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MAIN MENU

The main menu bar is located across the top of the screen.
It contains the following menu buttons:
* Home
e POS
e Day End
* Logout
e Customers
* Vendors
e N * Inventory
T * Reports
e Setup

s * Time Card

REGISTERED T0

The two login buttons are for logging into the back-end of the
system. The POS button is for accessing the main cashier
screen where transactions are made.

—

W ' When prompted, enter your login credentials.

Login

Username: ’7

Password:

Login Cancel |
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LOGIN (conTiNuED) TIME CARD SIGN IN/OUT

1. Hover over the Time Card icon.

N NN I v ME IO

< )
POS  DayEnd | Logout Customers Vendors Inventory Reports Setup Time Card

! o Ji
Logout Customers Vendors Inventory Reports Setup 'Time Card

INFORMATION

2. Select the appropriate option to clock in or out of the

Time Card Sign In

Time Card Sign Out system.

Time Card Report Please Note: This is also where time card reports are ac-
After logging in, any previously disabled icons should now be cessed. Please see the “Modifying Employee Time Card”
enabled. section for more details.

SCANNING/ENTERING BARCODES

REMINDERS

Web Stte:
Email: _ iretail @

Ll
|

Logouit. Cu

FUNCTION KEYS

1. Select the POS button.

2. Enter Username.

[F1] POS Help [F2} Discount [F3] Recal Tins. [F4] OpenTil [F5] KU Lookup [Fé] Chg Customer

3. Enter Password.

[F7] Change Price | - [F&] Change Tax. [F5] Change Qty [F10] Change Clerk | [F11] Delete Item [FiZ]miscellaneous
Many of the features of the system can be quickly accessed
e - with Function keys instead of using the mouse to click the
oot | button. These are designated by the Function key in brack-
Shift-F 10 Change Desaription et S.

shift-F9 Paid In fOut
8 et Bk L Some buttons require holding the Shift key along with the

Shift-F7 Change Ship To Address Fu n Ctl on key-

it Rental [Reseoton When entering values, there is no need to follow numbers
Shit5 G gty with decimals when entering a whole dollar value. For
e instance, $1.00 can just be entered as 1.

shift-F3 Transaction Attributes

**THANK YOU** Discount: $0.00

00 The POS screen appears.

Taxt $0.00

O.UICK LAU NCH BUTTONS e 4. On the left side of the screen, select the box under Enter
——

Clerk [yser Administ -] Cashier admin ‘ Total: SKU/CODE .

5. Use the barcode scanner or manually enter the SKU or

W prntRecépt [ PrntGiftRecept Total Items: 0

Quick launch buttons can be created to easily access com- TR e e T TS Product ID number for the item.

monly used functions within the system such as adding a
discount, selecting an item that may not have a barcode
associated with it, or selecting different payment types.

Cash

creai Please Note: You must click on the box prior to scanning
an item. Otherwise, the scanner has no location in which to

store the SKU.

ponts: 0 Tan: 50.00 Debit

Quick launch buttons are located on the right side of the
screen and are separated into different tabs. By default
there will be a tab for the different payment types that can
be accessed by selecting the Quick Pay tab.

Code. T Description Clerk | _Qty|_unit Price| & Price | T... |

e = Please Note: To create or edit quick launch buttons you
—= ====Il " must be logged in as an administrator.

PAGE 2 PAGE 3
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SCANNING/ENTERING BARCODES (continuen) DISCOUNTS/CHANGING PRICES

- Details

V' PrintReceipt. ™ Print Gift Receipt. Total Items: 1 [ESC] Logout Cashier
— || ez o T b |1 | gm0l mmlx ]
THANK YOU** AR Balance: $0.00 Discount; $0.00
R Limit: $0.00 Subtotal: $25.00 . . . 1 i 1 1 |
i A = If you scanned an item, note that its SKU appears in the 1. After gntenng items into the POS W|r_1dow, select the item
— = Details section. This indicates that the item has been added for which you want to change the price.
Clerk [yser Administ -] Cashier admin Total: $27.. H H . . - .
[ : | to the invoice. 2. Click the Discount button or Change Price button. Either
choice brings you to the same pop-up window.
W PrintRecept T Print GiftReceipt Total 1tems: 1 [ESC] Logout Cashier o | &
L‘E;gi — S‘:errk... O“]’ ot SZPSF.‘Dc: E):ZPSHDCE I — SZ:\.':S E):Z:vg Ri‘;‘; [F1] POS Help | [F2] Discount I [F3] Recall Trns. | [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer |
(7 Carg | 1) cang x| 53 carge .| 1703 corg | 1ol nem | izmsatnems |
7De’:“:rmkecemt ™ Print Gift Receipt. Total Items: 1 [ESC] Logout Cashier . .
e If an item has no barcode, will not scan, or the scanned SKU
e s is unrecognized, press the F5 key on the keyboard, or select
the SKU Lookup button on the toolbar at the bottom of the ALl UL
window. - Off. =
Please Note: If there are multiple barcodes that will not scan $Of on Ut Pice: | §75.00
and the items are listed in the system, there may be an issue New Unit Price: | $25.00]
| | | ‘ | 2 with the barcode that was entered into the system (please Cost 3. Enter a value into the desired price change method:
[F1] FOS Help [F2] Discount [F3] Recall Trns. [ [F4] Open Till [FS] SKU Lookup | [F6] Chg Customer . . +.40
[F7] Change Price |[Fs] Change Tax | [F9] Change Qty | [F10] Change C\erkl [F11] Delete Item | [mz]msaeuaneousl Fayment ca” In for ass, Stance} . a. % Off
Resson - b. $ Off on Unit
ISaIe j
Details c. New Unit Price
| 4. Select any applicable options:
. . B | [~ Apply Discount to Transaction (Al Lines) | a. Reason
T T TSpeciaPrice [ Disclamer [ Nte | Wember. [ Erand [ ot
¥ Discourt On Reg. Price b. Apply Discount to Transaction
| [T Prices Include Taxes | .
c. Price Include Taxes
Type the Name, Department, Vendor, or Product ID of an
item into the Search Keywords box to help you find the item. Change Price | Cancel | 5. Click the Change Price button to apply the change.
6. Once you have located the item, double-click the item to
. . Show Last 3 Transactions I
pull the item into the POS screen.
—— T Date | Trans# | F‘ri-::el
M ises|E& Fom E a7 [Tor e o fonmne ] v |
T Y ] E = ECTT = B Ko e =2 e s I
I SowASons [ Stow [J——— | Vet ot Sobctedten
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REMOVING TAX

- Details

W erntRecépt [ PrntGiftRecept Total Items 1 [ESC] Logout Cashier

TEST $25.00 2500 x

Code Description Clerk Qty unit Price] ExtPrice T... Produ...
User ... 1

Pt BT RegF
$27.50__$27.50 é?l

[F1] POS Help | [F2] Discount | [F3] Recall Trs. | [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer |

[F7] Change Frice | [F8] Change Tax | [Fo] Change Qty | [F10] Change C\erkl [F11] Delete Item | [mz]msaeuaneousl

Payment

1. From the POS screen, after adding items, select the item

from which you want to remove tax.

