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1 Web Portal - Access Web Portal

Go to www.retailzpos.com and click Login to access your store back office portal

RETAILZPOS o Home  About  Industries v Fectures ¥ Pricing  Blog
n
&
a
v
Point-of-Sale Systems
for Liquor Stores
Get Started > °
' : Get started
¥ Choose a package as per your need
with best features guaranteed
FE——
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1.1 Web Portal - Email

Enter your store email

RETAILZPOS

1.2 Web Portal - Password

Enter your store password

RETAILZPOS

Fargot Password?
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1.3 Web Portal - Submit Login

Select Login to access your store back office

RETAILZPOS

2 Back Office - Dashboard

From the RetailzPOS Back Office, click Dashboard to access your stores sales dashboard

Dashboard
| & Dashboard @
Today Sakes Today Vi Todsy Defete Togay Retym
& Manags Employe *

A $724.30 $0.00 $0.00 $0.00
¥ Produsts . . i » 10 T - BO0w
= Sales & Promotion] « Vastarday Saks E5MESS Festarday Yoid 5000 Yessarday Daleted 5 14553 ewwrday Retum 5000
O Orders
& Mvertory s Sales Chart (Weekty) Tender Wise (Manthly)

Bk Irvarory Reports : Mt REvenug Tak sk
4 Cusomer 1660083 $131765 $17771.04
3 Fdedai -
B Repors
smmmom
= Impar | Expen
3 Bulk Changes g Totsl (5 23245480}
i g
Q Sseting $ s iwcan 100
2
= /_’-=-\
eaRy Sundey Parday Tyesday dneeey Theardny Femy
@ bt Frirs ) Total TAX @ Trtal Saks
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2.1 Back Office - Today Sales

Todays Sales will show you your live sales from that given day

Dashboard

Today Sales Todzy Void

$ 724.30 M $0.00
4 -BE 45 % + 000 %

Yesterday Sales - 3 5346 55 Yesterday Vold : £ 000

Net Revenue

$16600.83 » 1

Tax Sales

$1317.65 = 2 $17771.04 = i 00

525000 00
5 20000 00
51500000

5 10000.00

Snles Amount (33

3300000

Today Delete

@

‘Yeaterday Deleted - § 145 93

Tender Wise (Monthly)

-
]

Total (§ 232454.80}
100

Salurday Sunday Monday Tueaday Wednesday Thursday

@ Mot Revanue @ Tola Tax @ Total Sales

Top 10 Selling Item (Monthly)

oG,

@ HENNESSY VS COGNAC 80 [ Qiy 212, § 9537 88
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Friday

Hourly Sales Reports (Daily)

535000

Today Retum

e $0.00

‘fasterday Ratum - § 0.00

@ OEEIT (3 108354 16

B CASH (5 TRMET AN
8154 {8 27208 43
@MASTERCARD (§ 10945 b
@ AMEX (5 5347.87)

@ DISCOVER (5 3064 33)

@ CHECK (5 37 44)
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2.2 Back Office - Today Void

Total Void will show you how much merchandise in dollar amount was voided from transactions that given day

Dashboard
Today Sales
$724.30
+ -BE 45 %,
Yeaterday Salas - § 5146 55
Sales Chart (Weekly)
Net Revenue Tax
% 16600.83 « =1 5131765« fu
525000 00

Sales Amoust (3}

Today Void

0.00
% Yesterday Void : 5000

Sales

$17771.04 - 11

5 20000 00
515000 00
510000 00
3500000
soo0 T — / \

Today Delete

@

‘Yeaterday Deleted - § 145 93

Tender Wise (Monthly)

-
]

Total (§ 232454.80}
100

Saturday Sunday Monday

Tueaday Wednesday Thursday

@ Net Revarus @ Total TAX @ Totsl Sales

Top 10 Selling Item (Monthly)

oG,

Back Office - User Manual

@ HENNESSY V8 COGNAC 20 [ Qiy.212, £ 9537 £8)

Friday

Hourly Sales Reports (Daily)

535000

Today Retum

e $0.00

‘fasterday Ratum - § 0.00

@ OEEIT (3 108354 16

CHECK (537 44)
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2.3 Back Office - Today Delete

Today Delete will show you how much merchandise in dollar amount was deleted from transactions that given
day

Dashboard
Today Sales Today Void Today Delete Today Retum
$724.30 & $0.00 $0.00 $ 0.00
4 -BE 45 % * 000% + 10000 % + D00 N
Yesterday Salas * § 5346 55 Yesterday Void - £ 000 ‘Yeaterday Deleted - § 145 93 ‘fasterday Ratum - § 0.00
Sales Chart (Weekly) Tender Wise (Monthly)
Net Revenue Tax Sales
% 16600.83 « =1 51317.65% 0 $17771.04 « nx
——
52500000 i
5 20000 00
-i 5 15000.00
: Total (§ 232454.80)
£ =000000 100
&
3500000
. / \
Sty Sundey Mandey Tuestay Wednesday Thursday Friday
@ Net Revarus @ Total TAX @ Totsl Sales
Top 10 Selling Item (Monthly) Hourly Sales Reports (Daily)

m% @ HENNESSY V9 COGNAG 80 [ Oty 212, § 9547 88 b

Back Office - User Manual Page 17



Back Office - User Manual

2.4 Back Office - Today Return

Today Return will show you how much merchandise in dollar amount was returned to your store

Dashboard
Today Sales Todzy Void
$724.30 & $0.00
+ -DF 45 9 * 000 %
Yeaterday Salas - § 5146 55 Yesterday Vold : £ 000
Sales Chart (Weekly)
Net Revenue Tax Sales
% 16600.83 « =1 51317.65% 0 $17771.04 « 0
525000 00

Sales Amoust (3}

5 20000 00
515000 00
510000 00
3500000
soo0 T — / \

Today Delete Today Retum

@ $0.00 $0.00

‘Yeaterday Deleted - § 145 93 ‘fasterday Ratum © § 0.00

Tender Wise (Monthly)

-
]

Total (§ 232454.80}
100

Saturday Sunday

Monday Tueaday Wednesday

@ Net Revarus @ Total TAX @ Totsl Sales

Top 10 Selling Item (Monthly)

oG,
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Thursday

Friday

Hourly Sales Reports (Daily)

535000
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2.5 Back Office - Sales Chart (Weekly)

Sales Chart (Weekly) will track your weekly total sales

Dashboard

Today Sales

o $724.30

Yesterday Sales - 3 5346 55

Today Void

= $0.00

Yesterday Void : 5000

Today Delete

@

‘Yeaterday Deleted - § 145 93

Sales Chart {Weekly}{b ‘_
Tax

Tender Wise (Monthly)

-
]

Total (§ 232454.80}
100

Nel Revenue Sales

$16600.83 - 1 $1317.65« = $17771.04 - =00

5 25000 00

5 20000 00
? 5 15000.00
3
H
& 51000000
&

3500000

o E—) / \
Saturday Sunday Monday Tueaday Wednesday Thursday

@ Net Revarus @ Total TAX @ Totsl Sales

Top 10 Selling Item (Monthly)

oG,
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@ HENNESSY V8 COGNAC 20 [ Qiy.212, £ 9537 £8)

Friday

Hourly Sales Reports (Daily)

535000

Today Retum

e $0.00

‘fasterday Ratum - § 0.00

@ OEEIT (3 104354 16

@ CASH (5 TR0751)
@154 {5 27208 43

@ MASTERCARD (§ 10945 b
@ AMEX (5 5347.87)

@ DISCOVER (5 3064 33)

® CHEGCK (5 37 44)
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2.6 Back Office - Tender Wise (Monthly)

Tender Wise (Monthly) will track your sales sold by tender that month

Today Retum

e $0.00

Dashboard
Today Sales Today Void Today Delete
$724.30 & $0.00 $0.00
+ -BE 45 %, * 000 % + 10000 %
Yeaterday Salas - § 5146 55 Yesterday Vold : £ 000 ‘Yeaterday Deleted - § 145 93
Sales Chart (Weekly) _’ Tender Wise 1Montht\f}éb
Net Revenue Tax Sales
% 16600.83 « =1 51317.65% 0 $17771.04 « 0
525000 00
5 20000 00
% 51500000
Total ($
H
£ =000000
&
3500000
N —\ / \
Sty Sundey Mandey Tuestay Wednasday Thursday Friday

@ Net Revarus @ Total TAX @ Totsl Sales

Top 10 Selling Item (Monthly)

oG,

@ HENNESSY V8 COGNAC 20 [ Qiy.212, £ 9537 £8)
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Hourly Sales Reports (Daily)

535000

‘fasterday Ratum - § 0.00

-
]

232454.80)
100

@ OEEIT (3 108354 16
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2.7 Back Office - Top 10 Selling Items (Monthly)

Top 10 Selling Items (Monthly) will track your top 10 sold items that month

Top 10 Selling Item :Mor:thL\ri@ Hourly Sales Reports (Daily)

@ HENNESSY VS COGMAC 80 { Qfv.212. 5 9537.86) bl
@ FRIS VODKA | Qfy 150, 5 2550.407

® FIREBALL CINNAMON WHESKEY | Qty 138, § 150,42} S280.00

@ CROWN ROYAL PEACH [ Gty 113, 5 3388.67)

@ THE ORIGINAL PICKLE SHOT [ Oly.105. § 19245)

@ SHIRNOFF WHIF CREAM { Oy 101, 5 110.03) S

@ PATRON SILVER TEQLUILA Oty 100 § £599.00]

@ HENNESSY VERY SPECIAL | GIy.08, § 2672.01) Foro:

@ ADMIRAL NELSOM SPICED RUM 101 | 0ty.89, § 88.11)

® (CE BAGS | Oty 58, § 24557 I
s7000
S0 .

Q000 0100 02 0 0300 (4:00 05:00 0600 6700 0200 09.00 1000 41:00 1200 1700 18:00 10:00 20 00 29.00 22:00 23:00

Sales Amount (5]

24-Hours Time

Sales Chart (Yearly)
535000000

3 250000.00

$210000.00

514000000

5 70000.00
5000 —— = ]

dan-FE: Feb-2023 Mar-2023 A2 ay-2023 Jun-2023 Jul-2023 Aug-2023 Sap-2023 Q2023 Hov-2023 Dac-2023
Wit Revenus [ Tots Tax I Totsl S2ting

Sales Amount ($)

Back Office - User Manual Page 21



Back Office - User Manual

2.8 Back Office - Hourly Sales Reports (Daily)

Hourly Sales Reports (Daily) will track your hourly sales that day

Top 10 Selling Item (Monthly) Hourly Sales Reports 'Daiw{"ﬂ ‘

@ HENNESSY VS COGMAC 80 { Qfv.212. 5 9537.86) bl
@ FRIS VODKA | Qfy 150, 5 2550.407

® FIREBALL CINNAMON WHESKEY | Qty 138, § 150,42} S280.00

@ CROWN ROYAL PEACH [ Gty 113, 5 3388.67)

@ THE ORIGINAL PICKLE SHOT [ Oly.105. § 19245)

@ SHIRNOFF WHIF CREAM { Oy 101, 5 110.03) S

@ PATRON SILVER TEQLUILA Oty 100 § £599.00]

@ HENNESSY VERY SPECIAL | GIy.08, § 2672.01) Foro:

@ ADMIRAL NELSOM SPICED RUM 101 | 0ty.89, § 88.11)

® (CE BAGS | Oty 58, § 24557 I
s7000
S0 .

Q000 0100 02 0 0300 (4:00 05:00 0600 6700 0200 09.00 1000 41:00 1200 1700 18:00 10:00 20 00 29.00 22:00 23:00

Sales Amount (5]

24-Hours Time

Sales Chart (Yearly)
535000000

3 250000.00

$210000.00

514000000

5 70000.00
5000 —— = ]

dan-Hk3 Feb-2023 Mar-2023 Apr-2E3 Khay-2023 dun-2023 Jul-2023 Aug-2023 Sap-2013 et 223 Heny-2023 Drac-2022

Sales Amount ($)

Wit Revenus [ Tots Tax I Totsl S2ting

Back Office - User Manual Page 22



Back Office - User Manual

2.9 Back Office - Sales Chart (Yearly)

Sales Chart (Yearly) will show you your total sales from each month

Top 10 Selling Item (Manthly) Hourly Sales Reports [Daily)
42

€

B szieo0
; H
. o H

3 2 o = i g s
EIEL ® ADMIRAL NELSOM SPICED RUM 101 { Oty.59 ]

@ iCE BAGE | 0ty B8, § 245.52)
s7000
s000 l

0000 01 D0 02 00 0300 04:00 05:00 06:00 07 00 6200 09.00 10°00 11:00 1200 1700 1500 1900 2000 2100 22:00 23:00

24-Hours Time

Sales Chart t'l‘earlwqhj
535000000

5 2E0000.00

5 210000.00

5 140000.00

£ 70000.00
s 000 — = L

dan-HEE Feb-2023 Mar-2023 Apr-2E3 Bay- 2023

Ba by s Amount ($)

Aug-2023 Sap-2023 Q2023 Hav-2023 Drac-2022

Wt Revenus Bl Totz) Tax (B Tod

3 Back Office - Manage Employee

From the RetailzPOS Back Office, click Manage Employees to access employee roles and employee list

Role
€@ Dashboard

| a Ilnn@]!Emp[oyee ¢ @ Add Active | In-Active i) @actve  @in-Active

= Sales & Promotio ¢ ] ® Manager Jan 16, 2023
[l Orders ® Empioyse Jan 16, 2023
& Inventory

E Inventory Reports
- Customer

B Repons

= Import/ Export
& Bulk Changes

Q Setting
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3.1 Back Office - Role Module

Under the Manage Employee Module, click Role to bring up your employee role list.

Role
& Dashboard
| & Manage Employee @ Add Active | In-Active | Tulal.u | @acove  Bin-Active
A Employee —| ® Manager Jan 18, 2023
¥ Prod
i @ Empioyse Jan 16, 2023

= Sales & Promotion
[0 Orders

& Inventory

B Inventory Reporta
& Customer

B Reports

= Import] Export

#h Bulk Changes

Q Setting

3.1.1 Back Office - Adding a Role

To create a new role, click Add.

