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ReCPro™ User Manual

Point of Sale Module - Inventory

From the main menu, select Point of Sale > Inventory > Inventory

Version 1.31

Inventory Items screen displays; click Add button to add a new item or click Search to update an item.

Inventory Items

) Wl il Record 0 of 0 |l Ll i sl G )

Wl |\l i Record 0 of 0 o I ) ) ol O

]

Inventory Lookup screen displays. Highlight line item, click OK button.

22 Inventory Lookup
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Inventory Items screen displays. Click Add button for a new record.

!-'IH' - _ / Ttems
) Add (B Delete  EfSave K Clear S Search
Inventory Ttem

Item [D: Coke o Receipt Description: | Coke Category: |Beverages o “ | Inactive

Description:  Coke 12 gunde Can

Details | Purchasing Info | Sales Breakdown

Qrdering | Seling Information Internal Hotes
On Hand: 174 _| Aliow Negative Price
|| Prompt User for Price #Avg Cost: £0.4765
sell UOM: |EA Seling Price: $1.75 o Last Cost: $0.6100
Buy UOM: |EA Sale Bagin Date: 8/31/2020 o
Factor: 1@ SaleEndDate: 9/7/2020 Hext PO:
Reorder Level: 0k Sale Price: s 1.00fT Due Date: d
Reorder Qty: [~ | | Taxable Tax Rate: On PO: 0
Custom Prompt: %]
UPC Cades Cost Information

we = Date

» "
¥ 000000000085 ¥ 1/20/2011 0
11/15/2010 $0.4000

11/15/2010 50,4000
11/5/2010 £3.0000
Record 10f 1 [+ [=]=] Rrecord 10f 4 (W0 e

1. Item ID — this is the text for the button on the POS screen (this should be a brief description). Enter
Receipt Description for sales receipt and type Description for reports.

2. Select Category from the drop down menu — this will tie to the revenue code.

3. Sell UOM (Unit of Measure) and Buy UOM. Factor is a numeric value for the UOM field, so if using
case, example might be 12 to a case.

4. Reorder Level indicates what quantity not to go below and Reorder Quantity is what the standard
repeat order should be. Optional select Custom Prompt from pick list (see page 5 for details).

5. Allow Negative Price — check box to allow staff to record a cash shortage when balancing the cash
drawer at the end of the day. Check box to Prompt User for Price to enter the amount at the time of
sale.

6. Enter Selling Price — this is your standard price. Sale Begin Date, End Date and Sale Price — enter this
when item goes on sale for a specified date range.

7. If using a scanner, UPC Code can be scanned in and utilized during checkout.

8. Cost Information — user may enter with date and cost (pricing). ReCPro™ will track Average Cost
and Last Cost data.

9. Image —right mouse click white area to load a picture or clip art of what is being sold. This will
appear on the button for the POS menu screen.

Point of Sale Module R.C. Systems, Inc. | &
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Purchasing Info — Click on Purchasing Info tab within Inventory Items screen.

]
1/20/2011
11/15/2010

Qi record 1of1 U@ SE d
| Open Purchase Orders

1. Add Vendor and Vendor Number and check Primary box particularly if there is more than one
vendor supplying inventory items.

2. Receipt History and Open Purchase Orders field will populate as purchase orders and receiving are
generated specific to vendor.

3. Click View Purchase Order button to review any purchase orders associated with the product.

Sales Breakdown-— click on Sales Breakdown tab to get an idea of sales comparatively to prior years.

i3 Inventory Items

(2 §
| Inventory Trem
Item ID: Receipt Description: | Coke | category: Beverages g—| ] Inactive

‘ Location: ‘
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Custom Prompts

The Custom Prompt feature is so users can collect additional information when selling items through
Point of Sale. From the main menu, go to Point of Sale > Inventory > Custom Prompts, then enter the
Short Label and Description / Question

ReCPro™ User Manual
Version 1.31

i Custom Prompis

Bus Pass : L

Bus Pass 2 Enter the Bus Pass Information |w]

Shirt Mumber Enter the number to embroider on the back =

Special Motes Motes D
W Record 10f4 D@D PDEE 00 ]

Enter an Inventory Item and select Custom Prompt from the pick list and save.

i3 Inventory Items

Inventory Item

Item ID: |BUS PASS 1 | Receipt Description: |Bus Pass 1 | category: | Spedialitems §| ] Inactive
Description: |Bu5 Pass 1 - Clinton Township | Location: l:l
(e e e —
On Hand: |_] Allow Negative Price -
|_] Prompt User for Price Avg Cost:
Sell uom: EI Seliing Price: Last Cost:
o v S
Factor: Sale End Date: |j| Next PO: |:|
Reorder Level: Sale Price: Due Date: ljl
Reorder Qty: [ Taxable TaxRate: oneo: [ o

Custom Prompt: |§Eus Pass

=

Wddrecrdoof JUIDSSDSE i | DdJrecrdoofo JU DD E S DG kd
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When using POS / Inventory, user will get a prompt to type the information. In this example the bus

pass number can be entered.