2. Select Change Tax.

Change Taxes

 Tax1

[@ Taxable] [0 AlLines| | 10 %

Tax2
O Taxable O All Lines 0 %

 Tax3

O Taxable O All Lines 0%

CHANGING QUANTITY

3. In the box that pops up, remove the ‘Taxable’ check mark.

4. Select Make Changes.

5. To remove taxes from all items, also check All Lines before

selecting Make Changes.

- Details

W erntRecépt [ PrntGiftRecept Total Items 1 [ESC] Logout Cashier

Code Description Clerk Qty unit Price] ExtPrice T... Produ...
User ... 1

TEST $25.00 2500 x

Pt BT RegF
$27.50__$27.50 é?l

1. From the POS screen, select the item for which you
want to change the quantity.

2. Select Change Qty or use the F9 function key.

| 2l
[F1] POS Help | [F2] Discount | [F3] Recall Trs. | [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer |
Payment
[F7] Change Price. | [F8] Change Tax | [Fg] Change Qty | [F10] Change C\erkl [F11] Delete Ttem | [mz]msaeuaneousl

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com

CHANGING QUANTITY (conTinuED)

ange Wuantity

Current Qty: 1

INew Qty: 1"

| Make Changes I Cancel

3. In the pop-up box, change the number in the New Qty
field.

4. Click Make Changes.

ASSIGNING A CUSTOMER TO A TICKET

) T L L .
Logout Customers Vendors Inventory Reports Setup Ti

Customer

$0.00 $25.00
Consignee Customer $0.00 $0.00
$0.00 $25.00

) Taxt: $2.50

United States

"Emer SKU/ CODE and Select Clerk ‘

Clerk [user Administ -| Cashier admin

Total: $27.50

- Details

W erntRecépt [ PrntGiftRecept Total Items 1 [ESC] Logout Cashier

Code Description Clerk |y unit Price|  ExtPrice T... Produ... | PWT| ExtPWT | RegP...
TEST Use.. 1 $2500  $25.00 x $27.50  $27.50  §25.00

| o]

[F1] POS Help | [F2] Discount | [F3] Recall Trs. | [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer

[F7] Change Frice | [F8] Change Tax | [Fo] Change Qty | [F10] Change C\erkl [F11] Delete Item | [mz]msaeuaneousl

Payment

1. The current customer is displayed at the top left of the
POS window.

2. Click on Chg Customer at the bottom of the screen.
payment.

3. In the pop-up window, double-click the customer you
want to assign to the ticket.

Please Note: To add a new customer please see the “Adding

a New Customer” section.

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com
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PAYING OUT A TICKET

$25.00

AR Balance: $0.00 $0.00
/R umi: 50.00 $25.00
Points: 0 Taxt: $2.50

Enter SKU / CODE and Select Clrk
Clerk [user Administ =] Cashier admin Total: $27.50

1. From the POS screen with items listed, select Payment
on the bottom right.

[ [ s E5C] Logout Costier
ot Descrpton Cer |Gty Unt__Price] B Prie T. Produ..__PWT BXPWT Reg..
2500 750 sz sz

L e e |

[T P Pev—— y—, peo— pa—

Payment

Transaction Payment Details

Cancel $27.50

Payment Type Amount Reference

casn [ I
AR: $0.00
Store Credit ’W ’—
GiftCard [ s000[
Points: $0.00
Visa $0.00
MIC $0.00
Debit: $0.00
Amex: $0.00
Cheque [ s000[
Deposit: ’7 ’7
Discover. $0.00

‘Invoice j Expires I JEl

| Complete Transaction I

2. In the pop-up box that appears, click inside the box next
to the desired payment type.

3. Manually type in the amount being paid or press the
keyboard’s Insert key if the customer is paying the exact
amount owed. Press Enter on the keyboard.

4. Click on Complete Transaction.

Post Transaction Details
CHANGE DUE

$0.00

Last Transaction #
1-10

| — |

| Print Gift Receipt I

Print Backing Slip |

Print Mailing Label / Envelope

Print Shipping Label

Print Transaction Custom Form |

| Email lnvoice

Another pop-up box appears displaying the change due to
the customer.

5. Press Enter on the keyboard or click OK once the
transaction is finalized.

There are additional options to Print Receipt, Print Gift
Receipt, and E-mail Invoice.

PAGE 8
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PLACING AN ORDER ON LAYAWAY

1. Assign the order to a customer (required).

2. Select Payment.

Transaction Payment Details

Cangel $2250

AR Available: $0.00

Payment Type Amount Reference
| Cash: | $5.00 | ]
[ s

Store Credit: ’W ’7

Gtcard: [ so00 [

Poms | w0
Visa: $0.00

we: [ soo0|

Debit [ so00|
Amex: $0.00

Chegue: [ soo0 [

Deposit: ’7 ’7

Discover: ’W ’7

| Complete Transaction |

5. Select Complete Transaction.

3. Enter the amount being paid as the down payment.

4. Change the transaction type from Invoice to Layaway.

Post Transaction Details

CHANGE DUE

$0.00

Last Transaction #
1-10

Print Receipt

Print Gift Receipt

Print Packing Slip

Print Shipping Label

Print Transaction Custom Form

Print Mailing Label / Envelope |
Email [nvaice |

6. Click OK to finalize the transaction.

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com
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RECEIVING A PAYMENT ON A LAYAWAY ORDER

- led - .
= $0.00 $0.00
James Smith $0.00 $0.00 ) ) o )
o == pare Please Note: These instructions are for receiving a partial
s payment. For finalizing a layaway order, please see “Paying
[ Y e " Balance of Layaway Order.
1. Assign a customer in the POS window.
V' PrintReceipt. ™ Print Gift Receipt. Total Items: o [ESC] Logout Cashier
T T T T T AT 2. Select Recall Trns on the bottom of the screen.
Assigning the customer prior to recalling transactions forces
the display of transactions only for the customer assigned.
If you do not assign a customer first, all previous transactions
are displayed.
| )
[F1] POS Help | [F2] Discount it | [F3] Recall Trns. 1 [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer |
[F7] Change Price | [F8] Change Tax | [F9] Change Qty [F10] Change C\erkl [F11] Delete Item | [mz]msaeuaneousl Fayment

Layaway items are displayed in green.

¢ GrenCusoner Tonsachon Date: [ 72874 =]  ShwMiSows i Rdwh i i
omomn CTwwie [TERI T ewmee — 3. Select the transaction for which you want to make a
— emlEs payment.