& Dashboard

| & Manage Employes Active | In-Active i | Tulil.u | @actve  @in-Active

2 Employes ~ ® thnager Jan 16, 2023
¥ Products

@ Erfpioyse Jan 16, 2023

= Sales & Promotion
[0 Orders

& Inventory

B Inventory Reporta
& Customer

B Reports

= Import] Export

#h Bulk Changes

Q Setting

Back Office - User Manual Page 24



Back Office - User Manual

3.1.2 Back Office - Role Name

When creating a new role, always begin with providing it with the appropriate Role Name.

Rl Hama
€@ Dashboard &,
& Manage Employee /CAQ‘{ REGISTER v
% Rola ~ QUICK AGCESS
2 Employes CASHREGISTER [X] overRIDE ITEM TAX [FALEES [X] PrICE LEVEL
~ ACCESS CONTROL
W Products TIME GARD MANAGEMENT
= Sales & Prometion [X] DELETE ITEM [¥] voiD ITEMS [X] SINGLE ITEM RETURN FOR (SINGLE  [X] MULT! ITEM RETURN
ITEM MANAGEMENT FALLY
[ Orders - :
FUNCTIONALITY ( OTHERS
. Imvartory [X] RECEIPT / ALL RECEIFT [X] PRICE-CHECK [X] HOLD | RESUME TRANSAGTION [X] OVERRIDE GARD SETTLEMENT
SETTINGS
B Inventory Reports [¥] ALLOW SELLING PROMPT-FRICE [X] OVERRIDE MANCATORY AGE [¥] DRAWER RECONCILIATION [X] END SHIFT
REPORTS TTEM CHECK
& Customer
[¥] FRINT END SHIFT REFORT [X] EDIT CUSTGMER CREDIT LIMIT [X] ADFUST REWARD POINT AND [X] COMMIT INVENTCRY
o MOBILE CREDIT
= impert | Export POS [X] MULLTI ITEM CHANGE
/& Bulk Changes  DISCOUNT
@ seting [X] cusTOM DISCOUNT [X] STANDARD DISCOUNT [X] MULTI ITEM DISCOLINT
k Off I issi
3.1.3 Back Office - Role Permissions
« When editing roles you will have the ability to grant permissions to each role created.
« To grant permissions, click on each function as needed.
« A function will be enabled when the check mark is green and disabled when the red X is showing.
€@ Dashboard [ Floks Name *
& Manage Employee CASH REGISTER v
% Rola ~ QUICK AGCESS
2 Employes CASHREGISTER 41 QV@RADE ITEM TAX [FALEES [X] PrICE LEVEL
~ ACCESS ROL
W Products TIME GARD MANAGEMENT
= 'galas & Promoton [X] DELETE I§EM [®] voiD 1TEMS [X] SINGLE ITEM RETURM FOR (SINGLE ] MULT! ITEM RETUR
ITEM MANAGEMENT FALLY
[ Orders ’ : %
FUNCTIONALITY ( OTHERS
& lmvnmory [X] RECEIPT / ALRECEIFT [¥] PRICE-GHECK [X]HOLD | RESUME TRANSACTION [X] OVERRIDE CARD SETTLEMENT
SETTINGS
B Inventory Reports [¥] ALLOW SELLING PROMPT-FRICE [X] OVERRIDE MANCATORY AGE [¥] DRAWER RECONCILIATION [X] END SHIFT
REPORTS TTEM CHECK
& Customer
[¥] FRINT END SHIFT AT [X] EDIT CUSTGMER CREDIT LIMIT [X] ADFUST REWARD POINT AND [X] COMMIT INVENTCRY
o MOBILE CREDIT
= Impert Export POS [X] LTI TEM GHANG
& Bulk Changes ~ DISGOUNT 1
@ seting [X] cusTOM DISCOUNT \ [X] STANDARD DISCOUNT [X] MULTI ITEM DISCOLINT
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3.1.4 Back Office - Save Role

When adding or editing a role, always make sure to click Save.

& Dashboard

| & Manage Empioyes

& Rele
2 Enicye CASH REGISTER
¥ Products TIME CARD MANAGEMENT
= s & Browsegion:. ITEM MANAGEMENT
[l Orders _ =
FUNCTIONALITY
& Inventory
SETTINGS
Eb Inventory Reports
REFORTS
& Customer
IDBILE
& Reports
FOS

= Import | Export

& Bulk Changes

§ Setting

ROLE 71 Al ] &dd 7| Ed [¥] Deete
TAX 7] &l ] Add ] Edit [¥] Detete
SETTINGS v
— SYSTEM SETTINGS
|| HARDWARE SETTING « | VIEW REGISTER LIST
REPORTS v
— E-COMMERCE
| EMD OF SHIFT | DEPARTMENT WISE |+ SALES ITEMS SUMMARY J | DRAWER OPERATIONS
|| EMPLOYEE TIME SHEET o | ITENM PRICE CHANGE
MOBILE = v
— MOBILE
|| moaILE \
POS \ v
— POS
[#]ras \

3.1.5 Back Office - Edit Roles

To edit an existing role, hover over the role and select the green edit button

Role
© Dashboard

| & Manage Employss

% Role

& Employee 71 ® Managef
Product:

# Products __| @ Employee

= Sales & Promotion
[ Orders

& Inventory

E Inventory Reports

Customer

Reports &

Impert | Export

i

Bulk Changes

Setting

Back Office - User Manual

In-Active il

@ Add Active

| Tﬂia|:n |

Jan 16, 2023

Jan 16, 2023

®actve

Bin-Active

n%m
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3.2 Back Office - Employee List

Under the Manage Employee Module, click Employee to bring up your employee list.

Employee
& Dashboard
| & Manage Employes @ Add Active | In-Active i | Tulil.u | @actve  @in-Active

Rk __ bt figte

- rmp!::‘ﬁﬁn

¥ Products

= Sales & Promotion

[0 Orders

& Inventory

B Inventory Reporta

& Customer

B Reports

= Import | Export N
#h Bulk Changes

Q Setting

3.2.1 Back Office - Adding an Employee

To create a new employee, click Add.

Employee
& Dashboard

| = Manage Employes Botive | In-Active m | Tmal'n | @iciive ®in-Active

_ Bl oKt | Hoe

(123) 456-TE00 Mar 23, 2023 Emplayee

& Role

& Employee

¥ Products

= Sales & Promation
Ol Orders

& Inventory

& Inventory Reports
& Customer

B Reports

= Import] Export
& Bulk Changes

0 Setting I'|

Back Office - User Manual Page 27



Back Office - User Manual

3.2.2 Back Office - Employee Information

+ When creating a new employee, always make sure to fill out all the boxes with a red star next to them.
+ Always make sure to select what role the employee will have
+ Make sure to give each employee their own pin and password

Add Employee
© Dashboard
T Perscnal Detaile
& Manage Employee |
[ First Hama = Last Mams =
| Jghn [_Smnh Email |
e 3 [ | & | |
U el | Makila Na
& Employes ' ! Home Comact No [HZB] 456-T890 Biirth Date B Sefect Gender v]
| Choose Picture | | \ | | | | |
¥ Products <
Location Details
i= Sales & Promotion
[ Address 1 | | Address 2 |
O Orders
& Inventory ¢ | Zip Code ] l City | l State | | Seloct Country v|
2 Invertory Reports < /
& Customer ¢ % L
~ ALcess Pin ~ Re-Enter Accsgs P ————— ~Join Date *
[ 1234 | | 1234 | [ Mar2s, 2022 g | Fayrall Amaunt (5)
B Feports <

Select Role *
= Impert) Export [

Employee ® v| | Salect Payroll Type v| | Salect Languags v |
# Bulk Changes Allow FOS Aliow MOBILE Allow Web
Q Seming ¢

Pazsword Details

Y = 5 S

Back Office - User Manual Page 28



3.2.3 Back Office - Save Employee Information

Back Office - User Manual

When adding or editing an employee, always make sure to click Save.

€ Dashboard
| = Manage Employee
2 Raole
&, Employes
¥ Products
‘= Sales & Promotion
Orders
Inventory
Invantory Reports

Customer

2+ @ 8 O

Reports

1

Import | Export
Bulk Changes

&
Q Setting

3.2.4

£+ Dashbeard

& Manage Employes
A Role

B, Employse

¥ Products

& Sales & Promotion
[l Orders

& Inventory

Gk inventory Reports

Customer

1 0

B Reports
= Import | Export

& Bulk Changes

-]

Sstting

Add Employee

Perscnal Details

~First Hama

Last Nams *

-John

¥

| [Smdh

| [ Emaul

==

— Mobile No

i Home Contact No | | (123) 4567800 | | Birth Dt E] [ Setect canar :]
Choose Picture .

Location Details

| Address. 1 | | Address 2 |
1 1 1

l Zip Gode | | Gity | | State | | Salect Counlry |
—Access Pin — Re-Enter Accees Fin (—Join Date ]
| 1234 | | 1234 | [war 24,202 B| | Payroll Amount ($)

Select Role r 1
[Emps.wee e v| Select Payroll Type v| | Select Language |

Allow POS Allow MOBILE

Password Details
-~ Passward” ] ReEntor Passwond™

Allow Web

Back Office - Edit Employee

Employee

@ Add Active | In-Active

| Total : [

®actve Bin-Active

| ® Joha Smith

Back Office - User Manual

{123) 456-TE80 Mar 23,2023

Employes

c%a
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3.2.5 Back Office - Deactivate an Employee

To deactivate an employee, hover over the employee and click the slider

Employee
& Dashboard

& Manage Employes @ Add Active | In-Active | i | Total - n| ®active  Bin-Active

# Employae ® Joha Smith (123} 456-7890 dar 23,2023 Employee cﬂ"]
N

¥ Broducts

= Sales & Promotion
1 Orders

& Inventory

Eb Inventory Reports
& Customer

B Reports

= Import | Export

& Bulk Changes

9 Serting

3.2.6 Back Office - Deactivate Employee Confirmation

To confirm employee deactivation, click YES

Employes
& Dashboard

| & Manage Employes @ Add Active | In-Active | 1 |‘rcma|_n ®ictve  Bin-Active

&, Empleyee

® ok Smith 1123) 456-TB00 Mar 23,2023 Employes
¥ Products
= Sales & Promotion
7l Orders
Alert
& Inventory
£ YOU SurE waNT [0 450 e emiployes 35 Deactye?

[ Inventory Reports
& Customer

& Reports

= Import | Expont
# Bulk Changes

9 Serming
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3.2.7 Back Office - Activate an Employee

To Activate an employee, hover over the employee and click the slider

Employee
& Dashboard

& Manage Employes @ Add Active | In-Active | i | Total - n| ®active  Bin-Active

# Employae ® Joha Smith (123} 456-7890 dar 23,2023 Employee {’_’j

¥ Broducts

= Sales & Promotion
1 Orders

& Inventory

Eb Inventory Reports
& Customer

B Reports

= Import | Export

& Bulk Changes

9 Serting

3.2.8 Back Office - Activate Employee Confirmation

To confirm employee activation, click YES

Employes
& Dashboard

| & Manage Employes @ Add Active | In-Active | 1 |‘rcma|_n ®ictve  Bin-Active

&, Empleyee

& ohn Smith 1123) 456-TB00 Mar 23,2023 Employes
¥ Products
= Sales & Promotion
7l Orders
Alert
& Inventory
£ YOU SurE WENT [0 450 e emiployes 35 Acte

[ Inventory Reports
& Customer

& Reports

= Import | Expont
# Bulk Changes

9 Serming
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4 Back Office - Products

From the RetailzPOS Back Office, click Products to access your store product module

Dashboard
& Dashboard
Today Sales Today Void Today Delete

& Manage Emplo A
. $0.00 $0.00 $0.00
| g m‘“’%h N MUTOES * 000% * 000%

Yesterday Void . 5 0.00 Yesterday Deleted 5008

Yesterday Sales 5 000

& Department

B caegory
i Sub-Category .
Sales Chart | Tender Wise {Monthly|
@ Hems
Net Revenus
@ tem Group $B7.70 v im
B hem Size S
& hem History
sE0a0
52 Scan Data Brand =
=
T smoon
= Sales & Promotion ; Total (S 867.15)
D COrders g ann o
& Inventary « 2000
G Inventary Reports ¥ ELET
Friday Saturday Earnay Monday Tussday Wadnazday Thamday
& Customer 5 @ et Ravarun @ Tolal TAX @ Fotad Sl
B Reports

4.1 Back Office - Department

Under the Product Module, click on Department to bring up your stores department list

Dashboard
& Dashboard
Today Sales Today Void Today Delete

& Manage Emplo A
S o $0.00 @ $0.00 @ $0.00
| ¥ Products N MUTOES * 000% * 000%

Yesterday Void . 5 0.00 Yesterday Deleted 5008

Yesterday Sales 5 000

= Depagment

B caegery
B Sub-Category Tender Wise {Monthly|
@ Hems

@ item Group
ES hem Size
& hem History

£2 Sean Data Brand

z

. T amon

= Sales & Promotion 3 Total (S 867.15)
‘ 0
[ Crders g e !
& Inventary « sa000
G Inventary Reports ¥ ELET
Fricay Saturday Sunoay Manday Tussday Wadnasday Thareday

& Customer 5 @ et Ravarun @ Tolal TAX @ Fotad Sl
B Reports

Back Office - User Manual

Today Retum

e $0.00

Yesterdny Return - £ 300

@ CASH (5 057.15]

Today Retum

e $0.00

Yesterdny Return - £ 300

@CAsH 50T

151
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4.1.1 Back Office - Add a Department

To create a new department, click Add

Department

& Dashboard
& Manage Employes ‘ % Active | | In-Active | | fif 'I'otai:n ®active  Bin-Active
e T T
i Department Na 0o
B Camgory [ @ cicar 1 [ Na 00
Hi:Aib-Categtity [T] @ wiNgE coo o talsa Mo 000
B ‘Yo ] ® sCoToH 1 false Mo 00
@ Hem Group

[[] @ CocNAT 1 false: Na noo
B tem Size =

[ @ cHamMPAGNE 1 false o 000
& hem History

[[] @ cockTaLs o falze Mo 000
£2 Sean Data Brand

T ean 1 false Na 0.00
= Sales & Promotion

] @ TEQUILA 0 s Na noo
1 Orders

] ®@wiNE ] falze o 000
& Inventary < =

|| ®SELTZER 1 falss Na ooo
G Inventary Reports

dhnis ] ®GuM i} talea No 0.00

& Custo
- e ] ®sooa o false Na 000
B Reports : ] ® DRINKS 0 false Mo 000

4.1.2 Back Office - Department Name

When creating a new department, always begin with providing it with the appropriate Name

Add My Department

Departmeant fism=
Mscl  fim naa»ectm v] Surcharge (%) |

Allow Food Sfinp s Favourite Salact Age -

Subrmt
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4.1.3 Back Office - Save Department

To confirm the new department, click Submit

Add My Department

n Salect Tax v ] Surcharge (%) |

Allow Food Starmg s Favourite Salect Age b

4.1.4 Back Office - Edit Department

To edit an existing department, hover over the department and select the green edit button

Department
& Dashboard
= Manage Employes v @ Add Active | In-Active | T Tom:n ®actve Bin-Active
A I = S N
& Department ] ®misc. o taise: Na Y
& Category (7] ® BOURBON ] false Mo
i Sub-Category 7] ®CIGARETTES 1 false Na ooa
& fems (] ®wWINE COOLER o false Mo 000
E em Grow
4 || ®scoToH 1 tales Na
£ Item Size
= [[] ®coanac 1 false Ho
& Hem History
[T] ® CHAMPAGNE 1 takse Hao 0.00
£ Scan Data Brand
] ® COCKTAILS 0 falsz No 000
= Sales & Promotion
[ ®an 1 false 000
O orders
] ®TEQUILA 0 false Nt 000
& Inventory ¢
| ®wiNE 1 No 0.00
Eh Inventary Reports
("] @ sELTZER 1 Na 000
2 Custo
a mer O ®cum 0 Mo 000
B Repors : ] ®s00a 0 false N oo
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4.1.5 Back Office - Create Department Shortcut

To create a department shortcut, hover over the department and click on the blue shortcut icon.

