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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:

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

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

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

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

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

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

CHAPTER  1 About This Guide
Overview  1 
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• “Timecard Maintenance” on page 207 explains the procedures for maintaining timecard 
information in Store21.

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

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

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

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

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

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

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

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

• Function Buttons

• Focus Bar

• Message Box

• List Box

• Search Form

• Data Entry Box

• Alert Message

• System Information Prompt

• 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.

CHAPTER  2 Screen Conventions
Overview  3 
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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.

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

Function 
Buttons

Function 
Name
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.

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

• 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.

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:

• Purple — change password, layaways

• Teal — tender entry

• Yellow — clock-in information

• Medium Blue — sales items

• Red — return merchandise

• Dark Blue — send sales, log-in information

• Dark Green — Locate/Orders

• 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.

Figure 2-3: Focus Bar - Enter Employee ID

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

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:

• 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

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.

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.

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.

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

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

Function 
Buttons

Message Area
Response 
Options
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:

• Selection Description — explains what you are selecting

• 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

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.

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

List of 
Selections

Function Buttons

Function Names

Selection 
Description
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:

• Search Description — identifies the category of your search

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

• Search Fields — provide data-entry areas 

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

• Function Names — identify the available search actions

Figure 2-12: Search Form Example

Search Commands
The search commands common to all types of search forms include: 

• [F1], Help — displays a help message, if available 

• [F6], Clear Search — removes all parameters from the search form 

• [F7], List All — lists all, when available

• [F8], Execute Search — initiates the search

• Other search-type specific commands will show as applicable

 Notes:  

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

• 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.

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

Search 
Parameters

Function 
Buttons

Function 
Names

Search 
Description

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

• 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.

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:

• Selection Description — defines the type of information

• 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

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.

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.

Selection 
Description

Information 
Field

Function 
Buttons Function 

Names
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.

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.

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.

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.

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.

Function 
Keys

Touch 
Keyboard Number 

Pad
14  Touch Screen Functionality



Store21®  4.71 Manager’s Guide
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:

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

CHAPTER  3 Administrative Menu 
Functions

• Access the Top of Menu • Register Message Maintenance

• Access the Administrative Menu • Exchange Rate Maintenance

• Register Close • Store21 E-Mail

• No Sale • MS Excel 

• Petty Cash In • MS Outlook

• Petty Cash Out • Spiff Paid Out

• Post Void • Tag Order

• Print Gift Receipt • Tender Exchange

• Reprint Transaction • Training Mode
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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.

Figure 3-1: Employee Selection Screen

1. Press [F12], Menu.

2. The color of the focus bar changes to blue.

Figure 3-2: Employee ID for Menu Focus Bar

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

Figure 3-3: Password for Menu Focus Bar

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

Figure 3-4: Register Screen

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

Figure 3-5: System Security Input Form

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.

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.
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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. 

Figure 3-7: Top of Menu - Administrative

2. Press [ENTER]. 

The Administrative Menu displays.

Figure 3-8: Administrative Menu 

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

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.

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:

Figure 3-11: Final Close Confirmation Message

• 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.

• 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.
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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].

Figure 3-12: Administrative Menu - No Sale

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

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.
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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].

Figure 3-14: Administrative Menu - Petty Cash In

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

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.
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The Petty Cash In reason code list displays. 

Figure 3-16: Petty Cash 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.

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

5. Press [TAB] or [ENTER] to move the cursor to the Additional Comments field. Key in a 
brief, helpful description as to the origin of the cash.

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.

a. If you enter any characters into the comments field and press [F8], Save, the 
comment is saved and the system proceeds to the next step.

b. If entering a comment is not required for the reason code, you can press [F8], 
Save, without entering a comment.
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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. 

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. 

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. 

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. Store21 returns to the Administrative menu.
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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].

Figure 3-21: Administrative Menu - Petty Cash Out

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

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

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.

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

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

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

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

Figure 3-26: Administrative Menu - Post Void

The Transaction ID input form displays.

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

Transactions can only be post voided on the same day they were 
created.
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2. Key in the transaction number and press [ENTER]. The transaction details display.

Figure 3-28: Post Void Screen - Transaction Details

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

Figure 3-29: Post Void Reason List

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

Figure 3-30: Post Void Successful

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

Figure 3-31: Administrative Menu - Print Gift Receipt

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

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

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

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.

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

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.

 Note: 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.

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].

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

Figure 3-37: Transaction ID Input form

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

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 components available on the Employee Selection 
screen.

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.

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.

Figure 3-40: Message Search Data Form

Register 
Message 
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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.

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. 

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:

• 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.

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

• 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.

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.

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.
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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].

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

The Store Traffic Maintenance Menu displays.

Figure 3-46: Store Traffic Maintenance Menu

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

• Select Process Traffic File to generate the data.

• Select Conversion Rate Report to view the Conversion Rate Report.

• 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.

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.

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.

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.

Figure 3-50: Conversion Rate Report 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.
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Traffic Count Report
1. Highlight Traffic Count Report and press [ENTER]. A week-ending date input form 

displays.

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.

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

3. Press [F8], Print Report, to print the report on the report printer.
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4. The report is also viewable as a pie graph. Press [F9], Pie Graph.

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.

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].

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.

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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E-Mail
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].

Figure 3-57: Administrative Menu

2. MS Excel software application loads. Upon closing the MS Excel application, the system 
returns to Store21.

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].

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].

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.

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.

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.

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.

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].

Figure 3-64: Administrative Menu - Tag Order

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

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.

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.

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.

Figure 3-68: Tag Order Confirmation

6. Respond to the prompt:

• Press [N], No, to return to the Tag Order screen without the change.

• 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. 

Figure 3-69: Tag Order Confirmation

8. 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.
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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

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.

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.

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.

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.

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.

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.

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.

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.

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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• If the system cannot communicate with the service, an input form displays with a 
number to call for authorization.

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:

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.

Figure 3-81: Focus Bar - Cash Exchange Amount
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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.

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.

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.

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.

Figure 3-85: Focus Bar - Enter Amount

3. Key in the gift certificate amount and press [ENTER].

The Tender list displays again.

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.

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.

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].

Figure 3-89: Administrative Menu - Training

2. The Training screen with a confirmation form displays.

Figure 3-90: Training Mode Confirmation
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3. Respond to the prompt:

• Press [N], No, to cancel the function and return to the Administrative menu.

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

Figure 3-91: Training Mode Started Message

4. Press [ENTER] to continue.

The Register screen displays in Training Mode.