Til Name | Number | StorelD | CustomerlD | Company | Nams

ee [ Int

FTRETALL &
FTRETAIL 3.

20140704 ] $S0.00

4. Select Receive Payment at the bottom of the screen.

HTRETAL 2
HTRETAL 3

T
1
]

£ .
000 Completed
5000 12lee

20140114 1.
Paymeni | 20140114 1. S0.00

Process Payment
i~ Transaction Payment Details

Cancel | $10.00

Receiving Payment on: 3

Payment Type Amount Reference

Cash: 510.00
ar [ I

Store Credit: | 5000 5. Enter the payment amount and select Complete

Gficard: [ so00] Transaction.

oints: 50.00
P\ﬁ:ﬁ B m— The payment amount is removed from the outstanding

| amount on the layaway order.

pevit [ soo0[
Amex: 50.00
Cheque | sooo[
Deposit [ oo [
Discaver: 5000

Complete Transaction |

PAGE 10
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PAYING BALANCE OF LAYAWAY ORDER

| 3 $0.00
James Smith $0.00
$0.00
Points: 0 Taxt: $0.00 . . .
Urited Sates 1. Assign a customer in the POS window.
[~ Enter SKU / CODE and Select Clerk
o ] o sy | T 2. Select Recall Trns on the bottom of the screen.
B Assigning the customer prior to recalling transactions forces
—— — the display of transactions only for the customer assigned.
If you do not assign a customer first, all previous transactions
are displayed.
| )
[F1] POS Help | [F2] Discount it | [F3] Recall Trns. 1 [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer |
[F7] Change Price | [F8] Change Tax | [F9] Change Qty [F10] Change C\erkl [F11] Delete Ttem | [mz]msaeuaneousl Fayment

Layaway items are displayed in green.

Clommicmmn | ymaesoan [ vz Bl F oot e 3. Select the t tion for which y t to pay th
¢ amcmns € mmno | R — — . Select the transaction for which you want to pay the
E—P =T balance.

Til Name | Number | StorelD | CustomerlD | Compary | N o [ Total | Paid | Paymen.__| Total Paid | Total Owing | Reference | Int
e —— e Select Receive P he b fth
R B o AN W oEE B s 4. Select Receive Payment at the bottom of the screen.

SIL=IES]

e — e @8 — r—— [r——— |
To Change | Tsoms TSk T Descrpien I Pace [ Beg Pr_| Produciinber [ Se | [ Depaimert Tsae. T

et : =

5. In the pop-up screen, check the box next to Qty To
Change at the top right of the screen.

6. Check the box for Convert to Invoice at the bottom of the
screen.

7. Check the box for Finalize Layaway at the bottom of the
screen.

8. Select Make Change at the bottom of the screen.
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PAYING BALANCE OF LAYAWAY ORDER (conTinuep) RETURNING OR EXCHANGING AN ITEM

Logout. Gustomers Vendors. Inventory, Reports:

Time Card

Day End Setup Time Card

[ Customer —————————— - Customer Account

claned DT EE Misceleneous | QuickPay | Flave [ »
Store Cradit: $0.00 || Reg. Price: $25.00 [E— Store redi: $0.00 || Res.Pree 50.00

i ohn Smi e — ShitF12 Gt Card Certicate |

Jzs STl AR Balance: $0.00 Discount: $0.00 TS Canj||- = S0 /
oo stotal o0 ARLmt: $0.00 | subtout s0.00
R Limit: X Subtotal: X i
AR L # e 3 Jacksonville, Florida points: 0 || sdesTex 50.00 Altens.
B Points: 0 Tad: $2.50 [ [unitedstates 50.00
i ShRFD
United States —
Enter SKU / CODE and Select Crk

Enter SKU / CODE and Select Clerk | — Cek: [POSSA 7] cashies [POSSA Total: w’ )
i o i) | Tota r— e e || S| 1. From the POS screen, select Sales Return on the right

. Code Descrption [ Cleric Qty| Unt|  Reg.Price| Ext Price| Discount | w’ | f h I n.
The main POS screen appears. —— side of the scree

W prntrecept [ Print Gt Receipt Total lems: 1 QoM [ESC] Logout Cashier
SHFS GiftRegisty

Code Deseription Cerk | Qty] Unt] Price] Bt price] T Produ.. | PWT] B PWT] RegP.. 9 Select Payment —
TEST admin 1 $25.00 $25.00 x $27.50 $27.50  $25.00 . . Shift4 SalesRetum
e Trnsacton Atsbutes

K — ]

Furosnes | Faoson | Fanetin | Faovents | Fsiswisson | reichocusoner |

2 [ swpa
= | EpandaL

Payment

T e [ Fer— per— —

| o]

[F1] POS Help | [F2] Discount | [F3] Recall Trs. | [F4] Open Till | [F5] SKU Lookup | [F6] Chg Customer
Payment
[F7] Change Price. | [F8] Change Tax | [Fg] Change Qty | [F10] Change Clerk | [F11] Delete Item | [F12]Miscellaneous I

Time Card

Scan or Key in Invoice Nunber Invoice Note tem Note

Scan or Key in Code to retum

temCode: O Eo = Addtem
TEERHIBRTT Close. Finish. Go Back to Sale
Transaction Payment Details — | s |

2. Enter the invoice number from the customer receipt and

Cancel $0.00

0o 0 HT1468 1 $19.00 $19.00 Bitersweet Dreams 30m, Gold Seres P0S S. . . . . .
H D 1 s e St g Leeloml. o5 select Load Invoice. The invoice will load with all of the
A/R Available: $0.00 8 o [imes A — oy o o —Tross : . :
g e —am = e it items from the original transaction.

Payment Type Amount Reference

cash: [ swoo[
ar [T
Store Credit | s000 [
GiftCard |  s000[
Poms: | sooof 10. Complete payment as you would for any other sale. . | .
vea [ soo0|
wme: [ sooo|
Deot | sooo |
amex [ so00[
Cheque: ’m ’7
Deposit: ’7 ’—

DiSGDVe[: SUUU ‘Scan or Key in Invoice Number Invoice Note kem Note:
‘Scan or Key in Code to retum
| J Expires | J [CSNCY E— o= sieen
| Complete Transaction || ol Torns ! o PV
e LA R s e 3. Select the item(s) to be returned/ exchanged and then click
1 0 HT1513 1 $19.00 $19.00 Cocoplosion 30mL 12% Gold Senes POSS. | - =
= ————— Finish, Go Back to Sale.
Oo 0 HT1025 1 $6.00 $6.00 Coffee 10mL 24% Nicoti House Ravor POSS.
| [l | 2l
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RETURNING AND EXCHANGING AN ITEM (conTINUED)