Fe> Point of Sale Menu =Jim =] |
Scan Item
‘ Change Password | |0pﬂ|(ashl}mner| i Process Refund | -)(Edit @ Remove @ Add
%ode Item Item
10 VAN(Red) t 10 VAN G.P. ransit 12 GP. || it 12 Reduced Item Qty  Price Ext.
$25.00 $50.00 $11.00 | $6.00
‘ BUS PASS 1 ‘ @ fe Custom Prompt [x ]
ﬁ $10.00
(BUS PASS 1) Bus Pass 1 - Clinton Township
Please enter the bus pass number
| g‘_l
PASS CT 101498
pup
-— |© o |@comen
4 $0.00
Tax Total: 40,00
Back Home f opup Today's| @y Logout @1 2ckout Cancel ﬁnce
‘@ ‘@ joard Transactions @ g Sale

User can run a report on this information (Reports > POS / Inventory > Custom Prompt Transactions)

and utilize filters to isolate information.

Receipt Date & Time

Categary {Leave blank for all)

5/11/2020 12:00 AM

From:

Thru: |5/11/2020 11:53 PM ﬂ

Print For: |

Ttem ID {Leave blank for all)

Custom Prompt (Leave blank ﬁar_ai)

Print For: |

Print For: |

Registrar (Leave blank for all)

<)

Print For: |

Site (Leave blank for all)

(<

Print For: |

Point of Sale Module

R.C. Systems, Inc. | _
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Inventory Categories
From the main menu, select Point of Sale > Inventory > Categories

H Inventory Categories
B save (% Print Grid

Name . mfm Taxable Tax Rate mm ‘
#

Admissions 1040 ™|

Beverages 1040 v £.0000 1030

Books 1031 ] 4,0000 1030

Food 2] £.0000 1041

Type Name and select Non-Taxable Revenue Account number by clicking the arrow (the GL Account
table will display to select item); if the category is taxable, check box Taxable to enable Tax Rate and
Taxable Revenue Account selection; click save button.

Inventory Adjustments
From the main menu, select Point of Sale > Inventory > Adjustments

i Inventory Adiustment

Ttem ID: | Receipt Description: Category: | ‘ﬂ B [nactive

Description: | | Location: | |

Data:
Current On Hand Qty:
Change Qty:

MNew On Hand Qty:

Description:

Search inventory item that has already been added to the database

Point of Sale Module R.C. Systems, Inc. | W
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=2 Inventory Lookup

1002 Polo Shirt
|| 1003 Jacket

RecPro Polo Shirt Black RecPro Polo Shirt with Embroide... Clothing

Jacket Rental Life Jacket Rental General Merchandise 7 EA

Three Musketeers Food 58 EA
BPASS2 Bus Pass 2 Bus Pass 2 Spedial items EA
E BUS PASS 1 Bus Pass 1 Bus Pass 1 - Clinton Township Bus Passes 47 EA
Candy Bar1 Candy Bar1 Candy Car 1 General Merchandise Front Desk 18 EA
N Cheeseburger Cheeseburger Cheeseburger Food Greenery Locations 94 EA
Choc Cake Cake Chacolate Cake Food 19 EA
Coke Coke Coke 12 ounce Can Beverages 174 EA
Coke 200z Coke 200z Coke 200z Beverages 22 EA
N DietCoke Diet Coke DietCoke Beverages 16 EA
Dippin Dots!!! Ice Cream Dippin Dots [ce Cream Food Greenery Locations 974 EA
Discount Test Discount Test Discount Test Special items Test 933 EA
AREE e detwg

Granola Bar Granola Bar Granola Bar Food -1;;;-
Hamburger (Ttem ID) Hamburger Hamburger Food Greenery Locations 96 EA
Hershey Bar Hershey's Bar Hershey's Chocolate Bar Food 71 EA
Hot Dog Hot Dog Hot Dog Food 27 EA
" Ice Cream Sandwich Ice Cream Sandwich Ice Cream Sandwich Food 25 EA
Lemonaide Lemonaide Lemonaide EA