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].

Figure 3-93: Administrative Menu - Training

2. The Training screen with a confirmation form displays.

Figure 3-94: Training Mode Confirmation

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

Figure 3-95: Training Mode Complete Confirmation

4. Press [ENTER] to exit training mode.
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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:

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.

Figure 4-1: Employee Selection Screen

CHAPTER  4 Manager Functions

• Access the Top of Menu • Flash Sales 

• Opening Screen Reports • Task Maintenance

• Management Reports

Press F12 Function 
Button to open Menu 
Screen, also known 
as the Back Office 
menu button or Top 
of Menu
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1. Press [F12], Menu. The color of the focus bar changes to blue. 

Figure 4-2: Employee ID for Menu Focus Bar

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

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. 

Figure 4-4: Register Screen

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

Figure 4-5: System Security Input Box

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

Press F12 
Function Button 
to open Menu 
Screen, also 
known as the 
Back Office menu 
button or 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.

Figure 4-6: Menu Screen with Top of Menu

When attempting to access Top of 
Menu, employees without the 
authorized security level will see an 
error message stating that they 
cannot perform the operation. 
Pressing [ENTER] returns to the 
Employee Selection screen.
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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

Figure 4-7: Top of Menu - Opening Screen

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

Figure 4-8: Opening Screen

2. Use the function keys noted to view and/or print the performance documents.

Press Function 
Buttons to Open 
the Reports 
Window
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• 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 number of employees shown may vary.

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

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

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

2. Inventory Reports

3. Layaway Reports

4. Sales Analysis

5. Store Accounting

6. Task Reports

7. Price Management Report

8. 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].

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.

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.
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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

2. The submenu for the selected report category displays.

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.

Figure 4-15: Report Filter Data Entry Form
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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:

• Press [F2], WTD, to insert the week-to-date range.

• Press [F3], MTD, to insert the month-to-date range.

• Press [F4], YTD, to insert the year-to-date range.

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

6. There are multiple ways to populate the input boxes:

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

• 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.

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:

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

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

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

• 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].

Figure 4-17: Top of Menu - Intranet Browser

The Intranet Browser application start-up page opens.

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.

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.

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. 

Figure 4-21: Top of Menu

The Flash Sales report screen displays.

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:

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

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

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

• 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.

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

Tasks Appear in 
this Alerts 
Window
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1. From the Top of Menu screen, press [F4], Task Maint. 

Figure 4-24: Top of Menu

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

Figure 4-25: Action Items/Task List

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



Store21®  4.71 Manager’s Guide
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.

Figure 4-26: Task Search Form

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

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.

Figure 4-28: Task Search Form

2. Enter search criteria:

• Key in the Task ID.

• 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.

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.

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.

Figure 4-31: 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], 
Task Maint. The Task Search form displays.

Figure 4-32: Task Search Form

2. Press [F5], Add Task.

The task data entry screen displays.

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

Figure 4-34: Task Status Lookup List Box

5. Highlight your selection and press [ENTER].

Figure 4-35: Task Added

6. Enter the details of the task into the description field.

7. Press [F8] to save the task.
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This task is added to the count on the Opening screen, and the description is on the 
Manager Menu.

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

 Notes:

• 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.

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.

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.

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.

Figure 4-40: Top of Menu - Host Lookup

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

Figure 4-41: Host Lookup Menu
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3. Highlight your choice of Gift Certificate or Store Credit. Press [ENTER]. An input box 
displays.

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.

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.

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.

Figure 4-45: Gift Certificate Error Message

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

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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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:

• Open the Lead Register

• Print Opening Reports

• View the Opening Screen

• 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.

CHAPTER  5 Register Open
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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:

• Start the register

• Set the register date

• Select Today’s Weather and Temperature

• Print Opening Reports

• View the Opening Screen 

• Clock in and select the Type of Hours to log 

• 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.

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.

• Pressing [ESC], Cancel, terminates Store21.

• 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.

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.

Figure 5-3: Security Not Validated Message

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

• 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.
Open the Lead Register  87 



Chapter 5: Register Open Store21® 4.71
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.

Figure 5-4: Clock-In Message

• 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.

• If the employee selects [Y], Yes, Store21 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.

Figure 5-5: Date Confirmation Message Box
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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.

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

• Press [ENTER], Continue. A confirmation message displays with the date entered 
(Figure 5-5).

IF... THEN...
the (default) displayed register 
date is correct 

Press [Y], Yes. Store21 continues to the next 
configured opening function, such as selecting 
Today's Weather and Temperature.

the date shown in the 
confirmation prompt is not correct

Press [N], No. Store21 re-displays the Open 
System screen with the current calendar date 
selected, prompts to enter the correct register 
date.
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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.

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.

• Press [ESC], No, to return to the Open System screen with register date prompt 
(Figure 5-6) and key in another date.

• Press [F8], Yes, to continue. Store21 checks the corporate password requirement 
configuration.

IF... THEN...
the system is configured to 
continue without a corporate 
password

Store21 assigns the date entered as the register 
date without further confirmation.

the system is configured to 
require a corporate password 
to override the date

Store21 prompts to enter the corporate password to 
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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• The system validates the password.

IF... THEN...
the password entered is incorrect A message displays that the password is invalid.

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.
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• 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..

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

IF... THEN...
the register has already been 
opened with the date entered

An error message displays.

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 
than the date the system was last 
closed

An error message displays.

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 
date is a valid date

Store21 assigns the date entered as the register 
date. 

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].

Figure 5-12: Weather Description List Box

 The Today's Temperature list displays.

Figure 5-13: Today’s 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.

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

1. Respond to the Print Opening Reports prompt:

• To skip printing the opening reports, press [N], No, to move to the Opening screen. 

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

Figure 5-15: Register Open - Opening Reports List
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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.

Figure 5-16: Opening Screen

TIP
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.
View the Opening Screen  95 



Chapter 5: Register Open Store21® 4.71
1. With the Opening screen displayed, press [ESC]. The Employee Selection screen 
displays.

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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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:

• Register Mode

• Register Accounting

• Till Accounting

• Pick Up

• 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.

Figure 6-1: Employee Selection Screen

Figure 6-2: Register Screen
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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.

Figure 6-3: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 6-4: 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.

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.

Figure 6-6: Menu Screen

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

 Notes:

• Store21 must be open and the employee must be clocked in.

• 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.
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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.

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.

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:

• 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.

• 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.

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.

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.

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.

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.

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.

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.

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.