POS  DayEnd

Logout 'Custormers Vendors Inventory Reports Setup Time Card

) 3

Costomer Lt
2 Hide actve AddNow Cusiomes
PRy E— ST .
‘ - g
WerberiD [ CisomeriD | Lo ame [ Fra Name [ ColProne Thgis T Conpany [ Gy TProvoos. [ Posa /25 Cote [ &
12 S S Sscksonvle s
1 “THANKYOU=
Rl | |
ety Addess .
Customer Type: [Regular Customer 7] | | Adcress: a: | = o
Sahsation: | =] | | County: [ =] Prov./sate: | =] Postal/Zp: Map
First Name: r \ddr
Last Name: [FTHANKYOU Acdres: Ca: | I |
Company: Courtry: [ =] Prov./sate: | =] Postal/Zp: Map
st Tax Exemptions Picture Notes .
O Mail Subscriber [ Email Subscriber Store Credt Balance: $0.00 | | O Sales Glear Zi
Cortact o —
3 | cmnsnen (T Load
Poez [ [ || PorsEamed vew|[ 0 Take |
L —
foc [ me| | CustomerSnce: PTBOSOZI06 | 1 sub Customer
CRM ancel ave.
bt [ || Lok Towcion FEOR TR | 2 e = . O |
pl |

4. Alternatively, if the customer doesn’t have their receipt,
click on the Customers icon and then select View
Transactions.

Re
I " Curent Customer  (+ Transaction Date:  [10/23/2015 x| I I includes Last 31 Days Transactions. T~ Show Al Stores. P Refresh.

)
Setup _Time Card

€ Oustandngs € Transaction: [ Transaction Type: [Al Types =] T RecentOny Close.
Search: [ oses| &
Number | Stor... | Custom... | CustomerName | Type | Date [ Total| Paid[Paym.. | Total..| TotalOw..| Reference | Intem
3 1 - John Smith Invoice 20151023 173205 S000 000 5000 1
2 1 1 “THANKYOU™  Invoice  2015-10-23 172120 $3531 $3531 Cash  $3531 000 1-2Invoice
1 1 5l “THANKYOU™  Invoice  2015-10-23 170535 $3025 8025 Cash  $8025 000 1-1Invoice
L I 1]
View / Re-Pit Transaction | Receve Pament | | Vaid Trensaction |
More | Cred Card Auth Fom_| | Retum i |

5. You can then view transactions by Customer or Transac-
tion Date to find the Invoice Number.

- L4 L9 </
Logout Customers Vendors Inventory Reports  Setup  Time Card

i €

Enter SKU / CODE and Select Clerk

Customer — shipping Changed Customer Account — e
‘Store Credit: $0.00 Reg. Price: $0.00
SMASuAIS AR Bssnce: 5000 || Dscount: s0.00 SHfvE12 Gft Card Certficate
AR Limit: $0.00 Subtotal: $0.00
Sacksonvile, Florida pons: 0 || ssemax s | | Stsuceonsen |
United States S
T st
50.00

T Gei: [POSSA =] casie:[POSSA

—

47, Change shp To Add
Reg.Price| Ext Price| Discount | w

Shifi76 Rental /Resenvation
ShftFS GftRegtry

Details.
[V PrtRecept [ Print GiftReceipt Tota Items: | o ESC] Logout Cashier ]
Code | Description Cerk | Qty| Unit
HT1513 Cocoplosion 30mL 12% Nicotine POSSA -1 $19.00 ($19.00)
HT1512 Cocoplosion 30mL 6% Nicotne  POSSA 1 $19.00 $19.00
« 5

ShftF4 Sales Retun
ShftF3 Transaction Atrbutes.

Fueosrep | Favsant | Firectine. | Faopenn | Fsiswioos | oo cusoner e | swea
7 chonge price_| sl change x| 51 v | | Fuloseteren | e Ere—

6. If this is a return, press Payment to refund the amount
for the item(s). If this is an exchange, scan the new
item(s) as if it was a normal sale and then press
Payment to open the Payment screen.
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RETURNING AND EXCHANGING AN ITEM (conTINUED)

[F7] Change Price ||Felcmme1'ax Irfﬂmew |v

J
Time Card
Customer — Sipping Adiress Gianged Customer Account corel
St 000 || pes e soo0 | e T
John Smith AR Baance: 50.00 Discount; $0.00 aymertType | Amoure | Refeence
ARt 5000 | bl s0.00 o T
Florida ponts 0| ssesTax $0.00 7 | —
[United States 50.00 visa: [ so00
[ $0.00 Discover 000
[~ Enter SKU / CODE and Select Clerk |
¢ = ) .|
. <] cuec[possa | Total: $0.00
Clerk : |POSSA Cashier; POSSA = ’W]—
[ Detais Git Card: $0.00
¥ printRecept [ PrintGit Receit ot Items: 0 {esc] oot Cashir| o T —
Code [ Description [Cerk | Qty| Unt| Reg.Price] Ext Price Discount | = 0
HT1513 Cocoplosion 30mL 12% Nicotne POSSA EY $19.00 ($19.00)
HT1512 Cocoplosion 30mL 6% Nicotne POSSA 1 $19.00  $19.00
.
S Al ww
T | c [/ $0.00
© oma
Furosnds | Favsant | Faneaims. | Faoenn &
- voce
Notes

| Faswissn | Faicrocusone | ® ot
[ o o

7. If this is an even exchange, you will notice the transaction

amount doesn’t change since the return and the cost of
the new item cancel each other out. If the cost of the
new item is different than the original, then the amount
due will be displayed. Press Complete Transaction to
finalize the return/exchange.

RETURNING AN ITEM (WITHOUT ORIGINAL SALE DETAILS)

Please note that if an item is returned using these instructions, you will not be able to track the return to the original sale.
If possible, we recommend using the “Returning or Exchanging an ltem” instructions for more accurate reporting.

=
*+THANK YOU** X

<>

o o
e

Clerk : |User Administ ~| fler admi
e - s [
= = e T =
e, B
ol ] ]
08 et i 10080 e st 0 G
—

Y PSS e [V enpe— p—

. From the POS screen, ring up the item being returned as

if it is being sold.

. Select the item.
. Choose Change QTY.

| Cument Gry: \ 1
| ‘New Gty | -1 |
‘ Ship: | I -1
‘ Back Order: ‘
Make Changes Cancel

. Change the New QTY to negative by pressing the minus (-)

key on the keyboard.

. Type in the number of items being returned.

Example: “-1” or “-5”

. Select Make Changes to confirm the total items being

returned.

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com
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RETURNING AN ITEM (WITHOUT ORIGINAL SALE DETAILS)

In the Total box at the top right, the negative quantity and

Customer
$0.00 || Reg.Price
$0.00 | iscount:
$0.00 Subtoal;

**THANK YOU**

Enter SKU / CODE and Select Cerk

dollar amount represents the number of items returned and
o the amount that needs to be paid out.