EdtFilter

Inventory Lookup screen displays; select item and click OK button.

i Inventory Adjustment

Inventory Item
Item ID: | 2BBQ Chips Receipt Description: | BBQ Chips | category: |Food | [ mnactive
Description: |BBQ Chips | Location: | Greenery Locations
it Transactions
Date: | 5/12/2020 [~] ;
- 1/15/2020
Garentontiard @
1/15/2020 -1 sale
Change Qty: " gj27/2019 2 sale
New On Hand Qty: 9/27/2019 7 sale
Description: |Invenhory Adjustment] ( I 5/29/2019 100 Inventory Adjustment
|

Inventory Adjustment screen displays with selected item and defaults to today’s date. Change the
quantity and add description, click OK button. It toggles over to Transactions side of screen and
automatically saves.

Point of Sale Module R.C. Systems, Inc. | _
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Price Update

There are three ways to update pricing in the Point of Sale module.

Margin - Most people find it easier to work with Gross Margin because it directly tells you how many of
your sales dollars are profit. Sales price = unit cost / (1 - margin)

Example: An item costs $4.00. We want to use a 30% margin, meaning 30% of the selling price will be
profit. ReCPro™ calculates a selling price of $5.71. 30% of that price is the profit made on the sale of
the item.

Markup - the amount added to the cost to determine the selling price. Markup can be expressed either
as a decimal or as a percentage, but is used as a multiplier.

Example: An item costs $4.00. We want to use a 30% markup, meaning 30% of the cost will be profit.
ReCPro™ will calculate the selling price by adding the cost to 30% of the cost. The selling price will be
$5.20.

MSRP - Manufacturer’s suggested retail price. ReCPro™ adds a flat amount to cost to calculate the
selling price.

From the main menu, select Point of Sale > Inventory > Price Update

Use the drop-down arrow to select the Category. Select the From Item ID and the Thru Item ID. Select
the Calculation Type radio button, enter the value in the Calculation Amount field, and select the
Based-On options, either Last Cost or Average Cost.

i3 Inventory Selling Price Update, ali=lad
Pricing Criteria
Category: |Food ad Calculation Type: ® Margin Calculation Amount: 50.00% |
From Item ID: | Cheeseburger ad _) Markup Based On:
Thru Item ID: | Ice Cream Sandwich ™ ) MSRP _) Average Cost
I@ Refresh

Click i button

Point of Sale Module R.C. Systems, Inc. | _
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In the example using the Margin radio button, the New Price field determines the lowest price for
selling in order to make a 50% profit.

Inventory Selling Price Update
T

Category: |Food §| Calculation Type: (® Margin Calculation Amount: 50.00% a
From Item ID: |Cheeseburger @ (0 Markup Based On: \#) Last Cost
Thru Item ID: | Ice Cream Sandwich ] O msrp 0 Average Cost

il Cheeseburger Cheeseburger 50.00% .2 (54.25)

|| Choc Cake Chocolate Cake £0.0000 50.00% £2.00 £0.00 ($2.00)
; Dippin Dots! 1! Dippin Dots Ice Cream £0.0000 50.00% £3.00 £4.00 $1.00
|| Granola Bar Granola Bar £0.4091 50.00% £1.00 £1.00 £0.00
|| Hamburger (Item ID) Hamburger £0.0000 50.00% £2.50 &0.00 (52.50)
i Hershey Bar Hershey's Chocolate Bar &0,5040 50.00% £1.50 £1.04 (50.46)
|| HotDog Hot Dog £0.0000 50.00% £2.00 £0.00 (52.00)
N Ice Cream Sandwich Ice Cream Sandwich £0,0000 50.00% £1.50 £0.00 {61.50)

Point of Sale Module R.C. Systems, Inc. | K¢
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Inventory Sale Price Update
From the main menu, select Point of Sale > Inventory > Inventory Sale Price Update

Use the drop down arrow to select the Category. Select the From Item ID and the Thru Item ID. Select
the Calculation Type radio button (Percent or Amount Off), enter the value in the Calculation Amount
field, and select Sale Begin Date and Sale End Date.

