cancellation charge. Thccmmehmonhhybsm
The charge is to cover sefing costs incumred by the retader

Cancellation Charge §
ZSlmidhwmmbhwhw:ahﬁ:bdel?vbﬂhm
shal contact the purchaser and advise hlqbynlhecuwdm dqndmhuof
advice unless a further o ful ts is
mmh?dmh%ﬂhmmwmdbdﬂuﬂwm
due, minus the cancellation charge, refunded to the purchaser.
3. There is no cancellabon charge # goods are unable to be suppbed by the retader. o no

fation charge is ified on this docket.

4, Instalments are due weekly.

5. Parcels cannot be broken and must therefore be collected in ful

6. It is the responsibiity of the customer to advise this store of any change of address.

For information on setting up your layby information, refer to the POS Administrator in-product Help.
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EOD (End of Day) tab
Use the EOD tab to determine the way in which the End of Day process operates. Options on this tab include:
«  Don't allow READ (X) reports
« Balance report must be selected on RESET (Z) reports
+ Reconcile the Cash Drawer

+  Reports must be printed

From the EOD tab you can also select which reports you want to print by default when you process an end of day
and change the report captions.

Options

Securty | Customer Loyalty | Table Manager | Apponimert Manager | Automatic Backup | Cisas | E |
Genesal | Lists | Transactions | Rounding | Cunency | Scannng | Laty [EDD | wet |

EndDI-Day Optiors |

I Diont show report selaction page : 1

™ Do aow READ () repests 4‘“" !

I~ Fieset the Transaction Numbes
™ Dort slow Flaset the Trantacton Number' selirg bo be changed in Teimmal
™ Balarce meport must be selected on RESET (2] seports
I™ Log off Sales Person sfter RESET (2] sepont
™ Dor iesst Cash In Drawer on RESET (2] mports.
I~ Rieconcis the Cash Draes
Show on Cash Draveer Fleconciation page
7
F
F
re ¢
I Reports st be printed
Humbar of 7 M of 2 years of data alowed)

[~
=

End0f-Day Report Dptions
Pgsiod for Tiwe Repart [Houly -

™ Print the Non-Resetabis Grand Tolsl [NRGT)

For information on setting up your end of day options, refer to the POS Administrator in-product Help.
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Web tab

POS Terminal has a built in Web browser. Web pages are displayed within the space normally reserved for the POS
Terminal information display, and can expand to occupy the space used by the transaction display as well.

Options | x |
' Securty | Customer Loyaly | Table Manager | Appointment Manager | Automatic Backup | Class |
| General | Lists | Transactions | Rounding | Cumiency | Scanning | Layby | EOD [Web ]
Web Sites Sl I

| Description | URL J Cancel I
% Point of Sale Home Page hitp://redvect reckon.com auw/RetadP0S__AU/POSHome...

The POS Terminal Web browser does not provide the operator with unlimited access to the Internet. Access is
restricted to a list of pre-approved sites.

Once you have created a list of sites you must assign the Web browser function to a keyboard key.

The Web browser can be turned on and off by pressing the keyboard key assigned to it.

For information on setting up or editing a web site for access through POS Terminal, refer to the POS Administrator
in-product Help.

Security tab

You can use the Security tab to enable security for POS Administrator and POS Terminal. Once you have enabled
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POS security you can set up users and roles. This tab is also used to set up Cash In Drawer Warning messages, if
required.

General | Lists | Transactions | Rounding | Cumency | Scanning | Layby | EOD | Web

K
Securty | Customer Loyalty | Table Manager | Appointment Manager | Automatic Backup | Class
— Security Apply I
[ Enable Point of Sale Security Set up users and roles I
[ owew |
— Paint of Sale Temminal
[¥ Use Global Manager Overide Password Password... I

~ Cash In Drawer Waming

Jeminal Warning Message

The Cash In Drawer total has exceeded the allowed limit. Please perform a Cash A
Clearance now.

For each terminal, set the Cash In Drawer limit and where the messages are required.
Terminal Name Limit| M in Administrator (M in Terminal

For information on enabling security and setting up users and roles, refer to the POS Administrator in-product Help.



Customer Loyalty tab

The Customer Loyalty tab is only available in POS Professional.

Use the Customer Loyalty tab to activate and set up a customer loyalty program, including the following
information:

« Dollar to points ratio
Redemption ratio
« Loyalty point start

«  Maximum points limit
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General | Lists | Transactions | Rounding | Cumency | Scanning | Lagby | EOD | web
Security WLWIT&HWIWMW]MBW]M

v [ciivae Custome Lopaly progean]
Receipts / Invoices
Cagion [Customer Loyaly
% Piintthe Loyay Numbes
¥ Print the Loyaly Points Balance

N

Dollarto Points Ratio [T (number of points to accrue per dollar spent)
RedemptionRatio  [1 (number of points requited per dollar redeemed)
Lopakty Number stat [T

Points gxpie after | days of inactivity

Madimum Ponts fmt [

Number of days to keep Customer Loyalty lransactions |1B) (for reporting)

For information on activating your customer loyalty program, refer to the POS Administrator in-product Help.



Table Manager tab

You can use the Table Manager tab to enable Table Manager, set up your reservation options and change your

table status options.

¥ [Enable T able Manage?

General | Lists | Transactions | Rounding | Currency | Scanning | Layby | EOD | web |
Security | Customer Loyaly Table Manager | Appointment Manager | Automatic Backup | Class |

Table N Opti
[ Brint Order Number
¥ Wam if number akeady on hold

¥ Enable Advanced table features

[V Enable Reservations
PreReservaion hold ime 30 minutes
Reservationaletater  [30  minutes
Extended reservation time |30 minutes
Display alerts ontemminal | =]
Number of days to keep historical reservations [7

Change T able Status Options |

Ll

For more information on setting up and using Table Manager, refer to the Working with Table Manager chapter in
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this guide or the POS Administrator in-product Help.

The Table Manager tab is only available in POS Professional.

Appointment Manager tab

You can use the Appointment Manager tab to enable Appointment Manager, enable integration and set up
advanced features for your appointments.
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Gmdil.adx |trmlnmlm:mlsm]m]mn I\H‘ah
Securty | Customer Loyaly | Table Manager  Appointment Manager | Automatic Backup | Class

¥ Enable Appontment Manager

[~ Integrate with Table Manager [uses Table Manager advanced features)
[~ Add names to:
" Customer st [Accounts + Pont of Sale)
(& Contact ist [Point of Sale only)
[~ Add notes from appointments to the customer/contact records
I~ Add notes from customer/contact records to new appointments
[~ Allow appointments over multiple days
[~ Enable No. of People’ field in New/E dit Appointment window
™ Enable Wait List

[ Enﬂsﬁdvuugdfem [Features below are avaid:bwifw|
able M ation only.)

[~ Default appointment time |30 minutes
I~ Pre-appoinimenit hold time |10 minutes
I~ Mumber of days to keep historical appointments |3ﬂ

i

For more information on setting up and using Appointment Manager, refer to the Working with Appointment
Manager chapter in this guide or the POS Administrator in-product Help.

The Appointment Manager tab is only available in POS Professional.
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Automatic Backup tab

58

The Automatic Backup tab allows you two options. You can select to automatically back up your database during
the End of Day process by selecting a file location for the backup. This will only occur after all transactions for the
day from all terminals have been processed in the EOD procedures.

If you do not regularly perform an EOD procedure on all terminals, you can set a terminal and time for the automatic
backup to occur.

General | Lists | Transactions | Rounding | Currency | Scanning | Layby | EOD | web
Secuity | Customer Loyalty | Table Manager | Appoiniment Manager  Automatic Backup | Class

Point of Sale includes a faciity to automatically back up your database during the End of Day
mmgﬁwﬂuﬂyméwﬁhmfuhwhomelhem-ulshmbeenplmwd
in 2y pr

EE

ocedures
If you do not regulary perform an EOD procedure on all terminals, you can set a terminal and time for
the automatic backup to occur.

- File Location For Backup
Set the default location for the backup files:
EC‘.\FIedwn\Poi\tdS*.“ fessional 2016 Admini
Browse. .. |
Non-Regular EOD Backup

If you do not perform End of Day procedures regularly you can enable an automatic backup
procedure to occur at a set time on a set terminal. Below you can set the terminal and time the
backup will be taken each day.

I 1 perform End of Day procedures inegularli
Teminal | ]

Time 20:00




For more information, refer to the POS Administrator in-product Help.

The Automatic Backup tab is only available in POS Lite and POS Professional.

Class tab

POS takes the list of classes from your Accounts company file when synchronising with Accounts. Applying classes
to transactions in this way is helpful to differentiate different locations and organisational structures within your

business.

The Class tab allows you to set a class to apply on each terminal. You can use the Default Class to set a class for all
terminals, or set a class for each terminal. There is a grid below this setting that allows you to set a class per terminal.
So each terminal can have a different class attached to its transactions, and reports in Reckon Accounts can be
filtered by the class to show transactions for one or groups of terminals.
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General | Lists ]Trm]ﬂml&:w|5mllw|mblw¢|
Securly | Customer Loyaly | Table Manager | A Automabic Backup  Class

Class

Detout Ciose [T ~ |

Ll

‘You can use the Default Class st above to st a class for all terminals, or set a class for each

|Tem'iu|Nm |I.'Jm I

For more information, refer to the POS Administrator in-product Help.
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Working with POS Administrator

Viewing the Products list 67
Changing prices 68
Managing promotions 68
Creating labels 69
Managing laybys 70
Converting currency 71
Viewing the Customers list 72
Checking your licence key 73
Checking the terminal status 73
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Transferring data from Reckon Accounts
Posting Transactions to Reckon Accounts
Compacting and repairing database
Backing up your data

Restoring your data

Sending a message to a terminal
Deleting a terminal

Logging off/Switching user

This chapter describes the functions to maintain the POS data files, manage data transfer
between POS Terminal and Reckon Accounts, and set up and maintain options.
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Working with POS Administrator

There are many functions in POS Administrator that assist you in creating a seamless point of sale experience. This
chapter gives you a brief introduction to these functions, for more information refer to the POS Administrator in-

product Help.

Icon (if applicable)

&

Products

(accessible using the Products icon)
(accessible using the Products icon)
(accessible using the Products icon)
d >
&
Layby

EED
&/
Currency

o i
&/
Customers

Function

Viewing the Products list

Changing prices
Managing promotions
Creating labels

Managing laybys

Converting currency

Viewing the Customers list

Checking your licence key

refer to page...

67

68
68
69
70

71

72

73
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Icon (if applicable)

8

Status

(3

Transfer

Post

Function

Checking the terminal status

Transferring data from Reckon Accounts

Posting transactions to Reckon Accounts

Compacting and repairing database

Backing up your data

Sending a message to a terminal

Deleting a terminal

Logging off/Switching user

refer to page...
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75
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Viewing the Products list

When you ran POS Administrator for the first time your Items (and Services) list would have been transferred from
Reckon Accounts populating the POS Product list. (For instructions on running POS Administrator for the first time
refer to the POS Installation and Upgrade Guide.)

The Product list in POS Administrator displays details relating to your products, including Iltem Name, Description,
Price Inc, Tax, and Supplier. To change the columns that show in the Product list:

1. Go to the Tools menu and click Options.
2. Click the Lists tab. You'll see series of check boxes under a section called Show in Product List.
3. Select from these to choose the columns to display in your standard Product list.
There are three ways to open the Product List window:
Go to the Lists menu, click Product and then click Show List.

« Click the Products icon on the tool bar.
or
Press Ctrl+P.
Products shown in red in the Product list are part of an active promotion.

Promotions and multiple barcodes are only available in POS Professional.

From the Product list you can create promotions, change prices, print labels and assign multiple barcodes.
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For more information on these Product list features, refer to the POS Administrator in-product Help.

Changing prices

You don't have to wait to transfer your product price changes from Reckon Accounts, you can edit your prices from
the POS Administrator.

There are three ways to open the Change Prices window:
«  Ontheright hand side of the Product List window, click the Prices button.

Highlight a product and right-click it and then click Change Prices.
or

«  While the Product List window is open, go to the Lists menu, click Product and then click Change Prices.

When you change a price you can select more than one price level and base the change on the current price or the
cost of the product. However, you cannot apply a price change to a group of products.

For more information on price changes, refer to the POS Administrator in-product Help.

Managing promotions

Promotions are only available in POS Professional.

Nearly all retail businesses conduct promotions and sales that reduce the selling price of inventory by a percentage
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or dollar amount. Promotions in POS allow you to easily manage inventory and sale of inventory during promotional
periods.

When a promotion begins, POS sends a message to all terminals and to the POS Administrator to
inform all operators of the change. If an operator is in the middle of a transaction, the message does
not display until the terminal is free.

There are three ways to open the Promotion List window:
«  On theright hand side of the Product List window, click the Promos button.

Highlight a product in the Product List, right-click it and then click Promotions.
or

«  While the Product List window is open, go to the Lists menu, click Product and then click Promotions.

From the Promotion List window you can set up a new promotion or edit an existing one. When editing or setting
up a promotion you can add and remove items, select more than one price level and base the promotion on the
current price or the cost of the product and also print promotion labels.

For details on how to edit an existing promotion, refer to the POS Administrator in-product Help.

Creating labels

Label options can be accessed in four ways:

Located on the Product list and Customers list is the Labels button. Click the Labels drop-down arrow to display
the label options.
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« Highlight a product or customer from the corresponding list, right-click and then click Print Labels.

When the Product or Customers list is open. Go to the Lists menu, click Product (or Customer) and then click
Print Labels to view and select the label options.

« When saving a new promotion or editing a promotion.

There are three main steps to follow in setting up and printing labels:
1. Select products or customers.

2. Create the label - format it and adjust the layout.

3. Print the label.

If you already have a label design, skip step 2.

For more details on labels, refer to topic “Label Format Used “ in POS Administrator in-product Help.

Managing laybys
Use the Layby Customer list to create new customers and monitor laybys.
There are three ways to open the Laybys List window:
« Go to the Lists menu, click Layby Customer and then click Show List.
Click the Layby icon on the tool bar, or
+  Press Ctrl+L.
To change the columns that show in the Layby Customer list:

1. Go to the Tools menu and click Options.
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2. Click the Lists tab. You'll see series of check boxes under a section called Show in Layby Customer List.
3. Select the columns to display in your standard Layby Customer list.

At the bottom of the Layby Customer list is the total number of active and inactive customers, total amount, total
balance and the percentage of balance to total of laybys.

The bar graph on the right of the window displays the total amount (yellow), total payments made (green), and
balance outstanding (red).

For details on how to set up a new layby customer, edit an existing one or purge layby customers, refer to the POS
Administrator in-product Help.

Converting currency

Currency Conversion is only available in POS Professional.

Use the Currency Conversion list to create new currency types and edit existing ones.
There are three ways to open the Currency Conversion List window:
+ Go to the Lists menu, click Currency Conversion and then click Show List.

Click the Currency icon on the tool bar, or

«  Press Ctrl+O.

Working with POS Administrator
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The Currency Conversion list contains all the details for each form of currency available through POS Terminal.
To change the columns that show in the Currency Conversion list:

1. Go to the Tools menu and click Options.

2. Click the Lists tab. You'll see series of check boxes under a section called Show in Currency Conversion List.
3. Select the columns to display in your standard Currency Conversion list.

For details on how to set up a currency or edit an existing one, refer to the POS Administrator in-product Help.

Viewing the Customers list
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The Customer list contains all the contact details for each customer that has been transferred from Reckon Accounts.
There are three ways to open the Customer List window:
+ Go to the Lists menu, click Customer and then click Show List
Click the Customer icon on the tool bar, or
+  Press Ctrl+U
To change the columns that show in the Customer list:
1. Go to the Tools menu and click Options.
2. Click the Lists tab. You'll see series of check boxes under a section called Show in Customer List.
3. Select from these to choose the columns to display in your standard Customer list.
From the Customer List window, you can select customers to add to the customer loyalty program.

For details on how to set up a customer or print a label for them, refer to the POS Administrator in-product Help by



Index topic “Label format”.

Checking your licence key

You can use the Licence Key Status window to view a list of terminals connected to POS Administrator.
To view the Licence Key Status, go to the Lists menu and click Licence Key Status.

For details on the Licence Key Status window, refer to the POS Administrator in-product Help.

Checking the terminal status

The Terminal Status window displays the total transaction figures from POS Terminals for the day in a chart. This
chart updates automatically with each transaction and is cleared when a READ (Z) report is processed in POS
Terminal.

To view the Terminal Status, click the Status icon on the tool bar.

In a multi-terminal environment, click to select either Consolidated view or Individual Terminal to view both totals
on the one chart.

Transferring data from Reckon Accounts

POS Administrator and POS Terminal use the item, customer, employee/sales rep, and chart of accounts data from
Reckon Accounts. You can transfer data at any time of the day.

When you transfer the Product list from Reckon Accounts, POS Administrator verifies the items in the day’s
transactions. If a change is detected, POS Administrator displays a message warning you that errors were
encountered when verifying transaction data. A report can be printed listing all changes or items that could not be
found.
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It is advisable that you print this report and correct any items that cannot be found in Reckon Accounts and transfer
your new list before creating a Z-Read at End of Day. If you do not do this, service items will automatically be created
in your Reckon Accounts item list.