($25.00)
(52.50)

7. You can refund the item for cash, credit, gift card or store

T clrk: [oser Adwinist ] SN admin Total: credlt
re— e o — a. If you If you would like to refund the item for cash,
- e R e e credit or gift card, click the Payment button.

b. If you If you would like to refund the item for store
credit, you must assign a customer to the transac-
tion. To do this, select Chg Customer at the bottom of

F the screen and double-click the customer you want to

i L e

P . v e [ p— L assign to the ticket in the pop-up window. Once a

customer has been assigned, press the Payment
button.

PAY IN/OUT

1. From the POS screen, select Paid In/Qut on the right side
of the screen.

rocess Payment
Transaction Payment Details

Payment Type Amount Reference
| Cash [ (52750 | ]
[ sowo[
[ s
Gitcara: [ |
[ s

Visa $0.00
M/C: $0.00
Debit: $0.00
Amex: $0.00
Cheque: 50.00
Dopost [ wm[
Discover: $0.00

Invoice j Expires [ £l

Complete Transaction |

8. In the pop-up box that appears, select the box next to
Cash, Gift Card or Credit Card and hit the Insert key on the
keyboard to automatically apply the return amount.

If you manually enter the amount paid, the amount must
be enclosed in parentheses.

9. Hit Enter on the keyboard or click on Complete Transac-
tion.

Paid In /Out

& Paid In C Paid Qut

Last Transaction #

Print Receipt

Print Gift Receipt

Print Packing Siip

Print Shipping Label

Print Transaction Custom Form

Print Mailing Label / Envelope |

Email Invaice

OK :|

10. In the pop-up box that appears, click OK to finalize the
transaction.

PAGE 16
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Feeon T | 2. Select either Paid In or Paid Out.
fomount__ | $100.00) 3. Select the reason from the Reason dropdown menu.
Taxl:
I ‘ d 4. Enter the amount to pay in or out.
——
[ 5. Enter the tax (if applicable) and select complete when
Total: done
I Complete: I Cancel |
Transaction Payment Details
Cancel $0.00
AR Availble: $0.00
Payment Type Amount Reference
Cash: 5100.00 .
I e— Paid In
—r— You are prompted for the payment type, and you complete
T the transaction the same as if you sold an item.
via: ! Paid Out
MIC: 50.00

Debit: 50.00

Amex: 50.00
Cheque: 50.00
Deposit: ’7 ’—
Discover: 50.00

Complete Transaction |

The only option available to pay out is Cash.

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com PAGETT



ADDING A NEW POSITION

Ll |57 | 4 F

POS Day End Logout Customers Vendors Inventory Reports "Setup Time Card
Employees  Stores  General Seffings  Inventory Settings  Printers and Local Seftings —— Shipping  Advanced
P :

Fostion Store Created At Number Cf Employees
“Administrator Store Name Goss Hers 3

U U
g

1. Select the Setup menu button.

2. Select the Positions tab.

Several administrative positions are set up by default:
e Administrator

e Manager

* Cashier

DO NOT MODIFY THE PRE-EXISTING ADMINISTRATOR
ACCOUNT.

I Ackd Postn I Changs Name | Delets Poston | Save Postion | Ces | <| 2|

THTRETAIL DB HTRETAIL\SQLEXPRESS P05

3. Select the green Add Position button at the bottom of the
page.

gl Eri ! B i

Logout Customers VerTgnrs Inventory Reports Setup Time Card

4. Enter the title of the new position.

5. Select Save Position at the bottom of the page.

Positions Employees Stores General Settings Inwentory Settings Piinters and Local Settings Shipping Advanced
TS g | %“m 6. By using the + icon on the right side of the screen, the
0 oM v permission tree will expand. Then modify the permissions
New Store Name Goes Here. 0 ¥ Reporting
. as needed.
7. Select Save Position at the bottom of the page.
EASEIS Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com

ADDING A NEW EMPLOYEE

nventory Reports Setup Time Card

Fasiions Stares  GeneralSetings  Inveniony Sellings  Piinters andLocal Setings  Shipping  Advanesd

Postion [ Store Created A [ Number Of Employees | Invertory
Administrator New Store Neme Goes Here 2 Customers
Cashier New Store Name Goes Here 0 Vendors
Employee New Store Name Goes Here [}] Foint Of Sale

Reporting
[ Setwp
] Management

1. Select Setup.
2. Select the Employees tab.

p 9
ftory. Reports  Setlp  himelcard

Postions ~ Employees | Stotes  GeneralSelings _ Invertoy Selings_ Piters and LocalSetings  Shipping | Advanced

3. Select New Employee.

Soach — = Aocesto Sore: [ Saes R | |
o tine Tios ome Tleemare Trone I T T IED
Aamoiar
703 Sytem prichmind PoS5A i
Ueer Powsnser pomaer 3
[Add New Employee 8]
(- Pesonal fomaton [~Logn fomaton Aisbutes
[Fsttame_Tion ] [Etheome ot ] [Gsememe TiSmis e 1
Prone [ Mobie [ |Pusmun Er | e a—
Emal [ Lo enager
I Lol L | em ||
[~ Home Address P
kile S Aocess |
feD Store Name Goes Here 5
— e —
& 7 o Clerks List
Province/Stat |- Select A Province/State - = (0 By
Cex
County [Unted Sites E|
Gt | Bowse || 5 gt st e |

4. A pop-up box appears. Enter the employee’s First Name,
Last Name, Username, Password, and Position. Once
entered, select Save.

Please note: The “No Re-login POS within” setting will set
the time allowed before the system logs out the active user.
If left at “0" the user will automatically be logged out after
each transaction.
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MODIFYING EMPLOYEE TIME CARDS TIME CARD REPORT - GENERAL REPORT

ol

Logout Customers Vendors. Inventory. Reports Setup | Time 1. Hover over the Time Card icon. Logout Customers Vendors. Inventory Reports  Setup  Time Card 1. Hover over the Time Card icon.

Time Card Sign In i Time Card Sign In .
Time Card Sign Out 2. Select Time Card Report. Time Card Sign Out 2. Select Time Card Report.