2 Inventory Sale Price Update .
Pricing Criteria
Category: |Food Calculation Type: | Calculation Amount: 25.00%
=2 | g—| b ®) Percent B
From Item ID: |Cheeseburger z| i Sale Begin Date:
() Amount OF
Thru Item ID: |Ioe Cream Sandwich §| Sale End Date:

i Inventory Sale Price Update:
Priding Criteria

Category: i Food ﬂ Calculation Type: P Calculation Amount: 25.00% @
From Item ID: | Cheeseburger E| Sale Begin Date: | 5/26/2020 a
Thru Ttem ID: | Ice Cream Sandwich §| Qe Sale End Date: |m
1
[.i- Cheeseburger Cheeseburger
|: Chac Cake Chocolate Cake £2.00 25,00% $1.50 (50,50 5/26/2020  5/26/2020
|_' Dippin Dots!1! Dippin Dots Ice Cream £3.00 25.00% £2.25 (50.75) 5/26/2020  5/26/2020
| Granola Bar Granola Bar $1.00 25.00% £0.75 (50.25) 5/25/2020  5/26/2020
I_. Hamburger {Ttem 1D} Hamburger £2.50 25.00% £1.88 (80.62) 5/26/2020 5262020
|: Hershey Bar Hershey's Chocolate Bar £1.50 25.00%: £1.12 (50.38) 5/256/2020 5/26/2020
|_' Hot Dog Hot Dog £2.00 25.00% $1.50 (50,50} 5/26/2020  5/26/2020
= Ice Cream Sandwich Ice Cream Sandwich £1.50 25.00% £1.12 (50.38) 5/26/2020 5/26/2020

In the example using the Percent radio button, the Sale Price field is 25% off the Current Selling Price
for the calendar date range selected. If the calculation looks correct, highlight the lines (shift + down
key) and click the Accept Sale Prices button.

Point of Sale Module R.C. Systems, Inc. |
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Inventory Availability

From the main menu, select Point of Sale > Inventory > Availability

This is a quick reference grid to see what is in stock and what needs to be ordered.

E Inventory Availability.

Movie Weekday M-F Movie Weekday MF 1] 1] 0 EA
Movie Weekend 5-5 Movie Weekend 5-5 1} 0 998 0 EA
Weekday M-F Weekday M-F a a 939 0 EA
‘Weekend 5-§ Weekend 5-8 [ ] 999 0 EA
! (= Category: Beverages
| Coke Coke 12 ounce Can 0 0 174 24 EA
Coke 200z Coke 200z 0 1} 22 0 EA
DietCoke DietCoke 15 10 16 0 EA
Lemonaide Lemonaide 0 0 188 20 EA
MitDew Mountain Dew 12 ounce Can a a 91 0 EA
Pepsi Pepsi 1] 1] 559 0 EA
Sprite Sprite 0 0 137 0 EA
Wernars Wernors ] a 63 0 EA
‘Water Water a a 181 0 EA
& Category: Bus Passes
BUS PASS 1 Bus Pass 1 - Clinton Township 1] o 47 0 EA
Transit 10 VAN G.P. Transit 10 Ride - VAN General Public 1} 0 98 0 EA
Transit 10 VAN(Red) Transit 10 Ride - VAN Elderly/Disabled 1] 1] 87 0 EA
Transit 12G.P, Transit 12 Ride - General Public 1] 1] 90 0 EA
Transit 12 Reduced Transit 12 Ride - Elderly /Disabled 1] o 94 0 EA
. (& Category: Clothing
! 1002 Polo Shirt Black RecPro Polo Shirt with Embroidered Lettering Office 55 5 32 0 EA

FitBit

= Fit Bit
% P [inactive] = Unchecked'

EditFilter

An Inventory Availability report can also be generated.

From the main menu, go to Reports > POS > Inventory > Availability

E Inventory Availability / Reorder

Point of Sale Module R.C. Systems, Inc. |

=, Setup E-Mail
Category (Leave blank for al) R —
Print For: | ﬂ
Reorder Report with a % of
e — . .
Item ID (Leave blank for al) Reorder Level is also available by
From: | @ .:)electlng t:e Reorder radio
utton and entering a percentage.
Thru: | EI gap g
B R
() Availability
Print Parts Only if Within %% of Reorder Level
(#) Reorder ﬁ
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Inventory Value

From the main menu, select Point of Sale > Inventory > Value

This is a quick reference grid to show the quantity on hand of each item, plus the cost to acquire item.
Cost is broken down by category or by overall total.