To ensure data integrity, it is important that you transfer your Product list before running a Z-Read on your terminals
for End of Day.

When performing the transfer, if Reckon Accounts is already open it must be in single-user mode
and must have the correct company file open.

For details on how to perform a transfer from Reckon Accounts, refer to the POS Administrator in-product Help.

Posting Transactions to Reckon Accounts
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When a READ (Z) report is performed during a end of day process from POS Terminal, a file is created for transfer
to Reckon Accounts. (You must make sure that end of day is run on each POS Terminal being posting to Reckon
Accounts.)

If during the post you receive a No transaction files found message, it is likely that the READ (Z) report has not
been performed. If this is the case, cancel the wizard, run end of day on POS Terminal then retry the post.

' POS Terminals do not need to be closed for this process.



For details on how to post transactions to Reckon Accounts, refer to the POS Administrator in-product Help.

Compacting and Repairing your database

This Compact and Repair function is only available in POS Professional and POS Lite.

Over time, data can fragment and possibly corrupt. The Compact and Repair function compacts and repairs the
database, as well as improving the performance of POS. It is a good idea to perform a Compact and Repair regularly,
especially if you encounter problems with POS.

For details on compacting your database, refer to the POS Administrator in-product Help.

Backing up your data

POS Lite and POS Professional

The backup procedure backs up data onto another drive or a disk. It backs up your entire POS database. It is
important to backup your POS database regularly, as there can be a lot of information in the POS database that is
not present in Reckon Accounts.
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If your POS database and your backup are saved on the same drive and you experience hard disk
failure, you may not be able to recover or restore your data. If you attempt to back up your POS
database to the same drive that your database is stored on, POS alerts you and prompt you to
choose a different drive or disk for your backup.

For details on how to back up your data, refer to the POS Administrator in-product Help.

Restoring your data

POS Lite and POS Professional

The restore procedure restores your entire POS database. You cannot choose to restore some elements of the data
and not others. For this reason, it is best to back up your database after all terminals have performed their end-of-
day process, so that the backup doesn’t contain any unprocessed transactions that could accidentally be sent to
Reckon Accounts a second time if the backup was restored.

If you must restore your database, Terminal IDs must match the name of the terminal that the
backup was made for in order for all your settings to be restored.

= If you are restoring from external media, ensure the disk you are restoring from is in the appropriate

drive.

For details on how to restore your data, refer to the POS Administrator in-product Help.
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Sending a message to a terminal

Sending a message to a terminal is only available in POS Professional.

You can send a message from POS Administrator to any terminal. Any messages that you send display automatically
in POS unless you set POS Terminal not to display messages during a transaction.

For instructions on how to send a message, refer to the POS Administrator in-product Help.

Deleting a terminal

When you delete a terminal, it will be removed from the system. You need to process a terminal’s final end of day
before you can delete a terminal.

' Deleting a terminal will permanently remove all information about the terminal.

For instructions on how to delete a terminal, refer to the POS Administrator in-product Help.
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Log off/Switch user

When you share one POS Administrator machine amongst two or more staff members, users should login using

their own user name and password. To have access to the Log Off/Switch User functionality you need to enable
security.

For details on logging off and security, refer to the POS Administrator in-product Help.
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Introducing POS Terminal options

About POS Terminal 81
POS Terminal options 83

This chapter shows how to access the POS Terminal options and gives you a brief overview of
each one.
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About POS Terminal

The POS Terminal is the point of sale component that is located at the store check-out on a computer. It operates the
cash drawer, receipt printer, integrated EFTPOS and scanner. It processes all transactions in the same manner as an
electronic cash register with the same functionality.

POS Terminals automatically start up in terminal mode. The window is designed to emulate a cash register. There are
no fields to fill in. The operator uses the numpad or function keys exactly as you would on an electronic register. The
mouse is only used when changing options or selecting end of day processing.

Pt of Sale Professcnal Termural
Fle Too Melp

0

Last Transacton

Price | Masager | L o Cuntemet ":'_“ Customet
Dverride | Override [ | harpe
rprent

Subtotal
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The user display

Items and prices appear in the user display as you enter them. The numerals and letters are similar size to an
electronic register display and are easy for everyone to see.

Chocolate Muffin 2.95

The transaction display

As you process through a sale, the transaction details appear in the Transaction display.
Current Transaction 1

Transaction: 000004

Date: 20/02/2008 1:15 PM

Door knobs
Dveralls

2000 T
2350 T
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The information display

The information display displays system messages and the touch screen layout if used. If an incorrect key is pressed

and you receive an error, the explanation and resolution are displayed here.

price |Manager| \ o M customer| otOMmet
Override | Override | — ~ Name
Payment

| Trans.
unt | History

Voucher

Manual

cic

EFTPOS

Void Last i’u:::: Subtotal = Cash

POS Terminal options

To personalise POS Terminal so that it meets your business requirements some options, peripherals and extra
equipment need to be set up before processing transactions.

To open the Options window, go to the Tools menu and click Options.

Introducing POS Terminal options
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There are many options available to you in POS Terminal:

Option (tab) refer to page...
General 86
Display 86
Lists 88
Keyboard 90
Scanner 93
Customer Display 95
Receipt printer 96
Kitchen printer 98
Invoice printer 100
Cash Drawer 102
EFTPOS 104
Report printer 107
Table Manager 108

Appointment Manager 110



General tab

The General tab allows you to set general options for POS Terminal, including Terminal ID and transaction start
number. You can also choose the Don’t display messages from other terminals during transactions and Start
Point of Sale when Windows starts up.

The database location is diplayed in the General tab, so the manager can check that all terminals and Point of Sale
Administrator are using one database.

Options.

Customes Display | Receipt Printer | Kitchen Printer | Invoice Printer | Cash Diawer | EFTPOS
......... Scde |  ReportPinter |  TableManager | Appoiniment Manager

[ Genedl | iy | Lsts | Kebowd | Scswer

Teminal D [VMODGAIZWTHPOS

Transaction Mumbes Start |000000

[¥ Don't display messages fiom othes teiminals duing a ransaction
™ Set Point of Sale \Window to & fxed position
™ Start Paint of Sale when Windows staits up

Point of Sale database |C:\Reckon\Point of Sale Professional 2015 Administrato\OBPOS PDB

i g

For more information on the General tab, refer to the POS Terminal in-product Help.

Display tab

The Display tab allows you to adjust the Point of Sale window and text to suit your business needs. You can alter
the POS Terminal display in each of its three main areas as needed. The three main areas for the POS Terminal are
user display, transaction display, and information display.

Introducing POS Terminal options
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86

Options

Customer Display | Receipt Printer | Kitchen Printes | Invoice Printes | CashDrawer | EFTPOS
CardReader | Scale | Pump | RepostPrinter | TableManager | Appoiniment Manages

Gened [ Dhply || Liss |  Keyboad |  Scanner
User Display -
) Font.. |
Heoh e e o T
[Avial, Bold
it Display

[¥ Show the Transaction Display

I~ Onsight side of window
[MS Sans Sesif, Bold. 8

Widh T T

¥ Include wnning subtotsl with this caption  [Subtotal

con Dol

I Show the PC Keyboard Map
r Don®t display warming when Point of Sale is
ot the active program.

Font. |

Fond...

[asial. 10

For more information on the Display tab, refer to the POS Terminal in-product Help.




Lists tab

The Contact and Currency lists are only available in POS Professional.

The Lists tab controls the information that POS Terminal displays in the Sales Person, Customer, Layby Customer,
Contact, Currency, Transaction History, Held Transaction, and Product lists.

Some types of information are preset when the software is installed. These have a small tick in front of them.
To select what is shown in each list:
1. Click the Show in drop-down arrow and then click the list you want to modify.
2. Click to select the item to add it. Clear the check box to remove an item.
Some sections have more choices than fit in the window and have a scroll bar to allow you to view all options.
3. Click OK.
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Options

Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | Cash Drawer | EFTPOS
CadReader | Scale | Pump | RepottPrinter | TableManager | Appointment Manager
General | Display Lists |  Kepboad | Scenner

Show in

w| Company Name
vl Name

[ Middle Initial

[ Mr/Mis/Miss

(] Contact

[] AR Contact

| Biling Address
1 Shipping Address
] Phone

[ AR Phone

[ Fax

[ E-mail

[1CC (E-mail)

[ Type

[7] Sales Person
[ Tems

| Credit Limit

i Balance

] Credit Available

[ Price Level

] Percentage

[ Motes

[JABN
[]Barcode v

|

For more information on the Lists tab, refer to the POS Terminal in-product Help.



Keyboard tab

The keyboard is one of the most crucial areas associated with POS terminals. The Keyboard tab is where you assign
function keys to allow for fast and effective processing of transactions from POS terminals. You can choose from
three types of keyboards: PC Keyboard, POS Keyboard or a Touch Keyboard.

POS Terminal can accommodate most standard PC keyboards or fully programmable POS keyboards. Both types of
keyboard function identically. The installation process for each keyboard and key layout varies slightly.

PC keyboard

If you select to use a standard PC keyboard the keys need to configured as POS keys; they need to be assigned a
function. When POS Terminal is installed you are supplied with a standard keyboard layout with POS Terminal keys
predefined. For example, the key marked 1 is set up as the Float In function in the default layout. You can modify all
keys to suit your business requirements.

Assigning a POS Terminal function to a key does not replace the standard PC keyboard
functionality for other applications. For example, when you are in POS Terminal and press F7

[ ] key, the system refunds a product. If you are in a Windows application, the F7 key functions
as normal.

For instructions on how to design a PC keyboard, refer to the POS Terminal in-product Help.
POS keyboard

If you select to use the POS keyboard you can partially predefine it with QWERTY functions and the rest can be
configured with POS functions. When POS Terminal is installed you are supplied with a default keyboard layout with
POS Terminal keys predefined. You can modify all keys to suit your business requirements.
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For instructions on how to design a POS keyboard, refer to the POS Terminal in-product Help.

Touch keyboard

90

If you select to use a touch keyboard (touch screen) once it is turned on, the information display is replaced by

a keyboard layout containing touch buttons. One touch on the screen is equivalent to one click with the mouse,
therefore a double touch is equivalent to double-clicking with a mouse. You can modify the keyboard layout to suit
your business requirements, including having multiple ‘layers’ of touch buttons in Pro.

For instructions on how to design a touch keyboard, refer to the POS Terminal in-product Help.



Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | cmmml EFTFOS I—I
oK

Scale |  RepotPriter | TableManager | g
General ] Display | Lists E@E | Scanner R
SpEy
~PC Keyboard
Cancel
Type [Standard PC Keyboard ~] Q
Desion PCKepboadLayout.. | Copylayout.. |

[~ Tum NUM Lock ON at startup

— POS Keyboard
Type [(None) |
Design POS Kevboard Layout,.. Copy Lapout... I

[T Do not activale Point of Sale friom POS Keyboard when in anolher progeam

~ Touch Keyboard

¥ Show Touch Keyboard
I Show last used layer when opening teminal

Desion Touch Keyboard Layout.. CogyLapout.. |

Press F1 for help on designing PC. POS or Touch keyboard layouts. Check the Support folder on
the Point of Sale CD, of the manufacturer’s website or CD for any files required.

For information on the POS keyboards, refer to the POS Terminal in-product Help.
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Scanner tab

You can use the Scanner tab to select your specific scanner or, if not available, select the Generic Barcode Scanner.

Most scanners have a variety of programmable options that may need to be set before the scanner works correctly.
Before using your scanner refer to the information displayed in the Scanner tab on the Options window. If more

assistance is required to configure your scanner check the Support folder on the POS installation disc or contact
your scanner supplier.
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Options

Card Reader | Scale | Pump ] Report Printer I Table Manager | Appontment Manager
Customer Display | Receipt Printer | Kitchen Printes | Invoice Printer | Cash Drawer | EFTPOS

I

Caplion |Barcode Number
[~ Piint the Barcode Nurber
i~ Product Barcodes
[ Use a unit of measure or weight from scale if avalable
: Customer Barcodes
[T Use Customer's Price Level
[ Use Customer's Percentage
Customer Name Caption |Customer Name

Barcode scanners are programmable devices. Most scannets can be programmed with the A
md&m&wwi-~ icate with the computer, known as the Baud Rate. They can
also be pr d to add characters to the beginning and to the end of a scanned barcode
befuelmbaoodelssenttoﬁmewnp\.ter Tmbewmgaidwﬂ'agchamae
zomelimes knowan as prefix and suffix or =
havemaddd:mdemi‘tgchamusm&ycdedammumm;

IfywseumgabacodewwimebfwnmsnotdmunnlheTmeist.selsct
‘Generic Barcode Scanner' from the fist. If ¢ ted to one of the ions
Poits, program the scanner with a Baud Rate of 3600 bps, No Parity, BDataBlsanﬂ Stop Bit.

Geneial | Display | Lists | Keybomd [ Scanner |
Type |Generic Baicode Scannes ~|
Comnected to [(None) =l

1
I

il

For information on setting up a barcode scanner, refer to the POS Terminal in-product Help.
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Customer Display tab

You can use the Customer Display tab to set properties for your customer display.

A customer display, also known as a pole display, is a screen that is visible to customers at the register. It enables
them to see the prices of items entered at the terminal. When not in use for a sale, the customer display can deliver a
message to customers, for example “Next Customer Please’, or “This register closed”.

Options

CadReader | Scale | Pump | ReportPinter | TableManager | Appointment Manager |
Generd |  Disply | Lists | Kebowd |  Scawer |
Customes Disploy | Receipt Printer | Kitchen Printer | Invoice Printer | Cash Diawer | EFTPOS |

s

Tvpe |Citizen C2202:FD =
Connectedto |[None) |
Cuztomes Display Mestage

[ Show the Customer Display Message after being idie for [10 seconds

Meszage Line 1 INe# Customer

Sciol Speedforline 1 Fast — F——— Skw
MgaageL'neZF'lem

Scroll SpeedforLine2  Fast —— F—————— Shw

94



For information on setting up a customer display, refer to the POS Terminal in-product Help.

Receipt printer tab

The Receipt Printer tab is where you set up your receipt printer and what appears in the receipt header and trailer.

POS Terminal supports many receipt printers; including impact, thermal, serial receipt printers and specified USB
printers. If your receipt printer does not appear in the list, you can set up a custom printer.

If you are installing a USB printer, you must install the USB driver/software supplied with your
printer before proceeding with the setup in POS.

All printer settings are stored in the POS database and are available from every terminal.
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Options [g|
CadReader | Scale | Pump | ReportPrinter | TableManager | Appointment Manager
Generd | Display |I Lists l I Kewoa-? I °| =
Customer Display ~ Receipt Printer | Kitchen Printer | Invoice Printer | Cash Drawer | EFTPOS ey |
Tvpe |Generic ESC/POS =] I Piint Logo in Header Cancel |
Connectedto |(None] | [ PrintLogoin Trader
o o e Custom... |
- ¥ Piint the Receipt Header
Line 1 |[POS| W Bold [~ Colow
Line 2 [System [T Bold [~ C
Line 3 | I Bad [ C
Line 4 | T Bad [ C
| Line5 | I Bod [ Co

- ¥ Piint the Receipt Trader

Line 1 |Thank You W Bold [~ Co
Line 2 | I~ Bod [~ Co
Line 3 | I~ Bad [~ Co
Line 4 | I Bad T

Line5 | I~ Bald [ Co

For information on setting up a receipt printer or a custom receipt printer, refer to the POS Terminal in-product Help.



Kitchen printer tab

The Kitchen Printer tab enables you to connect your POS Terminal to the kitchen printer. This feature has been
designed to allow duplicate printing to a remote receipt printer from all terminals.

To use the kitchen printing feature, you must enable it from within POS Administrator.
1. Open POS Administrator.

Go to the Tools menu and click Options.

Click the Lists tab.

From the Show In Product List options, select Kitchen Printing Options.

Click OK.

ok W

Kitchen printing is only available in POS Professional.
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Options

|

Card Reader | Scale ] Pump | Repart Printer | Table Manager ] Appaintment Manager
General | Display | Lists | Kewboard | Scanner
Customer Display | Receipt Printer ~ Kitchen Printer | Invoice Pinter | Cash Drawer | EFTPOS

il

Iype |Generic ESC/POS |
Tesminal | (Mone) |
Connected To | (None) =l

[~ Brinter has a paper cutter [~ Prirt to the local jeceipt printer
Receipt Header Caption |Kitchen Copsl

This feature has been designed to allow duplicate printing to a remote receipt printer from all
terminals. To select the ems you want sent to this printer, open Point of Sale Administrator and
select Toals - Options - Lists. For the Product List select the option 'Kitchen Printing Options'. Apply
wour changes and click OK to exit the Oplions screen.

Open the Product List and use the new column 'Print’ to select Y - Always pard’ of 'N - Do not prnt’.
Multiple products can be changed by using the Print button menu options.