Department

& Dashboard

% Manage Employes Active

# Preducts Dey

& Department

B camgery

i Sub-Category =
E iems

@ Hem Group

B hem Size

9 htem History

£2 Sean Data Brand
= Sales & Promotion
1 Orders

& Inventary

Bl Inventory Reports

Custamer

2

Reports

partment Nam

® MISC

® BOURBON

® SCOTCH

& COGHNAC

@ CHAMPAGNE

® COCKTAILS

® GIN

@ TEQLILA

& WINE

® SELTZER

In-Active
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fales

talzz

falze

false

fales

falze

falza

false

false

false

falsa

falze

false

Mo

Mo

Ma

Na

Na

0.00

ooo

000

000

0.00

4.1.6 Back Office - Department Shortcut Confirmation

To confirm the department shortcut, click YES

Department

€ Dashboard

& Manage Employes % @ Add Agtive

L
e

& Departmant
B Camgery
i Sub-Category

E Hems

=]

ftam Group

B Item Size

@

Itam History

52 Sean Data Brand

& MISC

8 BOURBON

| ®CIGARETTES

| ® WINECOCLER

® SCOTCH

B COGNAT

& CHAMPAGNE

| ® COGKTAILS

= Sales & Promotion

0

Orders

& Inventary

e}

Inventory Reports

Customer

»

B Reports
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® GiIN

@ TEQLILA

& WINE

® SELTZER

In-Active

Alert

| Tota[:ﬁ

No of Category
1]

> Cx

Favorite

false

faks

falsa

falze

falsa

falee

falza

false

falze

fales

false

falza

False

T T
Mo oo

No

No

Na

Na

Na

Mo

Na

Mo

0,00

g

.08

0on

0.00

ooa

oo

00d

000

0.00

oo

Bhctive

Bhctive

Bin-Active

Win-Active
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4.1.7 Back Office - Delete a Department

To delete a department, hover over the department and click the red trash can button

Department
& Dashboard

®hctive  Bin-Active

In-Active

& Manage Employes ® Add F

T 2 | - -
i _| Depariment Name No of Category Favorite Surcharge |
o fakse Ny oo Yy £ B

& Department ® MISE O
B Cawgory ® BOURBON o b
H Sub-Category ] ® CIGARETTES 1 i
I Hem:
B mais T @ wiN o talze
@ Hem Group
® SCOTCH 1 false
B htem Size
L] 1 falee
& tem History
@ CHAMPAGNE 1 faize
2 Scan Data Brand
| ® COCKTAILS o talze
= Sales & Promotion
® GiN 1 false
[l Orders
@ TEQULILA o falze
& Inventary
® WINE 1 false
Bk Inventory Repaorts
1 talsa
& Customer
] falze
B Reponts ® 5004 o false

4.1.8 Back Office - Confirm Delete Department

To confirm you would like to delete a department, click YES

Department
€ Dashboard

2 Manage Employes ‘ @ Add Active | In-Active | i | Total - [{ SSie i

w

hiee Mo of Camry ravote 2 T
Mo oo

& Deparmant ® MisC ] tale
B Category ® BOURBON o fales. Ha 100
A Sobteg o) ] ®ciGareTTES 1 falea o an0
Howm ] ® WINE COOLER faksa No 0.00
@ ttam Group Alert
® SeoTCH false Na 000
EF mem Size - ) ) '
® CoBNAT falee Wa .00
& em History ¥ n
& CHAMPAGNE =13 Mo ooo
55 Scan Data Brand
| ® COGKTAILS o falsa Ha 0.00
= Sales & Promation
L 1 false Mo 000
] Orders
® TECUILA o falae Ma .00
& Inventary
® WINE 1 fafss Na ooo
Eb Inventory Reports
® SELTZER 1 falsa Mo 000
3 .
Sl ] ®Gum ] talse Na 00
B Reports ® 5004 D false No 000
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4.2 Back Office - Category
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Under the Product Module, click on Category to bring up your stores category list

& Dashboard

& manape Employes

-]

®

e

&

Cafensry
Bt Sub@eﬁ

¥ Products

Department

Items

Item Groug

Item Size

5 Item History

Sean Data Brand

= Sales & Promotion

[0 Orders

& Inventory

o]

Inventery Reports

A& Customer

Category

@ CIGAR

@ SCOTCH

In-Active

| Total - (6} | ®hctive  Sin-Active

CIGARETTES o

CHAMPAGNE

GIN o

WINE o

SELTZER O

ERY NEW o

® TCEACTO Tobacco
B Reports ] ® MIXER MIXERS o
= impart | Export ® DRINKS CANADADRY o)
~uiDe

4.2.1 Back Office - Add a Category

To create a new category, click Add

Category
& Dashboard

& Manage Employes In-Active | T | Total - [} | ®active  ®in-Active

kd Departrent ARETTES o
B3 Categery o
i Sub-Category COGNAG
i Item:
B’ e CHAMPAGNE
7 Item Grougp
e GiN o
B iem Size

WINE o
4 em History

SELTZER o

&5 Secan Data Brand

= Sales & Promotion

Beer o
O Orders

AN o
& Inventory

RLUM
B} Inventory Reports

A& Customer

®ToEACCD | Tobaceo
B Reyions ] ® MIXER \ MIXERS 0
= Mafport] Fxprint ® CRINKS CANADADRY 0
& Bulk Chanoes & cuacvs ruiDe
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4.2.2 Back Office - Category Name

When creating a new category, always begin with providing it with the appropriate Name

4.2.3 Back Office - Category Target Department

When creating a new category, make sure you select the Target Department that it will be categorized under

Add My Category

Catagory Nama
(GUM

| select Department

Search Hoto

PR R R TR

RUM

SCOTCH

SELTZER
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4.2.4 Back Office - Save Category

To confirm the new category, click Submit

Add My Category

Categay Nams *
[ ]

r Select D
| snacks

4.2.5 Back Office - Edit a Category

To edit an existing category, hover over the category and select the green edit button

Catagory
& Dashooard
& Manags Empioyes ¢ m Actve | In-Active | 0 1'°"'=ﬂ Sactve Bin-Active
" o .
D Departsnart ] @ aint Srcks - %i
B9 tigor [ ® ciaReTTE CIGARETTES
1 Sub-Category ] @ scatcH S0OTCH
8. ma [ @ cocuac COGNAG
il ik [[] @ coamracre CHAMPAGNE
8 Iem Siza
] @i =20
2 ltem Histary
[C] ® vane WHE
£ Sean Data Brand
[ ® SELTZER SELTZER
= Sales & Prametion
[ ® GROCERY SROCERY NEW
[ Orders
[ ®BEER s
& Inventory
[ & raa TN
Eb Irvarery Reparts =3
] ® LQioR RUM
o Lo, ] @ GUMCANDY.BAR AN
B [[] ® TosAcco. Tebacca
= Import| Export [7] @ wER KIKERS o
oo, B S anmaws  smsnemaw
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4.2.6 Back Office - Delete a Category

To delete a category, hover over the category and click the red trash can button

Category
& Dashboard

& manage Employes Active | In-Active | 1T | Total - (6 | ®pctive  @In-Active

¥ Produc: = ]
ks (] Category Name Department Name No of Sub-Category
kd Departrent & SUM Snaces o o« %

Bl Gategery | ®CIGARETTE CIGARETTES

i Sub-Category

5]

Items —

@ Item Group

E7 iem Size

4 em History
£2 Sean Data Brand

= Sales & Promotion

O Orders

@ SEER
& Inventary

& MM
B} Inventory Reports

& LGUOR

s
& Customer ) N
® GUM-CANDY-BAR

B Reports —| ® ToBACCD Tobacca L
= fimport | Export ® MIXER MIXERS )

4.2.7 Back Office - Confirm Delete Category

To confirm you would like to delete a category, click YES

Category
& Cashboard
2 wmanage Employes Active | InActive | T | Total - [E | R PR
v . —
e e = A
&d Department & GUM Srcks <)
B Gategory | B CiGARETTE CIGARETTES 0
i Sub-Category ® scoToH SCOTCH u
2L ks | ®ceehee s o
@ Item Group = Alert
& CHAMPAGHNE o
Are You Sure want 10 delete this C 7
E% Ihem Size = Ers
GiN =
. L
4 hem History @
® WiNE o o
£ Secan Data Brand
| ® SELTZER SELTZER &
= Sales & Promotion
® GROCERY GROCERY NEW 0
Ol Orders
® oeeR Beer Gl
& Inventary !
® Min Min 0
5 Inventory Reports
o ® LGUOR RUM o
.
€
- ® GUI-CANDY-BAR caNDY o
& Reporis —| ® ToBACED Tobacco ¥
= Impart | Export ® MIXER MIXERS g
& Bulk Chanaes & roiaace FAMATARDY
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4.3 Back Office - Sub-Category

Under the Product Module, click on Sub-Category to bring up your stores sub-category list

Sub-Category
@ Dashboard
& Manage Employes Active | | In-Active | |1‘ntal n| ®active  ®in-Active
W
ki Department
5 Caegory
i S-@:rp{__or\u

(2]

@ hem Group
57 hem Size
@ ham Histary

£ Scan Data Brand
= Sales & Promotion
O Orders

& Inventory

Eb inventary Reports
= Customer

B Reports

= import | Export -~

& Bulk Changes

4.3.1 Back Office - Add a Sub-Category

To create a new sub-category, click Add

Sub-Categary
£ Cashboard

3 Morsecrpiores o JEECE @]

i Produs ]
s | Sub Jigtegory Name | Categary Mame Mo of tiems

i Deparmment

@hctive  Bin-hctive

B Catagery
# Sub-Dategory

B leems

@ teem Group

H? hem Sze

3 frem Histary

£ Scan Data Brang

= Sales B Premetion

[ Orders

& Inventory

B Invertary Reparts

& Custsmer

& Reports

= Import | Export LY

& Bulk Changes
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4.3.2 Back Office - Sub-Category Name

When creating a new sub-category, always begin with providing it with the appropriate Name

Add Sub Category

4.3.3 Back Office - Sub-Category Target Category

When creating a new sub-category, make sure you select the Target Category that it will be sub-categorized
under

Add Sub Category

- Sub-Catagary Nars: *
| Tradant

| Salact Category

fum
QAM&%M
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4.3.4 Back Office - Save Sub-Category

To confirm the new sub-category, click Submit

Add Sub Category *x

Sub-Catogary Hame *
(Trider&

Select Category
[ GUM.CANDY.-BAR X v

4.3.5 Back Office - Edit a Sub-Category

To edit an existing sub-category, hover over the sub-category and select the green edit button

Sub-Category
£ Bashocard

& Manage Employes ¢ m Active | In-Active | T Tatal : [ hctive  @in-ctive

 Products

& Deparemant [] ® Tredent GUR-CANDY-BAR ] o
BE Category

# Sub-Category
B Ieers

@ tem Group

i lem Sza

2 Ieem History

£ Sean Data Brand
= Sales & Premotion
1 Oreers

& Invartory

B Invertary Reparts
& Custsemer

& Reports

= Import/ Export

& Bulk Changes
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4.3.6 Back Office - Delete a Sub-Category

To delete a sub-category, hover over the sub-category and click the red trash can button

Sub-Category
£ Dashboard
2 Manage Employes Active | In-Active | 7 |1‘ot=l n| ®active  ®in-Active
W e

& Department ® Tridert GUM-GANDY-BAR 0 Ce) @]
B8 Caegery

¥ Sub-Categary

@ ham Histary

£2 scan Data Brand
= Sales & Promotion
O Orders

& Inventory

Eb inventary Reports
& Customer

B Reports

= Import | Export

@ Bulk Changes

4.3.7 Back Office - Confirm Delete Sub-Category

To confirm you would like to delete a sub-category, click YES

Sub-Category
£ Dashboard

& Manage Empleyes ‘ Besive | In-Aetive | T |Tam:n| ®hctive  ®in-Active

" i
:
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BE Categoery
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B leems
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£ Scan Data Brand {5

= Sales & Promotion
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& Inventory
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# Bulk Changes
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4.4 Back Office - Items

Under the Product Module, click on Items to bring up your stores item list

Items
€ Cashboard

& Manage Employes

¥ Preducts

Active

In-Active | 1F

[ Tota m |

Page Size

|sv-|

v PageNo |ﬁ
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£ Sean Data Brand 2
LUE
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e emitien 842 ® AUE Standard CIGARETTES 5000 §1289 . i ACTIVE
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O Orders
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& Bulk Changes FLLL
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-
4.4.1 Back Office - Add a New Item
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Items.
& Dashbcard
2 Manage Employes In-Active | [ Totai : m | Fage Slul 50 c| Eagn Mo | 1w Bhctive  ®in-Active

¥ Products
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& e
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2 fem S2n
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£ Scan Data Brang
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[ Orders

& Inventory
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Back Office - User Manual

_m RS s mm-m

30 08

@ REDBULL BOZ 51N
FREE

® AMERICAN SPRIT

MENTHOL

& AVERICAN

@ AMERICAN SPIRIT MEN

LIGHT

13 LIGHTER

Standard

Standsrd

Standard

Standard

Standard

RIT REG

Standard

Standard

Standard

Standard

CAN SPIRIT YELLOW  Slandard

Standard

MIXERS '}
General $0.00 $339
GROCERY NEW $133 3350

52108 § 5185
CIGARETTES 3000 31275
CIGARETTES 3000 § 1288
CIGARETTES 5000 $1289
CIGARETTES 5.0.00 51289
CIGARETTES 30.00 31289
CIGARETTES s000 § 1268
CIGARETTES s000 s1288
C 5000 51289

aann 21Rmn

ACTIVE

armuE

®in-Active

Page 45



Back Office - User Manual

4.4.2 Back Office - General Item Information

When creating a new item always make sure to fill out the information to your own personal preference

& Dashboard

& Manage Employes

ki Departrent

= Category Gener
3 Sub-Category

Split-Pack
& hems

Distibutars
B tem Group
B htom Size cmes
) hem History Frics Level

B Scan Data Brand
= Quick Add lterm

& Sales & Promaotion
O Orders

& Inventory

E Inventory Reports
.

