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CHAPTER 1 About This Guide

Overview

Note: The rebranding for the latest version of this documentation set is in development as
part of post MICROS acquisition activities. References to former MICROS product
names may exist throughout this existing documentation set.

Store21™ is a point-of-sale (POS) application for use in store registers. Store21 is used to
perform standard POS functionality, including sales, layaways, send sales, and returns.
Additionally, Store21 is provides other services, including deals, discounts, inventory
tracking, time cards, loyalty programs, and more.

Audience

This manual describes the use of Store21 in a management environment. This manual is
intended for use by managers and technical personnel who need to know and understand
Store21 processes. This manual assumes that the reader has some basic knowledge of
computers and their use.

Assumptions

This manual assumes that Store21 is installed, configured properly, and running. This
manual also assumes that data has been populated in the database and the system has
connectivity to the central database server.

About This Manual

The following chapters are available in this manual:

e "Screen Conventions” on page 3 explains the terminology used in this manual and the
methods for using the screens, menus, and fields in Store21.

e “Administrative Menu Functions” on page 15 describes the functions available through
the Administrative Menu and the procedures for using those functions.

e "Manager Functions” on page 59 describes the procedures for several manager-specific
functions performed through Store21.

e "Register Open” on page 85 provides step-by-step procedures required when opening a
Store21 register.

e “Cash Drawer Management” on page 97 provides the procedures necessary for
managing cash drawers and tenders.

e “Employee Records” on page 161 offers procedures for creating and maintaining
employee records in Store21.

Overview 1
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e “Timecard Maintenance” on page 207 explains the procedures for maintaining timecard
information in Store21.

e “Payroll Records” on page 217 offers step-by-step procedures for maintaining payroll
records in Store21.

e “Special Transactions” on page 229 provides procedures for performing management
functions on special transactions.

e “Scheduling and Goals” on page 249 explains the methods for creating and maintaining
schedules and employee goals in Store21.

e “Customer Information” on page 273 describes the procedures for performing
management functions on customer records.

e “Electronic Journal” on page 289 provides the procedures used to search for information
in the Electronic Journal.

e “Parameters Menu” on page 301 describes the methods for closing the system and
starting and stopping peripherals through Store21.

e “Credit Services” on page 317 describes the methods for managing Credit Services
through Store21.

e "System Close” on page 339 explains how to shut down the Store21 system.

Additional Information

Store21 User Manual - Describes the procedures required to perform transaction entry,
tendering, and other miscellaneous functions performed by cashiers and store associates on
a day-to-day basis.

Store21 Manager's Guide - Describes the procedures required for performing the
manager-level functions available within Store21. These procedures include the maintenance
of Time and Attendance records, using the Electronic Journal, Scheduling, and many other
manager activities.

Store21 Shipping, Receiving, and Inventory Manual - Describes the procedures
required to perform the closely-related functions of shipping, receiving, and inventory
control.

Store21 Technical Guide - This book provides a summary of all new features for the
software version and the new/modified/deleted configurable (code and code value)
definitions and settings. It includes modifications to the table structures, indexes, references,
views, triggers, etc. at the programmer and implementation personnel level.

Store21 File Interface Guide - This book is a data dictionary for the files that are
downloaded by Store21 systems and uploaded to corporate. The files used to process
updates to Store21 operating tables are described in this document. This document is
intended for programmers and implementation personnel.

Store21 TLog Interface Guide - This book is a data dictionary for the Transaction Log
(TLog) files that are created by Store21 systems and uploaded to corporate. The Transaction
Log contains information describing all the transactions performed by a Store21 system. This
document is intended for programmers and implementation personnel.

2 Overview
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CHAPTER 2 Screen Conventions

Overview

This section focuses on learning your way around Store21. You will learn about the types of
screen conventions used to initiate Store21 features:

e  Function Buttons

e Focus Bar

e Message Box

e List Box

e Search Form

e Data Entry Box

e Alert Message

e System Information Prompt
e Touch Screen Menu

Provided in this section are brief descriptions and examples of the conventions. Once you are
familiar with them, you will have a good understanding of how to use Store21.

Overview 3



Chapter 2: Screen Conventions Store21® 4.71

Function Buttons

Function Buttons indicate which keyboard function keys to press to initiate actions. The
Function Names list the available actions. The function names and the function buttons
display along the bottom of the screen. It is important to point out that the description and
functionality of the buttons change depending on the process.

Employee Selection [ | |

Employees Clocked In Last Sale
i Transaction ID:
Customer:
Sale Amount:
Tender Amount:

Change:

Function
Buttons
/ Employse ID for Register | [N
= Enter Employee ID
Function ;
Name ‘\Eg” ! | F3IF4|| | | FTIFB'I Fo [F10] F11|F12]
Clock  Change Price Menu
In/Out Passwird Verify
Register 1 Northpark | 5/16/2006 5:20 pm

Figure 2-1: Function Button Example

¢ Function Buttons — initiate the action and indicate which keyboard function key to
press. Also referred to as Function Keys

. Function Names — lists the available Store21 actions

4 Function Buttons
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Focus Bar

The focus bar is the main communication area on the screen. Located just above the function
buttons, the focus bar contains a message area and a text box.

e Message Area — prompts the user for information on the focus bar.

e Text Box — provides a location on the focus bar to enter information. By following
the instructions in the message area, you enter clock-in, log-in, or transactional
information.

Message Area Ployee L Tor e 100 Text Box

Figure 2-2: Focus Bar - Enter Employee ID

The focus bar uses colors to indicate the specific function. The color of the focus bar helps
associates quickly identify the proper transaction type, helping to reduce transaction errors:

e Purple — change password, layaways

e Teal — tender entry

e Yellow — clock-in information

e Medium Blue — sales items

e Red — return merchandise

e Dark Blue — send sales, log-in information

e Dark Green — Locate/Orders

e Gray — edit mode

Note: Individual customers may change the color of the focus bars. The examples shown
are taken from the base version of the Store21 software.

Using the Focus Bar

In the example that follows, the message area prompts for an Employee ID and password.
The [ENTER] key is normally used to accept information entered into the focus bar.

1. At the Employee Selection screen, the focus bar prompts for an Employee ID.

Employee ID for Register
. = Enter Employee ID 100

Figure 2-3: Focus Bar - Enter Employee ID

Focus Bar 5
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2. Key in the Employee ID then press [ENTER]. The focus bar prompts for a password.

Employee ID for Register

43— Enter Password

Figure 2-4: Focus Bar - Enter Password

3. Key in the password then press [ENTER]. Store21 opens the sales screen and displays
the Associates Credited with Sale window.

Register | Martha Manager (100) |
# Type ItemID Description Qty Price Tax

Amount Due

Mgr Associates

W 9000 Johnson, Joe
W 100 Manager, Martha
m 3 Anderson, Lynn
m 107 Berry, Chuck

Associates Credited with Sale

1
2)

Page
Up

Cancel Page [k Next Assoc
Down Current
Emp

Item Count 0

Sale $0.00 otal $0.00

Figure 2-5: Sales Screen and Associates Credited Window

6 Focus Bar
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Message Box

A message box requests confirmation or cancellation of an action. A message box appears
automatically when you initiate a task that requires confirmation. The message box contains:

e Message Area — contains the confirmation request
¢ Function Buttons — initiate the action and indicate which keyboard key to press

¢ Response Option(s) — lists the available answers

RES3050 |- u n ctl o n
Press ¥ to Clock IN for Buttons
Message Area NEW task OR
N to Clock OIT. RESponse
“ Options

Yes No

Figure 2-6: Message Box Example

Using a Message Box

In this example, the Message Box requests an employee’s clock-in confirmation.

1. At the Employee Selection screen, press [F2]. The focus bar prompts for an Employee
ID.

Employee ID for Clock In/Qut
= Enter Employee ID

Figure 2-7: Focus Bar - Clock-in/out

2. Key in the appropriate Employee ID, then press [ENTER]. The focus bar then prompts
for a password.

Employee ID for Clock In/Qut
4— Enter Password

Figure 2-8: Focus Bar - Clock-in/out Password

3. Key in the appropriate password, then press [ENTER]. The message box will display this
confirmation request.

Press Y to Clock IN for
NEW task OR

N to Clock OUT.

5

Yes No

Figure 2-9: Message Box - Clock-In/Out

4. Press [Y], Yes, to confirm the clock in. The Type of Hours list box displays.

Message Box 7
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List Box

A list box is an itemized selection box that automatically appears when you must select a
parameter. It will also appear when you press a look-up key, such as [F2]. The list box
contains:

e Selection Description — explains what you are selecting
e List of Selections — itemizes the available choices
¢ Function Buttons — initiate the action and indicate which keyboard key to press

¢ Function Names— identify the available actions

MENU 140

Please Select Type of Hours to Log Selection
Seling Time Description
Stock Room
Paper Work
Lunch
Sick
Vacation
List of Function Buttons
Selections

Hu m Function Names

Cancel Highlight Choice To Select

Figure 2-10: List Box Example

Note: Contents of List Boxes are determined by the home office.

Using a List Box

The example that follows completes the clock-in procedure from “Using a Message Box” on
page 7.
1. In the Type of Hours list box shown above, highlight the appropriate hour type.

Note: Throughout this text, the word “highlight” means to press the up/down or right/left
arrow keys on the keyboard to select the appropriate option in a list box.

2. Press [ENTER]. The clock-in information displays on the Employee Selection screen.

Employee Selection |

' Emploflees Clocked In

Manager, Martha B:30 pm Selling Time

Figure 2-11: Employee Selection Screen Showing Employees Clocked In

8 List Box
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Search Form

In a Search Form, you enter parameters, or criteria, to initiate a database search; it
automatically appears when the system requires specific information from you. The search
form contains:

e Search Description — identifies the category of your search

e Search Parameters — shows the options available to initiate a search

e Search Fields — provide data-entry areas

¢ Function Buttons —indicate which keyboard key to press and initiates the action

e Function Names — identify the available search actions

o
A Customer Search a Search
- ’ Description

Customer ID:
Last Name: i
_ Search Fields

First Name:
City:

Postal Code: Function

Search : Buttons

Parameters

, Function
B RREE EEEE | Names

Cancel Help Empl Add Cust Clear ListAll Execute
Search Sale Search Search

Figure 2-12: Search Form Example

Search Commands

The search commands common to all types of search forms include:
e [F1], Help — displays a help message, if available
e [F6], Clear Search — removes all parameters from the search form
e [F7], List All — lists all, when available
e [F8], Execute Search — initiates the search

e Other search-type specific commands will show as applicable

Notes:

e To initiate a search, you need only the first few letters or numbers in the
appropriate search parameter(s).

e If you do not know the first letter or number, enter a percent sign (%) before
the characters you do know. For example, if you key in “%john” into the
Customer Name field, the search result will be names with the letters “john” in
them, such as Johns, Johnson, Little john, etc.

e The more parameters you enter, the narrower the search.

Search Form 9
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e If there is not a match to one of the parameters, the system uses the remaining
parameters to conduct a broader search.

e If the system cannot find any matches, a message appears.

Using Search Boxes

The example that follows reflects using the customer search form.

1. In the Last Name and/or First Name field, key in the customer’s name.

Customer Search a

Customer ID:
Last Name:
First Name:

City:

Postal Code:
Phone Number:

Escffl il rafes el s frs | F7 ] Fs)

Cancel Help Empl Add Cust Clear ListAll Execute
Search Sale Search Search

Figure 2-13: Search Form Example

Note: Press [ENTER] to move between the fields.

2. Press [F8], Execute Search. A list of customers displays who meet your parameters.

10 Search Form
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Data Entry Box

The data entry box is an information input form. This form requires specific information
about the initiated activity. data entry boxes contain:

e Selection Description — defines the type of information
e Information Field — provides entry locations for the required information
¢ Function Buttons — initiate the action and indicate which keyboard key to press

¢ Function Names — identify the available actions

Selection [ Tax Fxempt Customer Information

e Information
Description * Transaction:|39918 / o
* Customer Name: [Findley [Rebecca [

* Address:|123 Main St

* City-[Solon * State:

\

| *Zip Code:[44121
* Reason:| |
Function [~ * Tax Exempt #:
Buttons *Requie - Function
\M\ﬁmj ‘ F2] ‘ Fa] ‘ Enter “]‘/ Names
Cancel Save To move to ne
Tax item

Figure 2-14: Data Entry Box Example

Using a Data Entry Box

The example that follows is part of a tax-exempt sales transaction.

1. At the Tender list box, press [F6], Change Tax. The system displays the Tax Exempt
Customer Information box.

Tax Exempt Customer Information

* Transaction:|39918

* Customer Name:|FindIey |Rebecca |
* Address:[123 Main St

|
= City- [Solon = State [off] | *Zip Code [44121

* Reason:| |

* Tax Exempt #:

*Required Field

Esc| 'F2||F8| | Enter |

Cancel Save To move to next
Tax item

Figure 2-15: Tax Exempt Customer Information
Red text in the description field indicates that the field must be filled in prior to saving
the data.

2. Key in the required information, then press [F8], Save, to save the data. The
transaction is now tax exempt.

Data Entry Box 11
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Alerts

System Alerts are visual indicators generated by the system to notify managers and sales
associates of activities that require attention. The Alerts are highly configurable and combine
color, text, and icons to indicate the priority level of the Alert. Icons appear to the right of the
message, showing the priority level of the current messages. The icons are displayed going
left to right, beginning with the highest priority.

— — N\
Erleyes Seociol T T ) |
EMPLOYEES CLOCKED IN LAST SALE

Figure 2-16: Alert Example
1. Alerts display when the system detects that there is an activity or transaction that needs
the attention of a store associate.

2. Once an Alert is indicated on the item screen, an associate can display the Action Items
shown below by pressing [F9], Alerts.

Esc FI1JF2{ F3 | F4 I F5 )] F6 | F7 ‘8 I F9 F‘J F11§ F12
Emp Help  Flash Manager Task Pr¥ Alerts / Register
Select Sales Menu  Maint Veri

Figure 2-17: Alerts Function Button

Note: The ability to repsond to an Alert will depend upon the store associate’s position and
assigned security level. For example, if a sales associate is not authorized to
process an order from another store, he/she will not be able to respond to the Alert
that indicates a new order request is waiting.

Please Select Type of Hours to Log

Selling Time
Stock Room
Paper Work
Lunch

Sick
Vacation

Cancel Highlight Choice To Select

Figure 2-18: Alert Action Items

12 Alerts
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System Information Prompts

Throughout Store21, the system will display an information message indicating the system is
processing a request or transaction.

The following prompt displays during a customer search.

Figure 2-19: Please Wait Message

It is important to wait for the system to re-prompt for the next step.

During the tender process, the system will prompt you to remove and insert Gift Certificates,
Checks, Travelers Checks, and other tenders, depending upon the tender selected. Wait and
read each prompt carefully to ensure that the correct tender is franked with the correct

information.

System Information Prompts 13
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Touch Screen Functionality

Touch screen Functionality in Store21 is a configurable option. The touch screen shows the
keyboard, number pad and function keys on the screen. Throughout the system, touch the
spot on the monitor where the function key or function name displays. The functionality of
the Store21 register system remains the same. In addition to touching the monitor, you can
select the appropriate functions by using a mouse to point to a selection and clicking the left
mouse button. Figure 2-20 is an example of the touch screen.

The F-key functionality of the keyboard has been incorporated into the function buttons along
the right side of the screen monitor.

Employee Selection | | 6/11/2006 6:45 pm @B
I -~y - - - Goto Menu21
Employees Clocked In Last Sale oto Henu
Manager, Martha 530 pra Selling Time 5 Tf?'"sé'ﬂiol' 1D:
| 15t = .
i ";“:’0““:':: Help Clock InfOut Fu nctlon
Tender Amount: Ke s
Change: o - Y
Register Message o6 | Passwrd A/
Price Verify
Touch /’Employee ID for Register
Menu
Keyboard = Enter Employee ID
Number
N
\w E|R| T | Y | uU ol 1123 / Pad
A S D F G H J K L CE |PGUP 4 5 6
TAB z X (o4 v B N M . 5 PG DN 7 8 9
Spec. Version
ESC | Keys |CAPS| / SPACE BAR o | 3 6 4 0 ENTER

Figure 2-20: Employee Selection Screen with Touch Screen Enabled

Note: The Touch screen functionality requires the use of a monitor set to 1024 x 768
resolution.

14 Touch Screen Functionality
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CHAPTER 3 Administrative Menu
Functions

Overview

Several Back Office services are available in Store21 and are divided into separate menus.
This chapter describes the services that are included in the Administrative Menu.

The selections at this menu include register functions, reports, and using other applications.
The instructions include step-by-step details and the optional choices that are available for
each selection within the group:

e Access the Top of Menu e Register Message Maintenance

e Access the Administrative Menu Exchange Rate Maintenance

e Register Close e Store21 E-Mail

e No Sale e MS Excel

e Petty Cash In e MS Outlook

e  Petty Cash Out e  Spiff Paid Out

e Post Void e Tag Order

e  Print Gift Receipt e Tender Exchange
e  Reprint Transaction e Training Mode

See also: For information describing Email communication in Store21, see the Store21 User
Manual.

Overview 15
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Access the Top of Menu

The Back Office functions require store employees to open the Menu screen which is where
the Top of Menu is located. It is accessible from the Employee Selection screen or from the
Resister screen. The methods are slightly different from one another.

From the Employee Selection Screen

When you attempt to access the Top of Menu from the Employee Selection screen, the focus
bar prompts for an Employee ID and Password.

Menu

Oed

Cash Drawer Management...
Administrative...

Customer Information...
Electronic Journal

Employee Information...

Intranet Browser

Inventory Control...

Employee  Highlight
Selection Choice

= O

To Select

| F1] FZ]F3IF4“ F5]F6'F7] F8]|F9]F10l

1|Fr]

Help  Flash Manager Task
Sales  Menu  Maint

Price
Verify

Alerts

Register

Figure 3-1: Employee Selection Screen

1. Press [F12], Menu.
The color of the focus bar changes to blue.
Employee ID for Menu
Figure 3-2: Employee ID for Menu Focus Bar
3. Enter your employee ID. The Password focus bar displays.
Employee ID for Menu
Figure 3-3: Password for Menu Focus Bar
4. Enter your password. The Top of Menu displays.
16
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From the Register Screen

When you attempt to access the Top of Menu from the Register screen, the System Security

data input form appears.

Register | 1 New Tasks-Go to BackOffice [

#Type ItemID Description Qty Price Tax

Item Count

Sale $0.00 Tax $0.00 Total $0.0

Press Enter to tender

Sale
f Scan or Key Item

Amount Due

0

0

=

FO §F10§ F1 § F12

ltem  Cust Resu
Search Search

I F1l FZI F3l F4l| FSI FBI FTI F8|
Ball Hon

Help Layaway Send Return
sale

Employee

Selection Inquiry  Mdse

Figure 3-4: Register Screen

1. Press [F12], Menu. The System Security input form displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

I

Password

Continue

Figure 3-5: System Security Input Form

2. Enter your Employee ID and Password. Press [ENTER]. The Top of Menu displays.

Access the Top of Menu
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Top of Menu

This is the Menu screen with the Top of Menu. All managerial and non-sale transactions are
accessible through this screen/menu.

Menu O

Top of Menu

Cash Drawer Management...
Administrative...

Customer Information...
Electronic Journal
Employee Information...
Intranet Browser

Inventory Control...

Employee  Highlight To Select
Selection Choice

I F1‘ FZI F3‘El| FSI FE' F7I F8|IFQIF1DIF11‘F12‘

Help  Flash Manager Task Price Alerts Register
Sales  Menu  Maint Verify

Figure 3-6: Menu Screen with Top of Menu

Note: When attempting to access Top of Menu, employees without the authorized
security level will see a message stating that they cannot perform the operation and
will be returned to the Employee Selection screen.

18 Access the Top of Menu
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Access the Administrative Menu

Access the Administrative menu for activities involving miscellaneous register functions such

as No Sale, Petty Cash In/Out, as well as accessing other software programs such as MS

Outlook, MS Excel, and MS Word.

See also: "“Access the Top of Menu” on page 16.

1. From the Top of Menu, highlight Administrative.

Menu

Electronic Journal

Employee Information...
Intranet Browser
Inventary Control...

Employee  Highlight To Select
Selection Choice

| 23R BB B EE R E EE

Sales

Help Flash Manager Task Price Alerts Register
Menu  Maint Verify

Figure 3-7: Top of Menu - Administrative

2. Press [ENTER].

The Administrative Menu displays.

o

o~ o s w N

Administrative...

Register Close
No Sale

Petty Cash In
Petty Cash Out
Post Void

Print Gift Receipt

Reprint Transaction
Register Message Maint

Store Traffic Maintenance...

10 Exchange Rate Maintenance
11 E-Mail

12 MS Excel

13 M8 Outlook

14 Spiff Paid Out

15 Tag Order

16 Tender Exchange

17 Training

Back 1 Highlight To Select
Menu Choice

Figure 3-8: Administrative Menu

3. Use the scroll bar to locate the desired function and press [ENTER] to initiate it.

Access the Administrative Menu

19
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Register Close

Performing the Register Close process is required for both Register Accounting and Till
Accounting modes. Ensure the cash drawer is counted or all tills are removed. This process is
required in order to perform a system close procedure at the end of the day.

1. From the Top of Menu, highlight Administrative and press [ENTER]. The
Administrative menu displays.

Top of Menu '
Administrative...
2

Register Close
No Sale

Petty Cash In
Petty Cash Out

Post Void
Print Gift Receipt
Reprint Transaction

Back 1 Highlight To Select
Menu Choice

Figure 3-9: Administrative Menu

2. Highlight Register Close and press [ENTER].

If the cash drawer has not been counted or the till not removed, an error message
displays.

This till must be reconciled.

To Continue

Figure 3-10: Register Close Error Message

Press [ENTER]. The system returns to the Administrative menu.
3. If the cash drawer has been counted, the following confirmation displays:

Is this your Final Close for
the Day?

(Choose Yes if you are Closing the Store.)

0

) (] No

Figure 3-11: Final Close Confirmation Message

e Press [Y], Yes, if this is the Final Close for the Day. The system will clock out the
employees from the register and close the register. It cannot be restarted for the
same business day. See “Initiate System Close” on page 340 for more information.

e Press [N], No, if this is not the Final Close. The system shuts down, but does not
clock out the employees from the register, and it can be restarted.

20 Register Close
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No Sale

Use the No Sale function to open the cash drawer of a register.
See also: "Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight No Sale and press [ENTER].
. Administrative...

1 Register Close
Petty Cash In
Petty Cash Out
Post Void

Print Gift Receipt
Reprint Transaction

B oS e

Back 1 Highlight To Select
Menu Choice

Figure 3-12: Administrative Menu - No Sale

The No Sale screen displays with the No Sale Reason list.

Select No Sale Reason

Get Money for Paid Out
Get Paychecks/Stamps
Give Change

Cancel Highlight Choice To Select

Figure 3-13: No Sale Reason List

2. Highlight the appropriate reason and press [ENTER]. The cash drawer opens, and a ‘No
Sale’ receipt prints with the reason the drawer was opened.

No Sale 21
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Petty Cash In

Record any cash put into the cash drawer(s) that is not a result of a sale transaction.
See also: "Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight Petty Cash In and press [ENTER].

Administrative...

Register Close
No Sale

Petty Cash In
Petty Cash Cut
Post Void

Print Gift Receipt
Reprint Transaction

B oE e

Back 1 Highlight To Select
Menu Choice

Figure 3-14: Administrative Menu - Petty Cash In

The Petty Cash data entry form displays with the cursor in the Petty Cash Reason field.

Petty Cash In | Martha Manager (100) |

Petty Cash In Information

*Petty Cash Reason: |

*Petty Cash Amount: |

Additional Comments: |

*Required Field

E“ Filr | r]ra]|rs|rs ] rr|rs]|rorio]ri1]Fr2)

Exit Help Lookup Save Register

Figure 3-15: Administrative Menu - Petty Cash In

2. With the cursor in the Petty Cash Reason field, press [F2], Lookup. This is a required
field.

22 Petty Cash In
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The Petty Cash In reason code lis

VLD107

t displays.

Petty Cash Reason Lookup

Cancel

Figure 3-

Highlight the appropriate reason

Money Found In Store

Petty Cash Replenishment
Change From Travel/Auto Expens
Change Fram Training/Meetings
Other

Highlight Choice To Select

16: Petty Cash Reason List

code and press [ENTER].

The Petty Cash data entry form displays with the reason code entered into the field.

Amount. Key in the cash amount

without a decimal point.

Press [TAB] or [ENTER] to move the cursor to the next required field, Petty Cash

Note:

Store21 assumes that the last two digits entered are the decimal (cents).

5.

brief, helpful description as to the origin of the cash.

Press [TAB] or [ENTER] to move the cursor to the Additional Comments field. Key in a

Peity Cash In |

[

*Petty Cash

“Petty Cash

Additional Comments:

*Required Field

Petty Cash In Information

Reason: [11 [Money Found In Store

Amount: [500

|§“H]F2|F3

IF4IIF5IFBIFTI

78 | [ Fo JF10]F11]
Save

F1z|

Exit Help

Register

Figure 3-17: Petty Cash In Data Entry Form

Depending upon the reason code that was entered, input into the Comments field may or
may not be required by the home office. The labels of required fields are red with an

asterisk next to them.

comment is saved and the system proceeds to the next step.

b.
Save, without entering a co

mment.

If you enter any characters into the comments field and press [F8], Save, the

If entering a comment is not required for the reason code, you can press [F8],

Petty Cash In

23
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c. If a comment is required for the selected reason code and you press [F8], Save,
without entering any characters into the comments field, an error message displays.

WLD330

"Additional Comments"
cannot be blank.

To Continue

Figure 3-18: Petty Cash Comments Error Message

1) Press [ENTER], To Continue.
2) Type a comment into the Additional Comments field.

6. Press [F8], Save. A confirmation prompt displays.

MSG4900

The value $20.00 was
entered. Is this correct?

Choose Yes to continue or No to enter a
new value.

(v N

Yes No

I
Figure 3-19: Petty Cash Confirmation

7. Respond to the prompt:
a. Press [N], No, to return to the data entry form.
b. Press [Y], Yes. The information is sent to the receipt printer, labeled ‘Petty Cash In’
prints each of the line items.

A prompt displays that provides the choice to complete the transaction or to add another
petty cash item.

TILL2110

Is this transaction
complete?
Press Yes to save and exit, or Press No to

resume.

v~

Yes No

Figure 3-20: Petty Cash Transaction Complete Prompt

a. Press [N], No. The Petty Cash data entry form displays (Figure 3-17).

b. Press [Y], Yes. The information is sent to the receipt printer, and a receipt labeled
‘Petty Cash In’ prints.

8. Store21l returns to the Administrative menu.

24 Petty Cash In
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Petty Cash Out

Record any cash removed from the cash drawer(s) that is not a result of a sale transaction.
See also: "Access the Administrative Menu” on page 19
1. From the Administrative menu, highlight Petty Cash Out and press [ENTER].

Administrative...

Register Close
No Sale
Petty Cash In
Petty Cash Out
Post Void

Print Gift Receipt
Reprint Transaction

~N o O W N =

Back 1 Highlight To Select
Menu Choice

Figure 3-21: Administrative Menu - Petty Cash Out

The Petty Cash data entry form displays with the cursor in the Petty Cash Reason field.

Petty Cash Out | Martha Manager (100) |

Petty Cash Out Information

*Petty Cash Reason: |

*Petty Cash Amount: |

*Additional Comments: |

"Required Field

E“ Fil e rsfra ]| rs|rs | rr | re ]| rofrio]F11]rrz]
Help Save

Exit Register

Figure 3-22: Petty Cash Out - Data Entry Form

Petty Cash Out 25
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2. Press [F2], Lookup, to open the Petty Cash list. The reason codes are determined by
the home office. This is a required field.

VLD107

Petty Cash Reason Lookup

Postage/Freight
Supplies
Merchandise Repairs
Travel/Auto Expense
Public Relations
Training/Meetings

Qther
Contest/SPIFF
Contract Labor

H EE ESN

Cancel Highlight Choice To Select

Figure 3-23: Petty Cash Out Reason List

3. Highlight the appropriate reason code and press [ENTER]. The Petty Cash data entry
form displays with the reason code entered into the field.

4. Press [TAB] or [ENTER] to move the cursor to the next required field, Petty Cash
Amount. Key in the cash amount without a decimal point.

5. Press [TAB] or [ENTER] to move the cursor to the Additional Comments field.

Depending upon the reason code that was entered, input into the Comments field may
be required by the home office. The labels of required fields are red, and an asterisk
appears next to it.

6. Press [F8], Save. A confirmation prompt displays.

MSG4900

The value $4.60 was
entered. Is this correct?
Choose Yes to continue or No to enter a

new value.

v~

Yes No

Figure 3-24: Petty Cash Confirmation

7. Respond to the prompt:
a. Press [N], No, to return to the data entry form and reenter the amount.

b. Press [Y], Yes, to complete this line item.

26 Petty Cash Out



Store21® 4.71 Manager’s Guide

A prompt displays that provides the choice to complete the transaction or to add another
petty cash item.

Is this transaction
complete?
Press Yes to save and exit, or Press No to

resume.

v~

Yes No

Figure 3-25: Petty Cash Transaction Complete Prompt

a. Press [N], No. The Petty Cash data entry form displays (Figure 3-22).

b. Press [Y], Yes. The information is sent to the receipt printer, and a receipt labeled
‘Petty Cash Out’ prints each of the line items.

8. Store21 returns to the Administrative menu.

Petty Cash Out 27
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Post Void

Initiating a Post Void transaction cancels a previously-completed transaction. It is necessary
to have the transaction number.

l Transactions can only be post voided on the same day they were
created.
[

See also: “"Access the Administrative Menu” on page 19

1.

From the Administrative menu, highlight Post Void and press [ENTER].

Administrative...

1 Register Close
2 No Sale

3 Petty CashIn
4 Petty Cash Out

5 Post Void

6 Print Gift Receipt
7 Reprint Transaction

N NS e

Back 1 Highlight To Select
Menu Choice

Figure 3-26: Administrative Menu - Post Void

The Transaction ID input form displays.

TRSV220

Enter Transaction ID

85624

Cancel Continue

Figure 3-27: Post Void - Transaction ID Input Form

28
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2. Key in the transaction number and press [ENTER]. The transaction details display.

Post Void | 0D
Register 1 Date 5/20/2006
Cashier 100 Time 12:19:11 PM
Transaction 308
Petty Cash In
Tender Items
Tender Type Amount
Taxable Amount
Money Found In Store 5.00
Total Amount 5.00
| Flr2]r]re || 5| rs | F7 ] Fe || F9|F10|F11IF12|
Exit Help New Void
Trans Trans

Figure 3-28: Post Void Screen - Transaction Details

3. Press [F7], Void Trans. The Select Void Reason list displays.

TRSV390

Select Void Reason

Customer Cancel
rong Sales Person

Person Decided Not To Purchase
rong SKU

Cancel Highlight Choice To Select

Figure 3-29: Post Void Reason List

4. Highlight the appropriate Post Void reason and press [ENTER]. The confirmation
message displays.

Transaction successfully
Voided.

To Continue

Figure 3-30: Post Void Successful

5. Press [ENTER] to return to the Administrative menu.

Post Void
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Print Gift Receipt

At the conclusion of a sale transaction, Store21 provides the opportunity to print a Gift
Receipt. If the employee responds ‘'Y’ at the original Sale Complete prompt and the
transaction closes, the gift receipt can be printed from the Administrative menu. A gift
receipt will print only one time per item.

See also: "Access the Administrative Menu” on page 19
1. From the Administrative menu, highlight Print Gift Receipt and press [ENTER].

Administrative...

1 Register Close
2 No Sale

3 Petty Cashn
4

5

Petty Cash Out
Post Void

6 Print Gift Receipt

7 Reprint Transaction

Back 1 Highlight To Select
Menu Choice

Figure 3-31: Administrative Menu - Print Gift Receipt

The Print Gift Receipt screen displays with an input form for the Transaction Number.

Eﬁter Transaction |ID for Gift
Receipt

Cancel Continue

244

Figure 3-32: Gift Receipt - Transaction Number Input Form

2. Enter the Transaction Number, then press [ENTER]. Store21 processes the request.

30 Print Gift Receipt
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If there are items on the sale transaction that are eligible to print on a gift receipt, the
Print Gift Receipt screen displays.

Print Gitt Receipt T e

Item ID Descriptien Qty Amount
&= 102 14K Amethyst Ring 1 189.99

Press Spacebar to Select/Deselect

Igll 2 2B 38 B e R R EEE

Exit Help Hew Select All Register
Trans

Figure 3-33: Gift Receipt - Item List

Note: The ‘pointing finger’ icon indicates which item will be selected when you press the
spacebar.

a. Point to the appropriate item and press [SPACEBAR].
b. If all items are to print on gift receipts, press [F6], Select All.
3. The items to print are highlighted.

eTTITC GITL IRECETPL T | Impaa

Item ID Description Qty Amount
ea 102 14K Amethyst Ring 1 189.99

Press Spacebar to Select/Deselect

[ee] (el el e T e J [ re L e [ e (o [riorie]Fee]
H

Exit

elp New Select Al Print Register
Trans

Figure 3-34: Gift Receipt - Selected Items

4. Press [F7], Print. The Gift Receipts print on the register printer.

5. The Print Gift Receipt screen with input form displays again. Repeat these steps to print
the next gift receipt, or press [ESC], Cancel, to return to the Administrative menu.

Print Gift Receipt 31
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6. If all items on the sale transaction were already printed on a gift receipt, an error
message displays.

TRSV260

No items are available for
printing on this transaction.
Please Enter Another

Transaction Number.

To Continue

Figure 3-35: Gift Receipt Error Message

7. Press [ENTER]. Store21 returns to the Print Gift Receipt screen with input form. Press
[ESC] to return to the Administrative menu.

Although a gift receipt can only be printed one time per item purchased, if the
receipt printer fails to print a gift receipt during its initial printing, Store21 makes
the item eligible to be reprinted on the gift receipt from this Back Office menu

selection.

Note:

Reprint Transaction

This function reprints all receipts for a selected transaction to the register printer. “Reprint”
appears on all of the receipts.

See also: "Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight Reprint Transaction and press [ENTER].

Administrative...

6 Print Gift Receipt

8 Register Message Maint

9 Store Traffic Maintenance...
10 Exchange Rate Maintenance
11 E-Mall

12 MS Excel

-

Back 1 Highlight To Select
Menu Choice

Figure 3-36: Administrative Menu - Reprint Transaction
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The Transaction ID form displays.

TRSV220

Enter Transaction |ID

85624

E Enter

Cancel Continue

Figure 3-37: Transaction ID Input form

2. Key in the transaction number and press [ENTER]. The transaction displays on the

screen.
Reprint Transaction 10eh
Item List Register 1 Date  5/20/2006
n A L Cashier 100 Time 5:07:42 PM
Transaction 251 Store 37
Customer Rebecca Findley 500037000000002
Sales Associates 100

Tender Items
Tender Type Amount

a 0.00

1.4
0.00

27.44

Cash 27.44
Balance Due $0.00
Iﬂ] F2 I F3 ] F4I IE] F6 I F7 ] F8] IE] F10‘ F11]F12]
Exit Help  HNew Print

Trans

Figure 3-38: Reprint Transaction Screen

3. Press [F7], Print. The transaction prints on the receipt printer, and you return to the
Administrative menu.
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Register Message Maintenance

Register Messages are the communication
screen.

components available on the Employee Selection

The Register Message displays on the Employee Selection screen and supplies information on
a daily basis to employees. The displayed information can be entered by the manager or
downloaded from the home office during polling. The manager can assign when to display
the message and on which register(s) is should be displayed.

Go to the Back Office menu to add, delete,

or edit a Register Message.

Employee Selection |

[ |

Employees Clocked In
Anderson, Lynn 1:23 pm Selling Time
Manager, Martha 1:17 pm Selling Time

Last éalé

Transaction ID:
Customer:

Sale Amount:

Tender Amount:

Register
Message

P e A U TR
Register Message g4 |
1 This is my message

2 Don't forget to order bags

3 Please Dust shelves Aisle #1-#5
4 Red ticket all Non-merchandise items

Employee ID for Register

= Enter Employee ID

[esc]| Filr2lrsfrad|rs]rs|re]rs]|rolriofriafriz]

Help  Clock Change
In'Out  Passwrd

Price Menu
Verify

Figure 3-39: Employee Selection Screen With Register Message

See also: "Access the Administrative Menu” on page 19

4. In the Administrative Menu, highlight Register Message Maint and press [ENTER].
The Message Search Data Form displays.

Message ID
Equipment Number

Effective Date
Expiration Date

Message

o 1] r2f e el rsfre] Fr ] es]

Cancel Help Lookup
Search

CEEEEE]
Enter Message Search Data a

00/00/0000

00/00/0000

Add  Clear ListAll Execute
Message Search Search

Figure 3-40: Message Search Data Form
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5. Use the function buttons of the search form to look up existing messages for editing or
add new messages.

Press [F2], Lookup, to open a lookup list with appropriate parameters for the
search field.

Press [F6], Clear Search, to clear the parameters from the search fields.

Press [F8], Execute Search, to display all messages that match the search
parameter(s).

Press [F5], Add Message, to add a new message.

Press [F7], List All, to show all existing messages.

Add a Register Message

Managers can add messages to be viewed on one or more registers for a given date range.

1. From the Message Search Data Box (Figure 3-40), press [F5], Add Message. A blank
message screen displays.

Register Message Maint | Martha Manager (100) |

Message ID M037000002

Equipment Number Effective Date 05/29/2006
Expiration Date 05/29/2006

Message

E” 1] r2 F3]ﬂ]| FSIFEI F7IF8|| F9IF1UIF11IF12|

Cancel Help  Lookup Save

Figure 3-41: Blank Register Message

Note:

The Message ID is assigned by the system.
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2. The Equipment Number is the register number where you want to display the message.
Press [F2], Lookup, to choose from a list of registers where this message will display,
or highlight All Registers.

VLD107

Lookup

ALL All Registers
1 Register#1
2 Register#2
3 Register#3
4 Register#4
5 Register#h
6 Register#6
¥ Register#7
8 Register#8
4

Highlight Choice To Select

Figure 3-42: Lookup Register Number List

3. Press [TAB] to move to the Effective Date, and enter the first date the message is to
appear on the register.

4. Press [TAB] to move to the Expiration Date, and enter the last date the message is to
appear on the register.

5. Press [TAB] to move the Message, and enter the text of the message to appear on the
register.

6. Press [F8], Save, to save the message.

Edit a Register Message

1. From the Message Search form, use one of the search methods to select the message to
edit:

e With the cursor on one of the search box fields, press [F2], Lookup, to open a
lookup list with appropriate parameters for the search field.

e With the cursor on one of the search box fields, key in the appropriate information
and press [ENTER].

e Press [F7], List All, to show all messages.

Search for the message to edit, then you can make and save your changes.
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2. The Register Message list displays.

SEARCH100

Select from List

Reg No  Effective Date Expiration Date
8/29/2001
8/29/2001 8/29/2001
8/29/2001 8/29/2001
8/29/2001 8/29/2001

Message

This is my message.

Don't forget to order bags

Please Dust shelves Aisle #1#5

Red tickst all Non-merchandise items

Cancel Highlight Choice To Select

Figure 3-43: Register Message List

3. Highlight the message to edit and press [ENTER].

The Register Message Maintenance screen displays. You can change any of the fields

except the Message ID field.

Register Message Maint I THew Tasks Go to BackOMce O

Message ID M037000006

Equipment Number 1 Register#1

Effective Date 05/01/2006
Expiration Date 07/31/2006

Message

Igll Filr2|rsral|rs)rs | 7| ra ]| rofriofFi1]Frz]

Cancel Help

Save

Figure 3-44: Register Message Maintenance Screen

4. Press [F8], Save, to save the message.

5. Press [F12], Register, to view the message on the Register screen.

Register Message Maintenance

37



Chapter 3: Administrative Menu Functions Store21® 4.71

Store Traffic Maintenance

Store Traffic Maintenance provides the ability to take a snapshot of all of the customers in the
store for a given week, and compare that number to the number of transactions and the total
sales for those transactions on a daily basis.

See also: “"Access the Administrative Menu” on page 19

1.

From the Administrative menu, highlight Store Traffic Maintenance and press
[ENTER].

Administrative...

7 Reprint Transaction
8 Register Message Maint

9 Store Traffic Maintenance...

10 Exchange Rate Maintenance

11 E-Mail

12 MS Excel
13 MS Outlook

= NE e

Back 1 Highlight To Select
Menu Choice

Figure 3-45: Administrative Menu - Store Traffic Maintenance Menu

The Store Traffic Maintenance Menu displays.

Store Traffic Maintenance...

1 Process Traffic File
2 Conversion Rate Report
3 Traffic Count Report

Back 1 Highlight To Select
Menu Choice

Figure 3-46: Store Traffic Maintenance Menu

2. Highlight the appropriate item and press [ENTER].

e Select Process Traffic File to generate the data.
e Select Conversion Rate Report to view the Conversion Rate Report.

e Select Traffic Count Report to view the Traffic Count Report.
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Process Traffic File
1. Highlight Process Traffic File and press [ENTER]. A confirmation prompt displays.

Do you want to process the
Traffic Counter File?

K

Yes No

Figure 3-47: Store Traffic Maintenance - Process File Confirmation

2. Press [Y], Yes, to generate the data for the traffic counter reports, or press [N], No, to
cancel the request.

3. You return to the Store Traffic Maintenance menu.

Conversion Rate Report

1. Highlight Conversion Rate Report and press [ENTER]. A week-ending date input form
displays.

Week Ending Date Range
07/29/2006

Figure 3-48: Traffic Maintenance Report - Week Ending Input

The current week-ending date displays by default. Key in a different date, if desired.

2. Press [F7], View Report. The Conversion Rate Report displays.

Conversion Rate Report | |

Conversion Rate Report
Week Ending Dates: 07/29/2006

Date Total Traffic Transactions Conv% Total Sales Average Trans Amt

Sun  7/23/2006 265 64 2415% 5422767 566.06
Mon  7/24/2006 232 64 27.59% 5327365 55115
Tue 712512006 270 43 18.15% 52.359.87 548.16
Wed  7/26/2006 0 0 0.00% 50.00 50.00
Thu 712712006 0 0 0.00% 50.00 50.00
Fri 7/28/2006 0 0 0.00% 50.00 50.00
Sat 7/29/2006 0 0 0.00% 50.00 50.00
Total 67 177 23.08% $9,861.19 $55.71

Page 1 of 1 Date/Time: 7/29/2006 6:42:18 PM

IEsclI F1l F2] Fal F4l| FSIEI F7' F8l| FQImIFH'HZ]

Select Help Previous Next Print Graph Register
Criteria Report

Figure 3-49: Store Traffic Maintenance - Conversion Rate Report
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3. Press [F8], Print Report, to print the report on the report printer.

4. The report is also viewable as a graph. Press [F9], Graph.

5.

Conversion Rate Report | |

Traffic vs Transactions

300
pgoFme —H
T
200
2
R
1]
a
100
50
0 i) a2 22 2]
1-Sun 2 -Mon 3-Tue 4 -Wed 5-Thu 6 -Fri 7 - Sat
Day Of Week
‘ O Traffic out Transactions

Ell Flr2| e ra]|rs | rs | F7 | ra ]| ro Jrio]F11]Fr2]

Select Help Previous  Next Print Report Register
Criteria Report

Figure 3-50: Conversion Rate Report Graph

Use the function buttons to navigate scroll up/down the report on screen.

Press [F8], Print Report, to print the report on the report printer.
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Traffic Count Report
1. Highlight Traffic Count Report and press [ENTER]. A week-ending date input form

displays.

Week Ending Date Range
07/29/2006

Figure 3-51: Traffic Maintenance Report - Week Ending Input Form

The current week-ending date displays by default. Key in a different date, if desired.

2. Press [F7], View Report. The Traffic Count Report displays.

Traffic Count Report | |
Traffic Count Report
Week Ending Dates: 07/29/2006
Time 712312006 712412006 712512006 712672006 712772008 7128/2006 712912006 Total

12:00 am 0 1] 1] 1] 0 0 0

12:15 am 0 o 0 0 0 0 0 0
12:30 am 0 0 0 0 0 0 0 0
12:45 am 0 0 (1] 0 0 0 0 0
1:00 am 0 (1] 1] 1] 0 0 0 0
1:15 am 0 0 0 0 0 0 0 0
1:30 am 0 (] a a 0 0 0 0
1:45 am 0 1] (1] 1] 0 0 0 0
2:00 am 0 1] 1] 1] 0 0 0 0
2:15am 0 0 0 0 0 0 0 0
2:30 am 0 a (1] 1] 0 0 0 0
2:45 am 0 1] (1] 1] 0 0 0 0
3:00 am 0 0 0 0 0 0 0 0
3:15am 0 1] 1] 0 0 0 0 0
3:30 am 0 1] a 1] 0 0 0 0
3:45 am 0 o 1] 1] 0 0 0 0
4:00 am 0 0 0 0 0 0 0 0

Page 1 of 6 Date/Time: 7/29/2006 1:43:52 PM Store Mall

IEsc“ Filr2)rsra]|es s | F7 ] re ]| o fFio]F11]Fr2]
Select Help Previous Mext Print Pie Graph Register
Criteria Report

1

Figure 3-52: Store Traffic Maintenance - Traffic Count Report

3. Press [F8], Print Report, to print the report on the report printer.

Store Traffic Maintenance
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4. The report is also viewable as a pie graph. Press [F9], Pie Graph.

Traffic Count Report |

Sun - 7/23/2008
Mon - 7/24/2006
Tue - 7/25/2006
Wed - 7/26/2006
Thu - 7/27/2006
Fri - 7/28/2006
Sat - 7/29/2008

35.20%

BR00ONEN

Traffic % by Day of Week

30.25%

34.55%

lesc) [Ffre ] esfrad(rsfre] e7 | ra ] (o Jrro] r1rfrre]

Select Help Previous MNext Print
Criteria Report

Line
Graph

Register

Figure 3-53: Traffic Count Pie Graph

Use the function buttons to navigate scroll up/down the report on screen.

5. Press [F8], Print Report, to print the report on the report printer.

6. The report is also viewable as a line graph. Press [F9], Line Graph.

Traffic Count Report | |
Traffic by Time of Day
70
60
50 7& W o L\ /m\
p / VAVACEERYA'

N }

L] L] R
e b

Time

£ E S EEEE S S S S S
FoE \-:'9,@@ ,:é"‘e SELSFTSTFITFLSPSSLLSE

& & &
SN
A R

B

Ell F1] FZ] F3l F4l| F5] F6] FTl FSII F9]F10]F11]F12]

Select Help Previous  Next Print
Criteria Report

Report

Register

Figure 3-54: Traffic Count Line Graph

Use the function buttons to navigate scroll up/down the report on screen.

7. Press [F8], Print Report, to print the report on the report printer.

8. Press [ESC] twice to return to the Administrative Menu.
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Exchange Rate Maintenance

Use Exchange Rate Maintenance to modify the current currency exchange rate. Changes can
be made on any register and the system will update the rate on the rest of the registers.

See also: “"Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight Exchange Rate Maintenance and press
[ENTER].

Administrative... ]

7 Reprint Transaction
8 Register Message Maint
9 Store Traffic Maintenance...

10 Exchange Rate Maintenance

11 E-Mail

12 MS Excel
13 MS Outlook

H DK ETE

Back 1 Highlight To Select
Menu Choice

Figure 3-55: Administrative Menu - Exchange Rate Maintenance

The Exchange Rate Maintenance screen displays. The types of currency accepted are
determined by the home office, and will be listed on the screen.

Ex Rate Mail I |0en

Currency Exchange Rate Maintenance
Last Modified

Currency Description: Exchange
BT 1 5450000 Date:

Last Modified

Currency Description: Exchange
RET1.1000000 Date:

I ::I F2] F3] F4l| FSI FS] l::l FSII F9]F10] F11IF12]

Exit Register

Figure 3-56: Exchange Rate Maintenance Screen
2. Press [F7], Edit. The current values are shown on the screen, the cursor appears in the
first field, and the [F8], Save, function button is enabled.
3. Key in the changes, pressing [ENTER] to move between the fields.
4. Press [F8], Save.
5. Press [ESC], Exit, to return to the Administrative menu.
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The creation and maintenance of Store21 E-Mail Messages are covered in the Store21 User
Guide. See the Communications chapter for instructions.

MS Excel

Microsoft Excel is a spreadsheet program used for saving sales information and other data to
spreadsheet files. From the Administrative menu, highlight MS Excel and press [ENTER].

See also: "Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight MS Excel and press [ENTER].
Administrative...

7 Reprint Transaction

8 Register Message Maint

9 Store Traffic Maintenance...
10 Exchange Rate Maintenance
11 E-Mail

12 MS Excel

13 MS Outlook

Back 1 Highlight To Select
Menu Choice

Figure 3-57: Administrative Menu

2. MS Excel software application loads. Upon closing the MS Excel application, the system
returns to Store21l.

MS Outlook

Microsoft Outlook is an E-mail and Scheduling program used for corporate communications.
From the Administrative menu, highlight MS Outlook and press [ENTER].

See also: "Access the Administrative Menu” on page 19.
1. From the Administrative menu, highlight MS Outlook and press [ENTER].

Administrative...

10 Exchange Rate Maintenance
11 E-Mail
12 MS Excel

13 MS Outlook

14 Spiff Paid Out

15 Tag Order

16 Tender Exchange

=

Back 1 Highlight To Select
Menu Choice

Figure 3-58: Administrative Menu - MS Outlook

2. MS Outlook software application loads. Upon closing the application, the system returns
to Store21.
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Spiff Paid Out

Record spiff transactions as they occur.
See also: "Access the Administrative Menu” on page 19
1. From the Administrative menu, highlight Spiff Paid Out and press [ENTER].

Administrative...

11 E-Mail

12 MS Excel

13 MS Outlook

14 Spiff Paid Out

15 Tag Order

16 Tender Exchange

17 Training

B DK EEN

Back 1 Highlight To Select
Menu Choice

Figure 3-59: Administrative Menu - Spiff Paid Out

The Spiff Paid Out screen displays with a transaction data entry form. The cursor is in the
Employee ID field.

PI al u lew Email-Go to Backoffice |UED

Spiff Transaction

*Employee ID:

*Amount:

“Required Field

l F1l FZI F3] F4l| F5] F6| FTI FBIl F91F1OIF11]F12I

Exit Help Save Register

Figure 3-60: Spiff Paid Out - Data Entry Form
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2. Key in the employee ID, or press [F2], Lookup, to display to Employee list.