St et s

If using an ethemnet printer you first need to set the IPAddress and IPPaort Walues for that printer in
the Custom printers window [click the Custom button on the night].

For information on setting up a kitchen printer or Ethernet printer, refer to the POS Terminal in-product Help.



Invoice printer tab

The Invoice Printer tab is where you can set up the invoice printer properties, the heading and column captions
and what appears in the invoice header and trailer.

POS Terminal supports any Windows compatible printer for the printing of invoices. The printer can be the local
printer or a networked printer.
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Options

%|
Card Reader | Scale ] Pump | Repart Printer | Table Manager | Appaintment Manager
General |  Display | Lists | Keybomd | Scamne E

Customer Display | Receipt Printer | Kitchen Printer  Invoice Printer |CashDrawer | EFTPOS |
‘Windows Printer IMicmsoﬂXPS Document Wwiter LI Propﬂ}ml Cancel |
Connectedto  [Ne0O: Fonts...
- Heading and Column Captions

[V Piint the Company Details Inyoice Title {Invoice]

Payment Dye |Pmn| Due By: Invoice Top Margn | Ocm 'r!

Quantity Quantilty Deseriplion [Description Page [Page:

Piice [Frice Amount  [Amaunt Tax |Tax
~ ¥ Piint the Invoice Header

Line 1 |Paint of Sale System v Bold

Line 2 | I~ Bod

Line 3 | I~ Bod

Line d [ I~ Bod

Line5 | [~ Bold
~ ¥ Piint the Invoice Trailer

Line 1 [Thark You ¥ Bold

Line 2 | I~ Bod

For information on setting up a invoice printer, refer to the POS Terminal in-product Help.
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Cash drawer tab

You can use the Cash Drawer tab to set up a cash drawer in POS Terminal.

Most common types of cash drawer can be used with POS Terminal. They only require some
other device, such as a receipt printer, to supply enough electrical power to “kick” the drawer
open at the right time.

If you are using a cash drawer whose brand name does not appear in the list, select Generic Cash Drawer. If you
select the generic cash drawer and it is connected to one of the computer’s communications ports, program it with
the following:

- Baud Rate - 9600 bps

+ No Parity

- 8 Data Bits and 1 Stop Bit

« The kicking device should be able to be triggered by POS sending a single space character to the device.

If your receipt printer has a cash drawer port, often known as a Drawer Kicker port, it is recommended that the
cash drawer be connected to this port on the receipt printer. To operate a cash drawer connected to any other
port you will require a separate drawer kicking device, unless the cash drawer has such a device inbuilt. The cash
drawer should be connected to the drawer kicker device, and the device connected to one of the computer’s
communications ports or printer ports.
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Options .

CadReader | Scale | Pump | ReportPrinter | Table M
General | Display | Lists | Keyboud |
Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | Cashl

Type |(None]

Connected to | [None)

Most cash drawers are very simple devices, nomally only requiring some other device, such as the
receipt printer, to supply enough electncal power to kick! the drawer open at the comect time.

If you are using a cash drawer whose brand name iz not shown in the Type list, select Genenc' from
the Est.

If your receipt printer has a Cash Drawer Port, often known as a Drawer Kicker port, and your cash
drawer has the comect connector for connecting to this port, it is recommended that the cash drawer
be connected ta this poit on the receipt printer.

To opetate a cash drawer cmctedwawdhermlywwirmeasep&mdfmm kicking
device, unless the cash drawer has such a device inbuilt. The cash drawer should be connected to
the diawer kicker device, and the device connected to one of the computer's communications ports
of printer ports.

If ‘Generic' is selected from the Type list and the cash diawer is connected to one of the computer's
communications ports, Point of Sale expects the drawer kicking device to have a Baud Rate of
9600 bps, No Parity, 8 Data Bits and 1 Stop Bit, and the kicking device should be able to be
triggered by Paint of Sale sending a single ‘space’ character to the device.

Refer to the cash drawer and drawer kicker device's user manuals for instuctions on how to
connect them to the computer.

4

For information on setting up a cash drawer or draw kicking device, refer to the POS Terminal in-product Help.

102



EFTPOS tab

The EFTPOS tab is used to set up your EFTPOS device. Having EFTPOS available through the main POS terminal

reduces the possibilities of credit card and debit card fraud. It is faster, easier, more secure and less prone to operator
errofr.

Before setting up the EFTPOS feature in POS Terminal, you may need to contact your bank and ensure you are
running the correct software version for your EFTPOS terminal that works with POS Terminal. You may also need to
change the EFTPOS settings on your EFTPOS terminal. Your bank is able to help you with this as well.

For directions on the specific EFTPOS system you are using, refer to www.reckon.com or contact
Reckon Customer Service.
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Options

CadReader | Scale | Pump | RepotPrinter | TableManager | Appointment M
General | Display | Lists | Keybomd | Scanner
Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | Cash Drawer EFTPOS

Ri7. W | Keycorp K71i Keypay V. 3.22) for Comm2000 w| Sellings... |
Connected to |{None] :J
Captions for..

Bottom of multi-part receipt |Thss receipt is only valid when accompanied with the matching
FTPOS confumation receipl.

»

Top of multi-part receipt | This receipt contains the EFTPOS confirmation of a ransaction
started on another receipt.

Tender EFT Cancelled  [Tender Cancelled

[~ Peiform an EFTPDS Terminal Logon after exiting this Options window (one time anly]

PC-EFTPOS, Quest EFTPOS Plus and BP Quest are third party software solutions provided by PC-
EFTPOS and Quest respectively. They provide EFTPOS integration with most major banks.

Further information can be obtaned from wwee. peefipos. com and www. questpaymentsystems. com .
BP Quest is mainly intended for BP service stations.

= 4

For information on setting up EFTPOS, refer to the POS Terminal in-product Help.
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Report printer tab

The Report Printer tab enables you to select to print reports on your receipt printer or your Windows printer. The

option you select on this tab is used as a default in End of Day and can be overridden. You can print reports from the
POS Terminal by processing an end of day (go to the Tools menu and click Process End of Day)
'Oplions

Generd | Disply | Lists | Kepbomd |

X]
Scanner |

thum[ltsplwl Reoeothlel] Kitchen Printer | ImF’trWlCaﬁrDtml EFTPD! S[
CardReader | Scale | Pump anager |

“Repa Piinter || Table Manager | Appointment M |
" Print repaoits on the Receipt Printer |
% Pt repoits on a Windows printer

indowss Printer. | Microsolt XPS D Wiiket | Propedies.. |

Connectedto  [NeOO:

" Do not print the reports

For information on setting up a report printer, refer to the POS Terminal in-product Help.
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Table Manager tab

The Table Manager tab enables you to design your area layouts using tables, plants, kitchens, bars, walls, exits,
toilets and miscellaneous object icons. You can also backup and restore your area layouts from this tab.
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Options

General | Display | Lists | Keybowd | Scanner
Customes Display | Receipt Printer | Kitchen Printer | Inwvoice Printer | Cash Drawer | EFTPOS

CadReader | Scale | Pump | RepotPrinter | TableManager || Appoiniment Manager

- Options for this Terminal-

Default area to open |Arsa1 -I

- Options for all Terminals

Design T able Manager Layout |

Restore Table Manager layout from:

Browse... Bestore

Backup Table Manager lapout ta:

Browse... Backup

s




The Table Manager tab is only available in POS Professional.

For more information on designing your table manager layout and the Table Manager tab, refer to the Working
with Table Manager chapter in this guide or refer to the POS Terminal in-product Help.

Appointment Manager tab

The Appointment Manager tab enables you to set the POS Terminal options for the Appointment Manager.
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Options

General | Disply | Lists | Kepbomd |

Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | Cash Drm | EFTPOS ]

()
o]

CadReader | Scale | Pump | ReportPrinter | TableM

ger | App g
“Work day hours —
Enter your start and end times for the day:
Start: |1znum - End'.l‘lZ:CIEIAM =
~ A Times
Enter the time increments that you want to display in the Appointment grid: |3Umins "I

Select the view which you want to default to:
* Daiy view

C Weekly view

LCancel




The Appointment Manager tab is only available in POS Professional.

For more information on setting up the display of your appointment manager and the Appointment Manager tab,
refer to the Working with Appointment Manager chapter in this guide or refer to the POS Terminal in-product
Help.
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Working with POS Terminal

POS Terminal functions 115
Setting POS Terminal function key options 115
POS Terminal transactions 124

The POS Terminal function key options determine how the keys and buttons operate in POS
Terminal. They are located on the Keyboard tab of the Option window. This chapter explains
how to use these options to determine the way in which the keys and buttons within POS
Terminal operate.

The keys cover a variety of functions including Manager Override, Printing, Hold Transaction,
Tax Exempt, Currency Conversion, No Sale, Product Numbers and Cash Float in and out.
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POS Terminal functions

POS Terminal includes a list of functions that you can use through a sales transaction once applied to individual
keys. You need to assign individual functions as part of setting up the keyboard layout.

To access these options in POS Terminal, go to the Tools menu, click Options and then click the Keyboard tab. Click
Design Keyboard Layout for the keyboard that you are using - PC, POS, or Touch.

POS Terminal for POS Professional and POS Lite might differ; these differences will be noted.

Setting up POS Terminal function keys

Most POS Terminal function keys have options which allow you to modify the way they operate. If a function key
offers options, you can view and change these options:

1. Go to the Tools menu, click Options and then click the Keyboard tab.
2. Click Design [PC, POS or Touch] Keyboard Layout.

Function options are displayed under the Function Options section as applicable.
3. Modify each function’s options as described.

The following table lists the available functions in POS Terminal.
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Function key

Backspace
Barcode Number

Cancel Current
Transaction

Cash Clearance

Cash Float In
Cash Float Out
Cash Paid Out

Cheque Number
Entry

Clear

Correct Entry

Correct Last Entry

Description

Delete the last key typed. For example, if you intend to enter 705 but instead enter 104 press Backspace
to delete the 4 and type the correct number.

If a barcode is damaged or is not scanning correctly, use the Barcode Number key to type the barcode
number and complete the sale. Type the barcode number and press the Barcode Number key.

Cancels the transaction before it is tendered. For example, if a customer changes their mind after the
sale is put through the register before tendering is finished, press Cancel Current Transaction to
remove the transaction.

Replaces the banking function on many cash registers. As Reckon Accounts handles the banking
process, use this key to indicate that you remove money from the cash drawer for deposit into a safe or
bank.

Records the amount of money placed into a cash register as part of the float.
Records the amount of money taken from the cash register when the float is removed.
Records money taken from the cash register to pay for miscellaneous items such as consumable goods.

Allows you to enter a cheque number printed on the receipt. You can make Cheque Number
compulsory if using the Tender Cheque function.

Removes the current transaction line of information. For example, if a product number is 102 and you
accidentally enter 202, press Clear to delete the text and type the correct entry. Use Clear only to delete
current entries. To delete previous transaction entries use the Correct Last Entry key. You can also use
Clear to exit error messages. This function is required by POS Terminal and appears in default layouts for
the Standard and POS keyboards.

Corrects an entry previously entered for a transaction. The whole entry, including quantity values, is
corrected. The item is left out of the transaction or the correct entry is recorded.

Deletes the last line item from a transaction. Use this function in the case of an operator error.



Function key

Currency Conversion
(this is only available
in POS Professional)

Customer Account

Customer Account
Payment

Department (this is
only available in POS
Professional)

Dollar Discount

Dollar Surcharge

End of Period

Hold Transaction

Description

Create a number of Currency Conversion function keys each with a preset currency to convert foreign
currency to local currency. Various currencies and exchange rates are set up in POS Administrator. If
there is no preset currency to this key POS Terminal displays a list of the currencies to select from.

Assigns a customer to a transaction. It can be used in two ways.

Type in the customer’s ID and press the Customer Number key, or, press the Customer Number key to
display the Customer list and select a customer from the list.

Records a customer’s payment against their outstanding account. Choose the customer before this key.

Sells an item that is not maintained in inventory. Select a non-inventory item or a service and apply it
to the department. Enter a value for the item and click Department. For example, Hot Chips are not
generally sold as a fixed amount i.e. 100 chips for $1.50. If a non-inventory item for hot chips is created,
use it as an Open Department sold item. Process multiple price levels with a single key, for example sell
$1 hot chips by entering 100 and then hitting the hot chips Department key.

Creates a dollar discount within a sale. It relates to a Dollar Discount item contained within Reckon
Accounts. POS Administrator creates a Dollar Discount item within Reckon Accounts when the Reckon
Accounts company file is selected during setup.

Applies a dollar value surcharge for a transaction that requires an additional amount. For example, a
delivery fee would require a surcharge. POS Terminal uses an Other Charge item that is stored within
Reckon Accounts for dollar surcharges. POS Administrator creates this Other Charge when you select
the Reckon Accounts file in setup.

Allows you to start the End of Day procedure.

Allows the operator to pause the transaction. Click Hold Transaction to return the held transaction (and
hold the current one if necessary). Only one transaction can be placed on hold at the one time for each
terminal.
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Function key
Layby Account

Layby Account

Payment

Lock Terminal

Manager Override

Memo Entry

Menus
No/Cancel

No Sale
Number Entry

Percentage Discount

Description

Indicates that the sale to follow is a layby. Also use to display a list of all Layby Customers, add a new or
edit an existing Layby Customer, or select a current layby to make a payment.

Allows the entry of an amount to be applied to a layby account.

Locks the terminal and protects the cash drawer from theft. This function toggles between locked and
unlocked states. This key disables sales processing when it is turned on and does not allow the cash
drawer to be opened via the No Sale function key. Alternately, if the Act as logon/logoff option is
selected, the key logs off the current user, or bring up the logon window if there is no user currently
logged on.

Prevents unauthorised access to several POS Terminal functions by requiring a password before use.
The Manager Override key must be selected before these functions can be activated. Alternatively, set
up a Global Manager Password in POS Administrator by going to Tools menu and clicking Options and
clicking the Security tab.

Allows you to record special comments within a transaction. For example. you can make a customer
aware that the goods purchased were damaged at the time of sale. Print it on the receipt for warranty or
nilreturn purposes. The memo is also stored with the transaction within Reckon Accounts.

Allows access to the POS Terminal menu without a mouse. If POS Terminal loses focus for any reason
such as a printer error message pressing Menus makes POS Terminal the active program again.

Cancels choices without the use of a mouse by pressing No/Cancel. This function is required by POS
Terminal and appears in both standard and POS Terminal default keyboards.

Opens the cash drawer without recording a sale.
Allows you to enter a number, for example, serial number, within a transaction.

Applies a percentage discount within a sale. POS Administrator creates a Percentage Discount item
within Reckon Accounts when the Reckon Accounts company file is selected during setup.



Function key Description

Percentage Allows specialist surcharges (for example, a 10% surcharge on a restaurant bill during a public holiday).

Surcharge Apply percentage surcharge either to a single item or the entire subtotal transaction.

Price Check Allows an operator to scan an item to check the price. A second scan of the same item will begin a
transaction.

Print Invoice Allows an invoice to be printed. This key is necessary when the Enforce Invoice Print option is turned
off in the Tender functions. Press this key to duplicate invoice at the customer’s request.

Print Receipt Prints a receipt when the Receipt On/Off function is turned off or the customer requires a duplicate
receipt.

Product Price level Assigns the price level at which an item is sold. POS Terminal supports three price levels. To use this

function you must first click Price Level and select the item that is sold. The item is then sold at the
appropriate price level.

Product Price Overrides the price of an item. This function allows you to sell damaged or floor inventory without
Override applying discounts.
Product Number This key can be used in many ways:
+ Press the Product Number key without entering a product number. Select the appropriate item from the Product
list.

« Type a product number and press the Product Number key.
+ Assign a fixed product number to a key. Use this key to sell this preset product. This is often called a fixed PLU.
«+ Assign a category to a key. Use this key to fast search only those items in this category.

Quantity Use as a multiplication function to record the number of any specific item sold. Quantity is a required
key and is included in the standard layout for both the POS Terminal and standard keyboards.

Receipt Line Feed Advances the receipt printer paper by one line at a time to allow for the feeding of new rolls of paper.
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Function key
Receipt On/Off

Retrieve Transaction

Return/Refund

Run External
Application

Sales Person

Send Message (this
is only available in
POS Professional)

Show BP Quest
Split Bills

(this is only available
in POS Professional)

Subtotal

Tax Exempt

Description

Turns the printing of receipts on or off. This button toggles between the two states. You can override this
only if a tender function has the Enforce Receipt Printing option selected.

Displays the list of all held transactions. Select a transaction from this list to continue the sale. If only one
transaction is currently on hold, this appears instead of the list.

Records the return of items sold or refund of money paid. This function can be used within a transaction
or by itself.

Also doubles as a Bin/Write-off function when you select the Bin/Write-off check box.

Sets up a function key to activate another software application of your choice.

Selects the sales person for a transaction.

If you enter your ID before selecting the function, the ID is accepted as your sales person ID. If you do
not enter your ID, POS Terminal opens the Sales Person list and you can select your sales person ID. If
security is enabled, the Sales Person function key opens the logon window.

Works similarly to email and allows for typed communication between POS terminals. Terminals can also
send messages to POS Administrator to enable communication between the POS terminals and back
office computers.