Figure 6-16: Counting Screen Checks

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.

Figure 6-17: Counting Screen Checks B

TIP Pressing [F5], Tender Totals, from the Check count screen will return 
the user to End Count Totals Screen.
Removing the Cash Drawer  105 



Chapter 6: Cash Drawer Management Store21® 4.71
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.

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.

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.

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.

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.

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.

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.

• Press [ESC], Cancel, to return to the End Counting Totals screen.

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

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.

Figure 6-25: Register Counting Complete

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

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.

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.

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.

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.

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.

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].

Figure 6-32: Top of Menu
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2. The Cash Drawer Management menu displays.

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.

Figure 6-34: Starting Cash - Store Bank Screen

• 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.

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.

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.

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.)

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.

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].

Figure 6-40: Cash Drawer Management Menu

2. The Issue Cash Drawer screen displays.

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.

• Key in the till number and press [ENTER].
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• 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).

Figure 6-42: Till Lookup List

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

Figure 6-43: Focus Bar - Enter Employee ID

• 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.

• Key in the employee ID and press [ENTER].

• 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.

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.

Figure 6-45: Focus Bar - Enter Starting Cash

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

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).

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.

Figure 6-48: Sample Receipt - Issue Cash Drawer
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9. The Issue Cash Drawer screen displays. The Till Status is “Issued”, and the Count Status 
is “Un-Counted”.

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.

 Note: Continue issuing tills to employees as needed.

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

• Available registers are those without a till attached to them.

• Employees must have appropriate security level to use Attach Till functionality.

• 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.

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.

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.

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].

Figure 6-53: Cash Drawer Management Menu

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

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.

Figure 6-55: Till Attachment Confirmation Message

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

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].

Figure 6-57: Cash Drawer Management Menu

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

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:

• 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.

• 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.

Figure 6-59: Till Count Complete Message

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:

• If an employee attempts to access the register with an un-counted till, the 
system displays an error message.

Figure 6-61: Till Count Error Message

• Press [Enter], To Continue.

7. In the Store21 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.

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.

Figure 6-63: Employee Selection Screen

2. Press [F6], Remove Till. The System Security box displays.

Figure 6-64: System Security Form

3. Key in your Employee ID and Password and press [ENTER]. A confirmation message 
displays.

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: It is 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].

Figure 6-66: Cash Drawer Management Menu

2. Highlight Count Cash Drawer and press [ENTER]. The System Security form displays.

Figure 6-67: Security Box
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3. Key in the cashier’s Employee ID and Password and press [ENTER]. The System 
Security form displays again.

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.

Figure 6-69: End Counting Screen - Cash Pickup Message

2. Press [Enter], To Continue. The Cash End Counting screen displays.

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.

Figure 6-71: End Counting - Sample Credit Card by Slip Count

b.  Enter the total amount for each credit card type listed.

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.

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.
Till Accounting  133 



Chapter 6: Cash Drawer Management Store21® 4.71
6. When complete, press [F8], Save, to save the count, the next Till End Counting screen 
(ex: Non-Currency) displays.

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.

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:

• The check sequence number is the check number located in the top right hand 
corner of the check.

• 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.

Figure 6-76: End Counting Totals Screen

• 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.

• 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.

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.

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.

Figure 6-79: Deposit Amount Confirmation Message

11. Respond to the prompt.
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a. 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.

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

Figure 6-80: Count Complete Message

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.

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.

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.

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.

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].

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.

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].

Figure 6-87: Cash Drawer Management Menu

2. The Issue/Return Cash Drawer screen displays.

Figure 6-88: Issue/Return Cash Drawer Screen
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3. Press [F5], Check In.

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.

Figure 6-90: Till Check In Prompt

5. Respond to the prompt:

• Press [N], No, to return to the Issue Cash Drawer screen (Figure 6-88).

• Press [Y], Yes, to continue. A confirmation message displays.

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].

Figure 6-92: Cash Drawer Management Menu

2. The Cash Drawer Status list displays.

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. 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 
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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.

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.

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.

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.

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.

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.

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.

Figure 6-100: Deposit Summary Prompt

13. Respond to the prompt:

• Press [N], No, to re-enter the tenders on the End Count screen (Figure 6-95).

• Press [Y], Yes, to continue. The Deposit Slip and the Confirmed Cash Drawer 
Reconciliation receipt for the till prints. The count complete message displays.

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.

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.

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].

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.

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. If all tills are returned and confirmed, the Store Bank Totals screen displays.

Figure 6-106: Store Bank Totals Screen

4. Press [F8], Save. The Cash Deposit amount input box displays. The default amount is 
determined by the home office.

Figure 6-107: Cash Deposit Input Form

5. Press [ENTER] to accept the default amount or key in a different deposit amount. The 
Select Bank for Deposit list displays.

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.

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.

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].

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.

Figure 6-112: Cash Transfer Form
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3. The form opens with the cursor in the From Location field. Press [F2], Lookup, to 
display the list of locations.

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.

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.

Figure 6-115: Cash Transfer Error

b. Press [Enter], To Continue. Reselect the To Location.

c. 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.

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.

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:

• The process of performing a cash pickup is the same for both Register 
Accounting and Till Accounting.

• 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].

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:

• If the drawer contains less than the minimum amount of cash, the pickup 
process stops and a message displays.

Figure 6-119: No Cash Pickup Message

Press [ENTER] to return to the Cash Drawer Management menu.

• 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.

Figure 6-120: Cash Drawer Pick Up Count Screen

a. If the screen is a summary screen, key in the total dollar amount.
156  Cash Pickup



Store21®  4.71 User Guide
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.

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.

Figure 6-122: Pickup Amount Input Box

7. Respond to the input prompt.

• Press [ESC] to cancel the cash pickup process and return to the Cash Drawer 
Management menu.

• Press [ENTER] to continue with the pickup. The system displays a confirmation 
prompt.

Figure 6-123: Pickup Confirmation Message Box

8. Respond to the confirmation prompt.

• Press [N], No, to return to the input form and re-enter the amount (Figure 6-122).

• 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.

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.

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.

c. 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.

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.
Register Close  159 





Store21®  4.71 Manager’s Guide
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:

CHAPTER  7 Employee Records

• The Employee Information Menu • View Employee’s Today’s Sales

• The Employee Maintenance 
Screen

• Use Employee Actions Form Wizard

• View Personnel Record • Enroll/Edit Employee’s Benefits

• Add a New Employee • View Employees’ Pending Changes

• Edit an Employee’s Information • Reassign Customers

• 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.