M &M M&M
Milky Way Bar Milky Way Bar
|l Category: Hot food
Hamburger $0.0000 £0.7500
Hot Dog Hot Dog $0.0000  50.5000

Hot dog foot long Hot Dog Foot Long £0.0000 £1.0000

ﬁ w00 |
\a Category: Refreshments.
CoffedlG Large Coffes $0.0000 50,0000
Coffe-5M Small Coffes $0.0000  $0.0000
SlushyLG Large Slushy $0.0000  $0.0000
Slushy-5M small Slushy £0.0000  $0.0000
SodaLlG Large Soda $0.0000 £0.0000
Soda-MD Medium Soda §0.0000  $0.0000
Soda-5M Small Soda £0.0000  $0.0000

— w00 |
| | & Category: Snadks
Doritos - Big Grab Doritos - Big Grab bag 50,0000 £0.0000  0.0000

™ P [Inactive] = Unchecked' EditFiter &

Cate Tt e 05 © e

An Inventory Value report can also be generated.

From the main menu, go to Reports > POS > Inventory > Value

Category (Leave blank for all)

Print For: |

Item ID {Leave blank for all)
Frorn:l @
Thru:l @

Cost Option
@ Last Unit Cost O Average Cost

Transaction Date
Calculate Total Value As OF: |3/23/2009

Point of Sale Module R.C. Systems, Inc. | K]
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Vendors
From the main menu, select Point of Sale > Vendors > Vendors

) ) i Record 0 of o (0 1) W) ol | | D60 wd

Click Search button to update current vendor information or click new button to add a new vendor.

Select vendor from the list and click OK button.

i Vendors Lookup

3 Contact
Food and Beverage Supply Co. Matt Moore { 7. 71 7179 Racine Drive \Warren

| Nature Valley Granola Company Steve Wise (313) 754-66584 353 M, River Rd. Detroit ML 43244
N Party Adventures (586) 573-8070 36577 Van Dyke ‘Warren ML 43093
I Pepsi Joe Doe (586) 474-4747 450 Main 5t. Clinton Township MI 43035
N Petitpren Distributors, Inc. Robert Petitpren (586) 463-1200 42808 Groesebeck Hwy. Clinton Township ML 43035
N R.C. Systems, Inc. 35807 Moravian Clinton Township ML 43035
N RCS Dippin Dots Ice Cream Echo Kaferle (555) 228-2828 555 Ice Cream Ln Clinton Township ML 48035
N ReCPro Supply Company John 123 Inventory Rd Clinton Township ML 43035

.
(@veia @ Cateaay | 9_x | @ cnal |

The vendor list can also be sorted by Category.

Point of Sale Module R.C. Systems, Inc. | JEA
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Update vendor information and click save button.

% Vendors

Mame: |Food and Beverage Supply Co. | Contact: |Matt Moaore | | Inactive

IEHdor Information | PG

Address: |?1}'9 Racine Drive | Motes: u

Address: | |

Address: | |
Zip/City/State: | 48093 & |warren | mr

|
E-Mail: |mmoore@yahoo.mm @
Website: | fabsupply.com =] B
_ '+ Food and Beverage
Primary Phone: | (585) 571-8871 | 12
Fax: | |
Wl recrd 1of 1 JUUB@BEEA |

If adding a new vendor record, click Add button; add Name of vendor and Contact, address info, email
and website if applicable. Click save button, then add category from drop down menu.

Vendor Categories
From the main menu, select Point of Sale > Vendors > Categories

% Vendor, Categories

Click here to add a new vendor cateqgory

Banners

Food and Beverage
Maintenance

Tables and Chairs

Type Description in the Vendor Categories grid; click save button.

Point of Sale Module R.C. Systems, Inc. | B
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Purchase Orders
From the main menu, select Point of Sale > Purchase Orders > Purchase Orders

73 purchase Orders

\b Edit ¥endar

|4 Exit Shipping Lecation

Cloge All Lime Items

Wldrecord0ofo dddd @Dl d

Click Search button to find an existing Purchase Order or click Add to create a new purchase order.

urchase Order Items W
Description | Vendor Part# |
¥ Coke 2 24 0 EA .65 [

X P [Closed] = Unchecked' =513 Flter

9 o ||© e | . o |

Purchase Order Lookup screen displays; highlight line item, click OK button.

Point of Sale Module R.C. Systems, Inc. |
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Purchase Order can be updated or click Add to start a new one.