VLD107

Employee ID Lookup

Corp.
Jagger
Turner
Waonder
Dylan
Brown
Berry
Mitchell
Hendrix

Cancel Highlight Choice To Select

Figure 3-61: Employee List

3. Highlight the appropriate employee and press [ENTER].
4. Key in the dollar amount to be paid out. The information appears on the form.

Spiff Transaction

*Employee ID: 100
*Amount: EEE

*Required Fisld

Figure 3-62: Spiff Transaction with Data

Note: Do not enter a decimal point in the Amount field. The last two digits in the Amount
is assumed to be the decimal (cents).

5. Press [F8], Save. A confirmation message displays.

MSG4900

The value $3.00 was
entered. Is this correct?

Choose Yes to continue or No to enter a

new value.

o

Yes No

Figure 3-63: Spiff Confirmation

6. Press [N], No, to return to the Spiff Paid Out screen, or press [Y], Yes, to print the spiff
transaction on the receipt printer.

7. You return to the Administrative Menu.
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Tag Order

Use the Tag Order function to order price tags for specific items. The orders are uploaded to
the home office for processing, and a temporary tag is generated by Store21.

See also: “"Access the Administrative Menu” on page 19
1. From the Administrative menu, highlight Tag Order and press [ENTER].

Administrative...

11 E-Mail

12 MS Excel

13 MS Outlook
14 Spiff Paid Out

15 Tag Order

16 Tender Exchange
17 Training

Back 1 Highlight To Select
Menu Choice

Figure 3-64: Administrative Menu - Tag Order

The Tag Order screen displays, and the focus bar prompts for the first item number.

Tag Order | |00 el

Item ID Description Quantity

Enter Tag Item
f Scan or Key Item

IEscII F1l FZI F3l F4l| FSIEI FTI F8l| FQIEIFHIHZI

Save & item Register
Print arch

Cancel Help

Figure 3-65: Tag Order Screen

Note: If you do not know the item number, press [F9], Item Search, to display the Item
Search form. See the Store21 User GUide, Search for Items section for more

information about searching for items.

2. Scan or key in the Item number and press [ENTER].
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The focus bar prompts for the tag quantity.

Enter Tag Quantity

Figure 3-66: Focus Bar - Enter Tag Quantity

3. Key in the tag quantity and press [ENTER]. The item and the quantity appear on the Tag
Order screen.

Tag Order | 10D

Item ID Description Quantity

BLK Givenchy Slack

Enter Tag ltem

EII F1l FZI F3] F4l| FSI FBI FTI FBII F9]F10|F11]F12]

Cancel Help Delete Save & Item Register
Item Print search

Figure 3-67: Tag Order Screen with Items

4. Continue entering items and quantities as needed.

5. You cannot edit items that are entered. Instead, highlight the item to be corrected and
press [F6], Delete Item.

SPFF200

Delete Item 202 from this
Tag Order. Are you sure?

M 0

Yes No

Figure 3-68: Tag Order Confirmation

6. Respond to the prompt:
e Press [N], No, to return to the Tag Order screen without the change.

e Press [Y], Yes, to delete the item. The item is removed from the screen, and the
order list. You return to the Tag Order screen.
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7.

Press [F8], Save & Print.

SPFF190

Do you want to save and
exit?

S

Yes No

Figure 3-69: Tag Order Confirmation

Press [N], No, to return to the Tag Order screen, or press [Y], Yes, to save the order.

The saved information will be uploaded to the home office. One temporary tag for each
item number prints to the receipt printer. If multiple quantities are on the tag order for
the same item number, the multiple quantity is shown on the tag.

Tag Order
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Tender Exchange

The Tender Exchange is a customer service function that give employees the ability to
transfer funds from one gift card to another, cash personal checks, or ‘make change’.

See also: “"Access the Administrative Menu” on page 19.

1.

From the Administrative menu, highlight Tender Exchange and press [ENTER].

Figure 3-70: Administrative Menu - Tender Exchange

Administrative...

11 E-Mail

12 MS Excel

13 MS Outlook
14 Spiff Paid Out
15 Tag Order

16 Tender Exchange

17 Training

Back 1 To Select

Menu

Highlight
Choice

2. The Tender Exchange screen with the Tender list displays. The focus bar prompts to

select the tender type you are receiving from the customer.

| Tender Exchange

| [CTeh

Select Tender from List

Select Tender from List

FiCash
™ Check
[#1Gift Certificate
{3 Store Credit
K1 Gift Card

Cancel
Tender

Tender Items
Tender Type

Amount

Total

0.00

To Select

' Select Incoming Tender:
1 Select from List

Ell 3B A 385 E R D R EE

Cancel Help

Figure 3-71: Tender Exchange Screen with Tender List
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Make Change

Exchange currency denominations. For example, give a customer two $10 bills for a $20 bill.

1. From the Tender list (Figure 3-71), highlight the Cash tender type and press [ENTER].
The focus bar prompts for the amount.

7 Cash Tender

. Enter Amount

Figure 3-72: Focus Bar - Enter Cash Amount

2. Key in the amount of cash from the customer and press [ENTER].

The Tender list displays again.
| Tender Exch | [[C]eD

Select Tender from List

Select Tender from List

Tender ltems
Tender Type Amount
Total 110.00)

[ Issue Store Credit
# Cash

3 Store Credit
EAGift Card

Cancel To Select
Tender Balance Due $10.00

'/ Enter Tender
1 Select from List

I F1l FZI F3] F4l| FSI FGI F7] FB]I F9]F10|F11]F12]

Cancel Help Exchange Suspend  Menu
Tender Tender

Figure 3-73: Tender Exchange Screen - Select Tender

3. Select Cash from the Tender list and press [ENTER]. The focus bar prompts you to
enter an amount.

4. Press [ENTER]. A confirmation prompt displays.

TRSV3%0
Is this exchange sale
complete?

Choose Yes to Print Receipt. Choose No

to Return to Tendering.

Figure 3-74: Tender Exchange Complete Confirmation

5. Press [Y], Yes, to complete the exchange. A receipt prints on the receipt printer.
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Cash a Personal Check

Cash a customer’s personal check that is not part of a sale transaction.

1. From the Tender list (Figure 3-71), highlight the Check tender type and press [ENTER].
The focus bar prompts for the account number.

7" Check Tender
=m Enter Account Number —

Figure 3-75: Focus Bar - Enter Checking Account Number

2. Key in the checking account number and press [ENTER]. The focus bar prompts for the
bank routing number.

fCheck Tender
Enter Routing Number —

Figure 3-76: Focus Bar - Enter Routing Number

3. Key in the routing number of the bank and press [ENTER].

The focus bar prompts for the check number.

7 Check Tender
=m Enter Check Number —

Figure 3-77: Focus Bar - Enter Check Number

4. Key in the check number and press [ENTER]. The focus bar prompts for the check

amount.
fCheck Tender

Figure 3-78: Focus Bar - Enter Check Amount

5. Key in the amount of the check from the customer and press [ENTER].

Store21 submits the request to the check authorizing service for approval.
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e If the system cannot communicate with the service, an input form displays with a

number to

call for authorization.

VCaII for authorization for
Check#: 456

Phone Number: 1-800-800

-8000.

Cancel Continue

Figure 3-79: Check Authorization Input Form

Call the phone number provided, and key in the authorization number when it is
available. Press [ENTER].

6. The Tender list

displays again:

| Tender Exchange

[ [0en

Select Tender from List Tender Items

Select Tender from List Tender Type Amount

1) flssue Store Credit Tl (20.00)

3) g Store Credit
4) MEGift Card

(|~ Q e |
Cancel To Select
Tender Balance Due $20.00

/ Enter Tender
1 Select from List

I F1l FZI Falﬂll FSI FBI FTI FB]I F9]F10]F11IF1ZI

cancel Help Exchange Suspend Menu
Tender Tender

Figure 3-80: Tender Exchange Screen

7. Highlight Cash in the Tender list and press [ENTER]. The focus bar prompts for the
amount of cash you are giving back to the customer.

¢ Cash Tender

Figure 3-81: Focus Bar - Cash Exchange Amount

Tender Exchange
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8. Key in the cash amount to give to the customer and press [ENTER]. If the amount of
the check equals the amount of cash, the Tender Exchange complete confirmation
message displays.

TRSVI%
Is this exchange sale
complete?

Choose Yes to Print Receipt. Choose No

to Return to Tendering.

[

Yes No

Figure 3-82: Tender Exchange Complete Confirmation Prompt

9. Press [Y], Yes. A transaction receipt prints on the receipt printer, and you return to the
Administrative menu.

Exchange a Gift Certificate

This function allows a customer to exchange a gift certificate for cash.

| Tender Exchange | 10eh

Select Tender from Lis
elect Tender from List Tender Items

Select Tender from List Tender Type Amount
QCash Total 0.00
™ Check

L Gift Certificate
£ Store Credit
il Gift Card

?::::: nu To Select
” Enter Tender
1 Select from List

Ell Fifr2 | ra | ra ]| rs | ks | 7| rs | [ Fo JFiofFi1]F12]

Cancel Help

Figure 3-83: Tender Exchange - Gift Certificate

1. From the Tender list, highlight the Gift Certificate tender type and press [ENTER]. The
focus bar prompts for the gift certificate number.

7 Gift Certificate Tender | BEEEEEEEEEEEE
i Enter Certificate Number

Figure 3-84: Focus Bar - Enter Gift Certificate Number
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2. Key in the gift certificate number and press [ENTER]. The focus bar prompts for the gift
certificate amount.

p———
@# Enter Amount

Figure 3-85: Focus Bar - Enter Amount

3. Key in the gift certificate amount and press [ENTER].
The Tender list displays again.

| Tender Exchange | 10D

Select Tender from List Tender ltems

Select Tender from List Tender Type Amount
Total (20.00)

£ Issue Store Credit

3 Store Credit
H1 Gift Card

Cancel To Select
Tender Balance Due $20.00

'/ Enter Tender
1 Select from List

[esc][F1lr2lrafra ] [Fs [ re [ ez [ rs ] [ Fo [r10]F11]F12]

Cancel Help Exchange Suspend Menu
Tender Tender

Figure 3-86: Tender Exchange Screen

4. Highlight Cash in the Tender list and press [ENTER]. The focus bar prompts for the
amount of cash you are giving back to the customer.

/Cash Tender - : :

Figure 3-87: Focus Bar - Cash Exchange Amount

5. If the amount of the gift certificate equals the amount of cash, the Tender Exchange
complete confirmation message displays.

TRSVa30
Is this exchange sale
complete?

Choose Yes to Print Receipt. Choose No

to Return to Tendering.

v

Yes No

Figure 3-88: Tender Exchange Complete Confirmation Prompt

6. Press [Y], Yes. A transaction receipt prints on the receipt printer, and you return to the
Administrative menu.
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Other Exchange Types

The types of acceptable tender exchanges are determined by the home office. Other
exchange types include options such as exchanging a gift certificate for a gift card,
exchanging a gift card for cash, or exchanging a store credit for a gift card. The methods for
entering the tender types and the amount of the tenders are the same as those already
detailed in this section. Follow the prompts to complete the transactions.

Training Mode

Store21’s training mode allows employee training to be performed at your convenience.
While in training mode, new store employees can complete transactions without affecting any
information in the system. You will not have to post void practice transactions later. And, you
can exit training mode at any time by accessing the Back Office menu.

Start Training Mode

See also: “"Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight Training and press [ENTER].

Administrative...

11 E-Mail

12 MS Excel

13 MS Qutlook
14 Spiff Paid Out
15 Tag Order

16 Tender Exchange
17 Training B

Back 1 Highlight To Select
Menu Choice

Figure 3-89: Administrative Menu - Training

2. The Training screen with a confirmation form displays.

SPFF220

Enter Training Mode?

v

Yes No

Figure 3-90: Training Mode Confirmation
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3. Respond to the prompt:
e Press [N], No, to cancel the function and return to the Administrative menu.

e Press [Y], Yes, to switch to training mode. A message appears to signal that the
register is in training mode.

Training Mode
STARTED!

To Continue

Figure 3-91: Training Mode Started Message

4. Press [ENTER] to continue.

The Register screen displays in Training Mode.

DATAvantage | Datavantage | s""@

(e f e J e e fra M es frod er ] es fll o friofriif erz
Shutdown

Start
Register

Figure 3-92: Training Mode Opening Screen

5. Press [F8], Start Register, to open the register in training mode.

Note: The word “Training” displays at the bottom of the screen, and the border color
changes from blue to red.
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Exit Training Mode

Exit the training mode and return to the sales mode.

See also: "Access the Administrative Menu” on page 19

1. From the Administrative menu, highlight Training and press [ENTER].

Administrative...

11 E-Mail

12 MS Excel

13 MS Outlook
14 Spiff Paid Out
15 Tag Order

16 Tender Exchange
17 Training

Back 1 Highlight To Select
Menu Choice

Figure 3-93: Administrative Menu - Training

2. The Training screen with a confirmation form displays.

Exit Training Mode?

K 0

Yes No

Figure 3-94: Training Mode Confirmation

3. Press [Y], Yes. A confirmation message displays that training mode is complete.

Training Mode
COMPLETE!

To Continue

Figure 3-95: Training Mode Complete Confirmation

4. Press [ENTER] to exit training mode.
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CHAPTER 4 Manager Functions

Overview

This section explains several Back Office managerial functions available in Store21. All topics
in this chapter require that the register is open and the employee is clocked in.

The topics covered in this chapter are:
e Access the Top of Menu e Flash Sales
e Opening Screen Reports e Task Maintenance

e Management Reports

Access the Top of Menu

The first step to most of these functions is to access the Top of Menu screen. These Back
Office functions require store employees to open the Menu screen. It is accessible from the
Employee Selection screen or from the Register screen. The methods are slightly different
from one another.

Top of Menu From the Employee Selection Screen

When you attempt to access the Top of Menu from the Employee Selection screen, the focus
bar prompts for an Employee ID and Password.

Employee Selection | |

|
Employees Clocked In B LastSale ﬁ'

Manager, Martha 6:30 pm Selling Time

Press F12 Function
Button to open Menu
‘ Screen, also known

! as the Back Office
/menu button or Top
of Menu

D o L LT A 1 B e X DT
Register Message a8 |
|

/ Employee ID for Register |
= Enter Employee ID

I F1l FZI F3l F4l| F5| FSI F'Il

Help  Clock Change Ti
mow Passwrd Verity

78 | | Fo [r10f F11]F12
Price Me

i

Figure 4-1: Employee Selection Screen
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1. Press [F12], Menu. The color of the focus bar changes to blue.

Employee ID for Menu
B2 Enter Employee ID 100

Figure 4-2: Employee ID for Menu Focus Bar

2. Enter your employee ID. The Password focus bar displays.

Employee ID for Menu
4= Enter Password

Figure 4-3: Password for Menu Focus Bar

3. Enter your password. The Top of Menu displays.

Top of Menu From the Register Screen

When you attempt to access the Top of Menu from the Register screen, the System Security
data input box appears.

Register | 1 New Tasks-Go to BackOffice 1]
#Type IltemID Description Qty Price Tax Amount Due

Press F12
Function Button
to open Menu
Item Count 0 Screen, also

Sale $0.00 Tax $0.00 Total $0.00 known as the
Sale Press Enter to tender Back Office menu
T Scan or Key Item | button or Top of
| Flr e re] s rs [ 2 ] re ] | Fo [FrofFie]F12 Menu

Employee  Help Layaway Send Return Balance Non ltem  Cust Resume Menu
Selection Sale Inquiry  Mdse Search Search

Figure 4-4: Register Screen

1. Press [F12], Menu. The System Security input box displays.

System Security
Please Enter Your Employee ID and
Password
Employee ID

Password

= e

Cancel Continue

Figure 4-5: System Security Input Box

2. Enter your Employee ID and Password. Press [ENTER]. The Top of Menu displays.
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Top of Menu

This is the Menu screen with the Top of Menu. All managerial and non-sale transactions are
accessible through this screen/menu.

Menu Martha Manager (100)
Top of Menu

1 Cash Drawer Management...

2 Administrative...

3 Customer Information...

Electronic Journal
Employee Information...
Intranet Browser

4
5
6
7

Inventory Control...

Employee  Highlight To Select
Selection Choice

[E“ B3 NE B EE R R R E

Employee  Help  Flash Manager Task Price  Alerts Register
Selection Sales  Menu  Maint Verify

Figure 4-6: Menu Screen with Top of Menu

When attempting to access Top of

Menu, employees without the sccio ; _
Your Security Level is not

high enough to perform

authorized security level will see an
error message stating that they L |
cannot perform the operation. this operation.
Pressing [ENTER] returns to the | Enter |
Employee Selection screen. To Continue

Access the Top of Menu

61



Chapter 4: Manager Functions

Store21® 4.71

Opening Screen Reports

The Opening screen displays each day during the Register Open process and this screen
offers several reports describing data from the previous business day. These reports can also
be accessed from the Top of Menu.

See also: “Access the Top of Menu” on page 59

1.

2.

Press Function
Buttons to Open
the Reports
Window

Top of Menu

Figure 4-

6 Intranet Browser
7 Inventory Control...
8 Layaway Maintenance

9 Opening Screen

10 Reports...

11 Repair/Alteration Functions...

12 Credit Services...

Employee  Highlight To Select
Selection Choice

7: Top of Menu - Opening Screen

With the Top of Menu visible, highlight Opening Screen and press [ENTER]. The
Opening screen displays.

T [20 =

Todayis: Saturday, May 19, 2006

Store Sales Information

Week's Goal I TWeek to Date I Month to Date | Year to Date I Yesterday's Sales ILast Year's Sales

$58,000.00 | $6950343 [ $19375540 | 26272649 [ $1165395 | $9.853.00

Action ltems

o

Corporate Message

Email
Incoming Emails: 20
COutgoing Emails:
Decuments
Shipping: 33
Receiving 23
Events
Store Events: 42
Price Changes 1}

Stare Task 6

A

E’ F1| F2 | F3 | Fa |F5]FB]F7]F8]|F9IF1UIF11IF12|

Emp Help Top PerfHottems  Email Corp  Sales Print
Selaction Message Event

Figure 4-8: Opening Screen

Use the function keys noted to view and/or print the performance documents.
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e Press [F3], Top Perf, to display the Top Performers report. This report identifies
the employees who were the highest-performing sales employees the previous
business day. The humber of employees shown may vary.

[ [20 -
Top 5 Performers For Aug 23, 2006.
Trans ltems ltemf Net Average
EmpMName Emp ID Count Sold Trans Sales Sale
Martha Manager 100 17.5 77A 44 $5,856.93 $334.65
Mick Jagger 11 125 78.8 6.3 $5.225.02 $4158.24

Figure 4-9: Opening Screen - Top 5 Performers Report

e Press [F4], Hot Items, to display the Top 10 Items report which identifies ten items
with the highest quantities sold the previous business day.

| [20 1
Top 10 ltems For Aug 23, 2006.
ltem Gross Sales Markdowns Returns Net Sales

Number Description #ltems  Amount #items Amount #ltems Amount #Htems Amount
310 Bostonian Suede Shoe 36 5431964 o 50.00 o 50.00 36 §4319B64
336 Child Rain Boot 21 $262.50 18 $22.50 0 $0.00 21 $240.00
32 Ladies Sandal 21 $502.95 B $47.92 0 $0.00 20 $431.08
303 Rufini Shoe 18 §1569.84 0 $0.00 1 $109.99 15 §1.459.85
306 Easy Spirits Motion 16 §1,151.20 0 $0.00 il $0.00 15 §079.25
I Brown Leather Pumps 18 $639.20 0 $0.00 1 $39.95 14 $555.30
3 Mike At Battle Force 13 §1.299.57 12 $360.00 1] $0.00 12 $539.85
302 Pierre Cardin Shoe 10 §1,164.50 0 $0.00 1] $0.00 9 103985
309 Birkenstock's Sheridan 7 $539.65 0 $0.00 1] $0.00 7 $5359.65
365 Brown Shoe Polish 4 $15.80 1 $3.95 1] $0.00 4 $11.85
TOTAL: 164 $11765.15 2 $434.37 2 $149.94 153 $10,820.05

Figure 4-10: Opening Screen - Top 10 Items

3. Press [F2], Opening Screen, to return to the Opening screen.

Management Reports

Many Management Reports are accessible for authorized employees. You can view summary
and detailed reports that are available for analysis and fit into eight categories:

1. Employee Reports
. Inventory Reports

Layaway Reports

. Sales Analysis
Store Accounting

Task Reports

Price Management Report

® N O u A WN

. Store Locations Report
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Access The Reports Menu

See also: "Access the Top of Menu” on page 59
1. In the Top of Menu, highlight Reports and press [ENTER].

Top of Menu

6 Intranet Browser

7 Inventory Control...

8 Layaway Maintenance
9 Opening Screen

10 Reports...

11 Repair/Alteration Functions
12 Credit Services...

B OE e

Employee  Highlight To Select
Selection Choice

Figure 4-11: Top of Menu - Opening Screen

2. A list of categories displays. Select a report category and press [ENTER] to display the
list of reports in that category.

Top of Menu '

Employee Reports...
Inventory Reports...
Layaway Reports...
Sales Analysis...
Store Accounting
Task Reports...

Price Management Report
Store Locations Report

o~ o W N

Back 1 Highlight To Select
Menu Choice

Figure 4-12: Reports Menu

Select Data for Reports

The report categories with ellipses (...) after the category name have submenus. Most of
these reports require you to enter date ranges, employee ID numbers, or other information
to filter the report contents. The instructions to populate the report filters is essentially the
same for all reports, so refer to the following steps for all of them.

64 Management Reports



Store21® 4.71

Manager’s Guide

Select the Report Criteria

1. From the Reports Menu, highlight the chosen report category and press [ENTER] to
display the list of reports within the selected category.

Figure 4-13: Store Accounting Reports Menu

Top of Menu l
Reports...

2 Inventory Reports...
3 Layaway Reports...
4 Sales Analysis...

5 Store Accounting...

6 Task Reports...
7 Price Management Report
8 Store Locations Report

Back 1 Highlight To Select
Menu Choice

2. The submenu for the selected report category displays.

[ TopofMenu |
Reports... |

Store Accounting...

Cash Drawer Reconciliation
Closing Sales Summary
Receipt Reports

Tender Reports...

Register No-Sales Report
Price Override Report
Return Analysis Report

B2 B N

Back 1 Highlight To Select
Menu Choice

Figure 4-14: Store Accounting Reports Menu

3. Highlight the appropriate report and press [ENTER]. If the report is based upon filtered
information, an input screen displays.

Return Analysis Report

Return Analysis Report

Date Range
From |07/23/2006 To |07/29/2006

Employee Range Tender Type

From ’

To ’ |\

Help

Fl el e ra][rs ks [ 7 | ra ]| Fo [Fro]F11]Fr2]
Exit wTD MTD Yo

view  Print Register
Report  Report

Figure 4-15: Report Filter Data Entry Form

Management Reports
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4.

Enter the appropriate Date Ranges for the report. The default Date Range is the current
register date or the week-ending date for the current register date. You can change this.
Move the cursor to the field, and re-key the appropriate dates. For most reports, you can
select the Date Range criteria with these function buttons:

e Press [F2], WTD, to insert the week-to-date range.
e Press [F3], MTD, to insert the month-to-date range.
e Press [F4], YTD, to insert the year-to-date range.

If other filter criteria fields are visible, key the appropriate entries into the fields, or leave
them blank to select all.

There are multiple ways to populate the input boxes:

e Key data into the appropriate selections, pressing [TAB] to move to the next set of
input boxes.

e Press [TAB] to move to an input box. Press [F6], Search, if available, to use the
search form to insert your selections into the input boxes. Highlight your selection in
the list.

Note: Some reports do not require date-range boxes. The report data automatically

displays.
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View/Print the Report

1. After the report criteria is entered, press [F7], View Report. If the report can be
compiled from the filter criteria you entered, the report displays on the screen.

Return Analysis Report | |
Return Analysis Report
Dates: From 02/26/2007 To 07/31/2007
Employees: All
Tender Type: All

Refund Refund Refund Refund Tender First Mame LastName Telephone Orig Sales Orig Reason
Date Time Trans#  Amount Type Number Store#  Date Trans# Code
02/26/07 01:05p 72227 0.00 DORC BRIS 08 0219707 037 DA

I 973 DL

02/26/07 01:34p 72234 (4.24) Creditcan SAND JONE

T 0148p  7Z240 (7.41)Cash  CINDY HERF 048 DL

26/07 0150p 722441 0.00 SHAU HAW 178 WR

7 02:53p 72263 0.00 MARK MILLE WR

7 03:08p 72269 (52.99) Creditcan DONN BEEK 896 DL

02/27/07 03:26p 72379 21.20 Cash WALLIE ROBI 147 DL

02/27/07 05:21p 72388 (68.89) Issuegiftc DANIE BRUI 173 WR

02/27/07 0551p 72394 (38.00) Creditcar SIMIN SHIR 88 02/20/07 485 WR

Page 1 of 69 Date/Time: 7/31/2006 1:58:17 PM =
| Fifr2]ralra ]| s | re | F7 | ra ]| Fo Fio]Fie]Frz]
Select Help Previous  Next Scroll  Scroll Print Register
Criteria Left  Right Report

Figure 4-16: On-Screen Report

2. Since the report layouts are designed to print on paper, some of them do not fit entirely
on one viewable screen. Use function buttons to scroll the report on screen. The exact
verbiage differs with the report selected, but is similar to these:

e Press [F3], Previous, to view the previous page.

e Press [F4], Next, to view the next page.

e Press [F5], Scroll Left, to view the left side of the screen.

e Press [F6], Scroll Right, to view the right side of the screen.
3. Press [F8], Print, to print the report on the report printer.

Note: You can view the report without printing it, or you can print the report without
viewing it first.

4. Press [ESC] to return to the reports menu or [F12], Register, to return to the register.
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Intranet Browser

Access the company’s Intranet web site and the Internet.

See also: “Access the Top of Menu” on page 59

1. With the Top of Menu visible, highlight Intranet Browser and press [ENTER].

Top of Menu

Cash Drawer Management...

1
2 Administrative...

3 Customer Information...
4

5

Electronic Journal
Employee Information...

6 Intranet Browser

7 Inventory Control...

Employee  Highlight To Select
Selection Choice

Figure 4-17: Top of Menu - Intranet Browser

The Intranet Browser application start-up page opens.

Intranet Browser

| [

Headlines

DATAVaANntage

asubsidiary of MICROS Systems, Inc.

Tradewind Scores With NBA Store

DATAvantage

XSTORE.

JAVA POS
parevantage

STORE 21
SHECIALTY RETATL POS
Retail That Moves You

DArRvantage

TRADEWIND
RETAIL POS

Datavantage

August 26, 2006

Putting Noncompliance On Pause
September 27, 2006

") AB0UT US | PRODUCTS | OUR S|

© Copyright 2003 Datavantage corporatin, & subsidiary of MICROS: Systems, I

ANALYTICS

DATAvontoge

MARKETING

T R

Al rights rasa

Ready

Ale+C
Return to

ro | F7 | 8 || o fr1o] F11]Fr2)

Store21
Help

[Fi]le2]rsfra]]rs
L

Links URI Stop Print  Home Refresh Register

Figure 4-18: Intranet Browser

2. Use the function buttons to navigate to other sites, print the page, or return to Store21.
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a. Press [F3], Links. A list of hyperlinks that appear on the page displays.
| Select a Link
Datavantage Home Page
Microsoft Home Page
Yahoo!
Alta Vista Search Page
Highlight Choice To Select
Figure 4-19: Intranet Browser Links
Highlight the appropriate link and press [ENTER]. The selected web site appears on
the screen.
b. Press [F4], URL. An input box displays. Key in the appropriate Internet URL and
press [ENTER]. The selected web site appears on the screen.
Enter URL
=
Cancel Continue
Figure 4-20: Intranet URL - Input Box
Note: A list of approved URLs can be pre-determined by the home office.
c. Press [F6], Stop. The current web page is stopped from refreshing.
d. Press [F7], Print. The current web page prints on the report printer.
e. Press [F8], Home. The Intranet home page displays on the screen.
f. Press [F11], Refresh. The current web page is refreshed.
g. Press [ALT]+[C] to return to Store21.
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Flash Sales

Flash Sales is a real-time report that compiles all register transactions for all open registers

for the current business day.

See also: “Access the Top of Menu” on page 59

1. From the Top of Menu screen, press [F2], Flash Sales.

Menu

Administrative
Customer Information...
Electronic Journal

Employee Information...

Intranet Browser
Inventory Control

Led

Employee  Highlight To Select
Selection Choice

E’l Flr2| e ra]|rs | rs | 7| Fa ]| o Jr1o]F11]Fi2]

Help  Flash Manager Task Price
Sales Menu  Maint Verify

Alerts Register

Figure 4-21: Top of Menu

The Flash Sales report screen displays.

Flash Sales | | i
Flash Sales j
Title Count Amount
SALES
Gross Sales 12.0 §1,989.85
Total Tax "o 5118 66
WMarkdowns 30 (39.80)
Retums 00 §0.00
Non-Physical tems 50 §76.00
Net Sales 00 5197765
OTHER CASH
Check 1.0 520.00
Travelers Check 00 §0.00
AR Paid In Check 00 §0.00
AR Paid Out Check 00 §0.00
NON-CURRENCY SUMMARY
Issue Gift Certificate 0.0 §0.00
Qift Martifirata an %105 NN =l
ES R E R E S E S | F9 IF1UIF11IF12I
Exit Help Previous  Next Scroll  Scroll Print Register
Left  Right Report

Figure 4-22: Flash Sales Report

2. Since the report layout is designed to print on paper, some of it does not fit entirely on
one viewable screen. Use function buttons to scroll the report on screen:

e Press [F3], Previous, to view the previous page.

e Press [F4], Next, to view the next page.

e Press [F5], Scroll Left, to view the left side of the screen.
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e Press [F6], Scroll Right, to view the right side of the screen.

e Press [F8], Print, to print the report on the report printer.

Note: You can view the report without printing it, or you can print the report without

viewing it first.

3. Press [ESC] to return to the reports menu or [F12], Register, to return to the Register

screen.

Access Tasks

Tasks are activities that employees need to perform. Tasks display in the Alerts window of
most screens. The Opening screen displays the total number of current tasks under Action

Items.

| Store Sales Information

| “Week's Goal | WeektoDate | MonthtoDate | TVeartoDate | Yesterday's Sales [Last Tear's Sales
[ #szoooo0 [ $eo50343 [ $19375549 [ 6272649 | $1165335 [ $9.853.00

| H-— Corporate Message Action Items

Email

Incoming Emails 20
Qutgoing Emails
Documents
Shipping 3
Receiving: 23
Events
Stare Events: 42
0

Tasks Appear in
this Alerts
Window

Stare Task 6

C

[esc][F1 el e[ ra] [ rs [ re [ 2 [ re ] [ ro [r10] F1a]F12)

Emp Help Top PerfHotfems ~ Email Corp  Sales Print
Selection Message Event

Figure 4-23: Opening Screen

Managers and/or authorized employees can create new tasks and perform other task
maintenance. To access these tasks for editing, go to the Back Office menu. Access Task

Maintenance with the [F4] function button from either the Action Items/Task List screen or

from Menu screen.

See also: “Access the Top of Menu” on page 59

Access Tasks
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1. From the Top of Menu screen, press [F4], Task Maint.

Menu OeD

Top of Menu

Cash Drawer Management...

Administrative. ..
Customer Information...
Electronic Journal
Employee Information...
Intranet Browser
Inventory Contral...

H oS e

Employee  Highlight To Select
Selection Choice

E’l 2 B33 B EEE R R EE

Help Flash Manager Task Price Aerts
Sales  Menu  Maint Verify

Register

Figure 4-24: Top of Menu

Or, from the Top of Menu screen, press [F3], Manager Menu. The Action Items/Task
List displays.

Menu 1 New Tasks-Go to BackOffice 10

- Task List Store: 37
Action ltems

11 Clean Registers
Menu Option Description
1 Receiving Open Receiving
Shipping Open Shipping
E-Mail Un-Read Email
External Order Mai New External Orders

Highlight To Select

Choice
lEsc'l Flr2|rsra]|rs|rs | 7| ra ]| o friofFi1]Frz]
Employee Help Flash Menu  Task Price Alerts Print  Register
Selection Sales Maint Verify Actions

Figure 4-25: Action Items/Task List

2. Press [F4], Task Maint. The Task Maintenance screen displays.
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Task Maintenance

Managers can view, maintain, add, and assign tasks to employees. The tasks can be viewed
and/or printed.

See also: “Access Tasks” on page 71

View All Tasks

1. From either the Top of Menu screen or the Action Items/Task List screen, press [F4],
Task Maint. The Task Search form displays.

Task Search %

Task ID:
Priority:
Task Status:

Task Description:

el e 2] e fraffiesfrof 7 | o]

Cancel Help Lookup Add Clear ListAl Execute
Search Task Search Search

Figure 4-26: Task Search Form

2. Press [F7], List All. The Task list displays.

Select Task From List

Reoccurance Id Priority
Put fall line out frant

Clean the windows

clean bathroom

Merchandise Front Display Wil C
take inventory c
clean bathroom

Clean windows

T T Tz T T Tl

Petorrn cycle count.

Cancel Highlight Choice To Select

Figure 4-27: Task List
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Search for Tasks
1.

From either the Top of Menu screen or the Action Items/Task List screen, press [F4],

=

Task Maint. The Task Search form displays.

Priority:
Task Status:
Task Description:

[l e 2] e fraffies o f 7 | o]

Cancel Help Lookup Add Clear ListAll Execute
Search Task Search Search

Figure 4-28: Task Search Form
2. Enter search criteria:

e Key in the Task ID.
e Put the cursor in the Priority, Status, or Description fields and enter search

parameters. When Lookup is visible below the [F2] key, press [F2], Lookup, to
open a lookup list with available options for the field.

VLD107

Task Status Lookup

task completed
task Canceled
task in progress
not started yet

Cancel Highlight Choice To Select

Figure 4-29: Task Status Lookup List Box

Highlight the appropriate line and press [ENTER].

Store21 populates the selection into the appropriate field on the search box.
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3. Press [F8], Execute Search. All tasks that match the search parameter will display.

Select Task From List

Reoccurance Id Task Status Priority
Put fall line aut frant 06

Clean the windows

clean bathraom

Merchandise Front Display Wil C
take inventary C
clean bathroom CA
Clean windows IP

zxx=z - T xfed

Perform cycle count. IP

Cancel Highlight Choice To Select

Figure 4-30: Task List

4. Highlight the appropriate task and press [ENTER] to display it.

The Task Maintenance form opens for editing. All fields except Task ID can be edited.

From this screen,

you can edit the task or finish it.

Top of Menu [ Wartha Manager (100) |
“Task ID: 0370004 “Start Date:| 05/17/2008
“Task Status: [P taskinprogress “End Date:| 05/17/2006
*Priority:[M  medium priority
Description: [Clean the Windows
Long Desc: (Clean all s 1t windows and door glass by Friday
‘Required Field
‘Performed Date *Employee ID  *Status %Complete Start Time End Time
| 05/17/2006 |101 |\P taskin progress | 25 %| 09:00 | 10:00
[ 081772006 | [104 e task completed 75 % | 12:00 04:00
| Filr2]ra]ra]|rsre]r7]re]|rolriofrir]riz|
Cancel  Help Add  Delete Finished Register
Detail Detail  Adding

Figure 4-31: Task Maintenance

Task Maintenance
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Add a Task

Task details appear on the Action Items screen, and the count of current tasks appears on
the Open screen. Go to the Manager Menu to add tasks to the Task List (see “Access Tasks”
on page 71). Add tasks from the Task Search form.

1. From either the Top of Menu screen or the Action Items/Task List screen, press [F4],

3

Task Maint. The Task Search form displays.

Priority:

Task Status:

Task Description:

15 I I I | I A Y

Cancel Help  Lookup
Search

Add  Clear ListAll Execute
Task Search Search

Figure 4-32: Task Search Form

2. Press [F5], Add Task.

The task data entry screen displays.

Top of Menu | Martha Manager (100} |
“Task ID: 0370004 “Start Date:| 05/17/2006
“Task Status: “End Date:| 05/17/2006
“Priority:
Description:|

Long Desc:

*Required Field

[esc][Fr ] r2feafrad[rs s [ 2 [ re ) [ Fo [Fr0]F1a]F12]

Cancel Help  Lookup Add
Detail

Save

Figure 4-33: Task Maintenance

3. The Task ID number is automatically assigned. Enter data into all fields marked with an
“*" next to the field name. When you put the cursor in a field, and the word “Lookup”
appears beneath the [F2] key, a lookup list is available.
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5.

6.
7.

Press [F2], Lookup, to view the lookup list.

VLD107

Task Status Lookup

task completed
task Canceled
task in progress
not started yet

Highlight Choice

Cancel To Select

Figure 4-34: Task Status Lookup List Box

Highlight your selection and press [ENTER].

Top of Menu |

Martha Manager (100)

I
*Task ID: 0370005

“Start Date:| 05/17/2006
“Task Status:|N not started yet ‘End Date:| 07/01/2006
*Priority:|M  medium priority

Description: |C\ean Registers

|1 T Ia -1 Take all merchandise off register counters and polish countertops

*Required Field

l F1IEI F3] F4l| F5] Fﬁl F7]
Cancel Help Add

F8 | | ro JF10f F11]F12]

Save
Detail

Register

Figure 4-35: Task Added

Enter the details of the task into the description field.
Press [F8] to save the task.

Task Maintenance
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This task is added to the count on the Opening screen, and the description is on the
Manager Menu.

[
= Task List Store: 37
Action ltems
1 Clean the Windows
Menu Option Description Items
i ‘Open Receiving I

2 |Shipping Open Shipping 0
3 |E-Mail Un-Read Email 0
4 |External Order Mai New External Orders 0

Highlight

Choice
| Filr2]rs] F4|| F5I Fsl FTI F8|| F9IF1UIF11IF12|
Employee Help Flash Menu  Task Price Alerts Print Register
Selection Sales Maint Verify Actions

Figure 4-36: Action Items/Task List with New Task

Notes:

e To view the new task on the Task List, press [ESC] twice.
[ ]

The new task will only display in the task list if the current system date is within
the task’s start/end date range.
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Edit a Task

Edit an incomplete task to record which employee performed the task and the progress in
completing task.

See also: "Search for Tasks” on page 74

1. Open the Task and display the task details.

Top of Menu | ]
“Task ID: 0370005 “Start Date:| 05/17/2006
“Task Status:|P taskin progress *End Date:| 07/01/2006

*Priority: [H high priarity
Description:|C\ean Registers

Long Desc:[Take all merchandise off register counters and polish countertops

*Required Field
‘Performed Date “EmployeelD  “Status %Complete Start Time End Time

|Escl| F1] FZI F3] F4IIF5] Fﬁl FTI FBIl F9]F1UlF11lF12]

Search Help Add Task Finish Edit Task Register
Task Task

Figure 4-37: Task in Edit Mode

Note: The function buttons names will change as you edit the task.

2. Press [F7], Edit Task. Put the cursor in the appropriate fields and make necessary
changes.

Ell 233 A B85 EE S E EEE

Cancel Help  Lookup Add  Delete  Edit  Save Register
Detail ~Task Detail

Figure 4-38: Task Maintenance - Function Buttons

3. Press [F5], Add Detail, to show additional progress details fields. Edit the task details.
Enter information such as who performed the task, when action was taken, and the
percentage complete.

4. Press [F8], Save, to save the changes.

5. Press [ESC] to search for another task; press [ESC] twice to return to the Manager
Menu; or press [F12], Register, to return to the register screen.
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Finish a Task

Edit a task to record who performed the task and the date complete. To open the task to edit,
see “Edit a Task” on page 79. In the Task Details screen, enter all necessary information and
press [F6], Finish Task (Figure 4-37). The task will no longer appear on the Opening screen
nor on the Manager Menu, but it will remain in the system.

Delete a Task

Delete a task when it no longer is required. The steps to deleting a task from the task list are
similar to completing it, but the task will be erased from the system.

1. To open the task to delete, see “Edit a Task” on page 79
2. Press [F7], Edit Task.

3. Press [F6], Delete Task. The task will no longer appear on the Opening screen nor on
the Manager Menu.

A confirmation prompt displays.

Are you sure you want to
Delete this record?

K

Yes No

Figure 4-39: Delete Task Confirmation Message Box

4. Press[Y], Yes.

Price Verify

The Price Verify function is described in the Store21 User Manual. See the “Price Verify”
section for details.

Alerts

The Alerts function is described in the Store21 User Manual. See the “Alerts” section for
details.
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Host Lookup

Employees who are clocked in can use the register to validate a store credit or gift certificate.
The system will look up the store credit or gift certificate on a local system or a company-
wide office system, depending upon the communication ability of the store. The ability to
provide host lookups is based upon the application and configuration of the home-office

system.

Note: The use of gift certificates and store credits is determined by the home office.

1. Navigate to the Menu screen, Top of Menu.

Top of Menu

9 Opening Screen

10 Reports...

11 Repair/Alteration Functions...
12 Credit Services...

13 Parameters...

14 Host Lookup...

15 External Orders...

= O ESN

Employee Highlight To Select
Selection Choice

Figure 4-40: Top of Menu - Host Lookup

2. Highlight Host Lookup. The Host Lookup menu displays.

Top of Menu |

Host Lookup...

1 GiftCertificate Lookup
2 StoreCredit Lookup

: B B3 EEE
S

Back 1 Highlight To Select
Menu Choice

Figure 4-41: Host Lookup Menu

Host Lookup
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3. Highlight your choice of Gift Certificate or Store Credit. Press [ENTER]. An input box
displays.

HOST_GIFTCERTIFICATE100

Please Enter Gift Certificate
Number

Cancel Continue

Figure 4-42: Gift Certificate Number Input Box

4. Key in or scan the document number of either the gift certificate or the store credit, as
applicable and press [ENTER].

5. The systems performs the authorization lookup.

Please Wait...

Processing
Local Lookup

request for
Gift Certificate "12354566"

Figure 4-43: Please Wait Processing Lookup

6. If a matching record is found, the screen displays the Gift Certificate Number,
Redeemable Amount, Transaction Sold, Date Sold, Transaction Tendered, and Date
Tendered.

Gift Certificate Redeemable Transaction Date Sold Transac tion Date Tendered
Number Amount Sold Tendered

000002 $50.00 136 5/18/2006

Figure 4-44: Gift Certificate Lookup Results

7. Press [F12], Register, to return to the Register screen.
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8. If the system cannot locate a matching record, an error message displays.

No matching records were
found.

To Continue

Figure 4-45: Gift Certificate Error Message

9. Press [ENTER]. A lookup input box displays again.

HOST_GFTCERTFICATE100

Please Enter Gift Certificate
Number

Cancel Continue

Figure 4-46: Gift Certificate Number Input Box

10. Re-key the Gift Certificate number to initiate another search or press [ESC].

11. Press [ESC] two more times to return to the Register screen.
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CHAPTER 5 Register Open

Overview

The initial register screen of Store21 indicates a System Closed status which must be opened
each day at the master, or lead, register by an employee with the appropriate security level.
Through this process the employee will record the register date and assign the cash drawer,
and the system will make reports and other corporate communications available. These are
the steps to perform Register Open:

e Open the Lead Register
e Print Opening Reports

e View the Opening Screen
e Count the Cash Drawer

The register-opening procedure is configurable depending on the functionality selected for
your system, but may include error reporting. The system may display errors that occurred
during the previous day’s closing process. Follow your company’s procedure or call the help
desk to clear the error.
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Open the Lead Register

The process of opening the register requires an authorized employee to open the Lead/
Master register first, then open the other registers. The screen selections and processes that
are required to open registers are covered in this chapter; other functions are covered in
later chapters. During the register-opening process, the employee will:

e  Start the register

e Set the register date

e Select Today’s Weather and Temperature

e Print Opening Reports

e View the Opening Screen

e Clock in and select the Type of Hours to log

e Count the cash drawer/issue tills

Start the Register

1. From the System Closed screen, press [F8], Start Register, to start Store21. The
system displays the Open System screen, then the System Security prompt displays.

I [
Open System

January 2007 ‘

System Security

Please Enter Your Employee ID and
Password
Employee ID -
N

Password

Cancel Continue

Register 1 | | 1/15/2007 _11:17 am

Figure 5-1: System Security Prompt

Note: Employee access is determined and set by the position assigned in the Employee
Maintenance Screen. Access for each position is set by the home office.

2. Key in your employee number and press [ENTER], to move the cursor to the Password
field. Key in the appropriate password.

e Pressing [ESC], Cancel, terminates Store21.

e Press [ENTER], Continue. Store21 validates the employee’s security level, if
configured to do so.
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3. If the employee ID number is validated, but the security level is not appropriate to open
the store, a message prompt displays. Press [ENTER], To Continue, to return to the
System Security prompt.

Your Security Level is not
high enough to perform

this operation.

To Continue

Figure 5-2: Security Too Low Message

4. If the employee ID number and/or password cannot be validated, a red “X” appears over
the lock and a message prompt displays.

The user ID or password
entered is invalid. Do you

wish to try again?

v N

No

Figure 5-3: Security Not Validated Message

e Press [N], No, to terminate Store21.

e Press [Y], Yes, to re-display System Security prompt (Figure 5-1) to reenter the
employee ID and password.

5. If the employee has the proper security level, the lock in the security form ‘opens’, and
the system continues with the opening process.

See also: “View Employee’s Personnel Record” on page 166 for more information on
employee security levels.
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Check Clock-In Status

Because the employee has already provided his/her Employee ID and password at the
security prompt, if enabled, this function checks to see if he/she is already clocked in, and if
not, can initiate the automatic clock-in procedure.

1. If the employee has already clocked in, it is not necessary to clock in again.

2. If the employee has not already clocked in, Store21 displays a message asking the
employee whether he/she would like to clock in.

Would you like to Clock In
at this time?

v

Yes No

Figure 5-4: Clock-In Message

e If the employee selects [N], No, Store21 proceeds with the opening process, and
the employee must clock in manually at the Employee Selection screen, or by using
Offline Time Clock.

e If the employee selects [Y], Yes, Store21l initiates the clock-in process. This is the
same clock-in process that is done at the Employee Selection screen as well as
Offline Time Clock. The same rules, such as selection of a work code, will apply here
as well.

Note: The employee is not required to complete the clock-in process to continue with the
store opening process. If the clock-in process is bypassed or if the clock-in process
is aborted for any reason, such as the user cancelling it, the opening process will
proceed.

Set the Register Date

The Register Date is the date that all transactions will be assigned. Store21 determines the
default system open date as either the current system date or the next available date after
the last open date, based upon the configuration by the home office. If the employee who
has just logged in has the proper security level, the lock in the security form opens, then the
calendar and the date confirmation message display.

VLD500

The register date will be
1/2/2007. Is this correct?

v [ v |

Yes No

Figure 5-5: Date Confirmation Message Box
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IF... THEN...
the (default) displayed register Press [Y], Yes. Store21 continues to the next
date is correct configured opening function, such as selecting

Today's Weather and Temperature.
the date shown in the Press [N], No. Store21 re-displays the Open
confirmation prompt is not correct | System screen with the current calendar date

selected, prompts to enter the correct register

date.

| |
Open System
[ March 2007

VLD510

Please enter the date to open the
register with

Cancel Continue

Figure 5-6: Open System Screen

Note: This date prompt defaults to the system date regardless of the configuration for the
default register date.

1. Key in the correct date for the register.

e Press [ESC], Cancel, to re-display the confirmation message (Figure 5-5) with the
default register date.

e Press [ENTER], Continue. A confirmation message displays with the date entered
(Figure 5-5).
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2. If the date entered at the Open System screen does not match the current system date,
Store21 sounds an alarm (Beep), and displays a warning message that requests
confirmation that the date entered is the correct date for the register.

| |
Open System
[ January 2007
Tﬁe selected date 1/2/2007
does not match the system
date of 3/2/2007. Are you
sure that you want to open
for 1/2/20077?
@3
Figure 5-7: Open System - Register Date Confirmation Message Box
Note: The error shown may appear after the store was closed because of a power outage,
Holiday or Weather emergency.
e Press [ESC], No, to return to the Open System screen with register date prompt
(Figure 5-6) and key in another date.
e Press [F8], Yes, to continue. Store21 checks the corporate password requirement
configuration.
IF... THEN...
the system is configured to Store21 assigns the date entered as the register
continue without a corporate |date without further confirmation.
password
the system is configured to Store21 prompts to enter the corporate password to
require a corporate password |continue.
to override the date
Please Enter Corporate
Password
N
Cancel Continue
Figure 5-8: Corporate Password Prompt
Press [ESC], Cancel, to return to the prompt to
enter register date (Figure 5-6), or key in the
Corporate Password and press [ENTER], Continue.
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e The system validates the password.

IF...

THEN...

the password entered is incorrect

A message displays that the password is invalid.

Invalid Corporate
Password.

Enter

To Continue

Figure 5-9: Invalid Password Message Box

Press [ENTER], Continue. Store21 re-displays
the Open System screen (Figure 5-6) prompt to
reenter the date.

the password entered is correct

Store21 validates the register date.

Open the Lead Register
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e The register-validation process checks to ensure that the register date has not
already been used, and that the register date is not later than the current system
date..

IF... THEN...

the register has already been An error message displays.
opened with the date entered

VLD545

Unable to open for 2/1/2007

Please verify that this date has not already been

used

To Continue

Figure 5-10: Invalid Open Date Message Box

Press [ENTER], To Continue, and Store21 re-
displays the Open System screen (Figure 5-6)
prompt to reenter the date.

the register date entered is earlier |An error message displays.
than the date the system was last
closed

VLD545

Unable to open for 2/1/2007

Please verify that this date has not already been

used

To Continue

Figure 5-11: Invalid Open Date Message Box

Press [ENTER], To Continue, and Store21
redisplays the Open System screen (Figure 5-6)
prompt to reenter the date.

if the date entered for the register |Store21 assigns the date entered as the register
date is a valid date date.

3. Store21 continues to the next configured opening function, such as selection of Today’s
Weather and Temperature.

' Notify the Help desk if unable to set the register date.
[
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Select Today’s Weather and Temperature

Capture the Weather and Temperature descriptions. Information captured in the Today’s

Weather Description list and the Today’s Temperature list information is returned to the home

office.

Note: The Weather Descriptions are configured by the home office.

1. Highlight the description that best characterizes today's forecasted weather conditions

and press [ENTER].

OPER 40

Select Today's Weather Description

Highlight Choice To Select

Figure 5-12: Weather Description List Box

The Today's Temperature list displays.