Time Card Report Time Card Report

’VBegm Dete: s B 072078 v Dt or 077 ] e Buid Gy P ! Begn Date: [Wed Jan 01,2014 ~] End Date] on Jan 12,2014 <] |5 Feiresh ] [ muidaey___] Remove Esing cuey |
_H:Z’:; [ i s | HE 5:;; s | Q8
Clerkc [ store [ Date [ Statt Tme [ End Time [ Breaks(Minu... | Total Hours [ Memo
Cletk [ Store [ Date [ Start Time End Time. [ Breaksiinu_ [ Total Hours [ Memo John Smith Store Name .. 20140113 Man  0250PM 25PN [ [X]] -
A R ] e ol Dufmke ganm gL TR 3. Set Begin Date and End Date.
e e s R 2 nﬂg From here you Can: Store Name 2014-01-13 Mon 02:43FM 02:51 PM 5 nDan 4 Select RefreSh
* Add a missing Time Card . . . ,
_ o All time cards are displayed. Choose Print Report to print
* Edit an existing Time Card exactly what is listed or choose Build Query to filter results
* Delete a Time Card prior to printing.
| 2l 2 ] o
Add | [ Edit 11 Delete | Pict Report A s Dete |
.
= - ‘ : A sample report is shown here. You can:
| * Print the report
From danuy 01, 2018 7o oy 13,2014 | ° Email the report
' '  Save the report as a digital document
e e Please Note: Contact Harbortouch POS Support for assis-
tance with setting up email access.
PAGE 20 PAGE 21
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TIME CARD REPORT - QUERY

[ Search Citeda
[ Beon et Tuvza Jan 07,2014 ] End Date [ Vion Jan 12,2012 ]| |45 Feefiesh ] [msidasey.__] Remove Bxsing Guey |
L
~Resuts
Search: 5 seach | E)S
Clerk [ store. [ Date [ start Time [ End Tme [ Breaks(Minu.. | Total Hours | Memo
John Smith SoreName . 20140713Mon 0250 M 0251 PN (] (L]}
POS System Administator  Store Name .. 201401-13Mon 0251 PM 0251 Fl 0 001
User Administrato Siore Name .. 20140113 Mon 0248 PM 0249PM 0 000
User Administrator Store Name .. 201401-13Mon 0249 FM 0251 PN 0 0.03
Total(d): o 0.05

Here is an example of building a query to view only John
Smith’s time card:

1. Set Begin Date and End Date.
2. Select Refresh.
3. Select Build Query.

BkdQytor T ot :
j—

€ ap € oR

(o —

e

:

ot Nome T Jremse o
Cont Mg i

T E—|

A popup box is displayed.
. Select Search Criteria Clerk Name.

. Select Filter Options “=

. Check the box next to John Smith’s name.
. Select Add.

4

5

6. Select Load From List to view all available users.
7

8

9. Select Done.

lrﬁegw Date: [Wed Jan 01,2014 =] EndDate{Mon Jan 13,2014  v| ufi. Fefresh Remove Existing Query

Results .
I—TY RS 10. View the results of the query.
Clerk [ Store [ Date [ Start Time. [ End Time: [ Breaks(Minu... | Total Hours | Memo
John Smith ‘Store Name 201401-13 Mon 0250 FM 0251 FM o 001
PAGE 22
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CREATE A

NEW SKU

1. Select the Inventory button.

) { = |
Liogout. Customers, Vendors  INVertory

Special Order  Inventory Count  Transfers

(=F=% Impott Skus

E BRI <)

Reports Setup . TimelGard

New Skur
sl :Dm o,

2. Select the Create New SKU button.

o | Pices Invertay hems & Laokigs  Wha Bought This hem

—— =
s [0 owes Fmews (DML — H
o Te e

a . 3
—,
Group: Unk Type: - -

OmGas |ostens |
== N — 5z g
o= omy: [ . | — P Lobes o —
Seaoon J i Sov |

. Enter Description.

. Select the Vendor.

. Select the Department.

Select Tax Options.

Enter the Reg. Sell Price (sales price).
Enter the List Cost (store cost).

Select the Edit UPC/Lookup/Serial# button.

© © N o o A w

Info Fiices ~ Inventoyltems & Lookups | Who Bought This tem

Sk Begins Wi T cosew| ES

o
’7me oo Dz 255 oo [T Fes G ot lfonrieng o] v ||

5o Dot [ D2 [ soe [ Desciion

TVewi [ Depinent | Foduct N[ Sore Locaton |_GOR] _SotD[ ComT]_Goo[ o]

I SrowAlStores [ Show Al Dims

ity 4Gy i Labes FY e |

10. Select the Edit Selected Item button.
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CREATE A NEW SKU continue) MODIFYING LOOKUP/UPC

- — The following will adjust the inventory quantity of the item
T —_— . . 1. Select the Inventory button.
e —— ) you have just entered. This should only be done when enter- Y
" e[| —— ing a new item into the POS system. Adjusting inventory for 2. Select the item that needs to be modified.
S — an existing item should be done using either Purchase Orders
N — or Inventory Count.
Resson: [ =] . .
L — 11. Select the Adjust Quantity On Hand check box.
12. Enter the New Quantity on Hand.
13 Select the Reason. o
Fe | [0z e 2 . .
14 Select the Save Quantity Changes button. e 13- b - 3. Select the Edit UPC/Lookup/Serial# button.
Poacs [ ||o
- T — E
OmGop | Optors | Doz Reo SlPice: [ SO0 SpecalPree]
F—HIE R B

uf;‘: == 15. Select the Lookup/UPC tab.
16. Select the text box and scan a barcode.
17. Press the Add button. i e -
18. Exit when done. e ! 4. Select the Lookup/UPC tab.
Multiple barcodes can be added to an inventory item. 5. Select the text box and scan the barcode.
6. Press the Add button.
e 7. Exit when done.
Multiple barcodes can be added to an inventory item.
MODIFYING AN EXISTING SKU —

1. Select the Inventory button.

2. Select the item that needs to be modified.

Info | Pices  Inventory tems & Lookups  Who Bought This tem

o L —- e 3. Make any required modifications.
Podits: [ | |g
Gom: [ ummee | | | O Pataay =
B

T T 4. Press the Save button.
Vendor: [Test Vendor omt: [ O Rental s [ o PGy 1
Brand: Dinz: Gl Lt Cost %@ PGUE [ | LEUPCAsokup/Sers
Dept:  [Habortouch omy [ ] Depost: [ 777 | Recent Landed 000 Points: [ 0 Pt Labels
Seson [ ot [ | | Reoyle: [0 | Avs.Cox [0 s [ w000 |5—|
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CREATING A PURCHASE ORDER

Order Date From: [y Sep 08,2013 7]
To:  [Thy Feb 06.2014 ]
[ Hide Finaized  ufi Refiesh

1. Press the Inventory button.
2. Select the Purchase Orders tab.
3. Enter the New Order Name.

4. Press the Create New Order button.

CREATING A PURCHASE ORDER (coNTINUED)

ts Setup TimelCard
SpecialOrder _Inverlow Count Transters

Purchase Order:_asd

Dates Totss Memo | _Tox, | Atibues
L Oter [Tha Feb 06.2014 3] ' Show Received TEP)