& Customer

B Reports

+ Import | Export
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+ Add NewPeck | + Add Pack From Exieting List
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Na Data Found!

4.4.3 Back Office - Item Type

When creating a new item, select the Item Type

& Dushbosrd

& Manage Employes

¥ Products
K Deparment
i Category Gaiwgial
# Sub-Category
Spin-Pack
B hems
Castrizutors
@ Ieem Greap
% loem Sze Othars
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! Scan Data Brand

B Quick Add ltem

= Sales & Premetion
[ Orders

& Inventory

£} Invantory Repares
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4.4.4 Back Office - Split Pack

To make an item a split pack, go to item type and select Split Pack

& Dashboard

& Manage Employes

' H Bame r Select Department —— 0——— Nom Tawable
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4.4.5 Back Office - Confirm Split Pack

To confirm split pack selection, click YES

& Dashboard

& Manage Employes

- Select Depal

[ssu | (maono SIVER BOX | [

¥ Products -

0 ¥ + Seloct Sub C r v +
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4.4.6 Back Office - Split Pack Selection

To edit split packs, click Split-Pack

& Dashboard
& Manage Employes

¥ Products

ki Departrent
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© hems
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4.4.7 Back Office - Add New Split Pack Size
Click Add New Pack to add a new split pack size
g ) =T
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£ Manage Employes
W Products
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& Custsemer

B Feports

= Impart ! Export
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4.4.8 Back Office - Select Split Pack Size

Select your Pack Sizes for Split Pack

Select New Pack for Item

| [ Bo-RACK | | [ 48-FACK | [ [[] 35-PACK | [ [[] 30-PACK | | [ 24-FACK

| [} 2n-RACK ] | (] 1B-FACK] [g 15-FACK ] [!j 12-F'AcK]

| CARTON | | [ 10-Pack | | [ &-PacK | | [ 6PAck | | O 5F'\A-:Kl

I O #Pack | | [ 3-PACK ] I 0 2-Pack | W

SUBMIT |

4.4.9 Back Office - Confirm Split Pack Selection

To confirm your split pack size selection, click SUBMIT

Select New Pack for item

Higher Pack

| O snpac | | [ 4a-mncK | | O sspacx | | [ 30-PACK | | [ 24pncx

[Caepack ]| [ reeack | [0 vapack | [ 12-pack |
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4.4.10 Back Office - Add New Split Pack UPC

Click the plus sign under UPC to Add New Split Pack UPC to this split pack size

-5 — Ratad Prica (8 ~CC Prica (34
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4.4.11 Back Office - Split Pack Price
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4.4.12 Back Office - Item Distributor

Click Distributors to access your item distributor settings

3.

Chacce Ficture

& Dashboard
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ﬂ Select ttem Group | | SelettE-Commcedy :

A Customer
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4.4.13 Back Office - Select Item Distributor

When adding a distributor to an item, click Select Distributor

&

K Deparmment Chioose Bty

& Dushbosrd
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=
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4.4.14 Back Office - Enter Item Distributor Code

When adding a distributor to an item, provide the ltem Distributor Code

& Dashboard
& Manage Employes ¢
¥ Products g 1 l ' I

& Department Chaese Pleture
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4.4.15 Back Office - Enter Item Purchase Cost

When entering item distributor information to an item, provide your Purchase Cost

& Dushbosrd
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4.4.16 Back Office - Apply Item Distributor

To apply item distributor information to an item, click Apply

.

—_

& Dashboard
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4.4.17 Back Office - Other Item Features

Click Others to access other item features
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4.4.18 Back Office - Add Item To Item Group

To add an item to an item group, select Item Group

& Dashboard
& Manage Employes
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O Orders

& Inventory

G Inventory Reports
A Customer

B Repons

= Import | Export

n Select ttem Group %]_‘I'] | Select E-Commercap v
Re-Orider Oty

0 / J

|1 Dpen Qusnsity Mon Return lem Negative ltam | Deli-PLU

] Indctve Non-Revenue | Onen Price [ EBT

[] Mon-Discountable

Tag Aleng /Bottie Deposit

| URG

¥

| | tem |

Price (8)

V4
| o

| Wuiply By Pack

Remove Tag Along

O Regular Price

[ wiholesake (15 00%)

O a{5.00%)

4.4.19 Back Office - Enter Item Re-Order Quantity

To enter item re-order quantity, select Re-Order Qty.
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4.4.20 Back Office - Select Other Item Features

Enter all Other item features as needed
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O Orders

& Inventory

B Inventory Reports
A Customer

B Repons

= Import | Export

4.4.21

Select em Group

| | Select E-CommerceAp v

Re-Order Oy
(s

)

Open Quantity ‘: Non Resurn liem
ey ol -
[ l\bn-Cﬁ's\'nunlable*” *

Tag Along /Bottle Deposit

Non-Revenue

|_| Open Price [ -EET\

"] Megative lam | Dali-PLU

| URG

| lzm |

| Prce {5) | | ary

O Regular Price

To add a tag along item to a product, enter the item UPC
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4.4.22 Back Office - Tag Along Quantity

Enter the Quantity of the tag along item

—
& Dashbaard n Saiact llem Gioup v | | Salact E-Commarcaipi v
& Wanage Employes ¢ Fa-Ordar Oty

' [ |

¥ Producs

[ Open Ouantty [T Mon Return llem Megate item Dell-PLU
ki Departrent

[ In-Active [T Mon-Revenue [T @pen Prica ] EBT

2 Categery G
kit |Z] Men-Discountable
i Sub-Category
Split-Pack
® hems
Dismbutars
' hem Group | UPe | | = |
B ltem Size Omers
o A
| Price (5) | | qry - | @ My By Pack Remove Tag Along
© ltem Histary Frice {zuel
[ Scan Data Brand
Quiek Add Ite - ;
i & 10 Regular Price (3 whosesaie (. 00%) O a (5 00%)

& Sales & Promaotion
O Orders

& Inventory

B Inventory Reports
A Customer

B Reports

L o |

4.4.23 Back Office - Tag Along Multiply By Pack

To multiply a tag along by pack size, select Multiply By Pack
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4.4.24 Back Office - Remove Tag Along

To remove a tag along, select Remove Tag Along
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4.4.25 Back Office - Item Price Level

If you wish to provide an item with a price level, select the appropriate Price Level needed
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4.4.26 Back Office - Save New Item

When all item information is filled in, make sure to click Save to confirm your new item
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4.4.27 Back Office - Clone an Item

To clone an existing item, hover over your item and click on the blue clone button

Items.
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4.4.28 Back Office - Edit an Item

To edit an existing item, hover over the item and select the green edit button

Items
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4.4.29 Back Office - Delete an Item

To delete a item, hover over the item and click the red trash can button
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4.4.30 Back Office - Confirm Delete Item

To confirm you would like to delete this item, click YES
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4.5

Back Office - Item Group

Under the Product Module, click on Item Group to bring up your stores item groups
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4.5.1 Back Office - Create a New Item Group

To create a new item group in your store, click on Add

Item Group
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4.5.3 Back Office - Search Items in Item Group

To add items to a group you can filter by searching item names
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4.5.4 Back Office - Select an Item in Item Group

* To select an item you wish to add to an item group, click on the checkbox next to item name

« A check mark confirms the item is selected
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4.5.5 Back Office - Add Items into Item Group

To add items to an item group, click Add
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4.5.6 Back Office - Select Items for Removal from Item Group

To select an item you wish to remove from an item group, click on the checkbox next to item name
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To remove all items from an item group, click Remove All
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4.5.9 Back Office - ltem Group Shortcut Buttons

To create Item Group shortcut buttons on your register screen, select Is Favorite

£ Cashboard
& Manage Employes
¥ Products

& Deparment

B Catagery

H# Sub-Category
B leems

@ fem Group

2 fem S2n

3 frem Histary

£ Scan Data Brang
= Sales & Prametion
[ Orders

& Inventory

B Invertary Reparts
& Custsmer

& Reports

= Import/ Export

& Bulk Changes

Edit Item Graup

| | setect Message

595
52499 750 Wi
§22 9 1.75

1ect Department

v| [zee

v| |- ot Pac

Price [$)

AMFRICAN SPIRIT

Back Office - User Manual

Total ttems Counts : 1

o (i |
(=T
= Remove AR

Page 66



Back Office - User Manual

4.5.10 Back Office - Save Item Group

To save your item group, click Save

Edit Item Group
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4.5.11 Back Office - Edit Item Group

To edit an existing item group, hover over the item group and select the green edit button

Item Group
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4.5.12 Back Office - Deactivate Iltem Group

To deactivate an item group, hover over the item group and click the blue slider

Item Group
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4.5.13 Back Office - Confirm Deactivate Item Group

To confirm item group deactivation, click YES
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4.5.14 Back Office - Activate Item Group

To activate an item group, hover over the item group and click the blue slider
sy
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4.5.15 Back Office - Confirm Activate Item Group

To confirm item group activation, click YES
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4.5.16 Back Office - Delete Item Group

To delete a item group, hover over the item group and click the red trash can button
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4.5.17 Back Office - Confirm Item Group Deletion

To confirm you would like to delete this item group, click YES

Item Group

£ Dashboard

& Manage Employes Page tize| 50 v |

Wictive  ®indctive

i Deparmant ® oo - |& Fasente
BE Categary ® tsdoull s Favpras
# Sub-Caegory | @ Hid Products |5 Fautrite
B leems

1] ® viater

& loam Group

H? hem Sze

D frem Histary

E% Scan Data Brand
= Sales & Promotion
O Crders

& Inventory

B Irvarery Repar
& Cuwomer

B Reporrs

= Import / Bxpont

# Bulk Changes
pyiight 5 2023 FlaizEDs, A1 s Tessrvad
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4.6 Back Office - Item History

Under the Product Module, click on Item History to bring up your stores item history

@ Dashboard Tranaacton Histary
& Manage Employes A Search liem Mame 1 Department v I elect Gategory = i
urchase H‘Smw
¥! Froduoes - a1y Chvmre | select Sus Category sect Brand - | | Salect ttem Size v
& Department
| Select item Typs v | Select Dzte Range
5 Categery :
o
© hems - REFUND ~ PARTIALRETURN  DISCOUNTED | Select Register v —
@ em Group Receipt Number Register No Price aty Dema Store
Griffin
59 item Size 4401 a2 §1880 o i
202303280007 25044 PHOME ; [297) 815-2005
& ktem History Sales Date : Mar 28, 2023 12:07 AM
] {t! woEr “* 3990 4 yorse POS Ordarid : 4401-20230328000725044
£ Scan Data Br. i Register No. : 44
= Sales B Promotion 44 341055 ] S41882 -
327235656555 il aty Enca
[ Orders IO RAGIBERRRY 51890
o £110.00 1 S 1000 MARGARITA
T — 6413450 Subotal 1899
Discount : E0.00
i 410k 1778 $110.00 1 $107.25 Sales Tax : $1.38
T BRI Aot 2023032T060627072 Surcharge : $0.00
Total EI03T
4 Customer . 11 9 $ 11000 $107.35 g::"“;“”l" 5‘2‘;-::
VT nd Total ¥
B Reports i Other Details
0 £ 11000 58250 CARD §20.98
+ Import | Export A03ETOA00 10244 Auth Code 000000
Card No AR 00 78R
& Bulk Changes o 339000 3 $330.00 Card Type VIsA
A0FETOE5050454 CashBack 50,00
Marshant Eaa s081
k Off h I i i
-
4.6.1 Back Office - Search Item Transaction History
To find item history, you can filter by searching item names
& Dashbaard Traneactan Hitiny
X Manage Employes O —— Y WMARGARITA | Setect Department v | | setect Categary u-|
) ’ 1800 2 MARGARITA
" e R
e PiceiCestity Changs | [= v| [soectin s |
K Department
- | | Seiect Daie Range
# Catagary
i Sub-Category
By SCOUNTED RECEIRT VIEW
@ Ieem Sreup Demao Store
Griffin
8 Ihem Siza PHONE  [597) B15-5005
2 oo sstary Sales Date : Mar 26, 2023 1207 AM
- B L i POS Crderid : 4401-20230328000725044
£ Scan Dats Brand Raogrster Mo, | 44
= Sales & Prametion Oty Price
[ Orde 1
il MARGARITA R1009
P SubTosal | §1839
Discount 3000
. Sales Tax - s1.3
L vantory Rapocts Surcharge s0.00
Toeal £2037
2 Custorer Change Dus s000
Grand Tors! 82087
B Reports Gthar Deailz
caRD 52098
= Impart| Export Auth Cedn coon00
CordMo e 00 7788
& Bulk Changes Cord Trpe visA
CashBack s0.00
O Seming Marchant Fas 2061
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4.6.2 Back Office - View All Item Transaction History

To view all item transactions history, click ALL

€@ Dashboard Transaction Hstory

& Manage Employes
Purchase Hislory

I M Predusts

Prce/CostiQty Change

& Department

25 Categary

Sub-Category

& ems

' item Group

B? Item Size

D Iem History

£ Scan Daw Brand
= Sales & Promotion
O Orders
&

Imweritary

(1]

Imvertary Reports

Customer

B Reporis

= Import! Expert

& Bulk Changes

Search e Name

| Select Depariment

v| [ Select Category

| Salacl Sub Category

v ] | safect Brand

v ] | satect am size

| Salect tem Typa

REFUND
4405 a4
20230326000725044
4408 44
20230327 235756001
4400 44

202303274 14607

202I032TB0G2TOTE

410k i3
2023032T0R0B2TOTZ

stou ¢
202303270A0010244
410 ]
20230337055850464

4108 177!