OPENT S0
Select Today's Temperature

Highlight Choice To Select

Figure 5-13: Today’s Temperature

Select Today’s Weather and Temperature
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Note: The Temperature ranges are configured by the home office.

2. Highlight today's predicted temperature range and press [ENTER].

3. A message prompt displays, asking if you would like to print the opening reports
(Figure 5-14).

Print Opening Reports

Opening reports that are available for printing are determined by the home office. These
reports are developed using the information from the previous business day’s sales and are
printed on the receipt or report printer. Some reports may also be configured to print as PDF
files to be uploaded to the home office during the end-of-day polling process. After selecting
the temperature range, you may receive a message asking if you would like to print the
opening reports.

Open System

Would you like to print
opening reports?

Figure 5-14: Open System Screen - Print Reports Prompt

1. Respond to the Print Opening Reports prompt:
e To skip printing the opening reports, press [N], No, to move to the Opening screen.

e If you would like to print the opening reports, press [Y], Yes. The Opening Reports
list displays.

Open System
Select Reports From List

Report Name
Deal Price Report
Layaway Delinquency Report

2 ltems Selected

0 of
o fsvace o fll vs v I < | < e

To Select/Unselet Select All Deselect Al Up Down Done

Figure 5-15: Register Open - Opening Reports List
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Based upon the current pricing events downloaded from the home
office, the Deal Price Report can be many pages. Ensure the report
printer has an adequate paper supply.

TIP

With the Opening Reports list displayed, you can:
Press [F5], Select All, to highlight all of the opening reports.
Press [F6], Deselect All, to deselect all of the opening reports.

Use the up/down arrow keys on the keyboard to move the pointing hand next to
the report you wish to print. Press the [SPACE BAR] to highlight the report.

Press [F8], Done, to print the highlighted report(s) and move to the Opening
screen.

Press [ESC] to exit the Opening Reports list and move to the Opening screen.

2. The Opening screen displays (Figure 5-16).

View the Opening Screen

The Opening screen is a communications dashboard between the home office and the store.
From this screen employees can view various corporate documents and messages, and open
the Employee Selection screen to clock in. See "Communications" in the Store21 User Manual
for more information about messages.

| 120 =
Today is: Saturday, May 19, 2006
| Store Sales Infarmation
Week's Goal Week to Date Month to Date Year to Date Yesterday's Sales |Last Year's Sales
£58,000.00 £69,503.43 £193,755.49 £262,726.49 £11,653.95 £9,853.00
| ‘4‘ Corporate Message Action ltems
Email
Incoming Emails: 20
Cutgoing Emails: 1}
Documents
Shipping: 33
Receiving: 23
Events
Store Events: 42
Price Changes: 1}
Task
Store Task: 6
[esc] \\e1 f r2 ra | ra ) rs | re | F7 | F8 | | Fo JF10] F11]F12
Emp Help Top Perf Hot tems Email Corp Sales Print
\ Selection Message Event

Figure 5-16: Opening Screen

View the Opening Screen
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1. With the Opening screen displayed, press [ESC]. The Employee Selection screen

displays.
Employee Selection | | |
Employees Clocked In | LosESale
Manager, Martha 6:30 pm Selling Time WeiEi [0
Customer:
Sale Amount:
B Tender Amount:

Change

T N ST ) R RO TR
Register Message

/Employee ID for Register

= Enter Employee ID

| F1|F2| F3I F4I|F5|F6I F7I F8||F9IF1DIF11IF12I

Help Clock Change Price
IniOut Passwid Verify

Menu

Register 1 | Northpark | 6/1172006_6:31 pm

Figure 5-17: Employee Selection Screen

2. This screen provides accessibility to the clock-in and Back Office menu functions to
complete the Register Open process.
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CHAPTER 6 Cash Drawer Management

Overview

Cash drawer management involves all aspects of accounting for funds in the registers - from
preparing a register to accept a cash drawer to closing the register at the end of the day.
There are two important definitions to consider that are often used interchangeably but have
different meanings - “cash drawer” and “till”. The cash drawer is the physical location in the
register for the cash and other tender documents and receipts. The till is the cash-accounting
method used to record the sales and tender amounts and assign them to a cashiering
employee. A cash drawer has one or more tills, depending upon the type of accounting in use
at the store - Register Accounting or Till Accounting.

Regardless of the cash-accounting method used, mangers can enter Register mode of
Store21 to open or close Store21 without involving cash-drawer accounting.

This chapter covers these topics:
e Register Mode
e Register Accounting
e Till Accounting
e Pick Up
e Register Close

The home office determines which method of cash drawer management is to be used.

Note: Store21 has the capability of presenting the tenders on the counting screens in two
different ways: by denominations or by slip count, but not both. When slip counting
is being used, only the total amount of the tender type is to be entered - not
individually by line item. The instructions in this chapter define behavior for
counting by denominations which requires the most information to be entered. The
home office determines which method is to be used.
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Register Mode

The Register mode of Store21 allows managers flexibility in cash-drawer accountability,
including mid-day cash pick up. Register mode permits employees to open or close Store21
without involving cash-drawer accounting, and nearly eliminates the need for next-day timecard
adjustments. Managers have the ability to complete the monetary portion of the business while
allowing others access to non-tender functions on the register such as inventory, shipping, and
receiving functions. Managers enter Register mode by accessing the Cash Drawer Management
option of the Top of Menu screen.

Access the Cash Drawer Management Menu

1. The Back Office functions require store employees to open the Menu screen which is where
the Top of Menu list is located. From either the Employee Selection screen or the Register
screen, press [F12], Menu, to access the back office, Top of Menu.

Employee Selection | |

Last Sale

Employees Clocked In

WManager, Martha 6:30 pm Selling Time Transaction ID:

Customer:
Sale ]

Register Message _ o6

[ Employee ID for Register
= Enter Employee ID
| F1] le F3I F4l| Fsl FGI FTI Fe“ F9|F10|F11IF12|

Help  Clock Change Price Menu
IniOut Passwrd Verify.

Register 1 [ Northpark £/11/2006_6:31 pm

Figure 6-1: Employee Selection Screen

Register | 1 New Tasks-Go to BackOffice 10
#Type ItemID Description Qty Price Tax Amount Due

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Sale Press Enter to tender

T Scan or Key Item

Emplojee  Help Layaway Send Return Balance  Non ltem  Cust Resulje
Selection Sale Inquiry Mdse  Search Search

Figure 6-2: Register Screen

98 Register Mode



Store21® 4.71 User Guide

2. Store21 prompts for the employee ID and password.

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 6-3: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 6-4: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER]
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

ol eneer |

Cancel Continue

Figure 6-5: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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3. The Menu screen displays.

Menu

5]

Top of Menu

Cash Drawer Management...
Administrative...

Customer Information...
Electronic Journal
Employee Information...
Intranet Browser

Inventory Contral...

B NE e

Employee  Highlight To Select
Selection Choice

Ell 2 B33 B EE R R EE

Help Flash Manager Task Price Aerts Register
Sales  Menu  Maint Verify

Register 1 ] Horthpark | 5/20/2006_10:59 am

Figure 6-6: Menu Screen

4. Highlight Cash Drawer Management. Press [ENTER].

Notes:

e Store2l must be open and the employee must be clocked in.

e When attempting to access Menu, employees without the authorized security
level will see a message stating that they cannot perform the operation and will
be returned to the Employee Selection screen.

Register Accounting

In Register Accounting, a register has one till. This till is assigned to the register, and any
employee who is clocked in can ring sales on the register. There are two primary functions in
register accounting: assign/count cash drawers to open the register and count cash drawers

to close.

100
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Begin Count Cash Drawers

The cash drawer must be counted before employees can ring transactions on it. This is the
Begin Count. The act of performing this count on the cash drawer assigns the drawer to the
current register.

See also: “Access the Cash Drawer Management Menu” on page 98.

1. From the Cash Drawer Management Menu, highlight Count Cash Drawer and press
[ENTER]. The Cash Drawer Management menu displays.

Cash Drawer Management...

1 Count Cash Drawer

Back 1 Highlight To Select
Menu Choice

Figure 6-7: Cash Drawer Management Menu

2. Highlight Count Cash Drawer and press [ENTER]. The cash drawer opens and the
Begin Counting screen displays.

Count Cash Drawer | Martha (100) |
Register #1 Begin Counting 1 o0f1
CASH

Description Qty X Value = Amount
Pennies (50/roll) 50 X 0.01 = 0.50
Nickels (40/roll) 20 X 0.05 = 2.00
Dimes (50/roll) 50 X 010 = 5.00
Quarters (40/roll) 0 X 0.25 = 10.00
Half Dollars 0X 0.50 = 0.00
Dollar Coin 0X 100 = 0.00
Ones 20 X 100 = 20.00
Two Dollar 0X 200 = 0.00
Fives 4% 500 = 20.00
Tens 4% 1000 = 40.00
Twenties TTTEx 2000 = 100.00
Fifties 0X 50.00 = 0.00
Hundreds 0X 10000 = 0.00

Total: 197.50

|E9c|| F1] FZ] F31 F4]| F5 | Fﬁl F71 F8]| F9]F101F11]F12]
Cancel Help Save
Register 1 | Northpark | 5/28/2006 _11:20 am

Figure 6-8: Begin Counting Screen

3. Key in the quantities - not the dollar amounts - of the appropriate cash denominations,
pressing [ENTER] to move between the fields.
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Notes:

e For example, if you have $2.50 in nickels, key “"50” into the QTY (of nickels)
column. Press [ENTER]. The system multiplies 50 by the value of the
denomination, in this case $.05, and $2.50 appears in the Amount column.

e The default list of denominations is determined by the home office.

4. When the total amount at the bottom of the register’s Begin Counting screen equals the
starting cash in the drawer, press [F8], Save. A confirmation message displays.

Counting is now complete
for Register #1.

To Continue

Figure 6-9: Cash Drawer - Count Complete Confirmation

5. Press [Enter] to continue.
6. If a variance occurs, Store21 displays a prompt to accept the variance or not.

TILL1ED

You have a 100.00
variance. Do you want to

accept this?

v

Yes No

Figure 6-10: Confirmation Screen Cash Variance

Note: A variance occurs if there is difference between the amount of cash just counted
and the amount Store21 is programmed to expect which is the amount declared at
the End Count of the register’s cash drawer the previous business day.

a. Press [N], No, to return to the Begin Count screen to re-enter the cash count.
b. Press [Y], Yes, to accept the variance.

7. The system saves the information and prints a Begin Count receipt. If configured to do
so, the Begin Count receipt lists each cash denomination name, the quantities of each
denomination, and the extended count. It may also list the Expected Amount - a.k.a.
variance amount (Figure 6-10) - and the Difference between them.
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Removing the Cash Drawer

The cash drawer needs to be End Counted before it can be closed and removed from the
register. This can occur at any time during the business day. However, once the drawer has
been removed, the system will allow only non-tender functionality on the register. The
system will not allow the register to reopen with a new drawer to ring sale/return
transactions. The system will need to be shut down for the current business day before a new
cash drawer can be attached.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management Menu, highlight Cash Drawer Management and
press [ENTER]. The Cash Drawer Management menu displays.

Cash Drawer Management...

1 Count Cash Drawer

= B3 e

Back 1 Highlight To Select
Menu Choice

Figure 6-11: Cash Drawer Management Menu

2. Highlight Count Cash Drawer and press [ENTER]. Store21 calculates the expected
cash totals.

3. If cash pickups were conducted during the day, Store21 deducts the total picked up from
the expected total, so it is not necessary to add the amount of the Cash Pickup Slip to
the actual cash count. Store21 displays a message to advise the cashier of the pickup.

Count Cash Drawer | Martha M (100) |
Register #1 End Counting 10f 10
CASH

Description Qty X Value = Amount

Pennies (50iroll 0 X 001
Nickels (4(
Dimes (50,

TILL2200
(W™ Deposits have been made. X3
M Do not include them in the

counts

Ones

Two Dolla
To Continue

Fives

Tens
Twenties
Fifties
Hundreds 0X 100.00 = 0.00

Total: 0.00

| 3 2 E 3G E RN E

Cancel Help Tender Save
Totals

Figure 6-12: Cash Pickup Made Message

Note: The tenders accepted and counted are based on company policy and configured by
the home office.
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4. Press [ENTER], To Continue. The first End Counting screen displays.

Count Cash Drawer | Lynn Anderson (3) |
Till#1 End Counting 10f9
CASH

Description Qty X Value = Amount
Pennies (50/roll) ! Bx 0.01 - 0.00
HNickels (40/roll) 0X 0.05 = 0.00
Dimes (50/roll) 00X 010 = 0.00
Quarters (40/roll) 0X 025 = 0.00
Half Dollars 0X 0.50 = 0.00
Dellar Coin 00X 1.00 = 0.00
Ones 0X 1.00 = 0.00
Two Dollar 0X 2200 = 0.00
Fives 00X 500 = 0.00
Tens 0X 1000 = 0.00
Twenties 0X 2000 = 0.00
Fifties 0X 5000 = 0.00
Hundreds 0X 100.00 = 0.00

Total: 0.00

| Flr e ra][rs)rs | Frr ] rs )| Fo [Fio]Fia]Fez]
Cancel Help Tender Save
Totals

Figure 6-13: End Counting Screen

5. Key in the quantities, not the dollar amounts, of the appropriate cash denominations,
pressing [ENTER] to move between the rows.

6. Press [F8], Save, to save the count. The next cash drawer End Counting screen (ex:
Canadian cash) displays.

Register #1 End Counting 2 of 11
CAD-CANADIAN CASH

Description Qty X VALUE = Amount
Pennies (50/roll) a X 0ol = 0.09
Nickels (40/roll) 0Xx 005 = 0.00
Dimes (50/roll) 0Xx 010 = 0.00
Quarters (40/roll) 0Xx 025 = 0.00
Loonies ix 1.00 = .00
Toonies 0x 200 = 0.00
Fives 0x 500 = 0.00
Tens 9Xx 1000 = 90.00
Twenties 0x 2000 = 0.00
Fifties 0x 5000 = 0.00
Hundreds 0x 10000 = 0.00
Thousands 0 X 1,00000 = 0.00

TOTAL: 97.09

Figure 6-14: End Counting Screen Canadian Cash

7. Key in the quantities, not the dollar amounts, of the appropriate cash denominations,
pressing [ENTER] to move between the fields.

a. Press [F8], Save, to save the count.
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b. Repeat this step for each currency screen that displays. When all currencies have
been entered, the End Counting screen Credit Card displays.

Register #1 End Counting 5 of 11
CREDIT CARD
Description Amount
Dehit Card 0.00
Private Label 0.00

Figure 6-15: Counting Screen Credit Card

Note: The credit card types are configured by the home office.

8. Key in the total amount of each credit card type, pressing [ENTER] to move between
the rows.

a. Press [F8], Save, to save the count.

b. The next End Counting screen (ex: Checks) displays.

Register #1 End Counting m

CHECK
TOTAL: 875.00

Amount Sequence Number
1 875.00

Figure 6-16: Counting Screen Checks

TIiP Pressing [F5], Tender Totals, from the Check count screen will return
the user to End Count Totals Screen.

9. Enter checks individually. Locate the first check and key in the check amount then press
[ENTER]. The cursor moves to the sequence number field.

Register #1 End Counting m

CHECK
TOTAL: 875.00

Amount Sequence Number
1 875.00

Figure 6-17: Counting Screen Checks B
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a. Key in the sequence number of the first check. Press [ENTER]. The Total field is
calculated, and the system prompts for the second check amount.

Register #1 End Counting 6 of 11

CHECK
TOTAL: 875.00
Amount Sequence Number
1 875.00 123

Figure 6-18: Counting Screen Checks C

b. Continue entering check amounts and sequence numbers until all of the checks are
entered.

c. To delete a row of check information, highlight it and press [F6], Delete Row. The
row is removed.

d. Press [F8], Save, to save the count. The next End Counting screen
(ex: Non-Currency) displays.

Register #1 End Counting 7 of 11
NON-CURRENCY

DESCRIPTION AMOUNT
Mall Certificate 0.00
Store Credit e S014.00
Coupon Amt 0.00
Issue Store Credit 0.00
Coupon Pect 0.00
Gift Certificate 0.00

Total: 0.00

Figure 6-19: Counting Screen Non-Currency
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10. Key in the non-currency dollar amounts, pressing [ENTER] to move between the rows.
Press [F8], Save, to save the amounts. The next End Counting screen
(ex: Traveler Checks, US) displays.

Register #1 End Counting 8 of 11

TRAVELCHECK
DESCRIPTION QTY X VALUE = AMOUNT
Tens 0 X 10.00 - 0.00
Twenties 0X 2000 = 0.00
Fifties 0 X 5000 = 0.00
Hundreds 1 x 10000 - 100.00

Total: 100.00

Figure 6-20: End Counting Traveler Checks US

11. Key in the total quantity of each denomination of the travelers checks. Press [F8], Save,
to save the count. The next End Counting screen (ex: Traveler Checks, Canadian)
displays.

CAD-CANADIAN TRAVELCHECK
DESCRIPTION AMOUNT

Travelers Check 1']

Total: 0.00

Figure 6-21: End Counting Traveler Checks Canadian
12. Key in the total foreign travelers check amount, pressing [ENTER] to move between the
rows.
a. Press [F8], Save, to save the amount.

b. Press [F8] and repeat step 12 for each foreign currency amount.
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13. Press [F5], Tender Totals. The End Counting Totals screen displays. The system
displays the entered amount (Declared Amt) and the system-generated amount (System
Drawer Totals) for each currency type. The last column displays the Over/Short amount
which is the difference between the amounts Store21 tracked and the counts you just

entered.

Register #1 End Counting

System

Count Foreign Exchange Declared Drawer Over/
Group Amt Rate Amt Totals {Short)
CAD Cash 97.09 154500 £2.84 97.04 -34.25
EUR Zash 0.00 1.10000 0.00 0.00 0.00
YEM Cash 0.00 119.900 0.00 0.00 0.00
Credit Card 1.085.00 1.085.00 0.00
Check 575.00 5875.00 0.00
Hon-Currency 5.014.00 5.014.00 0.00
TravelCheck 100.00 100.00 0.00
CAD TravelCheck 000 1 B4BGD 000 000 000
EUR TravelCheck 0.00 1.10000 0.00 0.00 0.00
TEM TravelCheck 0.00 119900 0.00 0.00 0.00
Total 7.961 84 7.996 b9 -34.7%

Esc FIJ F2{ F3}] F4 F5 | F6 | F7 | F8 F9 |F10| F11|F12|

Cancel Help I Edit Save I

Counts
Figure 6-22: End Count Tender Totals

Note:

If you need to correct a tender count, highlight it and press [F7], Edit Counts. The

system returns to the appropriate tender data entry form. Key in the correct
information. Press [F8], Save, to save the data. Press [F5], Tender Totals, to
return to the End Counting Totals screen.

14. When each tender’s entered amounts are correct, press [F8], Save, to save the tender

entries.

a. If any tender total has an Over/Short amount that is not *0.00’, an Over/Short
incidence occurs. See “Over/Short Amount” on page 111 for more information.
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b. The Default Starting Cash input form displays.

éystem Default Starting
Cash = $200.00

Enter Starting Cash For

Next Open.

Cancel Continue

Figure 6-23: System Default Starting Cash

Note: The home office sets the default amount for the Next Open. If the amount of cash in
the drawer is less than the default starting cash amount, the system displays the
actual amount of cash in the drawer. The amount entered becomes the next
business day’s Expected Amount.

15. Respond to the prompt.
e Press [ESC], Cancel, to return to the End Counting Totals screen.

e Accept the default starting cash amount or key in the correct amount. Press
[Enter], To Continue. The deposit amounts confirmation prompt displays.

Deposit amount(s) will be:.
CASH 6556.00
CHECK 875.00

MALL CERTIFICATE 0.00

TRAVELERS CHECK 100.00

Press Y to Continue or N to re-enter.

K 0

Yes No

Figure 6-24: Cash Drawer Deposit Amounts Message

Note: The amount entered in the starting cash field cannot be more than the amount in
the cash drawer. The system at the next close will, if available, move the starting
cash amount back up to the default starting cash amount.
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16. Respond to the prompt.

Press [N], No, to return to the End Counting Totals screen to re-enter the tenders.

Press [Y], Yes, to continue. The Deposit Slip receipt and the Cash Drawer
Reconciliation receipt print. The Count Complete message displays.

Counting is now complete
for Register #1.

To Continue

Figure 6-25: Register Counting Complete

17. Press [Enter] to continue. The Cash Drawer Management menu displays again.

Menu | [

Top of Menu '
Cash Drawer Management...

1 Count Cash Drawer

= B2 TN

Back 1 Highlight To Select
Menu Choice

| Filr2lrsra][rs | rs | F7 | F | | Fo fr10f F11]F12]
Employee  Help  Flash Manager Task Pri Alerts Register
Selection Sales Menu Maint Verify

Figure 6-26: Count Cash Drawer Menu Screen

18. Press [ESC] to return to the Top of Menu. The cash drawer is now end-counted for this

\}

register, and the register can be closed. End Count each register drawer. See "Register
Close” on page 158 for instructions to close the registers.

Registers that have been End-Counted for the day may not be
re-opened with a new cash drawer until the store has been closed for
the day.
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End Count Error

If you try to ring a transaction or perform a count on a register drawer that has already been
End-Counted for the day, the system will display the following error message.

(

+ ITREN]

Counting is now complete
for Register #1

To Continue

Figure 6-27: End Count Error Message

Press [ENTER] and attempt the transaction or end count on a different register.

Over/Short Amount

The Over/Short amount displays on the End Counting Totals screen after the user presses
[F5], Tender Totals from the End Counting tender screen (Figure 6-13). The Over/Short
amount represents the difference between what Store21 tracked and the tender counts
entered during the end counting of the cash drawer. The home office may require additional
information regarding the reason for the variance.

Count Cash Drawer | Martha (100) |
Register #1 End Counting
System

Count Group Foreign Exchange Declared Drawer Totals Overl (Short)

Amount Rate Amount

0
CAD Cash 000 154500 0.00 0.00
EUR Cash 0.00 1.10000 0.00 0.00
Credit Card 22718 (227.18)
Check 0.00 42.35 (42.35)
Non-Currency 0.00 25.00 (26.00)
TravelCheck 0.00 40.00 (40.00)
CAD TravelCheck 0.00 154500 0.00 0.00 0.00
EUR TravelCheck 0.00 1.10000 0.00 0.00 0.00
0.00 0.00 0.00
Total 0.00 536.08 (636.08)

I F1l FZI FBI F4l| FSI Fﬁl FTI FBlI F9]F1UIF11IF12]

Cancel Help Edit  Save
Counts.

Figure 6-28: Over/Short Amounts

1. If the entered amounts are correct, press [F8], Save, to save the tender entries.
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2. If the Over/Short amount for a tender type and/or the Total amount is not '0.00’, the
Reason Code list displays. This list provides the ability to classify Over/Short reasons.
The actual list of reasons may vary.

TILL2300
Select Reason for overage/shortage

Error on credit card

Error on debit card

Error on store gift certificate
Error on store gift card
Error on Mall gift certificate
Error on petty cash

Error on cash drawer count
Unknown

Cancel Highlight Choice To Select

Figure 6-29: Over/Short Reason Codes

3. Select the appropriate Over/Short reason and press [ENTER]. Depending upon which
reason code was selected, a Comments form may display.

Please enter comments for
this reason code

s |

Cancel

Figure 6-30: Over/Short Comment Input Form

4. Key in a description of why or how the overage or shortage occurred.

a. If the reason code you selected from the list requires you to enter a comment, and
you press [ESC], Cancel, without entering it, an error message displays.

"Comments" cannot be
blank.

To Continue

Figure 6-31: Over/Short Comments Message

b. Press [Enter], to return to the Comments input form and enter a comment.

5. Press [F8], Save. The Cash Drawer Reconciliation receipt prints. The reason code and
comment you just entered may be shown on it, if required by the home office.
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Till Accounting

In Till Accounting, a register does not have a till assigned to it - instead, the till is assigned to
the employee who is ringing sales on the register. When employees move from one register
to another, they take the cash drawer and the till with them. Managers can assign cashiers to
registers, assign breaks, and switch cashiers easily at any time during the business day
without processing a mid-day close on the register. Till Accounting is highly configurable by
the home office.

Till Accounting mode requires managers and employees to perform multiple functions to
open the store and the registers. The manager begins by opening the store bank. Afterword,
the manager assigns tills to each employee who needs access to a register. With a till
assigned and in their possession, the employee attaches it to a register. Once the till is
attached, the employee (who is clocked in) can log into the back office menu to count the
cash in the till. The till is now ready for ringing transactions. If the cashier moves from one
register to another, he/she takes the till from the current register and attaches it to the new
register location.

End-counting the tills prior to closing also requires multiple functions. Employees perform a
count on the tills assigned to them. The tills must be removed from the registers and taken
to the manager’s or other cash collection location. The manager checks in each till and
performs a confirmation count on them. When all tills are checked in, the manager reconciles
the store bank.

Open the Store Bank

The Store Bank is the repository to issue and collect currency from one or more cash tills.
The manager must open it before any tills can be assigned.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Top of Menu, highlight Cash Drawer Management and press [ENTER].

Cash Drawer Management...

Administrative...
Customer Information...
Electronic Journal
Employee Information...
Intranet Browser
Inventory Control...

= Bk EZN

Employee Highlight To Select
Selection Choice

Figure 6-32: Top of Menu

Till Accounting 113



Chapter 6: Cash Drawer Management

Store21® 4.71

2. The Cash Drawer Management menu displays.

Top of Menu
|_1 Cash Drawer Management...
2

Open Store Bank =
teseeiReterrrCusir-Drawer

Count Cash Drawer

PickUp

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank

Back 1 Highlight To Select
Menu Choice

Figure 6-33: Cash Drawer Management Menu

3. Highlight Open Store Bank and press [ENTER].

4. The Open Store Bank screen displays, and prompts for the starting cash amount. Either
a Store Starting Cash screen or a Starting Cash input form will display (the home office

determines which

input screen to use).

a. If the Store Starting Cash screen displays, enter the quantity of each cash
denomination pressing [ENTER] to move to the next field. Store21 will extend the
amount and calculate the total.

Store Bank Store Starting Cash

CASH
Description Qty X VALUE = Amount
Pennies (50/roll) 0.01 = 0.00
Nickels (40/roll) 005 = 0.00
Dimes (50/roll) 010 = 0.00
Quarters (40{roll) 025 = 0.00
Half Dollars 050 = 0.00
Dollar Coin 100 = 0.00
Ones 100 = 0.00
Two Dollar 200 = 0.00
Fives 500 = 0.00
Tens 0 X 1000 = 0.00
Twenties 0 X 20000 = 0.00
Fifties 0 X 50,00 = 0.00
Hundreds 0 X 10000 = 0.00
TOTAL: 0.00
Esc F1J{ F2]J F3 | F4 I F5 | F6 | F7 | F8 I F9 { F1I0§ F11] F12
Cancel Help Save

Figure 6-34: Starting Cash - Store Bank Screen

e Press [F8], Save. (The process continues with Step 7.)
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b. If the Store Bank Opening Count screen displays, it prompts for the opening cash
amount. Enter the total amount of cash or accept the default amount. The default is
the closing amount from the previous business day.

Open Store Bank | Martha Manager (100) |

Store Bank Opening Count

TILL300
Please enter the opening
cash amount

200000
=

Cancel Continue

Figure 6-35: Till Accounting - Store Open Amount Prompt

1) Press [Esc], Cancel, to return to the Cash Drawer Management menu.
2) Press [Enter], To Continue.

5. If the total Store Bank count does not match the amount of cash left in the Store Bank
from the end of the previous business day, a variance message displays. Verify the
amount and respond to the prompt.

TILL180

You have a 2,300.00
variance. Do you want to

accept this?

K &

Yes No

Figure 6-36: Variance Message

a. Press [N], No, to return to the appropriate count screen to re-enter the tender
counts.

b. Press [Y], Yes, to accept the variance.
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6. A confirmation message displays with the total amount of the starting cash that will be
recorded for the Store Bank.

MSG4900

The value 2,000.00 was
entered. Is this correct?
Choose Yes to continue or No to enter a

new value.

v

Yes No

Figure 6-37: Store Bank Count Confirmation Message

7. Verify the amount and respond to the prompt.

a. Press [N], No, to return to the Store Open Amount Prompt (Figure 6-35 on page
115) and re-enter the correct amount.

b. Press [Y], Yes, to continue. The Store Bank Open Count receipt prints. This receipt
may print with only the total amount of starting cash, or it may print each
denomination and its amount. (The home office determines what information prints
on the receipt.)

Northpark

Northpark
320 W. Kimoerly Rd.
Bavenport, T4 52806-5317
(319)391-2050

#xkrrx STORE BANK OPEN COUNT #wickk
Date 1/18/2007 Time 12:09 pn
Regd Sessiond# Cashier Trans# Store
1 34 100 3% a7

Store Starting Cash 2,000.00

X

Authorized Signature

Figure 6-38: Sample Store Bank Open Count Receipt

8. The Store Bank Counting process is complete, and the Store Bank is open.

9. The system returns to the Cash Drawer Management menu. If you select Open Store
Bank and press [Enter] after the Store Bank is opened, a error message displays.

TILLBO1

Store Bank is already open.

To Continue

Figure 6-39: Store Bank Open Message

10. Press [ENTER]. The system returns to the Cash Drawer Management menu.
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Issue Tills

After the Store Bank is open, the cash manager can issue tills to cashiers. The cashiers can
use their tills at any open register once they are issued to them and counted.

See also: “"Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Issue/Return cash drawer and
press [ENTER].

Cash Drawer Management...

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank

2 Open Store Ba

5 Issue/Return Cash Drawer
4 TrECasToTaTS

5 PickUp

6

7

~N o oA @GN

Esc -l v Enter

Figure 6-40: Cash Drawer Management Menu

2. The Issue Cash Drawer screen displays.

Issue/Return Cash Drawer | Martha Manager (100}

Issue Cash Drawer

Session Employee Starting Cash Till Status Count Status Register

Issue Till

| Ffr2) s ra]|rs | rs | rr | s ] | Fo [Fiof F11]F12]

Exit Help  Lookup Check In Register

Figure 6-41: Till Accounting - Issue Cash Drawer Screen

3. Enter the till number to be issued into the focus bar. Two methods are available.
e Key in the till number and press [ENTER].
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e Press [F2], Lookup, to open the list of available till numbers (the home office
determines the number of till available for the registers’ cash drawers).

TILL500

Select Till
Till #1
02 Till#2
03 Till %3
To4 Till #4
05 Till #5
0B Till #6

B N e

Cancel Highlight Choice To Select

Figure 6-42: Till Lookup List

e Highlight the appropriate till number and press [Enter]. The focus bar prompts
for the employee ID.

Issue Till
<= Enter Employee ID

Figure 6-43: Focus Bar - Enter Employee ID

e To exit without selecting a till, press [ESC], Cancel; the list closes and you
return to the previous screen.

4. Key in the employee ID or search for available IDs.
e Key in the employee ID and press [ENTER].

e Press [F2], Lookup. From the Employee list, highlight the employee and press
[ENTER].

5. The system will only permit an employee to be assigned to one till at a time and will
display a warning message if the employee ID being entered is already assigned to a till.

This employee is not valid.
Please verify that employee
is active and does not

already have a till
assigned.

To Continue

Figure 6-44: Invalid Employee Number Error

Note: Tills can be assigned to employees before they are clocked in.
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6. Press [Enter], To Continue. The focus bar prompts for the starting cash amount.

Issue Till
= Enter Starting Amount

Figure 6-45: Focus Bar - Enter Starting Cash

7. Enter the starting cash amount and press [ENTER]. A confirmation prompt displays.

Assign till TO1 to employee
107 with starting cash of

$200.007?

v~

Yes No

Figure 6-46: Till Assignment - Confirmation Prompt

8. Respond to the prompt.

a. If the amount is not correct, press [N], No. A confirmation message displays to
alert you that the till was not assigned. Press [Enter], To Continue, and return to
the focus bar to reenter the employee ID (Figure 6-43).

Till not assigned.

To Continue

Figure 6-47: Till Not Assigned - Confirmation Prompt

b. Press [Y], Yes, to accept the starting cash amount. An Issue Cash Drawer receipt
prints. Since the content of the receipt is determined by the home office, it may look
different than the sample.

Northpark
Northpark
520 W. Kisberly Rd.
Davenport, I4 52805-5817
(315)381-2060

#kkek 1S5UE CASH DRAWER #+kexs

. Date 1/19/2007 Time 3:30 pm
Reg# Sessiond Cashier Transk Store

1 35 00 3 a7
Session Empl 107

Cash Drawer 1
Employee 1D Igr
Jessionk 35
TIT Issue Anount 200,00

X

Marager Signature

X

Erployes Signature

Figure 6-48: Sample Receipt - Issue Cash Drawer

Till Accounting 119



Chapter 6: Cash Drawer Management Store21® 4.71

9. The Issue Cash Drawer screen displays. The Till Status is “Issued”, and the Count Status
is “Un-Counted”.

Issue/Return Cash Drawer | Martha (100) |

Issue Cash Drawer

Till Session Employee Starting Cash Till Status Count Status Register

TO1 Tl # £ 107 $200.00 Issued Un-Counted

Issue Till

I F1l FZI F3I F4l| FSI Fﬁl FTI FBII F9|F10|F11IF12|

Exit Help  Lookup Check In Register

Figure 6-49: Issue Cash Drawer Screen

10. At this point, the till is assigned to an employee, but it still needs to be attached to a
register and counted by the employee before it is ready to ring transactions.

' The sequence of counting and attaching tills is interchangeable, since it
is possible to count the till without attaching it.

Note: Continue issuing tills to employees as needed.
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Attach a Till to a Register

Employees with issued tills are required to attach their tills to available registers before they
begin ringing sales. There are two methods to attach the till. One option is to attach the till
using the Employee Selection screen, and the other is to access the Back Office menu.

Notes:
e Available registers are those without a till attached to them.
e Employees must have appropriate security level to use Attach Till functionality.

e The register must already be open and the employee who is attaching the till
must be clocked in.

Attach Till from Employee Selection Screen

1. From an open register, go to the Employee Selection screen. This is the register to which
the till will attach.

Employee Selection T | |

Le;st é.ale

Transaction ID:

'Emp‘loyees Clocked In |

Martha Manager 953 am Selling Time
Customer:

T

7 Employee ID for Register '
= Enter Employee ID

| 1R B ENE ENE RS R

Help Clock Change Attach Price
InfOut Passwrd Till Verify

2)

Men

Figure 6-50: Employee Selection Screen

2. Press [F5], Attach Till. The System Security box displays.
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3. The employee to whom the till is assigned must enter a valid Employee ID and Password
to attach the till to the register.

System Security

Please Enter Your Employee ID and
Password

Employee ID

I

Password

= e

Continue

Figure 6-51: Security Form

4. Press [ENTER]. The register’s cash drawer opens so the employee can insert the till.
The till assigned to this employee is now attached to the register, and the confirmation

message displays.

TILL290

Till has been attached
successfully.

To Continue

Figure 6-52: Till Attachment Confirmation

5. Press [ENTER] to continue. The Employee Selection screen displays. Although the
employee’s till is attached to the register, the employee must be clocked in to perform

any transaction, including counting the till.
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Attach Till from Top of Menu

In the event that a manager needs to attach an employee’s till to the register for him/her,
such as when a till is assigned to an employee whose security level is not high enough to
initiate the Attach Till function, the manager can attach the till through the back office menu.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu of the register that is to get the till attached,
highlight Attach Other Cash Drawer.

2. Press [Enter].

Top Of Menu |
Cash Drawer Management...

Count Cash Drawer
Issue/Return

Confirm Cashier Counts
Open Store Bank
Reconcile Store Bank
Coumi-OlrorGasheD
Attach Other Cash Drawer

1 B
9 Pick Up .

Back 1 Highlight Choice To Select
Menu

Figure 6-53: Cash Drawer Management Menu

3. The list of available tills displays. A till is available if its Till Status is “Issued”.

Attach Other Cash Drawer | Martha Manager (100) |

TILL500

Select Till

Employee Till Status Count Status
Till #1 Counted

H e e

Cancel Highlight Choice To Select

Figure 6-54: Select Till to Attach
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4. Highlight the till to be attached to this register and press [ENTER]. The cash drawer
opens to insert the till, and a confirmation message displays.

TILL290

Till has been attached
successfully.

To Continue

Figure 6-55: Till Attachment Confirmation Message

5. Press [ENTER]. The till is attached to the register, and the Cash Drawer Management
menu displays.

Top of Menu '
Cash Drawer Management...

Open Store Bank
Issue/Return Cash Drawer
Count Cash Drawer
PickUp

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank _

Back 1 Highlight To Select
Menu Choice

Figure 6-56: Cash Drawer Management Menu

6. Press [ESC] twice to return to the Employee Selection screen. Although the employee’s
till is attached to the register, the employee must be clocked in to perform any
transaction, including counting the till.
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Cashier’s Begin Count of Till

The employee who is assigned a till must perform two counts on it: the Begin Count and the
End Count. This section discusses the Begin Count process which must be performed prior to
ringing transactions on the register.

See also: “"Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Count Cash Drawer and press

[ENTER].

Top of Menu |
Cash Drawer Management...

1 Count Cash Drawer

3

Back 1 Highlight To Select
Menu Choice

Figure 6-57: Cash Drawer Management Menu

2. The cash drawer opens, and the Begin Counting screen displays for the till to be counted.

Count Cash Drawer

| Martha Manager (100) |

Till # 1 Begin Counting m

CASH

Description Qty X Value = Amount
Pennies ({50/roll) E X 0.1 = 0.00
Nickels (40/roll) 0X 0.05 = 0.00
Dimes (50/roll) 0X 010 = 0.00
Quarters (40/roll) 0X 0.25 = 0.00
Half Dollars 0X 0.50 = 0.00
Dollar Coin 0X 1.00 = 0.00
Ones 0 X 1.0 = 0.00
Two Dollar 0X 200 = 0.00
Fives 0X 500 = 0.00
Tens 0 X 10.00 = 0.00
Twenties 0X 2000 = 0.00
Fifties 0X 50.00 = 0.00
Hundreds 0X 100.00 = 0.00

Total: 0.00

|

Flr2|rsfra]frs|rs] ] rs]|ro]riofriafriz]

Cancel

Help

Save

Figure 6-58: Cashier Count - Begin Counting Screen

3. Key in the quantities, not the dollar amounts, of the appropriate denominations of cash,
pressing [ENTER] to move between the fields.
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Notes:

e For example, if you have $2.50 in nickels, key in *50” in the QTY (of nickels)
column. Press [Enter]. The system multiplies 50 by the value of the
denomination, in this case $.05, and $2.50 appears in the Amount column.

e The default amount of money is determined by the home office.

4. When the total at the bottom of the Register Opening Drawer Count screen equals the
starting cash in the till, press [F8], Save.

5. The system saves the information and prints the Begin Count receipt. A confirmation
message displays.

Counting is now complete
for Till #1.

To Continue

Figure 6-59: Till Count Complete Message

Northpark
Northpark
320 W. Kimberly Rd,
Davenport, Ia 52806-5817
(319)391-2050

*EReet BEGIN COUNT bbb
Date 1/18/2007 Tine 4:12 pn

Reg# Sessfonk Cashier Trans# Store
1 35 107 an 37

Pennias (50/ra GX o 0.01= 0,00
Hickels (40/ro 0X 0.05= 0.00
Dines (30/ro1l 0¥X 0.10=  0.00
Quarters (40/r 0X 0.25= 0.00
Kalf Oollars 0X 0.50= 0.00
Datlar Coin 0x 1.00= 9,00
Ohas i 200 ¥ 1.00 = 200.00
Tua Dol tar X 2.00=  0.00
Fives 0¥  6.00= 0.00
Tens 0X 10.00= 0,00
Tuenties 0X 2000= 0.00
Fifties 0K 50.00= 0.00
Hundrads DX 100.00= 0.0
Total 200,00
Expected Anount 200.00
Difference G.00

X

Employee Signature

Reason

Figure 6-60: Sample Receipt - Begin Count
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Note: The contents of the Begin Count receipt are defined by the home office and may
have a different appearance than the receipt shown.
6. Press [ENTER], To Continue. The till is now issued and counted by the cashier. If it is

also ‘Attached’ to a register, the employee can ring sales on the register.

Notes:

e If an employee attempts to access the register with an un-counted till, the

system displays an error message.

TLLg32

This till must be counted.

To Continue

Figure 6-61: Till Count Error Message

e Press [Enter], To Continue.

7. 1In the Store2l system, the Count Status for this till is "Counted”. This information is

available to the manager or other employee with the appropriate level of security to view
the Issue/Return Cash Drawer selection on the Cash Drawer Management menu.

Issue/Return Cash Drawer | Martha Manager (100) |

Issue Cash Drawer

Session Employee Starting Cash Till Status

Count Status Register
Till#1 35 107 520000 Issued Reconciled

Till #2 36 3
TO3 Tl #3 v

$200.00 Issued Un-Counted
$200.00 Attached

Issue Till
= Enter Till ID

Ell Fifr2f sl ra )| rs|rs | F7 | re ]| ro fFi0]F11]Fi2]

Exit Help  Lookup Check In

Register

Figure 6-62: Till Count Status - Counted

8. The till is now assigned to Employee ID #100, the till is attached to Register 1, and it has

been counted by the cashier.
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Move/Remove the Till

Cashiers can move the tills assigned to them to a different register at any time during the
day and remove them at the end of the day. Other employees, such as managers, may also
have security permissions to remove a cashier’s till from a register.

Note: Employees must have appropriate security level to use Remove Till functionality.

1. From an open register with the till attached, go to the Employee Selection screen.

| T 1
Employees Clocked In Lastsale

Transaction ID:

Lynn Anderson 4:49 pm Selling Time
Customer:

Sale Amount:
Martha Manager 5:16 pm Selling Time .'~ Tender Amount:
B Change:

Chuck Berry 2.23 pm Seling Time

e LS,

P R
Register Message _ie% |

rEmponee ID for Register
= Enter Employee ID

| 2 A BB 358 E R R E R E
Pm?e Menu

Help Clock Change Remove
Iniout Passwrd Till Verify

Figure 6-63: Employee Selection Screen
2. Press [F6], Remove Till. The System Security box displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

ool _Encor |

Cancel Continue

Figure 6-64: System Security Form

3. Key in your Employee ID and Password and press [ENTER]. A confirmation message
displays.

TiLL291
Till has been removed
successfully.

To Continue

Figure 6-65: Till Removed Confirmation Message
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4. Press [ENTER]. The assigned cash drawer can now be attached to another register or
returned to the manager’s office.

Note: Itis not required to count the till before removing it.

Cashier’s Till End Count

The till End Count steps the employee through the counting of the till. The End Count can be
performed at the current till location, from another register, or a cash office. The system
requires the total amount of cash and all other tender types in the till to be counted and
recorded. This procedure may require that the cashier and the manager enter their
passwords.

See also: "Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Count Cash Drawer and press
[ENTER].

Top of Menu |
Cash Drawer Management...

Open Store Bank

| (Do Cocl M)

Count Cash Drawer

PIEROD
Cash Transfer

Caonfirm Cashier Edit Counts
Reconcile Store Bank

~ & @n B~ o N R

= e e

Back 1 Highlight To Select
Menu Choice

Figure 6-66: Cash Drawer Management Menu
2. Highlight Count Cash Drawer and press [ENTER]. The System Security form displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

Continue

Figure 6-67: Security Box

Till Accounting 129



Chapter 6: Cash Drawer Management Store21® 4.71

3. Key in the cashier’s Employee ID and Password and press [ENTER]. The System
Security form displays again.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

Figure 6-68: Security Box

4. Key in the manager’s Employee ID and Password and press [ENTER]. The cash drawer
opens and the first Till End Counting screen displays (Figure 6-70).

Note: The tender types to be counted, the order the tenders are counted, and how they
are counted are configured by the home office, so they may differ from what is
shown here.
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Cashier’s Till End-Counting Screens

Each of the Till End Counting screens provides the capability for the cashier to record detailed
information about the tenders and currencies contained in the till. When the screens initially
open, the amounts will be blank. The cashier keys the amounts in and saves the information.
If the cashier leaves the screen then returns to it for viewing or editing purposes, the values
that were previously entered and saved are shown.

1. From the Cash Drawer Management menu, select Count Cash Drawer. Press [Enter].
Store21 calculates the expected cash totals. If cash pickups were conducted during the
day, Store21 deducts the total picked up from the expected total, so it is not necessary
to add the amount of the Cash Pickup Slip to the actual cash count. Store21 may display
a message to advise the cashier of the pickup.

Count Cash Drawer | Martha (100) |
Register #1 End Counting 10f10
CASH
Description Qty X Value = Amount

Pennies (50iroll 0 X 001 = 0.00
Nickels (4(

TILL2200 0.00
Dimes (50 0.00

el Deposits have been made. [
Half Dolla 0.00

st Do not include them in the s
counts 0.0

0.00

0.00
To Continue

Ones

Two Dolla
Fives

0.00
Twenties 0.00
Fifties 0.00
Hundreds 0X 100.00 = 0.00

Tens

Total: 0.00
I F1] F2| F3l F4” FGI Fﬁl F7] F8 ” F9]F10‘F11]F12]
Cancel Help Tender Save

Totals

Figure 6-69: End Counting Screen - Cash Pickup Message

2. Press [Enter], To Continue. The Cash End Counting screen displays.

Count Cash Drawer | Lynn Anderson (3) |
Till #1 End Counting 10f9
CASH

Description Qty X Value = Amount
Pennies (50/roll} ¢ m X 0.1 = 0.00
Nickels (40/roll) 0X 0.05 = 0.00
Dimes (50/roll) 0 X 010 = 0.00
Quarters (40/roll} 0X 025 = 0.00
Half Dollars 0X 050 = 0.00
Dollar Cein 0 X 1.00 = 0.00
Ones 0X 1.00 = 0.00
Two Dollar 0 X 200 = 0.00
Fives 0X 500 = 0.00
Tens 0X 10,00 = 0.00
Twenties 0 X 2000 = 0.00
Fifties 0X 5000 = 0.00
Hundreds 0X 100.00 = 0.00

Total: 0.00

IEsc” F1] F2] F3] F4“ FSI FE] F?] F8“ F9]F10]F11]F12]
Cancel Help Tender Save
Totals

Figure 6-70: End Counting - Cash
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a. Key in the quantities, not the dollar amounts, of the appropriate denominations,
pressing [ENTER] to move between the rows.

b. Press [F8], Save, to save the count.

3. The next End Counting screen (ex: Credit Card) displays. The Credit Card screen, like
others, is configured by the home office. The images below show examples of both types
of counting methods: by (a) slip count and (b) by denominations.

a. Count the total quantity of Credit Card slips and enter the quantity under the count
column.

End Counting Counts

CREDIT CARD

DESCRIPTION COUNT
Credit Card ]

Total: 0

[esc] [F1 el sl ra][rs [ re [ ez [ rs | [ Fo [rro] Fie[F2]
Save

Cancel Help Count
Totals

Figure 6-71: End Counting - Sample Credit Card by Slip Count

b. Enter the total amount for each credit card type listed.

Count Cash Drawer | Lynn Anderson (3} |
Til#1 End Counting
CREDIT CARD
Description Amount
Master Card H 0.00}
Visa 0.00
Discover 0.00
American Express 0.00
Debit Card 0.00
Private Label 0.00
Total: 0.00
lEscIl F1 I F2 I F3 I F4 Il F5 I F6 I F7 I F8 II F9 |F10|F11|F121
Cancel Help Tender Save
Totals

Figure 6-72: End Counting - Sample Credit Card by Denominations
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4. Press [F8], Save, to save the count/amount. The next Till End Counting screen
(ex: Check) displays.

Count Cash Drawer | Lynn Anderson (3) |
Til#1 End Counting
CHECK
Total: 0.00

Amount Sequence Number

E“ 2 I3 E 2 E R EE R R E
Save

Cancel Help Tender Delete
Totals

Figure 6-73: End Counting - Check by Denominations

5. Key in the amount of the first check and press [TAB] or [ENTER] to move to the
sequence number field. Key in the check number.
a. Continue entering checks and sequence numbers, pressing [ENTER] to move to the
next row.

b. To delete a row of check information, highlight it and press [F6], Delete Row. The
row is removed.

Note: The check sequence number is the check number located in the top right hand
corner of the check.
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6. When complete, press [F8], Save, to save the count, the next Till End Counting screen
(ex: Non-Currency) displays.

Count Cash Drawer | Lynn Anderson (3) |
Til#1 End Counting
NON-CURRENCY

Description Amount
Mall Certificate 5.00
Store Credit 10.00
Issue Store Credit {15.00)
Finance Company 20.00
Gift Certificate 25.00
Gift Card 30.00
Issue Merchandise Credit Card (35.00)
Payroll Deduction 40.00
Sinre Cherk B 00

Total: 30.00

|E9c|| F1] le F3] F4“ F5] FG] FTl F8]| F9]F10]F11]F12]
Cancel Help Tender Save
Totals

Figure 6-74: End Counting Non-Currency Screen by Denominations

7. Key in the total amount of non-currency tenders such as Gift Certificates, Store Credits,
Gift Cards, etc. accepted as a tender, pressing [ENTER] to move to the next row.

Note: If you enter an amount for the Issue Store Credits or Issue Merchandise Credit Card
tender types, the system will automatically indicate a negative amount.
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8. When complete, press [F8], Save, to save the counts. The next Till End Counting screen
(ex: Travelers Checks) displays.

Count Cash Drawer | Lynn Anderson (3) |
Til #1 End Counting
TRAVELERS CHECK

Description Qty X Value = Amount
Tens TTEX 1000 - 0.00
Twenties 0Xx 20,00 = 0.00
Fifiies 0 X 5000 = 0.00
Hundreds 0Xx 100.00 = 0.00

Total: 0.00

B B ) E R EE S E R E
Cancel Help Tender Save
Totals

Figure 6-75: End Counting - Traveler’s Check by Denominations
a. Key in the amount of the first Travelers Check and press [TAB]. Enter the Traveler’s
Check sequence number.

b. Continue entering Traveler’s Check amounts and sequence numbers, pressing
[ENTER] to move to the next row.

Notes:

e The check sequence number is the check number located in the top right hand
corner of the check.

e If you press [F5], Tender Totals, prior to saving the check information, the
information will be lost.
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End Counting Totals Screen

The End Counting Totals screen is available from any of the tender End Counting screens.
This screen summarizes the information you enter for all tender types, and reaching it is the
ultimate goal of the End Count process. After details for all tender Count Groups that need to
be counted are entered on the appropriate End Counting screen, pressing [F8], Save, from
this Totals screen will finalize the End Count for the till.