Figure 7-1:  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.

Figure 7-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 7-3: 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.

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.

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.

Figure 7-6: Employee Information Menu

2. Highlight Employee Maintenance and press [ENTER]. The Employee Maintenance 
screen displays with the Employee Search form.

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.

See also: “Access the Employee Maintenance Screen” on page 165

1. Access the Employee Maintenance screen and display the Employee Search form.

Figure 7-8: Employee Search

2. Use the search form to find the appropriate employee record:

• Key in the Employee ID number.

• 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 name, a list displays with a list of employees who 
have the same name.

• To list all employees for your store, put the cursor in any field and press [F7], List 
All. The Employee list displays.

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.

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:

• Press [F3], Forms, to view Human Resource forms.

• Press [F4], Payroll Info, to view or edit the employee's payroll/confidential 
information.

• Press [F5], Add Emp, to add an employee.

• Press [F6], Change Password, to change the displayed employee's password.

• Press [F7], Edit Empl, to edit the displayed employee's data.

• Press [F9], Today’s Sales, to view the employee’s sales totals.

Function 
Buttons may 

provide 
additional 
options.
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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.

Figure 7-11: Employee Human Resource Forms List

2. Highlight the appropriate form and press [ENTER]. The form appears.

Figure 7-12: Form W4
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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:

• Press [F7], Print.

• 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.

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.

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:

• System Default Data - fields are automatically populated with pre-determined field 
values. These fields might include State, Status, and Last Hire Date.

• 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].

• 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.

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.

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:

• 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 

TIP When available, use Lookup Lists to populate the fields.

‘
Position’ 
determines the 
employee’s 
security level.

Default for 
‘Status’ is 
ACTIVE
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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.

Figure 7-17: Language Lookup List 

• 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.

Figure 7-18: Position Lookup List 

• 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.

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. 

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.

Figure 7-21: Password Assigned Confirmation Message

8. Press [ENTER]. The Employee Added confirmation prompt displays.

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.

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.

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.

Figure 7-25: New Password Assigned Confirmation Message

4. Press [ENTER] to return to the Employee Maintenance screen.
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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.

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.
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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.

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.

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.

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.

Figure 7-30: Employee Information Menu

2. Highlight ‘Employee Action Forms’ and press [ENTER]. The Employee Action Forms 
screen displays with the Actions list.

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.

Figure 7-32: Employee Search

2. Use the search form to find the appropriate employee record:

• Key in the Employee ID number.

• 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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• To list all employees for your store, put the cursor in any field and press 
[F7], List All. The Employee list displays.

Figure 7-33: Employee List Lookup

3. Highlight the appropriate employee and press [ENTER].

4. An Effective Date input box displays.

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. 

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.

Figure 7-36: Action Complete Prompt
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10. Press [Y], Yes, to save the data. A confirmation prompt displays.

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.

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.

Figure 7-39: Employee Actions Form - General Employee Information

5. The form opens with the cursor in the First Name field. Enter the employee’s data:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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].

6. Press [F8], Next Category, to move to the next input screen. The Position and Status 
screen displays.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.
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• 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].

8. Press [F8], Next Category, to move to the next input screen. The Employee Availability 
screen displays.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

Figure 7-42: Employee Actions Form - Employee Time Off Screen
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11. Use the function buttons to scroll through the employee’s existing time off requests or 
add a new request.

• Press [F3], Previous Entry to see the previous time off request

• Press [F4], Next Entry to see the next time off request

• Press [F5], Add to add a new time off request

12. 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.

2. Press [F5], Add, to add an employee’s request for time off. The Time Off Request screen 
displays.

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. Enter the employee’s request information:

• 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.

• 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].

• Key in the reason for time off into the Reason field.

4. 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• A lookup 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.

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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• A lookup 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• A lookup 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.

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.

• Press [F3], Previous Entry to see the previous payroll deduction

• Press [F4], Next Entry to see the next payroll deduction

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• A lookup 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.

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:

• Press [F3], Previous Entry

• Press [F4], Next Entry

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

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:

• Press [F3], Previous Entry

• Press [F4], Next Entry

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

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:

• Press [F3], Previous Entry

• Press [F4], Next Entry

• 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.

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:

• Key in the data, pressing [TAB] or [ENTER] to move to the next field.

• 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.

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.

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.

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.

Figure 7-61: Employee Action Form Complete Confirmation Prompt

2. Respond to the confirmation prompt:

• Press [Y], Yes, to save all of the entries and exit the Employee Action Form Demo.

• Press [N], No, to return to the last input screen wizard.

3. When all changes are made, the Action Complete message displays.

Figure 7-62: Action Successful Confirmation Message

4. Press [ENTER], To Continue. The system returns to the Employee Information menu.

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

2. Press [ENTER]. The Employee Action Forms menu displays.

Figure 7-65: Employee Actions Form Menu

3. Highlight ‘Benefits Add/Change’ and press [ENTER].
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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.

Figure 7-66:  Employee Search Form

2. If the employee is found, a Reason Code list displays.

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. 

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:

• “Dependents” on page 192

• “Medical Benefits” on page 196

• “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.

Figure 7-69: Employee Information Menu

2. Highlight Employee Action Maintenance and press [ENTER]. The Employee Action 
Maintenance screen displays.

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:

• 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.

• 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.

Figure 7-71: Employee Information Menu

2. Highlight ‘Customer Reassignment’ and press [ENTER]. The Customer Reassignment 
screen displays.

Figure 7-72: Customer Reassignment Screen

3. In the Current Employee Assigned field, do one of the following:

• Key in the Employee ID of the associate who is being replaced.

• 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:

• Key in the Employee ID of the new associate who is acquiring responsibility for all of 
the first associate’s customers.

• 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.

Figure 7-73: Customer Reassignment Confirmation Prompt

7. Press [Y], Yes. The system returns to the Employee Information menu.

Figure 7-74: Employee Information Menu
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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:

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.

Figure 8-1:  Employee Selection Screen (left) - Register Screen (right) 

CHAPTER  8 Timecard Maintenance

• Access the Employee Information Menu

• Access the Timecard Maintenance Screen

• Edit Timecard Entries 

• Delete Timecard Entries
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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.

Figure 8-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 8-3: 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.

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].

Figure 8-5: Employee Information - Top of Menu

4. The Employee Information menu displays.

Store21 validates the employee’s security level and displays only the 
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.
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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.

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.

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.