T Shioping: | | ™ Show Posted Totals

I™ Cancel j Received Gy: 0
Gt [ | .|| | osuen[T e os o
TobenCoxt [ 000
~Tems and Concis Dscot: [ 5000
o ‘ EtaCous [ 00
Shopng: [ 000
E T Shpmert Tems
owy: [ S0
ReumPoioy: | Moo, Cons: [ 000
Last Edted By Clerk:
Quarity Restrcton: | STt [0 | o
Fee Ship Drec to Checked Sors:
[Wellece's Bot € Tack _Copy | Adcres: 65 Dancy Pt Fozd Gay: [Fampion

=

SelectSiore | Cusomer | County: [lnted Srtes 7] Provnce / St g =] Postal /20 Code: [2566%

et
[Walace’ Bat 8 Tack| _ Copy. | Acthess: 85 Dandy Port Fond Cty: [Fompion
St s Courty: [Unted Sstes =] Province / Sste: [Vearia =] postal /20 Code: [2566%

Atorddtens | Cowbos | [swebeme ] i cowro

5. Select the vendor.
6. Verify the Ship To and Bill To.
7. Select the Save Details button.

LY = £ £ <
POS  DayEnd | Logout Customers Vendors Inventory Reports Setup TimelCard

Skus Inventoy  Puichase Orders | Special OiderInventoy Count_ Transfers

PODag Post Purchase Order: asd
Quick Add _Negative / PO Retum
= s | | O
s o Wit Tax
Search: 5 search | E] & ‘ P Show all stores. 2D Viewer

8. Select the Order/Receive tab.
9. Enter the Item Code that needs to be added.

Please Note: If unsure of Item Code, select the magnifying
glass to search all inventory items.

10. Select the Qty check box.

11. Enter amount of the item that is being received (not the
total amount of item in store).

12. Press the Add Item button.

13. Repeat process until all items that have been ordered/
received from that particular vendor are added to
purchase order.

§ LS
orts Setup  TimelCard

PoDes Detfecne | Fos
QuickAdd 1 Negative / PO Retum
(Wde ar—— e BT P Otrtems Tl
I~ Pkg
Tota Vith Tax
Search: [ iosem| H& ‘ ' Showall stores 2D Viewer
o [ S [Dim1 | Dm2 [ ] [ Descrption T Product Namber st Cost | e Discouri | Rem B Costs | Uni Cost | Order Giy [ | Tl [ Ca
= — = = === =
<
Add/Ed Gy, A Special Order| .k Slectedtoms | _Remove Selcted ems | . i Repotsabels | [Epecme—_] ¢ cosero

Receive Selected ltems With Cost Editing
Receive All ltems With Cost Editing

15. Select Receive All Items With Cost Editing.

Receive by Exception QTY ONLY
Receive by ltem QTY ONLY

PAGE 26

Harbortouch Technical Support: 800.632.1888 | www.harbortouch.com/support | possupport@harbortouch.com

16. Make any necessary adjustments after inventory has
been received from the vendor.

17. Press the Receive Items button.

o T

8o
i

lii!
L

Stoora oo pun
our 8
e Cote Fa

Fil Tt
™ ecee By Padese o
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CREATING A PURCHASE ORDER (conTINUED)

Tmecard

18. Select the Purchase Order.
19. Press the Post button.

20. There will be three popup boxes that will be displayed.
Select YES to all of them.

21. Select the Close PO button.

Sor 5o D1 D2 [ [ Decion [Resing e[ FouDate 5 Con [ Ton D [ om B | _Loed Cos [ Gy Recoived
oz Tao Admrvsrtor ™ Z1E2ETOIT T 00 00 T SO0 %0 0

|
20 PO is Finalized Print Reports/Labels. Edit kems Cost | I bl Close PO I
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REPORTS

~

Logout Customers Vendors Inventory R

EX

P &
eports, | Setup  TimelCard

1. Press the Reports button.

) Saes & Layaways By
B Morthly Sales

Discourt Reason
Vendor and Depatiment
Customer Type

Morih

Buid Query

Remove Exsing Query

No Query Active

Select Date.
From  [Sn Feb 012015 ]

T [T var2zan 5]

Preview Repot.

I Rawoss  Setp FavosieReports

Setup Time Card

Sales By Vendor

Sales Summary Sales Taxes By Tax
Payment Summary | Sales Taxes By Tax
| Sales Taxes By Tax |

Sales By Sku

Sales By Department

Sales By Customer
Type

2. Select the report you want to view.
3. Press the Preview Report button.

Please Note: The panel on the right side of the screen will
hold all saved quick launch reports. To access any one of
these reports just select the date range and select the report
you wish to view.

el Bk To Prtec

Store Name Goes Here

From Januay 01,2014

Bost Selers List By Sku

#5POS Sofware Unregistered =

Options to save document:
e Export
* Email

* Print to printer (this will work only if there is a full size
printer attached to the POS system or network).

Please Note: Contact Harbortouch POS Support for assis-
tance configuring a full size printer or setting up email access.
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ADDING A NEW CUSTOMER

MODIFYING AN EXISTING CUSTOMER (CONTINUED)

&)
Satiip Time card

1. Select Customers.

2. Press the Add New Customer button.

[Add New Customer [0/

e T 3. At the bottom of the window, add as much information as
possible and select Save.

s
1| [ A [

cty:[ = |
Couty: [Uoted Sen =] Pov/stme: [ 3] Posalzo vap

First Name: ‘Shipping Address ¥ Same as Address
Last Neme: [ I el
e { T El T 7| |

[
P — M#Hm = 4 At minimum, you must enter:
o s | Lot 3 sdnd 4 * First name
:;“ ‘!—TLI :”T'“:m:;l gs:;i“’"“" Consignment | _CRM LossDetsi | Concel o

e Last name

¢ Phone number

MODIFYING AN EXISTING CUSTOMER

[~ Identity [ Address

Customer Type: [Regular Customer v| | | Address: [ cy: [ K|
Salutation: ’% : Country: [Unied States =] Prov/State: [Formmivana =] PomalZo:  Men | . .
e [0 s e T st o 3. In the bottom of the window, make any needed modifica-
st Name: [Smit Address b
Company: | Courty: [Unted States =] Prov/State: [Fernsvaria <] FostalZe M | tionS and ress save.
MemberiD: [ Taut Exemptions Picture p
—— Em”””m; e || ill Please Note: If you do not see all customers, note the check-
e e R | =|  boxes along the top of the screen and make sure no custom-
Cell Phone: . .
[ i | [ cosomerSroe. O B | 1t Cumomer ers are being filtered out.
o |7T_I o e ESAZC: | il g

ADDING A DEPARTMENT

i § &)
Logout Customers 'Vendors Inventory Reports Setup Time Card

1. Select Customers.

" - E 4] '
@ Lq LS S
You will see a screen that lists all customers.
s [— as o e .
Compary fr::":r:m ﬁm Thddmss [ Gty |m:. TPhone 1 [ Phone2 | CallPhone [Fax [ Emal \?;mrmwmwm TFosay I:ﬁl 2 Select the customer tO modlfy
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POS Day End Logout Customers Yendors Inventory Reports Setup  Time Card
Posifons | Employees  Stoies  General Seftings Piinters and Local Setiings  Shipping  Advanced 1 . Press setup
Pasttion [ Stors Created At [ Number OF Emplayses [ w1 -
Ainisiota S ane Goss P 3 o 2. Select the Inventory Settings tab.
WManager Store Name Goes Here 1 B
e
R
e
GEm
3. Enter the new department name.
tl. [ [ i A
"7, | erd L% - &
Logout Customers Vendors [nventory Reports Setup Time Card 4- PreSS Add.