Count Cash Drawer | Lynn Anderson (3) |
Til #1 End Counting
System
Count Group Foreign Exchange Declared Drawer Totals Over! (Short)
Amount Rate Amount
Cash 010 22650 (226.40)
CAD Cash 000 154500 0.00 0.00 0.00
EUR Cash 000 1.10000 0.00 0.00 0.00
Credit Card 0.00 0.00 0.00
Check 0.00 0.00 0.00
Non-Currency 3000 0.00 3000
TravelCheck 0.00 0.00 000
CAD TravelCheck 000  1.54500 0.00 0.00 0.00
EUR TravelCheck 000 1.10000 000 0.00 0.00
Total 30.10 22650 (196.40)

IES(:II F1l FZI F3I F4l| F5| FGI FTI FBII F9|F10|F11IF12|
Cancel Help

Edit Save
Counts

Figure 6-76: End Counting Totals Screen

e You can toggle between this Totals screen and the tender End Counting screens.
Highlight any Count Group and press [F7], Edit Counts. The tender End Counting
screen for the selected Count Group displays and can be edited.

e  While entering information into a tender End Counting screen (see Figure 6-70 for
example), if you press [F5], Tender Totals, to toggle to this Totals screen prior to
saving the information on the current tender End Counting screen, a warning
message displays.

Do you want to cancel the
changes for this count

screen?

M 0

Yes No

Figure 6-77: End Counting Warning Message

a. Press [N], No, to abort the function and return to the tender End Counting screen
you were working on. You will need to press [F8], Save, to save the information,
then press [F5], Tender Totals, again to open the Totals screen.
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b.

Press [Y], Yes, to continue. The unsaved changes on the current tender End

Counting screen are lost, and the End Counting Totals screen (Figure 6-78) displays.

Count Cash Drawer | Lynn Anderson (3) |

Til#1 End Counting

System
Declared Drawer Totals Over/ (Short)
Amount

Foreign Exchange
Amount Rate

Count Group

Cash

CAD Cash

EUR Cash

Credit Card
Check
Non-Currency
TravelCheck
CAD TravelCheck
EUR TravelCheck

010
0.00
0.00
0.00
0.00
30.00
0.00
0.00

226 .60
0.00
0.00
0.00
0.00
0.00
0.00
0.00

{226 40)
000
000
0.00
0.00

30,00
0.00
0.00

0.00
000

1.54500
1.10000

1.54500
1.10000

0.00

Total 3010 226 50 (196.40)
= E = R | E R R R
Cancel Help Edit Save

Counts

Figure 6-78: End Counting Totals Screen

9. If you need to correct a tender, highlight the appropriate Count Group and press
[F7], Edit Counts.
a. The system returns to the appropriate tender data entry screen where you can key
in the correct information and press [F8], Save, to save the data.
b. Pressing [F5], Tender Totals, returns you to this End Counting Totals screen.
10. Press [F8], Save, to save all tender entries.
a. If any tender total has an Over/Short amount that is not '0.00’, an Over/Short
incidence occurs. See "Over/Short Amount” on page 138 for information.
b. If all Over/Short amounts are ‘0.00’, the Deposit Amount confirmation prompt
displays. The Deposit amount is for this till only.
Deposit amount(s) will be:.
CASH 1,400.00
CHECK 72.51
TRAVELERS CHECK 0.00
Press Y to Continue or N to re-enter.
[
Yes No
Figure 6-79: Deposit Amount Confirmation Message
11. Respond to the prompt.
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for Till #1.

To Continue

Counting is now complete

Figure 6-80: Count Complete Message

Press [N], No, to return to the End Counting Totals screen where you highlight the
appropriate tender Count Group type and press [F7], Edit Totals, to return to the
appropriate tender count screen.

Press [Y], Yes, to continue. A Deposit Slip receipt and the Cash Drawer
Reconciliation receipt print. The Count Complete message displays.

12. Press [ENTER], To Continue. The till status is now “Reconciled”. Continue with the next
section to complete the till check-in. See"Till Check-In and Manager Count” on page 141
for more information.

Over/Short Amount

The Over/Short amount displays on the End Counting Totals screen after the user presses
[F5], Tender Totals from the End Counting tender screen (Figure 6-78). The Over/Short
amount represents the difference between what Store21 tracked and the tender counts
entered during the end counting of the till. The home office may require additional
information regarding the reason for the variance.

Count Cash Drawer

Martha

1100

Register #1 End Counting

Count Group

CAD Cash

EUR Cash

Credit Card
Check
Non-Currency
TravelCheck

CAD TravelCheck
EUR TravelCheck

Foreign
Amount

0.00
0.00

0.00
0.00

Exchange
Rate

1.54500
1.10000

154500
1.10000

System

Declared Drawer Totals Over/ (Short)

Amount

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

201.56
0.00
0.00
22718
4236
25.00
40.00
0.00
0.00
0.00

(201.55)
0.00
0.00
(227.18)
(42 36)
(25.00)
(40.00)
0.00
0.00
0.00

Total

0.00

536.08

(5636.08)

| 2 23 B B B EE R R R EE

Cancel  Help

Edit  Save

Counts.

Figure 6-81: Over/Short Amounts

1. If the entered amounts are correct, press [F8], Save, to save the tender entries.
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2. If the Over/Short amount for a tender type and/or the Total amount is not '0.00’, the

Reason Code list displays. This list provides the ability to classify Over/Short reasons.
The actual list of reasons may vary.

TILLZ300

Select Reason for overage/shortage

Error on credit card
Error on debit card
Error on store gift certificate
Error on store gift card
Error on Mall gift certificate
Error on petty cash

Error on cash drawer count
Unknown

Cancel Highlight Choice To Select

Figure 6-82: Over/Short Reason Codes

3. Select the appropriate Over/Short reason and press [ENTER]. Depending upon which
reason code was selected, a Comments form may display.

Reason Comment

Please enter comments for
this reason code

Cancel

Figure 6-83: Over/Short Comment Input Form

4. Key in a description of why or how the overage or shortage occurred.

a. If the reason code you selected from the list requires you to enter a comment, and
you press [ESC], Cancel, without entering it, an error message displays.

VLD330

"Comments" cannot be
blank.

To Continue

Figure 6-84: Over/Short Comments Message

b. Press [ENTER], to return to the Comments input form and enter a comment.

5. Press [F8], Save. When the Cash Drawer Reconciliation receipt prints, the reason code
and comment you just entered may be shown on it, if required by the home office.
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Monitor Issue/Return Status of Cash Drawers

The cash manager can monitor the issue status and count status of all tills that are currently
assigned to employees through the Issue/Return screen. Any employee with the required
security level can monitor Till status.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Issue/Return Cash Drawer and

press [ENTER].

Top of Menu |
Cash Drawer Management...

Mmmn Chara Danls !
T pon Thors TR

Issue/Return Cash Drawer

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank

Back 1 Highlight To Select
Menu Choice

Figure 6-85: Cash Drawer Management Menu

2. The Issue Cash Drawer screen displays. The Count Status is shown for each till that has
been assigned (checked out) and not returned.

Issue/Return Cash Drawer | Martha (100) |

Issue Cash Drawer
Session Employee Starting Cash Till Status Count Status Register

40 3 $200.00 Issued Reconciled
41 107 $200.00 Issued Reconciled
$200.00 Issued Un-Counted

| Fifr2 sl ra ]| rs | rs | F7 ]| ra ]| Fo Fio]Fie]Frz]

Help  Lookup Check In Register

Figure 6-86: Issue/Return Screen

Each Count Status has specific meaning and occurs in specific order:

Issued - Till has been assigned to a cashier by the cash manager.
Un-counted - Till has not been Counted by the cashier.
Counted - Cashier performed Begin Count on the till.

Reconciled - Till has been End Counted by the cashier, but not returned to the cash
office for check in. If the till is still attached to a register, the register will not ring
new transactions on it.
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Till Check-In and Manager Count

The Check-In function passes the drawer from the cashier to the cash manager, and can be
processed at any time during the day. However, before the contents of the till can be
returned to the Store Bank, the manager must confirm the cashier’s count by performing a

Manager Count on the till.

Till Check-In

The Till Check-In function requires that the cashier has already End-Counted the till. This
function usually requires a cash manager’s level of security or above.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Issue/Return Cash Drawer and
press [ENTER].

Top of Menu |

Cash Drawer Management...
Miman Ctara Danl !

Issue/Return Cash Drawer
Count Cash Drawer
PickUp

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank _

Back 1 Highlight To Select
Menu Choice

Figure 6-87: Cash Drawer Management Menu

2. The Issue/Return Cash Drawer screen displays.

Issue/Return Cash Drawer | Martha Manager (100)

Issue Cash Drawer

Session Employee Starting Cash Till Status Count Status Register
Till #1 40 3 $200.00 Issued Reconciled
$200.00 Issued Reconciled
$200.00 lIssued Un-Counted

Till #2

Issue Till

LEi“ Filr2rara]|rs | rs | F7 | ra ]| Fo JFio]F11]Fi2]

Exit Help  Lookup Check In Register

Figure 6-88: Issue/Return Cash Drawer Screen
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3. Press [F5], Check In.

Check In Till

1 Highlight till above and press Enter

Figure 6-89: Check In Till Focus Bar

Note: Only cash drawers with a status of Reconciled can be checked-in.

4. The focus bar prompts you to highlight the till to be checked-in. Press [ENTER]. The till
check-in prompt displays.

TILLBDO

Do you wish to check in Till
#1?

v [

Yes No

Figure 6-90: Till Check In Prompt

5. Respond to the prompt:
e Press [N], No, to return to the Issue Cash Drawer screen (Figure 6-88).

e Press [Y], Yes, to continue. A confirmation message displays.

TILLE10

Till #1 checked in.

To Continue

Figure 6-91: Till Check In Confirmation

6. Press [ENTER]. The till is removed from the Issue/Return Cash Drawer screen.

7. Go to the next section, Manager Count.
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Manager Count of Till
Once the till is Checked-In, the manager is able to verify the cashier’s count of each tender

type.
See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Cash Drawer Management menu, highlight Confirm Cashier Edit Counts and
press [ENTER].

Top of Menu |
Cash Drawer Management...

Open Store Bank
Issue/Return Cash Drawer
Count Cash Drawer
PickUp

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank =

B e e

Back 1 Highlight To Select
Menu Choice

Figure 6-92: Cash Drawer Management Menu

2. The Cash Drawer Status list displays.

TILL200

Please Select Session

Session Till Employee Till Status Count Status

40 T01 3 Returned Reconciled
42 T04 100 Issued Counted
Reconciled

[of:1, [ -] Highlight Choice To Select

Figure 6-93: Till Status List

Note: Only tills with a Till Status of ‘Returned’ and a Count Status of ‘Reconciled’ can be
verified.

3. Highlight the till to be verified and press [ENTER] to select it.

4. Store2l calculates the expected cash totals. If cash pickups were conducted during the
day, Store21 deducts the total picked up from the expected total, so it is not necessary
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to add the amount of the Cash Pickup Slip to the actual cash count. Store21 may display
a message to advise you of the pickup.

Count Cash Drawer | Martha (100) |
Register #1 End Counting m
CASH
Description Qty X Value = Amount

Pennies (50irolll 0 X 0.01 0.00
Nickels (4(
Dimes (50

TILL2200 0.00
0.00

(e Deposits have been made. 23
Half Dolla 0.00

st Do not include them in the [y
counts

To Continue

Twenties 0.00

Fifties 0.00
Hundreds 0 X 100.00 = 0.00
Total: 0.00
| 3 2 E 3G E RN E
Cancel Help Tender Save

Totals

Figure 6-94: End Counting Screen - Cash Pickup Message

5. Press [Enter], To Continue. The Cash Drawer Manager Count screen displays with the
cashier’s counts as the default values for the Quantity and Amount fields.

Confirm Cashier Edit Counts | Martha Manager (100) |
Till #1 Manager Count m
CASH

Description Qty X Value = Amount
Pennies (50/roll) T x 001 - 0.50
Nickels (40/roll) 0X 0.05 = 0.00
Dimes (50/roll) 0X 010 - 0.00
Quarters (40/roll) 0X 0.25 - 0.00
Half Dollars 0X 0.50 - 0.00
Dollar Coin 0X 1.00 - 0.00
Ones 26 X 100 = 226.00
Twe Dollar 0X 200 - 0.00
Fives 0X 500 = 0.00
Tens 0X 1000 - 0.00
Twenties 0X 2000 - 0.00
Fifties 0X 50.00 - 0.00
Hundreds 0X 10000 - 0.00

Total: 226.50

I F1] FZ] F3] F4l| F5] Fﬁl FT] FSII F9]F10]F11]F12]
Cancel Help Tender Save

Totals

Figure 6-95: Manager Count Cash Screen

6. Accept the cashier’s counts or key in the revised quantities, not the dollar amounts, of
the appropriate denominations, pressing [ENTER] to move between the rows.

The amounts entered by the manager are the amounts used for
reporting.
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7. Press [F8], Save, to save the tender entries and move to the next tender type. Continue
reviewing and approving the cashier’s end count until all tender screens are complete,
pressing [F8], Save, to save the tender entries on each screen.

8. Press [F5], Tender Totals, to view the tender Totals screen.

Confirm Cashier Edit Counts | Martha Manager (100) |
Till #1 Manager Count
System
Count Group Foreign Exchange Declared Drawer Totals Over/ (Short)
Amount Rate Amount
Cash 226560 226560 0.00
CAD Cash 0.00 1.54500 0.00 0.00 0.00
EUR Cash 0.00 1.10000 0.00 0.00 0.00
Credit Card 0.00 0.00 0.00
Check 0.00 0.00 0.00
MNon-Currency 000 000 0.00
TravelCheck 0.00 0.00 0.00
CAD TravelCheck 0.00 1.54500 0.00 0.00 0.00
EUR TravelCheck 0.00 1.10000 0.00 0.00 0.00
Total 22650 22650 0.00
|Esc|| F1] FZ] F3] F4l| F5] FE] FT] FBII F9 |F1U]F11]F12]
Cancel Help Edit Save

Counts

Figure 6-96: Manager Count- Tender Totals
9. To edit a count, highlight the desired Count Group and press [F7], Edit Counts. You are
returned to that count group’s End Counting screen.
a. Make the appropriate changes and press [F8], Save.
b. Press [F5], Tender Totals, to return to the Totals screen.

10. To accept all amounts on the Totals screen, press [F8], Save. The Over/Short Reason
Code list displays.

TLL2300

Select Reason for overage/shortage

Error on credit card

Error on debit card

Error on store gift certificate
Error on store gift card
Error on Mall gift certificate
Error on petty cash

Error on cash drawer count
Unknown

Cancel Highlight Choice To Select

Figure 6-97: Manager Count - Cashier Over/Short Prompt
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Note: The list of reasons is determined by the home office, and may be different than
those shown here.

a. This list displays only once, even if multiple count groups contain over/short
amounts. If the cashier entered a reason code, it will be the one highlighted.

b. Select the most appropriate reason code, and press [ENTER]. A comment form may
display.

Reason Comment

Please enter comments for
this reason code

Credit Card rang twice

Cancel

Figure 6-98: Manager Count - Over/Short Comment

Note: The home office determines - by reason code - whether entering an additional
comment is optional or mandatory.

11. If the cashier saved an Over/Short comment during the end counting, the form opens
with the cashier’s comment. You can keep the cashier's comment or over type it.

a. If you choose to keep the cashier’'s comment, delete it, or enter any characters into
the comments input box and press [F8], Save, the comment is saved and Store21
proceeds to the next step in the count process. Store21 does not validate the
content of the comment.

b. If entering a comment is not required for the reason code, you can press [ESC],
Cancel, without entering a comment. Store21 closes the comments input form and
proceeds to the next step in the count process.

c. If a comment is required for the reason code, and you press [ESC], Cancel, or
[F8], Save, without entering any characters into the comments input box, an error
message displays.

VLD330
"Comments" cannot be
blank.

To Continue

Figure 6-99: Manager Count - Comment Required Error Message
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d. Press [Enter], To Continue. The comments form displays again. Repeat this step
until a comment is saved.

12. The deposit summary prompt displays.

Deposit Summary

CASH 3,800.00
CHECK 72.51
TRAVELERS CHECK 0.00

Total Deposit 3,872.51

N

Yes No

Figure 6-100: Deposit Summary Prompt

13. Respond to the prompt:
e Press [N], No, to re-enter the tenders on the End Count screen (Figure 6-95).

e Press [Y], Yes, to continue. The Deposit Slip and the Confirmed Cash Drawer
Reconciliation receipt for the till prints. The count complete message displays.

Counting is now complete
for Till #1.

To Continue

Figure 6-101: Till Count Complete Message

14. Press [ENTER], To Continue. The Select Session list displays. The till status for the till
just counted is now Returned and Confirmed.

Please Select Session

Session Till Employee Till Status Count Status

Counted
lssuied Baconciled
C Jo 01 3 Returned Confirmed 1)

E N e

Cancel Highlight Choice To Select

Figure 6-102: Till Status List

15. Continue performing the manager confirmation count on other tills or exit the function.

a. Press [Esc], Cancel, to return to the Cash Drawer Management menu.
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b. To select another till to count, highlight it and press [ENTER].

1) If the till is ready to be confirmed, return to “Manager Count of Till” on
page 143 and repeat for the next till.

2) If the till’'s status is not ready to be confirmed, an error message displays.

End counts must be
completed before this till

can be confirmed.

To Continue

Figure 6-103: Manager Count - Error Message
3) Press [Enter], To Continue. The Till Status list displays (Figure 6-102). Select
a different till to count or exit the function.

After all tills are end-counted and confirmed at the end of the business day, the next activity
is to reconcile the store bank.

TIP This process can be completed on any till during the business day.
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Reconcile the Store Bank

The reconciliation of the Store Bank completes the store’s business-day transactions. All tills
must be returned and confirmed before the Store Bank can be reconciled.

See also: “"Access the Cash Drawer Management Menu” on page 98

1.

From the Cash Drawer Management menu, highlight Reconcile Store Bank and press
[ENTER].

Top of Menu '
Cash Drawer Management... |

Open Store Bank

Issue/Return Cash Drawer

Count Cash Drawer

PickUp

Cash Transfer

Confirm Cashier Edit Counts

Reconcile Store Bank -

Back 1 Highlight To Select
Menu Choice

Figure 6-104: Cash Drawer Management Menu

2. Store21 checks all issued tills to verify that they have been checked in and their totals

confirmed by the manager. If any of the tills have not been confirmed, an error message
displays.

TILL2E1

There are still unconfirmed
cash drawers. Please
confirm cashier ending

counts for remaining cash
drawers.

To Continue

Figure 6-105: Store Bank Reconciliation - Error Message

a. Press [ENTER], To Continue. The process stops and you return to the Cash Drawer
Management menu.

b. See “"Monitor Issue/Return Status of Cash Drawers” on page 140 to determine which
till is outstanding.
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3.

4.

5.

If all tills are returned and confirmed, the Store Bank Totals screen displays.

Store Bank Totals

Entered PickUps/ Counted System
Amount Cashin Totals Total Difference
CASH $3,900.00 $100.00 $4,000.00 $3,000.00 (1,000.00)
CHECK $72.51 §0.00 $7251 $0.00 (572.51)
TRAVELCHECK $0.00 $0.00 $0.00 $0.00 $0.00
Total $3,972.91 $100.00 $4,072.51 $3,000.00 ($1,072.51)
Less previous bank deposits $0.00
Total Accountabhility $4,072.91

[escd il r2 el rad|rs | rs | e7 | s ]| Fo fr10] F11]Frz]
Save

Cancel Help

Figure 6-106: Store Bank Totals Screen

Press [F8], Save. The Cash Deposit amount input box displays. The default amount is
determined by the home office.

TILL7S0

Enter amount of cash
deposit.

Cancel Continue

Figure 6-107: Cash Deposit Input Form

Press [ENTER] to accept the default amount or key in a different deposit amount. The
Select Bank for Deposit list displays.
i Select Bank for Deposit

Account Number

Cancel Highlight Choice To Select

Figure 6-108: Select Bank for Deposit List
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6. Select the appropriate bank's name for the deposit. Press [ENTER]. The Deposit
Summary confirmation displays.

Deposit Summary

CASH 3,800.00
CHECK 72.51
TRAVELERS CHECK 0.00

Total Deposit 3,872.51

K 0

Yes No

Figure 6-109: Deposit Summary Message Box

a. If the deposit amount is not correct, press [N], No, to return to the Cash Deposit
input form and enter a new deposit amount (Figure 6-107).

b. Press [Y], Yes, to accept the deposit. A receipt prints and a Reconciliation Complete
message displays.

TILL130
Reconciliation is now
complete for Store Bank.

To Continue

Figure 6-110: Store Bank Reconciliation Message

The Store Bank is now closed. To access the Store Bank, Store21 must be closed for the
current day and re-opened for a new business day.
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Cash Transfer

A Cash Transfer is simply the act of moving cash from one location to another. Use the Cash
Transfer function to receive cash funds from a banking institution or deposit cash from the
store’s Store Bank into the financial bank. Cash can also be moved from one till to another.
This is a Back Office function that usually requires the security level of manager or above.

See also: “"Access the Cash Drawer Management Menu” on page 98

1. From the Cash Management menu, highlight Cash Transfer and press [ENTER].

Cash Drawer Management...
Ope ore Ba
Issue/Return Cash Drawer

Count Cash Drawer
Dicklln

N O o B W N

Cash Transfer

o Cas e S Coums

~N o g b W N

Reconcile Store Bank

Esc Al Enter

Figure 6-111: Cash Drawer Management Menu

2. The Cash Transfer form displays. Record the name of the location that is providing the
cash, the name of the location that is receiving the cash, and the amount of cash.

Cash Transfer | Martha Manager (100) |

Cash Transfer

From Location: |BANK ONE Bank One

To Location:

Transfer Amount: |

EII F1l FZI F3' F4l| FSl FBI FT' FSII F9'F10|F11lF12|

Cancel Help  Lookup Save Register

Figure 6-112: Cash Transfer Form

152 Till Accounting



Store21® 4.71

User Guide

3. The form opens with the cursor in the From Location field. Press [F2], Lookup, to

display the list of locations.
VLD107
From Location Lookup

BANK ONE Bank One
Store Bank

Cancel Highlight Choice To Select

Figure 6-113: Cash Transfer From Location List

4. Highlight the appropriate bank name and press [Enter]. The Cash Transfer form is

populated with the selected information.

5. From the Cash Transfer form and with the cursor in the To Location field. Press [F2],

Lookup, to display the list of locations that receive the desosits.

viLD107

To Location Lookup

BANK ONE Bank One
Till#1
Till#2
Till#3
Till #4
Till#5
Till#6
Store Bank

Cancel Highlight Choice To Select

Figure 6-114: Cash Transfer To Location List

Note: A cash transfer can occur between multiple entities: from Bank to Store Bank, from

Store Bank to the Bank, or from one till to another.
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a. If a location is selected that is not capable of receiving the cash transfer, an error
message displays.

Invalid To location.
Please reenter.

To Continue

Figure 6-115: Cash Transfer Error

b. Press [Enter], To Continue. Reselect the To Location.
If the To Location is valid, the Cash Transfer form is populated with the selected
information.
6. Key in the amount of cash for the transfer and press [F8], Save. A confirmation prompt
displays.

Confirm transfer of
$1,000.00 from Bank One to

Store Bank?

v N

Yes No

Figure 6-116: Cash Transfer Confirmation

7. Respond to the prompt.
a. Press [N], No, to cancel this entry and return to the Cash Transfer form.

b. Press [Y], Yes, to commit this transfer. A Cash Transfer receipt prints that includes
both the From and To Location names and the amount of the transfer.

8. The transfer is complete, and the Cash Drawer Management menu displays.
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Cash Pickup

The cash management system tracks the total amount of cash in each issued drawer or till.
Each drawer has a minimum cash threshold amount that must be exceeded before the Pickup
function can be activated. Store21 prompts the cashier that a cash pickup is needed when
the drawer reaches its limit. The maximum cash limit message does not force the cash
pickup, but displays as a constant reminder.

TILL720
Maximum cash limit has
been reached. Please do a

pickup.

To Continue

Figure 6-117: Cash Pickup Prompt

This message may display frequently until the amount of cash in the cash drawer is reduced.
Pressing [ENTER] closes the message.

See also: “"Access the Cash Drawer Management Menu” on page 98

Notes:

e The process of performing a cash pickup is the same for both Register
Accounting and Till Accounting.

e If Pick Up is not an option on the Cash Drawer Management list, the Employee
ID entered does not have the proper security level to perform cash pickup.

1. From the Cash Drawer Management menu, highlight PickUp. Press [ENTER].

Top of Menu |
Cash Drawer Management...

Open Store Bank
Issue/Return Cash Drawer

Count Cach Drawar

( PickUp

Cash Transfer
Confirm Cashier Edit Counts
Reconcile Store Bank

Back 1 Highlight To Select
Menu Choice

Figure 6-118: Menu - Cash Drawer Management

2. Store21 determines if the cash drawer has enough cash for the cash pickup.
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Notes:

e If the drawer contains less than the minimum amount of cash, the pickup
process stops and a message displays.

Minimum cash limit has
been reached. Pickup is

not allowed.

Enter

To Continue

Figure 6-119: No Cash Pickup Message

Press [ENTER] to return to the Cash Drawer Management menu.

e The minimum and maximum threshold amounts of cash for the cash drawers
are determined by the home office.

3. If the cash drawer contains enough cash for a pickup, the pick up process continues.

Note: The home office may omit the Pick Up Counting screen and configure Store21 to
proceed directly to the Pick Up Amount input box (Figure 6-122).

4. The Cash Drawer Pick Up Counting screen displays. Similar to other counting screens,
this screen may either show a single input field for the total amount of the pickup, or the
screen may show cash denominations.

PickUp | Martha Manager (100) |
Register #1 Pick Up Counting 10f1
CASH

Description Qty X Value = Amount
Pennies (50/roll) i 3 X 01 = 0.00
Nickels (40/roll) 0X 005 = 0.00
Dimes (50/roll) 0X 010 = 0.00
Quarters (40froll) 0X 025 = 0.00
Half Dollars 0X 050 = 0.00
Dollar Coin 00X 1.00 = 0.00
Ones 00X 1.00 = 0.00
Two Dollar 00X 200 = 0.00
Fives 0X 500 = 0.00
Tens 0X 10,00 = 0.00
Twenties 0X 2000 = 0.00
Fifties 0X 5000 = 0.00
Hundreds 00X 10000 = 0.00

Total: 0.00

| F1| le F3I F4l| F5l F6l |=7| FBII F9|F10|F11|F12]
Cancel Help Save

Figure 6-120: Cash Drawer Pick Up Count Screen

a. If the screen is a summary screen, key in the total dollar amount.
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b. If the screen shows denominations, key in the quantities - not the dollar amounts -
of the appropriate denominations that are being picked up, pressing [ENTER] to
move between the rows.

5. Press [F8], Save. Store21 saves the entry and recalculates the cash remaining in the
cash drawer. A confirmation message displays.

Counting is now complete
for Cash Drawer #1.

To Continue

Figure 6-121: Cash Drawer Counting Complete Message

6. Press [ENTER], To Continue. The system prompts to enter the amount of the cash
pickup. By default, Store21 displays the recommended pickup amount. If a different
amount is being picked up, key in the correct amount.

TILL180

Please Enter PICKUP
Amount.

10000
= N

Cancel Continue

Figure 6-122: Pickup Amount Input Box

7. Respond to the input prompt.

e Press [ESC] to cancel the cash pickup process and return to the Cash Drawer
Management menu.

e Press [ENTER] to continue with the pickup. The system displays a confirmation
prompt.

MEG:

The value $100.00 was
entered. Enter Y to
continue or N to enter a

new value.

[

Yes No

Figure 6-123: Pickup Confirmation Message Box

8. Respond to the confirmation prompt.
e Press [N], No, to return to the input form and re-enter the amount (Figure 6-122).
e Press [Y], Yes, to confirm the amount and continue with the cash pickup.

9. Two copies of the pickup receipt print on the receipt printer.

10. Store21 returns to the Cash Drawer Management menu.
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Register Close

Performing the Register Close process is required for both Register Accounting and Till
Accounting modes. Ensure the cash drawer is counted or all tills removed. This process is
required in order to perform a system close procedure at the end of the day.

See also: “Access the Cash Drawer Management Menu” on page 98

1. From the Top of Menu, highlight Administrative and press [ENTER]. The
Administrative menu displays.

Top of Menu |
Administrative...

Register Close

No Sale

Petty Cash In

Petty Cash Out
Post Void

Print Gift Receipt
Reprint Transaction

Back 1 Highlight To Select
Menu Choice

Figure 6-124: Administrative Menu

2. Highlight Register Close and press [ENTER].

3. If the cash drawer has not been counted or the till not removed, an error message
displays.

TLL930

This till must be reconciled.

To Continue

Figure 6-125: Register Close Error Message

a. Press [ENTER]. The system returns to the Administrative menu.
b. Press [ESC]. The Top of Menu displays.

Select Cash Drawer Management and proceed to the appropriate cash-handling
method of counting the cash drawer. See Register Accounting - "Removing the Cash
Drawer” on page 103, or Till Accounting - "Move/Remove the Till” on page 128 for
more information.

4. If the cash drawer is not the lead register, it closes. It can not be reopened for the same
business day.
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5. If the cash drawer has been counted, the following confirmation displays.

Is this your Final Close for
the Day?

(Choose Yes if you are Closing the Store.)

K

Yes No

Figure 6-126: Final Close Confirmation Message

a. Press [N], No, if this is not the Final Close. The system shuts down, but does not
clock out the employees from the register, and it can be restarted.

b. Press [Y], Yes, if this is the Final Close for the Day. The system will clock out the
employees from the register and close the register. It cannot be restarted for the
same business day. See “Initiate System Close” on page 340 for more information.
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CHAPTER 7 Employee Records

Overview

Store21 gives users the ability to enter, view, and edit personal and/or confidential
employees’ records. Before an employee can access the Store21 system, his/her employee
information record must be created in the system.

The functions to access and maintain employee records include:

e The Employee Information Menu e View Employee’s Today’s Sales

e The Employee Maintenance e Use Employee Actions Form Wizard
Screen

e View Personnel Record e Enroll/Edit Employee’s Benefits

e Add a New Employee e View Employees’ Pending Changes

e Edit an Employee’s Information e Reassign Customers

e Terminate an Employee’s Access
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Employee Information

Employees with the appropriate level of security can access employee records through the
Employee Information option in the Back Office menu. Use the Employee Maintenance screen
to add/modify employees’ personal data records, change passwords, and assign security
levels by position. Use the Employee Action Forms screen to administer the employees’
benefits information such as dependents’ information and coverage providers. The Employee
Information menu also lists other options such as Payroll, Timecard Maintenance, and
Scheduling that are covered in separate chapters.

Access the Employee Information Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Employee Selection | | | Register [ 1 New Tasks-Go to BackOffice 1]
# Type Item ID Description Qty Price Tax Amount Due

Employees Clocked In 1 Last Sale
| Transaction ID:
Customer:
Sale Amount:
Tender Amount:
Change:

Register Message _ou%

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Sale Press Enter to tender

Fscanorkeytem (DS
|F1|F2]F3|F4]|F5|F6|F7|Fs| Fo |F10f k11| F12
Employee  Help Layaway Send Return Balance  MNon Item Cust  Re: e Menu
Selection Sale Inquiry  Mdse Search Search

Figure 7-1: Employee Selection Screen (left) - Register Screen (right)

Employee ID for Register
= Enter Employee ID
| Z1 B A A E B EE S

Help  Clock Change Price
niout Passwrd Verity

Register 1 [ Northpark |
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2. Store21 prompts for the employee ID and password:

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 7-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 7-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER]
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

oo [l Entor

Cancel Continue

Figure 7-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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The Top of Menu displays.

1 Cash Drawer Management...
2 Administrative

3 Customer Information...

4 Electronic Journal

5 Employee Information...

6 Intranst Browser
7 Inventory Control

Employee Highlight To Select
Selection Choice

Figure 7-5: Employee Information - Top of Menu

3. Highlight Employee Information and press [ENTER]. The Employee Information Menu
displays.
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Access the Employee Maintenance Screen

Add and modify employee records through the Employee Maintenance screen.

See also: “Access the Employee Information Menu” on page 162

1. Navigate to the Employee Information Menu.

Employee Information...

Employee Maintenance

Payroll

Timecard Maintenance

Scheduling and Goals...

Automated Scheduling...

Customer Reassighment

Employee Action Forms =

Back 1 Highlight To Select
Menu Choice

Figure 7-6: Employee Information Menu

2. Highlight Employee Maintenance and press [ENTER]. The Employee Maintenance
screen displays with the Employee Search form.

Employee Maintenance | 1 New Tasks-Go to BackOffice =]

a}" Employee Search %
7Y
Employee ID:
Last Name:
First Name:

el Nz Jies s Jies Vs i

Cancel Add Clear ListAll Execute
Search Search Search

Figure 7-7: Employee Maintenance Screen

3. Use the Employee Search form to locate the appropriate employee record.
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View Employee’s Personnel Record

Locate the employee’s record to modify either by searching through the list of all employees
or by filtering the list with the employee’s name as search criteria.

A\

See also: “"Access the Employee Maintenance Screen” on page 165

1. Access the Employee Maintenance screen and display the Employee Search form.

%’“ Employee Search a

¥

Employee Id:

Last Name:

First Name:

1 ) I 2 N ) I I I

Cancel Help AddEmp Clear ListAll Execute
Search Search Search

Figure 7-8: Employee Search

2. Use the search form to find the appropriate employee record:
e Key in the Employee ID number.

e  Put the cursor in the employee’s first or last name fields, key in all or part of the
name (you can also use “%"” as a wildcard) and press [F8], Execute Search. When
searching using the employee’s hame, a list displays with a list of employees who
have the same name.

e To list all employees for your store, put the cursor in any field and press [F7], List
All. The Employee list displays.

SEARCH100

Select from List

Employee ID  Name Joh Title Status

Anderson, Lynn
107 Berry. Chuck MGRRG
105 Brown. James CA

104 Dylan. Bob SALEHR
308 Franklin, Aretha AS

101 Jagger, Mick 5]

303 John, Elton JWLMGR
Joplin, Janis JWLR

Cancel Highlight Choice To Select

PR S N S S

Figure 7-9: Employee List Lookup
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3. Highlight the appropriate employee and press [ENTER]. The Employee Maintenance
screen displays with all pertinent information for the selected employee. Required fields
are marked with an asterisk and the labels are displayed in red text.

Employee Maintenance

Employee ID:3  Lynn Anderson

&b

“First Hame: Middle Initial: “Last Hame: *Language ID
' Lynn IT IAﬂdersun IUSEN United States English
Address:
ﬁ [223 Southwick Ave |
City: *State: Postal Code: Country:
[eolon [oH " [onio [r4138- [osa
*SS5H: Payroll ID: ‘Birthday Marital Status:
|111-H-Hﬁ |01rm.'1975 ! S |Smg\a

Home Phone:
|I ) - - e

E-Mail:
| |

Emergency Cun(acl:l

“Position:

Security:  “Type:

-
)

‘Pay Status

F:S ISr Sales Associate

Last Hire Date:
[o170272001

*Status.

[ A Jactive

05/18/2006

Last Modified Date:

30 IFIFUH Time

I H IHDurIy

*Required Field 1

|§“ Flr2lrsra]|rslrs | 7| ra ]| rofrio]ri1]Frz

Search Help

Employee Info Passwrd

Forms Payroll Add Emp Change Edit Empl

Today's
Sales

/

Function
Buttons may
provide
additional
options.

Figure 7-10: Employee Maintenance Screen

Note:

The required fields are determined by the home office.

4. Edit the employee data on this form using the function buttons:

e Press [F3], Forms, to view Human Resource forms.

e Press [F4], Payroll Info, to view or edit the employee's payroll/confidential

information.

e Press [F5], Add Emp, to add an employee.

e Press [F6], Change Password, to change the displayed employee's password.

e Press [F7], Edit Empl, to edit the displayed employee's data.

e Press [F9], Today’s Sales, to view the employee’s sales totals.

View Employee’s Personnel Record
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Access Human Resource Forms

You can view and print the employee’s Human Resource (HR) forms. Store21 populates the
forms with employee information and fills in the appropriate fields on the forms, according to
the type of form selected. The forms then can be printed and completed by the employee,
signed, and kept on file locally as required by law. These forms are also available from the
Employee Action Forms menu. See “Access the Employee Action Forms Screen” on page 178
for more information.

See also: “"View Employee’s Personnel Record” on page 166

1. With the appropriate employee's information displayed in the Employee Maintenance
screen, press [F3], Forms. The Employee HR Form list displays.

Select an Employee H.R. Form to fill from
List.

Wi

Cancel Highlight Choice To Select

Figure 7-11: Employee Human Resource Forms List

2. Highlight the appropriate form and press [ENTER]. The form appears.

Employee Maintenance Oeb
Form W-4 Department of theTreasury -

Internal Revenue Service

Personal Allowances WorkSheet
——————————————— Cut here: and give the certificate to vour employer, Keep the top portion for your records — = — - — = — - — = — - —

Fom W-4 Employee's Withholding Allowance Certificate HME No. 15450010
Department of the Treasuty | Fo; Privacy Act and Paperwork Reduction Act Matice, see instructions 2006
Intetnal Flevenus Service

1 Type o piint your Tist name and middle iniial Last name 2 our Social Securly Number
Lynn M Anderson M1-11-1111

Home address [number and stieel of il oute] 3 [Jsingle []Maried ] Manied, bul withhold al Figher single rate
223 Southwick Ave

Note: i manied, but legaly separated. or spouse is a nomes alien, check single

City or town .
4 1f your lsst name diffrs from that on your soial ssourly Gard,
Solon OH 44139 check here and call1-800-7721213 for arewcard ... .. [
6 Total number of allowances you are elaiming (from live & above of from the Worksheels on page 21 ¢ 0
thewapplyl— - — - — - — - — - ... ...
6 Additional amount, if any, you wank withheld from sach paycheck - _ _ _ . ___________ ]

7 | claim exemption from witholding for this year and | cerity that | meet both of the following condiions for exemptior:
® Last year | had ight to a refund of &ll federal income tar withheld because | had Mo tax liabilty: And
® This pear| expect a refund of Al federal income tar withheld because | have Mo tax isbily.

If you meet boih condions, enerEXEMPT here — . — . oo oo ‘ 7

Under penalies of periay, | ceriily thal | am enfiled to the number of withholding alawances ckaimed on this cerficate or entitled ta claim exempt status

Empl 's Si > Date > .20
8 Employer's name and addiess | Employer-Complete 8 and 10 only if sending to the IAS | ‘9 Office “|1I]Emp\nva\denhhcamnnumhe' d
IEscll F1 I F2] F3l F4I| F5 I FG] FTI F8]| F9 IF1U]F11IF12]
Cancel Help Print Save

Figure 7-12: Form W4

168 View Employee’s Personnel Record



Store21® 4.71

Manager’s Guide

Employee Maintenance

Oeb

U.S. Department of Justice
Immigration and Naturalization Service

OMB Mo, 1115-0136 —
Employment Eligibility Verification

Please read instructions carefully before completing this form. The instructions must be availakle during completion of this form.
ANTHDISCRIMINATION NOTICE. tis illegal to discriminate against wark eligible individuals. Employers CANNOT specity whick
documentis) they will accept from an employee. The refusal to hire an individual because of a future expiration date may also
constitute illegal discrimination.

Section 1. Empl ion and ¥ Tt be completed and signed by emplopee t the ime employment begins.
First Middle Tnitial =
Anderson Lynn M
Addiess Date of Bith (month7dapear]
223 Southwick Ave 1111975
City State Zip Social Secuity #
Solon OH 44139 111111111

1 am aware that federal law provides for imprisonment
and/or fines for false statements or use of false documents

T sitest, under penalty of petjuy, thal | am{check one of the following).
75 & cifizen or National of the United States  pjont

LT A Lawiul Permenant Resident
[ An alien authrized to work until
Date (month/dap/yesr]

Auth Date
in connection with the of this form. bt
Emplopee’s Signature

Preparer andfor Translator Certification.(To be completed and signed it Section 1is prepared by & person other than the

employes] | atiest, under penalty of purury, that | have assisted in the complatetion o this form and that to the best of my knowledge the
information is true and correct.

Freparer's Translator's Signatus [Print Name

Addhess [street name and number, city, state, zp code

iDaIE {month/dap/year]

I F1l FZI F3lﬂ]| FSI FBI FTIEII F9|F10]F11IF12]

Cancel Help Print

=

Save

Figure 7-13: Form I9

3. Edit or key in the appropriate information, pressing [ENTER] to move between the
fields. Print and/or Save the information:
e Press [F7], Print.

e Press [F8], Save.
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Access Payroll/Confidential Information

You can view and enter the employee’s confidential payroll information. On the Confidential
Information screen, enter the employee’s Base Pay rate either as a rate per hour or as a
yearly salary. Other payroll data includes Additional Withholding and Commission
Percentage. This screen also has fields entitled Last/Next Review, Personal/Sick/Vacation
days, and Termination Date.

See also: “"View Employee’s Personnel Record” on page 166

1. With the appropriate employee's information displayed in the Employee Maintenance
screen, press [F4], Payroll Info. The Confidential Information screen displays.

Employee Maintenance | Martha Manager {100} |18 ==

Confidential Information

Payroll Data Base Ij‘ Additional Withholdings: $0.00)

Cornrmission %
General Last Review Used Days
Next Review Personal Days [0 ]
Sick Days D
Terminated Date Wacation Days D

Figure 7-14: Employee Maintenance - Confidential Information

2. Key in the appropriate information, pressing [ENTER] to move between the fields.

3. Press [F8], Save, to save the information and return to the Employee Maintenance
screen.

Note: Information entered into the Confidential Information screen, except for the base
pay, is not used by Store21. This information is for record-keeping purposes only.

Add a New Employee

A new employee record can be created by the home office or at the store. Follow the
company policy for creating Employee IDs. Add a new record either from the Employee
Search form or from the Employee Maintenance screen.

See also: "View Employee’s Personnel Record” on page 166

1. From the Employee Search form or the Employee Maintenance screen, press [F5], Add
Empl. The Employee ID input box displays.

iz;léase Enter Employee ID to
be Added.

Cancel Continue

Figure 7-15: Add Employee
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2. Key in the new employee's ID number and press [ENTER]. The Employee Maintenance
screen appears with a blank form, and the cursor is in the Last Name field. The form is
populated several ways:

e System Default Data - fields are automatically populated with pre-determined field
values. These fields might include State, Status, and Last Hire Date.

e Lookup Lists - field values are limited to the information included in a list. These
might include State, Language ID, Position, Marital Status, Type, Status, and Pay
Status. These fields are identifiable by the word ‘Lookup’ below the [F2] key when
the cursor is in that field. Highlight the selection and press [ENTER].

e User Entry - data for the fields is keyed into the form by the user. Some fields, such
as Home Phone or E-mail do not require data, but some other fields are required.
Required fields might include Last Name, First Name, Language ID, State, Social
Security Number, Date of Birth, Position, Type, Pay Status, and Status.

Employee Maintenance Oen

Employee ID:

e
' *First Hame: Middle Initial: “Last Hame: *Language 1D
|_| | l
-ﬁ Address:
-, [ I
Position’ ' City: “State: Postal Code: Country:
i | [ [ - |
determ I ne’S the *SSH Payroll 1D: *Birthday: Marital Status:
employee’s [ | (s |
. Home Phone:
security level. (o 5= T
E-Mail:
A I ! |
Emergency Cunlacl:l || Y

*Position: Security:  “Type: *Pay Status
Default for O . o =
Statu SI iS (Sﬁ[\ﬂnlzchwe ;:T’D‘Dﬁ‘;ﬂ?nﬂate - Last Modified Date:
ACTIVE

| |po/noioooo “‘Required Field 1

I F1l F2] F3lﬂ]| FSI FE] FTIEII F9|F10]F11lm]
Save

Cancel Help

Figure 7-16: Employee Maintenance Screen - Blank

3. Key in the employee’s information, pressing [ENTER] to move to the next field. Key in
data for all of the required fields, or the employee record cannot be saved.

TIP  When available, use Lookup Lists to populate the fields.

4. Modify the default data assigned by the system as necessary, such as the Last Hire Date
which assigns the current Register Date as the default.

Notes:

e Language ID - When selecting a language ID that is different than the system
default language, all screens that the employee uses are displayed in the
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chosen language when the employee enters their ID and password. All receipts
and customer screens remain in the system default language.

wLD107

Language ID lookup.

/ 3
CAMN French
ESP Spanish
PRO Spanish
USA English

Cancel Highlight Choice To Select

Figure 7-17: Language Lookup List

e Position - The Position field determines the amount of access the employee has
to the Store21 system. Each employee should have the correct access to
perform his/her job. Once an employee’s position is selected, only an employee
with a higher level of security can change it.

VLD107

Position lookup.

Cashiers

Civisional VP
Investigator

Information Systems
Jewelry Shop Manager
Jewesler

Temp Jewelers Assistant
Assistant Manager
Office Manager

Cancel Highlight Choice To Select

Figure 7-18: Position Lookup List

e The positions and their related levels of security, as well as the languages
available are determined by the home office.
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5. Press [F8], Save. The input box for the new employee’s password displays.

F;Iéase Enter the Employees
New Password.

Cancel Continue

Figure 7-19: New Employee Password Input Box

6. Key in the password for the new employee and press [ENTER]. The Employee's
Password Verification data entry box displays.

I:;Iéase Re-Enter Employees
New Password to Verify it.

Cancel Continue

Figure 7-20: New Employee Password Verification Input Box

7. Key in the password again and press [ENTER]. The Password Successfully Assigned
confirmation prompt displays.

Password Successfully
Assigned.

To Continue

Figure 7-21: Password Assigned Confirmation Message

8. Press [ENTER]. The Employee Added confirmation prompt displays.

MSG130

Employee "987654" has
been added.

To Continue

Figure 7-22: Employee Added Confirmation Message

9. Press [ENTER] to return to the Employee Maintenance screen.
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Change an Employee’s Password

See also: “"View Employee’s Personnel Record” on page 166

1. With the appropriate employee's information displayed in the Employee Maintenance
screen, press [F6], Change Password. An input box displays.
Please Enter the Employees
New Password.
-
Cancel Continue
Figure 7-23: Employee’s New Password Input Box
2. Key in the employee's new password and press [ENTER]. The Employee's Password
Verification data entry box displays.
Please Re-Enter Employees
New Password to Verify it.
|
Cancel Continue
Figure 7-24: New Password Verification Input Box
3. Key in the new password again and press [ENTER]. The Password Successfully Assigned
confirmation prompt displays.
Password Successfully
Assigned.
To Continue
Figure 7-25: New Password Assigned Confirmation Message
4. Press [ENTER] to return to the Employee Maintenance screen.
174

Add a New Employee



Store21® 4.71

Manager’s Guide

Edit an Employee’s Information

All information in an employee’s record can be edited by an employee with the appropriate
level of security. Changing events such as a move, marriage, or promotion will trigger the

need to edit an employee’s record.

See also: “View Employee’s Personnel Record” on page 166

1. With the appropriate employee's information displayed in the Employee Maintenance

screen, press [F7], Edit Empl.

2. The cursor appears in the Last Name field. Press [ENTER] to move from one field to the

next.

Employee Maintenance

[Jen

Employee ID:3 Lynn Anderson

e
' “First Name: Middle Initial:  “Last Name *Language ID

,L\;nn— IT IAndersnn IEEN lUmlad States English
Address:
ﬁ |223 Southwick Ave !
City: “State: Postal Code: Country:
’ [Bolon [or[ohie [pai3s- =
*SSH: Payroll ID: *Birthday: IMarital Status:

[ira-1-1111

piroirsTs |Ti§ng|e

E-Mail:

Home Phone:
e

Emergency Cunlacl:l

-

*Position: Security:  “Type: *Pay Status
O}AS ISr Sales Associate 30 FT IFUHT\me I H IHuur\y
*Status Last Hire Date: Last Modified Date:
[[A [pctive [p170272001 05/16/2006 Requirgd Fiald
I
|Esc|| F1l FZI F3l F4 Il F5I FEI F7I F8 Il F9 IF1UIF11IF12|
search  Help Forms Payroll  AddEmp Change Ecit Empl Today's

Employee Info Passwrd Sales

Figure 7-26: Employee Maintenance Screen

3. Make changes to the information, as appropriate.

4. Press [F8], Save to save the changes.

5. Press [F7], Edit, to continue editing this employee’s record, or press [ESC] to search

for another employee.

Edit an Employee’s Information
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Terminate an Employee’s Access

When an employee is no longer permitted to have access to the Store21 system, change his/
her status from ‘Active’ to ‘Terminated’. Terminated employees cannot access the register,
but their information is not deleted from the system. The employee can be reactivated, if
necessary.

See also: “Edit an Employee’s Information” on page 175

1. With the appropriate employee's information displayed in the Employee Maintenance
screen, and the system in Edit Employee Mode, press [ENTER] until the cursor appears
in the ‘Status’ field.

2. Press [F2], Lookup, to display the Status lookup list.

Status lookup.

Active

Terminated

Cancel Highlight Choice To Select

Figure 7-27: Employment Status Lookup List

3. Highlight ‘Terminated’ and press [ENTER]. ‘Terminated’ appears in the status field, and
the Terminated Date field is populated with the system’s current date.

mployee Maintenance TTen

Employee ID:3  Lynn Anderson

*First Name Middle Initial: “Last Mame *Language ID:

' ,Lg.\mi lT Iﬁndarann Wlumled States English
Address:

ﬁ [p23 Southuick Ave [

City: *State: Postal Code: Country:
[Bolen [oR " [orie f3e- [usA
*SSN Payroll ID: ‘Birthday Marital Status:
|mr11rm1 | |01.fm:19?5 | 5 |Smg\e
Home Phone:
- - - i
E-Mail:
Emergency Cumacl:l Iw‘ Yz
*Position; Security:  *Type: ‘Pay Status:
OIAS ISr Sales Associate 30 FT IFU”THHE I H IHDurI\;

*Status: Terminated Date: Last Modified Date:

T [Terminated [05/20/200¢ | [pEriarzon *Required Field 1

I F1l F2] F3l F4]|El Fﬁl F7l FSII F9lF10]F11IF12]

Cancel Help Save

Figure 7-28: Employee Maintenance Screen - Terminated Status

4. Press [F8], Save to save the change in the system.
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View Today’s Sales

The Today'’s Sales display the employees Sales, Returns, and Net for both amount and items
for the current day.