Shows the BP Quest window if using BP Quest for EFTPOS.

Allows splitting of transaction payment by item or number of guests.

Totals all the items sold during a transaction. The Subtotal function key can be used as required within
a single transaction.

Allows transactions or individual items within a transaction to be sold free of tax.



Function key

Tender Account
Charge

Tender Cash
Tender Cheque
Tender Credit Card

Tender EFT

Tender Layby

Tender Loyalty
Points

Tender Voucher
Training Mode On/
Off

Transaction History

Unit of Measure

Description

Creates an invoice in the Reckon Accounts file for the customer selected. Use this when the customer
places the transaction or portion of the transaction on their business account.

Records cash payments against a transaction. It is linked to a payment item within Reckon Accounts.
Records cheque payments against a transaction. It is linked to a payment item within Reckon Accounts.

The Tender Credit Card key can be applied to many keys. Change the caption and the payment item
used to record specific credit card brands such as Visa, Amex etc. Also set up surcharges to apply for
sales paid by credit card.

Tracks Electronic Fund Transfer payments and trigger a connected EFTPOS terminal if one is connected
to POS. Set up surcharges to apply on sales paid by EFT.

Finalises the current transaction charging the transaction amount to a layby account.

Finalise the current transaction by redeeming customer loyalty points.

Records the receipt of transactions such as gift vouchers. Vouchers are treated as non-inventory items
and linked to an Other Current Asset account in Reckon Accounts.

Turns Training Mode on and off. Training Mode allows your staff to practice transactions without
affecting the program set up.

Display a list of transactions so that receipts can be reprinted or reviewed.

Allows entry of a unit of measure being sold. For example, weight as kilograms or fluid measurement as
litres.
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Function key

Web browser

Yes/OK

Switch Layer (this is
only available in POS
Professional)

Table Number

(this is only available
in POS Professional)

Table Manager

(this is only available
in POS Professional)

Description

POS Terminal has a built in Web browser. Web pages are displayed within the space normally reserved
for the POS Terminal information display but may be expanded to occupy the space used by the
transaction display as well. The operator does not have unfettered access to the Internet through the
POS Terminal Web browser.

Access is restricted to a list of pre-approved sites.

Highlight a record from a list and select it or confirm choices without the use of a mouse by pressing
Yes/OK. This function is required by POS Terminal and appears in both standard and POS Terminal
default keyboards.

Enables you to switch between layers when using the multi-layer touch screen functionality. You need
to create a button on a touch screen layer, then assign this function to it, setting the layer ID as the
target. When pressed during a normal sales operation, POS will switch to the target layer.

A switch layer button is included on any new layer by default. It is set up to return the user to the main
layer when pressed during normal operation. It is up to you to include any other switch layer buttons as
required.

Enables you to assign a sales transaction to a table number or ID. This makes it easier to track orders in
restaurants or cafes against tables at which people are sitting.

After creating a button or key and applying this function, you can include a preset table number or
leave it generic. A preset number during normal operation enters the table number as you press the
button. A generic button requires you to enter the table number first, then press the button.

Enables you to access the area layouts that you have created. If you have multiple areas setup you will
see the area list so you can choose the area you want to access.



Appointment
Manager

(this is only available
in POS Professional)

Enables you to access the Appointment Manager window. In the Appointment Manager window you
can create, edit, view and delete your appointments.
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POS Terminal transactions

This section describes some standard POS Terminal transactions to help get you started. Some of the functions
associated with the standard keyboard layout are preset automatically as part of the POS installation. However, you
can change any of these if necessary.

There may be differences in POS Terminal transactions between POS Professional and POS Lite;
these will be noted.

Many function keys can be duplicated on a number of preset keys each with slightly different
options.

You don't need to use the decimal point when entering a value. For example, if a customer hands
you $100.00, enter 10000 and press Enter. This rule applies to all values entered throughout POS
Terminal, unless informed otherwise.
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Basic transactions
The following section describes the general function keys used to complete basic transactions.

Selling a non-inventory part item

The Department function key is only available in POS Professional.

You can use the Department function key to sell non-inventory part items sold by department.

For example, if you have a hot food department and want to track hot chip sales, simply create a non-inventory item
in Reckon Accounts for the hot chips and assign it to a Department function key in POS Terminal.

To use a Department function key:
1. Enter the item value then click the Department function key.

2. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Selecting products (Enter)

Keeping in mind that you can duplicate function keys each with slightly different options, this function key can be
used for many purposes.

Your keyboard’s Enter key is set to view the Product Number/Item List.
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There are different methods for entering a product for a transaction on POS Terminal:

F

1.

> W

Method Description

Product Code Enter the product code (PLU) and press the default key (Enter).

Scan a Product If a product has a barcode, scan the barcode into POS Terminal.

Enter the Barcode (default key + on numpad) If for some reason the product’s barcode does
number not scan, enter the barcode number and press the default key.

or example, to select products during a transaction:

Click the Product Number (or press Enter). The Select a Product window opens.
Select the product item and click OK.
Repeat for as many items as you need.

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Selling at a product price level
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You can use the Product Price Level function key to sell transactions or individual items within a transaction at a
selected price level, which is determined during setup of the function key.

1.

Press the Product Price Level function key. The Price Level # and the number level are displayed above the user
display.

Select the items as usual.

Press the appropriate tender function key to complete the transaction, e.g. Cash (F12).



Press the Product Price Level function key again to disable the function, whether it is set to
permanent or not.

Entering a number
The Number Entry function key allows you to enter a number, which can be alphanumeric, within a transaction.
1. Select an item as usual.
2. Enter a number and then press the Number Entry function key.
3. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
POS Terminal records the number in the transaction and prints it on the customer receipt.
Assigning a unit of measure

The Unit of Measure function key allows you to enter a unit of measure for the item you are selling. For example:
weight as kilograms or fluid measurement as litres.

If you want to use the Unit of Measure function you have to set up the Product Number function
key to Use Unit of Measure if available and Calculate Unit of Measure.
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. Enter the unit of measure.

Press the Unit of Measure function key.
Select the item this unit of measure relates to for POS Terminal to calculate the price to the customer.

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Entering a memo
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You can use the Memo Entry function key for Preset Memos.

Set your Memo Entry function key with preset text for ease of use, for example, adding
promotion information on receipts.

The Memo Entry function key allows you to enter messages within a transaction. You can use the Memo Entry
function key together with a POS Terminal transaction to record an item serial number or perhaps the reason for a
discount or surcharge.

1.

Click the Memo Entry function key to view a pop up window.

. Enter the message to be recorded with this transaction.
. Press Enter.

2
3
4,
5

Select the items as usual.

. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

The memo entry is saved with the transaction history (only available in POS Professional) in Reckon Accounts
and printed on the customer’s receipt.



If you have the touch screen activated, POS Terminal displays the onscreen keyboard where you can enter the memo
onto the screen.

If you want a memo relating to the item to also go to the kitchen printer, the memo function must be used directly
after the item that is to the kitchen print.

Switching training mode on and off

The Training Mode function key allows you to place POS Terminal in training mode. This is an excellent way to give
your staff a chance to practise transactions without affecting the program setup.

Press the Training Mode function key to turn training on. All receipts have Training Mode printed on the top.

POS Terminal stays in training mode until you press the Training Mode function key again to turn this option off.
When you are in training mode, the words Training Mode appear at the top of the window.

When you turn training mode on or off a message is sent to the POS Administrator stating the Terminal ID and the
Sales Person. (POS Administrator must be open to receive this message.)

If you want to check the transactions that have been processed while a terminal has been in training mode you can
print the Training Mode Transaction Report in POS Administrator.

' Training Mode turns certain options off from the Menu bar.
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Entering a no sale (F4)

You can use the No Sale function key to open the cash drawer. The sales person, date, and time are recorded on the
No Sale transaction for reporting purposes.

Applying tax exemption
The Tax Exempt function key allows transactions or individual items within a transaction to be sold free of tax.
1. Click the Tax Exempt function key before you start the transaction.
2. Select the items as usual.
3. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
Whether the option is set to permanent or not, press the Tax Exempt key again to disable the function.
Applying a tax exempt return
To apply a tax exempt return:
1. Click the Tax Exempt function key.
2. Click the Refund/Return function key.
3. Select the item.
4. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
Locking a terminal

The Lock Terminal function key is used for logon/logoff of sales personnel during shifts or when multiple sales
people use the same cash drawer.
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When you set up this function key:

Select the Unlock Password option if you want a specific password to unlock the terminal. Enter the unlock
password in the right-hand field.

+ Select the Act as logon/logoff option if you want operators’ login details to be used to unlock the terminal.

If an operator tries to use the terminal, a message appears on the information display and in the bottom left
corner of POS Terminal.

To unlock the terminal press the Lock Terminal function key again.
Using the manager override
The Manager Override function key allows a manager to access a function using a password.

You can set many functions up within POS Terminal so that they cannot be accessed without the Manager Override
function key and password.

1. Click the Manager Override function key to open the Password window.
2. Enter the password and click OK. (Click Cancel to exit this window if you do not know the password.)
3. Complete the transaction.
Functions that can require a manager override include, Refund, Void, Cash Clearance, and Hold Transaction.
4. Click the Manager Override function key again to disable this function.

If you have the touch screen activated, POS Terminal displays the onscreen keyboard where you can enter the
password onto the screen.
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Sending a message
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The Send Message function key is only available in POS Professional.

The Send Message function key allows for inter-terminal messages. It functions similarly to email and allows for
communication between POS Terminals.

You can also send messages to POS Administrator from POS Terminal, enabling communication between the POS
Terminals and back office computers.

To send a message:

1. Click the Send Message function key.

2. Select the terminals to receive the message by selecting the check box.
3. Enter the message in the Message field and click OK to Send.

The message appears on the recipient’s terminal within five seconds or at the completion of any transaction
being processed at the time.

If you have the touch screen activated, POS Terminal displays the onscreen keyboard where you can enter the memo
onto the screen.

You can also bring up the onscreen keyboard by double-touching the Message field.



Selling more than one product (¥)
By default, POS Terminal sells one item when you enter a product for a transaction.
To sell more than one of a product:
1. Enter the quantity, e.g. 4.
2. Click the Quantity (*) function key.
3. Select the items.
4

. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Tendering transactions

This section describes functions that will help you when tendering a transaction (subtotal, cash sale, credit card sale,
EFT sale, cheque sale, splitting tender).

Subtotaling (space bar)
Press the space bar to see a subtotal of the transaction at any time.
To turn the subtotal on at all times:
1. Go to the Tools menu and click Options.
Click the Display tab.
Select the Include running subtotal with this caption option.
Click OK.

Call
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Entering a cash transaction (F12)
If the transaction is being paid for by cash:
1. Enter the transaction as usual.
2. Enter the amount of cash handed to you.

3. Click the Cash (F12) function key to complete the transaction.

Entering a credit card transaction (F11)

If the transaction is being paid for by credit card:

1. Enter the transaction as usual.

2. Click the Tender Credit Card (F11) function key to complete the transaction.
Entering a EFT transaction (F10)

If the transaction is being paid for by EFTPOS:

1. Enter the transaction as usual.

2. Click the Tender EFT (F10) function key to complete the sale.

For directions on integrating your EFTPOS with POS Terminal, refer to www.reckon.com or
contact Reckon Customer Service.

POS Terminal supports integrated EFTPOS for some terminal types. First check that your terminal is supported by

134



POS Terminal in the EFTPOS tab on the Options window in POS Terminal.
To complete an EFT transaction with the Tender EFT option:
1. Follow the prompts to swipe the card, select the account type and enter a PIN (if required).
2. If the transaction is approved on the EFTPOS terminal press OK/Yes on your keyboard.
If the transaction is declined on the EFTPOS terminal press No/Cancel and select another form of payment.
To complete an EFT transaction with the MOTO option:
1. Click the Tender EFT (MOTO) function key to send the amount to the Ingenico/Westpac terminal.
2. Enter the credit card number and expiry date on the terminal.

3. If the transaction is approved on the Ingenico/Westpac terminal press OK/Yes on your keyboard to complete the
transaction.

If the transaction is declined on the Ingenico/Westpac terminal press No/Cancel. Select another form of
payment or cancel the transaction.

To complete an EFT transaction with the ECOM option:
1. Click the Tender EFT (ECOM) function key.
The amount is sent to the Ingenico/Westpac terminal.
2. Enter the credit card number and expiry date on the Ingenico/Westpac terminal.
3. If the transaction is approved on the Ingenico/Westpac terminal press OK/Yes to complete the transaction.

If the transaction is declined on the Ingenico/Westpac terminal press No/Cancel. Select another form of
payment or cancel the transaction.
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To complete the EFT transaction with the Allow Cash Out option:
1. Add the cash out required with the transaction total.

2. Enter this amount then press the Tender EFT function key. POS Terminal calculates the change. For example, if a
sale is $10.00 and the customer needs $20.00 cash out, enter $30.00 then press the Tender EFT key.

If you have an integrated EFTPOS terminal connected, this amount is sent to the terminal.
3. If the transaction is approved on the EFTPOS terminal press OK/Yes to complete the transaction.

If the transaction is declined on the EFTPOS terminal press No/Cancel. Select another form of payment or cancel
the transaction.

Entering a cheque transaction (F9)

If the transaction is being paid for by cheque:
1. Enter the transaction as usual.

2. Click the Tender Cheque (F9) function key.

Entering a cheque number
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You can use the Cheque Number Entry function key with the Tender Cheque function key to record a cheque
number before entering the tender.

1. Enter the transaction as usual.

1. Enter the cheque number.

2. Click the Cheque Number Entry function key.
3. Click the Tender Cheque (F9) function key.



The cheque number entry is saved with the transaction history (only available in POS Professional) in Reckon
Accounts and printed on the customer’s receipt.

Splitting a tender
Using POS Terminal you can split the sale between different types of payments.

Customers sometimes pay with more than one tender. If the sale comes to $45.00 and the customer pays $20 cash
and writes a cheque for the rest:

1. Enter the transaction as usual.
2. Enter the amount of $20.00 and click Cash (F12).
3. Click Cheque (F9). POS Terminal calculates the left over amount to be paid by cheque.

This process applies to any combination of tender types and any number of tender types in one transaction.

Converting currency

This section describes functions that helps you when dealing with currency conversion.

The Currency Conversion function key is only available in POS Professional.

POS Terminal can convert foreign currency to the local currency. The various currencies and their exchange rates
are set up in POS Administrator. Multiple function keys can be set up, one as a currency conversion look up key and
some keys with preset currencies.
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1. Enter the transaction as usual.
2. Click Subtotal when all items are entered.

3. Enter the foreign currency amount then press the Currency Conversion function key. POS Terminal displays a
list of the currencies from which to select. If a key is preset with a currency, press this function key and skip Step
4.

4. Select the currency and press OK.

5. Click Cash (F12).
Working with vouchers
This section describes functions will help you when selling and tendering a voucher.
POS Terminal automatically creates a non-inventory part item for vouchers when it is first

installed. Before selling a voucher, you must set up an open Department function key with the
Voucher non-inventory part item linked to it.

Selling a voucher
To sell a voucher to a customer:
1. Enter the amount that the customer wants the voucher for, e.g. $50.

2. Click the Department function key (that you linked to the Voucher non-inventory part item).
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3. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Tendering a voucher

The Tender Voucher function key records the receipt of such transactions as vouchers. A voucher is a non-inventory
part item linked to an Other Current Liability account in Reckon Accounts.

1.
2.
3.
4.

Select the items.
Enter the amount of the voucher, e.g. $50.

Click the Tender Voucher function key.

If there is an outstanding balance on the transaction, click the appropriate tender function key to complete the
transaction, e.g. Cash (F12).

Holding a transaction

This section describes functions that help you when you need to hold and retrieve a transaction.

There are times when you are half way through a transaction and the customer just wants to look at one more thing.
The Hold Transaction function key allows you to hold the transaction rather than cancel it and have to re-enter it
when the customer is ready. You can place more than one transaction on hold at any time.

You can also create a Hold - Table Manager function key so you are able to hold transaction
using Table Manager. For more information refer to the POS Terminal in-product Help.
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Placing a transaction on hold
To place a transaction on hold:
1. Start the transaction as usual.
2. Click the Hold Transaction function key.

The status bar at the bottom of the Point of Sale window displays the number of transactions currently on hold.

Retrieving a transaction on hold

All transactions on hold must be retrieved before running an End of Day Z-Read in POS
Terminal.
|

You can also create a Retrieve - Table Manager function key so you are able to retrieve
transactions using Table Manager. For more information refer to the POS Terminal in-product
Help.

If only one transaction is on hold:

1. Click the Retrieve Transaction function key.

2. Complete the transaction as usual.

To restore a transaction when there are multiple transactions on hold:

1. Enter the transaction number (displayed on the printed receipt).
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2. Click the Retrieve Transaction function key.

3. Complete the transaction as usual.

Alternatively, use the Hold Transaction list.

1. Click the Retrieve Transaction function key to open the Hold Transaction list.
2. Highlight the transaction.

3. Click OK or press Enter.
4

. Complete the transaction as usual.