Figure 8-8: Employee Search Form

4. Use the search form to find the appropriate employee record.

• 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.

• To list all employees for your store, put the cursor in any field and press [F7], List 
All. The Employee list displays.

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. 

Figure 8-10: Timecard Maintenance Screen Sample

6. Use the function buttons to scroll through all of the employees’ timecards or to edit 
them:

• Press [ESC] to return to the Employee Search to select another employee. 

• Press [F3], Prev Empl, and [F4], Next Empl, to scroll through the employees’ 
records.

• Press [F5], Add Time, to add a shift’s start and end time to the displayed 
employee’s timecard.

• Press [F6], Delete Time, to delete a shift’s start and end time from the displayed 
employee’s timecard.

• 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:

• The red squares (Flags) next to In/Out times indicate that those shifts have 
been edited.

• The ‘pointing hand’ icon indicates the shift that has the focus.

Icon shows 
this shift has 

the focus.

Flagged shifts 
have been 

edited.
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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.

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.

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:

• 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’.

• Key in the number of the hour only for on-the-hour times, such as 8 am.

• Key in the colon (:) between the hours:minutes to enter off-hour times, such as 
9:30 am.

• 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.

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.

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].

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.

Figure 8-16: Timecard Maintenance Screen - Time-Changed Flag

Figure 8-17: Modified Employee Timecard Screen

5. Press [ESC], Search Employee, to close the Timecard screen and return to the 
Employee Search screen.

Flags
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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:

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.

Figure 9-1: Employee Selection Screen (left) - Register Screen (right) 

CHAPTER  9 Payroll Records

• Access the Employee Information Menu

• Access the Payroll Maintenance Screen

• Edit Payroll Records

• Post Payroll Records

• View or Edit Posted Payroll Records

• View Weekly Payroll Summary
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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.

Figure 9-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 9-3: 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.

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].

Figure 9-5: Employee Information - Top of Menu

The Employee Information menu displays.

Store21 validates the employee’s security level and displays only the 
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.
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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. Navigate to the Employee Information menu.

Figure 9-6: Employee Information Menu

2. Highlight ‘Payroll’ and press [ENTER]. The Payroll Maintenance screen displays with a 
Payroll Date list.

Figure 9-7: Payroll Maintenance Screen - Week Ending Dates

3. Highlight the appropriate payroll end-of-week date and press [ENTER]. A confirmation 
message may display.

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.

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 number.

• 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:

• On printed payroll reports, an ‘M’ appears next to times that were changed at 
the Payroll Maintenance screen. 

• 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.

2. 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.

• Press [ESC], Cancel, to close the screen and return to the menu without saving the 
changes.

• Press [F8], Save, to record the employee’s payroll record.

Figure 9-10: Payroll Maintenance Screen in Edit Mode

3. Using the up/down arrow keys, highlight the appropriate work code.

4. Press [TAB] (as many times as necessary) to move the cursor to the appropriate day-
of-week column.

5. 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.

6. 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).

7. Repeat these steps to edit the other employees’ records as necessary.
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 Notes:

• If you press [ESC] twice, you exit the Payroll Maintenance screen without 
posting the payroll records. A prompt displays with a reminder message.

• When you re-enter Payroll Maintenance for the same week-ending date, a 
confirmation prompt displays:

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.

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.

Figure 9-12: Payroll Posted Confirmation Message

3. Press [ENTER], to Continue.
224  Post Payroll Records



Store21®  4.71 Manager’s Guide
The Payroll Maintenance screen displays with the Payroll Date list.

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.

Figure 9-14: Payroll Maintenance Screen

2. Highlight the appropriate payroll week-end date and press [ENTER].
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If the week selected has already been posted, a confirmation message displays.

Figure 9-15: Payroll Posted Confirmation Message

Choose an option:

• 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.)

• 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.

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.

Figure 9-17: Payroll Maintenance Screen - Employee Details

3. Press [F2], Store Summary.The Store Payroll Summary screen displays.

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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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:

• Repairs/Alterations Reports

• Locate/Order Maintenance

• Locate/Order Selling History

• Locate/Order Inquiry

CHAPTER  10 Special Transactions
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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].

Figure 10-1: Repair/Alteration Functions Menu

2. The Repair/Alteration Reports menu displays with the available reports.

Figure 10-2: Repair/Alteration Reports Menu
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Repair/Alteration Aging Report
The Aging Report shows items that are received and ready for pickup.

1. From the Repair/Alteration Reports list, highlight Repair/Alteration Aging Report and 
press [ENTER].

2. The input range form displays.

Figure 10-3: Aging Report Range Input Screen

3. Key in the number of days to include in the report and press [F7], View Report.

4. The report displays.

Figure 10-4: Repair/Alteration Aging Report

5. Press [F8], Print Report, or [ESC] to return to the Reports list.
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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.

Figure 10-5: Repair/Alteration Follow Up Status - Input Screen

2. Select the variables to include in the report:

• Key in Pickup Date Range to include in the report, or use the function keys to enter 
pre-programmed date ranges:

• Press [F2], WTD, for week-to-date.

• Press [F3], MTD, for month-to-date.

• Press [F4], YTD, for year-to-date. 

• 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.

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.

Figure 10-7: Repair/Alteration Report Criteria Input Form

2. Select the variables to include in the report:

• Key in the Date Range to include in the report or use the function keys to enter pre-
programmed date ranges:

• Press [F2], WTD, for week-to-date.

• Press [F3], MTD, for month-to-date.

• Press [F4], YTD, for year-to-date.
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• 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].

Figure 10-8: Alteration Status Lookup List

• 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].

Figure 10-9: Alteration Type Lookup List
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3. Press [F7], View Report. The report displays.

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.
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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.

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...

Figure 10-12: Locate/Order... Option in Top of Menu

3. In the Locate/Order... menu, select Locate/Order Maintenance.

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.

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:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

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.

Figure 10-16: View Order Details

The following information is displayed in the Order Details screen:

• Order ID • Customer Phone Numbers

• Order Status • Customer Email Address

• Date of Creation • Item, including the following information:

• Fulfillment Method • Quantity

• Total Amount • Item ID

• Tax • Item Description

• Additional Comments • Comments/Bin #

• Customer Address • Item Status
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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:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

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:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

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:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

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:

Figure 10-20: Reject Order Confirmation

• Select [Y], Yes to reject the order.

• 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].

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).