PARTIAL RETURN DISCOUNTED
518.99 1
$E288 4
£410585 B
S11000 1

a 511000 1
S110.00 1
$ 11000 1
$330.00 3

A | Salect Date Ranps

Salect Regists!

I Amount | Customer Name
ar

£20:

§$67TS2

£ 41582

211000

$10726

£107.25

$ 8250

§330.00

RECEIPT VIEW

Demo Store

PHONE : (997) 815-9005

Sales Date : Mar 28, 2023 12:07 AM
POS Drdcrid : 4401-20230328000725044
Register No. ; 44

1800 RASPEERRRY

MARGARITA

SubTotzl ;
Discount

Sales Tax :
Surcharge :

Total

Change Due
Grand Total

CARD

Auth Code

Card No

Card Type
CashBack

Other Details

VISA
50,00

4.6.3 Back Office - View Refunded Item History

To view refunded item history, click REFUND

€ Dashbourd Tiansaclicn Hilory

| & Manage Employes e Fgiy
¥ Products
Prce/CostOty Change

K Deparsnent

B Category

W Sub-Category

B lems

@ leem Greaip

B9 Ivem Size

£ toam Mistary

£ Sean Data Brand

= Sales & Promstion ‘
O orden

& Invereory

Bl Invercory Reports

& Custsmér §
B Repons

= Impon | Expont

& Bulk Changes

Back Office - User Manual

F02IT2O0IG0HEI

400 a0
20230326031609653
400 45
HABOAIE0865
40K a0

BOZINIITOMTISOET

4000 a0
20230337004 735067

4008 40
HI230227004T 26067

$50.80 1

$50.99 3 3ZTT 54
5200 1 §3355 01
$200 4 $3355.01
51500 1 §3355 01

Griffin
PHONE : [387) 815-9005

Sales Date : Mar 26, 2023 03:13 AM
FOS Orderid : 4001-20230326031317344
Fegister Mo, ; 40

Oty Price
CLE OILE 1 £500.00
1 $-15.00
1 $-15.00
s 47000

$0.00

218

$0.00

48702

5000

545782

Grand Total

Othar Detaits
CARD § 509.38
Auth Code connng
Cardl Ne e et 3142
Corid e MASTERCARD.

| setect Depanment v| [ setect caegeny |
| | seiwctBrand v| [ selecttam Szm .|
-_| Select Tate Range
BARTIAL RETHRE i v| RECEIPT VIEW
Total Amount Demo Store
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4.6.4 Back Office - View Partial Return Item History

To view partial return item history, click PARTIAL RETURN

@ Dashooard

| & Manage Employes
1 Predusts

& Department

BE Categery

Sub-Category
& ems

' item Group
B? Item Size

D leem Hestory

Transaction Hestory

Seanch lem Name | Select Depariment

v| [ Select Category

Purchase History

| Salect Sub Calegory v] | safect Brand

'J [ Saliact fem Siza

Prce/CostiQty Change

| Salect [tem Typa A | Salect Date Ranps

PARTIA | RETURN

DISCOUNTED

Al REFUND:

Salect Regists!

"| RECEIPT VIEW

it Number

£363.06

4004
202303250T1232013

Demo Store
Griffin
PHONE : (297} 815-9005

Sales Date : Mar 25, 2023 07:12 AM

Gt “ seee ! Fsene POS Orderid : 4001-20230325071232013
£ Sean Data Brang 2023032507832013 e a
= Sales & Promotion 40 £1595 1 § 363.06
faosoriaazons Name aty Price
O orcers E&J1TS 1 324,96
10 s1680 1 56306 DELECH DIAMANTE s
& Invertory 20230325071232013 750 mL 2695
LIME TWISTED 1 5659
00t a0 52408 1 $562.06 RS RUM
B Inventary R MYERS'S RUM
e 205 232013 ORIGINAL DARK 750 1 $1648
3 . mL
. Customer 400 0 $E0.90 3 £363.06 SHIRN CITRUS 1000
s 20230328 I-.'II : 1
Repaorts AL
0oL a0 $154 3 £1234 50 E‘EW AMS E':_lt'f«-r‘ 1 51 u:
= Import! Expert 202303253I5501212 E.'TPTN:I_I«Q-{G.-W t ss La 9%
EBJ1 1 24540
% Bulk Changes 400t 40 54575 3 $ 1234 50 DELEON DIAMANTE s
2032522550131 Tl :
k Offi i i d i
4.6.5 Back Office - View Discounted Item History
To view discounted item history, click DISCOUNTED
& Dustiourd Transaclion Hiloly
| £ Manage Employen ohose Pk [ setect pepanment v| [ setect caegeny .
T Category | | SewctBrand v| [ selecttam Szm v

& Departnert
BE Catagory
T Sub-Category

B lems

[ ]

Item Group

¥ Item Size

3 item Mistory

£ Sean Data Brand
= Sales & Premetion
O Orders

& Invercory

Bl Invercory Reports
& Custamser

B Repons

= Impon | Expont

& Bulk Changes

Prce/CostOty Change

T
| Satect ttem Type | | Select Date Range

ALL REFUND

a0k 8
2IBTOIS2ATI0E

PARTIAL RETURN

I INTED

[ o

o000 1 $50000

4008 a0 $5.99 1 7T
H2I0AE0TIZA20N3
A0 31558 1 IMITT
HRIIEOTIZIZN,
4006 a0 $16.00 1 $34377
023

o an 52459 1 3 M3 7T
2036071232013
00 an 5EI00 3 £33 TT
20230325071232013
4000 40 $2460 i $ 53560
20230325072030205
4008 40 5238 1 8182

HI230A26222INEND

Back Office - User Manual

RECEIFT VIEW
Demo Store
Griffin
PHONE : [987) B15-9005
Sales Date : Feb 17, 2023 0252 AM
POS Orderid : 2301-20230217015217304
Register Ne. : 1440

Name Gty Price
non revere 1 550000
SubTotal : § -500.00
Disoount : $0.00
Sales Tax - $0.00
Surcharge 30,00
Total 3-500.00
Charge Dus 3000
Grand Total §-500.00
Othar Details.
CASH § -500.00

: °
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4.6.6 Back Office - Item History by Register

To view history by register, click on SELECT REGISTER and chose from the drop down menu

& Dashboard Tranaacton Histary

Search bem Name

= Manage Employes 1800 RASPEERRRY MARGARITA + Depanment = el Catogory |
Purchase Histary
¥ Products - a1y Chvmre | selact Sus Categary et Brand v | | Salect ftem Siza |
ki Dapartment
| Select item Typs v |
= Categery :
Bt
© fems ALL REFUND | of Register . RECEIFT VIEW
@ e Group Receipt Number Dema Store
+ Griffin
2 item Size PHONE ; (397) 815-3005
B mam History Sales Date : Feb 17, 2023 02:52 AM
wor g $599 9 POS Orderid : 2301-20230217015217304
= Scan Data Brand = Register Mo, : 1440
= Sales & Promotion 40 A58 ! =c Name Oty Price
] Orders e reveTE 1 550000
40 F1658 1M SubTotal ; §-500.00
Discount s 0.00
& Inventory Sales Tax : 5000
40k 40 $2450 1 § 34377 Suroharge’: $0.00
Eb Inventory Reports 2023037507 1233013 Total £.500.00
Change Due §0.00
4 Customer ‘ i B S 2 Saik Grand Total §-500.00
2023032 232011 Other Details
B Reports CASH §-500.00
4001 40 $2459 2 55360
= Import | Expart 20230325072020005
L
& Bulk Changes 40 3238 1 sa1.82
3032522230671

@ Setting

4.6.7 Back Office - View Item Purchase History

To view item purchase history, click Purchase History

& Dashbaard
£ Manage Empicyes
‘# Products

& Department

i Categary

I Sub-Category
B leems

@ leem Grep

#% hem Size

I Iem Hstory

£2 5ean Data Brang
= Sales & Prametion
[ Orders

& Inventory

[ Inventory Reports
& Custamer

B Reports

= Import| Export
& Bulk Changes

2 Semting

Tramsacnon Hist

¥

Search lieo Naime | Setect Degadment w| | setect category v|
Punchase Histriry
&’ [“Setac Sub Categon v| | | [ Saiect lom S |
PriceiCost i range [ ey | [s v| [ Seiect tomsize v|
| seiect item Type v| | Seiect Daie Range
rrm—ery o J——
5.0
Msr30,2023  Mar 30, 2023 % 30w 5090 Har 30, 2023 -
Mar2d 2023 Mar24, 3023 a s000 $000 Mar 24, 2023
1 Jan 17,2023 a0 472023 5 $595 5040 1T, 2023

Back Office - User Manual

Page 74



4.6.8

Back Office - User Manual

Back Office - View Price/Cost/Qty Change Item History

To view price/cost/qty change history, click Price/Cost/QTY Change

£t Dashboard
& Manage Employes
¥ Preduces

& Department

& Category

i Sub-Category

© hems

@ tem Group

59 item Size

3 tem Histary

£ Scan Data Brand
= Sales & Promotion
[ Orders

& Inventory

b inventory Reports
A Customer

B Reports

= Import | Export

& Bulk Changes

4.6.9

Transacton History

Search ltem Mame | Sedect Department M| et Galegony

¥

Purchase History

- = ~, 1 o |
| selact Sus Categary v| | s=ectBrang v| | setect tem iz

| Sefect lfem Type

PriceiCostiy Changs q
T v | Select Date Range

Price/Cost/Qty Change

cosT oty
OLD UNIT PRICE HNEW UNIT PRICE PERCENTAGE OLD CASE PRICE NEW CASE PRICE MODULE

Back Office - View Item Price History

To view item price history, click PRICE

& Dashioard
£ Manage Empicyes
¥ Products

K Department

i Categary

I Sub-Category
B leems

@ leem Grep

#% hem Size

I Iem Hstory

£2 5ean Data Brang
= Sales & Prametion
[ Orders

& Inventory

[ Invertory Reports
& Custamer

B Reports

= Import| Bxport

& Bulk Changes

Tranzachon History

Parchoze Hestory

PaceiCostiCty Change

Price/CostiQty Charge

NEW UNIT PRICE PERCENTAGE OLD CASE PRICE MEW CASE PRICE MODULE
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4.6.10 Back Office - View Item Cost History

To view item cost history, click COST

£t Dashboard
& Manage Employes
¥ Preduces

& Department

& Category

i Sub-Category
© hems

@ tem Group

5 Item Size

tem History

£ Scan Data Brand
= Sales & Promotion
[l Crders

& Inventory

b inventory Reports
& Customer

B Reports

= Import | Export

& Bulk Changes

4.6.11

Transacton History

Search ltem Name | et [lepamment v i v
Purchase Histary
Selact v| | Seiect Brand v| v
PriceiCostity Changs | | | | |
| Sefect lfem Type v | | Select Date Range

Price/Cost/Qty Change

OLD UNIT PRICE HNEW UNIT PRICE

Copyright @ 1

Back Office - View Item Quantity History

To view item quantity history, click QTY

& Dashioard
£ Manage Empicyes
¥ Products

K Department

i Categary

I Sub-Category
B leems

@ leem Grep

#% hem Size

I Iem Hstory

£2 5ean Data Brang
= Sales & Prametion
[ Orders

& Inventory

[ Invertory Reports
& Custamer

B Reports

= Import| Bxport

& Bulk Changes

Tranzachon History

Search liem Name
Parchoze Hestory

PaceiCostiCty Change

NEW UNIT PRICE PERCENTAGE OLD CASE PRICE MEW CASE PRICE MODULE

Back Office - User Manual

PERCENTAGE OLD CASE PRICE NEW CASE PRICE MODULE
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4.7 Back Office - Quick Add Item

To open quick add item, click on Quick Add Item under the products tab

Quick Add ftem

@ Dashboard
usg
& Wanage Employes Auto Genrate UPC SKu | | Unn Cost (51 | | Buy Down {5} | | Retad Price (5] |
¥ Producs » r
| tem Name * | | select Dapanmant v| [ oo rmee | | e ] | Markup 61 |
4 Department
[seuec; Catagory ,] | Selad item Size '| [ Setect tom Pack v
22 Categery
i Sub-Caiegary n Selact Hem Group vl | (Juanty U Sore J
& fems | Non Taxable [ Salaci Aga "|
Tax.* g TAXNT %)
B lem Group " ] Open Price [ EBT
B item S "
s [] By As Case [[Untin Gase |
T hem History

B Scan Data Brand

H Quickpdd ltem ‘_

& Sales & Promaotion

1 orders
& Inventory
B Inventory Reports

A Customer

B Reports

4.7.1 Back Office - Quick Add Item UPC

[ Case Cost {5) |

cBEen

When entering quick inventory, begin with scanning or auto generating the item UPC

Quick Add Ham
& Dashbosrd
B el 4 I""c @ SHL | [umegomtis || By Do 30 | |nw¢n-‘ 5 |
# Product = | [Setect Department v| [cormem | [vagn s | [Matun s |
K Deparment -
v| | Setect lem Ses || | Seiect tam Pack .-l
BH Category
i .| | Quannty On Siore _| n
& e [ setect e v
@ e Greup OpenPrice 1 EBT
A% loem sze | Byhs Case [ uritin s |
3 ttem History
| Eaze costig) |

1 Scan Data Brand
B Quick Add Item
= Sales & Premetion
[ Orders

& Inventory

B} Invertory Reparts

& Custsemer
B Feports

= Import / Expont
Copyiight & 20

Back Office - User Manual

]