The inventory on hand for items on hold is not decremented until the transaction is
completed. As you highlight a transaction in the list, the details of the transaction are
displayed in the transaction display.

Correcting a transaction

This section shows you how to correct transactions. This includes correcting last entries, correcting a general entry,
making a refund/exchange, reversing a cash out, and cancelling a transaction.

Correcting the last entry (F5)
If for some reason an item is entered in a transaction by mistake or the customer changes their mind:
« Click the Correct Last Entry (F5) function key to void the last item entered.

The item displays as a negative value on the transaction and also prints on the customer’s receipt.
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Correcting an entry (F6)

If an item is entered in a transaction by mistake or the customer changes their mind:

1.
2.

Click the Correct Entry (F6) function key.

Enter the item to be voided by product number, scan, barcode entry or product search to void this item from the
transaction.

The item displays as a negative value on the transaction display and also prints on the customer’s receipt.

Applying a refund (F7)

If the customer returns items, perform a refund or refund/exchange.

1.
2.
3.

Click the Refund (F7) function key.
Enter the item refunded by product number, scan, barcode entry or product search.

Click the appropriate tender function key with which to refund the customer, e.g. Cash (F12).

Applying a Integrated EFTPOS Terminal refund

If the customer returns items that were purrchased using Integrated EFTPOS:

1.

H> W N
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Click the Refund (F7) function key.
Enter the item to be refunded by product number, scan, barcode entry or product search.
Click Tender EFT (F10) function key. The amount is sent to the EFTPOS terminal.

Follow the prompts on the EFTPOS terminal to swipe the card, select the account type and enter the pin number
(if required).

If the transaction is approved on the EFTPOS terminal press OK/Yes to complete the transaction.



A Cash Out can't be performed in conjunction with a refund for EFTPOS. This must be
a separate transaction. If a Cash Out is to be reversed this must also be performed as a
separate transaction.

Applying a cash out reversal

1.

> W

5.

Click the Refund (F7) function key.
Enter the amount to be reversed.
Click the Tender EFT (F10) function key. The negative amount is sent to the EFTPOS terminal.

Follow the prompts on the EFTPOS terminal to swipe the card, select the account type and enter the pin number
(if required).

If the transaction is approved on the EFTPOS terminal press OK/Yes to complete the transaction.

Applying a refund and exchange

1.

Click the Refund (F7) function key.

2. Enter the item to be refunded by product number, scan, barcode entry or product search.
3. Enter the items to be purchased or exchanged for.

4.
5

Press the Subtotal (space bar) function key. POS Terminal calculates who owes whom.

. If the subtotal is negative, you must refund the customer.

If it is positive, the customer must pay you the outstanding amount.

Click the appropriate tender function key with which you refund the customer or press the tender key with
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which the customer pays you, e.g. Cash (F12).

Canceling a sale (F8)
To cancel at any time while entering a transaction:
+ Click the Cancel (F8) function key to void the sale.
If you have integrated EFTPOS set up and the transfer is processed, you may need to perform a refund on the

EFTPOS terminal.

Locating a historical transaction
This section shows you how look up historical transactions.
1. Click the Transaction History function key to open the Transaction History List.
2. Enter the search words in the Search field. The first matching record is highlighted and the transaction
information displays in the Transaction Detail section to the left.
Applying discounts
This section shows you how to apply discounts to transactions.
Applying a dollar discount (Page Up)
To discount an item by dollar amount:
1. Enter the item as usual.

2. Enter the discount amount to apply to this item.
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3. Click the Dollar Discount function key.

4. Continue the transaction as usual.

To discount the transaction total by dollar amount:
1. Enter the transaction as usual.

Click the Subtotal (space bar) function key.
Enter the dollar discount amount.

Click the Dollar Discount function key.

A

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
Applying a percentage discount (Page Down)

To discount an item by percentage:

1. Enter the item as usual.

2. Enter the percentage amount to apply to this item.

3. Click the Percentage Discount function key.

4. Continue the transaction as usual.

To discount the transaction total by percentage:

1. Enter the transaction as usual.

2. Click the Subtotal (space bar) function key.

3. Enter the percentage discount amount.
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4. Click the Percentage Discount function key.
5. Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
Applying a product price override

Use the Product Price Override function key to override the price of an item. You can sell damaged or floor
inventory at a reduced rate without applying discounts.

1. Enter the new item price.
Click the Product Price Override function key.
Enter the item.

Continue the transaction as usual.

A

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
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Applying surcharges
This section shows you how to apply surcharges to transactions.

Applying a dollar surcharge

The Dollar Surcharge function key applies a dollar value surcharge for a transaction that may require an additional
amount. For example, a delivery fee requires a surcharge to the sale of the item to be delivered. POS Terminal uses
an Other Charge item that is stored within Reckon Accounts for dollar surcharges.

To apply a surcharge amount:
1. Enter the transaction as usual.
Enter the amount of the extra charge.

Click the Dollar Surcharge function key.

Bl S

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).
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Applying a percentage surcharge

The Percentage Surcharge function key allows for specialist surcharges, for example, a 10% surcharge on a
restaurant bill on a public holiday. Apply the percentage surcharge either to a single item or to the entire subtotal.

To apply the percentage surcharge:

1.

Eal ol

Enter the transaction as usual.
Enter the percentage amount of the extra charge.
Click the Percentage Surcharge function key.

Click the appropriate tender function key to complete the transaction, e.g. Cash (F12).

Working with laybys

This section shows you to how to work with laybys.

The Layby Account function key displays a list of all layby customers, adds, and edits a layby customer.

Click Layby Account to create a Layby Customer account.

Tendering a layby

The Tender Layby function key finalises a new layby transaction charging the transaction amount to a layby
account.

1.

Click the Layby Account function key.

2. Select alayby customer. (or you can create a new one) and click OK.
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3. Ifyou see the Select a Layby Account window, select a Layby Account (maybe if a customer is adding to a
current Layby) or press New.

4. If the customer information screen appears, review the information then click Clear to return to the main screen.
5. Enter the items as usual.

6. If the customer is paying a deposit or initial payment, enter this as a seperate layby account payment, after
entering the Layby.

7. Click the Tender Layby function key to complete the transaction.

Reckon Accounts tracks POS layby account transactions using a generic customer called
Layby Customer. Reckon Accounts creates an invoice for layby charges and a payment for
[ ] layby payments. The Reckon Accounts user should finalise these transactions using Receive

payments in Reckon Accounts. The associated name of the POS layby customer will appear in
the memo field when viewing layby transactions in Reckon Accounts.

Check with your accountant on how and when this should be done, and check for relevant
Reckon Knowledge Browser articles that can help with this process.

Accepting layby account payment

The Layby Account Payment function key allows an amount entry to be applied to a layby account.
1. Click the Layby Customer function key, select the name and press Enter.

2. Select the layby account and then press OK.

3. Click Clear to return to the main screen.
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4. Enter the amount paid and press the Layby Account Payment function key.

5. Click the appropriate tender type function key that the customer is paying with to complete the transaction. For
example, Cash (F12).

Canceling a layby

There are two stages in cancelling a layby. You can complete them in any order.

Refunding the layby items

To refund the layby item:

1. Click the Layby Account function key, select the customer and press Enter.

Select the layby account and then press OK.

If the Customer information screen appears, click Clear to return to the main screen.

Click the Return/Refund function key for each item on the layby.

DA

Click the Tender Layby function key to complete the transaction.

Refunding the layby payments

To refund the layby payments :

1. Click the Layby Account function key to select the customer.
Select the layby account and then press OK.

If the Customer information screen appears, click Clear to return to the main screen.

H> W N

Click the Refund/Return function key and enter the payment amount to be reversed.
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5. Click the Layby Payment function key.

6. Click the appropriate tender type function key the refund is paid by, for example Cash (F12), to complete the
refund.

Working with customer accounts

You can set up customer accounts on POS Terminal which can then be managed in Reckon Accounts (and vice
versa). There is a function key available in POS Terminal to select a customer account, a key to charge transactions to
an account and a key to make account payments.

Selecting a customer account (default key - Insert)

The Customer Account function key displays the Customer list. You can also enter the account number first and
then click the Customer Account function key to instantly select a customer account.

You do not need to select the customer account first. You can select the customer account before entering the
transaction if you know it is charged, or you may leave it until after you have entered the transaction and the
customer asks for it to be charged. However, to activate set price levels or discounts on an account, ensure options
are selected and the account is selected before beginning the transaction. Do one of the following to select the
customer account:

« If you or the customer knows their ID, enter it then press the Customer Account (Insert) function key. The
customer’s name is displayed.

+ To search for a customer account press the Customer Account function key straight away and a list is displayed.

« Scan a customer account card. The card must include either a customer barcode or a customer loyalty barcode
(based on the customer loyalty number)(Pro only). For more details on barcodes, refer to the index topic “Label
format” in POS Administrator in-product Help.

Working with POS Terminal ~ 151



Tendering an account charge (Home)

To tender an account charge:

1.

Select the customer account.

2. Enter the items as usual.

3. Click the Tender Account Charge function key.

If this account is a customer sub-account, the account total on the major customer account
will automatically update.

Splitting a tender/charge

If the customer would like to pay for part of the transaction and charge the left over amount:

1.

Call

Select the customer account.
Enter the items as usual.
Enter the payment amount and click the appropriate tender function key, e.g. Cash (F12).

Click the Tender Account Charge function key.

Applying a customer account payment (End)

The Customer Account Payment key is used to record a customer’s account payment.

The Automatically apply payments option in Reckon Accounts (under the Sales & Customers preferences) does
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not work for POS Terminal customer account transactions. If your accounting method is cash based, you must apply
credits to your customer’s accounts at least once a month. If you do not do this your BAS does not balance.

To apply a customer account payment:
1. Select the customer account.
Enter the amount the customer is paying.

Click the Customer Account Payment (End) function key.

> wN

Click the appropriate tender function key to complete this transaction, e.g. Cash (F12).

If this is a split tender payment, repeat the above process for each tender type.

If this account is a customer sub-account, the account total on the major customer account will
automatically update.

Reckon Accounts cash based accounting

If a company has been set up in Reckon Accounts to use cash based accounting the following rule must apply when
making payments to customer accounts in POS Terminal.

POS Terminal

When making a payment on a customer account in POS Terminal the customer’s balance is updated immediately.
The customer’s balance is also updated in Reckon Accounts when the transaction is posted, but if you are using the
cash based accounting method you need to apply the credit to the customer’s account in Reckon Accounts in order
to correctly calculate your BAS.
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Reckon Accounts

Payments made on a customer’s account in POS Terminal must be applied to their invoices when the payment is
posted to Reckon Accounts. This does not have to be done every day but it must be done on a regular basis if the
BAS is to be calculated correctly.

1.

A

Open Reckon Accounts.

Go to the Customers menu and then click Receive Payments.

Select the customer account.

If the customer has an outstanding credit amount, click the Credits button.
Repeat this for every customer with existing credits.

Click OK to save and exit.

The Automatically apply payments option in Reckon Accounts under Sales & Customers preferences does not
work for customer account payments created in POS Terminal. The option works for customer account payments
created in Reckon Accounts.

Reckon Accounts accrual based accounting

If you are using the accrual based accounting method it is not necessary to apply the payments to each customer
account,, although it may still be advisable to do so. With the accrual method, your BAS is calculated correctly
without applying any payments.
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Managing your cash
This section shows you to how to manage your cash using floats and cash clearance.

Recording the float in amount (1)
The Cash Float In function key allows you to record the daily float in amount for each cash drawer.
1. Enter the float amount.

2. Click the Cash Float In (1) function key.

Recording the float out amount (2)
The Cash Float Out function key records the daily float out amount for each cash drawer.
1. Enter the float amount.

2. Click the Cash Float Out (2) function key.

Recording the paid out amount (3)

The Cash Paid Out function key allows you to record payouts for miscellaneous expenses, for example window
cleaning or milk.

1. Enter the paid out amount.

2. Click the Cash Paid Out (3) function key.
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Recording a cash clearance

The Cash Clearance key records money removed from the cash drawer for deposit into a safe or bank. This function
is also used if the cash limit warning is displayed (set up in POS Administrator).

1. Enter the cash amount.

2. Click the Cash Clearance function key.

If you have turned on the Reconcile the Cash Drawer option on the Reports tab in the Options window in POS
Administrator, this amount is deducted from the Cash in drawer total to be reconciled at End of Day.

Printing receipts and invoices

Turning the receipt on and off (F3)

The Receipt On/Off funtion key is used for customers that require a receipt with their purchase if the receipt printer

is set up to not print for all transactions, or if the receipt printer does print every receipt and you want to turn the
receipt printer off.

Click the Receipt On/Off function key before the next transaction. POS Terminal leaves the printer in this mode
until you press the Receipt On/Off function key again.

Printing a receipt

Use the Print Receipt function key to print a receipt when the Receipt On/Off function is turned off, the customer
requires a duplicate receipt, or you require a duplicate kitchen receipt.

« Click the Print Receipt function key to reprint the last transaction.
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Line feeding a receipt

The Receipt Line Feed function key advances the receipt printer paper by one line at a time to allow for the feeding
of new rolls of paper.

+ Click the Receipt Line Feed function key to feed the paper.
Printing an invoice

The Print Invoice function key allows you to print an invoice when the Enforce Invoice Print option is turned off in
the tender function options. You can also print duplicate invoices at the customer’s request by clicking this key.

« Click the Print Invoice function key to reprint the last transaction.

Browsing the Internet

POS Terminal has a built-in Web browser. Web pages are displayed within the space normally reserved for the POS
Terminal information display but may be expanded to occupy the space used by the transaction display. Once you
have created a list of sites, assign the Web browser to one or more keyboard keys.

The POS Terminal Web browser does not have unfettered access to the Internet. Access is
restricted to a list of pre-approved sites.

Activating the Web browser

+ Click the Web browser function key to display the home page for that key. Press the key again to close the
browser.
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Working with Table Manager

About Table Manager 159
Enabling Table Manager 160
Setting up area layouts for all terminals 162
Setting up Table Manager on each terminal 170
Using Table Manager 173
Backing up and restoring your Table Manager layout 180
Using Split Bills with Table Manager 180

This chapter explains how to enable Table Manager, set it up and use tables with transactions.
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About Table Manager

Table Manager is only available in POS Professional.

The table manager feature in POS enables you to design the table area layouts within your business. Once you have
set up your table area layouts and started assigning transactions to tables, you can quickly get a visual update as

to their current status. For example, one table can be reserved, while another has a held transaction and another is
seated waiting to be served.

Table Manager has been made configurable so that you can use it for other business uses, such as:
« ata hair dressing salon, where each seat is a table in POS
+ inahotel/motel, where each room is a table, with the capacity being the room sleeping capacity

+ managing seminar bookings.
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Enabling Table Manager

Before you can use table manager you must enable it in POS Administrator. When you enable table manager you
can then enable the advanced feature of reservations.

To enable table manager you must have the correct permissions. POS comes with five pre-defined roles that you can
use. You can also set up your own roles and assign the correct permissions to them.

To enable table manager:

1.

oA W

6.

Open POS Administrator.

Go to the Tools menu and click Options.

Click the Table Manager tab.

Click to select Enable Table Manager.

(optional) If you want to enable the advanced features, click to select Enable Advanced table features.

Click OK.

When you enable table manager you will see a message telling you to add a Table Manager function key to your
keyboard layout on the POS Terminals that you want to have access to this feature.

Enabling reservations

When you enable Table Manager you have the option to enable its advanced features. Once they have been enabled
you can select the features that you want to use.
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Reservations are an arrangement to secure accommodations, such as at a restaurant or hotel. When they are
enabled in POS, you can set several options including pre-reservation hold time, reservation alerts and which
terminal you want the alerts to display on. To set reservations, go to POS Terminal.

General | Lists |Trmm|nm]mmlsm|m|eaolw¢]|1|

Securlty | Customer Loyaly  Table Manager | Appointment Manager | Automatic Backup | Class |

2 Enable Table Mansgel Ll
Table Number Options Tl I
I~ Pint Order Number

¥ Wam if number already on hold

[¥ Enable Advanced table features

-
L;

[¥ Enable Reservations

Pre-Reservation hold time |30 rinutes
Reservation alert after |30 minutes
Extended reservation time |30 minutes

Display alerts on terminal | vl

Mumber of days to keep historical reservations ]?

Change Table Status Options |

For more information on the options on the Table Manager tab, refer to the POS Administrator in-product Help.
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Setting up area layouts for all terminals

162

It is recommended that you set up your layout on the terminal that is using the lowest screen
resolution to ensure that it is easy to see on all terminals.

Only one POS Terminal can be accessing the Table Manager Designer window at any one time.

This section explains the concepts for setting up an area layout for all your POS Terminals. For detailed step-by-step
instructions on how to set up your area layouts, refer to the POS Terminal in-product Help.

The Table Manager Designer window in POS Terminal is where you can set up areas by adding interactive and non-
interactive objects.

If you have a multi terminal environment, anything that you do in the Table Manager Designer window on one
POS Terminal is automatically added or updated on the other POS Terminals.