See also: "View Employee’s Personnel Record” on page 166

1. From the Employee Maintenance screen with an employee selected, press [F9],
Today’s Sales. The Today’s Sales pop-up form displays.

Employee Maintenance e

Employee ID:3  Lynn Anderson

e ——
' ‘First Name: Middle Initial: ‘Last Name: ‘Language ID:

Lynn ] IAndarsnn USEN United States English

Address:

ﬁ [223 Southwick Ave

City: *State: Postal Code: Country:
[eolon |OH [orio [r4133- |USA

“SSM: Payroll ID: “Birthday: Marital Status:
|1114mm | |o1fnw1975 | S [Bingle

Sales Returns Net
Amount $75.00 $0.00 $75.00

“Position:
S

“Status: Terminated Date: Last Modified Date:

Today's Sales

[T [Termineted [pe72012008 [erzozaee “Required Field
IE]I F1l F2l F3] F4l I FSI Fﬁl F7] FBI I F9]F10lF11]F12]
Back 1 Help Today's

Screen Sales

Figure 7-29: Employee Maintenance Screen with Today’s Sales

2. Press [F9] again to close the Today’s Sales pop-up form.

Employee Action Forms Wizard

The Employee Action Forms enhance Store21’s Human Resource Management tools for
entering and maintaining employee data. This functionality provides a flexible, electronic
means of capturing and reporting personnel changes using an easy-to-use, configurable,
wizard-based approach. Employee Action Forms are accessed from the Employee
Information menu.
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Access the Employee Action Forms Screen

The Employee Actions Forms screen provides an extensive list of employee information and
benefits forms that facilitate quick and accurate data entry. For some of the available Action
Forms, this is another way to achieve the same employee record-keeping functionality as
those available in the Employee Maintenance screen, such as adding a new employee or
editing an employee’s address information.

See also: “Access the Employee Information Menu” on page 162

1. Navigate to the Employee Information menu.

Employee Information...

Employee Maintenance
Payroll
Timecard Maintenance

Scheduling and Goals...

Automated Scheduling...
Customer Reassignment
Employee Action Forms

-

Back 1 Highlight To Select
Menu Choice

Figure 7-30: Employee Information Menu

2. Highlight ‘Employee Action Forms’ and press [ENTER]. The Employee Action Forms
screen displays with the Actions list.

Employee Action Forms I | [lE4]

Select Action from the List

Description

Benefits Add/Change

Change Password (Self)
Employee Availability Change
Name/Address Change
Custom Employee Data
Employee Data Demo ALL
Name/Address Change (Self)
Employee 19 Form

New Hire

Cancel Highlight Choice To Select

Figure 7-31: Employee Action Forms Screen

Note: The list of available Actions is determined by the home office.

3. Use the Action list to select the Action Description and press [ENTER].
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Note: Selecting an Action Description activates the Employee Search form, unless the
Action Description is listed with ‘(Self)’ -- in which case the system will display the
record of the employee who is currently logged into the Back Office menu.

Locate an Employee’s Record for the Selected Action

Using the Action Description selected above for this example, locate an employee’s record to
modify either by searching through the list of all employees or by filtering the list with the
employee’s name or Employee ID as search criteria.

1. Select ‘"Name/Address Change’ from the Action list on the Employee Action Forms
screen to display the Employee Search form.

m’“ Employee Search “

Y

Employee Id:
Last Name:

First Name:

o rilrafrsfraffirs]esfrr] s

Cancel Help Add Emp Clear List All Execute
Search Search Search

Figure 7-32: Employee Search

2. Use the search form to find the appropriate employee record:
e Key in the Employee ID number.

e  Put the cursor in the employee’s first or last name fields, key in one or more letters
(you can use “%" as a wildcard) and press [F8], Execute Search. When searching
using the employee’s name, a list displays with a list of employees who have the
same name.
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e To list all employees for your store, put the cursor in any field and press
[F7], List All. The Employee list displays.

SEARCH100

Select from List

Employee ID  Name Job Title Status
Anderson, Lynn A

107 Berry. Chuck MGRRG A

106 Brown. James CA A

104 Dylan, Bob SALEHR A

306 Franklin, Aretha AS A 2

101 Jagger. Mick 1S A

303 John, Elton JWLMGR A

304 Joplin. Janis JWLR A

Cancel Highlight Choice To Select

Figure 7-33: Employee List Lookup

3. Highlight the appropriate employee and press [ENTER].
4. An Effective Date input box displays.

WL 2100

Please enter the effective
date

0811212008 |

Cancel Continue

Figure 7-34: Action Forms Effective Date Input Box

Note: Depending upon the Action Description selected above, a Reason Code list may
display and require a selection prior to entering the Effective Date.

5. Key in the effective date for the changes and press [ENTER]. If the effective date is the
current date, the information will update the local files when the record is saved. If the
effective date is greater than the current date, the information changes will take effect
during the closing process on the given date.
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6. The Employee Action Forms screen displays with all pertinent information for the
selected action and the selected employee.

Employee Action Forms | (O ef
General Employee Information
“First Hame Middle “Last Name “‘Preferred Language
m IA IBerry USEN United States English
Address{1) [8347 Cherry Ave. Postal Code 44107-
Address(2) City [Cleveland
Address{3) State |OH Chio
Country [USA
Phone Humber(1) [(440)554-7787 Email(1)
Phone Number{2) [ ) - Email(2)
Phone Number{3) [ ) - Email(3)
Emergency Contact Name Pohnny B. Goode
Emergency Contact Phone |{216)445-7742
Date of Birth [10/13/1373 Marital Status | Married
“Required Field Employee ID: 107 Current Action: EMPCONTACT
= = R | E R R R 6 G
Cancel Help Back 1 Continue

Screen

Figure 7-35: Employee Action Forms with Employee Information Example

Note: The required fields are determined by the home office.

7. Edit the employee data on this form, pressing [ENTER] or [TAB] to move to the next
field.

8. Press [F8], Continue, to complete the action.
9. An Action confirmation prompt appears before saving the new data.

All required data has been
collected. Complete this
Action?

Press Y to save the action and exit. Press
N to return to the wizard.

K &

Yes No

Figure 7-36: Action Complete Prompt

Access the Employee Action Forms Screen 181



Chapter 7: Employee Records Store21® 4.71

10. Press [Y], Yes, to save the data. A confirmation prompt displays.

Action completed
successfully

To Continue

Figure 7-37: Action Complete Confirmation Message

11. Press [ENTER] to continue.
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Personal Information Wizard

The Personal Information Wizard is used to edit an employee’s personal information to record
his/her address, position, salary, vacation, etc. This information may be used by the system
to validate approved levels of security or to provide criteria for scheduling purposes. By
selecting the action indicated in the following instructions, each type of input form shown on
the Action list will display in succession. See “Benefits Wizard” on page 201 for more specific
instructions for completing the benefits-related forms.

See also: "Access the Employee Action Forms Screen” on page 178 and “Locate an
Employee’s Record for the Selected Action” on page 179

General Employee Information

1. Access the Actions list on the Employee Forms screen.

Employee Action Forms | |0ed

Select Action from the List

Description

Benefits Add/Change

Change Password (Self)
Employee Availability Change
Name/Address Change
Custom Employee Data
Employee Data Demo ALL
Name/Address Change (Self)
Employee 19 Form

New Hire

Cancel Highlight Choice To Select

Figure 7-38: Employee Forms Screen
2. Highlight the action ‘EMPPERSFORM’ and press [ENTER]. The Employee Search form
displays.

3. Use the Employee Search form to locate the employee’s record to edit. See “View
Employee’s Personnel Record” on page 166. The Effective Date input box displays.
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4. Key in the date when the change is effective, or accept the default date. Press [ENTER].
The General Employee Information screen displays.

Employee Action Forms T [Eeh

General Employee Information

“First Name Middle “Last Name ‘Preferred Language

m IA iEerry IUSEI'J United States English
Address(1) [3347 Cherry Ave Postal Code [@4107-
addressiz)[ City [Cleveland
Address(3)| state [OH  Ohio

Country |USA

Phane Number(1) [440)554-7767 Email(1)

Phone Number(2)| | - Email(2)

Phone Number(3)| | - Email{3)

Emergency Contact Name I ohnny B. Goode
Emergency Contact Phone [{216)445-7742

Date of Birth [10/18/1973 IMarital Status [\ Married

“Required Field Employee ID: 107

Current Action: EMPCONTACT

I F1] FZI F3] F4I| FS]E] FTI F8|| FQIMFHIHZI

Cancel Help Back 1 Continue
Screen

Figure 7-39: Employee Actions Form - General Employee Information

The form opens with the cursor in the First Name field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Lookup lists are available for some fields, such as Preferred Language, State,
Country, and Marital Status. Press [F2], Lookup, to display the list. Highlight the

appropriate selection and press [ENTER].

Press [F8], Next Category, to move to the next input screen. The Position and Status

screen displays.

Position and Status

“Joh Title M—Assistam Manager
Security Level 90
“Employee Type . Full Time
staws[E Active
Last Hire Date P1/02/2001
“Required Field Emplayee Id: 3

Current Action: EMPPERSFORM

E” F1IF2IF3IF4|| Fs5 | rs | 7 | Fs” F9|F1UIF11IF12I

Exit Help Lookup Prev Next
Wizard Category Category

Figure 7-40: Employee Actions Form - Position and Status Input Screen

7. The form opens with the cursor in the Job Title field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.
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e Lookup lists are available for some fields, such as Job Title, Employee Type, and
Status. Press [F2], Lookup, to display the list, highlight the appropriate selection,
and press [ENTER].

Press [F8], Next Category, to move to the next input screen. The Employee Availability
screen displays.

8.

Employee Availability

Max Hours per Week Ii
Max Number of Shifts [/

Schedule Cashier [Yes

Schedule Task [Yes

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

Start Time

e
I
T
S
e
I
e

End Time
=r
T
T
r
T

Employee Id: 3

Current Action: EMPPERSFORM

l F1]F2] F3]F4l| FS]FBl F7]F8]| F9]F10]F11]F12]

Exit Help Prev Next
Wizard Category Category

Figure 7-41: Employee Actions Form - Employee Availability Input Screen
9. The form opens with the cursor in the Max Hours per Week field. Enter the employee’s
data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Lookup lists are available for the Start Time and End Time fields for each day of the
week. Press [F2], Lookup, to display the list. Highlight the appropriate selection
and press [ENTER].

10. Press [F8], Next Category, to move to the next input screen. The Employee Time Off
screen displays.

1 New Email-Go to Backoffice

Employee Action Forms | |0 en

Employee Time Off

Press the Add key to add a new entry

Employee ID: 107 Current Action: EMPPERSFORM

B3 2 E R S S R R EEE
d

Cancel Back 1 Continue
Screen

Help Previous Next Al

Entry  Entry

Figure 7-42: Employee Actions Form - Employee Time Off Screen
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11.

12,

Use the function buttons to scroll through the employee’s existing time off requests or
add a new request.

e Press [F3], Previous Entry to see the previous time off request
e Press [F4], Next Entry to see the next time off request

e Press [F5], Add to add a new time off request

Press [F8], Next Category, to move to the next input screen.

Add a New Time Off Request

To add a new employee time off request, do the following:

1.

Navigate to the Employee Time Off screen. See "General Employee Information” on page
183 for more information on accessing this screen.

Press [F5], Add, to add an employee’s request for time off. The Time Off Request screen
displays.

Employee Action Forms | |C et

Employee Time Off

1) Week Ending Date: 9/23/2006 , Request Date: 9/20/2006

Request Date [09/20/2006

Week Ending Date 09/23/2006

Start Time |06:00-00:000  06:00 am End Time |05:59:00:000 0559 am

Employee ID: 107 Current Action: EMPPERSFORM

l F1] F2] F3] F4I| F5] FB] F7] F8]| F9]F10]F11]F12]

Previous  Next Add  Delete Back1 Continue
Entry  Entry Screen

Cancel  Help

Figure 7-43: Employee Action Form - Employee Time Off Request

Note: The default work day begins at 6:00 am and ends the following day at 5:59 am.

3.

4.

Enter the employee’s request information:

e Key in any future date into the Request Date field. The system will automatically
display the correct Week Ending Date. Press [TAB] or [ENTER] to move to the next
field.

e Lookup lists are available for the Start Time and End Time fields. Press [F2],
Lookup, to display the list, highlight the appropriate selection and press [ENTER].

e Key in the reason for time off into the Reason field.

Press [F8], Next Category, to move to the next input screen.
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Employee Payroll Information

1. From the previous procedure, the Payroll Information screen displays.

Payroll Information

Payroll ID
SSH [111-11-1111
Pay Status B Hourly
Pay Rate [10.00

Commission Percent |10

Employee Id: 3 Current Action: EMPPERSFORM

l F1]F2] F3]F4l| FS]FBl F7]F8]| F9]F10]F11]F12]
Exit

Help Prev  Next
Wizard Category Category

Figure 7-44: Employee Actions Form - Payroll Information Input Screen

2. The form opens with the cursor in the Payroll ID field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Alookup list is available for the Pay Status field. Press [F2], Lookup, to display the
list, highlight the appropriate selection, and press [ENTER].

3. Press [F8], Next Category, to move to the next input screen. The Other Compensation
screen displays.

Other Compensation

Personal Days i Personal Days Used E
Sick Days ' Sick Days Used '
Vacation Days ' Vacation Days Used E

Last Review ' 5/05/2000
Next Review ' 5/06/2001

Employee Id: 3 Current Action: EMPPERSFORM

IESCII F1IE] F3l F4]| F5] FB] F7l FSII F9 IF1UIF11IF12|

Exit Help Prev Next
Wizard Category Category

Figure 7-45: Employee Actions Form - Other Compensation Input Screen

4. The form opens with the cursor in the Personal Days field. Key in the employee’s data.
5. Press [F8], Next Category, to move to the next input screen.
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Payroll Information - Tax Information

1. From the previous procedure, the Federal Tax Information screen displays.

Employee Action Forms | 0ep

Federal Tax Information

Number of Allowances p
Additional Withholding |250.00

Marital Status [V Married

Employee ID: 107 Current Action: EMPPERSFORM

E” Filr2lrs|ra]|rs)rs]|rr|re]]|rofrio]ri1]F]

Cancel Help Back 1 Continue
Screen

Figure 7-46: Employee Actions Form - Federal Tax Information Input Screen

2. The form opens with the cursor in the Number of Allowances field. Enter the employee’s
data:

e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e A lookup list is available for the Marital Status field. Press [F2], Lookup, to display
the list, highlight the appropriate selection, and press [ENTER].

3. Press [F8], Next Category, to move to the next input screen. The State Tax
Information screen displays.

State Tax Information

Humber of Allowances i
Additional Withholding |00

Marital Status l_

Employee Id: 3 Current Action: EMPPERSFORM

IEsc]' F1IE] F3] F4]| F5] Fﬁl F7] Fsll F9]F1Ulm]m]

Exit Help Prev Next
Wizard Category Category

Figure 7-47: Employee Actions Form - State Tax Information Input Screen
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4. The form opens with the cursor in the Number of Allowances field. Enter the employee’s
data:

e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e A lookup list is available for the Marital Status field. Press [F2], Lookup, to display
the list, highlight the appropriate selection and press [ENTER].

5. Press [F8], Next Category, to move to the next input screen. The Local Tax
Information screen displays.

Local Tax Information

Humber of Allowances ﬂ
Additional Withholding |00

Marital Status I—

Employee Id: 3 Current Action: EMPPERSFORM

IESCII F1l£] F3l F4]| F5] F6] F7l FBII F9 IF1UIF11IF12|

Exit Help Prev Next
Wizard

Category Category

Figure 7-48: Employee Actions Form - Local Tax Information Input Screen

6. The form opens with the cursor in the Number of Allowances field. Enter the employee’s
data:

e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Alookup list is available for the Marital Status field. Press [F2], Lookup, to display
the list. Highlight the appropriate selection and press [ENTER].

7. Press [F8], Next Category, to move to the next input screen.
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Direct Deposit and Deduction Information

1. From the previous procedure, the Direct Deposit Information screen displays.

Direct Deposit Information
Routing Humber Account Humber Type
] I [
Bank Hame Amount Percent
] or |
" douting tumber  Acoounttumber | Tpe
| I
Bank Hame Amount Percent
00 o P
T voutingmumber accounhambor | twe
3 [
Bank Hame Amount Percent
| ] or o
Employee Id: 3 Current Action: EMPPERSFORM
IES(:]' F1l F2 | F3I F4]| Fﬁl FB] F7] FS]l F9]F10]F11|F12I
Exit Help Prev Next
Wizard Category Category

Figure 7-49: Employee Actions Form -Direct Deposit Information Input Screen

2. The form opens with the cursor in the first Routing Number field. Enter the employee’s
data:

e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Alookup list is available for the Type field. Press [F2], Lookup, to display the list.
Highlight the appropriate selection and press [ENTER].

3. Press [F8], Next Category, to move to the next input screen. The Voluntary Deductions
Information screen displays.

Employee Action Forms | 1 New Email-Go to Backofiice | [E4]

Voluntary Deductions

Press the Add key to add a new entry

Employee ID: 107 nt Action: EMPPERSFORM

IEscll F1' FZl F3] F4l| F5] Fﬁl FTl FSll F9]F10lF11lF12]

Cancel Help Previous  Hext Back 1 Continue
Entry  Entry Screen

Figure 7-50: Employee Actions Form - Voluntary Deductions Screen
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4. Use the function buttons to scroll through the employee’s existing payroll deductions or
add a new payroll deduction.

e Press [F3], Previous Entry to see the previous payroll deduction
e Press [F4], Next Entry to see the next payroll deduction
e Press [F5], Add to add a payroll deduction

5. Press [F8], Next Category, to move to the next input screen.

Add a New Volutary Payroll Deduction
To add a new payroll deduction, do the following:

1. Navigate to the Voluntary Deductions Information screen. See "Direct Deposit and
Deduction Information” on page 190 for more information on accessing this screen.

2. Press [F5], Add, to add an employee’s request for a payroll deduction. The Deduction
input screen displays.

Employee Action Forms | 0

Voluntary Deductions

1) Deduction Type: <Enter Type>

Type

Amount (0.00

Employee ID: 107 Current Action: EMPPERSFORM

E“ Filr2 | ra | ra ][ s | ks | 7| Fa ][ Fo |F1ofF11]F12]

Cancel Help Lookup Previous MNext Add Delete  Back 1 Continue
Entry _ Entry Screen

Figure 7-51: Employee Actions Form - Voluntary Deductions Input Screen

3. The form opens with the cursor in the Type field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Alookup list is available for the Type field. Press [F2], Lookup, to display the list.
Highlight the appropriate selection and press [ENTER].

4. Press [F8], Next Category, to move to the next input screen.
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Dependents

1. From the previous procedure, the Dependents screen displays.

Employee Action Forms | 1 New Email-Go to Backoffice [0

Dependents

Press the Add key to add a new entry

Employes ID: 107

Current A
[Esc] | F1]E] Fs | Fa ]| FS]E] F7 | rs || Fo fF10] F1a]F12
d

Cancel Help Previous MNext Adi Back 1 Continue
Entry  Entry screan

ction: EMPPERSFORM

Figure 7-52: Employee Actions Form - Dependents Screen
2. Use the function buttons to scroll through the employee’s existing Dependents or to add
a new dependent:
e Press [F3], Previous Entry
e Press [F4], Next Entry
e Press [F5], Add

3. Press [F8], Next Category, to move to the next input screen.
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Add a New Dependent

To add a new dependent, do the following:

1. Navigate to the Dependents screen. See "Dependents” on page 192 for more information

on accessing this screen.

2. Press [F5], Add, to add an employee’s dependent. The Dependents input screen

displays.

Dependents

1) Dependent : <Enter Dependent Name>
First Name Middle Last Name

Relationship
Birth Date FD/’DDJDEIEIEI

Emplayee Id: 3

Current Action:

BEHEFITS

Add  Delete Prev Next
Category Category

Exit Help Prev Hext
Wizard Entry Entry

lEscIl F1IF2IF3IF4|| F5IF6|F7|F8|| F9|F1UIF11IF12I

Figure 7-53: Employee Actions Form - Add Dependents Input Screen

3. The form opens with the cursor in the First Name field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.
e A lookup list is available for the Relationship field. Press [F2], Lookup, to display

the list. Highlight the appropriate selection and press [ENTER].

4. Press [F8], Next Category, to move to the next input screen.
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Life Insurance Benefits

1. From the previous procedure, the Life Benefits screen displays.

Employee Action Forms

[ [00eD

Life Benefits

Press the Add key to add a new entry

Employee 1D: 107

Current Action: EMPPERSFORM

| F1l F2] F3l F4l| FSI Fﬁl FTI F8]| F9]F10]F11IF12]

Cancel Help

Previous Next Add Back 1 Continue
Entry Entry Screen

Figure 7-54: Employee Actions Form - Life Benefits Screen

2. Use the function buttons to scroll through the employee’s existing Life Insurance Benefits

or to add a new one:

e Press [F3], Previous Entry

e Press [F4], Next Entry

e Press [F5], Add

3. Press [F8], Next Category, to move to the next input screen.
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Add a New Life Insurance Benefit

To add a new life insurance benefit for an employee, do the following:

1. Navigate to the Life Insurance Benefits screen. See "Life Insurance Benefits” on page

194 for more information on accessing this screen.

2. Press [F5], Add, to add a Life Insurance Benefit. The Life Benefits input screen displays.

Life Benefits

1) Life Coverage : Life Insurance
Coverage Type E—L\fe Insurance
Coverage Level WANED Waived
Provider [MUTBENLIFE Mutual Benefit Life
Beneficiaries:

First Name Last Name

Relationship

1) Hohn Michael |Anderson [S0N Son
2)
3
4
5)
Employee Id: 3 Current Action: EMPPERSFORM
|E9(:| F1IJF2] F3 ] F4 | F5 I F6 l F7 | F8 ll F9 |F1UIF11IF12I
Exit Help Lookup Prev Hext Add  Delete Prev Next
Wizard Entry Entry Category Category

Figure 7-55: Employee Actions Form - Life Benefits Input Screen

3. The form opens with the cursor in the Coverage Type field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Lookup lists are available for many of the fields. Press [F2], Lookup, to display
each list. Highlight the appropriate selection and press [ENTER].

4. Press [F8], Next Category, to move to the next input screen.
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Medical Benefits

1. From the previous procedure, the Medical Benefits screen displays.
[Employee Action Forms T [Oe0

Medical Benefits

Press the Add key to add a new entry

Employee ID: 107 Current Action: EMPPERSFORM

IEscll F1l F2| F3l F4l| F5| Fﬁl FTI FBIl F9|F1UIF11IF12]

Cancel Help Previous  Next Add Back 1 Continue
Entry  Entry Screen

Figure 7-56: Employee Actions Form - Medical Benefits Screen
2. Use the function buttons to scroll through the employee’s existing Medical Insurance
Benefits or to add a new one:
e Press [F3], Previous Entry
e Press [F4], Next Entry
e Press [F5], Add

3. Press [F8], Next Category, to move to the next input screen.
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Add a New Medical Insurance Benefit
To add a new medical insurance benefit, do the following:

1. Navigate to the Medical Benefits screen. See "Medical Benefits” on page 196 for more
information on accessing this screen.

2. Press [F5], Add, to add a Medical Insurance Benefit. The Medical Benefits input screen
displays.

Medical Benefits

1) Medical Coverage : Medical
Coverage Type m— Medical
Coverage Level [FAMILY Family

Provider [BLUE Blue Cross Blue Shield
Covered Dependents:

Dependent Relationship
IW_JDhn Michael Anderson SON

|| o | o [

Employee Id: 3 Current Action: EMPPERSFORM

lEscIl F1IF2IF3IF4|| F5IF6|F7|F8|| F9|F1UIF11IF12I

Exit Help Lookup Prev Hext Add Delete  Prev Next
Wizard Entry Entry Category Category

Figure 7-57: Employee Actions Form - Add Medical Benefits Input Screen

3. The form opens with the cursor in the Coverage Type field. Enter the employee’s data:
e Key in the data, pressing [TAB] or [ENTER] to move to the next field.

e Lookup lists are available for all of the fields. Press [F2], Lookup, to display each
list. Highlight the appropriate selection and press [ENTER].

4. Press [F8], Next Category, to move to the next input screen.
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Employee Password

All employees gain access to the Store21 system using a password that is managed through
the New Password screen.

1. From the previous procedure, the New Password screen displays.

*New Password |
“Confirm New Password

*Required Field Employee Id: 3 Current Action: EMPPERSFORM

E‘l 2 3B NE 5 E S R B

Exit Help Prev Next
Wizard Category Category

Figure 7-58: Employee Actions Form - New Password Input Screen

The form opens with the cursor in the New Password field.

2. To change the employee’s password, do the following:
a. Key the employee’s new password into the New Password field.
b. Press [TAB] or [ENTER] to move to the next field.

c. Key the employee’s new password again, this time in the Confirm New Password
field.

If the second entry matches the first, a confirmation prompt displays and the
employee’s password is changed.

WIZARDA 200
Password entered
successfully

To Continue

Figure 7-59: New Password Confirmation Message

3. Press [ENTER], To Continue, to move to the next input screen.
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Custom Employee Information

The home office may require additional employee information. This additional informaton can
be captured in the Custom Employee Information screen.

1. From the previous procedure, the Custom Employee Information screen displays.

Custom Employee Information

Custom Field 1]

Custom Field 2 |

Custom Field 3|

Custom Field 4]

Custom Field 5]

Employee Id: 3 Current Action: EMPPERSFORM

E‘l 2 3B NE 5 E S R B

Exit Help Prev Next
Wizard Category Category

Figure 7-60: Employee Actions Form - Custom Employee Input Screen

Note: The Custom Fields are configured by the home office.

2. The form opens with the cursor in the Custom Field. Key in the employee’s data as
indicated, then press [ENTER] to move to the next field.

3. Repeat step 2 for each Custom Field.

4. When you are finished entering information, press [F8], Next Category.

Note: This is the last of the series of input screens.
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Save Changes

1. From the previous procedure, the system displays a prompt to complete the action.

WAZA 350

All required data has been
collected. Complete this
Action?

Press Y to save the action and exit. Press
N to return to the wizard.

K &

Yes No

Figure 7-61: Employee Action Form Complete Confirmation Prompt

2. Respond to the confirmation prompt:
e Press [Y], Yes, to save all of the entries and exit the Employee Action Form Demo.
e Press [N], No, to return to the last input screen wizard.
3. When all changes are made, the Action Complete message displays.
Action completed
successfully

To Continue

Figure 7-62: Action Successful Confirmation Message

4. Press [ENTER], To Continue. The system returns to the Employee Information menu.

Employee Information...

Employee Maintenance
Payroll
Timecard Maintenance

Scheduling and Goals...
Automated Scheduling...
Customer Reassignment

Employee Action Forms

-

= B3 E=E

Back 1 Highlight To Select
Menu Choice

Figure 7-63: Employee Information Menu
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Benefits Wizard

It is often desirable to edit an employee’s benefits and dependent information without
scrolling through each of the Employee Action Forms input screens. Use the Employee Action
Forms list to select individual benefits screens to edit.

See also: "Access the Employee Action Forms Screen” on page 178 and “Locate an

Employee’s Record for the Selected Action” on page 179

1. From the Employee Information menu, select Employee Action Forms.

Figure 7-64: Employee Information Menu

Employee Information...

Employee Maintenance
Payroll

Timecard Maintenance
Scheduling and Goals...
Automated Scheduling...

Customer Reassignment

Employee Action Forms

E NE e

Back 1 Highlight To Select
Menu Choice

2. Press [ENTER]. The Employee Action Forms menu displays.

Figure 7-65

RES300

Select Action from the List

Description

Benefits AddiChange
Change Password (Self)
Employee Availability Change
Name/Address Change
EMPCUSTOM Custom Employee Data
Employee Data Demo ALL
Name/Address Change (Self)
Employee 19 Form

New Hire

Highlight Choice To Select

3. Highlight ‘Benefits Add/Change’ and press [ENTER].

: Employee Actions Form Menu

Benefits Wizard
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Employee Search

Use the Employee Search form to identify the employee whose Employee Action Forms are to
be accessed.

1. At the Employee Search form, search for the employee’s record.

%‘ Employee Search “

o

Employee Id:

Last Name:

First Name:

el el e[ es [ ee ffies e e f s

Cancel Help AddEmp Clear List All Execute
Search Search Search

Figure 7-66: Employee Search Form

2. If the employee is found, a Reason Code list displays.

Select Reason Code from the List

New Hire

Open Enrellment

Other

Change in Family Status

Cancel Highlight Choice To Select

Figure 7-67: Add/Change Benefits Reason Code List
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3. Highlight the appropriate reason code for the update/addition and press [ENTER]. The
system prompts for an effective date for the changes.

Pléase enter the effective
date

Cancel Continue

Figure 7-68: Benefits Change Effective Date Input Box

4. Key in the date when the changes will take effect and press [ENTER].
The Dependents screen displays.

5. Make changes to the screens as required. See the following sections for instructions on
each screen:

e “Dependents” on page 192

e “Medical Benefits” on page 196

e “Life Insurance Benefits” on page 194

6. Save the changes, as described in “"Save Changes” on page 200.
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Employee Action Maintenance

The Employee Action Maintenance screen shows all edits or adds to employee records that
were entered with an effective date that is after the current system date. After opening this
list, the action items can be saved to keep them active until the effective date, or they can be
cancelled and the change will not be implemented.

See also: “Access the Employee Information Menu” on page 162

1. Navigate to the Employee Information menu.

Top of Menu '
Employee Information...

Payroll

Timecard Maintenance
Scheduling and Goals...
Automated Scheduling...

Customer Reassignment

Employee Action Forms
Employee Action Maintenance H

Back 1 Highlight To Select
Menu Choice

Figure 7-69: Employee Information Menu

2. Highlight Employee Action Maintenance and press [ENTER]. The Employee Action
Maintenance screen displays.

Employee Action | | |lE
Action Description EmployeeID Associate Reason Code Status
&g 000033 Benefits Add/Change 107 100 STATUS

PENDING
Effective Date: 5/25/2006 Comments:

000036 Change in Position/Status 105 100 2 PENDING

Effective Date:  5/1/2006 Comments:

[ese] (el ee o[ re (e L re [ e [ o} (o [rroria]ree]

Exit Help Cancel Save

Figure 7-70: Employee Action Maintenance Screen
The screen lists the pending employee actions by effective date, and it shows the
employees’ ID numbers instead of the employees’ names.
3. Highlight a pending action:

e Press [F7], Cancel, to cancel the event and remove it from the list. This event will
not occur and will not alter the employee’s personnel record.

e Press [F8], Save, to keep the action.
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Customer Reassignment

Some customers have sales associates assigned to them through the customer database.
The Customer Reassignment function of the Employee Information menu transfers customers
from one employee to another. The reassignment changes all affected customers’ records in
the customer database.

See also: “Access the Employee Information Menu” on page 162

1. Navigate to the Employee Information menu.

Employee Information...

Employee Maintenance
Payroll

Timecard Maintenance
Scheduling and Goals...
Automated Scheduling...

Customer Reassignment
Employee Action Forms

Back 1 Highlight To Select
Menu Choice

Figure 7-71: Employee Information Menu

2. Highlight ‘Customer Reassignment’ and press [ENTER]. The Customer Reassignment
screen displays.

Customer Reassignment | [ eD

Customer Reassignment

Current Employee Assigned:

New Employee |D: [l

IEH Fil 2| rs | ra]|rs|rs | 7| 8 ]| Fo Jr1o] F11]Fi2]

Cancel Help  Lookup Save

Figure 7-72: Customer Reassignment Screen

3. In the Current Employee Assigned field, do one of the following:
e Key in the Employee ID of the associate who is being replaced.

e Press [F2], Lookup to open a list of associates. Select the associate who is being
replaced from the list and press [ENTER].

4. In the New Employee ID field, do one of the following:

e Key in the Employee ID of the new associate who is acquiring responsibility for all of
the first associate’s customers.

e Press [F2], Lookup to open a list of associates. Select the new associate from the
list and press [ENTER].
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5. Press [F8,], Save.

6. A confirmation prompt displays.

Replace Employee 3 with
1077

Choose Yes to save or No to reenter.

K

Yes No

Figure 7-73: Customer Reassignment Confirmation Prompt

7. Press [Y], Yes. The system returns to the Employee Information menu.

Employee Information...

Employee Maintenance
Payroll
Timecard Maintenance

Scheduling and Goals...
Automated Scheduling...

Customer Reassignment
Employee Action Forms

-

Back 1 Highlight To Select
Menu Choice

Figure 7-74: Employee Information Menu
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CHAPTER 8 Timecard Maintenance

Overview

Store21 allows employees with the appropriate level of security to review and edit employees’
timecard information through the Back Office menu, Employee Information. Timecard entries
provide the hours-worked information for posting the payroll. The shift times reflect the Clock-
In/Clock-Out times entered by the employees on the Employee Selection screen. The process of
maintaining timecard records includes the following functions:

e Access the Employee Information Menu
e Access the Timecard Maintenance Screen
. Edit Timecard Entries

. Delete Timecard Entries

Access the Employee Information Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu, to
access the back office, Top of Menu.

Register T TNew Tasks-Go to BackOfiice T
# Type ItemID Description Qty Price Tax Amount Due

Employee Selecfion T T

Employees Clocked In Last Sale
| rans: niD:

7 BT
Register Message s |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Press Enter to tender

Sale
T Scan or Key Item

| 2B A EE E R R E &
e e e

Employee  Help Layaway Send Return ltem  Cust
Selection sale 2l

” Employee ID for Register
= Enter Employee ID

|F1]F2]F3] Fa | [ Fs [rs [ r [ ire ] [ Fo [F10 il ’
T o passwrd Verty -

Register | [ Northpark [ 5/16/2006 5:20 pm

Figure 8-1: Employee Selection Screen (left) - Register Screen (right)
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2. Store21 prompts for the employee ID and password:

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 8-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 8-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

oo [l Entor

Cancel Continue

Figure 8-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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3. The Top of Menu displays. Highlight ‘Employee Information’ and press [ENTER].

1 Cash Drawer Management...
2 Administrative

3 Customer Information...

4 Electronic Journal

5 Employee Information...

6 Intranst Browser
7 Inventory Control

Employee Highlight To Select
Selection Choice

Figure 8-5: Employee Information - Top of Menu

4. The Employee Information menu displays.

menu options appropriate for the employee’s job title and security
level. Employees who cannot see this menu do not have access to this
[ | functionality.

' Store21 validates the employee’s security level and displays only the
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Access the Timecard Maintenance Screen

Add and modify employees’ timecards through the Timecard Maintenance screen.

See also: “Access the Employee Information Menu” on page 207

1. Navigate to the Employee Information menu.

[ TopofMenu |

Employee Information...

1 Employee Maintenance

2 Payroll
4 Scheduling and Goals...

5 Automated Scheduling

6 Customer Reassignment
7 Employee Action Forms

= B

Back 1 Highlight To Select
Menu Choice

Figure 8-6: Employee Information Menu

2. Highlight ‘Timecard Maintenance’ and press [ENTER]. The Timecard Maintenance
screen displays with a Date list showing week-ending dates.

Timecard Maint

[ |G

TIME180
Select Date for Timecard Maintenance

Timacard Maintananca

5/20/2007
5/27/2007
6/3/2007

6/10/2007
6/17/2007
6/24/2007

Cancel Highlight Choice To Select

Figure 8-7: Payroll Maintenance Screen Menu
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3. Highlight the appropriate week-end date and press [ENTER]. The Employee Search
form displays.

w’“ Employee Search &

s

Employee Id:
Last Name:
First Name:

ol F1fraf e rafll s frs | 7 | )

Cancel Help Clear List All Execute
Search Search Search

Figure 8-8: Employee Search Form

4. Use the search form to find the appropriate employee record.

e Key in the Employee ID number, or put the cursor in the employee’s first or last
name fields and press [F8], Execute Search. When searching using the
employee’s name, a lookup list displays with a list of employees who have the same
name.

e To list all employees for your store, put the cursor in any field and press [F7], List
All. The Employee list displays.

SEARCH100
Select from List

Employee ID Job Title Status o
Anderson, Lynn
Bery, Chuck MGRRG
Brown, James CA
Dylan, Bob SALEHR
Franklin, Aretha AS
Jagger, Mick IS
John, Elton JWLMGR
Joplin, Janis JWLR

>>»>>> > >

Cancel Highlight Choice To Select

Figure 8-9: Employee Lookup List
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5. Highlight the appropriate employee and press [ENTER]. The Timecard Maintenance
screen displays with the selected employee’s 7-day timecard.

Timecard Maintenance | Martha Manager {100} [18 =4
Martha J Manager ‘ Time For: 5§/14/2007- 5/20/2007
Sunday Tionday Tuesday Wednesday Thursday Friday Saturday
o547 5/15/2007 5/16/2007 5MT7/12007 5M8/2007 5M19/2007 5/20/2007
i WWiork Selling Time: Paper Work Seling Time Paper Work Seling Time [Seling Time
ﬁ IN. 855 am| N 9:05am| [N, 8:55 a IN. 8:55am I[N 8:45am| N 8:55am [N 10:06 am)
OUT: 11:00 am| OUT: 9:05 am| OUT: 11:59 al OuT: 603 pm OUT: 836 pm| OUT 5:53 pm| OUT: 11:59 pm)
Lunch Paper ork Faper Wiork [Seling Tme
W N1100am| N 9:05am| N 2:12 IN: 4:11 pr|
OUT. 100 pm| OUT: 9:10 am| OUT 721 p OUT: 10:06 am|

Paper wiork

Icon shows
this shift has /
the focus.

W o 1:15 pm|
OUT. 5:00 pm
Flagged shifts
have been 7.82 0.07 8.22| 912 1219 8.99 7.79
edited. Total Hours 54.20
IEscIl F1] le F3] F4“ Fsl Fs] FT] Fa“ F9]F10]F11]F12]

Search Help Prev NextEmp  Add  Delete Change Register
Emp Emp Time Time  Time

Figure 8-10: Timecard Maintenance Screen Sample

6. Use the function buttons to scroll through all of the employees’ timecards or to edit
them:

e Press [ESC] to return to the Employee Search to select another employee.

e Press [F3], Prev Empl, and [F4], Next Empl, to scroll through the employees’
records.

e Press [F5], Add Time, to add a shift’s start and end time to the displayed
employee’s timecard.

e Press [F6], Delete Time, to delete a shift’s start and end time from the displayed
employee’s timecard.

e Press [F7], Change Time, to edit a shift’s start or end time from the displayed
employee’s timecard.

7. Press the left/right arrow keys to highlight the appropriate date.

8. Press the up/down arrow keys to move the pointing hand icon to indicate the appropriate
time slot.

Notes:

e The red squares (Flags) next to In/Out times indicate that those shifts have
been edited.

e The ‘pointing hand’ icon indicates the shift that has the focus.
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Add In/Out Times to Timecard

See also: “Access the Timecard Maintenance Screen” on page 210

1. At the Timecard Maintenance screen with an employee’s timecard displayed, highlight
the appropriate date.

2. Press [F5], Add Time, to add time to the timecard. The Time data entry form displays.

Imecard aintenance T [CTeD

Martha J Manager ‘ Time For: 5/14/2007- 5/20/2007

Sunday Thonday Tuesday Wednesday Thursday Friday Saturday
0514107 51512007 511612007 517/2007 51812007 5119/2007 5120/2007

Start Date: |05/14/2007

*Work Code: [SL |Se||ing Time

*Start Time: |8:00 am
*End Time: m— “Required Field

0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total Hours 0.00 | Store Total 160.38

[esc[Filrzl ezl rad[rs [ rs [ | Fe | | ro JF10] F11]F12]

Cancel Help. save

Register

Figure 8-11: Time Data Entry Form

The Start Date field defaults to the date selected in Step 1.

3. The cursor is in the Work Code field. Press [F2], Lookup, to look up the Work Code.
The Work Code lookup list displays.

VLD107
Work Code Lookup

Selling Time
Stock Room
Paper Work
Lunch

Sick
Vacation
Bereavement

Cancel Highlight Choice To Select

Figure 8-12: Work Code Lookup List

4. Highlight the appropriate Work Code and press [ENTER].
5. Key the Start Time into the Time Data Entry form and press [ENTER].
6. Key the End Time and press [ENTER].
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Notes:

e If you do not key in ‘AM’ or ‘PM’, the system defaults to AM. It does not matter if
am or pm is upper case, lower case, or has periods to separate the letters. The
system converts the entry to ‘am’ and ‘pm’.

e Key in the number of the hour only for on-the-hour times, such as 8 am.

e Key in the colon (:) between the hours:minutes to enter off-hour times, such as
9:30 am.

e The system converts military time to standard time - key in the colon (:)
between the hours:minutes, such as 13:00.

7. Press [F8], Save, to add the times to the employee’s timecard.

Delete In/Out Times From Timecard

See also: “"Access the Timecard Maintenance Screen” on page 210

1. At the Timecard Maintenance screen with an employee’s timecard displayed, highlight
the appropriate date.

2. Press [F6], Delete Time, to delete a time from the timecard.

A confirmation message displays.

Timecard Maintenance T O] en

Martha J Manager ‘ Time For: 5/14/2006 - 5/20/2006

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
511412007 511512007 511612007 51712007 5/18/2007 511912007 512012007

Stock Room Stock Room Seling Time Seling Time Seling Time Seling Time Selling Time
Wi 1200am| o 1200am| n: 1200am| n: 1200am|" in:  1200am| in; 1200am| o 1200 am
out 11:59 pm out 3:38 pm out 9:53 am out 11:539pm|  out 1159pm|  out 11:5¢pm|  out 1158 pm

Start Date: |05/18/2007

L *Work Code: [SL |Se||ing Time

*Start Time: |12:00 am
*End Time: [11:59 pm *Required Field

Are you sure you want to
2200 Delete this record? : 22.00

v

Yes No

Figure 8-13: Delete Time Confirmation Message

3. Press [Y], Yes, to delete the time entry. The information is cleared from the screen.
Press [N], No, to cancel the action.

Note: There is no visible indication of the deleted time. The edit flag information is stored
in the Transaction Logs (T-Logs) for home-office use.
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Edit In/Out Times on Timecard

See also: “Access the Timecard Maintenance Screen” on page 210

1. At the Timecard Maintenance screen with an employee’s timecard displayed, highlight
the appropriate date (Figure 8-10).

2. Press [F7], Change Time, to edit the selected time on the timecard. The Time data
entry form displays.

imecard laintenance T [CTeD

Martha J Manager Time For: 5/14/2007- 5/20/2007
Wednesday
5M7/2007

Sunday Thonday Tuesday Thursday Friday Saturday
0514107 51512007 511612007 51812007 5119/2007 5120/2007

Start Date: |05/14/2007

*Work Code: [SL |Se||ing Time

*Start Time: |8:00 am
*End Time: m— “Required Field

0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total Hours 0.00 | Store Total 160.38

[esc[Filrzl ezl rad[rs [ rs [ | Fe | | ro JF10] F11]F12]

Cancel Help. save

Register

Figure 8-14: Time Data Entry Form

3. Edit the Work Code, Start Time, or End Time, pressing [ENTER] to move the cursor to
the next field:

a. With the cursor in the Work Code field, press [F2], Lookup, to look up the Work
Code. Highlight the appropriate new Work Code and press [ENTER].

VLD107
Work Code Lookup

Selling Time
Stock Room
Paper Work
Lunch

Sick
Vacation
Bereavement

Cancel Highlight Choice To Select

Figure 8-15: Work Code Lookup List

b. The Start Date field defaults to the date selected in step 1. Key in the new Start
Time and press [ENTER].

c. Key in the new End Time and press [ENTER].
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4. Press [F8], Save, to save the changes. The input form closes, and a red ‘flag’ appears
on the Timecard Maintenance screen next to the time that was changed.
Sunday
0514i07
o Wiark
W I 8:55 am
OuUT: 11:00 am
Lunch
Flags W~ 11:00 am
OUT: 1:00 pm
Paper Wiork
B e 115 pm
OUT, 500 pm
Figure 8-16: Timecard Maintenance Screen - Time-Changed Flag
Timecard Maintenance | | [m)E2]
Martha J Manager Time For: 5/14/2007 - 5/20/2007
Sunday lionday Tuesday Wednesday Thursday Friday Saturday
a5M4i07 51572007 511672007 5117/2007 5/18/2007 5/19/2007 5/20/2007
or Wik Stock Room Seling Time Seling Time Seling Time Seling Time Seling Time
W N 855am| n: 1200am| n 1200am n; 1200am| i 12:00amf n; 1200am| n; 12:00 am
QUT: 11:00 am| Qut 3:39pm Out 953 am Qut: 11:589 pm Qut 11:59 pm Qut 11:59 pm Qut 11:59 pm
Lunch Selling Time Selling Time
B n 1100 am| o E42pm I 5:27pm
QOUT. 1:00 pm out: 11:59 pm Out 11:59 pm|
Paper Wiark
W 115 pm
OUT. 5:00 pm
24.00 23.95 16.43 24.00 24.00 24.00 24.00
Total Hours 160.38 | Store Total 160.38
(esc| F1lr2lrsra ][5 | rs | 7| Fe )| o frrofFie]F12]
Search Help Previous Next Add Time Delete Change Register
Employee Empl Empl Time Time
Figure 8-17: Modified Employee Timecard Screen
5. Press [ESC], Search Employee, to close the Timecard screen and return to the

Employee Search screen.
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CHAPTER 9 Payroll Records

Overview

Store21 allows employees with the appropriate level of security to review, edit, and post
payroll information by accessing the Back Office menu, Employee Information.

Payroll records are obtained from the employees’ daily timecard entries. Payroll posting
sends the hours-worked information for all employees to the home office during the polling
process at System Close.

The process of maintaining payroll records includes the following functions:
e Access the Employee Information Menu

e Access the Payroll Maintenance Screen

e Edit Payroll Records

e  Post Payroll Records

e View or Edit Posted Payroll Records

e View Weekly Payroll Summary

Access the Employee Information Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Employee Selection | | Register | 1 New Tasks-Go to BackOffice 10
#Type  ItemID Description aty Price Tax Amount Due

Employees Clocked In Last Sale

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Press Enter to tender

Sale
T Scan or Key Item

IF1IF2IF3IF4I|F5IF6IF7IF8I
==

Employee  Help Layaway Send Return
Selection sale

Employee ID for Register
= Enter Employee ID

[e=c) (Lol re [ea ] [rs e[ 7T re ] (o [rrof el fr]

Help Clock Change
niout Passwrd Verity

Register 1 | Northpark | 5/162006_5:20 pm

Figure 9-1: Employee Selection Screen (left) - Register Screen (right)
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2. Store21 prompts for the employee ID and password:

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 9-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 9-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

oo [l Entor

Cancel Continue

Figure 9-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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3. The Top of Menu displays. Highlight ‘Employee Information’ and press [ENTER].

1 Cash Drawer Management...
2 Administrative

3 Customer Information...

4 Electronic Journal

5 Employee Information...

6 Intranst Browser
7 Inventory Control

Employee Highlight To Select
Selection Choice

Figure 9-5: Employee Information - Top of Menu

The Employee Information menu displays.

menu options appropriate for the employee’s job title and security
level. Employees who cannot see this menu do not have access to this
[ | functionality.

' Store21 validates the employee’s security level and displays only the
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Access the Payroll Maintenance Screen

Add and modify employees’ payroll records through the Payroll Maintenance screen.

See also: “Access the Employee Information Menu” on page 217

1.

2.

3.

Navigate to the Employee Information menu.

Top of Menu l
Employee Information...

1 Employee Maintenance
2 Payroll
3 Timecard Maintenance

4 Scheduling and Goals..

5 Automated Scheduling...
6 Customer Reassignment
7 Employee Action Forms

Back 1 Highlight To Select
Menu Choice

Figure 9-6: Employee Information Menu

Highlight ‘Payroll’ and press [ENTER]. The Payroll Maintenance screen displays with a
Payroll Date list.

Payroll | 100
Payroll Maintenance

PAY120
Select Date for Payroll Maintenance from
the List.

5/20/2006
5/27/2006
6/3/2006

6/10/2006
6/17/2006
6/24/2006

Cancel Highlight Choice To Select

Figure 9-7: Payroll Maintenance Screen - Week Ending Dates

Highlight the appropriate payroll end-of-week date and press [ENTER]. A confirmation
message may display.

Do you wish to Replace
payroll File with all Clock
In/Out entries since last

Payroll maintenance?

v

Yes No

Figure 9-8: Replace Payroll File Confirmation Prompt
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4. If previous changes were made to the same group of payroll records, choose to replace
them or not:

Press [Y], Yes, to replace the current payroll records with the up-to-date timecard
changes. The previous changes that were made to the current payroll file will be
lost.

Press [N], No, to display the payroll records without updating the payroll file with
the current timecard information.

The Payroll Maintenance screen displays with the first employee’s time sheet for the
week.

Payroll | 1 New Tasks-Go to BackOffice 10D
Payroll Maintenance
Payroll Data for: North park Employee: 10f 13 =
Period Ending Date: 5/20/2006 Store Number: 37
Employee: Martha Manager 10
Work Code Sunday  Monday  Tuesday ‘wednesday Thursday  Friday  Saturday Total
Selling Time .00 8.30 00 .00 .00 00 .00 8.30
Stock Room 24.00 7.70 00 .00 .00 00 .00 31.70
Paper Work .00 .00 00 .00 .00 00 .00 0.00
Lunch .00 .00 00 .00 .00 00 .00 0.00—
Sick .00 .00 00 .00 .00 00 .00 0.00
acation .00 .00 00 .00 .00 00 .00 0.00
Bereavement .00 .00 00 .00 .00 00 .00 0.00
Time And A Half .00 .00 .00 .00 .00 00 .00 0.00
Double Time .00 .00 .00 .00 .00 00 .00 0.00
Subtotal for Employee 24.00 23.95 16.43 24.00 24.00 24.00 24.00 160.38 .
ESNIE R R EE E RS B EEE
Select Help  Store Previous MNext Print  Print All EditEmpl Post Register
Date Summry Empl  Empl Empl

Figure 9-9: Payroll Maintenance Screen

5. Use the function keys to scroll through each of the employees’ records, view a summary
of all employees, or print reports:

Press [ESC], Select Date, to reselect the date from the Payroll Week-Ending Dates
list.

Press [F2], Store Summary, to display all employees’ payroll information.

Press [F3], Prev Empl, and [F4], Next Empl, to scroll through the employees’
records that appear in numeric order by the employee ID nhumber.