ReCPro™ User Manual
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73 Purchase Orders

PO#: | 20-00001 Vendor: Food and Beverage Supply Co. @ Ship Loc: |Mchor Bay High Schoal @
Order bate: | S/1/A020 —~———r |

Due Date: | 5/15/2020 [¥] Address: 7173 Radne Drive Address: 459 County Line Rd.
:

Comments: | 21 @ P —
Address: City: Mew Baltimore
Buyer: |Sandra Witkowski City: Warren State:  MI
State:  MI Zip: 48051
Zip: 43093 Phone:  (586) 347-1234
Attention: Matt Moore Fax: (586) 347-9999
Phone:  (585) 571-8871 Email:

Fax:
Email: mmoore @yahoo.com

Matt Moore (¢ 371 7179 Racne Drive i
; Mature Valley Granala Company Steve Wise (313) 754-66584 359 M. River Rd. Detroit MI 43244
N Party Adventures (586) 573-8070 36577 Van Dyke Warren MI 43093
= Pepsi Joe Doe (586) 474-4747 450 Main 5t. Clinton Township ML 43035
™ Petitpren Distributors, Inc. Robert Petitpren (586) 4659-1200 42808 Groesebeck Hwy. Clinton Township ML 43035
= R.C. Systems, Inc. 35807 Moravian Clinton Township ML 43035
|| RCS Dippin Dots Ice Cream Echo Kaferle (555) 228-2828 555 Ice Cream Ln Clinton Township ML 43035
| |ReCPro Supply Company John 123 Inventory Rd Clinton Township ML 48035

EdtFiter

v 2 o @ o |

| (&) Vendor () Category

Highlight vendor and click OK button; click ﬂ button to search Ship Location (Facility Lookup screen)

Point of Sale Module R.C. Systems, Inc. | N
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E Fadility Lookup

Anchor Bay High School 459 County Line Rd.

(]
Cousino High School (586) 574-1300 30333 Hoover Road Warren MI 48093 23]
Pittsburgh Park 123 Park Washington MI 48094 2|
Troy Racquet Club (Inside the troy sport center) (248) 528-3400 3400 Civic Center Drive Troy MI 48084 2]

® M [POS ship Loc] ='Checked Edit Filter

Highlight facility and click OK button; the fields are loaded on the purchase order screen.

Be sure to save the record at this point. ReCPro™ will automatically assign the PO # and Buyer
information.

3 purchase Orders

PO#: | 20-00001 Vendor: |Food and Beverage Supply Co. E Ship Loc: |Andmr Bay High School E‘
ot ose: [s10J

Due Date: | 5/15/2020 Address: 7179 Radine Drive Address: 459 County Line Rd.
Comments: i] a Lo A
Address: City: New Baltimore
Buyer: |Sand;a Wiitkowski City: Warren Stater Ml
State: ML Zip: 43051
Zip: 48093 Phone:  (586) 347-1234
Attention: Matt Moore Fax:  (586) 347-9999
P R e =t
I | =N

T ——

b8 Coke 12 ounce Can 2 2 0 |EA $0.6500 $15.5000

|l Record 1071 (i i ) e ' 5]

Point of Sale Module R.C. Systems, Inc. | [k
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Purchase Order Items tab, select details such as Description (this maps over from the inventory items
including the Vendor Part #). Enter the Purchase Quantity and Cost, tab across until a new line appears
and the total dollar value is displayed. ReCPro™ will assign the line number after the description is
selected and will calculate the Extension field based on Purchase Quantity and Cost fields.

Purchase Order Ttems

Description Qty Received  Date Received » |

b | Coke 12 ounce Can 5/18/2020

mn 1

Receipts tab is a view only and maps over when purchase orders are fulfilled
Receiving
From the main menu, select Point of Sale > Purchase Orders > Receive Orders

Purchase Orders screen displays; click Search button and select appropriate purchase order.

B ol

13 Receiving |
Eirost K Clead

/. Record 0 ofO |

Point of Sale Module R.C. Systems, Inc. | BEE]
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Purchase Order Lookup screen displays; highlight PO and click OK.

E Purchase Orders Lookup

" M [Closed] = Unchecked' Edit Filter

Qo @ e | B o |

Purchase order details will populate in the fields.

Enter the Qty to Receive value, and check closed if purchase quantity has now been completely received
or will not be shipped.