Several objects can be added to areas, these are:

Icon Description Type (interactive or non-interactive)

Bar non-interactive
'\i’

"EXIT Fire Exit non-interactive

v & Kitchen non-interactive

b £
Miscellaneous non-interactive

Misc.

Note: This icon is
customisable.

’ Plant non-interactive
. Table interactive
i F : Note: This icon is
customisable.
|1 (4]
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Icon Description Type (interactive or non-interactive)

|ﬁ'| * Toilets non-interactive
153 = Wall non-interactive

To open the Table Manager Designer window:

1.

> W

Open POS Terminal.

Go to the Tools menu and click Options.
Click the Table Manager tab.

Click Design Table Manager Layout.

You can now add tables and other objects to your area layout.



ETame Manager Designer C=NEE
Dessign the Tabls Manager lspout(s] on the temminal that is sing the smallst morilor or the lowest screen oK

resolulion to ensure thal they are easy to uss on al terminals
Apply
s Cancel

Area

Caption |4rea 1
Select -] I
Copy From =
- = New Delete
¢ i
4
14 2 (4) 5 (4) 74 Table\Object ———————
Table 88 [5
Capacity l“_
New Tatle -
Copy Delete
[k <!
3 P [ 4
= : g Copy Al Delete &l

e E G| Fa size | Picture]|

Left 401 =

J Width [61 =
\ Height [79 j
T

All about areas

T

An area is where you add your interactive tables and non-interactive objects to visually represent your actual
business layout. If you have many different areas in your business, e.g., a multi-level restaurant, you can set them all
up in table manager by creating several areas. There is no limit to the amount of areas that you can set up.
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If you are using a multi terminal environment any change that is made to an area on one POS Terminal will be
updated on the other POS Terminals in your POS Store.

When you are setting up your areas in the Table Manager Designer you can use the grid options to assist you in
placing your objects.

Copying areas

If you have areas that are similarly set up you can copy a previously created area to assist in the designing of the
new area. You can also copy one or all objects in an area to assist with adding mutliple objects, e.g. tables. If you
physically change the setup of an area in your business, you can simply open the Table Manager Designer window
in POS Terminal and re-design the area by moving, deleting or re-sizing your objects.

Deleting areas

You can also delete an area if it becomes redundant to your needs. If you delete an area you will be asked to confirm
the deletion. When an area is deleted all objects on that area are also deleted.

For more instructions on setting up, copying and deleting areas refer to the POS Terminal in-product Help or simply
press F1 on the Design Table Manager Layout window.

All about tables (interactive)

Tables are the main object that you use in the Table Manager designer. They are an interactable object that can be
reserved and have transactions held against them in POS Terminal.

Adding tables

When you add a table to your area layout it is represented by a button which has the table number and capacity of
the table displayed underneath it. The default table capacity is 4, however you can change this to any number that
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you want by entering it in the Capacity field on the Table Manager Designer window (the Capacity field can be
set from 0 to 99).

For more instructions on adding tables, refer to the POS Terminal in-product Help or simply press F1 on the Design
Table Manager Layout window.

Numbering tables

POS automatically labels tables with sequentital numbers, e.g., as a new table is added the Table # field increases by
1. However, you can overwrite this number label using up to 8 alphanumeric characters. If you try to label (number)
a table with a label (number) that is already in use you receive an error stating this and telling you to enter a new
label (number).

If you have deleted a table from your area layout and are adding a new table it is automatically numbered with the
lowest unique number available, e.g., you have 10 tables on your area layout, numbered 1 to 10 and you delete
Table # 4. The next table you add is automatically numbered 4. If you are using your own labels (numbers) for the
tables you can change the labels of new tables to match your system.

If you are setting up multiple areas they must all have their own unique table labels (numbers). Therefore, in the
case of POS automatically numbering tables sequentially - Area 1 has tables numbered 1, 2, 3, and 5. Area 2's table
numbers start at 4 then the next table number will be 6. POS always looks for the first lowest unique number
available and labels the new table accordingly.

Deleting tables

Tables can be deleted from an area layout one by one or all at once.

You can't delete a table if it has an open transaction or reservation. You must complete all
transactions for a table before you can delete the table.
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For more instructions on deleting tables, refer to the POS Terminal in-product Help or simply press F1 on the Design
Table Manager Layout window.

Table states

POS sets seven default states for you; Reserved, Free, Seated, Ordered, Served, Paid and Requires Cleaning. The
Reserved and Free states can’t be disabled or renamed and therefore do not appear in the Table Status Options
window accessible in POS Administrator. The other five states can be disabled/enabled and renamed.

The following table describes each state:

Colouricon  Status Description Editable - Yes or No
White Free The table has no customers or current reservation. No
Red Reserved The table has a current reservation. No
Yellow Seated The table has customers sitting at it however they have  Yes
not ordered.
Pink Ordered The customers at the table have ordered their food Yes
however it has not been served yet.
Green Served The customers at the table have received their food. Yes
Blue Paid The customers have paid. Yes
Brown Requires Cleaning ' The table has been vacated and requires cleaning. Yes

To change any of the five editable states in POS Administrator, go to Tools, click Options, then click the Table
Manager tab and click Change Table Status Options.
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Table Status Options

Enabled Caption oK. |
v iE eated
LCancel |
v iDldered
FReturnto
I !Served default

v [Paid
v iHequires Clearing

The 'Reserved' and 'Free' states cannot be
renarmed and are ahways enabled.

For more instructions on changing the five editable table states, refer to the POS Administrator in-product Help.
Changing table icons

The Table Manager Designer allows you to change the table icon. You can upload your own image or use one of the
generic images that are available on the POS CD (under the Support folder, sub-folder Table Manager Images). The
image will be shown on the button at 0.5cm x 0.5cm up to 2cm x 2cm depending on the actual size of the button.

For more instructions on changing the table icons, refer to the POS Terminal in-product Help.

All about non-interactive objects
There are several non-interactive objects that you can add to your area layout to make it look more like the physical

area of your business. Even though you can't interact with this objects you can re-size and move them within the
table manager designer.
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Changing Miscellaneous icons

The Table Manager Designer allows you to change the misc icon. You can upload your own image or use one of the
generic images that are available on the POS CD (under the Support folder, sub-folder Table Manager Images). The
image will be shown on the button at 0.5cm x 0.5cm up to 2cm x 2cm depending on the actual size of the button.

For more instructions on non-interactive objects, refer to the POS Terminal in-product Help or simply press F1 on
the Design Table Manager Layout window.

Printing the Table Manager Layout

You can print out your Table Manager layout from the Table Manager Designer. The layout will be saved into your

Documents folder and automatically opened in Microsoft Paint where you can alter it, save it as another file format
or print it out.

For more information on printing table manager layouts, refer to the POS Terminal in-product Help.

Setting up Table Manager on each terminal
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This section explains the concepts for setting up Table Manager on each of your POS Terminals. For detailed step-by-
step instructions on how to set these options, refer to the POS Terminal in-product Help.

There is one Table Manager option that you can set for each individual POS Terminal:

The default area to open (if you have more than one area layout setup). Set the area that you want to open by
default when a user clicks the Table Manager function key on the keyboard layout.



Adding the Table Manager function key

Once table manager has been enabled and area layouts setup, a Table Manager function key has to be added to
your keyboard layout on the POS Terminals that you want to access it.

A Table Manager function key must be added to every keyboard layout that you want it to
appear on. POS doesn't do this for you automatically.

The Table Manager function key allows you to open the area that you set to be the default area on that particular
POS Terminal. If table manager is disabled and you click the Table Manager function key you receive an error
stating this and telling you that you need to enable it to use it.

For instructions on adding the Table Manager function key, refer to the POS Terminal in-product Help.

Adding Hold and Retrieve transaction function keys for Table Manager

You can use Table Manager to hold and retrieve transactions. To do this you must add separate hold and retrieve
transaction function keys to your keyboard layout and set them to use Table Manager.

The new function keys have no impact on your current Hold Transaction and Retrieve Transaction function keys.
The following rules apply to the Table Manager Hold and Retrieve Transaction function keys:

« Once Table Manager is enabled the option to set Table Manager to hold or retrieve transactions is selected by
default for any new hold or retrieve transaction function keys created.

.+ IfTable Manager is disabled, the option to use Table Manager to hold and retrieve transactions is disabled.
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- If Table Manager is disabled after a key is set up with this option selected, the function key operates like a Hold or
Retrieve Transaction function key.

For instructions on adding these function keys to your keyboard layout, refer to the POS Terminal in-product Help.

To allocate a function ta the selected key, select the required function from the Functions list and set any ok
Function Options. |f required, also select a function fram the Qwerty Function List. Click the Apply button to set g
the function to the selected keyboard key.

Lwerty Functions POS Functions Function Description Apply
[~ [+ A |Retrieves a held transaction.

Oand] =1 K b

1arnd! E Leredl
% ::g % g Function Options

4 and § 9 Caption |F|etrieve - Table Manager

Band % uli]

Gand” aoon ™ Manager Overide required

T and & Decimal Paint L "

Gand” Clear I~ Always show list

Jand| Backspace I~ Aszsign transaction to current Sales Person

B L \TGET’EDK | I~ Offer to log on oniginal Sales Person

C cheﬁ:rscﬂenfﬂff W Usze Table Manager to refrieve;

n} Training Mode On/OFf

E Lock Terminal
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Using Table Manager

This section explains the basics of using Table Manager. For step-by-step instructions, refer to the POS Terminal in-
product Help.

Table Manager is ready to use when you have completed the following:
« Enabled table manager (in POS Administrator)
« Set up table manager area layouts (in POS Terminal)
Added the Table Manager function key (in POS Terminal)
+ (optional) Added the Table Manager hold and retrieve transaction keys (in POS Terminal)

Opening Table Manager

The Table Manager window opens displaying your default table area layout. From this window you can change
each table’s status, reserve tables, view reservations and switch to another area.

If Table Manager has been disabled and you click the Table Manager function key, an error opens telling you to
enable Table Manager. You can enable Table Manager in POS Administrator.

To open the Table Manager window:
1. Open POS Terminal.
2. Click the Table Manager function key.
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Switching areas

If you have set up more than one table area layout, POS Terminal creates a list of your areas making it easier for you
to switch to the area that you want to view. The areas list in alphabetical order and can't be edited. To edit the area
captions go to the Table Manager Designer window.

For more information on switching areas, refer to the POS Terminal in-product Help.

If there are only two areas set up in your layout, when you click the Switch Area button it will toggle
between them.

Changing the table status

Accessing a table in Table Manager when not in a transaction or when a transaction is on hold enables you to
change the state of the table. POS sets seven default states for you; Reserved, Seated, Ordered, Served, Paid,
Requires Cleaning and Free. You can edit some of these table states, for more information refer to the POS
Administrator in-product Help.

Apart from reserving or freeing a table as described in Making Reservations on page 177. POS does not
automatically change the table status for you. To change the state of a table you must open Table Manager, select
the table and then select the state you want. For more information on changing the tables state, refer to the POS
Terminal in-product Help.
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Indicators on tables

If you have a held transaction against a table or have added a note against a table using either Appointment
Manager or Table Manager, a preset icon will appear on the Table icon. The held transaction icon appears in the
bottom left corner and the note icon appears in the bottom right corner.

Transacting with Table Manager
The following are some examples of transactions using Table Manager.

Holding a transaction
If you want to use Table Manager to hold transactions you must set up a Hold - Table Manager function key.
You can hold as many transactions as you like against a table.
To hold a transaction against a table:
1. Open POS Terminal.
2. Enter all relevant details for the transaction, e.g. customer, products.
3. Click the Hold - Table Manager function key.
The Table Manager window opens showing your default area.
4. Click the table that you want to hold the transaction against.

If you already have a transaction held against this table you will receive a message. You can click OK to hold
another transaction or click Cancel to allow you to retrieve the currently held transaction and add to it.

The transaction is held against that table and Table Manager closes.
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Retrieving a transaction
If you want to use Table Manager to retrieve transactions you must set up a Retrieve - Table Manager function key.
To retrieve a transaction using Table Manager:
1. Click Retrieve - Table Manager function key.
2. Click the table with the held transaction. You can switch to any area before selecting the table, click Switch Area.
If that table has one held transaction, the transaction opens.

If that table has more than one held transaction, the transaction list opens listing the held transactions for that
table.

3. Complete the transaction as usual.

Making reservations

Reservations are made in POS Terminal using the Table Manager window. You can only make reservations when
POS is not in a transaction.

To find a table that is free at a certain time for a future reservation, click View All Reservations in Table Manager.

Once you know which table to reserve, click the table in Table Manager, then click Make a Reservation. Here you
can set up the reservation details, with a Notes field for any special requests. When guests that have a reservation
arrive, open the Reservation List and sort it by name by clicking on the Name column heading, to see which table
has been reserved for them.

When you enable reservations in POS Administrator, you can set the period before a set reservation time that the
table shows as reserved, e.g., If a customer has made a reservation for 7pm and your pre-reservation time is 20
minutes the table shows as reserved from 6.40pm. This gives you time to set up the table and makes sure that
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other customers aren't allocated this table. You can also set the time that you want to extend the reservation for if
a customer is late and you receive an alert. If a table has a current reservation then the reservation is deleted, the
tables status will revert to Free.

Reservation Alerts

POS has the following alerts relating to reservations:
« Reservation late alert

« Table not available at specified time

Reservation late alert

In POS Administrator you can set the period after a set reservation time to display an alert if the customers have not
arrived, e.g., your reservation alert is 30 minutes, a customer has a reservation for 4.50pm but are running late. At
5.20pm you receive an alert to tell you that this customer has not arrived.

Reservations

The table reservation for table 1 is now 30 minute(s) late.

Name: shuG Hold
Reservation

Ph. No.: 324324

Time: 450 PM Ehange

No. of people: 2
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When the Reservation Alert displays you have three options:

- Delete Reservation - click Delete Reservation to delete the reservation. The table becomes free for others to set
reservations or hold orders against it.

« Hold Reservation - click Hold Reservation to keep the reservation at the set time. It is held for another extended
number of minutes. You can set this time in POS Administrator.

« Change - click Change to either edit or delete the reservation, or change the table states.

Table not available at specified time

When you are setting a reservation within the pre-reservation period of a reservation already on that table, you
receive an alert telling you to choose another table or time. Also, if the pre-reservation hold time for a reservation is
reached and the reserved tables’ status isn’t Free’ or there is a held transaction against the table, you are warned and
given the option to move the reservation to another table.

Table not available at specified time

cannot be made.

'2 This table has a reservation within 30 minutes of the reservation vou are krving to make, so the new reservation
Please change the new reservation ko a different table or time.

Viewing, editing or deleting reservations

Using Table Manager you can view, edit or delete reservations on any table for any particular day. You can only view,
edit or delete reservations when POS is not in a transaction. To start, in Table Manager click a table to open the Table
Status window.
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For instructions on viewing, editing or deleting reservations, refer to the POS Terminal in-product Help.

Backing up and restoring your Table Manager layout

From the Table Manager Options tab in POS Terminal you can backup and restore your Table Manager layout. If you
make any changes to your Table Manager layout, it is recommended that you back it up.

The Table Manager layout is backed up as a *.TBM file.

When you restore a layout from the selected file it overwrites the current Table Manager area layout on all Terminals.
You need to make sure that no other users are currently in Table Manager or the Table Manager Designer window.
After you have restored the layout the status of all tables will be Free and future reservations for tables that no
longer exist will be removed from the database.

For instructions on backing up and restoring your Table Manager layout, refer to the POS Terminal in-product Help.
Using Split Bills with Table Manager
The Split Bills function allows you to tender split bills when using Table Manager.

Adding the Split Bills function key

Once you have set up your Table Manager and want to use the Split Bills functionality, a Split Bills function key has
to be added to your keyboard layout on the POS Terminals that you want to access it.
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A Split Bills function key must be added to every keyboard layout that you want it to appear
on. POS doesn't do this for you automatically.

The Split Bills function allows you to split a bill between customers, either by selecting specific items or by the
number of guests at the table.

You can use the following tender when splitting bills; cash, charge (customer account), cheque, credit card, EFT,
loyalty points and voucher.
You cannot hold a transaction that has a split transaction payment.

You cannot add products to a transaction after a split bills transaction has been made.

For instructions on adding the Split Bills function key, refer to the POS Terminal in-product Help.
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Working with Appointment Manager

About Appointment Manager

Enabling Appointment Manager

Setting up Appointment Manager on each terminal

Using Appointment Manager
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This chapter explains how to enable Appointment Manager, set it up and use Appointment
Manager for making appointments or even table reservations.
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About Appointment Manager

Appointment Manager is only available in POS Professional.

Point of Sale is widely used in the catering industry, which relies heavily on appointments and bookings.
Appointment Manager allows you to make bookings, appointments, or even table reservations for your customers.

Enabling Appointment Manager

Before you can use Appointment Manager you must enable it in POS Administrator. When you enable Appointment
manager you can then enable the advanced features.

To enable Appointment Manager you must have the correct permissions. POS comes with five pre-defined roles that
you can use. You can also set up your own roles and assign the correct permissions to them.