Press [F5], Print Empl, to print the employee’s payroll information.
Press [F6], Print All, to print all employees’ payroll information.
Press [F7], Edit Empl, to edit the displayed employee’s record.
Press [F8], Post, to post all employees’ payroll records.

Press [F12], Register, to suspend the action and return to the Register screen.

Notes:

e On printed payroll reports, an ‘M’ appears next to times that were changed at
the Payroll Maintenance screen.

e Printed payroll reports show the posted and polled dates.
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Edit Payroll Records

Edit payroll records at the Payroll Maintenance screen.

See also: “Access the Payroll Maintenance Screen” on page 220

1.

From the Payroll Maintenance screen, use the [F3], Prev Empl, and [F4], Next Empl,
function buttons to scroll through the employees’ payroll records to locate the
appropriate employee’s information.

Press [F7], Edit Empl, to edit the payroll. The first line is highlighted in red, and the
cursor appears in the first column. Fewer function-key options are available.

e Press [ESC], Cancel, to close the screen and return to the menu without saving the
changes.
e Press [F8], Save, to record the employee’s payroll record.

Payroll | [0 e
Payroll Maintenance

Payroll Data for: Northpark Employee: 8 of 13 =
Period Ending Date: 5/20/2006 Store Number: 37
Employee: Joni Mitchell 108
Work Code Sunday  Menday Tuesday Wednesday Thursday Friday  Saturday Total
Selling Time .00 .00 .00 .00 .00 .00 .00 0.00
Stock Room .00 .00 00 00 00 .00 .00 0.00
Paper Work .00 .00 00 00 00 .00 .00 0.00
LLunch .00 .00 .00 .00 .00 .00 .00 0.00—
acation .00 .00 00 00 00 .00 .00 0.00
[Bereavement .00 .00 .00 00 00 .00 .00 0.00
Time And A Half .00 .00 .00 .00 .00 .00 .00 0.00
Double Time .00 .00 .00 .00 .00 .00 .00 0.00
Subtotal for Employee 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 .

Ell 2R3 B NE B EE S R R E

Cancel Help Save Register

Figure 9-10: Payroll Maintenance Screen in Edit Mode

Using the up/down arrow keys, highlight the appropriate work code.

Press [TAB] (as many times as necessary) to move the cursor to the appropriate day-
of-week column.

Key in the correct number of hours and press [TAB] to move to the next day. The new
number displays, and the system recalculates the Total hours for work code, each day,
and for the week. These totals are factored into the summary for all employees for the
week.

Press [F8], Save. This saves the information and exits the edit mode, but the
information is not yet posted. All of the previous function-key options are now available
(Figure 9-9).

Repeat these steps to edit the other employees’ records as necessary.
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Notes:

e If you press [ESC] twice, you exit the Payroll Maintenance screen without
posting the payroll records. A prompt displays with a reminder message.

Reminder! You must Post
your Payroll for it to be sent

to the Home Office.

To Continue

e When you re-enter Payroll Maintenance for the same week-ending date, a
confirmation prompt displays:

Do you wish to Replace
payroll File with all Clock
In/Out entries since last

Payroll maintenance?

K 0

Yes No

Press [Y], Yes, to replace the current payroll records with the up-to-date
timecard changes. The previous changes that were made to the current payroll
file will be lost.

Press [N], No, to display the payroll records without updating the payroll file
with the current timecard information.

\}

8. When all changes are made, it is necessary to post the payroll records. See “Post Payroll
Records” on page 224.
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Post Payroll Records

When all of the payroll information is correct, post the payroll for the selected week. When
you post the payroll, the information is saved and sent to the home office during the System
Closing process.

See also: “Access the Payroll Maintenance Screen” on page 220

1. Open the Payroll Maintenance screen.

[Fayron I T New Tasks.Go to BackOmce 16z 2]
Payroll Maintenance
Payroll Data for: Northpark Employee: 10f13  —]
Period Ending Date: §/20/2006 Store Number: 37
Employee: Martha Manager 100
Work Code Sunday  Monday Tuesday VWednesday Thursday  Friday  Saturday Total
Selling Time 00 830 w00 .00 00 00 .00 830
Stock Room 2400 770 00 00 00 .00 .00 31.70
Paper Work .00 .00 .00 .00 00 00 00 0.00
Lunch 00 00 00 00 .00 00 .00 0.00—
Sick 00 00 00 00 00 .00 .00 000
Vacation 00 00 w00 .00 00 00 .00 000
Bereavement 00 00 00 00 .00 .00 .00 0.00
Time And A Half 00 00 w00 00 00 00 .00 000
Double Time .00 .00 .00 .00 00 00 .00 0.00
Subtotal for Employee 2400 23.95 16.43 24.00 24.00 24.00 24.00 160.38 .|
I F1l FZI FSI F4II F5| FGI F7l FBII F9|F1OIF11IF1ZI
Select Help Store Previous Next Print  Print All Edit Empl Post Register
Date Summry Empl Empl Empl

Figure 9-11: Payroll Maintenance Screen

2. At the Payroll Maintenance screen, press [F8], Post. Store21 prepares the data for
upload, and a confirmation message displays that the payroll is posted.

Payroll Data Posted for
Selected Period.

To Continue

Figure 9-12: Payroll Posted Confirmation Message

3. Press [ENTER], to Continue.
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The Payroll Maintenance screen displays with the Payroll Date list.

Payroll

| | [

Payroll Maintenance
PAY120
Select Date for Payroll Maintenance from
the List.

5/20/2006
5/27/2006
6/3/2006

6/10/2006

6/17/2006
6/24/2006

Cancel Highlight Choice To Select

Figure 9-13: Payroll Maintenance Screen

4. Press [ESC] to return to the Employee Information menu (Figure 9-6).

View or Edit Posted Payroll Information

Store21 provides the ability to view and/or edit previously-posted payroll information. This
feature may or may not be available, depending upon the configuration by the home office.

See also: "Access the Payroll Maintenance Screen” on page 220

1. Access the Payroll Maintenance screen. It displays with a Payroll Date list.

Payroll

| 106D

Payroll Maintenance
PAY120
Select Date for Payroll Maintenance from
the List.

5/20/2006 B
5/27/2006

6/3/2006

6/10/2006

6/17/2006
6/24/2006

Cancel Highlight Choice To Select

Figure 9-14: Payroll Maintenance Screen

2. Highlight the appropriate payroll week-end date and press [ENTER].

View or Edit Posted Payroll Information
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If the week selected has already been posted, a confirmation message displays.

Warning! Payroll data has
already been posted for the
selected week. Choose

Yes to update data, or No
to display posted report.

v [

Yes No

Figure 9-15: Payroll Posted Confirmation Message

Choose an option:

e Press [Y], Yes, to EDIT the posted information and re-post. The system
retrieves the information from Timecard Maintenance. (Any edits that were done
in Payroll Maintenance prior to posting are lost.)

e Press [N], No, to VIEW the posted information. The system displays the same
information as is posted.

3. To edit the posted information, see “Edit Payroll Records” on page 222 for instructions.

Weekly Payroll Summary

The Store Payroll Summary screen is an at-a-glance view of all of the payroll hours worked
for the selected week. It summarizes the hours by day of week and by work code. It shows
only the total hours - it does not show employees’ information.

See also: "Access the Payroll Maintenance Screen” on page 220

1. Access the Payroll Maintenance screen. The screen opens with a Payroll Date list.

Payroll I [0en
Payroll Maintenance

PAY120
Select Date for Payroll Maintenance from
the List.

5/20/2006
5/27/2006
6/3/2006

6/10/2006

6/17/2006
6/24/2006

Cancel Highlight Choice To Select

Figure 9-16: Payroll Maintenance Screen
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2. Highlight the appropriate payroll week-end date and press [ENTER]. The Payroll
Maintenance screen Displays.

[Fayroll T T New Tasks Go to BackOffice

[OeD

Payroll Maintenance

Payroll Data for: North park Employee: 10of 13 =
Period Ending Date: 5/20/2006 Store Number: 37
Employee: Martha Manager 100

Work Code Sunday  Menday Tussday YWednesday Thursday Friday  Saturday Total
Selling Time 00 830 .00 .00 .00 .00 .00 8.30
Stock Room 2400 7.70 .00 00 .00 .00 .00 3170
Paper Work .00 .00 .00 .00 .00 .00 .00 0.00
Lunch .00 .00 00 00 .00 00 00 0.00—
Sick 00 00 .00 .00 .00 .00 .00 0.00
Vacation 00 00 00 00 .00 .00 .00 000
Bereavement .00 .00 00 00 .00 00 .00 0.00
Time And A Half 00 00 00 00 .00 .00 .00 000
Double Time 00 00 00 00 .00 .00 .00 000
Subtotal for Employee 24,00 23.95 16.43 24.00 24.00 24.00 24.00 160.38.

l F1] FZ] F3] F4l| FS] FB] F7] FBIl F9]F10]F11]F12]

Select
Date

Help

Store Previous Next
Summry Empl

Print  Print All EditEmpl  Post
Empl

Register
Empl

Figure 9-17: Payroll Maintenance Screen - Employee Details

3. Press [F2], Store Summary.The Store Payroll Summary screen displays.
Payroll 1 [0 eh
Payroll Maintenance
Store Payroll Summary
Store Number: 37 Morthpark Payroll Date: 5/20/2006

Work Code Sunday  Monday Tuesday Wednesday Thursday Friday  Saturday Total
Selling Time 0.00 830 0.00 000 0.00 0.00 0.00 8.30
Stock Room 24.00 7.70 0.00 000 0.00 0.00 0.00 3170
Paper Work 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00
Lunch 000 0.00 0.00 000 000 0.00 0.00 000
Sick 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Vacation 0.00 0.00 0.00 000 000 0.00 0.00 000
Bereavement 000 0.00 0.00 000 000 0.00 0.00 000
Time And A Half 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Double Time 0.00 0.00 0.00 000 0.00 0.00 0.00 0.00
Half Time 0.00 7.95 16.43 24.00 24.00 24.00 24.00 12038

Subtotal for Store 24.00 23.95 16.43 24.00 24.00 24.00 24.00 160.38

|Esc“ F1] Fz] F3] F4]| Fsl Fs] F7] Fs]| Fg]F1o]F11]F12]
Select Help Empl Print Register
Date Detail Summry

Figure 9-18: Payroll Maintenance - Store Summary
4. Print the report or exit the screen:

Press [F5], Print Summary, to print the report on the report printer
[ )

Press [F2], Empl Detail, to return to the employee detail screen

5. When finished, press [ESC] repeatedly until the desired screen or menu is visible.
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CHAPTER 10 Special Transactions

Overview

In Store21, there are some special transactions that include special report, or must be
managed beyond entering the transactions, registering payments, or noting their completion.
These transactions require addtional management functions, report functions, and processes
that are performed through the Back Office.

This chapter includes information:
e Repairs/Alterations Reports
e Locate/Order Maintenance
e Locate/Order Selling History
e Locate/Order Inquiry
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Repairs/Alterations Reports

Process Repair/Alteration Reports

Store21 offers several Repair/Alteration reports. These reports are accessed from the Top of
Menu.

See also: The Store21 User Manual for the procedure for accessing the Repair/Alteration
Function menu.

1. From the Repair/Alteration Functions list, highlight Repair/Alteration Reports and press
[ENTER].

Top of Menu |
Repair/Alteration Functions...

Repair/Alteration Maintenance

2 RepairfAlteration Receiving
Repair/Alteration Shipping
Repair/Alteration Reports...

Back 1 Highlight
Menu Choice

Figure 10-1: Repair/Alteration Functions Menu

2. The Repair/Alteration Reports menu displays with the available reports.

Top of Menu
RepalrlAlIerahon Funcﬁons
1 Repair/Alteration Aging Report
E 2 Repair/Alteration FollowUp Status
3 Repair/Alteration Status Report

= nE e

Back 1 Highlight To Select
Menu Choice

Figure 10-2: Repair/Alteration Reports Menu

230 Repairs/Alterations Reports



Store21® 4.71

Manager’s Guide

Repair/Alteration Aging Report

The Aging Report shows items that are received and ready for pickup.

1.

2. The input range form displays.

RepairfAlteration Aging | Martha Manager (100} |18 =4

Repair/Alteration Aging Report

Minimum Age In Days

—

NOTE: leave blank for all

l F1l F2] F3l F4]| F5] FG] FTl F8]| F9]F10]F11]F12]

Exit Help View  Print Register
Report  Report

Figure 10-3: Aging Report Range Input Screen

From the Repair/Alteration Reports list, highlight Repair/Alteration Aging Report and
press [ENTER].

3. Key in the number of days to include in the report and press [F7], View Report.

4. The report displays.

5.

RepairiAlteration Aging | Martha Manager (100) 118 =4

Repair/Alteration Aging Report
Minimum Age In Days: 1

Age
Alteration  Trans Create  Promise Receive in Total
Id Id Date Date Date Days Charge  Description  Sold By
110m2 38755 214008 21108 gr2/08 20 $11.00 change battery m
Customer:  500710000000021  Thomas B Downs 4402745421
110011 38755 B/4I06 8106 3012106 20 $0.00 change battery 101
Customer:  S00110000000021  Thomas B Downs 4408745421
Page 1 of 1 Fun Date / Time 824106  11:47 am Store 110: Cleveland Store
lEsclI Filr2 e ra ][ rs | rs | F7 | ra ]| ro fFi0] Fia]F12)
Select Help Previous Next Print Register
Criteria Report

Figure 10-4: Repair/Alteration Aging Report

Press [F8], Print Report, or [ESC] to return to the Reports list.

Repairs/Alterations Reports
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Repair/Alteration Follow-Up Status Report

The Follow-Up Report shows the follow-up status of all open repair/alteration tickets. The
status is either ‘Have not followed up’, or ‘Followed Up’ for a given date range.

1. From the Repair/Alteration Reports list, highlight Repair/Alteration Follow Up Report and
press [ENTER]. The input range form displays.

Repair/Alteration FollowUp | 10D
Repair/Alteration FollowUp Status

Pickup Date Range
From 01/01/2006 To |08/30/2006

Follow-Up Status

I

Note: Leave blank for all

l F1] FZ] F3] F4]| F5] FG] FT] F8]| F9]F10]F11]F12]
Print Register

Exit Help WTD MTD  YTD Search  View
Report  Report

Figure 10-5: Repair/Alteration Follow Up Status - Input Screen

2. Select the variables to include in the report:

e Key in Pickup Date Range to include in the report, or use the function keys to enter
pre-programmed date ranges:

e Press [F2], WTD, for week-to-date.
e Press [F3], MTD, for month-to-date.
e Press [F4], YTD, for year-to-date.

e For the Follow-Up Status input field, press [F6], Search, to select the appropriate
Status type or leave blank for all.
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3. Press [F7], View Report. The

report displays.

Repair/Alteration FollowUp

| Martha Manager (100) [18 =4

Repair/Alteration FollowUp Status Report
Pickup Dates: From 08/18/2006 To 08/24i2006

Follow Up Status: All

Trans  Create

Followlp

Alteration  Promise  Complete  Pickup
Id Date Status

Date Date

9084 'Bi13m6
Customer: 100107
Employee: 3
362 BRA06
Customer: 100104
Employes: 100
E T

Emplopee: 102

Customer:  S00110000000036  Sam Adams

123456 #2008 B/18/06 8/19/06 N
Chuck Bery (440) 5547787 Ex
Lynn M Anderson

54354 Bi31/08 8124108 BI24106 N
Jaris H Jopiin (440) 989-4454 Ex
Martha J Managsr

114587 g1 3708 OG0B g6 N

[555) 555-5555 Ex

Tina Tumer

Store 110: Cleveland Store

Criteria

Page 1of1 Run Date f Time: 08/2412006 11:47 am
I F1l FZI FBl F4l| FSl Fﬁl FTl F8]I F9]F10]F11lF12]
Select  Help Previous  Next Print Register

Report

Figure 10-6: Alteration/Repair Follow Up Status Report

4. Press [F8], Print Report, or [ESC] to return to the Reports list.

Repair/Alteration Status Report
The Status Report shows the status of all repair/alteration tickets according to the Alteration
Type and/or Operation for a given date range.

1. From the Repair/Alteration Reports list, highlight Repair/Alteration Status Report and
press [ENTER]. The input range form displays.

Repair/Alteration Status

| Martha Manager (100} |18 =1

Repair/Alteration Status Report

Create Date Range

From |gg/8/2006 T© |08/24/2006

Alteration Status

Alteration Type

NOTE: leave blank for all

NOTE: leave blank for all

Help WD

| F1 | le F3I F4|| rs5 | rs [Ie7 [ rs | [ Fo [F 10| F11] 2]
Exit D YD

Search View  Print Register

Report  Report

MTI

Figure 10-7: Repair/Alteration Report Criteria Input Form

2. Select the variables to include

in the report:

e Key in the Date Range to include in the report or use the function keys to enter pre-

programmed date ranges:
e Press [F2], WTD, for
e Press [F3], MTD, for

week-to-date.

month-to-date.

e Press [F4], YTD, for year-to-date.

Repairs/Alterations Reports
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e For the Alteration Status input field, leave blank to include all, or press [F6],
Search, to display the Alteration Status lookup list. Select the appropriate status
type and press [ENTER].

Select Alteration Status

Cancel Highlight Choice To Select

Figure 10-8: Alteration Status Lookup List

e For the Alteration Type input field, leave blank to include all, or press [F6], Search,
to display the Alteration Status lookup list. Select the appropriate status type and
press [ENTER].

Select Type

Alteration Types
No Charge
Charge
Warranty
Estimate
Alteration Mo Charge
Alteration CHARGE
Watch

Cancel Highlight Choice To Select

Figure 10-9: Alteration Type Lookup List
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3. Press [F7], View Report. The report displays.

[REPalTANEraton starus T O

Repair/Alteration Status Report
Create Dates: From 05/14/2006 To 09/20/2006
Alteration Status: All
Alteration Type: All

Create  Promise

Ahtrtion ID L L Complets Pickup
Description Total Charge Sold By Date Date
81 £/20/2006 S12T/2006
§12.00 100

Customer: S00037000000002 Rebecca Findiey
Status: At Jeweler Repair Shep: 19121
Type  CHARGE

Page 1 of 1 Date/Time: 5/20/2006 10:59:35 AM Store 37: Northpark

| Filrrs | ra]|rsfrs ez | re ][ Fo fFiofFin]F2)
Select  Help Previous  Next Print Register
Criteria Report

Figure 10-10: Repair/Alteration Status Report

4. Press [F8], Print Report, or [ESC] to return to the Reports list.

Note: Use this report to list the customer name and phone number of Repair/Alteration

tickets that are ready for pickup.

Repairs/Alterations Reports
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Locate/Order Maintenance

Locate/Order maintenance provides access to order details and allows you to update the
status of Locate/Orders that have been received by the store. This includes picking,
rejecting/cancelling, and fulfilling orders. Additionally, items in an order can be reserved for
that order.

Opening Locate/Order Maintenance

Locate/Order Maintenance often begins when Store21 indicates that Locate/Order(s) are
assigned to your store. However, this is not a requirement. Locate/Order Maintenance can be
performed at any time.

26 Selection | LE e nnerE e i

Figure 10-11: New Pickup Orders

To open Locate/Order Maintenance, do the following:
1. Open the Back Office menu.
2. In the Back Office Top of Menu, select Locate/Order...

Top of Menu

5 Employee Information...
6 Inventory Control...

7 Layaway Maintenance

8 Opening Screen

9 Reports...

10 Locate/Order...
11 Repair/Alteration Functions...

~

Employee  Highlight To Select
Selection Choice

Figure 10-12: Locate/Order... Option in Top of Menu

3. In the Locate/Order... menu, select Locate/Order Maintenance.

1 Locate/Order Maintenance

2 Locate/Order History
3 Locate/Order Inquiry

Back 1 Highlight To Select
Menu Choice

Figure 10-13: Locate/Order Maintenance Option
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4. In the Locate/Order Maintenance Screen, select the Locate/Order that is being

maintained.
Distributed Order | Martha Manager (100) |
| Order Fulfill Order Customer Orig.

Number Method Date Customer Phone Loc. Status

1011000134 Pickup /By
1011000086 Shipment  5/28/2008

. Gracie

Mex, Frank (440) 555-3265 110 Accepted

1011000080 Shipment  5/28/2008  Mex, Frank (440) 555-3265 110 Accepted
1011000061 Shipment  B/28/2008 Mesx, Frank (440) 555-3265 110 Accepted
1011000138 Pickup B/B/2008  Shirl, Gracie (216) BE5-BE7E 110 Asccepted
1011000135 Pickup B/B/2008  Shirl, Gracie (216) BE5-BE7E 110 Asccepted
1001000002 Pickup B/B/2008  Quigley, Suzie (440) 444-5567 110 Accepted
1011000133 Pickup B/B/2008  Shirl, Gracie (216) BE5-BE7E 110 Picked
1011000136 Pickup B/B/2008  Shirl, Gracie (216) BE5-BE7E 110 Picked
1011000131 Pickup B/B/2008  Shirl, Gracie (216) BE5-BE7E 110 Picked
1011000060 Shipment  5/28/2008  Allen, Larry (440) BE5-0127 110 Rejected

External Order

T Select Order

|Esc|| F1 | F2|F3|F4|| F5|F6|F7|F8|| F9|F1D|F11|F12|
Exit

Help Register

Register 1 | hello | 05/15/2008 _1:49 pm

Figure 10-14: Locate/Order Maintenance Screen

The list is sorted first by the order status, then by date. Orders are displayed for a
configured number of days before being removed from the list.

View Order Details
To view the details of an order, do the following:
1. Open Locate/Order Maintenance.

For more information, see “"Opening Locate/Order Maintenance” on page 236

2. Find the order by doing one of the following:
e Use the up and down arrow keys to highlight the order to be viewed.
e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order

t Enter Order ID

|E9c|| F1IF2IF3IF4|| F5IF6IF7IF8|| F9IF10IF11IF12|

Cancel Help

Register 1 | this is my ticker | 6/6/2008  10:26 am

Figure 10-15: Enter Locate/Order ID
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3. Once the order is highlighted, press [F4], Order Details. The details of the order are
displayed.

Locate/Order

| Martha Manager (100)

Order:1011000164

Date: £/5/2008 Fulfillment Method: Pickup
Total: $12.93 Tax: $.00

Comments:  ppp

Status: Accepted

&)

Gracie Shirl

987 Bell Street
Farmdale, OH 44417
us

Phone: (215) BA5-3950 (215) 555-BE76

E-Mail:
Qty  Item ID Item Description Comments/Bin Item Status
1 9590109 WwatchO09 Accepted

|Esc|| F1|F2|F3|F4|| F5|F6|F7|F8|| F9|F1D|F11|F12|

Done Help

Register 1 |

this is my ticker

| 6/6/2008 10:26 am

Figure 10-16: View Order Details

The following information is displayed in the Order Details screen:

Order ID

Order Status

Date of Creation
Fulfillment Method
Total Amount

Tax

Additional Comments

Customer Address

Customer Phone Numbers

Customer Email Address

Item, including the following information:

Quantity
Item ID
Item Description
Comments/Bin #

Item Status

238
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Print Pick Tickets

To print pick tickets for the items in the Locate/Order, do the following:
1. Open Locate/Order Maintenance.

For more information, see “Opening Locate/Order Maintenance” on page 236

2. Find the order by doing one of the following:
e Use the up and down arrow keys to highlight the order to be viewed.

e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order

t Enter Order ID

|E9c|| F1IF2IF3IF4|| F5IF6IF7IF8|| F9IF10IF11IF12|

Cancel Help

Register 1 | this is my ticker | 6/6/2008  10:26 am

Figure 10-17: Enter Locate/Order ID

3. Select [F5], Pick List to print the pick tickets.

Accept Order

To accept a new Locate/Order for fulfillment, do the following:
1. Open Locate/Order Maintenance.

For more information, see “Opening Locate/Order Maintenance” on page 236
2. Find the order by doing one of the following:

e Use the up and down arrow keys to highlight the order to be viewed.

e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order
t Enter Order ID

|Esc|| F1|F2|F3|F4|| F5|F6|F7|F8|| F9|F1D|F11|F12|

Cancel Help

Register 1 | this is my ticker | 6/6/2008 10:26 am

Figure 10-18: Enter Locate/Order ID

3. Select [F7], Accept Order to accept the new order.
When an order is accepted, Store21 does the following:

a. Sends a status update to the RAS server indicating that the order has been
accepted.

Locate/Order Maintenance 239



Chapter 10: Special Transactions Store21® 4.71

b. Prints the pick list.

c. Changes the status of the order to “Accepted”.

Reject Order
To reject a new Locate/Order, do the following:
1. Open Locate/Order Maintenance.

For more information, see “Opening Locate/Order Maintenance” on page 236.

2. Find the order by doing one of the following:
e Use the up and down arrow keys to highlight the order to be viewed.

e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order

t Enter Order ID

lEscIl F1IF2IF3IF4|| F5IF6IF7IF8|| F9IF10IF11IF12I

Cancel Help

Register 1 | this is my ticker | 6/6/2008 10:26 am

Figure 10-19: Enter Locate/Order ID

3. Select [F8], Reject Order on the Order Maintenance screen.
4. A confirmation window opens, asking whether you want to reject the order:

RES1220

Are you sure you want to
Reject this order?

v

Yes No

Figure 10-20: Reject Order Confirmation

e Select [Y], Yes to reject the order.

e Select [N], No to return to Locate/Order Maintenance. The window closes and no
change is made.
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5. A rejection reason code window opens. Use the up and down arrow keys to highlight the
reason for rejecting the order, the press [ENTER].

Select Reason for Rejection

Rej-Mismate

Rej-Dot/Aged Inventory
Rej-Multiple Request Same Item

Cancel Highlight Choice To Select

Figure 10-21: Reason Codes for Order Rejection
Press [ESC] to return to Order Maintenance and cancel the rejection with no changes
made to the order.
6. When the reason code is selected Store21 does the following:

a. Sends a message to the RAS server indicating that the Locate/Order has been
rejected or cancelled (depending on the configuration of the reason code).

b. Changes the status of the order to “"Rejected” on the local system.

Reserve Items

To reserve inventory items for a Locate/Order, do the following:
1. Accept the order.
See “Accept Order” on page 239 for more information.

2. Select [F9], Reserve Items on the Order Maintenance screen.

3. A Bin Location/Comments window opens. Enter the Bin # for the item(s) if necessary, or
enter additional comments regarding the item(s).

Comments/Bin

Enter Bin Location
or Additional Item Comments

Cancel

Figure 10-22: Reserve Item Comments/Bin Location Entry Prompt
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To cancel the reservation of the order item(s), press the [ESC] key. The status of the
item(s) is not changed and the screen returns to Order Maintenance.

4. When you have finished entering information, press the [F8], Save button to reserve
the item(s) in inventory and continue. Store21 does the following:

a. Sends an update to the RAS server indicating that the order status has changed to
“Picked”.

b. Changes the status of the order to “Picked” on the local system.
Reserves the item(s) in the store inventory for the Locate/Order.

Returns to the Order Maintenance screen.

Fulfill an Order

A Locate/Order is fulfilled when the customer comes to pick up the item(s), or the order is
ready for shipment. To fulfill a Locate/Order, do the following:

1. Open Locate/Order Maintenance.

For more information, see “"Opening Locate/Order Maintenance” on page 236.

2. Reserve the order item(s), if necessary.

For more information, see "Reserve Items” on page 241.

3. Find the order by doing one of the following:
e Use the up and down arrow keys to highlight the order to be viewed.

e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order

t Enter Order ID

|E9c|| F1IF2IF3IF4|| F5IF6IF7IF8|| F9IF10IF11IF12|

Cancel Help

Register 1 | this is my ticker | 6/6/2008 10:26 am

Figure 10-23: Enter Locate/Order ID
4. Select [F10], Fulfill Order on the Order Maintenance screen. Store21 does the
following:
a. Prints a Pick-Up receipt.
Prints a Pick Ticket.
Prints a Packing Slip.
Sends a message to the RAS server indicating that the order has been fulfilled.

Changes the status of the order to “Fulfilled” on the local system.

o

Returns to Order Maintenance.
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Locate/Order Selling History

Locate/Order Selling History shows Locate/Orders that were sold or received by your store.
To use the Locate/Order Selling History, do the following:

1. Open the Back Office menu in Store21.

2. In the Back Office Top of Menu, select Locate/Order...

Top of Menu

5 Employee Information...

6 Inventory Control...

7 Layaway Maintenance

8 Opening Screen

9 Reports...

10 Locate/Order...

11 Repair/Alteration Functions...

!
= Ok =N

Employee Highlight To Select
Selection Choice

Figure 10-24: Locate/Order... Option in Top of Menu

3. In the Locate/Order... menu, select Locate/Order History.

1 Locate/Order Maintenance

2 Locate/Order History
3 Locate/Order Inquiry

Back 1 Highlight To Select
Menu Choice

Figure 10-25: Locate/Order... Menu

4. The Order Search window opens. Enter search criteria to find a Locate/Order.

[ o]
% Order Search %

Order Id:

First Name:

Last Name:
Order Date:

Selling Location:

Cancel Help  Lookup Clear Execute
Search Search Search

Figure 10-26: Order Search
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To enter search criteria:
e Key in criteria in the search fields.

e When it is available, press [F2], Lookup to open a list box containing possible
values for a search field.

5. Press [F8], Execute Search when all search criteria has been entered. The Locate/
Order History screen displays.

L ocate/Order History | Martha Manager {100} |
lorgers: ____________________________________________________§
Fullfill Order Customer
OrderId Method Date Customer Phone B

216) Bh5-6E7E
440) 655-9987
) BB5-6678
) BB5-6678
440) 555-9357
440) 555-9357

1011000137 Fickup 06/06/2008  Shirl, Gracie (.

1011000125 Fickup 06/06/2008  Mex, Gracie (

1011000130 Fickup 06/06/2008  Shirl, Gracie (.

1011000128 Pickup 06/06/2008  Shirl, Gracie @
I
§
{

5
5

1011000127 Pickup 0B/0E/2008  Mex, Gracie
1011000126 Pickup 0B/06/2008  Mex, Gracie

""" Pickup

External Order

1 Select Order

|Esc|| F1 I F2IF3IF4|| F5IF6IF7IF8|| F9IF10IF11IF12|
Exit

Help Find Order Register
Order Details

Register 1 | hello | 6/62008 10:41 am

Figure 10-27: Locate/Order History

The Locate/Order History screen displays the following information for each order:

e Order ID e Customer Name
° Fulfillment Method e  Customer Phone

e Order Date

6. To select a specific order, do one of the following:
e Use the up and down arrow keys to highlight the order to be viewed.

e Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the
Order ID, then press [ENTER].

Find Locate/Order

t Enter Order ID

|Esc|| F1|F2|F3|F4|| F5|F6|F7|F8|| F9|F1D|F11|F12|

Cancel Help

Register 1 | this is my ticker | 6/6/2008 10:26 am

Figure 10-28: Enter Locate/Order ID

7. To view the details of a Locate/Order, press [F4], Order Details.
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Locate/Order Inquiry

Locate/Order Inquiry is used to display the status of any Locate/Order throughout the chain.

To perform a Locate/Order Inquiry, do the following:

1.
2.

3.

Open the Back Office menu in Store21.
In the Back Office Top of Menu, select Locate/Order...

Top of Menu

5 Employee Information...

6 Inventory Control...

7 Layaway Maintenance

8 Opening Screen

9 Reports...

10 Locate/Order...

11 Repair/Alteration Functions...

!
=l o | ~ I ener |

Employee Highlight To Select
Selection Choice

Figure 10-29: Locate/Order... Option in Top of Menu

In the Locate/Order... menu, select Locate/Order Inquiry.

1 Locate/Order Maintenance

2 lLocate/Order History
3 Locate/Order Inquiry

= Sk EZN

Back 1 Highlight To Select
Menu Choice

Figure 10-30: Locate/Order... Menu

Locate/Order Inquiry
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4. The Locate/Order Inquiry screen opens, with a prompt to enter the Order ID. Enter the
Order ID number, then press [ENTER] to continue.

Locate/Order Inquiry | Martha Manager (100) |

DISTORDS300

Enter Order ID
]

Cancel Continue

|Esc|| F1|F2|F3|F4|| F5|F6|F7|F8|| F9|F1D|F11|F12|

Register 1 | this is my ticker | 6/6/2008 10:50 am

Figure 10-31: Locate/Order Inquiry

5. The Locate/Order Inquiry screen displays the requested order.

Locate/Order Inquiry | Martha Manager (100) |

DISTORDS400
Order Status Request
Order ID: 1011000127 Order Status:  fulfilled
Request ID: 22622
Item ID Item Description ltem Status Fulfill Loc Id Fulfill Loc Desc

WatchO03 fulfilled 10 General Office

Cancel Highlight Choice To Select

Register 1 | this is my ticker | 6/6/2008 10:50 am

Figure 10-32: Locate/Order Status

The screen shows the following information for the requested order:
e Order ID

e Request ID

e Order Status
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e A description of each item in the order, including:
e ItemID
e Item Description
e Item Status
e  Fulfillment Location ID
e Fulfillment Location Description
6. Press either [ESC] or [ENTER] to return to the Locate/Order... Menu.
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CHAPTER 11 Scheduling and Goals

Store21 provides employees with the appropriate level of security ability to create, view and
print detailed, weekly labor schedules. The schedules can be manually created from the
Scheduling and Goals menu or created with the Auto-Scheduling Module. The type of
scheduling module in use at a store is determined by the home office.

The process of maintaining the manual schedule includes the following functions:
e Access the Scheduling and Goals Menu e  View Daily Schedules

e Access the Scheduling Screen e Post the Schedule

e Create a Labor Schedule e Run Reports

e Modify the Labor Schedule

Access the Scheduling and Goals Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Register | 1 New Tasks-Go to BackOffice ]
# Type Item ID Description Qty Price Tax Amount Due

Employee Selection | |

Employees Clocked In Last Sale

5 R T
Register Message o4 |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00
)

Sale Press Enter to tender
.l F1] FZI F3I F4l| Fs] FGI F7] Fs] -1 F12

2 )| | e lele) [El= 1w mmﬁum

jout Pasewrd Emp\y Help Layaway sm Returt ltem  Cust Resiig
mq ry ma search Search

Register 1 [ Northpark [ 5/16/2006 5:20 pm

Figure 11-1: Employee Selection Screen (left) - Register Screen (right)
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2. Store21 prompts for the Employee ID and Password:

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 11-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 11-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

oo [l Entor

Cancel Continue

Figure 11-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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The Top of Menu displays.

1 Cash Drawer Management...
2 Administrative

3 Customer Information...

4 Electronic Journal

5 Employee Information...

6 Intranst Browser
7 Inventory Control

Employee Highlight To Select
Selection Choice

Figure 11-5: Employee Information - Top of Menu

3. Highlight Employee Information and press [ENTER].
4. The Employee Information menu displays.

Top of Menu |
Employee Information...

1 Employee Maintenance
2 Payroll
3 Timecard Maintenance

4 Scheduling and Goals...

5 Automated Scheduling...
6 Customer Reassignment

7 Employee Action Forms

= Bk ESN

Back 1 Highlight To Select
Menu Choice

Figure 11-6: Employee Information Menu

5. Highlight Scheduling and Goals and press [ENTER]. The Scheduling and Goals menu
displays.

Employee Information... t
Scheduling and Goals...

Daily Performance Summary
Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

a o AW N

 EH S EEN

Back 1 Highlight To Select
Menu Choice

Figure 11-7: Scheduling and Goals Menu
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Access the Scheduling Screen

Add and modify employees’ schedule records through the Scheduling Maintenance screen.

See also: "Access the Scheduling and Goals Menu” on page 249

1. Navigate to the Scheduling and Goals menu.

Top of Menu |
Employee Information... |
Scheduling and Goals...

Daily Perfermance Summary
Quarterly Mins
Scheduling
Weekly Mins
Employee Scheduling Detail Report
Customer Engagement Counts

S
umﬂamma

!aunm

Back 1 Highlight To Select
Menu Choice

Figure 11-8: Scheduling and Goals Menu

2. Highlight Scheduling and press [ENTER].
3. The Scheduling screen displays with a Week-Ending Date list.

Scheduling | 100
E] Labor Schedule for Week Ending

Last Year

Employee Tot

MSG350

Select Week Ending Date to Schedule

5/20/2006 B
5/27/2006
6/3/2006
6/10/2006
6/17/2006 L
6/24/2006

Hours
Total/ Selling 0 nu
I FPayol

[Fi s Cancel  Highlight Choice To Select k] [

Figure 11-9: Scheduling Screen with Week-Ending List

0.00j0.00  0.00f

4. Highlight the appropriate week-end date and press [ENTER].
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The Labor Schedule for the selected week displays. This screen combines historical sales
information, current sales goals downloaded from the home office, and live calculations
of payroll hours and dollars.

Scheduling [ 1 54
Al .
Goal  $58,000.00 Labor Schedule for Week Ending 5/20/2006 =]
/r%t Year $54,000.00 Sunday Monday Tuesday Wednesday Thursday Friday Saturday
B Employee Total  Sell  5M14/2006 /15/2006  5/16/2006 /1772006 5/18/2006 /19/2006  5/20/2006
Jagger L 40.00  40.00/4 2:00p-10:00p | 2:00p-10:00p | 2:00p-10:00p 2:00p-10:00p | 2:00p-10:00p
—I‘mﬂager I ﬂ' 50.00 12:00p-2:00p | 1:00p-92:00p | 12:00p-9:00p | 12:00p-2:00p | 12:00p-9:00p | 3:00p-9:00p
C / Berry. C 40,00 40.00 9:00a-5:00p | %:00a-5:00p | %:00a-5:00p %:00a-5:00p | 9:00a-5:00p
[l .. 15.00  15.0012:00p-5:00p 12:00p-8:00p
Paul, 8 0.00 0.00
Turner. T 4000 4000 12:00p-8:00p | 1:00p-2:00p | 1:00p-9:00p 1:00p-2:00p | 12:00p-3:00p
Waonder, S 60.00 60.00 11:00a-2:00p | 11:00a-2:00p | 10:00a-5:00p | 10:00a-8:00p | 11:00a-2:00p | 8:00a-2:00p
E Dylan. B 16.00  16.00[12:00p-6:00p 11:00a-9:00p
\ Japlin, J 500  8.00 10:00a-2:00p | 10:00a-2:00p
N&nderson, L 50.00 50.00|1:00p-6:00p 12:00p-2:00p | 12:00p-9:00p 12:00p-9:00p | 10:00a-5:00p | 10:00a-9:00p
Framsig. A 11.00  11.00{12:00p-5:00p 10:00a-3:00p
F Brown, J 4900 4900 12:00p-5:00p | 1:00p-2:00p | 1:00p-2:00p | 1:00p-2:00p | 1:00p-2:00p | 10:00a-T:00p
Tohe E 000 000
G ] Hours\k ‘ N i . ! ”
W 387.00 387.00/23.00 23.00/64.00 ©4.00]63.00 £3.00}52.00 52.00)36.00 36.00|58.00 58.00/91.00 91.00
Payroll I
H M $3,000.00 S% $122.00 $568.00 $558.00 $448.00 $360.00 $508.00 $712.00 .
I _—1 |Esc FIJF2]{ F3}] F4 F5 | F6 | F7 | F8 F9 I F10| F11 I F12 .
Select Help List Shift Edit Add Emp View by  Print Post Register
Date Shifts  Time Detail Day

Figure 11-10: Scheduling Screen

Table 11-1: Labor Scheduling Screen Field Definitions

Label

A Goals

B Last Year

C Total

D Selling
Hours

E Hours
Selling

F Hours Total

Field Name Labor Schedule Field Descriptions

Store Weekly Goal: Assigned by the home office and
downloaded to the store. This number can not be
modified.

Store Last Year Sales: Downloaded from the Home
office for the first year of operations, then taken
from the store sales history.

Total Scheduled Hours.

Total Scheduled Selling/Sales Hours: This number is
used in various productivity and labor reports.

Total Store Scheduled Selling/Sales Hours for the
week.

Total Store Scheduled Hours for the week.
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Table 11-1: Labor Scheduling Screen Field Definitions (continued)

Label Field Name Labor Schedule Field Descriptions

G Payroll Set  Total Store Scheduled Selling/Sales Payroll Dollars:
This number is based on the scheduled selling hours
and the base pay of each employee scheduled.

H Payroll Trend The number is based on the sales goal and how
many labor dollars should be spent to reach the
goal.

I Payroll Daily Store Scheduled Selling/Sales Payroll Dollars:

Dollars This number is based on the scheduled selling hours

and the base pay of each employee scheduled.

Create a Labor Schedule

Manually create a labor schedule. Enter the shift times and types using lookup lists and input
forms.

See also: "Access the Scheduling Screen” on page 252

1. Navigate to the Scheduling screen.

Scheduling | 10eD
Soal Labor Schedule for Week Ending

Last Year
Employee Tot:

MSG380
Select Week Ending Date to Schedule
5/20/2006 =
5/27/2006

6/3/2006

6/10/2006
6/17/2006 il
6/24/2006

Cancel Highlight Choice To Select

Figure 11-11: Scheduling Screen with Week Ending List

2. Highlight the appropriate Week-Ending Date and press [ENTER].
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3. The weekly schedule screen displays for the selected work week. A prompt offers an
option to copy the previous week’s schedule.

Scheduling | 06D
Goal Labor Schedule for Week Ending 5/27/2006

Last Year e sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Employee Total Sell  5/21/2006  5/22/2006  5/23/2006  5/24/2006  5/25/2006  5/26/2006  5/27/2006
Jagger. M 0.00 0.00|
Manager. M 0.00 0.00}
Bemy. C 0.00 0.00]
Mitchell, J 0.00 0.00]
Paul. § 0.00 e
Turner, T

0.00 RES2000
0.00

S 05 Do you want to copy an
il 0.0 existing Schedule?

Franklin, A 0.00
Brown, J 0.00 “
John. E 0.00

Presley. E 0.00 Yes No

Wonder, S

000 000j000 000000 00o0f0o0 0o00jo00 Q00000 0O00j000 000000 0.0

Hours
Total/Selling

Payroll
[Trend/ Set 5000 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

IEsclI F1l FZ] F3l F4]I FSI FE] FTI FSII F9|F1UlF11lF12]

Select Help List  shift  Edit Add Emp Viewby Print  Post Register
Date Shifts  Time Detail Day

Figure 11-12: Scheduling Screen - Blank

4. Respond to the message prompt:

e Press [Y], Yes, to copy all employees’ names and scheduled times from the
previous week’s schedule grid to the current week’s schedule. Only the employees
included on the previous week’s schedule are included.

e Press [N], No, to display a screen with the all active employees’ names and no shift
times in the schedule grid.

5. The Scheduling screen displays (Figure 11-12). Use the arrow keys to navigate the
screen. The active cell on the schedule grid is highlighted.

e Press the left/right arrow keys or [TAB] to select the appropriate date.
e  Press the up/down arrow keys or [ENTER] to select the appropriate employee.

6. Itis not possible to key data directly into the screen grid. Populate all of the time slots by
using the function buttons to display lookup lists:

e Press [F2], List Shifts, to select from pre-determined Shift Times and Shift Types.

e Press [F3], Shift Time, to key in Start and End times and the Shift Type into an
input form.

e Press [F4], Edit Detail, to change a shift already entered.
e Press [F5], Add Emp, to add an employee’s name to the schedule.
7. Enter shift information as necessary for each employee.

8. When finished, press [ESC], Select Date, to re-display the Week-End list. Press [ESC]
again to return to the Scheduling and Goals menu.
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Use Designated Shift Times

1. Put the cursor in the appropriate cell of the schedule grid for the Day of Week and
Employee (Figure 11-12). Press [F2], Lookup. The Schedule list displays.

Select Schedule

11:00 - 6:00
12:00 - 6:00

Cancel Highlight Choice To Select

Figure 11-13: Shift Schedule List

Note: The Shift Start and End times and the Shift Types are determined by the home
office.

2. Highlight the appropriate shift and press [ENTER]. The Shift Type list displays.

Select Shift Type

Selling Time SL
Stock Room

Paper Work

Lunch

Sick

Vacation

Bereavement

Cancel Highlight Choice To Select

Figure 11-14: Shift Type List

3. Highlight the appropriate Shift Type and press [ENTER]. The shift time appears on the
active cell of the labor schedule grid (Figure 11-18).
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Manually Enter Shift Time

If none of the shift times in the Shift Time list apply, key in the times and shift type.

1. Put the cursor in the appropriate cell of the schedule grid for the Day of Week and
Employee (Figure 11-12). Press [F3], Shift Time. The Schedule Times data entry form
displays.

Enter SchedulewTiLnes

Start End Code

S To GEED
E KN &3 B

Cancel Next Lookup Save

Figure 11-15: Schedule Times Input

The cursor is in the Start time field.
2. Key in the Start time, press [ENTER], and key in the End time.

e If the End time entered is earlier in the day than the Start time, an error message
displays.

7 You did not enter valid
times! End time must be

later than start time! .

To Continue

Figure 11-16: End Time Error Message

e Press [ENTER], To Continue. Re-enter the correct End time.
3. Press [ENTER]. The cursor moves to the Work Code field.

Note: The Work Codes are defined by the home office.
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4. Press [F2], Lookup. The Type of Hours to Log list displays.

Please Select Type of Hours to Log

Selling Time
Stock Room
Paper Work
Lunch

Sick
Vacation
Bereavement

H EE ESN

Cancel Highlight Choice To Select

Figure 11-17: Scheduling - Type of Hours to Log List
5. Highlight the appropriate selection and press [ENTER]. The Work Code entry completes
the data entry form.

6. Press [F8], Save, to save the information. The shift appears on the active cell of the
labor schedule grid (Figure 11-18).

Notes:

e If you do not key in ‘AM’ or ‘PM’, the system defaults to AM. It does not matter if
am or pm is upper case, lower case, or has periods to separate the letters. The
system converts the entry to ‘am’ and ‘pm’.

e Key in the number of the hour only for on-the-hour times, such as 8 am.

e Key in the colon (:) between the hours:minutes to enter off-hour times, such as
9:30 am.

e The system converts military time to standard time - key in the colon (:)
between the hours:minutes, such as 13:00.
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Modify the Labor Schedule

A quick way to create a weekly labor schedule is to copy the previous week’s schedule, and
make changes to it. Add employees to the schedule, edit the shift hours, and edit the work
codes.

See also: "Access the Scheduling Screen” on page 252
Navigate to the Scheduling screen for the appropriate Week Ending date.

Scheduling | ar [CI el
Goal  $5,000 00 Labor Schedule for Week Ending 5/20/2006 =

Last Year 554 000 00 Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Employee Total Sell 5M4/2006  5(15/2006  5/16/2006  5(17/2006  5/18/2006  5/19/2006  5/20/2006
Jagger, M 40.00 40 UUI_ 2:00p-10:00p | 2:00p-10:00p | 2:00p-10:00p 2:00p-10:00p | 2:00p-10:00p
Manager, M 5000 5000 12:00p-9:00p | 1:00p-9:00p | 12:00p-9:00p | 12:00p-9:00p | 12:00p-9:00p :00p-3:00p
Berry. C 40,00 40.00 %:00a-5:00p | %:00a-5:00p | 9:00a-5:00p 2:00a-5:00p | 9:002-6:000
Mitchell, J 1500 15 00]12:00p-6:00p 12:00p-3:00p
Paul. 8 000 0.00
Tumer. T 40.00  40.00 12:00p-8:00p | 1:00p-3:00p | 1:00p-9:00p 1:00p-5:00p | 12:00p-8:00p
Wonder, S 60.00 60.00 11:00a-9:00p | 11 :00p | 10: :00p | 10: :00p | 11 :00p : :00p
Dylan. B 16 .00 16 00]12:00p-6:00p 11:00a-9:00p
Joplin. J 8.00 8.00] 10:00a-2:00p | 10:00a-2:00p
Anderson. L 5000 50 00|1:00p-6:00p 124 B 124 B 12 H 10:
Franklin, A 11.00  11.00|12:00p-6:00p 10:00a-3:00p
Brown, J 4300 4900 12:00p-8:00p | 1:00p-9:00p | 1:00p-2:00p | 1:00p-2:00p | 1:00p-9:00p | 10:00a-7:00p
John. E 000 0.00

T;Z‘,‘f";sgmng 367.00 367.00[23.00 23.00/64.00 64.00{53.00 63.00[52.00 52.00[35.00 36.00[58.00 58.00/9100 %100
T,E‘,dfg‘;{”" $3.000.00 $3.276.00 $122.00 $568.00 $558.00 $448.00 $360.00 $508.00 $712.00 =

l F1l FZI F3l F4I| FSI Fﬁ] F7] FBII F9]F10]F111F12]

Select Help List Shift Edit Add Emp View by  Print Post Register
Date Shifts  Time  Detail Day

Figure 11-18: Schedule Screen

Add Employee

Employees who already have an employee record created in Store21 and who have an
‘Active’ status can be added to a weekly schedule. Have the employee’s ID number available.
See "Add a New Employee” on page 170, to add new employees to Store21.

1. With the Schedule screen displayed, press [F5], Add Emp. The Add Employee data
input form displays.

Select Employee to add to
current schedule.

=

Cancel Continue

Figure 11-19: Add Employee Input

2. Key in the employee’s ID number and press [ENTER].

Modify the Labor Schedule 259



Chapter 11: Scheduling and Goals Store21® 4.71

The employee’s name is added to the schedule with no shift times assigned.

Scheduling by Time [/ Shift | Martha Manager {100) | 18 ~-1
Goals 52257600 | ghor Schedule for Week Ending Date 12/28/02 =
L Sales  §15.000.00 g Sun Mon Tue wed Thu Fri Sat
Employee Tot  SL 12/22/02  12423/02  12/24j02  12/25/02 12{26/02 12{27/02 12{28/02
Manager M 49 43.00 f 2:00p-10:00p|2:00p-10:00p|2:00p-10:00p 2-00p-10:00p|2:00p-10:00p
TRAINER T 0 000

Figure 11-20: Schedule Screen with New Employee

3. Use the methods previously described to schedule the employee for the week. The
employee’s name will automatically appear on future schedules.

Edit Shift Types

After a schedule is created, edit the shift types assigned to employees by half-hour
increments to account for lunch breaks or changes to the types of hours to be worked.

1. With the Schedule screen displayed and the appropriate employee and date selected,
press [F4], Edit Detail. The Schedule-By-Hour input form displays with the employee’s
current schedule for the selected date. If the employee is not currently scheduled for the
date selected, the Work Codes and descriptions for all time increments are blank.