Page 77



Back Office - User Manual

4.7.2 Back Office - Quick Add Item Name

When entering quick inventory, provide an ltem Name

& Dashboard
& Manage Employes
¥ Producs

4 Department

22 Categery

i Sub-Category
& Items

' hem Group

B Item Size

T tem History

B Scan Data Brand
# Quick Add ltem
& Sales & Promaotion
O Orders

& Inventory

G Inventary Reports
A Customer

B Repons

= Import | Export

& Dashaeard
& Manage Employes

¥ Products

Quick Add ftem

UPC ™ Auto Genrate UPC SKu | | Unn Cest {8) | | Suy Down {5} | | Retad Prce(5) |
ltem Name. P
| Select Deparmant v GG Frice (§) | | hEaegin (%) ] | Markoo (%)
- | | Selact tem Pack v |

[ Salect Category

n Select ltem Group

Quantity On Store

,] | Salad ltem Size
!] |

J

v]

| Mo Taxable [ Salar] Age
Tax.* TAXT %)
] ‘Open Price [ EBT

[ By As Case I ity Clisees

[ Case Gost (3
=n
Copynght € 2023 RetalzfOS Al nghts reserved
4.7.3 Back Office - Quick Add Item Department
When entering quick inventory, select the item department
Quick Add Ham

E (5 | [mcmim | [Fomirwem |
|-.?}-.'a':'='rm"- | [ setect nesatment o v| |cories | |'-Ia-kw"-1 |
I || | ‘Select itam Pack -|

K Deparment

B Category

1l Sub-Category
E ltems

@ Iwm Greup

Y lem Sze

< feem Histary

4 Scan Data Brand
& Qusek Add Item
= Sales & Prometion
[ Orders

& Inventory

Eb Invartory Reparts
& Custsemer

B Reports

= Import / Expont

| setact Categary

v l Select lism Sz

. Satact flem Graug

() heom Taatie

Tay: B T

Back Office - User Manual

v | cuanmy on s

[ setect e

| DpénPrice

| Byhs Case

Page 78



Back Office - User Manual

4.7.4 Back Office - Quick Add Item Unit Cost

When entering quick inventory, input the correct unit cost per item

& Dashboard
& Manage Employes
¥ Producs

4 Department

22 Categery

i Sub-Category
& Items

' hem Group

B Item Size

T tem History

B Scan Data Brand

# Quick Add ltem

5 Sales B Promotion

O Orders

& Inventory

B Inventory Reports

A Customer

B Reports

= Import | Export

Quick Add ftem

Lnk Coat (5}

use
37815217827 Auto Genrate UPC | SKU | fhr | Suy Down {5} | | Retad Prce(5)
— ltem Name ¢ Select O \_J
Water | | ciss x '| | G Price (8) | | fiargin (%) ] | fsartoum 563 |
[ Select Category vl | Selad ltam Size - | | Selact tem Pack v |
n Selact Hem Group '] | Quantity On Store J
| Non Taxable [ Salaci Aga hd |
Tax.” TAXNT %)
] Open Price [ | EBT
[ ByAsGase I Und in Case

Copynght & 2023 BetalzfOS. All nghts resered

[ Case Cost (3

cBEen

4.7.5 Back Office - Quick Add Item Retail Price

When entering quick inventory, input the correct retail price per item

& Dashbosrd
& Manage Employes
W Products

K Deparment

B Category

1l Sub-Category
E ltems

@ Iwm Greup

Y lem Sze

< feem Histary

4 Scan Data Brand
& Qusek Add Item
= Sales & Prometion
[ Orders

& Inventory

Eb Invartory Reparts
& Custsmer

B Reports

= Import / Expont

Quick Add Ham
EEC 0 | [oreem | [Barom | ™6
|-'.?}'.'a':'=’rm‘ || '?I;cl x v | oo Paceim | | wangn | |‘-la-kw ) |
|| | ‘Select itam Pack -|

| setact Categary

v l Select lism Sz

. Satact flem Graug

() heom Taatie

Tax B T

Copyiight & 20

Back Office - User Manual

v | cuanmy on s
[ setect e v
| Cpen Price 71 EBT
| By ds Caze [memess |
| Eaze costig) |

]

Page 79



Back Office - User Manual

4.7.6 Back Office - Quick Add Item Quantity On Store

When entering quick inventory, provide the correct Quantity on Store

Quick Add ftem

@ Dashboard
use
& Manage Employes ¢ 715217827 Auto Genrate UPC SKU | | unit Cost (8) | | Buy Down 15} | | Retall Price {$) |
¥ Products =~ ~ liem Name - Select O
| Water | | ciss x '| | G Price (8) | | fiargin (%) ] | fsartoum 563 |
4 Department
[ Select Category vl | Selad ltam Size - | | Selact tem Pack v |
= caw
wry Cuamtity On Stors
Hif Sub-Category n Select ltem Group '] | ﬂ
& fems | Non Taxable [ Salaci Aga v |
Tax.” TAXNT %)
@ Hem Group ] Open Price [ | EBT
B Hem Si .
G L} briacame I Und in Case |
T tem History
[ Case Cost (3 |

B Scan Data Brand
=D

# Quick Add ltem
& Sales B Promotion
1 orders

& Inventory

B Inventory Reports
A& Customer

B Repons

= Import | Export
Copyright @ 2023 Retalzf08, All nghts reserved

4.7.7 Back Office - Quick Add Item Save Item

To confirm your quick inventory item, click Save

Quick Add Item
@ Dashbesrd
& Manage Employes « Erir BKY | l Unit Cot 15) || By Do 30 | | Tatail Priva (51 |
¥ Producs |-'|'r'alzr o | ":e,;_" % | |coriem | | v | |‘-u-kw i) |
K Deparment -
| setact Categary v l Select ltem S2a || | Seiect tam Pack .-l
B0 Category
1 Sub-Categary . Salac! ftem Graug .| [:;-u;m-ls' | n
E ems [ hoom Taxatle | Select Age '|
@ e Greup = B marM | Cpen Price EBT
A% loem sze | Byhs Case [ uritin s |
2 ham Hisory
| Eaze costig) |

1 Scan Data Brand

B Quick Add ltem @@
= Sales & Prometion ¢

[ Orders

& Inventory

Eb Invartory Reparts

& Custsemer

B Reports

= Import / Expont

Copyikiht © 2023 RealzPOS. A lights réserved
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5 Back Office - Sales & Promotion Module

From the RetailzPOS Back Office, click Sales & Promotion to access your store promotion module

Dashboard
€ Dashboard

Today Vo

@ $205.64

Today Sales

o $ 0.00

& Manage Employee

¥l Products

= Sales B Fromotlon ¢ Yeaterday Sales 5 0.00 Yesterday Void | §0.00
o

O] Orders

& Inventory Sales Chart [

1% Inventory Reports

Net Revenue
A Customer $B7.70 ¢
A
B Reports
090
= Import | Export
& Bulk Changes _E z8
3
Q Setting 3 sam -
@
030
190
Eunday Monday Tuszday Wednescny Thursday Fridey Sanrdey

@ st Favare @ Tolai TAX @ Total Sales

Top 10 Selling Item (Monthly)

M‘ @ MACALLAN DOUBLE T2¥F { DHy2%, 5 1884 75

Back Office - Discount

5.1

Today Delete Today REWm

@ $0.00 $0.0

Yeaterdoy Deleied - 3 0.00 ‘Yeaterdey Relum - §0.00

Tender Wise (Manthly)

Total ($ 967.15)

Hourly Sales Reports (Daily)

Under the Sales & Promotions module, click on Discount to bring up your stores discount list

Discount

& Dashbaard

£ Manage Empicyes Actwe | Inshotive

[ Tota D |

¥ Products

= Sales & Pramotion

| Discount ® 15 Frice§ £100
© Mix 8 Match @ 0 0%
e Base

O Orders

& Inventry

B Invertary Reparts
& Customsr

& Repors

= Impart| Expont

i Bulk Crhanges

O Sening

Copyright © 2023 Rerakz oS Al rights résstved
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5.1.1 Back Office - Create a New Discount

To create a new discount, click Add

Discount

£ Dashboard

& Manage Employes -:E%ﬁ.dd Active | In-Active | ] Total :. BActive  Bin-Active
= Sales & Promotion ] o aff Percantags % 600% trie Before Tax

B Discount ] s off Frice § 5100 e Before Tax

@ Mix & Match ] ®§o% off Percentage % 10,00 % true Befors Tax

& BOGO
[ Orders
& Inventary

B Inventory Reports
= Customer

B Reports

= Import | Export
& Bulk Changes

g Sefting “

Copynghl & 2023 RetailzPOS_All nghts reserved

5.1.2 Back Office - Discount Name

When creating a discount, always begin with providing it with the appropriate Name

Add My Discount

k.
O Parcerdage | vae i3)° 15 Standard
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5.1.3 Back Office - Discount by Price

If you would like to create a Price Discount, click on Price

Add My Discount

[t

ﬁm& O Fercentage Is Standard

5.1.4 Back Office - Discount by Percentage

If you would like to create a Percentage Discount, click on Percentage

Add My Discount

[zoer

o Frice %Pamaqe 15 Standard
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5.1.5 Back Office - Enter Discount Value

In the Value box, enter the price or percentage value of the discount you would like to create

Add My Discount

Mama ~
[_2D% OFF

S s

5.1.6 Back Office - Is Standard Discount

Selecting Is Standard will display your discount on the register screen as a shortcut

Add My Discount

[zoer

Vaiue ]
(O Prce @ Percendage | 20 %Slsnﬂam
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5.1.7 Back Office - Save Discount

To save your discount, click Submit

Add My Discount

~ Mama ~
20% OFF

Valus (Y|
() Frice @ Ferceniage | 29 @ /s Standarg

5.1.8 Back Office - Deactivate Discount

To deactivate a discount, hover over the discount and click the blue slider

Discount
& Dashooard

£ Manage Employes ¢ m Aewve | Ivhetive | 1 | Tetat - B Shcnve  Bindctive
¥ Produses * - scount T Value s Standard

= Sales & Promotion
B Dascount

© 1 & Mateh

8 BOGO

[ Orders

& Inventary

Bk Invertory Reports
& Custamsr

& Roports

= Impart| Export

i Bulk Changes

O Sening
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5.1.9 Back Office - Confirm Discount Deactivation

To confirm discount deactivation, click YES

Discount
@& Dashboard
& Manage Empioyes ¢ ® Add Active | In-Aetive | | 7o : I | BActive Bin-Active
—
= Sales & Promation | @ 20% OFF Percaniags % 2000 % e Before Tax
£ Discount ® 5% off Percentage % 00% frue Befons Tax
@ Mix & Mateh L BLTS Price % 5100 frue Befors Tax
© Bogo ® 0% off Perceniage % 1000% e Sefors Tax
[ Orders Alert
& Inventory i

SUfe Want to 5et the discount as

& Inventory Reports VEs u
& Customer ‘;Ih

B Reports

= Import | Export

o Bulk Changes

§ Seming

Copynoht € 2023 Retail:POS. All nghis reserved

5.1.10 Back Office - Activate Discount

To activate a discount, hover over the discount and click the slider

Discount
& Dushaoard
& Manage Emplcyes Acwve | Inhetive | ] | ota- B Sacive  Bindhotive
! =
# Products [ Déscunt Name | Discount Type Désceunt Apply
= Sales & Promotion @ a0 Ferertage %
B Discount ® o Percentage %
© tix & Match ®sanm Frice §
© Baco Ferentage %
O Orders

& Inventory

B Invertary Reparts
& Custamer

& Fopors

= Import| Export

i Bulk Cranges

O Sening
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To confirm discount activation, click YES

Discount
& Dashboard
= Manage Employes A Active
g i Disecunt Name
= Sales 8 Promoton - ] ® 0% OFF
EX Discount ] 5% off
© Mix & Match | @15 0f
@ B0s0 ® 10% aff
O orders
& Inventory
& Inventory Reports
& Customer
B Repors
= Import | Export
& Bulk Changes
9 Seting

5.1.11

Copynght £ 2

Back Office - User Manual

Back Office - User Manual

Discount Trpe

Fercentage %

Percentags %

Prce$

Perceniage %

20.00%
500%
5100
1000%
Alert
Are you Swie want 1o set the discount as Active?

:{FBH

Back Office - Confirm Discount Activation

True

frue

frue

e

B active

Dizcount Apgly

Before Tax

Before Tax

Before Tax

Before Tax

Bin-Active
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5.1.12 Back Office - Edit Discount

To edit an existing discount, hover over the discount and select the

& Dashboard

& Manage Employes

¥ Products

= Sales & Promotion

B Dkzcount

© Mix & Match

@ BOGO
[ Orders

& Inventory

B Inventory Reports

- Customer

B Reports

= Import | Export

& Bulk Changes

g Sefting

edit button

Discount

@ Add Active | Inpetive | & l‘nlal'u ®Active  @in-Active

(] Disoaunt Name Disdouat frpe _mm

|| @ 20% OFF Percentags % 2000 % true Before Tax @) y ._F ]
® 5% off Percentage % 500% frue Before Tax
® 15 off Prce § 5100 frue
® 0% ot Perceniage % 10.00 % e
yogh Retail '

5.1.13 Back Office - Delete Discount

To delete an existing discount, hover over the discount and select the red trash can button

& Dushaoard
£ Manage Empicyes
¥ Products
= Sales & Prametion
B Discount
© Mix & Matsh
e Base
O Orders
& Inventory
B Invertary Reparts
& Custamer
& Fopors
= Import| Export

i Bulk Cranges

O Sening
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Discount
Acws | | Inhetivn | 1 [ ool -0 | ®hcivs inihcive
| Déwocunt Name | Discoum Type DEscount Apply
® o Pementage %
LT Percentage %
® s Frie §
® 0% of Percentage %
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5.1.14 Back Office - Confirm Discount Deletion

To confirm deleting a discount, click YES

Discount

& Dashboard
& Manage Employes q Active
¥ Preduces g Disacunt Name

= Sales 8 Promotion = | ®320% OFF

B Dizcount B 5% off

@ Mix & Mateh ® 15 off

@ B0s0 ® 10% aff

[ Orders
& Inventory
b Inventory Reports

Customer

Feports

1l

Impart | Export
o Bulk Changes

§ Seming

Copynoht &
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In-Active
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EC - | |

Biactive @in-Active

Dot iyps __m

Fercentage % 20.00% e

Percentags % 500% frue

Prce$ 5100 frue

Percentage % 1000% e
Alert

Are You Sure want 10 delets this Discourt?