To enable appointment manager:

1. Open POS Administrator.

2. Go to the Tools menu and click Options.

3. Click the Appointment Manager tab.

4. Click to select Enable Appointment Manager.
5. Click OK.
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When you enable appointment manager you will see a message telling you to add an Appointment Manager
function key to your keyboard layout on the POS Terminals that you want to have access to this feature.

By default the Appointment Manager is set up to use the Sales People list transferred from Reckon
Accounts.

(Optional) Enabling Appointment Manager to integrate with Table Manager

184

You have the option to enable the integration between Appointment Manager and Table Manager if you want to
make reservations for tables that you already set up in your Table Manager.

To enable the integration between appointment manager and table manager:

1.

oA W

Open POS Administrator.

Go to the Tools menu and click Options.

(optional) Click the Table Manager tab, make sure that the Enable Table Manager option is selected.
Click the Appointment Manager tab.

Click to select Integreate with Table Manager (use Table Manager advanced features).

When you enable integration you will see a message telling you that you will not be able to view your
appointments, instead Appointment Manager will show table reservations.

For more information on how Appointment Manager integrates with Table Manager, refer to “Making table
reservations with Appointment Manager” on page 196.



Enabling Appointments

When you enable Appointment Manager you have the option to enable its advanced features. Once they have been
enabled you can select the features that you want to use.

Appointments are an arrangement to secure bookings, such as at a hair dressing salon. When they are enabled in
POS, you can set several options including pre-appointment hold time, default appointment time and the number
of days to keep historical appointments. To make appointments, go to POS Terminal.

Options E3

| General | Lists | Transactions | Rounding | Cunency | Scanning | Layby | EOD | web | “
Secuiity | Customer Loyaly | Table Manager  Appoiniment Manager |Auomet‘c3ackn.p] Class |

[¥ Enable Appomtment Manager QM

I~ Irtegeate with Table Manager (uses Table Manager advanced features) Lancel
[~ Add names to:

€ Customer

& ; Poi
™ Agd notes fror
[~ Allow appointments over multiple days
I~ Enable No. of People’ field in New/E dit Appointment window
I~ Enable Wat List

> Eaiia silaaas Fouse i e ]
Table Manager integrati ) ]

™ Default appointment time |30 minutes
[T Pre-appointment hold tire I‘:D minutes
[~ Mumber of days to keep historical appointments I':ZEI

For more information on the options on the Appointment Manager tab, refer to the POS Administrator in-product
Help.
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Appointment Manager Advanced features are only available when the Integrate with Table
Manager option is not selected. Otherwise the Appointment Manager will use Table Manager
advanced features.

Setting up Sales Reps (if not integrated with Table Manager)

Appointment Manager will be set up to make appointments for Sales Reps if the Appointment Manager is not
integrated with Table Manager. Before you can use the Appointment Manager, you need to:

« In Reckon Accounts make sure that Sales Reps are set up as employees and that the Reckon Accounts
employee record contains a valid “User ID” before performing a Transfer Data from Reckon Accounts in POS
Administrator.

Or

« In POS Administrator Options - Security tab, set up new users with the role of “Sales Person”.
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New User

Usgr 1D and Password

UserID
MMz,

fodest
——

Fist Name I
—
[
—

el

Middle Irstals

Last Name

s

Password [optional)
Conffirm Password

-~ Roles
How do | moddy a Role?

Agsigned Roles

For more information on setting up Sales Rep, refer to the POS Administrator in-product Help.
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Setting up Appointment Manager on each terminal

This section explains the concepts for setting up Appointment Manager on each of your POS Terminals. For detailed
step-by-step instructions on how to set these options, refer to the POS Terminal in-product Help.

Adding the Appointment Manager function key

Once appointment manager has been enabled, an Appointment Manager function key has to be added to your
keyboard layout on the POS Terminals that you want to access it.

An Appointment Manager function key must be added to every keyboard layout that you
want it to appear on. POS doesn’t do this for you automatically.

The Appointment Manager function key allows you to open the Appointment Manager window on that particular
POS Terminal. If Appointment Manager is disabled and you click the Appointment Manager function key you
receive an error stating this and telling you that you need to enable it to use it.

For instructions on adding the Appointment Manager function key, refer to the POS Terminal in-product Help.

Configuring appointment options on each terminal
The Appointment Manager tab on the Options window in POS Terminal is where you set the POS Terminal

options for Appointment Manager. In this window, you can set options such as work day hours, appointment time
increments and the default view for Appointment Manager to display.

188



Options
General | Display | Lists | Keybowd | Scanner
CadReader | Scale | Pump | RepotPrinter | TableManager  Appointment Manager
~Work day hours

Enter your start and end times for the day:

Statt [0300AM End [0500PM =

t Times

Enter the lime increments that you want to display in the Appaintment grid: [3ﬂmins '[

A
~View

Select the view which you want to default to:

For instructions on setting up the Appointment Manager options, refer to the POS Terminal in-product Help.

Customer Display | Receipt Printer | Kitchen Printer | Invoice Printer | CashDrawer | EFTPOS |

.
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Using Appointment Manager

This section explains the basics of using Appointment Manager. For step-by-step instructions, refer to the POS
Terminal in-product Help.

Appointment Manager is ready to use when you have completed the following:
« Enabled appointment manager (in POS Administrator)
« Setup Sales Reps (in Reckon Accounts or in POS Administrator) or integrated with Table Manager

Added the Appointment Manager function key (in POS Terminal)

Opening Appointment Manager
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The Appointment Manager window opens displaying your default view. From this window you can create, edit and
delete appointments for your customers.

If Appointment Manager has been disabled and you click the Appointment Manager function key, an error opens
telling you to enable Appointment Manager. You can enable Appointment Manager in POS Administrator.

To open the Appointment Manager window:
1. Open POS Terminal.
2. Click the Appointment Manager function key.

The Appointment Manager window opens.



2, Appointment Manager
File Appointment Lists Help

* Dai ;
by <« Mnnthl < Day Fri, Mar 4, 2011 Day > l Honth >>| Today | Close I
" Weekly
Tine [ChatieC ]go_s._ ) [ | uewappu‘mm|
1200 PM Contact List I
1230PM - Sales People
HOEY _ CICharlie C Chan
1:30 PM [1POS Administrator
200PM
230PM
300PM . e
330 pp| 300 PM - £00PM S
400PM [Sams | Name: [Sams
L400PM - 430 PM| i
Phone: [3464654
430 PM | Notes:
5:00PM
H vV I
Z [ = | Edit I Delete |
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Finding appointment time and date

Your Appointment Manager window defaults to display the view that you set up previously. You can alternate
Daily view and Weekly view by clicking the radio buttons in the Appointment Manager window.

Use the following buttons to find the date and time:

Button Description
<< Month Moves back one month
< Day Moves back one day

(displays when Daily view is chosen)

pay > Moves forward one day
(displays when Daily view is chosen)

Honth >> Moves forward one month

Today Displays the current day

(displays when Daily view is chosen)

< UWeek Moves back one week

(displays when Weekly view is chosen)

week > Moves forward one week

(displays when Weekly view is chosen)
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Button Description
This Week Displays the current week

(displays when Weekly view is chosen)

A Scrolls the grid up

Scrolls the grid down

vV
< Scrolls the grid left
> Scrolls the grid right

For more information on finding appointment time and date, refer to the POS Terminal in-product Help.

(Optional) Adding a new contact or customer

If you have enabled any of the Add names to: Customer list or Contact list options in POS Administrator, you
can add new contacts or new customers at your Terminals or even when you are adding appointments. For more
information on enabling the customer list or contact list, refer to the POS Administrator in-product Help.

To add a new customer or contact in the Appointment Manager window:
1. Open POS Terminal.
2. Click the Appointment Manager function key.

The Appointment Manager window opens.
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Click Customer List or Contact List.
Click New.
Enter the detailed information of the new customer or contact.

Click OK.

A

You are returned to the Customer List or Contact List.
7. Click OK.
You are returned to the Appointment Manager window.

For more information about Contact List and Customer List, refer to the POS Terminal in-product Help.

Making appointments

194

Appointments are made in POS Terminal using the Appointment Manager window. You can only make
appointments when POS is not in a transaction.

To find a time or day slot that is free at a certain time for a future appointment, navigate and scroll through the time
and date in the appointment grid using the buttons and scroll bar. Once you know which time and date to book,
click the time slot in the appointment grid, then click New Appointment. Here you can set up the appointment
details, with a Notes field for any special requests.

When you return to the Appointment Manager window, you can view which time and dates have been booked for
your customers in the appointment grid.

For step-by-step instructions on how to make an appointment, refer to POS Terminal in-product Help.



Editing or deleting appointments

Using Appointment Manager you can view, edit or delete appointments on any time for any particular day. You
can only view, edit or delete appointments when POS is not in a transaction. To start, in the Appointment Manager
window click an appointment in the appointment grid. In the Appointment Details area, click Edit or Delete.

For instructions on editing or deleting appointments, refer to the POS Terminal in-product Help.

Wait listing appointments

When you have enabled the wait list in POS Administrator you can start wait listing appointments in POS Terminal.

You can wait list appointments for your customers/contacts when creating or editing an appointment.

Once appointments have been wait listed you can manage them using the Wait List window.

e wait List [E=NEEn )
<< Monthl <oy | Wed, Feb 11,2012 vay > | Honth >>| Today |

Select & column header to sart the list by that column. Select the colurn header again to reverse the sort order,

Sales Rep Fil Close

I 230 P 300PH | sam Stone | GEEREES 14211:29:439 M POS Administrator

End Time

Name | Phore|

i

Entered

Email

m =
=

Delete

]
=] =]

For instructions on wait listing appointments, refer to the POS Terminal in-product Help.
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If you have integrated your Table Manager and Appointment Manager and waitlisted
appointments, these appointments will not be available if you turn off the integration. Also,
if you have been using Appointment Manager and waitlisted appointments and turn on the
integration with Table Manager, these appointments will no longer be available.

(Optional) Making table reservations with Appointment Manager
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To make reservations for tables that you set up in the Table Manager using the Appointment Manager, you need to
enable the integration between the Table Manager and Appointment Manager in POS Administrator (refer to page
184). Once the integration has been enabled, the Appointment Manager will show table reservations and you will
not be able to view your appointments.

When not in a transaction you can make table reservations in the Appointment Manager.
To make a table reservation in Appointment Manager when you are not in a transaction:
1. Click the Appointment Manager function key.
The Appointment Manager window opens.
2. Click New Reservation.
The New Reservation window opens.
3. Enter the required information about the reservation in the New Reservation window and click OK.

The reservation is set and you are returned to the Appointment Manager window. The reservation that you just
made appears in the grid.



You can access the Appointment Manager from within the Table Manager window by clicking the
Appointment Manager button.

Working with Appointment Manager ~ 197



Processing end of day

199

End of day procedure

Avoiding unwanted service items creating problems

198

212

This chapter explains how to process an End Of Day at the end of each day
so that Reckon Accounts can update its records to reflect the day’s activities. When you perform

a Process End of Day, POS Terminal creates a file that it sends to Reckon Accounts. Reckon
Accounts can reduce inventory on hand, create a sales history for your inventory, update

customer balances and update the chart of accounts.



End of day procedure

When you process your end of day POS Administrator creates a file to send to Reckon Accounts. This reduces the
inventory on hand, creates the sales history for your inventory, updates pricing, updates customer account balances
and the chart of accounts.

We recommend that you run a Reckon Accounts Transfer before processing an End of Day.
This will overcome a potential issue when posting a transaction to Reckon Accounts where an
unwanted service item is created because an item has been moved or changed.

The following instructions are based on the standard End of Day process.

You cannot perform an End of Day if transactions are on hold.

1. Open POS Terminal.
2. Go to the Tools menu and click Process End of Day.

3. (optional) Click to select the Don’t show this page in the future check box to stop the window displaying
when you perform an End of Day. If you select this option and want to view the window again the next time you
conduct an End of Day, click Back on the first window displayed and clear the check box.

4. Click Next.
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The Select the Reports window opens.

Process End of Day EI
Select the Reports

Selectthe reports to print. The reports selected when you last
performed the End of Day process on this terminal will be
selected by default.

When you hawve made your selections click the Next button to
continue.

¥ Balance Report [~ Customer Loyalty Report

™ Product Category Report

™ Department Sales Report

[ Product Sales Report [~ Open the Cash Drawer

™ Customer Sales Report

[~ Layby Sales Report Select All Reports
[ Sales Person Report

[~ Time Report De-select All Repoits

™ Promotion Sales Repait

LCancel | << Beginning < Back

The Department Sales, Promotion Sales and Customer Loyalty reports are only available in POS
Professional.
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If this window is not shown, the Don’t show report selection page option has been selected on the EOD tab in
the Options window in POS Administrator. Some reports are pre-selected to automatically print.

You may also have selected the Balance Report must be selected on RESET (Z) report option in POS
Administrator. If this is the case and you are running a RESET (Z) report you must select the Balance Report
before moving on.

5. Click to select each report to be generated or click Select All Reports to select all check boxes.
(Click De-select all reports if all check boxes are selected and you want to clear them.)

6. Click the Open the Cash Drawer check box to open the cash drawer.

7. Click Next.
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Reset the Sales Information

*You may choose to reset the sales information for this terminal
after printing the reports (Z Report), or simply produce the
reports without resetting the sales information (X Repor).

Ifyou choose to reset the sales information, the End of Day
process will also produce files ready for posting to your
Accounts accounting program.

s When you have made your selection click the Next button to
confinue.
@ DO NOT RESET the Sales Information (X Report)
(" RESET the Sales Information [Z Report)
I Resetthe Transachon Mumber

Always transfer your Product List before performing a Z-Read.

8. Enter the information as described:

Option Description
Do not reset the Sales Information (X Click to select this option if you only require the reports to print.
Report)

Reset the Sales Information (Z Report) = Click to select this option to print the reports and create a file for POS
Administrator to post to Reckon Accounts. We recommend you do a transfer of
your product list first.
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Option Description

Reset the Transaction Number Click to select this option to reset the transaction numbers back to one. This
option is only available if you select the Reset the Sales Information option.

9. Click Next.

This window only appears if you have selected Reconcile the Cash Drawer in the EOD tab on
the Options window in POS Administrator. Only the tender types selected to be reconciled
appear on this window. If this option is not selected the Print the Reports window opens.
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Process End-Of-Day
Cash Drawer Reconciliation

Count and enter the total amounts for each of the following then
£ click the Next button to continue.

DOpen the Cash Drawer |
Cash In Drawer $ I—WEE_UE
: Cheque In Drawer  §| 2,000.00
= Credit Card In Drawer $ 10.000.00 E
EFT In Drawer !I 7.000.00
Voucher In Drawer  § 500.00

Taotal In Drawer ‘I 20,500.00

Cancel | <<Elgginning| < Back I Mext > | Einets

10. Enter the information as described.

Option Description
Open the Cash Drawer Click to open the cash drawer.
Tender Types The tender type fields are: Cash in Drawer, Cheque in Drawer, Credit Card in

Drawer, EFT in Drawer, and Voucher in Drawer. Enter the total for each tender in
the corresponding field. Do not include any cash cleared and recorded with the
Cash Clearance function key through the day as part of the cash total.
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Total in Drawer The total of all tender types entered displays in this field.
Keyboard Click this button to use a touch keyboard to enter data in the fields.
11. Click Next.

If tender types do not balance with what was registered, an error displays with the choice to retry or continue.
Continue without balancing to print the variance on the balance report.

Amounts do not reconcile

12. Click Yes to retry or No to continue.

The Print the Reports window opens if No is selected.
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Process End of Day El
Print the Reports

You are now ready to process and printthe repons, Ifyouwish
to change the default printer for the reports select the printer
now.

Click the Next button to start printing.
(& Piint reports on the Receipt Printer
[w Cut paper between repoits
" Print reports on a Windows Printer

" Do not print the reports

Cancel | << Beginning | < Back

13. Enter the information as described.

Option Description
Print the reports on the Receipt Printer Click to select to print the reports to your receipt printer.

Cut paper between reports Click to select to cut the paper between reports if your printer has a cutter.
This option is only available if the Receipt printer is selected.

Print reports on a Windows printer Click to select to print the reports to your windows printer.
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Option Description

Windows Printer Click to select the printer from the drop-down list. This option is only
available if the Windows printer is selected.

Connected to View the path or port to which the selected printer is connected. If a COM
port is already in use it does not appear in the list.

Do not print the reports Click to select if you do not require the reports to be printed. This option
is not available if you select the Reports must be printed option in POS
Administrator.

14. Click Next.

If EFTPOS is set up, the EFTPOS Settlement window opens. If EFTPOS is not set up the Ready to Reset the Sales
Information window opens.

Processing end ofday 207



Process End-Of-Day
EFTPOS Settlement

You may now choose to initiate a Settlement report for the
¢ EFTPOS terminal.

Select Initiate EFTPOS Settlement, choose the type of

_ settlement and click the Next button. The selected Settlement

& report will be initiated after clicking the Finish button on the next
4 page of this wizard.