Schedule Employee by Hour.
Martha Manager 5/15/2008 Work Code

IiMonday Legend

Hour Description

Selling Time

Figure 11-21: Schedule By Hour Input

2. Highlight the appropriate time increment to edit. Refer to the Work Code Legend on the
right of the screen and key in the new Work Code. The revised work code displays on the
input form immediately. Change as many time increments as necessary.

3. Press [F8], Save. A confirmation message prompt displays.

Save Changes?

o

Yes No

Figure 11-22: Change Confirmation Message

260 Modify the Labor Schedule



Store21® 4.71 Manager’s Guide

4. Press [Y], Yes. The new Work Code is saved and the input form closes.

5. The Work Codes do not appear on the Schedule screen, but the Hours of Selling Time
field is recalculated. The focus (highlighted field) moves to the next day’s schedule for
the same employee. Repeat as needed for each employee.

View Daily Schedules

View daily labor schedules to analyze the types of hours that are scheduled for all employees
for a selected day.

See also: "Access the Scheduling Screen” on page 252
1. Open the Scheduling Screen.

Scheduling | ar 10D
Goal  558,000.00 Labor Schedule for Week Ending 5/20/2006 e

Last Year gs4 000 00 Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
Employee Total _Sell  5M4/2006  5/15/2006  5/16/2006  5/17/2006  5/18/2006  5/19/2006  5/20/2006
Jagger. M 4000 40 (!GJ_ 2:00p-10:00p | 2:00p-10:00p | 2:00p-10:00p 2:00p-10:00p | 2:00p-10:00p
}‘u’lanager M 50.00 50.00 12:00p-9:00p | 1:00p-9:00p | 12 124 B 124 : 1
Berry. C 4000 40.00) :00a-5: :00a-5: "
Mitchell, J 15.00  15.00{12:00p-:000 12:00p-9:00p
Paul. S 000 000
Turner. T 40.00 4000 12:00p-8:00p | 1:00p-8:00p 1:00p-2:00p 1:00p-9:00p | 12:00p-8:00p
wonder, S 50.00  50.00 11:002-9:00p | 11:00a-8: 10:00a-5:00p | 10:00a-6: 11:00a-8: :00a-0:
Dylan. B 16.00  16.00[12:000-5:008 11:008-8:00p
Joplin. J 8.00 8.00] 10:00a-2:00p | 10:00a-2:00p
Anderson, L 5000 50 00]1:00p-6:00p 12:00p-9:00p | 12:00p-9:00p 12:00p-9:00p | 10: P P
Franklin, A 11.00  11.00[12:000-6:000 10:002-3:00p
Browin, J 49300 49.00 12:00p-3:00p | 1:00p-3:00p 1:00p-9:00p 1:00p-9:00p 1:00p-9:00p | 10:003-7:00p
John, E 000 000

T:'(Z‘,‘,'SSE‘,NQ 367.00 387.00[23.00 23.00j84.00 64.00[63.00 63.00fs2.00 5200/38.00 3600[58.00 58.00ja1.00 9100
T,E“df‘;stm" $3.000.00 $3.276.00|  $122.00 $568.00 $558.00 $448.00 $360.00 $508.00 | $712.00 |

|Esc|| F1l FZ] F3l F4II FSI FE] FTl FBII F9]F10]F111F12]

Select Help List Shift Edit Add Emp View by  Print Post Register
Date Shifts  Time Detail Day

Figure 11-23: Schedule Screen - View by Week

2. At the Schedule screen, highlight the appropriate date. Press [F6], View by Day. The
Schedule screen changes to show the Types of Hours scheduled for all employees.

Scheduling | [OeD

Labor Schedule for Monday =

Employee 8 9 10 11 Noon 1 2 3 4 5 6 7 8 9 10 11

mgger. ik L[ el s s s s s s
Wanager. Wartha e s S i S S SH S SIS Sa N
Beny. chuck

Mitchell, Joni

Paul Stanley

Tumer. Tina (SLISL|[SLISL][SLISL[SLISL[ISL]SL|[SLISLSL|SL|SLISL]
Wonder Staie I T8 SMECH SN M ST ST SO SN U
Dylan. Bob ‘ ‘ ‘
1ol Janie SELs B L e L
nderson. Lynn
Franklin, Aretha
=
| F1l le F3lﬂll F5| Fsl FTI Fsll F9|F1UIF11IF12|
View by Help Viewby Print
Week Week

Figure 11-24: Schedule Screen - View by Day
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Note: The colors of the Work Codes are configurable by the home office to indicate
different Work Codes.

3. Press [F7], Print. The report prints to the report printer.
4. Press [ESC] or [F6], View by Week, to return to the View by Week Schedule screen.

Post the Schedule

Posting the completed weekly schedule saves the schedule-related data, and Store21
retrieves the sales-goal data sent from the home office. This information combines to create
the Store Budget, which is the amount of sales each employee is expected to ring (fair
share), based upon the number of selling hours they are scheduled to work.

See also: “"Access the Scheduling Screen” on page 252

1. Open the Scheduling Screen.

Scheduling | i |[)E2]
Goal  $5,000.00 Labor Schedule for Week Ending 5/20/2008 &

Last Year 554 000.00 Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Employee Total Sell 514/2006  5/15/2006  5/16/2006  5/17/2006  5/18/2006  5119/2006  5/20/2006
Jagger, M 4000 40 Uﬂl_ 2:00p-10:00p | 2:00p-10:00p | 2:00p-10:00p 2:00p-10:00p | 2:00p-10:00p
Manager. M 50.00 5000 12:000-9:00p | 1:00p-2:00p | 12:000-0: 12:000-9: 12: 00p-0:
Berry. C 40.00  40.00 :
Mitchell, J 1500 15.00|12:00p-5:008 12:00p-8:00p
Paul. 8 000 0.0
Turner. T 40.00 40.00) 12:00p-8:00p | 1:00p-9:00p | 1:00p-9:00p 1:00p-9:00p | 12:00p-8:00p
Wonder. S 50.00  60.00) 11:002-2:00p | 11:00a- 10:00a-5: 1 11:00a-8: 00a-0
Dylan. B 16.00  16.00|12:00p-6:00p 11:002-3:00p
Joplin. J 8.00 3.00] 10:00a-2:00p | 10:00a-2:00p
Anderson. L 5000 50.00[1:00p-6:00p | 12:00p-9:00p | 12:00p-9:00p 12:000-9:00p | 10:002-5:00p | 10:000-9:000
Franklin, A 11.00  11.00|12:00p-5:00p 10:002-3:00p
Browin, J 49.00  49.00 12:000-2:00p | 1:00p-2:00p | 1:00p-0:00p | 1:00p-0:00p | 1:000-8:00p | 10:000-7:000
John. E 0.00  0.00)

TE‘{;‘,‘[?SE”,“Q 367.00 367.00{23.00 23.00[64.00 64.0053.00 63.00{52.00 52.00{36.00 36.00/56.00 58.00/91.00 91.00
T,E‘,dfsag[”" $3,000.00 $3.276.00|  $122.00 $568.00 $558.00 $448.00 $360.00 $503.00 $712.00 |

| Fil 2l rlra]lrs|rs ]z rs ]| rofrio]F11]ri2]

Select Help  List  Shift  Ecit  AddEmp Viewby Print  Post Register
Date Shifts  Time  Detail Day

Figure 11-25: Schedule Screen - View by Week

2. At the Schedule screen, highlight the appropriate date. Press [F7], Post.
A confirmation prompt displays:
Are you sure you want to
Post to Goals now?

[ |
Yes No

Figure 11-26: Post Schedule Confirmation Prompt

3. Press [Y], Yes, to post.

262 Post the Schedule



Store21® 4.71 Manager’s Guide

The Employee Budget Maintenance input form displays:

Week 5/20/2006 Scheduled Budget
Employee Hours Amount

, James
John , Elton $551.00
Presley , Elvis A $553.00
Anderson , Lynn i §2 76500
Franklin Aretha $760.00
Janis $553.00

Totals: 328 $22676.00
Store Budget: $228676.00

Employee budget must equal store budget to save =

=l ~ | o B <o I Fs

Cancel Highlight Row Refresh Save

Figure 11-27: Post Schedule Confirmation Message

e The Scheduled Hours column shows the total scheduled hours for each employee
and summarizes the total for all employees.

e The Budget Amount column itemizes each employee’s projected sales amount.
Store21 calculates this amount using the total number of scheduled selling hours
and the sales budget amount downloaded from the home office.

4. Edit the employees’ budgets as necessary, pressing [ENTER] to move between the
fields.

5. Press [F8], Save. A confirmation prompt displays.

Save Changes?

M 0

Yes No

Figure 11-28: Change Confirmation Prompt

6. Press [Y], Yes. The system returns to the Schedule screen (Figure 11-18).

You can change the Budget Amount for each employee, but the Totals
and Store Budget amounts must be equal or the system will not save

= the changes.
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Run Reports

Store21 provides several analytical and detail reports that compile information that is saved
and/or posted. These reports are available through the Scheduling and Goals menu.

See also: "Access the Scheduling and Goals Menu” on page 249

Daily Performance Summary Report

The Daily Performance Summary is a weekly detail report that lists all employees, their hours
worked, and their sales statistics. These statistics reflect the employees’ sales amounts
against the employees’ sales goals to show the number of transactions and the number of
items per transaction.

Top of Menu |
Employee Information... '
Scheduling and Goals...

4

Daily Performance Summary
Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

Back 1 Highlight To Select
Menu Choice

Figure 11-29: Daily Performance Summary Report - Scheduling and Goals Menu

1. From the Scheduling and Goals Menu, highlight ‘Daily Performance Summary’ and
press [ENTER]. The Daily Performance Summary Criteria screen displays.

Daily Performance summary | | LT ety

‘SalesAssociale: | F

Week Ending Date Range

05/20/2006

Employee Range

From ’ To|

Note: Leave blank for all

IE“ Flr2| el ra ][ rsrs |7 v ]| ro fFiofFie]Fez]

Exit Help. View  Print Register
Report  Report

Figure 11-30: Daily Performance Summary Criteria Input Form

2. Key in the appropriate Week-Ending Date and Employee ID.
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3.

4.

Press [F7], View Report. The Daily Performance Summary Report displays.

Daily Performance Summary |

(W54

Sales Associate:

Daily Performance Summary

2

]
Avg Sale  Item/Sale
{Col /6)  (Col 7/6)

5 6 7
Total #f Total
Sales Trans Items

1 3 4
Fair Share Hours

Sales Date H
Predicted  Actual|[Sched  Actual

1
Trans/hr
(Col B/4)

E

n
Sales/hr Cy
(Col51) v

I F1I FZI F3l F4l| F5] FGI FTI FSII FQIF10]F11IF12]

select
Criteria

Help Previous  Hext scroll  Scroll

Left

Print

Right Report

Register

Figure 11-31: Daily Performance Summary Report

Quarterly Mins Report

Press [F8], Print Report. The report prints to the report printer.

Quarterly Mins is a summary report for individual employees. It reflects an employee’s last
year’s sales amount, this year’s Budget amount, and this year’s actual sales amount for
specific quarters of the specified fiscal years.

Top of Menu |
Employee Informatiol '
Scheduling and Goals...

Daily Performance Summary
Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

!Eﬂﬂm

Back 1
Menu

Highlight
Choice

To Select

Figure 11-32: Quarterly Mins Report - Scheduling and Goals Menu
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1.

The Quarterly Mins screen displays.

2.
3.

4.

Quarterly Mins | [0
Quarterly Mins
Fiscal Quarter
2
Fiscal Year Employee ID
2006 100)
IEsclI F1l FZI F3l F4l| Fﬁl FBI FTI FSII F9|F10'F11IF121
Exit Help Search View Print Register
Report Report
Figure 11-33: Quarterly Mins Criteria Input

Key in the appropriate Fiscal Quarter, Fiscal Year, and Employee ID.

Press [F7], View Report. The Quarterly Mins Report displays.
Quarterly Mins | [0 eb
Quarterly Mins
Fiscal Quarter: 2
Fiscal Year: 2006
Employee ID: 100
Northpark Store No. KEY
Individual Quarterly 37 Over Goal = Gold Ster
Minimums Summary Over LY, but
Below Goal =
Sales Person: =
Martha Manager Below LY = Red
Week Ending Date  Last Year Budget Actual Sales Short or Over  Gold Star
Rating
5/20/2006 $0.00 50.00 $3.752.28 $3.75228
Cumulative Short or Over = $3.752.28
QTR 2 Cumulative Short or Over = $3,752.28
Page 1 of 1 Date/Time: 5/20/2006 2:38:07 PM

Store 37: Northpark

l F1l FZl F3 Iill F5| F6 li‘i‘l F9|F1Ul F11IF12]

Select Help

Previous Hext
Criteria

Print
Report

Register

Figure 11-34: Quarterly

Mins Report

Press [F8], Print Report. The report prints to the report printer.

From the Scheduling and Goals Menu, Highlight ‘Quarterly Mins’ and press [ENTER].
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Weekly Mins Report

The Weekly Mins report reflects one or more employees’ sales budget amounts and hours of
selling time to determine the percentage of sales hours compared to sales goals.

Top of Menu |
Employee Information... l
Scheduling and Goals...

Daily Performance Summary
Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

!aunm

Back 1 Highlight To Select
Menu Choice

Figure 11-35: Weekly Mins Report - Scheduling and Goals Menu

1. From the Scheduling and Goals Menu, Highlight ‘Weekly Mins’ and press [ENTER]. The
Weekly Mins screen displays.

Weekly Mins | | (]G]
Weekly Mins

Week Ending Date Range
05/20/2006

Employee Range

From ’ To’

Note: Leave blank for all

| 23R B B EE R E R E

Exit Help View  Print Register
Report Report

Figure 11-36: Weekly Mins Criteria Input

2. The current week-ending date automatically populates the Date Range field. Key in the
appropriate date, if necessary.

3. Key in the appropriate employee ID range, or leave blank to see all employees.
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4.

5.

Press [F7], View Report. The Weekly Mins Report displays.

Weekly Mins

[O:h

Weekly Mins

Week Ending Dates: 05/20/2006
Employees: All

Northpark

WEEKLY MINIMUMS REPORT

Store Humber
Vieek Ending
Last Yr's Sales

This ¥r's Goal

[ 7 A
52012006

PREDICTED ACTUAL

Selling %of Store Amtto= Amtto=  Selling %of Store Amtto= Amtto= Weekly
Sales Person Hours Hrs last yr Goal Hours Hrs  lastyr Goal sales
Jagger, Mick 320 12% 50.00 00 0% 50.00 50.00
IManager, Martha 4358 17% 50.00 00 0% 50.00 50.00
Berry, Chuck 320 12% 50.00 0.0 0% 50.00 50.00 $120.09
Witchell, Joni 60 2% 50.00 00 0% 50.00 50.00 5000
Paul, Stanley 00 0% 50.00 00 0% 50.00 50.00 50.00
Turner, Tina 320 12% $0.00 00 0% $0.00 $0.00 $0.00
Waonder, Stevie 470 18% $0.00 00 0% $0.00 §0.00 $0.00
Dylan, Bab 6.0 2% $0.00 00 0% $0.00 §0.00 $198.95
Joplin, Janis 80 3% 50.00 00 0% 50.00 50.00 50.00
Franklin, Aretha g0 2% 50.00 00 0% $0.00 50.00 50.00

Page 2 of 2

Date/Time: 5/20/2006 2:39:29 PM

Store 37: Northpark

I F1I FZI F3I F4l| F5I FGI FTI FSII F9|F10|F11IF12I

Select
Criteria

Previous  Next

Print
Report

Register

Figure 11-37: Weekly Mins Report

Press [F8], Print Report, to print the report on the report printer.
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Employee Scheduling Detail Report

The Scheduling Detail report reflects one or more employees’ work schedule for the week. It
shows the shift hours as well as the type of hours to work each day.

Top of Menu '
Employee Information... '
Scheduling and Goals...

Daily Performance Summary
Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

Back 1 Highlight To Select
Menu Choice

Figure 11-38: Employee Scheduling Detail Report - Scheduling and Goals Menu
1. From the Scheduling and Goals Menu, Highlight ‘Employee Scheduling Detail Report’
and press [ENTER].
Employee Scheduling Detail screen displays.

Employee Scheduling Detail | 0D

Week Ending Date Range

05/20/2006

Employee Range
From | To|

Note: Leave blank for all

E‘l Filr2 ) rsfra]|rs | rs | F7 | ra )| Fo JFi0] F11]Fi2)
i

Exit Help View Print Register
Report Report

Figure 11-39: Employee Scheduling Detail Criteria Input

2. The current week-ending date automatically populates the Date Range field. Re-key the
date, if necessary.

3. Key in the appropriate employee ID range, or leave blank to see all employees.
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4.

Employee Scheduling Detail |

[0

Employee Scheduling Detail Report
Week Ending Dates: 05/20/2006
Employees: All

Employee Name Sunday Monday Tuesday Wednesday Thursday
Employee ID 511412008 51612008 51612008 5/17/2006 51812006
Brown, James 105 2:00 pm-07:30 pm SL|01:00
Presley, Elvis 306
Anderson, Lynn 3foto0 pm-08:30 pm 2:00 pm -08:30 pm 12:00 pm-08:30 pm
Franklin, Aretha 306[12:00
Joplin, Janis 304 m-01:30 pm am-01:20 pm
Dylan, Bob 104/12:00 pm-06:30 pm
Vionder, Stevie 103 10:00 am -07:30 pm
Turner, Tina 102
Berry, Chuck 107 08:00 am -04:30 pm 5L | 08:00 am-04:30
Mitchell, Joni 108 [12:00 prm-05:30 pm

12:00 pm-05:30
R EE

4

Select
Criteria

Help

Previous MNext

Scroll  Scroll
Left Right

Print
Report

Register

SL
] IE] F6 I F7 ] F8] IE] F10’ F11l F12|

Figure 11-40: Employee Scheduling Detail Report

5.

Press [F8], Print Report, to print the report on the report printer.

Press [F7], View Report. The Employee Scheduling Detail Report displays.
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Customer Engagement Counts

The Customer Engagement Count is an on-screen input form to record the quantity of
customer contacts an employee makes each week.

Top of Menu |
Employee Information... |
Scheduling and Goals...

Daily Performance Summary

Quarterly Mins

Scheduling

Weekly Mins

Employee Scheduling Detail Report
Customer Engagement Counts

= N e

Back 1 Highlight To Select
Menu Choice

Figure 11-41: Customer Engagement Counts - Scheduling and Goals Menu

1. From the Scheduling and Goals Menu, Highlight ‘Customer Engagement Counts’ and
press [ENTER]. The Employee Search form displays.

Customer Engagement | |§

Employee Productivity Daily Counts

wg" Employee Search a
l“"‘)}-‘
Employee ID:
Last Name:
First Name:

e el rafrsfraffiesfrsferfes)

Cancel Help Clear ListAll Execute
Search Search Search

Figure 11-42: Employee Search Form

2. Enter the search criteria:

e Key the employee’s ID, last name, or first name into the search form or press
[F7], List All, to list all employees.

Run Reports
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e The search form displays the list of employees who match the criteria.

SEARCHS20

Select Employee

Employee ID  Name Status
Anderson. Lynn M T

Brown, James
104 Dylan, BobJ
308 Franklin, Aretha
m Hendrix. Jimi
101 Jagger. Mick
John. Elton

H EE EEN

Cancel Highlight Choice To Select

P r Adr r rEed

Figure 11-43: Employee Lookup List

3. Highlight the appropriate employee and press [ENTER].
The Employee Productivity Daily Counts screen displays.

Customer Engagement | 10D
Employee Productivity Daily Counts

Week Ending Date: 5/20/2006 Register Date: 5/20/2006
Employee ID: 107

Total Customers Engaged: [ |

Postcards: |:|

B33 E R D E R R B B

Exit Help Edit Register

Figure 11-44: Weekly Mins Criteria Input

a. Press [F7], Edit, and key in the appropriate counts.

b. Press [F8], Save. Press [ESC], Exit, to return to the Employee Search form.
4. Repeat as necessary to enter the counts for each employee.
5. Press [ESC], Cancel Search, to return to the Scheduling and Goals menu.
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CHAPTER 12 Customer Information

Overview

In addition to adding new customers to the database, editing existing customer information,
and assigning customers to transactions, there are additional functions that are required for
managing customer information. These Customer Maintenance functions are available from

the Back Office Menu.
See also: The Store21 User Guide for more information.
This chapter contains the following information:

e Populate Credit Application

e Delete Customer Information

e Assign to a Customer Group

e Customer Information Reports

e View Past Purchases
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Populate Credit Application

A customer's information from the database can be used to fill out a store credit application.
Required credit application information that is provided on the Customer Maintenance screen
is automatically populated in the credit application. Complete the rest of the application and
forward the credit application to a secondary lending agency for approval.

1. Navigate to the Customer Maintenance screen.

See also: The Store21 User Manual for more information.

Register | [Eeb
Customer ID: 500037000000002 Rebecca Findley
Title:  “First Name: Middle Initial: ~ “Last Name: Suffix:  Preferred Name:
' MRS | [Rebecca l_ IFmdley |R9ha

Address: Phone Home:

ﬁ 123 Main Strest (216) 123-1234
FP' 312 n Work:
City: State: Postal Code: 440) 1231236 l

[golon [eH ES Y E-Mail Address:
: I'Frallw@dalawanlagecurp com {
0 Birthday: Gender: Customer Group: o .
01/01/1872 F il MNone H
I i_ I I Great Customer
Employee ID: Send Mailings:  Sales Associate:
103 p 4 100
=4 Field
Modified Date: Sign-up Location: Sign-up Date: Last Purchase Date:  Assigned Store:
[ 5202008 [ 3 [ &r2072008 I [ 3

.y — P i

|Escl| F1] FZI F3] F4IIF5] FBI FTI FBII F9]F1UIF11]F12]

Sale Help Profile  Purch Change Edit Cust 12Mo  Corp  Credit
History Cust Sales History  App

Figure 12-1: Customer Maintenance Screen

2. Press [F11], Credit App. The credit application displays.

Register | Martha Manager (100) |18 =1
“Account Type D *Sale Amount ‘ |
INFORMATION ABOUT APPLICANT
Rebecca T | [Findlg | l:l I:‘
Title *First Hame Middle Hame *Last Hame Suffix *Housing Type
123 Main St | [Bolon ] [ 21 [wresi[_Inats).
*Current Address Apt.Suite P.0. Box *Citw *Stale *ZipCode How Cong?
] [L ] [ [ ] L] [ ] v [ _Imors:.
Previous Address Previous Apt.Suite P.0. Box Prev Cify Prev State  Prew ZipCode Howy Long?
- 01111872 [ [tefiza1a3q
*Social Security # *Birthdate *Ho. of Dependenis (exclude yourself) *Home Phone
EMPLOYMENT INFORMATION |
[anf123-123 | I | [ Terterl_Itoer. [ Jiren[ Iogen
‘Current Employer Work Phone Gross Monthly Income Howr Long? Prev Employment?

FINANCIAL INFORMATION |

*Checking ¥/ *Savings ¥/ Other Income Source of Other Income *Cards Req *Credit Insurance YN
ADDITIONAL INFORMATION

| | [oosoo/on0n |

*“Type of Photo ID *Photo ID # Dr. Lic. State AddTIdentification Add'TIdentification Ho. Exp. Date
STORE INFORMATION

*Credit Unit *Source Code *Code 10 YH

= Required Field

[esc] | F1f 2| ra | ra ]| s | rs | F7 | Fa ]| Fo fr10] F11]Fr2

Cancel Help Edit Send

Figure 12-2: Store Credit Application
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3. Key in required information, pressing [ENTER] to move to the next field.

Note: Field names marked with an asterisk (*) require information, or the application
cannot be sent. The structure of the credit application form is determined by the
home office.

4. Some fields require information to be entered from a lookup list. When the word Lookup
appears beneath the [F2] key, press [F2] to display the list.

5. Press [F7], Edit, to edit the customer’s credit application information.

6. Press [F8], Send, to send the application to a lending institution.

Note: Refer to Credit Services functions for information on Credit availability, status, and
the ability to make a payment. See “Access the Credit Services Menu” on page 317,
for more information.

Delete Customer Information

Because customer information is uploaded to the home office during polling, store employees
cannot delete customers’ records from the system. The home office can purge customer
information through established database maintenance procedures.
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Assign to a Customer Group

An assignment to a Customer Group allows members of identified groups or companies to
receive special-item sale pricing. The home office sets the Customer Groups and the related
pricing discounts. Reports available through the Back Office menu can show items with the

discounted group price.
See also: "Access The Reports Menu” on page 64 to view the customer reports.

1. Display the customer’s record that you want to assign to a group. With the Customer
Maintenance screen displayed press [F7], Edit Cust. The system places a cursor in the

Title field.
Customer Maintenance | [0 eD
Customer |D: 500037000000002 Rebecca Findley
Title:  “First Hame: iddle Initial: ‘Last Hame: Suffix:  Preferred Name:
MRS |Rehecca I_ IFmtIIey I IReha
Address: Phone Home:
ﬁ 123 Main Street (216) 123-1234
lptziz n Work:
City: State: Postal Code: - 440) 123-1236 l
[selon [oH Jpatze- )A' E-Wail Address:
g I'Fram@datavamage:arp com [
ﬁ Birthday: Gender:  Customer Group: ,? -
omments:
01/01/1972 ( MNone .
I_ E I Great Custormer
Employee ID: Send Mailings: Sales Associate:
103 Y 100
Modified Date: Sign-up Location: Sign-up Date: Last Purchase Date:  Assigned Store:
| 5/20/2006 | 37 I 5/20/2006 | I 37 1

N — P — e i P g — .

E‘l F1l F2] F3I F4]| F5' FE] F?I F8]| F9'F10]F11IF12]

Cancel Help  Lookup Save Register

Figure 12-3: Customer Maintenance Screen

2. Press [ENTER] multiple times until the cursor highlights the Customer Group field. Press
[F2], Lookup. The Customer Group lookup list displays.

Customer Group lockup.

niciple Ci
Standard Customer
Preferred Customer
Residential Custamer

Cancel Highlight Choice To Select

Figure 12-4: Customer Group Lookup List
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3. Highlight a group name. Press [ENTER]. The Customer Group field on the Customer
Maintenance screen contains the group code and the group name.

4. Press [F8], Save.

5. Press [F12] to return to the register, or press [ESC] to return to the Customer Search
screen.

Note: Customer Group price discounts, if applicable, automatically display on the Register
screen during a sale transaction.

View Past Purchases

Customers’ purchase history is available through function buttons on the Customer
Maintenance screen. The purchase history options are configurable to show all of a
customer’s purchases from the current store location or from all store locations. Choose to
view all of a customer’s purchase history, or from just the past 12 months.

See also: The Store21 User Manual for more information.

Register | O
Customer ID: 500037000000002 Rebecca Findley
Title:  *First Name: Middle Initial: ~ *Last Name: Suffix:  Preferred Name:
MRS  |Rebecca l_ IFmdley |Reha
Address: Phone Home:
ﬁ 123 Main Street (216) 123-1234
I: pt 312 n Work:
City: State: Postal Code: = S 440) 1231236 l
[solon [eH fatze- A EMail Address:
i I'Frain@dala\;amagetnr;: com [
0 Birthday: Gender: Customer Group: ,? .
01/01/1972 F M Mone -
I i_ | I Great Customer

Employee ID: Send Mailings:  Sales Associate:
103 ¥ 100

=N eld
Modified Date: Sign-up Location: Sign-up Date: Last Purchase Date:  Assigned Store:
[ 52072008 BE [ 52072008 I [

pr— P— A P ———

Igll Filr2lrsra]|rs)rs | r ] ra ]| o friofri1]Frz]

Sale Help Profile  Purch ‘Change Edit Cust 12Mo  Corp  Credit
History Cust Sales History App

Figure 12-5: Customer Maintenance Screen
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12-Month Sales

View the sales information from the customer’s last 12 months of sales. Store21 displays the
amounts of Sales, Returns, and Net Sales, as well as the humber of Items in each category.

1. Identify a customer using the Customer Search form, and open the Customer
Maintenance screen (Figure 12-5).

2. From the Customer Maintenance screen, press [F9], 12 Mo Sales. The Last 12 Months
screen displays.

Last 12 Months

I Sales I Returns Net

I Amount: $7,878.00 $0.00 $7,878.00

Figure 12-6: Customer’s Purchase Totals Last 12 Months

3. Press [F9] to toggle back to the Customer Maintenance screen.

Purchase History Information

The Purchase Activity screen displays the entire purchase history of a customer. You can also
print receipts of these past transactions.

1. Identify a customer using the Customer Search form, and open the Customer
Maintenance screen (Figure 12-5).

2. Press [F4], Purch History, to view the customer's purchase history. The Purchase
Activity form appears in the bottom half of the screen. This form displays the transaction
ID, date, transaction type, name of the sales associate, the item ID, description,
quantity purchased, and the price of each item purchased.

3. Press [F3], Previous, or [F4], Next, to scroll through the purchase history.
| Purchasze Achivity |I

Transaction ID Date Time Cashier ID
39938 8/24/02 13:56:46 3

Type Sales Emps. Item Id Description Qty Price
3 1000197 14KY 4CT S-LMK DIA NCK ]

Escl F1J F2} F3 | F4 F5 § F6 | F7 | F8 F9IF10IF11IF12|

Cancel Previous HNext Reprint
History Receipt

Figure 12-7: Purchase Activity Screen
4. Highlight a transaction. Press [F7], Reprint Receipt, to print the highlighted
transaction. The receipt prints with ‘Reprint’ on it.

5. Press [ESC] to exit the Purchase Activity form and return to the Customer Maintenance
screen.
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Centralized Customer Purchase History

View a customer’s entire purchase history, including purchases from all other store locations.
This requires that the XMessaging framework is installed and configured to enable centralized
purchase lookups. The centralized, corporate database must be populated with all transaction

data.

1. Identify a customer using the Customer Search form, and open the Customer

Maintenance screen (Figure 12-5).

2. Press [F10], Corp History. Store21 searches the home-office database and displays the
customer’s purchase history from all stores.

Customer Maintenance

| [

Type Item 1d
Return

Tender

<

Store ld: 37 Transaction ld: 1200

Customer ID: 0071086862 Samuel Adams

Date: 9/1/2004 13:57:52 Cashier Id: 100
Description i Comm. Emp.
14K Amethyst Ring # ($189.99)  ($11.40; 565
Merchandise Credit Card ($201.39)

[esc]| F1] 2

Fsfra]frs]rs]F7 ] rs ]| rofriofriafrr

Cancel
History

Previous HNext Register

Figure 12-8: Customer Purchase History - Corporate

3. Press [F3], Previous, and [F4], Next, to scroll the transactions.

4. Press [ESC], Cancel History, to return to the Customer Maintenance screen.

View Past Purchases
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Customer Information Reports

Several printable marketing reports, address lists, and mailing labels are available for
authorized employees through the Back Office menu. Each of the on-screen report types
have function buttons to assist in entering the date ranges and other filtering criteria to
create customized reports.

Create Customer Reports

1. From either the Employee Selection screen or the Register screen, press [F12], Menu to
access the back office, Top of Menu.

Employee Selection T T Register T T New Tasks-GO 10 BackOice 1]

#Type ltemID Description Qty Price Tax Amount Due
Employees Clocked In s
ploy | Transaction In:
Customer:

—

Manager, Martha 6:30 pm Selling Time

Sale Amount:
Tender Amount:
Change:

Register Message 5%

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

Employee ID for Register
= Enter Employee ID

I F1l FZI F3I F4l| FSI FGI F7I

Help  Clock Change
jOut Passwrd

Sale Press Enter to tender
T Scan or Key Item

|F1]F2|FalF4||F5|Fe]F7|Fe| Fo JF10 11!F12! ’
e Menu

Employee  Help Layaway Send Return Balance  Non ltem  Cust Re
Selection Sale Inquiry Mdse  Search Search

InfOut

Register 1 I Northpark

Figure 12-9: Employee Selection Screen (left) - Register Screen (right)

2. Store21 prompts for the employee ID and password.
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IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 12-10: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press
[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 12-11: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER].
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

—
ol Entor |

Continue

Figure 12-12: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].

1. The Top of Menu displays.
. Top of Menu

1 Cash Drawer Management
2 Administrative...

3 Customer Information...

4 Electronic Journal

5 Employee Information...
6 Intranet Browser

7 Inventory Control...

Register Highlight To Select
Choice

Figure 12-13: Top of Menu
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2. Highlight Customer Information and press [ENTER].
3. The Customer Information menu displays.

Top of Menu |
Customer Information...

1 Customer Maintenance

2 Customer Date Marketing
3 Customer Profile Marketing
4 Customer Address Lists..

lﬁﬂﬂm

Back 1 Highlight To Select
Menu Choice

Figure 12-14: Customer Information Menu
4. Determine what type of report is required, and highlight either Customer Date
Marketing, Customer Profile Marketing, or Customer Address Lists.

5. Press [ENTER] to display the report query criteria forms.

Marketing Reports

Two types of marketing reports are available:

e The Customer Date Marketing report generates a list of customers who share the
same birthday (month and day), and who have made purchases within the date
range you enter.

e The Customer Profile Marketing report generates a list of customers who have the
same responses in their profile as you request in your query and who have made
purchases within the date range you enter.

1. Access the Customer Information menu (Figure 12-14). Highlight the report name and
press [ENTER]. The marketing report screen displays.

T Date Marketing | [0eD
rQuery Data
Customer Last Purchase Date Between 05/13/2006 and 05/20/2006
Customer’s None |between i and i

Customer ID Last Name First Name Phone Last Purchase

0 Records Retrieved

IEH F1]F2|F3]F4]|F5|F5IF7I F8I|F9|F1UIF11IF12|

Exit Help Last Last Last Year Select Edit Run Print Mailing Register
Week Month Birthday Dates Query Labels

Figure 12-15: Customer Marketing Report Screen
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2.

5.
6.

Enter the date range for the report. The default date range is 7 days prior to the current
register date. To override these dates, use the function buttons to enter the dates with

one of these methods:

Press [F2], Last Week, to display 7 days prior to current register date.
Press [F3], Last Month, to display 30 days prior to current register date.
Press [F4], Last Year, to display 365 days prior to current register date.

Press [F6], Edit Dates, to modify either the beginning date and/or the ending date
for the date range. Press [ENTER] to move from the beginning date to the ending

date field.

Press [F5] to select additional filtering criteria for the report query. The [F5] function
name changes, depending on the type of report you select.

Press [F7], Run Query, to execute the search.

Customer Profile Marketing | |00
Query Data
Customer Last Purchase Date Between | 05/13/2006 and [ 0512012006

Customer Profile  [MEDIA contains |24

Customer ID Last Name First Name Phone MEDIA Last Purchase
1S500037000000002 Findley Rebecca (216) 1231234 ROCK 5/20/2006
1500037000000011 Jones Lucky () - EASY LISTENING  5/20/2006

2 Records Retrieved

[E“ 1 E 3 B E R R R

Exit Help Last Last Last Year Clear Edit Run Print Mailing Register

Week Month Profile Dates Query Labels

Figure 12-16: Customer Marketing Report Results

Press [F8], Print, to print the report.

Press [F9], Mailing Labels, to display mailing labels for all of the customers who are
listed in the associated reports. See "Mailing Labels” on page 287.

Customer Information Reports
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Address Lists

Four Customer Address Lists show all customers who have made purchases within the date
range you enter, and who meet certain purchase criteria:

Customer is a list of all customers from the Customer ID number range you enter.

Dept/Class is a list of all customers who purchased items from the Department or
Class range you enter.

Item is a list of all customers who purchased items from the Item Number range
you enter.

Vendor is a list of all customers who purchased items from the Vendor number
range you enter.

1. Access the Customer Information menu. Highlight Customer Address Lists and press
[ENTER].

Top of Menu |
Customer Information...

1 Customer Maintenance

2 Customer Date Marketing

3 Customer Profile Marketing
4 Customer Address Lists...

Jnnm

Back 1 Highlight To Select
Menu Choice

Figure 12-17: Customer Information Menu

2. The Customer Address Lists menu displays.

Top of Menu |
Customer Information... |
Customer Address Lists...

1 Customer
2 Dept/Class
3 ltem

4 Vendor

Back 1 Highlight To Select
Menu Choice

Figure 12-18: Customer Address Lists
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3. Highlight the type of list to generate and press [ENTER]. A parameter input screen
displays with input fields for the date range and for the criteria range you select.

Customer

[0

Customer

Date Range

From |01/01/2006  To|05/20/2006

Customer Range

From |5000370000 To ]7000000010

Note: Leave blank for all

Exit

Help wiD MTD

Y1D

| F1IF2I F3IF4I|FSlFﬁlﬂlﬂllFQlleFHIm]

Search View Print Register
Report  Report

Figure 12-19: Customer Address List Parameter Input Screen

4. Enter the date range for the report. The default date range is 7 days prior to the current
register date. To change the dates used for the search, use one of these methods:

e Leave the fields blank to select all records.

e Select [F2], WTD to see the report for the week-to-date.
e Select [F3], MTD to see the report for the month-to-date.
e Select [F4], YTD to see the report for the year-to-date.

5. Enter the Customer Range for the report. Leave the fields blank to include all customers,
or do one of the following in the “From” and “To” fields for the Customer Range:

e Key in the Customer Number.

e Select [F6], Search to perform a Customer Search. See the Store21 User Guide for
more information on performing a Customer Search.

Customer Information Reports
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6.

7.

Press [F7], View Report.

I 1 New Email-Go to Backoffice | e

Customer
Dates: From 05/14/2006 To 05/20/2006
Customers: All

Custemer Name Customer ID
Address City State Postal Code Phone
Findley. Rebecca 500037000000002
123 Main Street Apt 312 Solon OH 44139- (216) 1231234
Trainer, Joe 500037000000010
123 Main Street Solon OH 44139-
Jones, Lucky 500037000000011
456 High Street Solon OH 44139-
Tetal Count=3
Page 10f1 DatefTime: 5/20/2006 1:56:04 PM Store 37: Northpark
|Esc|| F1] FZI F3l F4l| F5] FEI FT] FSII F9]F10]F11]F12]
Select Help. Previous Hext Print Mailing Register
Criteria Report Labels

Figure 12-20: Customer List - By Customer ID

Use the function buttons to page up/down.

8. To print the report, press [F8], Print Report.

9. To print mailing labels, press [F9], Mailing Labels.
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Mailing Labels

All of the customer lists that you generate have the option to print mailing labels.

B EREEEEE R R R EEE

Select Help Previous Mext Print Mailing Register
Criteria Report Labels

Figure 12-21: Function Keys

1. Press [F9], Mailing Labels. The customers’ addresses display in a label format.
C | | [fE2)

Rebecca Findley Joe Trainer Lucky Jones
123 Main Street 123 Main Street 456 High Street

Apt 312 Solon OH 44139 Solon OH 44139
Solon OH 44139

5 ¢ i =l
| Filra e ra][rs s | er ] re ]| rofriofrie]Fi2)

Select Help Previous  Hext Scroll  Scroll Print Address Register
Criteria Left Right Report List

Figure 12-22: Customer List - Mailing Labels

2. Use the function buttons to page up/down and scroll the labels. Press [F8], Print
Report, to print the labels.

3. Press [ESC] to return to the criteria page, or [F12] to return to the Register screen.
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CHAPTER 13 Electronic Journal

Overview

The Electronic Journal is a report that details the store’s journal entries for all transactions
recorded through the registers for a specified amount of time. It compiles real-time
transaction information from Store21. This journal is accessible to authorized employees
through the Back Office menu function key on the Employee Selection screen or from the
Register screen. You can create many transaction scenarios such as by date range, type,

employee, register number, and status. The topics of this chapter include:
e Access the Electronic Journal e Apply Filters to Journal Receipts
e Create a Journal Summary e Print Transaction Details

e View Transaction Details

Access the Electronic Journal

The Back Office functions require store employees to open the Menu screen which is where
the Top of Menu is located. It is accessible from the Employee Selection screen or from the
Resister screen. The methods are slightly different from one another.

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Register | 1 New Tasks-Go to BackOffice |[j
# Type Item ID Description Qty Price Tax Amount Due

Employee Selection | |

Employees Clocked In Last Sale

T ction ID:

Register Message a6 |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

oyee ID for Reg = Sale Press Enter to tender
e ee ID
il Fscanorkeytom (DS

.IF1IF2IF3]F4IIF5]F6]F7]F8] Fo JF10| Fi1|F12 .I_I_I_I_IH = 5 I I_I_I_I_IF5 ol e D rs Emﬂum

||||||||| vny am D bR o) liem  Cust Res
rch
Register 1 | Northpark [ 5/16/2006 5:20 pm

mrv Md

Figure 13-1: Employee Selection Screen (left) - Register Screen (right)

Note: The [F12] function key is also known as the Back Office menu button.

2. Store21 prompts for the employee ID and password.
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Note:

When attempting to access Top of Menu, employees without the authorized
security level will see a message stating that they cannot perform the operation and

will be returned to the Employee Selection screen.

IF...

THEN...

Employee Selection screen

accessing [F12], Menu, from the a. The color of the focus bar changes to
blue and prompts for the Employee ID.

Employee ID for Menu

4 Enter Employee ID

Figure 13-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password
Figure 13-3: Focus Bar Prompt for Password

c. Enter your password and press

100

[ENTER].
accessing [F12], Menu, from the a. The System Security input form

Register screen displays.

System Security
Please Enter Your Employee ID and

Employee ID

Password

Continue

Figure 13-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].

Password
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The Menu screen with Top of Menu displays. All managerial and non-sale transactions are

accessible through this screen/menu.

Menu

Administrative...
Customer Information...

Electronic Journal
Employee Information...
Intranet Browser
Inventory Control...

Employee  Highlight To Select
Selection Choice

I F1] FZl F3lﬂl| FSI FBl FTIEII F9]F10‘F11]E‘

Help  Flash Manager Task Price Alerts
Sales  Menu  Maint Verify

Register

Figure 13-5: Menu Screen

3. Highlight Electronic Journal and press [ENTER].
Top of Menu

Cash Drawer Management...
Administrative...
Customer Information...

Electronic Journal
Employee Information...
Intranet Browser

Inventory Control

Employee  Highlight To Select
Selection Choice

Figure 13-6: Top of Menu - Electronic Journal

The Electronic Journal screen displays. This is where the journal is created.

Electronic Journal | |

Electronic Journal

Date Range Session Range
From | To From | To
Note: Leave blank for all
Transaction Type Employee
| |
Note: Leave blank for all Note: Leave blank for all
Register Range Status
From | To| |
Note: Leave blank for all Note: Leave blank for all

F1§ F2| F3 | F4 IFSIFEIFTIE]IFQIFW]FHIHZ]

Exit Help WTD mMID YTD Journal
Detail

Register

Figure 13-7: Journal Filter Data Entry Form

Access the Electronic Journal
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Create a Journal Summary

The Electronic Journal reports require a date range. You can also enter combinations of other
filter fields such as Employee and Transaction Type, or other information to filter the report
contents. The instructions to populate the report filters is essentially the same for all reports.

Select the Journal Filter Options

1.

2.

From the Top of Menu, highlight Electronic Journal and press [ENTER]. A search form
displays.

Electronic Journal | |

Electronic Journal

Date Range Session Range
From To |o7,'31/2003 From | To
Note: Leave blank for all
Transaction Type Employee
I Note: Leave blank for all ’ Note: Leave blank for all
Register Range Status
From | Tol ’
Note: Leave blank for all Note: Leave blank for all

E“ Flr2| e ra]|rs | rs | 7| ra ]| ro fr1o]F11]Fi2]

Exit Help wTD MTD YTD Journal Reaqister
Detail

Figure 13-8: Journal Filter Search Form

Accept the default data for the search, or enter additional search criteria.

Press [TAB] to move between fields.

Date Range Lookup

1.

Enter the appropriate Date Ranges for the report. The default Date Range is the current
register date or week-ending date. You can change this. Move the cursor to the field, and
re-key the appropriate dates. For most reports, you can select the Date Range criteria
with these function buttons:

e Press [F2], WTD, to insert the week-to-date range.
e Press [F3], MTD, to insert the month-to-date range.
e Press [F4], YTD, to insert the year-to-date range.

Other filter criteria fields are available. Key the appropriate entries into the fields, or
leave them blank to select all.
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Transaction Type Lookup

1. Move the cursor to the Transaction Type field and press [F6], Search. The Transaction
Type list displays.

Select Transaction Type

CLOCKIN Clockin
CLOCKOUT Clockout
CURRTRANSFER Currency Transfer
LAYAWAY Layaway Maintenance |
NOSALE No Sale
PETTYCASHIN Petty Cash In
PETTYCASHOUT Petty Cash Qut
POSTVOID Post Void
PRIVATELABELPAYMEN Private Label Payment
CLQOSE Register Close
REGSTARTUP Register Startup
SALE Sale
SPIFF Spiff
OPEN Store Open
SYSCLOSE System Close Transaction
TAGORDER Tag Order
COUNT Tender Counting
TNDRXCHG Tender Exchange
< J

H EE EEN

Cancel Highlight Choice To Select

Figure 13-9: Electronic Journal - Transaction Type List

2. Highlight a transaction type and press [ENTER].

Register Range

In the “From” and “To” fields, key in the appropriate number range beginning with the lower
register number to the higher register number.
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Session Range Lookup

1. Move the cursor to the Session Range filter option and press [F6], Search. The Session
number list displays.

Please Select Session

Session Till

Register #1
Reugister #99

Cancel Highlight Choice To Select

Figure 13-10: Electronic Journal - Session Range Lookup

2. Highlight a session and press [ENTER].

Employee Lookup

1. Move the cursor to the Employee filter option and press [F6], Search. The Employee
Search form displays.

_
wfr Employee Search %
o)
Employee ID:
Last Name:

First Name:

£ I A Y ) S

Clear ListAll Execute
Search Search

Figure 13-11: Employee Search Form

2. Use the search form to obtain the appropriate employee ID number.
e Press [F7], List All.

e Key in some part or all of the employee’s first name and/or last name and press
[F8], Execute Search.

e Highlight the appropriate employee from the Employee list and press [ENTER].
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Status Lookup

1. Move the cursor to the Status filter option and press [F6], Search. The (transaction)
Status list displays.

ALTR410
Select Status

New
COMPLETE Completed
CANCEL Cancelled
SUSPEND Suspended
VoD Voided

Cancel Highlight Choice To Select

Figure 13-12: Electronic Journal - Status Lookup List
2. Highlight the appropriate transaction status and press [ENTER].

View the Journal Summary

After the report criteria is entered, press [F7], Journal Detail. If the journal can be
compiled from the filter criteria you entered, it displays on the screen.

Electronic Journal | |
Electronic Journal =
Dates: From 02/26/2006 To 07/31/2006
Transaction Type: LAYAWAY

Layaway Maintenance Cancelled

Register 1 Date 7129/2006
Cashier 100 Time 07:07:28 PM
Transaction ID 27982 More No
Layaway Maintenance Cancelled

Register 1 Date 7/29/2008
Cashier 100 Time 08:33:14 PM
Transaction ID 27983 More No

Layaway Maintenance Completed
Register 1 Date 712912006

Cashier 100 Time 08:40:15 PM
Transaction ID 27983 More Yes
Page 2 of 4 Datel/Time: 7/31/2006 4:43:21 PM 5(0|L|

Highlight to Select
BB B = | E R E R R N B

Select Help Enter Register
Criteria Trans No

Figure 13-13: On-Screen Electronic Journal
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View Transaction Details

You can view transaction details or reprint specific transaction receipts.

1.

transaction and press [ENTER].

From the on-screen Electronic Journal (Figure 13-13), highlight the appropriate

If the transaction has associated journal entries, they appear on the screen.

Electronic Journal

Electronic

Journal E

Dates: From 02/26/2006 To 07/31/2006
Transaction Type: LAYAWAY

Layaway Maintenance

Register 1

Cashier 100
Transaction ID 279
Layaway Maintenance
Register 1

Cashier 100
Transaction ID 279

Layaway Maintenance
Register 1
Cashier
Transaction ID

Page 2 of 4

82"

83

100
27983

Date/Time: 7/31/2006 4:43:2

Cancelled

Date 7/29/2006
Time 07:07

More No
Cancelled

Date 7/29/2006
Time 08:33:14 PM
More No

Completed
Date
Time
More

7i29/2006
08:40:15 F¥
Yes

1 PM

[esc] [F1]r2 ] ra ] ra] [rs L rs | F7 | Fs ) [ Fo JF10] F11]F12]

Select
Criteria

Help

Enter

Trans Ho

Register

S(OILI

Press Enter to View Transaction in More Detail
Highlight to Select

‘No’ indicates
no detail
available.

v

‘Yes’
indicates
detail is
available.

rd

Figure 13-14: Electronic Journal Transaction Entries

2. The field ‘"MORE’ indicates whether or not the transaction has detail information
available. If the transaction is noted as having detail information, highlight the
appropriate transaction and press [ENTER]. The Receipt Detail displays.

3.

Electronic Journal

Journal Roll

- Receipt Detail

Layaway ID

001600002

Payment

\Account Balance

Date
Time
Store

Register 1

Cashier 100
Transaction 27983
Customer Willie Wing

72278951

7/29/2006
08:40:15 PM
166

(810.00)

Tender ltems
Tender Type

Amount

$151.87

Taxable Amount
Non Taxable Amount
Sales Tax

Total

0.00
10.00
0.00

10.00

Cash

10.00

Balance Due

$0.00

=
EII F1l FZI F3l F4l| FSI FBI F?l F8

|| Fo JF1of F1a]F12]

Journal
Summary

Help

Scroll
Tenders

Filter

Previous Hext
Trans Trans

Reprint
Receipt

Figure 13-15: Electronic Journal - Receipt Detail

Press [ESC], Journal Summary, to return to the Electronic Journal screen.
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Apply Filters to Journal Receipts

If the receipt detail screen has a longer list of entries that are displayed, you can filter the list
further.

1. From the Journal Roll - Receipt Detail, press [F2], Filter. The Journal Filter search form
displays.

Journal Filter

Item ID:
Tender:
Amount: To |

el il rafeseaffl o] rofer | o]

Cancel Help Lookup Clear Apply
Filter Filter

Figure 13-16: Electronic Journal -Details Filter Search Form

The journal can be filtered by any combination of Item ID, Tender, and/or Amount range.
Key in, or use the lookup lists to enter the filter criteria.

2. To filter for Item ID, move the cursor to the Item ID field. Press [F2], Lookup, to search
for an Item ID.

The Item Search form displays.