I IFD#: 20-00001 vendor: |Food and Baverage Supply Co. | shipLoc: | Anchor Bay Hich School d
SRR D e IR eticn. o’ |
Due Date: | 5/15/2020 ] Address: 7179 Racine Drive Address: 452 County Line Rd.
c - = ] Address: Address:
Address: City:  New Baltimore
Buyer: ‘Sandra Witkowski | City: Warren State:  MI
State: ML Zip: 48051
Zips 43093 Phone:  (586) 347-1234
Attention: Matt Moore Fax: (586) 3479999
e =
Fax:
9 _edtsrpping Locaion | Emait__ mmoore @yahoo.com

Purchase Order Ttems

$15.5000 |

2 ounce Can

$15.60/
|l i Reecord 1of 1 o SR %]

Click Post button

Point of Sale Module R.C. Systems, Inc. | A4
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Purchase Order Items Receipts
Qty To s Purchase Received .
Receive ‘Dmcrphm Vendor Part# ‘Q.Iﬂ'llih( ‘Q—Iﬂ'llitv ‘UCN ‘Cnst ‘Eﬂ:msm ‘lelmls ‘dnsed ‘

Line® &

§15.5000

0| Coke 12 ounce Can

| | $15.50

o) il Record 10f 1 o | G 6D

ReCPro™ will automatically save and add the Qty to Receive field to the Received Quantity field.

Purchaze m;m' -Rm:iptr: I
Description QtyRecsived  DateRecsived v | &  Backout
k| Coke 12 ounce Can 24| 5/14/2020

Click Receipts tab to view. Click Back Out button if wrong inventory item was selected or incorrect

guantity was entered.

Verification screen will display, click Yes
button to continue.

Purchase Order [tems 7ReaTiptﬂ
| |Dmpﬁm QtyReceived  DateReceived -~ EG Backgsi

Item is deleted from
Receipts screen.

Point of Sale Module R.C. Systems, Inc. | @Al
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POS Menu Groups

From the main menu, go to Point of Sale > POS Menu Groups

% Point Of Sale Menu Groups

BSM
MName +  Image

Admissions
Bus Passes
Crinks
Crop Ins

b EMNENEN

Food Concessions
This is a way to group inventory items together. Enter record and save. An image can also be uploaded.

POS Menu Setup

From the main menu, go to Point of Sale > POS Menu Setup

To create a new menu, click Add button and type Menu Name in field and click save button. To update
an existing menu, click Search button.

Menu Name;

B o

Point of Sale Module R.C. Systems, Inc. | ¥
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Click the Menu Group, hold the left mouse button down and drag to step 3, right side of screen.

i Point Of Sale Menu Setup

Menu Name: | Point of Sale
B Drag Inventory Ttems or Menu Groups into the Point of 53
| Meru Groups |

=

Food Concessions
|| General Merchandise
Testing
Tickets Menu Group
| ¥ Drinks

@
o
=5

| Other Items

m Spedial items

L] Bus Passes

™ Vending Machines
™ Admissions

Kevin Group Records

EEEEEERE

[E |

m Drop Ins

Click the Inventory Items, expand category and select item, click and drag to step 3, right side of screen.
_ :3 Point Of Sale Menu Setup

(1] Enter a Menu Name and Press Save

Menu Name: ‘PointoFSaJe

Food Concessions
Hot Dog
Cheeseburger

Drinks
Coke
Lemonaide

i i

Category: Admissions
|2 Category: Beverages
MtDew

45

DietCoke
Pepsi Pepsi
Vernors Pop
Sprite Sprite - Taxable
Water . Water
Coke 200z | Coke 200z
Lemonaide | Lemonaide
Category: Bus Passes
Category: Clothing
Category: Drop In Courses
Category: Food
Category: General Merchandise

d Category: Spedal items
Category: Tickets Inventory Category
Category: Vending Machine

After menu is built, click save record.

Point of Sale Module R.C. Systems, Inc. | PRI
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Setup
Before user can check their work, a unique POS user must be set up in the admin setup. From the main
menu, go to Setup > Administrative Tools > User Group and Setup > click user tab

ReCPro™ User Manual
Version 1.31

(£ Print Grid
Groups | Users |
Full Name | User Mame Initials | Group Title E-Mail Site POS Menu Admin 1
= 1 1 1 1 1 1 1 u
Chris Andrews chris CA ALL candrews@recprosoftware...  RCS Main Site [
Dale Geiger dale DRG ALL WP dgeiger @recprosoftware.c...  CardConnect Test Site B =
Dave Todd dtodd oT ALL dtodd@recprosoftware.com  RCS Main Site POS Menu [
Front Desk frontdesk FD Front Desk RCS Main Site ™
George Davis george GD ALL gdavis@recprosoftware.com  RCS Main Site =)
Kevin Schaible kevin KMS ALL kschaible @recprosoftware.... RCS Main Site "@ =)
Sandra Witkowski sandra s ALL Software Trainer switkowski@recprozoftwar...  RCS Main Site P ]
Susan Kaferle susan sus ALL skaferle@recprosoftware.c... RCS Main Site Menu Name
‘Web Module webmodule WEB ALL Web Module support@rcsystemsinc.com  CardConnect Test Site Greene POS Concessions
|| Xava Yang xava XY ALL Test test@test.com RCS Main Site POS Menu

If the user has a User ID and password for ReCPro there must be a secondary User ID and password for
POS. It must be unique. The POS User box must be checked and the POS Menu must be selected. Click
save button.