[~ Initiate EFTPOS Settlemel
" Beconciliation
 Previous Reconcilistion
& Enquiry
" Summary Enguiry

Cancel | <<Elgginning| < Back I Mext > I Einiet

15. Select the fields as described:

These options only apply to Keycorp EFT. Perform the Ingenico/Westpac settlement on the
EFT terminal.
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Option Description

Initiate EFTPOS Click to select if you want to pass EFTPOS information to the EFT terminal to perform the settlement
Settlement and produce a report.

Reconciliation Print the totals for the day and reset the totals for the next day.

Cumulative Produce a report without resetting the totals. This is similar to the Do not reset the Sales Information (X

Report) option in End Of Day. Run this report as required throughout the day. The EFTPOS Settlement
window appears regardless of whether the Do not reset the Sales Information (X Report) option or the
Reset the Sales Information (Z Report) option is chosen.

16. Click Next.

If you select to RESET the Sales Information (Z Report) the Ready to Reset the Sales Information window
opens.
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Process End-Of-Day [ x|

Ready to Reset the Sales Information

) The reports have now printed. If the reports have
- printed successfully and, as you chose in a previous
step to reset the sales information, you are now ready
to reset the sales information for this terminal.

If you no longer wish to reset the sales information
change the selection now.

Click the Next button to continue.
DO NOT RESET the Sales Information (< Repor)

& BESET the Sales Information (Z Report)
F Resetthe Transaction Number

Cancel | <<B§_ginning| < Back I W-]I Eifilet |

All options selected in the Reset the Sales Information window are displayed for your confirmation.
17.Click Next.

If you select to RESET the Sales Information (Z Report) the Automatic Backup window opens.
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Automatic Backup

Paoint of Sale will now perform an automatic backup of yaur
database.

| The database will be backed up to this location:
|C:\F|eckon\F'oint of Sale Professional 2014 AdministratorhIBPOS_20140225

Einizh |

LCancel | << Beginning |

18. Click Next to automatically backup your database to this location.
You will see a backup successful message. Click OK.

19. Click Finish to exit the End of Day wizard window.
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Avoiding unwanted service items creating problems

Sometimes an item may be accidentally moved or changed in Reckon Accounts. When posting transactions from
POS, Reckon Accounts may have to create a new service item in the list to compensate for the changed item details
that no longer match what POS has in its database.

To avoid having a collection of unwanted items that are either not needed or doubling up, we suggest you run
a Reckon Accounts Transfer before creating an End of Day file. The transfer verifies the items in the pending
transactions in the database and follows these rules:

+ If the category/item name is found, then there is no problem.

« Ifthere is only one product with that item name found, then POS changes the category data in the transaction so
that it now points to the new location of the item.

If the category/item name is not found, then POS looks for the item name.

« If POS finds more than one product with the same item name and none of them match the category of the
original transaction row, a list shows all products that have that item name and change the transaction to the
one you choose. Or you have the option of not making a choice and POS creates an error log for this transaction.

If there is no product that has that item name you can save it for the error report.

At the end of the transfer, POS may display an error message that warns you there were some items that did not
match. You are given the choice to print a report on these items. The report shows items with No Match, No Match
- Left As Is and Successful Changes.

We strongly advise that you fix these items before running a Z-Read to create your End of Day file, otherwise all
No Match items are created as Service Items in Reckon Accounts. Once the changes have been made, you can run
another Transfer for POS to update your transactions before running the Z-Read.
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Getting support

Troubleshooting 215
Supported POS devices 217
Contacting Reckon 232

214

If something goes wrong with your computer or with POS, there are a few things that you can
check before calling for help.

Follow the guidelines in this chapter to ensure that there is nothing you can do to get POS
working. If your question is not answered in this chapter, use the Reckon contact details
provided to find support.



Troubleshooting

The following is a guide for some of the simple things you can do before you call your supplier for help.
If you need to call the supplier make sure that you have the following information handy when you make the call:
« Thetype of PC and its operating system. For example, Hewlett Packard, Pentium Processor with Windows 11
« The make and model of peripheral devices. For example, POS keyboard, Jarltech8011T
Precisely copy any system error messages that appeared on the screen to tell the support person the error
number and details

What do | do if?

The screen is blank
Check the following:
« The light below the monitor screen is showing
The monitor cords are all plugged in tightly at the power outlet and/or the PC
« The power is turned on

«  The computer is turned on

The computer isn’t working
Check the following:

The cords are plugged into the power point and it is turned on
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«  The computer is turned on
The monitor is on

« All the leads are firmly plugged into the sockets at the back of the PC

The keyboard doesn’t function
Check that the keyboard is firmly plugged into the correct port.

If you have a standard keyboard and your number pad is not working, check that the Num Lock light is on. If not,
press the Num Lock key.

The scanner isn’t working

Check the following:

+ Check the connection at the PC

« Check that the scanner has power

Check the setup in POS
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EFTPOS isn't working

Check the following:

« Run the self-test to ensure that the line is up
« Check all the connections to the PC

Check the setup in POS options

POS Terminal freezes after a transaction

An error may have occurred. Press the Esc key on the PC keyboard (if connected) to clear the error.

Everything freezes
There is usually nothing else that you can do but turn your computer off, wait a few moments and turn it back on.

Before Windows starts it scans the disk for any errors. Follow the instructions on the screen.

| forgot to complete end of day functions

You can complete them the following morning. If in doubt take an X-Read and complete end of day at the end of
THIS day.

Supported POS devices

If your peripheral device does not appear in the following lists, it does not mean POS cannot function with it. The
peripherals in the following list have a generic type that you can select from the options list.
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Devices that are compatible with POS using Universal Serial Bus (USB) ports are marked USB
compatible in the supported POS devices list below.

Some hardware devices need drivers or setup files. USB receipt printer drivers, touch keyboard drivers, POS
keyboard set up files, and related documentation can be found in the Support folder of the Point of Sale disc. The
Support folder also contains a recent version of Acrobat Reader, which can be installed and used to read pdf files.

Cash drawers

« Birch
Cash Bases ECD-435

« Cash Bases CDJ400
Casio DL2765

- CasioDL3615

+ Citizen CBM-3585DR
Citizen GC-52

«  DHTechnology PCU Cashluxe

+ Generic Cash Drawer
GoodSon GC-33

«  HPFK182AA /417807
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IBM SureOne 4614
Keycorp

Obvios c430-624S
Partner Tech 5E-415
POSBox cash drawer
POSiflex CR-3100
POSiflex CR-3104
POSiflex CR-3200
POSiflex CR-3204
POSiflex CR-4100
POSiflex CR-4104
POSiflex CR-4105 (USB compatible)
Senor GCDB424293MSA
Senor GCDB4141M9
Senor GCDB353593MSA
Senor KC-4141

TEC DRWST-51A

UMD Serial Power Trigger (use with a Communications Port only)
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« UMD USB Cash Drawer Trigger
Goodson GC-36
- Goodson GC-54

EFTPOS

+ Ingenico NPT 700 Series (V.3.21) for Westpac EFTPOS Extra
Ingenico PC-EFTPOS for ANZ, NAB, CBA, WBC, SUN, Travelex, St. G and BKW
+  KeyCorp K71i/K71 X Keypad for Comm2000
«  Quest EftPOS Plus/32 (most major banks)
Westpac Ingenico i5100
« BPQuest
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Customer display

Casio SA5000/5100 Customer Display
. Citizen C2201-PD
+ Citizen C2202-PD
DSP 800/850A
+  Epson DM-D101lI
Epson DM-D202lI
«  Firich VFD-202R
«  HPFK225AA /LD220 (USB)
IBM SureOne 4614
« Jarltech 8003
. Jarltech 8004
Keycorp CD5220-I1
+ Obvios FV-2029H
POS CD-7220
« POSiflex PD-200
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POSiflex PD-2100

POSiflex PD-2200

POSiflex PD-2300 (USB compatible)
RSD CD5220/CD6220

Sibnet Pole Display

Soteke VFD 2 Line 20 Character
Puritron 1CD2002

Senor GWD202UT22APB (USB)

Standard keyboards
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Casio SA5000

DigiPOS QM128A & KM032A (PC Keyboard Section)
DigiPOS QM128A (PC Keyboard Section)

IBM SureOne 4614 Keyboard

Keycorp K33 KeyStation

KSI Wombat Jr. KSI-1292 PC (PC Keyboard Section)
POSiflex KB-3200 (PC Keyboard Section)

POSiflex KB-6000 (PC Keyboard Section)

POSiflex KB-6200 (PC Keyboard Section)



« Standard 101

TiPro QM128A & KM032A (PC Keyboard Section)
« TiPro QM128A PC (PC Keyboard Section)
« UMDM264 K01 PC

Scanner

ASP Barcode Zapper CCD Scanner
+ Cino FuzzyScan FBC-3620 CCD Scanner
« Cino FuzzyScan FBC-3660 CCD Scanner
Cipher Lab 1021 CCD Scanner
« Cipher Lab 1266
Cipher Lab 1500 USB Barcode Scanner (with stand)
«  CompletePOS CCD Scanner
- Data Logic Catcher Omni directional scanner
Data Logic DLC7000 CCD Scanner
« Data Logic DLL5000 Laser Scanner
- Data Logic Gryphon DL100
Generic Barcode Scanner

« Hand Held Products IT3800g
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Hand Held Products [T3820U

HP EY022AA /417932 (USB)

Jarltech 2070C CCD Scanner

Jarltech Series 200x CCD Scanner
Keycorp CCD Scanner

Mayer Krieg Tysso CCD-84 Scanner
MetroLogic MS-6220 Laser Scanner
MetroLogic MS-951 Laser Scanner
Obvios OBS-2200 (rebadged Heron G)
Opticon ELT/XPT 5000 CCD Scanner
Opticon OPL 6735 Laser Scanner
Opticon XPT 3125 CCD Scanner

Partner Tech SC-NL101 USB laser scanner
Partner Tech SC-NL201 USB laser scanner
Partner Tech SC-NL4060 desktop USB Omnidirectional image scanner
POSiflex CD-2800 CCD Scanner

POSiflex CD-2820

POSiflex CD-2860 CCD Scanner



POSiflex LS-6000 Laser Scanner

PSC Duet Laser Scanner

PSC HS1250 Laser Scanner

PSC Magellan SL Laser Scanner

PSC QuickScan 1000 Laser Scanner

PSC QuickScan 6000 Laser Scanner
PSCVS1000 Laser Scanner

PSCVS1200 Laser Scanner

PSCVS800 Laser Scanner

Scantech Polaris P-7010 Scanner

Senor V-GSN-320UBO0O (USB)

Senor GST-351BTU (USB) Cordless Scanner
Senor GSN-697 Hands-Free USB Scanner
Sibnet 80mm CCD Scanner

Sobartek CCD Scanner

Symbol LS2104 Laser Scanner

Symbol LS2208 Laser Scanner

Symbol LS3203 Laser Scanner
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Symbol LS3603 Laser Scanner

Symbol LS4004 Laser Scanner

Symbol LS5700/5800 Laser Scanner

Symbol LS6004 Laser Scanner

Symbol LS9100 Laser Scanner

Symbol LS9203 Omni directional scanner
Symbol LS9208 Laser Scanner

Symbol LT1804 Laser Scanner

Welch Allyn Imageteam 3800 Laser Scanner
Welch Allyn Scanteam 3205 Series CCD Scanner
Welch Allyn Scanteam 3215 Series CCD Scanner
Welch Allyn Valueteam 3060/3080 CCD Scanner
Zebex Alpha 30 Omni-directional scanner
Zebex Alpha Series scanner (alpha 50,60,70)
Zebex ZB 2200 AM CCD Scanner



POS keyboards

Some keyboards have a file that needs to be imported to the programmable keyboard before
you can program keys in POS. The files are located in the Support folder of the POS disc.

DigiPOS KM064A
+ DigiPOS KM064A/KB064A & KM032A/KB032A
DigiPOS KM096A
+ DigiPOS KM096A/KB096A & KM032A/KB032A
« DigiPOS KM128A
DigiPOS KM128A/KB128A & KM032A/KB032A
- DigiPOS QM128A
DigiPOS QM128A & KM032A (POS Keyboard Section)
 Jarltech 8011M
« Jarltech 8011T
KSI Wombat Jr. KSI-1292
+  OmniKey OMC3200
«  Omron KD75-02
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.« POSiflex KB-3200
POSiflex2100
- POSiflex3000
.« POSiflex3100
RSD ProKey 128
+  TiPro KM064A
+  TiPro KM064A/KB0O64A & KM032A/KB032A
TiPro KM096A
+  TiPro KM096A/KB096A & KM032A/KB032A
TiPro KM128A
« TiPro KM128A/KB128A & KM032A/KB032A
« TiProQM128A
TiPro QM128A & KM032A (POS Keyboard Section)
- UMDM264K00
« UMDM264K01
UMDM264S

Receipt printers

+ Citizen CTS2000
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Axiohm A470

Axiohm A711

Axiohm A714

Axiohm A715

Axiohm A793

Axiohm A794

Casio SA5000 Receipt Printer
Casio SA5100 Receipt Printer
Citizen 500/501 - Dot matrix (Serial)
Citizen CBM1000

Citizen CBM230/231

Citizen CBM-253

Citizen iDP3210

Citizen iDP3221

Citizen iDP3420/3421/3423
Citizen iDP3540/3541

Citizen iDP3550/3551

Citizen iDP460
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Custom DPT-282

Custom Kube (USB compatible and Serial)
Epson TM-J2100

Epson TM-T20 (USB)

Epson TM-T85

Epson TMT88 Il Thermal (Serial)

Epson TM-T88II|

Epson TM-T88IV (USB compatible and Serial)
Epson TM-T88V (USB compatible and Serial)
Epson TM-T90

Epson TM-U200D

Epson TM-U210B

Epson TM-U220 (Serial and Ethernet)

Epson TM-U300A/300B

Epson TM-U300D

HP FK224AA / A799 (USB to HP PC)

IBM SureMark 4610-TF6

IBM SureOne Thermal



Javelin J-POS88 Thermal (Serial)
Keycorp/PeriPheron Receipt Master 2000

NCR RealPOS 7197

Obvios ORP - 800 (USB compatible and Serial)
Partner Tech RP-100-300II (serial, USB and ethernet)
POSiflex PP-1200

POSiflex PP-3000

POSiflex PP-4000

POSiflex PP-5600B

POSiflex PP-5600D

POSiflex PP-7000 (USB compatible and Serial)
Sam4 SAM4S-20 (Serial)

SamSung SRP-350

Samsung/Bixolon SRP-370/372 and SRP-275 - Thermal - (Serial)
Senor GTP-290B3 (USB)

Senor TP100 (Serial, USB & Ethernet)

Star TSP143 Thermal (Serial and USB compatible)
Star TSP200

Star SP216FD42
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Contacting Reckon

Australia

232

Product
Registration

Customer
Service and
Reckon Sales

General
Product
Information

Technical
Support

Products can be registered online or by telephone.

For pre-sale, product specific information, to purchase
an upgrade, for order inquiries or information on Reckon
Advantage and so on.

For general product information and FAQs.

To speak immediately to a technical support representative,
call Reckon. This is a service that attracts a small per-minute
charge. (Charges include GST and only commence once you
are connected to a technical support representative).

Advantage customers receive free technical support for the
duration of their membership.

Search the Reckon Knowledge Browser for answers to
common questions.

Reckon Training provides classroom training to assist you in
getting the most from your software.

http://registration.reckon.com
1300 650 061

Call: 1800 732 566
Email: customerservice@reckon.com
Fax: 02 9577 5557

Visit: http://www.reckon.com.

Call: 1902 223 101

Call costs subject to change.
See Reckon Support

Refer to your Advantage Welcome Pack for
information on free Technical Support

Reckon Help

Call: 1300 655 975


https://help.reckon.com/
jamaielc
Typewritten Text

jamaielc
Typewritten Text

https://registration.reckon.com/

Reckon Reckon offers a range of stationery that works with your
Stationery Reckon software. Cheques, invoices, pay slips and more -
helps deliver the most from your accounting software!

Update your | Keep your details current so we can keep you up to date on

details product developments and important software changes.
Postal Reckon postal address to send software orders as well as
Address any other written correspondence.

Web Address = www.reckon.com

New Zealand
Product Registration http://registration.reckon.com
Call:
0800 933 606 or from abroad, +64 9 489 9440
Customer Service Call: 0800 414 3650
Email: presales@reckon.co.nz
Web: www.reckon.co.nz
Technical Support Call:

0800 933 666 (attracts small charge per incident)

Charges are higher from public and mobile phones.

Web: www.reckon.co.nz

Call: 1300 301 166
Fax your orders: 1300 131 972

Update your details online at
http://members.reckon.com.au

Reckon Australia
Locked Bag 7522
McMahons Point NSW 2060
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End User Licence Agreement
THIS IS AN IMPORTANT DOCUMENT. PLEASE READ IT CAREFULLY.

Please review the Reckon Terms & Conditions available here.

Reckon, Reckon Logo and R logos are trademarks of Reckon Ltd.
Software Copyright © 2024, Reckon Ltd.

All rights reserved.
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