Ml e searen 68

Style:‘ Color:
UPC: Dept:
Vendor: Stock #:

Description:

Starting Price: Ending Price:| 00

=) G & = &) 55

Cancel Execute

Search

Figure 13-17: Item Search Form

3. Use the search form to obtain the appropriate item number:
e Key in one or more search criteria into the fields and press [F8], Execute Search.

e Highlight the appropriate item from the Item list and press [ENTER] to return to the
journal filter form where the selected item number is in the Item ID field.
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4. Move the cursor to the Tender field. Press [F2], Lookup, to select a tender type from
the Tender list:

VLD107

Tender Lookup

Cash

Check

Coupon Amount

Coupon Percent
CREDITCARD  Credit Card
DEBITCARD Debit Card
FCURRENCY Foreign Currency
FINANCECOMPAIFinance Company
GIFTCARD Gift Card

Cancel Highlight Choice To Select

Figure 13-18: Tender List

a. Highlight the appropriate Tender type.

b. Press [ENTER] to select the Tender type and return to the Journal Filter form.
5. Key in the lowest and highest transaction amounts.
6. Press [F8], Execute, to run the filter.

The Journal displays with the Receipt Details.

Electronic Journal | |
Journal Roll - Receipt Detail

*| |Register 1 Date 7/29/2006
Cashier 100 Time 08:40:15 PM
Layaway ID 001600002
Ayeney Transaction 27983 Store 166
Customer Willie Wing T2278951
Payment ($10.00) Tender ltems
Tender Type Amount
Taxahle Amount 0.00
Non Taxable Amount 10.00
|Account Balance $151.37 = £ 2
Sales Tax 0.00
Total 10.00
Cash 10.00
=l Balance Due $0.00
[esc]| F1]r2 | rs | ra ][5 s | F7 | Fa ]| Fo fr10] F11]F12]
Journal Help Filter Scroll Reprint Previous MNext
Summary Tenders Receipt Trans Trans

Figure 13-19: Receipt Details

7. Press [F2], Clear Filter, to remove the filter and re-display the entire unfiltered journal
list (Figure 13-14).
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Locate a Specific Transaction

If the receipt detail screen has a longer list of entries than can be displayed on the screen at
the same time, you can locate a specific transaction in the list.

1. From the Journal Roll - Receipt Detail (Figure 13-13), press [F2], Enter Trans No. The
Transaction Number input box displays.

Please enter valid
Transaction Number

el Enter |

Cancel Continue

Figure 13-20: Electronic Journal - Transaction Input Box

2. Key in the transaction number and press [ENTER].
The selected transaction is highlighted.

Electronic Journal | |
Electronic Journal |
Dates: From 02/26/2006 To 07/31/2006
Transaction Type: LAYAWAY

Layaway Maintenance Cancelled

Register 1 Date 7/29/2008
Cashier 100 Time 07:07:28 PM
Transaction ID 27882 More No
Layaway Maintenance Cancelled

Register 1 Date 7/29/2008
Cashier 100 Time 08:33:14 PM
Transaction ID 27983 More No

Layaway Maintenance Completed

Register 1 Date Tr29/2006
Cashier 100 Time 08:40:15 PM
Transaction ID 27983 More Yes

Page 2 of 4 Date/Time: 7/31/2006 4:43:21 PM StOILI

Press Enter to View Transaction in More Detail
Highlight to Select

Ejl Flr2ra]ra][rsfrs | r ] re ]| ro|rio]F11]F12]

Select Help Enter Register
Criteria Trans No

Figure 13-21: Electronic Journal - Locate Specific Transaction
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Print the Transaction Details

Reprint the receipt for the transaction that is currently on the screen.

1. Select the appropriate receipt from the journal. The Journal Roll - Receipt Details screen

displays.

Electronic Journal

Journal Roll - Receipt Detail

Layaway ID

Payment

|Account Balance

*| |Register 1 Date
Cashier 100 Time
001600002
Transaction 27983 Store
Customer Willie ¥Wing
($10.00) Tender ltems
Tender Type Amount
Taxahle Amount 0.00
15137 Non Taxable Amount 10.00

Sales Tax

Total

0.00

10.00

Cash

10.00

Balance Due $0.00

=
[esc] (F1l 2 rs L ra ) (s L rs L 77 | rs ) [(Fo JF10] Fre] 2]

Journal Help
Summary

Filter

Scroll
Tenders

Reprint
Receipt

Previous Mext
Trans Trans

Figure 13-22: Receipt Details

2. Press [F7], Reprint Receipt. The receipt prints on the receipt printer with
“*** Reprint ***’ printed on it.

3. Press [ESC], Journal Summary, to return to the Electronic Journal screen.

4. Press [ESC] twice more to return to the Top of Menu.
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CHAPTER 14 Parameters Menu

Overview

Several Back Office services are available in Store21 and are divided into separate menus.
This chapter describes the services that are included in the Parameters menu. The selections
at this menu primarily address manually closing the system and starting/stopping the
peripheral equipment:

e Access the Top of Menu Receipt Printer Status
Initialize PIN Pad

System Configuration

e Access the Parameters Menu

e Sales Calendar
° Exit Store21

e Force CloseOut

Signature Capture Maintenance

All topics in this chapter require that the register is open and the employee is clocked in. It is
not necessary to count the cash drawer. The first step to perform any of these functions is to
access the Top of Menu screen.

Access the Top of Menu

The Back Office functions require store employees to open the Menu screen which is where
the Top of Menu is located. It is accessible from the Employee Selection screen or from the
Resister screen. The methods are slightly different from one another.

From the Employee Selection Screen

When you attempt to access the Top of Menu from the Employee Selection screen, the focus
bar prompts for an Employee ID and Password.

Employee Selection | |

Employees Clocked In [eattale

Manager, Martha 6:30 pm Selling Time

ez |

/ Employee ID for Register
= Enter Employee ID

IF1lF2|F3IF4IIF5|F6'F7IF8' F9 | F10 | F
Price

Help  Clock Change
nout Passwrd

Verily

Figure 14-1: Employee Selection Screen
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1. Press [F12], Menu. The color of the focus bar changes to blue.

Employee ID for Menu
EZEnter Employee ID 100

Figure 14-2: Employee ID for Menu Focus Bar

2. Enter your Employee ID and press [ENTER]. The Password focus bar displays.

Employee ID for Menu
4= Enter Password

Figure 14-3: Password for Menu Focus Bar

3. Enter your password and press [ENTER]. The Top of Menu displays.

From the Register Screen

When you attempt to access the Top of Menu from the Register screen, Store21 prompts for
employee information so it can perform the security-level verification.

Register | 1 New Tasks-Go to BackOffice 10
#Type ltemID Description Qty Price Tax Amount Due

Item Count 0
Sale $0.00 Tax $0.00 Total $0.00
er to tende
0

I F1l FZI FSI F4I| FSI FGI FTI FSII F9|F1(ll '11]F12'

Employee  Help Layaway Send Retumn Balance Non Item  Cust Réfume Menu
Selection Sale Inquiry Mdse  Search Search

Figure 14-4: Register Screen

1. Press [F12], Menu. The System Security input form displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

Continue

Figure 14-5: System Security Input Form

2. Enter your Employee ID and Password. Press [ENTER]. If the employee has the
appropriate security level, the The Top of Menu displays.
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Top of Menu

This is the menu screen with the Top of Menu. All managerial and non-sale transactions are
accessible through this screen/menu.

Menu 00
LT
Cash Drawer Management... - |
Administrative...
Customer Information...
Electronic Journal

Employee Information...

Intranet Browser
Inventory Contral...

OE T

Employee  Highlight To Select
Selection Choice

I F1l FZI FSIEII FSI FSI FTIEII F9|F10'F11lml

Help  Flash Manager Task Price Alerts Register
Sales  Menu  Maint Verify

Figure 14-6: Menu Screen with Top of Menu

Notes:

e When attempting to access Top of Menu, employees without the authorized
security level will see a message stating that they cannot perform the operation.

Your Security Level is not
high enough to perform

this operation.

To Continue

Figure 14-7: Sales Calender Confirmation Message

e Pressing [ENTER] returns the system to the Employee Selection screen
(Figure 14-1).
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Access the Parameters Menu

Access the Parameters menu for activities involving miscellaneous register functions such as
displaying the Opening screen, closing Store21, or performing hardware maintenance.

1.

The Parameters menu displays.

Top of Menu '

Top of Menu

8 Layaway Maintenance

9 Opening Screen

10 Reports...

11 Repair/Alteration Functions...
12 Credit Services...

13 Parameters...
14 Host Lookup...

Employee  Highlight To Select
Selection Choice

Figure 14-8: Top of Menu

Sales Calendar

Exit Store21

Force CloseOut
Receipt Printer Status
Initialize Pinpad

System Configuration

Signature Capture Maintenance.

Back 1 Highlight To Select
Menu Choice

From the Top of Menu, highlight Parameters and press [ENTER].

Figure 14-9: Parameters Menu
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Sales Calendar

The Sales Calendar displays each calendar month for the year and associated week-end
dates. These dates are used by Store21 for generating reports and employee schedules.

See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, highlight Sales Calendar and press [ENTER].

Top of Menu '

Sales Calendar
Exit Store21
Force CloseQut

Receipt Printer Status

Initialize Pinpad
System Configuration
Signature Capture Maintenance...

Back 1 Highlight To Select
Menu Choice

Figure 14-10: .Parameters Menu - Sales Calendar

The Sales Calendar year input form displays.

Sales Calendar

| (100) |
Weekly Sales Calendar Maintenance

Please Enter The Fiscal Year

2007

E’l Filr2] e ] F4I|EIEI£IE'| Fo [F10]F11]F12]

Exit Help View Create
New

Figure 14-11: Sales Calendar Year Input Screen

2. Key in the fiscal year and use the function buttons to create, display, and/or print the
report.

3. Press [ESC], Exit, to return to the Parameters menu.
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Open the Existing Fiscal Year Sales Calendar

From the Sales Calendar Year Press [F4], View. Store21 generates the weeks for the fiscal
year. After the on-screen report displays, you can press [F8], Print, to print the report on
the report printer.

Sales Calendar | 1 New Tasks-Go to BackOffice [0

Weekly Sales Calendar for Fiscal Year 2006
1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
1 1r2006] | 4 aepzons || 7 zez006|| 10 10/2/2006
1/14/2008 411542006 2/15/2008 10/14/2006
1/21/2006 4/22/2006 7/22/2006 10/21/2006
1/28/2008 4/29/2008 7/29/2008 10/28/2006

2 2/4/2008 5 5/6/2008 8 8520061 11 114472008
2/11/2006 5/13{2006 8/12/2006 11/11/2006
2/18/2008 5/20/2006 8/19/2008 11/18/2006
2426/2006 BJ27{2006 8/26/2006 11/25/2006

3442008 /372008 9/2/2008 1zf2f2006

3 R s10e0e][ 9 97200 ][ 12 12/3/2006
3/18/2006 B/17/2008 9/16/2006 12/16/2006
325/2008 5/24/2008 9/23/2008 12/23/2008

44142006 7112006 9/30/2006 12/30/2006

NOTE: The dates above are the ending date for the week

I F1l FZl F3l F4l| F5| FGl FTIEII F9|F10'F11l&]

Back 1 Help Print
Screen

Figure 14-12: Sales Calendar - Weeks

Create a New Fiscal Year Sales Calendar

1. From the Sales Calendar Year Input screen (Figure 14-11), press [F5], Create New to
generate a new sales calendar. If a calendar already exists for the fiscal year you
entered, a message displays.

éales Calendar exists for
2007. Do you wish to

recreate it?

v v

Yes No

Figure 14-13: Sales Calender Confirmation Message

2. Respond to the prompt.
a. Press [Y], Yes, to create a new sales calendar and overwrite the existing calendar.

b. Pressing [N], No, closes the message, and the system returns to the Sales Calendar
Input screen (Figure 14-11).
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3. The Sales Calendar input screen displays. Key in the start and end dates for the new
fiscal year, and the number of reporting periods, pressing [TAB] or [ENTER] to move to
the next field.

Sales Calend | Martha Manager (100) |

Weekly Sales Calendar Maintenance 2007

Please Enter The Fiscal Year

2007

Start Date: [00/00/0000
End Date: |00/00/0000 1
Periods: [ | 2)
3)
4)
5) Calendar

Weeks per Month per Quarter

Valid ds:

E S R S
B
Lo ]
0
Lo S S )

E‘I F1l FZI F3l F4l| FSI FEI FTI FSII F9|F1OIF11IF1ZI

Cancel Help Continue

Figure 14-14: Weekly Sales Calendar Input

The Sales Calendar uses week-end dates. Key the Start Date as the
first week-end date of the fiscal year - not the date of the first day of
the fiscal year.

4. Press [F7], Continue. Store21 attempts to generate the new list of week-ending dates
using the end date of the previous year and the new start/end dates.

If Store21 encounters an error in calculating the week-ending dates, the following
message displays:

Please check the entered
dates. Dates must allow

for 52 or 53 weeks.

To Continue

Figure 14-15: Sales Calender Error Message

a. If this message displays, press [ENTER]. The sales calendar input screen
(Figure 14-14) displays.

b. Repeat steps 3 and 4, entering the appropriate fiscal start and end dates.
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5. If Store21 is successful in generating the new sales calendar, the following confirmation
message displays.

Do you wish to view the
Sales Calendar created for

20077

[ N

Yes No

Figure 14-16: Sales Calender Error Message

6. Respond to the prompt:
a. Press [Y], Yes, to view the new sales calendar.
b. Press [N], No, to close the message and return to the Parameters menu.

The Sales Calendar screen displays the new calendar for the fiscal year.

Sales Calend | Martha Manager (100) |
Weekly Sales Calendar for Fiscal Year 2007
1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
1 1fesz007 4 4fr/2007 7 feon? 10 10/8/2007
1132007 411442007 442007 10/13/2007
12042007 4f2142007 212007 10/20/2007
17007 4fesse007 aregjzo0? 1072772007
2 2f3/2007 5 5/5/2007 8 Gf4/2007 11 11/3j2007
211042007 5/12/2007 81112007 11/10/2007
21742007 5/19/2007 8/18/2007 11172007
2f2442007 5f26/2007 82542007 117242007
3f3/2007 Bf2i200? af/zon? 12/1/2007
3 3o/z007 6 6/9/2007 [+] a/8/2007 12 122007
nrizoo? B/16/2007 9/415/z007 1z/15/2007
32442007 Bf23/z007 9222007 12jzzfenn?
353142007 bf30/2007 928/2007 12/29/2007
NOTE: The dates above are the ending date for the week

E‘l 2 E B BE D E S R ED R R

Back1 Help Print
Screen

Figure 14-17: New Weekly Sales Calendar - Weeks

7. Press [F8], Print, to print the report to the report printer or press [ESC],
Back 1 Screen, to return to the Sales Calendar input screen.
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Exit Store 21

The Exit Store21 function allows you to stop the Store21 program running on the register
without performing an official Close on the register for the business day. It essentially
suspends all functionality of the register until Store21 is restarted. An example of using this
function would be stopping the registers during an electrical storm.

See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, Highlight Exit Store21 and press [ENTER].
Parameters...

Sales Calendar

Exit Store21

Force CloseQut
Receipt Printer Status
Initialize Pinpad

System Configuration

Signature Capture Maintenance...

eoc & | v I encer |

Back 1 Highlight To Select
Menu Choice

Figure 14-18: Parameters Menu - Exit Store21

2. The Exit Store21 screen displays. The screen is blank, except for the function buttons.

E’l Flr2 sl ra )| rs|rs | F7 | re ]| ro [Fi0]F11]Fr2]

Cancel Help Close
App

Figure 14-19: Exit Store21 Screen Function Buttons

3. The function buttons display the available options:

e Press [ESC], Cancel, to cancel the Exit21 process and return to the Parameters
menu.

e Press [F8], Close App, to confirm the Exit Store21. This stops the register, but
does not initiate the closing process.
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Force CloseOut

In the event that a register in the store has a mechanical failure and cannot perform a
Register Close, a different register can perform the Register Close process on the damaged
register remotely. Unlike ExitStore21, Force CloseOut performs a full Register Close on the
selected registers.

See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, highlight Force CloseOut and press [ENTER].
. Parameters...

Sales Calendar

Exit Store21

Force CloseOut
Receipt Printer Status
|nitialize Pinpad

System Configuration
Signature Capture Maintenance...

B B3 EXN

Back 1 Highlight To Select
Menu Choice

Figure 14-20: Parameters Menu - Force CloseOut

The Force CloseOut screen displays with a list of all registers in the store.

Force CloseOut | |

Status

Closed
Closed
Closed
Closed

Open=1 , Closed= 11 _I_ﬂ
»

Cancel Highlight Choice To Select

Figure 14-21: Force CloseOut Screen With Register List
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2. Highlight the OPEN register to close and press [ENTER]. A confirmation message
displays.

Are you sure you want to
force Register#2 to be

Closed?

[

Yes No

Figure 14-22: Close Register Confirmation Message

3. Press [Y], Yes, to continue, or press [N], No, to cancel the process and return to the
Register list.
The Force CloseOut screen displays a confirmation message.

E

< Register#2 was Forced Closed. | ’
N M

E‘I F1l F2| F3I F4II FSI FBI FTI FBII F9lF10lF11lF12]

EXit Halp Select Register
Register

Figure 14-23: Force CloseOut Screen

4. The function buttons provide additional options:
e Press [ESC], Exit, to return to the Parameters menu.

e Press [F5], Select Register, to re-display the Register list. Repeat steps 2 and
3 above to force additional registers to close.

e Press [F12], Register, to toggle to the Register screen.
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Receipt Printer Status

Under certain conditions, the receipt printer will be automatically taken offline and will need
to be initialized before receipts will print. You can also enable or disable the receipt printer as
needed. For example, it might be desirable to disable the printer if the printer is not
performing properly - then you can reprint the receipt at another register. Also, if the register
is being used for training, it might be desirable to prevent printing to preserve paper/ink.
Enable the printer to begin printing receipts.

See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, highlight Receipt Printer Status and press [ENTER].
Parameters...

Sales Calendar
Exit Store21
Force CloseQut

Receipt Printer Status
Initialize Pinpad

System Configuration
Signature Capture Maintenance...

Back 1 Highlight To Select
Menu Choice

Figure 14-24: Parameters Menu - Receipt Printer Status

2. The screen displays a prompt to enable/disable the receipt printer.

Choose Yes to Enable, or
No to Disable the receipt

printer.

v

Yes No

Figure 14-25: Receipt Printer Confirmation Message

3. Respond to the prompt:
a. Press [Y], Yes, to Enable the receipt printer.
b. Press [N], No, to Disable the receipt printer.

4. The system completes the process and returns to the Parameters menu. No message
displays that the process is complete.
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Initialize PIN Pad

The PIN pad is a numeric key pad connected to the register that customers use to enter their
Personal Identification Number (PIN) when paying by debit card. It sends an online request
to the appropriate authorization server. Under certain conditions, the PIN pad may be
automatically taken offline and will need to be initialized.

See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, highlight Initialize Pinpad and press [ENTER].

Top of Menu |
Parameters...

Sales Calendar
Exit Store21
Force CloseQut

Receipt Printer Status
Initialize Pinpad
System Configuration

Signature Capture Maintenance...

-l

Back 1 Highlight To Select
Menu Choice

Figure 14-26: Parameters Menu - Initialize PIN Pad

2. The PIN pad device that is connected to the register will begin the initialization process,
then will automatically return to this Parameters menu.
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System Configuration

The System Configuration displays the configuration details for all register equipment, store
information, and taxes. Use this feature to install new register hardware, modems, and
printers, or to reconfigure tax rates and authorization servers.

See also: “Access the Parameters Menu” on page 304.

1. From the Parameters menu, highlight System Configuration and press [ENTER].
Parameters...

Sales Calendar
Exit Store21
Force CloseOut

Receipt Printer Status
Initialize Pinpad

System Configuration
Signature Capture Maintenance...

Back 1 Highlight To Select
Menu Choice

Figure 14-27: Parameters Menu

2. The System Configuration screen displays.

System Configuration | |

Epmen e Store21 System Configurati Store Number
Register Number. Cash Drawer:

Please Enter Corporate
Password

Cancel Continue

Figure 14-28: System Configuration screen

Access to this function requires a corporate password. Contact the Help Desk for
assistance.
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Signature Capture Maintenance

Use the Signature Capture Maintenance functions to reset the device or upload new images

or text.
See also: "Access the Parameters Menu” on page 304

1. From the Parameters menu, highlight Signature Capture Maintenance and press

[ENTER].

Parameters...

Sales Calendar

Exit Store21

Force CloseOut
Receipt Printer Status
Initialize Pinpad

System Configuration
Signature Capture Maintenance...

= B2 EXN

Back 1 Highlight To Select
Menu Choice

Figure 14-29: Parameters Menu

2. The Signature Capture Maintenance menu displays.

Signature Capture Maintenance...

1 Reset SigCap Device
2 Update SigCap Device

B O EXE

Back 1 Highlight To Select
Menu Choice

Figure 14-30: Signature Capture Maintenance Menu

Signature Capture Maintenance
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Reset Signature Capture Device

Reset the Signature Capture Device if it goes offline or malfunctions.

1. From the Signature Capture Maintenance menu, highlight Reset SigCap Device and
press [ENTER]. A confirmation message displays.

Are you sure you want to
reset the signature capture
device?

Choose Yes to reset, or No to Cancel.

v

Yes No

Figure 14-31: Reset Signature Capture Confirmation Message

2. Respond to the prompt:

a. Press [Y], Yes. Store2l resets the signature capture device to the current
authorization server and returns to the Signature Capture Maintenance menu.

b. Press [N], No, to cancel and return to the Parameters menu.

Update Signature Capture Device

When it is necessary to import new graphics or text from the home office into the signature
capture device, use the Update the Signature Capture Device function.

1. From the Signature Capture Maintenance menu, highlight Update SigCap Device and
press [ENTER]. A confirmation message displays.

SIGCAP230

Are you sure you want to
Update the signature capture
device?

Choose Yes to reset, or No to Cancel.

K O

Yes No

Figure 14-32: Update Signature Capture Confirmation

2. Respond to the prompt:

a. Press [Y], Yes. Store21 uploads the new images or text into the signature capture
device and returns to the Signature Capture Maintenance menu.

b. Press [N], No, to cancel and return to the Parameters menu.
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CHAPTER 15 Credit Services

Credit Services is the collective term for administration of house accounts or 3rd-party credit
accounts. Employees can complete on-screen credit applications for customers using the
Customer Maintenance screen and submit them to a 3rd-party credit company for approval.

The types of Credit Services functionality include:

e Check Credit Application Status e Reset the Authorization Server

e  Process Open-To-Buy Inquiries e Restart the Stored Value Card Server
e Accept Payment on Account e Perform Gift Card Balance Inquiry

e Accept A/R Payments e Perform Host Transaction Reversals

° Perform Settlement Maintenance

Access the Credit Services Menu

1. From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.

Register | 1 New Tasks-Go to BackOffice ]
# Type Item ID Description Qty Price Tax Amount Due

Employee Selection | |

Last Sale

Employees Clocked In ]

R R S TR
gister Message o |

Item Count 0

Sale $0.00 Tax $0.00 Total $0.00

” Employee ID for Register
= Enter Employee ID

=) el (el m e ) (el

Help  Clock Change enu
Inout Passwrd venfy

Register 1 [ Northpark [ 5/16/2006 5:20 pm

Sale Press Enter to tender

T Scan or Key Item

I F1] FZI F3] FAII FSI FBI F7I FBI Em:

Employee  Help Layaway sm Returt ltem  Cust Reslig
selection mq ry ma search Search

Figure 15-1: Employee Selection Screen (left) - Register Screen (right)
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2. Store21 prompts for the employee ID and password:

IF... THEN...

accessing [F12], Menu, from the a. The color of the focus bar changes to

Employee Selection screen blue and prompts for the Employee ID.
Employee ID for Menu 100

[EZEnter Employee ID

Figure 15-2: Focus Bar Prompt for Employee ID
b. Enter your Employee ID and press

[ENTER]. The focus bar prompts for
the Password.

Employee ID for Menu
9= Enter Password

Figure 15-3: Focus Bar Prompt for Password

c. Enter your password and press

[ENTER]
accessing [F12], Menu, from the a. The System Security input form
Register screen displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

oo [l Entor

Cancel Continue

Figure 15-4: System Security Input

b. Key in the Employee ID and Password
and press [ENTER].
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The Top of Menu displays.

Top of Menu

7 Layaway Maintenance

8 Opening Screen

9 Reports...

10 Repair/Alteration Functions...

11 Credit Services...

12 Parameters...
13 Host Lockup...

Employee  Highlight To Select
Selection Choice

Figure 15-5: Top Of Menu - Credit Services

3. Highlight Credit Services and press [ENTER]. The Credit Services menu displays.

Check Credit Application Status

Check a customer’s credit application approval status of in-house and/or 3rd-party accounts.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu |
Credit Services...

Credit Application Status
Open to Buy

Payment On Account
A/R Payment

Settlement Maintenance
Reset Authorization Server
Stored Value Card Service

= e s

Back 1 Highlight To Select
Menu Choice

Figure 15-6: Credit Services Menu - Credit Application Status

2. Highlight Credit Application Status and press [ENTER].
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The current credit status screen displays.

Credit Application Status | Martha Manager (100} [18 =1
] CREDIT STATUS
Blue Bar Approved
. Qustomer DatefTime Sent Response Reference Id Account Number Credit Limit
Indicates \K ercier, Sandy M7 08:54pm  Approved 111DDFFEE444 BO5555555555 $5,000.00
This Screen tight, Ashley 3707 O01:41pm Declined 4545544445553 505111111111 $0.00
Section Has allarm, Tammy INFO7 01:36pm Pending A56TBUUUTTAS 411111155555 $7 000,00
The Focus uliikson, Caralyn IMTO7 0B:5dpm Approved 1234567092222 07 4455555555 $2,200.00
= Craix, Nicole IFM7 08:54pm Approved 1120972301005 444000000000 $500.00
H ERROR MESSAGE(S)
Date/Time Code Message
3707 12:15:00 o1 Fhone Line Busy
Escl FIJF2{ F3}] F4 F5 | F6 | F7 | F8 l F9 |F10| F11|F12|
Exit Help Error View All  View
Msgs Pnding

Figure 15-7: Credit Application Status
The Credit Status screen displays the Customer, Date/Time Sent, Response, Reference
ID, Account Number and Approved Credit Limit.

3. Use the arrow keys to scroll through the applications to locate the status for the
appropriate customer.

e To view all credit applications’ status press [F5], View All.
e To view only applications that are pending, press [F6], View Pending.

4. Some applications may not be transmitted because of communication errors by the
equipment. To view all applications that encountered errors press [F2], Error Message,
to make the Error Message portion of the screen active.

If no customer’s applications reported errors, the following message displays.

o

Blue Bar
Indicates
This
Screen
Section EQI F1 l F2 ] F3] F4l I F5 l F6 ] FTI FSI I F9 l F10] F11] F12]
Has The xit Help  Credit
FOCUS Status

Figure 15-8: Credit Application Status - Error Messages
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e Press [F2], Credit Status, to toggle the focus back to the Credit Status portion of
the screen.

e Press [ESC], Exit, to return to the Credit Services menu.

Process an Open to Buy Inquiry

Employees process an inquiry for the amount of remaining credit a customer may have on
their private-label credit card.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu |
Credit Services...

1 Credit Application Status

2 Opento Buy

3 Payment On Account

A/R Payment

5 Settlement Maintenance
6 Reset Authorization Server
7 Stored Value Card Service

Back 1 Highlight To Select
Menu Choice

Figure 15-9: Credit Services Menu - Credit Application Status

2. Highlight Open to Buy and press [ENTER].
The Open To Buy screen displays.

Open to Buy | T New Receiving-Go to BackOffice |§

Account Information
Account Number:

Available credit: ||| NG

E” 2 A E 2 E R EE R R
1 Send

Exit Clear Register

Figure 15-10: Credit Services - Open To Buy Inquiry Form
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3. Key in the customer’s account number and press [F8], Send.

a. If the account number is valid, the system processes the inquiry.

Figure 15-11: Open To Buy Authorization Process

Store21 displays the Available Credit in the lower portion of the Account Information
screen (Figure 15-10).

b. If aninvalid account number is keyed in, an error message displays.

Account Information

BASE4T0

Account Number is invalid.
Please reenter.

To Continue

Figure 15-12: Invalid Account Number Error Message

Press [ENTER], To Continue and re-enter the account number.

4. To process an inquiry for another account, press [F5], Clear, to clear the previous
account number.

5. Press [ESC], Exit, to return to the Credit Services menu.
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Process a Payment on Account

Stores can take payments on private-label credit cards and 3rd-party credit accounts at the
register. This creates a register transaction, much like a sale transaction.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu l
Credit Services... |

1 Credit Application Status
2 Opento Buy

3 Payment On Account

4 AR Payment

5 Settlement Maintenance
6 Reset Authorization Server
7 Stored Value Card Service

: B DK2 EXE
5

Back 1 Highlight To Select
Menu Choice

Figure 15-13: Credit Services Menu - Payment on Account

2. Highlight Payment on Account and press [ENTER].

The Payment on Account screen displays.

Payment On Account | 7 New Receiving-Go to BackOffice |'§

Payment on Account

* Account Number: l

First Name: |

Last Name: |

*Required Field

Payment on Account

Select an Action

@l F1IF2I F3I F4|| F5I FGI F?I F8|I F9lF10IF11IF12I
Cancel elp

H Continue

Figure 15-14: Credit Services - Payment on Account

3. Key in the customer’s account number, which is the only required field.
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a. Store21l validates the number entered, and if it is not a valid account number, an
error message displays.

BASE470
Account Number is invalid.
Please reenter.

To Continue

Figure 15-15: Credit Services - Account Number Error Message

b. Press [ENTER], To Continue. Re-key the correct customer’s account number.
4. Key in the customer’s first and last name, pressing [ENTER] to move between fields.

5. Press [F8], Continue, to tender the payment. The tender list displays.

Select Tender from List

Select Tender from List

™ Check
A Store Credit

$::§:: n u To Select
Figure 15-16: Tender List

6. Highlight the appropriate tender type and press [ENTER] to tender the transaction.

A confirmation message displays.

SRV140
Is this Payment on

Account complete?
Choose Yes to Print Receipt.

Choose No to Return to
Tendering.

(v N

Yes No

Figure 15-17: Credit Services - Payment on Account Confirmation

7. Press [Y], Yes.

A receipt prints, and the Credit Services menu displays.
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Process a Payment on A/R Account

Store can accept payments on Accounts Receivable (A/R) Accounts at the register. This
creates a register transaction, much like a sale transaction.

See also: “"Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu |
Credit Services...

1 Credit Application Status
2 Opento Buy

3 Payment On Account

4 A/R Payment

5 Settlement Maintenance

6 Reset Authorization Server
7 Stored Value Card Service

: = DK IEZN
S|

Back 1 Highlight To Select
Menu Choice

Figure 15-18: Credit Services Menu - Payment on A/R Account

2. Highlight A/R Account and press [ENTER].

The Payment on Account screen displays with the Customer Search form. It is necessary
to associate a customer to this payment type.

AIR Payment | |83

i -
& Customer Search a

Customer ID:

Last Name:

First Name:
City:

Postal Code:
Phone Number:

ool 1] ro]esfrafl s rsferre)

Cancel Help Clear ListAll Execute
Search Search Search

Cancel Help Continue

Figure 15-19: Credit Services - Payment on Account

3. Use the search form to locate the appropriate customer record.
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Based upon the search criteria entered into the Customer Search form, the customer list
displays.

AIR Payment | |§‘

SEARCH100

Select from List

Name State Postal

Lincoln Abraham

Lincaoln Mary Todd
S00037000000010 Madisan Dolley
$00037000000009 Madison James -
S00037000000006 Monroe James 123 OH 44139
500037000000013 Pierce Jane
S00037000000004 Thomas Jefferson

$00037000000012 Van Buren Hannah
500037000000002 Washington George 555 cherry tree lane
S00037000000005 Washington

Cancel Highlight Choice To Select

Figure 15-20: Credit Services - Customer List

4. Highlight the appropriate customer record and press [ENTER].

a. Store2l validates the customer record selected, and if the customer does not have
an A/R Account, an error message displays.

Customer does not have an
A/R Account established.

To Continue

Figure 15-21: Credit Services - A/R Account Number Error Message

b. Press [ENTER], To Continue. The Credit Services menu displays.
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5. The Customer Maintenance screen displays with the selected customer’s record on the

screen. Edit the information as necessary.

AIR Payment ﬁ'

Customer |D: S00037000000002 George Washington

Title:  *First Name: Middle Initial: ~ “Last Hame: Suffix:  Preferred Name:
| George IWashlngtnn | |
IAddress: Phone Home:
ﬁ 555 cherry tree lane ()
n Wnrk
City: State: Postal Code: P
ISU|UH IOH |44139— ’v. .‘ E-Mail Address: '
Birthday: Gender: Customer Group: |
ﬂ [porarcocs ] . Comments: f
Employee ID: Send Mailings: Sales Associate:
100
"Required Field
Modified Date: Sign-up Location: Sign-up Date: Last Purchase Date:  Assigned Store:
[ 3rsrz007 D | 1/2/2006 [ arisizoo7 37 1

leso] [F1lr2 ] ra ] ra] [rs rs | F7 ] Fs ) | Fo JFi0] F11]F12]

AcctPmt Help Profile  Purch

History

Edit Cust 12 Mo Corp
Sales History App

Credit

Figure 15-22: Credit Services - Customer Record

Note:

A/R Accounts; editing is conducted by the home office.

Some customer information fields cannot be edited for customers with

6. Press [ESC], Acct Pmt, to assign the customer to the register transaction. The Payment
on Account form displays, and the fields contain the customer’s information by default.

AIR Payment | |§

Payment on Account

* Account Number: |11111

First Name: [George

Last Name: IWashington

*Required Field

lesc] | F1] F2frafra ]| rs | re | Fe | ra ]| Fo frr0]F11]F12}

Cancel Hel

Continue

Figure 15-23: Credit Services - Payment on Account
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7.

The tender list displays.

Figure 15-24: Credit Services - Tenders for Payment List

Press [F8], Continue, to tender the payment.

Select Tender from List
Select Tender from List
1) [icash

2) M™Check
3) = Store Credit

B OO N

To Select

Cancel
Tender

A confirmation message displays.

AIR Payment

Highlight the appropriate tender type and press [ENTER]. Tender the transaction.

Item List

[Type Description

Amount Due Tender Type

Tender ltems

Cash

SRV140

Is this Payment on
Account complete?

Choose Yes to Print Receipt.
Choose No to Return to
Tendering.

54 Tender Complete

Amount

$50.00

Cancel

Ejl Ff 2 rara ]| rsfrs | F7 ] rs ]| Fo fFio]Fia]F12)

Figure 15-25: Credit Services - Payment on A/R Account Confirmation Message

Press [Y], Yes.

A receipt prints, and the Credit Services menu displays.
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Settlement Maintenance

Settlement Maintenance permits a store to process the credit card settlement In-Store.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu l
Credit Services...

1 Credit Application Status
2 Open to Buy
3 Payment On Account

4 AJR Payment

i | 5 Settlement Maintenance

6 Reset Authorization Server
7 Stored Value Card Service

e = DK ESE
S|

Back 1 Highlight To Select
Menu Choice

Figure 15-26: Credit Services Menu - Settlement Maintenance

2. Highlight Settlement Maintenance and press [ENTER].

Seftlement Maintenance | &3

a—. Enter Search Criteria a

Batch ID:
Lot ID:

ol Fifrafrs frafles [ rsfrrfes]

Cancel Help Clear ListAll Execute
Search Search Search

|E9c|| Fl el rafra]|rs|rs|F]rs ]| ro|riofFia]frrz)
Cancel Help Clear ListAll Execute
Search Search

Figure 15-27: Credit Services - Payment on A/R Account Search Form

l Please contact your MICROS-Retail Project Consultant for custom
detailed instructions.
[

3. Press [ESC] to return to the Credit Services menu.
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Reset the Authorization Server

Many tender types require electronic authorization. Authorization servers perform this
function, and may go offline at times, which prevents Store21 from requesting and/or
receiving the authorization code to complete the transaction. If this occurs, the Help Desk
may advise you to select a different server for Store21 to access. Resetting the authorization
server is instantaneous, and affects all registers. The system will return to the default server
when the lead register restarts Store21 the next business day.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu |
Credit Services...

Credit Application Status

1

2 Opento Buy

3 Payment On Account
4 AJR Payment
5
6
7

Settlement Maintenance
Reset Authorization Server
Stored Value Card Service

E Ok EEN

Back 1 Highlight To Select
Menu Choice

Figure 15-28: Credit Services Menu - Reset Authorization Server

2. Highlight Reset Authorization Server and press [ENTER]. A confirmation prompt
displays.

Do you want to reset
Authorization Server?

v v

Yes No

Figure 15-29: Reset Authorization Confirmation Prompt
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3. Press [Y], Yes. The Reset Authorization Server screen displays with a processor list.

Reset Authorization Server | |

DAS1100

Please select processor to change

All PRIMARY
Check PRIMARY
Item Return PRIMARY
Creditcard PRIMARY
Debitcard PRIMARY

Cancel Highlight Choice To Select

Figure 15-30: Active Processor List

Note: The processors listed are determined by the home office.

4. The list shows the tender type and the processor that is currently active. Highlight the

appropriate tender type, as directed by the Help Desk and press [ENTER]. The Server
list displays.

DAS1110
Please select server to change to
DAS Dial Backup

Primary DAS Server
Secondary DAS Server

H HE EEN

Cancel Highlight Choice To Select

Figure 15-31: Authorization Server List

Note: The servers listed are determined by the home office.

5. Highlight the appropriate server, as directed by the Help Desk and press [ENTER].

The system completes the process and returns to the Credit Services menu. No message
displays that the process is complete.
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Perform Stored Value Card Maintenance

Use the Stored Value Card Service function if the authorization server goes offline, which
prevents Store21 from requesting and/or receiving the authorization code to complete the
transaction. If this occurs, the Help Desk may advise you to select a different server for
Store21 to access. Resetting the authorization server is instantaneous, and affects all
registers. The system will return to the default server when the lead register restarts Store21
the next business day.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu |
Credit Services...

3 Payment On Account
4 A/R Payment
5 Settlement Maintenance
6 Reset Autharization Server
-
8 Balance Inquiry
9 Host Transaction Reversal Maint

= D1 EZN

Back 1 Highlight To Select
Menu Choice

Figure 15-32: Credit Services Menu - Stored Value Card Service

2. Highlight Stored Value Card Service and press [ENTER]. A confirmation prompt
displays.

Do ybu want to restart the

stored value card service?
This will attempt to re-enable electronic gift

card authorizations.

v

Yes No

Figure 15-33: Reset Authorization Confirmation Prompt
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3. Press [Y], Yes. The Reset Authorization Server screen displays with a processor list.

Reset Authorization Server | |

DAS1100

Please select processor to change

PRIMARY

Cancel Highlight Choice To Select

F11 I F121

Figure 15-34: Active Processor List

Note: The processors listed are determined by the home office.

4. The list shows the tender type and the processor that is currently active. Highlight the
appropriate tender type as directed by the Help Desk and press [ENTER].

The Server list displays.

DAS1110
Please select server to change to
DAS Dial Backup

Primary DAS Server
Secondary DAS Server

H HE EEN

Cancel Highlight Choice To Select

Figure 15-35: Authorization Server List

Note: The servers listed are determined by the home office.

5. Highlight the appropriate server as directed by the Help Desk and press [ENTER].

The system completes the process and returns to the Credit Services menu. No message
displays that the process is complete.
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Process a Balance Inquiry

Balance Inquiry obtains the current balance on stored value cards - or gift cards.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services Menu.

Top of Menu |
Credit Services...

3 Payment On Account
4 A/R Payment

5 Settlement Maintenance
6

7

Reset Authorization Server
Stored Value Card Service

8 Balance Inquiry

9 Host Transaction Reversal Maint

: = Bk EEN
S|

Back 1 Highlight To Select
Menu Choice

Figure 15-36: Credit Services Menu - Balance Inquiry

2. Highlight Balance Inquiry and press [ENTER]. An input box displays for the gift card
number.

Please swipe card

el Enter |

Continue

Figure 15-37: Gift Card Input Box

3. Swipe the gift card through the card reader, scan the barcode, or key the gift card
number at the keyboard and press [ENTER]. It is not necessary to press [ENTER] if the
card is swiped.

a. If an attempt is made to swipe the card, and the card reader fails to recognize it, an
error message displays. Press [ENTER] to continue.

Failed to read card. Please
swipe again.

To Continue

Figure 15-38: Gift Card Swipe Error
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b. If an attempt is made to key the card’s barcode number, and the system fails to
recognize it, an error message displays. Press [ENTER] to continue.

BASE460
Invalid Account number.
Please reenter.

To Continue

Figure 15-39: Gift Card Account Number Error

After responding to the error message, the Gift Card input box reappears.

Please swipe card

Cancel Continue

Figure 15-40: Gift Card Input Box

4. Re-enter the gift card information or press [ESC] to cancel the Balance Inquiry function
and return to the previous screen.

5. Store2l submits the request to the outside service provider for the balance on the card.

Figure 15-41: Please Wait Message

6. Store21l receives a response from the outside service provider.

a. If the Gift Card has available funds, the following message displays.

The request was approved
for $25.00.

To Continue

Figure 15-42: Gift Card Balance Inquiry Message
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b. If the Gift Card no longer has available funds, a message similar to the following
displays.

Account closed. the
account was closed
probably because the

account balance was $0.00.

To Continue

Figure 15-43: Gift Card Balance Inquiry Message

7. Press [ENTER]. A Balance Inquiry receipt prints with the available amount shown and
the Credit Services menu displays.

Host Transaction Reversal

Use the Host Transaction Reversal function to cancel a gift card activation that is interrupted
during the authorization process and does not complete the activation.

See also: "Access the Credit Services Menu” on page 317

1. Navigate to the Credit Services menu.

Top of Menu '
Credit Services...

Payment On Account
A/R Payment

3

4

5 Settlement Maintenance

6 Reset Authorization Server

7 Stored Value Card Service

8 Balance Inquiry

9 Host Transaction Reversal Maint B

Back 1 Highlight To Select
Menu Choice

Figure 15-44: Credit Services Menu - Host Transaction Reversal

2. Highlight Host Transaction Reversal and press [ENTER].
The Host Transaction Reversal screen displays.
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a. If no gift cards need to be reversed, a message displays to indicate this.

Host Transaction Reversal | |

Trans# Line# Seq# Reg# Action Status

There are No Stored Value
Card transactions that

need to be Reversed.

To Continue

E‘l Filr | rs]ra]|rs|res|rr]rs]|ro]rio]ri1]ri2)

Exit Help Select All Register

Figure 15-45: Host Transaction Reversal Screen

b. Press [ENTER] to return to the Credit Services menu.

3. If there are gift cards to be reversed, they are listed on the screen.

Host Transaction Reversal | =
Trans# Line# Seq# Reg# Action Status
@ 2 1 1 RETURN COMPLETE_NOT_APPROVED
Account# XQUXGCGHIGK1234  Serial# Reference# 000 Amt: 25.00

Press Spacebar to Select/Deselect

[esc] [F1]r2ra]Fa] [rs ] rs | Fr ] Fs ] [ Fo [F10] F11]F12]
Exit Help

Select All Register

Figure 15-46: Parameters Menu - Host Transaction Reversal Maintenance

4. Press the [SPACEBAR] to select/deselect the appropriate gift cards, or press
[F6], Select All, to select all gift cards.

5. Press [F7], Process, to submit the records to the authorization server.

Host Transaction Reversal 337



Chapter 15: Credit Services Store21® 4.71

A confirmation prompt displays.

Would you like to Reverse
All uncompleted Stored
Value Cards now?

(v

Yes No

Figure 15-47: Host Transaction Reversal Confirmation Prompt

6. Press [Y], Yes. The System Security input box displays.

System Security

Manager's Approval Required.

Employee ID

ol Encer |

Cancel Continue

Figure 15-48: System Security Input Form

7. Key the Employee ID and Password and press [ENTER]. The system submits the
request for authorization.

5

Figure 15-49: Authorization in Process

8. When the authorization is received, the system completes the process and returns to the
Credit Services menu. No message displays that the process is complete.
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CHAPTER 16 System Close

Overview

The System Close process is a Back Office process that occurs after all store registers are
closed at the end of a business day. During this process, the system cancels suspended
transactions, closes the log files, polls, and receives all system updates. Once the closing
process begins, it is fully automated and does not require any employee interaction.

Close Registers

System Close requires that all cash drawers are removed and counted, and the registers are
closed. The system will not permit a Close if any cash drawer is not counted. See the Store21
User Guide, for step-by-step instructions describing how to End-Count the cash drawers and
close the registers.

This chapter includes the following information:
e Initiate System Close
e Complete System Close

e Closing Reports

Overview 339
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Initiate System Close

Initiate System Close from the lead register. Navigate to the Administrative menu of the Back

Office menu.

In a multi-register store, close all non-lead registers before performing
a Register Close on the lead register.

Access the Administrative Menu

1.

From either the Employee Selection screen or the Register screen, press [F12], Menu,
to access the back office, Top of Menu.
Employee Selection | | Register | TNew TasksGo to BackOffice 0
Employees Clocked In Last Sale # Type Item ID Description Qty Price Tax Amount Due
Transaction 1Dz
e
Sale Amount:
Tender Amount:
s ]
) Register Message s |
Item Count 0
Sale $0.00 Tax  $0.00 Total $0.00
Employee ID for Register Sale Press Enter to tender
= Enter Employes ID Fscanorkeyion | DS
|F1]Fz]Fs]F4“F5]Fa]F7]F8]1 F12 .
(el el e f e [esfea] erf ro [ o [eofefefeec]
IniOut Passwre d Verify Employee Help Layaway Send Return Balance  HNon Item Cust Resuffe
selection sale Inquiry Mdse  Search Search
Register 1 [ Northpark [ 5/16/2006 5:20 pm

Figure 16-1: Employee Selection Screen (left) - Register Screen (right)
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2. Store21 prompts for the employee ID and password:

IF... THEN...

accessing [F12], Menu, from the
Employee Selection screen

a. The color of the focus bar changes to blue
and prompts for the Employee ID.

Employee ID for Menu
[E2Enter Employee ID |100

Figure 16-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press
[ENTER]. The focus bar prompts for the
Password.

Employee ID for Menu
4= Enter Password

Figure 16-3: Focus Bar Prompt for Password

c. Enter your password and press [ENTER]

accessing [F12], Menu, from the
Register screen

a. The System Security input form displays.

System Security

Please Enter Your Employee ID and
Password

Employee ID

Password

Continue

Figure 16-4: System Security Input

b. Key in the Employee ID and Password and
press [ENTER].

Initiate System Close
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3. The Menu screen displays.

Menu

Electronic Journal

Employee Information...

Intranet Browser
Inventory Contral...

Employee  Highlight To Select
Selection Choice

E‘l 2R3 E A E S EE D R E

Help Flash Manager Task Price Aerts Register
Sales  Menu  Maint Verify

Register 1 ] Horthpark | 5/20/2006_10:59 am

Figure 16-5: Menu Screen

4. Highlight Administrative. Press [ENTER]. The Administrative menu displays.
5. Highlight Register Close and press [ENTER].

[ TopofMenu |
l] ‘ Administrative

Register Close
No 5ale

Petty Cash In
Petty Cash Out
Post Vaid

Print Gift Receipt
Reprint Transaction s

Back 1 Highlight To Select
Menu Choice

~ O A~y

~N S bk W N =

Figure 16-6: Administrative Menu - Register Close

6. There are differences between a non-lead system close and a lead register close. When
you close the lead register, a prompt displays for confirmation that this is the final close.

Is this your Final Close for
the Day?

(Choose Yes if you are Closing the Store.)

v

Yes No

Figure 16-7: System Close - Confirmation Message
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7. Press [Y], Yes. Closing the lead register initiates the System Close. Performing a system
close procedure on the lead register automatically clocks out all employees. If OffLine
Time Clock (OLTC) module is being used, the system will display the clock-out screen
after the System Close function begins.

Note: If you choose [N], No, the lead register closes without performing a System Close.

Complete System Close

During the System Close process, the system closes all transaction files and logs, cancels
suspended transactions, uploads transactional and data information to the home office
(polling), downloads corporate communications and data, and compiles closing reports.
These activities occur after the end of the business day and will complete the process prior to
the start of the next business day.

Note: Other methods are available to power-down a register or force it closed which DO
NOT perform a System Close procedure. See “Exit Store 21” on page 309 and
“Force CloseOut” on page 310 for more information.

During the closing process, DO NOT respond to any system prompts.
DO NOT cancel any system windows. Many system processes run at
different times during the night. The closing process will take some
time. Unless instructed, do not wait until the register displays the Store
Closed Screen prior to leaving the store.
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Closing Reports

The Close process automatically creates the Closing Reports. Depending upon the
configuration of your system, some of following reports may be generated on your system:

e Register Close - Cash and Sales

e System Register Close - Cash and Sales
e Credit Card

e Daily Sales

e Sales Associate Productivity

e Sales by Hour

Automatic Reports

Certain reports, such as the Media Receipt, Employee Receipt Report, and Department
Receipt Report may print automatically; the user cannot prevent their printing. These reports
usually print on the receipt printer.

Print Closing Reports

The Closing Reports are created from data describing the activities on the just-completed
business day. These reports may be printed automatically, Store21 may prompt whether to
print all of the reports, or Store21 may prompt you to select the Closing Reports that print.

e If the reports are configured to print without being selected, they are immediately sent
to the report printer.

e If you receive a message asking if you would like to print the closing reports, do one of
the following:

Would you like to print
Closing Reports?

Figure 16-8: Closing Screen - Print Reports Prompt

e To print the reports, press [Y], Yes.
e To skip printing the reports, press [N], No.
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e If the Closing Reports list displays, do one of the following:

Select Reports From List

Report Name

iz~  Employee Sales Report
Flash Sales Report

Layaway Aging Report
Layaway Delinquency Report

tems Selected

4

of

0

To Select/Unselec Select All Deselect Al Up Down Done

Figure 16-9: Closing Screen - Print Reports Prompt

e Press [F5], Select All, to highlight all of the reports.
e Press [F6], Deselect All, to deselect all of the reports.

e Use the up/down arrow keys on the keyboard to move the pointing hand next to the
report you wish to print. Press the [SPACEBAR] to highlight the report.

e Press [F8], Done, to print the highlighted report(s).
e Press [ESC] to exit the Closing Reports list.

When the Closing Reports process is complete, the system finishes the closing process. When
the store is reopened, it will be for the next business day.
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