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.

c. Reserves the item(s) in the store inventory for the Locate/Order.

d. 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:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

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.

b. Prints a Pick Ticket.

c. Prints a Packing Slip.

d. Sends a message to the RAS server indicating that the order has been fulfilled.

e. Changes the status of the order to “Fulfilled” on the local system.

f. 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...

Figure 10-24: Locate/Order... Option in Top of Menu

3. In the Locate/Order... menu, select Locate/Order History.

Figure 10-25: Locate/Order... Menu

4. The Order Search window opens. Enter search criteria to find a Locate/Order.

Figure 10-26: Order Search
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To enter search criteria:

• Key in criteria in the search fields.

• 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.

Figure 10-27: Locate/Order History

The Locate/Order History screen displays the following information for each order:

6. To select a specific order, do one of the following:

• Use the up and down arrow keys to highlight the order to be viewed.

• Press [F3], Find Order to open the Find Order prompt in the focus bar. Enter the 
Order ID, then press [ENTER].

Figure 10-28: Enter Locate/Order ID

7. To view the details of a Locate/Order, press [F4], Order Details.

• Order ID • Customer Name

• Fulfillment Method • Customer Phone

• Order Date
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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. Open the Back Office menu in Store21.

2. In the Back Office Top of Menu, select Locate/Order...

Figure 10-29: Locate/Order... Option in Top of Menu

3. In the Locate/Order... menu, select Locate/Order Inquiry.

Figure 10-30: Locate/Order... Menu
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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.

Figure 10-31: Locate/Order Inquiry

5. The Locate/Order Inquiry screen displays the requested order.

Figure 10-32: Locate/Order Status

The screen shows the following information for the requested order:

• Order ID

• Request ID

• Order Status
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• A description of each item in the order, including:

• Item ID

• Item Description

• Item Status

• Fulfillment Location ID

• Fulfillment Location Description

6. Press either [ESC] or [ENTER] to return to the Locate/Order... Menu.
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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:

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.

Figure 11-1:  Employee Selection Screen (left) - Register Screen (right) 

CHAPTER  11 Scheduling and Goals

• Access the Scheduling and Goals Menu • View Daily Schedules

• Access the Scheduling Screen • Post the Schedule

• Create a Labor Schedule • Run Reports

• Modify the Labor Schedule
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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.

Figure 11-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 11-3: 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.

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.

Figure 11-5: Employee Information - Top of Menu

3. Highlight Employee Information and press [ENTER].

4. The Employee Information menu displays.

Figure 11-6: Employee Information Menu

5. Highlight Scheduling and Goals and press [ENTER]. The Scheduling and Goals menu 
displays.

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.

Figure 11-8: Scheduling and Goals Menu

2. Highlight Scheduling and press [ENTER].

3. The Scheduling screen displays with a Week-Ending Date list.

Figure 11-9: Scheduling Screen with Week-Ending List

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.

Figure 11-10: Scheduling Screen

Table 11-1: Labor Scheduling Screen Field Definitions

Label Field Name Labor Schedule Field Descriptions

A Goals Store Weekly Goal: Assigned by the home office and 
downloaded to the store. This number can not be 
modified.

B Last Year Store Last Year Sales: Downloaded from the Home 
office for the first year of operations, then taken 
from the store sales history.

C Total Total Scheduled Hours.

D Selling 
Hours

Total Scheduled Selling/Sales Hours: This number is 
used in various productivity and labor reports.

E Hours 
Selling

Total Store Scheduled Selling/Sales Hours for the 
week.

F Hours Total Total Store Scheduled Hours for the week.

A

D

C

B

E

F

G

H

I
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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.

Figure 11-11: Scheduling Screen with Week Ending List

2. Highlight the appropriate Week-Ending Date and press [ENTER].

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 
Dollars

Daily Store Scheduled Selling/Sales Payroll Dollars: 
This number is based on the scheduled selling hours 
and the base pay of each employee scheduled.

Table 11-1: Labor Scheduling Screen Field Definitions (continued)

Label Field Name Labor Schedule Field Descriptions
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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.

Figure 11-12: Scheduling Screen - Blank

4. Respond to the message prompt:

• 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.

• 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.

• Press the left/right arrow keys or [TAB] to select the appropriate date.

• Press the up/down arrow keys or [ENTER] to select the appropriate employee.

6. It is 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:

• Press [F2], List Shifts, to select from pre-determined Shift Times and Shift Types.

• Press [F3], Shift Time, to key in Start and End times and the Shift Type into an 
input form.

• Press [F4], Edit Detail, to change a shift already entered.

• 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.

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.

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.

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.

• If the End time entered is earlier in the day than the Start time, an error message 
displays.

Figure 11-16: End Time Error Message

• 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.

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:

• 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’.

• Key in the number of the hour only for on-the-hour times, such as 8 am.

• Key in the colon (:) between the hours:minutes to enter off-hour times, such as 
9:30 am.

• 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.

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.

Figure 11-19: Add Employee Input

2. Key in the employee’s ID number and press [ENTER].
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The employee’s name is added to the schedule with no shift times assigned.

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.

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.

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.

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.

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.

Figure 11-25: Schedule Screen - View by Week

2. At the Schedule screen, highlight the appropriate date. Press [F7], Post.

A confirmation prompt displays:

Figure 11-26: Post Schedule Confirmation Prompt

3. Press [Y], Yes, to post.
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The Employee Budget Maintenance input form displays:

Figure 11-27: Post Schedule Confirmation Message

• The Scheduled Hours column shows the total scheduled hours for each employee 
and summarizes the total for all employees.

• 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.

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.

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.

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. Press [F7], View Report. The Daily Performance Summary Report displays.

Figure 11-31: Daily Performance Summary Report

4. Press [F8], Print Report. The report prints to the report printer.

Quarterly Mins Report
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.

Figure 11-32: Quarterly Mins Report - Scheduling and Goals Menu
Run Reports  265 



Chapter 11: Scheduling and Goals Store21® 4.71
1. From the Scheduling and Goals Menu, Highlight ‘Quarterly Mins’ and press [ENTER]. 
The Quarterly Mins screen displays. 

Figure 11-33: Quarterly Mins Criteria Input

2. Key in the appropriate Fiscal Quarter, Fiscal Year, and Employee ID.

3. Press [F7], View Report. The Quarterly Mins Report displays.

Figure 11-34: Quarterly Mins Report

4. Press [F8], Print Report. The report prints to the report printer.
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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.

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.

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. Press [F7], View Report. The Weekly Mins Report displays.

Figure 11-37: Weekly Mins Report

5. 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.

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.

