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

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

 

Inventory Lookup screen displays.  Highlight line item, click OK button. 
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Inventory Items screen displays. Click Add button for a new record. 

  

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).  ReCProTM 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. 
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Purchasing Info – Click on Purchasing Info tab within Inventory Items screen. 

  

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. 
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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 

 

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

 

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

and utilize filters to isolate information. 
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Inventory Categories 

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

 

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 

 

Search inventory item that has already been added to the database 
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Inventory Lookup screen displays; select item and click OK button. 

 

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.  
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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.  ReCProTM 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
TM 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.  ReCProTM 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.  

 

Click  button 
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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. 
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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. 

 

Click  button 

 

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. 
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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.  

 

An Inventory Availability report can also be generated.   

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

  

Reorder Report with a % of 

Reorder Level is also available by 

selecting the Reorder radio 

button and entering a percentage. 
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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.  

 

An Inventory Value report can also be generated.   

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

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

 

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. 

 

The vendor list can also be sorted by Category. 
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Update vendor information and click save button. 

 

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 

 

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

From the main menu, select Point of Sale > Purchase Orders > Purchase Orders 

 

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

 

Purchase Order Lookup screen displays; highlight line item, click OK button. 
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Purchase Order can be updated or click Add to start a new one.  

 

Add Order Date, Due Date and Comments.  Use  to search Vendor Lookup screen. 

 

Highlight vendor and click OK button; click  button to search Ship Location (Facility Lookup screen) 
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Highlight facility and click OK button; the fields are loaded on the purchase order screen. 

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

information. 
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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.  ReCProTM will assign the line number after the description is 

selected and will calculate the Extension field based on Purchase Quantity and Cost fields. 

 

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. 
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Purchase Order Lookup screen displays; highlight PO and click OK. 

 

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. 

 

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

 

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

quantity was entered. 

 

 

Item is deleted from 

Receipts screen. 

Verification screen will display, click Yes 

button to continue. 
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POS Menu Groups 

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

 

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. 
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Click the Menu Group, hold the left mouse button down and drag to step 3, right side of screen. 

 

Click the Inventory Items, expand category and select item, click and drag to step 3, right side of screen. 

 

After menu is built, click save record. 
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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 

 

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. 
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Notice the Menu Groups are now buttons 

 

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

 

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

the button multiple times. 
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Click  button to select another Menu Group 

 

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

Click  button 
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Step 1 

 

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. ReCProTM automatically put $5.00 in the Cash field. 

 

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

sale. 