Before Tax

Before Tax

Before Tax

Before Tax
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5.2 Back Office - Mix & Match

Under the Sales & Promotions module, click on Mix & Match to bring up your stores Mix & Match promotions list

Mix and Match
@ Daskboard
& Manage Employee @ Add Active | In-Active | Total - [f) | ®Active Sale  BFuture Sale - Bln-Active Sale

= Sales & Promotlon L3

¥ Products

ltem Group Redoull -

¥ Discount

& Mix & Match q

© Bsoco
[ Orders
& lInventory
[ Inventory Reports
A Customer
B Reports
= Import [ Export

& Bulk Changes

g Setting

spyright @ 2023 RetailzPOS. All nghts reservert

5.2.1 Back Office - Create a New Mix & Match Promotion

To create a mix and match promotion, click Add

Mix and Match
& Dushaoard

& Manags Employes | Tetat - |0 |
¥ Products

i=kire s ot ' __
= alsa & Premetion 2t 28 C

Redtul

®hcsive Sale O Future Sale @in-Active Saie

=® Discount
@ nEx S Marsh
& Boso
Ol Orders
& Invertory
Bh Ivertery Reparts
A& Cuntesr
& Repars

= Impart| Expert

i Bulk Canges

O Semting
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5.2.2 Back Office - Mix & Match Name

When creating a mix and match promotion, always begin with providing it with the appropriate Name

Add Mix & Match Promaotion

| Pramason Narme * Jh' ] [ Salact Promotion Targat®
!

[Seﬁec!T |

Cl nt ood items in pricing || Limited Tirre Promation

o [Endnave

[ Wednesday  ["] Thursday
(] Sunday

. | Quantity ~ | | (%) Ssle Pnce *

[ Quartity | [ (%} Bale Prce

5.2.3 Back Office - Mix & Match Promotion Target

When creating a mix & match promotion, select your Promotion Target

Add Mix & Match Promotion *

Promoton Neee ©
Redbull Salact Promodian Target* @

| Salect Targel B |

[} Distount cdd tams in pricing [ Laetieed Titres Promnotion

[wnam EI] |Emnana g]

[ Manday [ Tueszay [ Wesdnesday  [] Thursday
[ Frclay [ Saturday [} unday

= | Cuarety * | | {%) Sale Price ™

Skl [Qm | [msdePr'u
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5.2.4 Back Office - Mix & Match Group Target
After selecting your promotion target under mix and match promotions, select the Target

Add Mix & Match Promaotion

7 Select Pron Target *
[ Redbua | [lrameun

x|

[ seect Tamen al
i

[} Discount od items in pricing [ Limit=d Tirre: Promation

[ Stan Date o [ End Date g]

Days of the week

[ Monday [JTuesdsy [ ]Wednesdzy [ | Thursday
[ Frday [ Saturday ] Sunday

Sale1: | Quantity ~ | | (%) Ssle Pnce *

Sale 2 [ Quartity | [ s

| Submit
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5.2.5 Back Office - Mix & Match Odd Items in Pricing

To discount odd items in pricing under mix & match promotions, check the box next to Discount odd items in
pricing

Add Mix & Match Promotion

Protntion Mome Select Promofion Target *
[ Regout ] [HemGroup x o

Sesec] Targe
[ Radbull ® v]

ﬁhr&um o items in pricing [ Limited Time Promatian

Starl Date E] [ End Datz EI]

[C] Manday [ Tuesday [[]Wednesday [ Thursday
[l Fday [ Saturday || Sunday

Bale 1 [ Cuiartity * | I (%) Saie Price *

Sale 2: [ Quantity | [ (%) 8de Pnce
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5.2.6 Back Office - Mix & Match Limited Time Promotion

If you want to create a limited time mix & match promotion, check the Limited Time Promotion box

Add Mix & Match Promaotion

7 Select Pron Target *
[ Redbua | [lrameun

Selact Targat

[ Redb
[ Discount odd items in pricing I'pl Limit=d Tirre Promaotion
[ stanpae o B g

[Wednesday ] Thilg

. | Quantity ~ | | (%) Ssle Pnce *

[ Quartity | [ (%} Bale Prce

5.2.7 Back Office - Mix & Match Promotion Start Date

Select the mix & match promotion Start Date

Add Mix & Match Promotion *

- Promotion Nawe * Selert Promotion Target *
[[Resuil | [ itam Grovg

|
- Selert Tag
|Redaul 3 !]

[} Disteunt cdd tams in pricing (B Livetiexd Titm: Proenaticon

| Seait Dale ml | End Date EI|
o

[ Tuesay []Wednesday ] Thursday

[T Satorday [} Sanday

Sae | | Cuarety * | | {%) Sale Price ™

Skl [Qm | [msdePr'u
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5.2.8 Back Office - Mix & Match Promotion End Date

Select the mix & match promotion End Date

Add Mix & Match Promaotion

2 Select
[ Redbua | [ Itam Group

Selact Targat
[ Redb

[} Discount od items in pricing {8 Limit=d Tirre Promation

m::s: 2073 0225 PM o] [Ewpae

Days of the week

[ Monday [JTuesdsy [ ]Wednesdzy [ | Thursday
[ Frday [ Saturday ] Sunday

Sale1: | Quantity ~ | | (%) Ssle Pnce *

Sale 2 [ Quartity | [ s

| Submit
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5.2.9 Back Office - Mix & Match Promotion Day Selection

If you would like to create a promotion that exists on specific days of the week, click the checkbox for each day

Add Mix & Match Promaotion

7 Select Pron Target *
[ Redbua | [lrameun

Selact Targat

[ Redb

[} Discount od items in pricing {8 Limit=d Tirre Promation

Stan D End Dt
|—n.|nr3| 2230225 PM ol [_.ﬂur 30, 2023 1158 PM

[ Honday B Tuesday B Wedresdzy [l Thursday

& Frday 8 Saturday O may

| | (%) Sae Pnze *

5.2.10 Back Office - Mix & Match Sale Quantity

Enter the purchase quantity amount for your mix & match promotion

Add Mix & Match Promotion *

- Promotion Nawe * Selert Promotion Target *
[[Resuil | [ itam Grovg

|
- Selert Tag
|Redaul 3 !]

[} Disteunt odd tams in pricing [ Lirvetiexd Titm Proenanicon

|Mars1 0230225 7M. ] |!WJ|1.20231|59FM EI|

[ Monday B Tueszay B Wesdnesday [l Thursday

B sy B Satorday B Sunday

e |au.w.w' |:5|sa|e|=m='
Skl [Qm | [msdePr'u
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5.2.11 Back Office - Mix & Match Sale Price

Enter the mix & match promotion sale price

Add Mix & Match Promaotion

d Select Pron Target *
[ Redbut | [ tem Group

Selact Targat

[ Redb

[ Discount odd items in pricing B3 Limitd Tirme Promation

Stan D End Dat:
|—n.|ar3| 207302 25 FM ol [_#Dr 30, 2023 41-53 PM

[ Honday B Tuesday B Wedresdzy [l Thursday
8 Frday B Satuiday |8 sunday

Cuanity
Sale2 Quartity | (%) 3fe Fnce

5.2.12 Back Office - Mix & Match Promotion Name Confirmation

When clicking off the sale price, confirm the name of the promotion

Add Mix & Match Promotion &

S
[ Retour™

-z v]

[l Diseacnt okt ime - pricing B Limsied Tiime Promation

Mar 31, 30230225 P00 ﬂ] [ Apr30 3073 1153 PM
Alert
Ane Yol Sure wark fo change Framation Name?

o @

S C— . —
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5.2.13 Back Office - Save Mix & Match Promotion

To confirm your mix & match promotion, click SUBMIT

Add Mix & Match Promaotion

4 Select Pron Target *
[ Redbuti 2fer 3500 | [ItameuD

%]

[%tee,;‘;lujl - * v]

[ Discount odd iterns in pricing {8 Limit=d Tirre Promation

Stan D End Dt
|—n.|nr3| 2023 0225 PM m] [_.ﬂur 30, 2073 41:53 PM 13]

Days of the week

[ Honday B Tuesday B Wedresdzy [l Thursday
8 Frday B Satuiday |8 sunday

sor [z e T )

Sale2 [ Cuariity | [ (%} Bale Prce ]

—> E7

5.2.14 Back Office - Deactivate Mix & Match

To deactivate a mix & match, hover over the mix & match promotion and click the blue slider

Mix and Match
& Dashbaard

& Manage Emplcyes ®acnve Sale  SFuture Sale @In-Active Sale

¥ Products

¥ Saies & Promoton 1o || ™ 2ires Ham Group Rieckroll & = @ € B4
| = Diseeum

© s Macch

@ Bose

1 O orders

& Invertory

Irvermory Reports

& Customer

1 & repors ¢
= impon | Expont

1 & Bulkchanges

0 Setting ]

Copyright & 223 RelaiaFos Al nghts reserced
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5.2.15 Back Office - Confirm Mix & Match Deactivation

To confirm mix & match promotion deactivation, click YES

Mix and Match

& Dashboard
2, Manage Employes @ Add Active | In-Active Tatal :. ‘ ®acove Sale OFuwre Sale  ®in-Active Sale

i hilfearsis Rt tire End Date

| ] ®2forag I Growg: Redtall

= Sales & Promotion
2 Discount

© Mix & Match

© BOGO

[ Orders

& [nventory
B8 Inventory Reports e m
A& Customer @
B Reports
= Impert! Expent
1 & Bulkchanges

0 Sstting

Gopyight © 2023 BetailePus . Al N ieserved

5.2.16 Back Office - Activate Mix & Match

To activate a mix & match promotion, hover over the mix & match promotion and click the

slider

Mix and Match

e
€ Dashbaard
B Manags Employen K| | I | rotal - [ | ®acove Sl CFuture S @In-Active Sl
Y ik

| W0 Pt -

I Saies & Fromotlon LR s Graup Redoal

| = Discoum eh

© s Macch

@ Bose

[ Grders

& Invertory
Bl Invercory Reports
& Customer

8 Repons
= Import | Export

| & Bulkthanges

& Seting "
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5.2.17 Back Office - Confirm Mix & Match Activation

To confirm mix & match promotion activation, click YES

Mix and Match
£ Dashboard

& Manage Employee @ Add Active | In-Active Tatal :. ®Acove Sale OFuture Sale  ®in-Active Sale

= Sales & Promotion 5 [] ®2fras e Groug Reduull

X Discount

@ Mix & March

€ BOGD
[ Orders Alart
& Inventory Are you sure you want b selihe b & Baich as Active?

B Inventary Reports @ m

A& Customer

B Reports

= Impert! Expent
1 & Bulk Changes

Q Setting

Gupyrkht © 2023 F 1115 reserved
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5.2.18 Back Office - Edit Mix & Match

To edit an existing mix & match promotion, hover over the mix & match promotion and select the edit
button

Mix and Match

£ Dashooard
£ Manage Employee @ Add Active | In-Active Total'.n|

Bactive Sale Future Ssle ®in-Active Sale
¥ Products

[[] ® 280045 Item Group

End Date
= Sales & Prometion

Redzull

- - © };"E‘::'. t
X Discount

€ Mix & Match

@ BoGD

[l Orders

& Inventory

B Imventory Reports
& Customer
B Repors
= Import ! Export

| & Bulk Changes

& Setiing
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5.2.19 Back Office - Delete Mix & Match

To delete an existing mix & match promotion, hover over the mix & match promotion and select the red trash can
button

Mix and Match
£ Dashooard

£ Manage Employee @ Add Active | In-Active Total : [ | BActive Sale

Future Ssle ®in-Active Sale

= Sales & Promotion ] ® 210048 Item Group

Redoull - - O % :
X Discount

& Mix & Match

¥ Products

End Date

@ BoGD

Cl Orders

& Inventory

B Inventory Reports
& Custemer

B Repors

= Impor [ Export

& Bulk Changes

& Setiing
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5.2.20 Back Office - Display Mix & Match Promotion

To display your mix & match promotion, click the display button

Mix and Match
@& Dashboard

& Manage Employes ¢ @ Add Active | In-Actve Tatal ' ‘ ®actve Sale  OFuture Sale  ®in-Active Sale
M S ustex

= Sales & Promotion [[] ®2dor4s 1hem Group Redll = 2 8] fi %‘%

2 Dizscount
© Mix & Match
& B0G0

[ Orders

& Inventory

B2 Inventory Repons
A& Customer

B Resports

= Imgert! Expen

| & Bulk Changes

O Setting

5.3 Back Office - BOGO (Buy One Get One)

Under the Sales & Promotions module, click on BOGO to bring up your stores Buy One Get One Promotions

Bogo
@ Dashisoard
B Manags Employen @ Add K| | I | Total : [ ! ®actve  WinActve
# Products
I Saies & Fromotlon
B Discount

& hox s Match

@ BOGe
Y
| O Orders

- Customer
{ B Repons
= Import | Export

| & Bulkchanges S

0 Setting
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Back Office - Create a new BOGO Promotion

To create a BOGO promotion, click Add

& Dashboard
& Manage Employee
¥ Products
= Sales & Promotion
2 Dizscount
© Mix & Match
& B0GO
| [0 Orders
& Inventory
1 B Inventory Reponts
A& Customer
4 B Reports
= Imgert! Expen
4 & Bulk Changes

0 Sstting

Bogo

] ® Promdgan

"] ® Energy gk

Active | In-Active

|| ® buy 3 get 1 7%
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Promotion Target

liem
Hem_Group

tem_SGoup

®hctve  Bin-Active

5.3.2 Back Office - BOGO Promotion Name

When creating a BOGO promotion, always begin with providing it with the appropriate Name

& Dashbaard
B Wanage Employes
| ¥ Products
I Saies & Fromotion
m Discount
& hox s Match
@ BoGo
| O orders
& Invertory
| B Invercory Reports

A& Customer

B Repons
= Import | Export

{ & Bulk Changes

0 Setting

Add Bago

Promotion Defination

Pramoton Hame

w\ﬂl'] | select Promotan Targes v| | setect Target v
Linsted Tome: Promion (Eeioes S| [Eravae al
Single Item Formu
| Scan tam | m | sk | [ nem Mame | | Reguiar =rize ) | costem
Bogo | sty || ik ey
[ \ | [o i ¥ Livk D i
| et Discown Type v| | Discoir Value
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5.3.3 Back Office - BOGO Promotion Target