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. Press [F7], View Report. The Employee Scheduling Detail Report displays.

Figure 11-40: Employee Scheduling Detail Report

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

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.

Figure 11-42: Employee Search Form

2. Enter the search criteria:

• Key the employee’s ID, last name, or first name into the search form or press 
[F7], List All, to list all employees.
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• The search form displays the list of employees who match the criteria.

Figure 11-43: Employee Lookup List

3. Highlight the appropriate employee and press [ENTER].

The Employee Productivity Daily Counts screen displays.

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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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:

• Populate Credit Application

• Delete Customer Information

• Assign to a Customer Group

• Customer Information Reports

• View Past Purchases

CHAPTER  12 Customer Information
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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.

Figure 12-1: Customer Maintenance Screen

2. Press [F11], Credit App. The credit application displays.

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.

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.

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.

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 number 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.

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.

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.

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.
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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.

Figure 12-9: Employee Selection Screen (left) - Register Screen (right)

2. Store21 prompts for the employee ID and password.
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1. The Top of Menu displays.

Figure 12-13: Top of Menu

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.

Figure 12-10: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 12-11: 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.

Figure 12-12: System Security Input

b. Key in the Employee ID and Password 
and press [ENTER].
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2. Highlight Customer Information and press [ENTER].

3. The Customer Information menu displays.

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:

• 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.

• 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.

Figure 12-15: Customer Marketing Report Screen
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2. 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.

3. Press [F5] to select additional filtering criteria for the report query. The [F5] function 
name changes, depending on the type of report you select.

4. Press [F7], Run Query, to execute the search.

Figure 12-16: Customer Marketing Report Results

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

6. 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.
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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].

Figure 12-17: Customer Information Menu

2. The Customer Address Lists menu displays.

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.

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:

• Leave the fields blank to select all records.

• Select [F2], WTD to see the report for the week-to-date.

• Select [F3], MTD to see the report for the month-to-date.

• 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:

• Key in the Customer Number.

• Select [F6], Search to perform a Customer Search.  See the Store21 User Guide for 
more information on performing a Customer Search.
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6. Press [F7], View Report.

Figure 12-20: Customer List - By Customer ID

7. 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.

Figure 12-21: Function Keys

1. Press [F9], Mailing Labels. The customers’ addresses display in a label format.

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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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:

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.

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.

CHAPTER  13 Electronic Journal

• Access the Electronic Journal • Apply Filters to Journal Receipts

• Create a Journal Summary • Print Transaction Details

• View Transaction Details
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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...
accessing [F12], Menu, from the 
Employee Selection screen

a. The color of the focus bar changes to 
blue and prompts for the 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.

Figure 13-3: 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.

Figure 13-4: System Security Input

b. Key in the Employee ID and Password 
and press [ENTER].
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The Menu screen with Top of Menu displays. All managerial and non-sale transactions are 
accessible through this screen/menu.

Figure 13-5: Menu Screen

3. Highlight Electronic Journal and press [ENTER].

Figure 13-6: Top of Menu - Electronic Journal

The Electronic Journal screen displays. This is where the journal is created.

Figure 13-7: Journal Filter Data Entry Form
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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. From the Top of Menu, highlight Electronic Journal and press [ENTER]. A search form 

displays. 

Figure 13-8: Journal Filter Search Form

2. 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:

• Press [F2], WTD, to insert the week-to-date range.

• Press [F3], MTD, to insert the month-to-date range.

• Press [F4], YTD, to insert the year-to-date range.

2. 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.

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.

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.

Figure 13-11: Employee Search Form

2. Use the search form to obtain the appropriate employee ID number.

• Press [F7], List All.

• Key in some part or all of the employee’s first name and/or last name and press 
[F8], Execute Search.

• 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.

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.

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. From the on-screen Electronic Journal (Figure 13-13), highlight the appropriate 
transaction and press [ENTER].

If the transaction has associated journal entries, they appear on the screen.

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.

Figure 13-15: Electronic Journal - Receipt Detail

3. Press [ESC], Journal Summary, to return to the Electronic Journal screen.

‘No’ indicates 
no detail 
available.

‘Yes’ 
indicates 
detail is 

available.
296  View Transaction Details



Store21®  4.71 Manager’s Guide
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.

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.

Figure 13-17: Item Search Form

3. Use the search form to obtain the appropriate item number:

• Key in one or more search criteria into the fields and press [F8], Execute Search.

• 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:

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.

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.

Figure 13-20: Electronic Journal - Transaction Input Box

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

The selected transaction is highlighted.

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.

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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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:

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.

Figure 14-1: Employee Selection Screen

CHAPTER  14 Parameters Menu

• Access the Top of Menu • Receipt Printer Status

• Access the Parameters Menu • Initialize PIN Pad

• Sales Calendar • System Configuration

• Exit Store21 • Signature Capture Maintenance

• Force CloseOut
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1. Press [F12], Menu. The color of the focus bar changes to blue. 

Figure 14-2: Employee ID for Menu Focus Bar

2. Enter your Employee ID and press [ENTER]. The Password focus bar displays.

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. 

Figure 14-4: Register Screen

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

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.

Figure 14-6: Menu Screen with Top of Menu

 Notes:

• When attempting to access Top of Menu, employees without the authorized 
security level will see a message stating that they cannot perform the operation.

Figure 14-7: Sales Calender Confirmation Message

• 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. From the Top of Menu, highlight Parameters and press [ENTER].

Figure 14-8: Top of Menu

The Parameters menu displays.

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].

Figure 14-10: .Parameters Menu - Sales Calendar

The Sales Calendar year input form displays.

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.
Sales Calendar  305 



Chapter 14: Parameters Menu Store21® 4.71
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.

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.

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.

Figure 14-14: Weekly Sales Calendar Input

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:

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.

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.
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5. If Store21 is successful in generating the new sales calendar, the following confirmation 
message displays.

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.

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].

Figure 14-18: Parameters Menu - Exit Store21

2. The Exit Store21 screen displays. The screen is blank, except for the function buttons.

Figure 14-19: Exit Store21 Screen Function Buttons

3. The function buttons display the available options:

• Press [ESC], Cancel, to cancel the Exit21 process and return to the Parameters 
menu.

• 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].

Figure 14-20: Parameters Menu - Force CloseOut

The Force CloseOut screen displays with a list of all registers in the store.

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.

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.

Figure 14-23: Force CloseOut Screen

4. The function buttons provide additional options:

• Press [ESC], Exit, to return to the Parameters menu.