= e =T Sub-departments can be added by clicking Add when a
Smfosen || [Seon et s = Dk department is selected. However, they are not commonly
RENTAL
used.
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ADDING A VENDOR MODIFY AN EXISTING VENDOR

'*E!i E 119 3

Logout. Customers| Vendors. Inventory: Reports  Setup  TimelCard:

-*E!i E 49 9

Logout Customers Vendors| lInventory Reports  Setup  TimelCard

1. Select Vendors. 1. Select Vendors.

[ £ B S (3. Twué
bt ! L4 L= - J - POS . . .
2. Select Add New Vendor. et 2. Alist of vendors is displayed. Select the vendor you would
Tl el e s T el msem ] gl liketomodiy
Vendor Name [Mias | Gty [ Province/State__| Courtry [ Email [ Phone 1 [
Consignment United States
Test Vendor! United States
Test Veendor2 United States
[Add New Vendor -lolx]
= o — P 3. A pop-up box appears. Enter as much information as
e o I : o Ve | Mo ot 3. The bottom of your screen becomes populated with the
e —— = e possible. At minimum, you must at least enter the Vendor e — — — y pop
= e e iy s el — data about the selected vendor. Make the necessary
- ] Maing List Subscrber - @l | _Delte Cortoct | New Cortact | Brand Atached name. Primary Phone [ || Boermpae o000 PamayPhone: [ [ » .
— Sy ———"" o | E—— =— o [— modifications.
| I Y e Y Remove Selcted B ke 4 0 Deeor: 6] 0 €1 Fax |
e . Once completed, select Save Changes. o — e oy PR
e e ey | e T 4. Select Save Changes.
| Y ) emove Sele act <<
| o — | s o Please Note: endors cannot be deleted, but only deacti-
vated.
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END OF DAY END OF DAY (conTINUED)

Payment Expected Payment Qver/(Short)
Tvpe Amount
Icash [ 52250 | $2250 | $0.00|
AR [ $000 | \ $0.00
Store Credit [ s2780) | \ $0.00
Gift Gard [ $000 | 5000 | $0.00
Points [ 5000 | \ $0.00
Vi 000 50.00 5000 Payment type subtotals are automatically calculated.
1. Select Day End from the menu bar. h;fca : - : i } -
o : | - ‘ - : 5. Add up the total of any checks you accepted and enter
Debit 0.00 50.00 0.00 . . .
that total into the Cheque field. All other fields auto-
Amex [ $000 | 5000 | $0.00 |
|Cheque | 8000 | ] 50.00| pOpu ate.
US Cash [ $000 | 5000 | $0.00
Deposit [ 5000 | \ $0.00
Discover [ $000 | $000 | $0.00
Other [ $000 | $000 | $0.00
EBT [ $000 | $000 | $0.00
Penny [ $000 | s000 | $0.00
i (3| [ e wmm owmam | [ —ww Total (55.00) 50.00
& ByStore s Tz S 201 Taxt s
c oymoept [FREAL | | o —o% — % [— . .
e e | e Five sections appear on the Day End screen:
Open Til .7 Reload Git Card [ soo0 [ soo0 [ so00 Total Net Sales: [ 000
,ﬁl 2 fe | Poins [ e — ) Total Discount: [ — R C f .
s - —aa— e = ontiguration area
e - D Dett [ ww [ ww [ 6w R —
wmh = |m e || = * Float Totals Calculator —
o E - e i e s ) S Eamen Sweed  Pamen  Qun(Shon Salos wiTax T e=w
050 [T - ;:Z oot Exol el p—— Fro R [ — o Payment Type SUthta|S Cash [ szzs0 [ szs0 | 50.00 Taxl [ s
w2 [T0 - [0 om o e —T et = S0o0
zz;g !78'!7 S o e f—— nventory Cost: = AR [ 5000 | [ $0.00
so.01 EF:E Penny S0 o S000 H ° Totals Store Credit [ (s2750) | [ 50.00 s0.00
‘:':h‘::: ’% o L B2250) Gift Card [ so00 | s000 | 000 Total Net Sales ($5000)
i [ %0m ° Memo Points [ s000 | [ $0.00 Total Discount: [ sooo
~Total Cash Deposit [ §000 Visa [ $000 | s0.00 | $0.00 + Paid In: [ swo000
Greate GL (Deo),,.,| ™ PrintDayEndReport I Print Paid In'Out ‘Save Paymen Tolals Close. Y _Paid Ou . . .
o] e v T oy All totals now display in the Totals section.
X . . + Deposit: 50.00
Amex [ 5000 [ $0.00 [ $0.00 + GiftGert (P) s .
Crecue ww [ ww [ ww - —— 6. Check the box next to Print Day End Report.
US Cash [ 5000 | $0.00 [ $0.00 : )
Depost = | ww o — 7. Press Save Payment Totals.
Float Totals Calculator Discover [ s000 | 5000 | $000 et 000
. v or ‘ ‘ I ‘ Net AR 50.00
s00s [0 O e e e s | 8 PressClose.
$50° Penny [ 5000 | 5000 | 50,00 FEmo €L $0.00
= 0 = 0 ] — ‘ ST Memo & Memo T Receipt:
520's 0 = 0 .
. 2. Count your cash drawer and enter the quantity of each
§10°s 1 = $10.00 . . . ..
ss's [T = $5.00 type of bill and change into the appropriate denomination
$1 bill 1 = $1.00 bOX' Greate GL (Dec) I print Paid In/Out Save Payment Totals I Glose.
$1coin | 0+ = 0 3. Enter the Cash Drop which is the amount of money re-
3030 o N $0.00 moved from the drawer throughout the day.
§0.25 20 + = $5.00
$0.10  [q0+[ 0 = $1.00 4. Enter the Beginning Float, which is the amount placed in
50.05 5 + = [ sz the drawer for change at the start of your day.
$0.01 25 = o . .
- t+\C - :025 The Total Cash Deposit is automatically calculated and is the
otal Cash: 2250
| total of all of the above.
|+ CashDrop: | $0.00]
| -Beginning Float: | $0.00]
[=TotalCash Deposit: [ $22.50]
© 2015 Harbortouch Payments, LLC. All rights reserved.
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