Login to Point of Sale Menu
Open ReCPro Point of Sale and Login screen displays, type user name and password.

[ = J[= ]l x
Change Password  Open Cash Drawer % " Edit @ Remove @ Add
N_Mode = Item = Item
| Be> Lagin x ||
User name
| "
Password opup
oard
Site
[User's Def?.!_u\.{:-éiie] -
@ oK @ Cancel Eﬂsarversamp EﬂDevia&Semp
Order Total: 50.00
Back Home L opup Today's @, Login
@ @ oard Transactions =

Point of Sale Module R.C. Systems, Inc.
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B Point of Sale Menu
Scan Item

| Change Password

@d Concessions %‘ Drinks

Open Cash Drawer

opup Today's
board || Transactions

Z)

@ Back @ Home

Notice the Menu Groups are now buttons

@d Concessions % Drinks

-
=

Version 1.31

When Drinks button is pressed, it drills down to the inventory items with prices.

e Point of Sale Menu

Scan Item
| Change Password ‘Open Cash Drawer
i Coke Lemonaide
$1.75 $1.00

ki o x
Process Refund # Edit = Remove | Add
\_./.-Mode Item Item
| 1tem Qty  Price Ext.
Items Total: 0,00 Order Total: 50.00
Tax Total: [ S[].IJD.
Logout Skout Cancel .Bilance
o9 ket & gl
== Sale o
— (=] x
Process Refund "\."/"-’Edit : '&") Remove ) Add
\_;.Mode Item Item
[Ttem laty [Price  |Ext.
| ¥ Lemonaide 1 £1.00 $1.00 |
Coke 1 6L7s

§L75

As buttons are clicked, the item loads to the right for purchase. The quantity can be changed or press

the button multiple times.

Point of Sale Module

R.C. Systems, Inc. |
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© Back

Click button to select another Menu Group
e Point of Sale Menu - |l B | x
Scan Item
| ] Change Password 0Open Cash Drawer Process Refund = )(’Ed it @ Remove O Add
Mode - ltem Item
Cheeseburger Item Qty Price Ext.
$4.25 v Lemonside 2 sL00 $2.00
Coke 1 $1.75 $1.75
HotDog 1 §2.00 £2.00
Cheeseburger F £4.25 £3.50
$14.25
Items Total: £14.25  Order Total: £14.96
Tax Total: | .71

© Back @ Home

The register might look something like this, with a total of 6 items costing $14.25

'@rﬂn ut
Click o button

opup Today's gy Logout @Tﬁmut ©Cancel' U@\%ance

oard | Transactions | Sale | ©

Point of Sale Module R.C. Systems, Inc. | BPAS
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Step 1

Checkout
Item
} | Lemonaide
Coke
Hot Dog

Cheeseburger

| Totals

Mote

Qty

[ ST

Price Each | Total
£1.00
$1.75
£2.00
£4.25

51

Tax Total: | 40.71
Order Total: | $14.96

Payment Total: -5.1.5:.0.'3

SZ.DD:
§1.75|
SZ.DDE
53.50 .

4.25

) Sselect a Payment Type

_.Cash

e Verify Payment Amounts

Cash: | 5]

Credit Card: | 0,00

Chede: | 50.0
Gift Card: | 0.0
Other: | &0.00
$100 || $50
1 2
4 5
i/ 8

Complete the Sale

ﬂdit Rl &he\:k
P rd

Version 1.31

"K\QG' Other

# Transaction ID ~ Auth Code
Check#:
$20 $10 $5 $1
3 0
6
9 Cc

@] Complete Sale
(With Receipt)

Complete Sale

5& (NO Receipt)

Cancel
@ Back @ Sale

The Checkout screen displays; select Payment Type: Cash, Credit Card, Check or Other button. At any

given time, the Cancel Sale button can be used or back button if customer desires to add an item.

In this example the Cash button was clicked which opened the Cash field. Then the $5 button was

clicked. ReCPro™ automatically put $5.00 in the Cash field.

Change Due

Change Due: $0.04

©

Receipt will print and screen displays Show Change due. Click Ok button and the screen is ready for next

sale.

Point of Sale Module

R.C. Systems, Inc. | ¥