• Press [F5], Select Register, to re-display the Register list. Repeat steps 2 and 
3 above to force additional registers to close.

• Press [F12], Register, to toggle to the Register screen.
Force CloseOut  311 



Chapter 14: Parameters Menu Store21® 4.71
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].

Figure 14-24: Parameters Menu - Receipt Printer Status

2. The screen displays a prompt to enable/disable the receipt printer.

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].

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].

Figure 14-27: Parameters Menu

2. The System Configuration screen displays.

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].

Figure 14-29: Parameters Menu

2. The Signature Capture Maintenance menu displays.

Figure 14-30: Signature Capture Maintenance Menu
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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.

Figure 14-31: Reset Signature Capture Confirmation Message

2. Respond to the prompt:

a. Press [Y], Yes. Store21 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.

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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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:

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.

Figure 15-1:  Employee Selection Screen (left) - Register Screen (right)

CHAPTER  15 Credit Services

• Check Credit Application Status • Reset the Authorization Server

• Process Open-To-Buy Inquiries • Restart the Stored Value Card Server

• Accept Payment on Account • Perform Gift Card Balance Inquiry

• Accept A/R Payments • Perform Host Transaction Reversals

• Perform Settlement Maintenance
Access the Credit Services Menu  317 



Chapter 15: Credit Services Store21® 4.71
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.

Figure 15-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for 
the Password.

Figure 15-3: 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.

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.

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.

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.

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.

• To view all credit applications’ status press [F5], View All.

• 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.

Figure 15-8: Credit Application Status - Error Messages

Blue Bar 
Indicates 

This Screen 
Section Has 
The Focus

Blue Bar 
Indicates 

This 
Screen 
Section 
Has The 
Focus
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• Press [F2], Credit Status, to toggle the focus back to the Credit Status portion of 
the screen.

• 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.

Figure 15-9: Credit Services Menu - Credit Application Status

2. Highlight Open to Buy and press [ENTER].

The Open To Buy screen displays.

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 an invalid account number is keyed in, an error message displays.

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.
322  Process an Open to Buy Inquiry



Store21®  4.71 Manager’s Guide
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.

Figure 15-13: Credit Services Menu - Payment on Account

2. Highlight Payment on Account and press [ENTER].

The Payment on Account screen displays.

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. Store21 validates the number entered, and if it is not a valid account number, an 
error message displays.

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.

Figure 15-16: Tender List

6. Highlight the appropriate tender type and press [ENTER] to tender the transaction.

A confirmation message displays.

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. 

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.

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.

Figure 15-20: Credit Services - Customer List

4. Highlight the appropriate customer record and press [ENTER].

a. Store21 validates the customer record selected, and if the customer does not have 
an A/R Account, an error message displays.

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. 

Figure 15-22: Credit Services - Customer Record

 Note: Some customer information fields cannot be edited for customers with 
A/R Accounts; editing is conducted by the home office.

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.

Figure 15-23: Credit Services - Payment on Account
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7. Press [F8], Continue, to tender the payment.

The tender list displays. 

Figure 15-24: Credit Services - Tenders for Payment List

8. Highlight the appropriate tender type and press [ENTER]. Tender the transaction.

A confirmation message displays.

Figure 15-25: Credit Services - Payment on A/R Account Confirmation Message

9. 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.

Figure 15-26: Credit Services Menu - Settlement Maintenance

2. Highlight Settlement Maintenance and press [ENTER].

Figure 15-27: Credit Services - Payment on A/R Account Search Form

3. Press [ESC] to return to the Credit Services menu.

Please contact your MICROS-Retail Project Consultant for custom 
detailed instructions.
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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. 

Figure 15-28: Credit Services Menu - Reset Authorization Server

2. Highlight Reset Authorization Server and press [ENTER]. A confirmation prompt 
displays.

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.

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.

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.

Figure 15-32: Credit Services Menu - Stored Value Card Service

2. Highlight Stored Value Card Service and press [ENTER]. A confirmation prompt 
displays.

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.

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.

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.

Figure 15-36: Credit Services Menu - Balance Inquiry

2. Highlight Balance Inquiry and press [ENTER]. An input box displays for the gift card 
number.

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.

Figure 15-38: Gift Card Swipe Error
334  Process a Balance Inquiry



Store21®  4.71 Manager’s Guide
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.

Figure 15-39: Gift Card Account Number Error

After responding to the error message, the Gift Card input box reappears.

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. Store21 submits the request to the outside service provider for the balance on the card.

Figure 15-41: Please Wait Message

6. Store21 receives a response from the outside service provider.

a. If the Gift Card has available funds, the following message displays.

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.

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.

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.

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.

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.
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A confirmation prompt displays.

Figure 15-47: Host Transaction Reversal Confirmation Prompt

6. Press [Y], Yes. The System Security input box displays.

Figure 15-48: System Security Input Form

7. Key the Employee ID and Password and press [ENTER]. The system submits the 
request for authorization.

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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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:

• Initiate System Close

• Complete System Close

• Closing Reports

CHAPTER  16 System Close
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Initiate System Close
Initiate System Close from the lead register. Navigate to the Administrative menu of the Back 
Office menu.

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.

Figure 16-1: Employee Selection Screen (left) - Register Screen (right)

In a multi-register store, close all non-lead registers before performing 
a Register Close on the lead register.
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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.

Figure 16-2: Focus Bar Prompt for Employee ID

b. Enter your Employee ID and press 
[ENTER]. The focus bar prompts for the 
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.

Figure 16-4: System Security Input

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

Figure 16-5: Menu Screen

4. Highlight Administrative. Press [ENTER]. The Administrative menu displays.

5. Highlight Register Close and press [ENTER].

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.

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:

• Register Close - Cash and Sales

• System Register Close - Cash and Sales

• Credit Card

• Daily Sales

• Sales Associate Productivity

• 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.

• If the reports are configured to print without being selected, they are immediately sent 
to the report printer.

• If you receive a message asking if you would like to print the closing reports, do one of 
the following:

Figure 16-8: Closing Screen - Print Reports Prompt

• To print the reports, press [Y], Yes.

• To skip printing the reports, press [N], No.
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• If the Closing Reports list displays, do one of the following:

Figure 16-9: Closing Screen - Print Reports Prompt

• Press [F5], Select All, to highlight all of the reports.

• Press [F6], Deselect All, to deselect all of the 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 [SPACEBAR] to highlight the report.

• Press [F8], Done, to print the highlighted report(s).

• 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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