When creating a BOGO promotion, select your Promotion Target

& Dashooard

& Manage Employes
¥ Produst=

= Sales & Promotion
X Discount

@ Mix & Match

& B0GO

1 [ orders

& Inventory

4 E Inventory Reports
A Customer

4 B Reports

= Impent/ Expen

4 & Bulk Changes

0 Setting

Add Bogo

Promotion Defination

Fromotion Name:
Candy
|_| Limitad Tirne Promation

Single ltem Formula

[ Sedact Promation Tangat®

Target

[ Starl Dale

| (oot
A=

| [ /

| I Regular Price ()

] | Cost (5]

F d
EE 4

| | Lirmit Cusanfity

Sean Hem m | SKU
Bogo
I By © | [ Get

Copyright B 2023 B

05 All T reserved

Pz Ll Chsanting Musst b Mullplias of P Cluardity)

[ Samcﬂsu:wm Type™

v ] [ Discount Vanis

l

5.3.4 Back Office - BOGO Group Target/Item Target

After selecting your promotion target under BOGO promotions, select the Target

& Dashboard

& Manage Empleyes
¥ Products

¥ Sales & Fromotion
m Discount

& hox s Match

© Bose

1 O orders

& Invertory

B} Inversory Reports
& Customer

B Repors

= Impart | Export
& Bulk Changes

0 Setting

Add Bago

Promotion Defination

Fromaton Hame
(o

Select Promation Target
| | Depanment

% -| | setect Target

Limvteed Trme Pramatian

| st D

5| [Eraoas

Single Item Formula

[

| |||er-Name | | Faguiar rica (5 | |Coalcs;.

| iy | [ o cureny -

& | E3
Bage
[ | [

Conyright © 2123 RetafzFos - All ighis ressreed
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5.3.5 Back Office - BOGO Limited Time Promotion

If you want to create a limited time BOGO promotion, check the Limited Time Promotion box

& Dashooard

& Manage Employes
1 ¥ Produst=

= Sales & Promotion
X Discount

@ Mix & Match

& B0GO

1 Orders

& Inventory

B Invertory Repons
A Customer

B Reports

| ¥ Import!Expon
& Bulk Changes

| O Setting

Edit Bogo

Promotion Defination

~ Promotion Name:
)

| andy

- Select Promahion Target

[:'al:anmen'. * r] [CANDY

Select Targe

?I Limitad Time Promation

SEyie ltem Formula

[ Starl Dale ] ] [ End Date

| Iltem Name:

| I Regular Price ()

] | Cost (5]

[- Dclurﬂiy

| | Limit Quantity *
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5.3.6 Back Office - BOGO Start Date

Select your BOGO Promotion Start Date

& Dashboard

& Manage Employes
] ¥ Products

¥ Sales & Fromotion
m Discount

& hox s Match

© Bose

O orders

& Invercory

Bb Invernory Reports
& Customer

B Repors

| = imponiExpont
& Bulk Changes

0 Setting

Edit Bago

Promotion Defination

Promaton hame
(o

Select Promaticn Target

Selact Targe
x -| | camoy

<]

B3 Limited Time Pramatian

Single Item Formula

| sean tem

&l [Eanae

[

] m | [ e wame yd | [ Feauarenze s e
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5.3.7 Back Office - BOGO End Date

Select your BOGO Promotion End Date

& Dashooard

& Manage Employes
1 ¥ Produst=

= Sales & Promotion
X Discount

@ Mix & Match

& B0GO

1 Orders

& Inventory

B Invertory Repons
A Customer

B Reports

| ¥ Import!Expon
& Bulk Changes

| O Setting

Edit Bogo

Promotion Defination

i~ Promcéon Name - Select Promotion Target Select Tarpe:
Candy | [ Dapartmant x r] CANDY x ']
~ Start Dy
189 Limited Tirne Promation [ Apr 05, 2023 12:39 1A o | End Date
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/

€.J

| I Regular Price ()

| [costim 4

I

Scan fem | sku | [nem riame
Bogo
o | &=
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5.3.8 Back Office - BOGO Buy Quantity

Enter the Buy Quantity amount for your BOGO promotion

& Dashbaard

& Manage Employes
¥ Products

¥ Sales & Fromotion
B Ciscount

& s Match

© Bose

O orders

& Invercory

Bb Invernory Reports
& Customer

B Repors

= impon | Expont
& Bulk Changes

0 Setting

Add Bago

Promotion Defination

Select Promaticn Target
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5.3.9 Back Office - BOGO Get Quantity

Enter the Get Quantity amount for your BOGO promotion

& Dashooard

& Manage Employes
¥ Produst=

= Sales & Promotion
X Discount

@ Mix & Match

& B0GO

1 [ orders

& Inventory

4 E Inventory Reports
& Customer

4 B Reports

= Imgert! Expen

4 & Bulk Changes

0 Setting

Add Bogo

Promotion Defination

¢~ Promotion Name: - Select Promohon Target Select Targe
| candy [ Dapartmant * r] [ CANDY ® ']
|_| Limitad Tirne Promation [ Starl Dale ] ] [ End Date @ ]

Single ltem Formula
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5.3.10 Back Office - BOGO Limit Purchase Quantity

Enter the limit on purchase quantity for your BOGO promotion

& Dashboard

& Manage Employes
¥ Products

¥ Sales & Fromotion
m Discount

& hox s Match

© Bose

O orders

& Invercory

Bb Invernory Reports
& Customer

B Repors

= impon | Expont

& Bulk Changes

0 Setting

Add Bago

Promotion Defination

e | (i ) [ =
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Back Office - BOGO Discount Type

View your BOGO promotion Discount Type

& Dashooard

& Manage Employes
¥ Produst=

= Sales & Promotion
X Discount

@ Mix & Match

& B0GO

1 [ orders

& Inventory

4 E Inventory Reports
A Customer

4 B Reports

= Impent/ Expen

4 & Bulk Changes

0 Setting

Add Bogo

Promotion Defination

~ Promotion Name:
)

- Select Promahion Target

Select Targe
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{1 Limxtad Time Promotion [ st e o] [emoae @]
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5.3.12 Back Office - BOGO Discount Type List

Select which Discount Type of BOGO promotion you want (Amount Off; Free; Price; Percent)

& Dashboard

& Manage Employes
¥ Products

¥ Sales & Fromotion
m Discount

& hox s Match

© Bose

O orders

& Invercory

Bb Invernory Reports
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B Repors
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& Bulk Changes
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[-Camy | | Depanment % -| | camoy |
) Limted Time Promation [ st e 5| [Eaae al

Single Item Formula

| sean tem B

|

| | e Hame

| |' Feagular Frice (5)

| | Cost (8)

Bage
- Gt

|—30wmw

LTl Chaamity

| (&

S | [

Nooa: L Graanity Wuss ba Mabipher of tha Qi)

| Salec! Discount Type®

a| | piscoire vatue

AMOUNTOFF

FREE

PERCENT

Copyright & 2123 RetadZFOS. All nghts feserced

Back Office - User Manual

wu\“ -

PRICE

&

Page 109



Back Office - User Manual

5.3.13 Back Office - Save BOGO Promotion

To save your BOGO promotion, click Save

Add Bogo
@& Dashooard
& Manage Employes ¢ Promotion Defination
- Promotan Name v pSelect Promation Target Select Target
# Products Candy | | Dapartment X ow [GJ\NDY W '|
= Sales & Promotion | Limitad Tirme Promation | Start Dale = | [ End Ditg P ]
X Discount :
Single ltem Formula
@ Mix & Match f
| Sean Hem m | SKU | | Item Name | | Regular Price () | | Cost (8) |
& B0GO - !
Bago ~ Chearriiy —Limk Quantty ' —
| [0 Orders g [3 | |6 |
~ By Y - Get T A e
" [2 | [I | ot Lkt iy
Imventory Select Discount Type
[ reE x v| [ oiscount vane |
1 BB Inventory Repons

A& Customer

4 B Reports E

= Imgert! Expen
4 & Bulk Changes

0 Sstting
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5.3.14 Back Office - Deactivate BOGO Promotion

To deactivate a BOGO promotion, hover over the BOGO promotion and click the blue slider

Bogo
& Dashboard
£ Manage Empleyes m Actve | In-Active | Tost - | @actve  Binactie
¥ Products § B
| Target TypelSKU
I Saies & Promoton - & Candy Deparne CANDY
B Discount ® Fronoton fem Smat yeicy
4
| @ maxsmarch | ® Ensrgy Drink E - ham_Group Department & A
o Bose ® buy 3 get | free em_Graup Redbul
| [ Orders

& Invertory

| B Invercory Reports
A& Customer

{ B Repors
= impon | Expont

{ & Bulk Changes
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5.3.15 Back Office - Confirm BOGO Promotion Deactivation

To confirm a BOGO promotion deactivation, click YES

Bogo
€ Dashboard

& Manage Employee @ Add Aetve | In-Aedve | T Total :n ‘ @active ®in-Active

= Sales & Promotion : ] ® Candy

Degartment GANDY
X Discount [_] ® Promotion e smart waler
€ Wix & Match "] ® Enangy Drink tiem_Group Department
€ Bogo [7] ® buy 3 get 1free fiam_Group Redoull
| O orders Alart
P Are you sure ward 0 set e boga 23 Deactive?

4 B Inventory Reports “]B u

A& Customer
+4 B Reports

= Impert! Expent
4 fh Bulk Changes

Q Setting

5.3.16 Back Office - Activate BOGO Promotion

To activate a BOGO promotion, hover over the BOGO promotion and click the slider

€ Dashbaard
£ Manags Employes
# Products

I Saies & Fromotion
B Discount

| & mxsmawn
@ BOGE

| [ order
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5.3.17 Back Office - Confirm BOGO Promotion Activation

To confirm BOGO promotion activation, click YES

Bogo
€ Dashboard

2 Manage Employee @ Add Aetve | In-Aedve | T Total :- ‘ @active ®in-Active

= Sales & Promotion = || ® Candy

Degartment CANDY

22 Discount [ ] ® Promotion Hem =mart waler

S WMix & Match "] ® Enangy Drink ttem_Group Department

© 8060 [7] ™ buy 2 get 1 free fam_Group Rednull
| O orders

& Vrvenmory A Vit e e ot e b ass ety

4 B inventory Repons QE']S m
A& Customer

4 B Reports
= Impert! Expent

4 fh Bulk Changes

0 Sstting

5.3.18 Back Office - Edit BOGO Promotion

To edit an existing BOGO promotion, hover over the BOGO promotion and select the edit button

Baogo
€ Dashbaard

& Manags Employes
# Products

I Saies & Fromotion
m Discount

| & mxsmawn
& BOGO

| [ Orders
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5.3.19 Back Office - Delete BOGO Promotion

To delete an existing BOGO promotion, hover over the BOGO promotion and select the red trash can button

Bogo
& Dashboard

& Manage Employes ¢ @ Add Active | In-Acive | & 'roul:n‘ ®hctive ®in-Active

= Sales & Promotion  ~ () @ Candy - - Degartment GANDY
2 Discount [C] @ Promation - - Hem smart water
1 © wixamatch [7] @ Enengy Diink . : Herm_Group Department © ¢ @
© Buco 7] @ buy 3 get 1 frae : ’ fem_Group Rednul
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@

Inventery Reparns

Customer

4 B Reports
= Imgert! Expen
& Bulk Changes

0 Setting

m Copyrignt

6 Back Office - Orders

Dashboard
I @ Dashboard
e Eribliyed ] Today Sales Today VoK Today Desele Toray Reum
$96.30 $ 13266 $181.58 $ 0.00
¥ Products + (0% . o0 + 000 % RN
= Sales & Promotion ‘ Yeaterday Sekes -3 0.0 Yeaterday Void : § 0.0 Yeaterday Defeted: 5 0.00 Yeaterday Rolurn - §0.00
| O Orders [ =
& Invertory : Salee Chart (Weekly) Tender Wisa (Monthly]
B Inventary Reports Net Revenie Tax Sales
08 9 —— @ CASH 3 1578 28
2 Customer 5 90.00 « = $6.30 v S$96.30
3 W00 39
B Reports

= Import | Export

-3

& Bulk Changes 4
™ i: Total {§ 15795.28)

Q Sstting i 00

H

o
Frica) Sunday Wacnerdsy Thursday
@ st Rovarue (@ Ta
Tap 10 Selling Item [Monthly) Heurly Sales Reports (Daily)
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6.1 Back Office - Orders List

To view your store transaction history, select Orders

Order
& Dashboard
& Wanage Employes ‘ r‘-\;‘r 702J - Apr 26,
= Sales & Promotion 4 0I-20230426134911842 Ritesh F10.00 000 CASH 049 AN ampleted
[ Orders TOI-20230426133708119 §10.00 5000 51070 CASH 10:37 AM
— qu . TOL20ZI0426132647 180 Riitash Patel $70.00 §4.00 $0.00 $74.00 CASH 10:25 AM
sh Pate 5 8345 345 CAS " Pa =
B inventlky Repons Ritesh Patel 5000 5 534 ASH 02:16 PM
. B01-20230421171630483 R#esh Patel S8000 5560 §000 58360 CASH 0218 PM
= Customger
GOI-2023042 1170502195 Ritesh Patel 5 1560.00 510920 5000 51669.20 CAsSH 02:09 PM Completed
B Reports ¢
601-20230421122217957 Ratash Patel $ 4499 50 §0.00 S4314.47 CASH 09:22 AM
= Import | Export
B01-20230421122107174 Ritezh Patel 310:0.00 S000 5108070 CASH 09:21 AM
& Bulk Chinges
5012073042 122025365 Fiiesh Patel 55345 3360 $0.00 557325 CAaSH 0820 AM “ompletsd
§ Setting
B01-20230421121851904 Ritesh Patel 58008 5000 5-9829 CASH 0818 AM
B0I-202I042 11204237344 h Patel 2000 £000 5000 CASH 09:04 AN Re
S01-20230421115721718 Ritesh Patel §41.04 $204 §0.00 S4488 CASH 0e:57 AM Completad
601-20230421115700424 Ritesh Patel 353004 S000 857774 CASH 08:57 AM completed
| E0I-20230421115352642 Ritesh Patel § 1845 52 $13637 $000 § 2082 85 CASH DB:53 AM
| B0I-2023042 1115219756 Ritesh Patel el o $0.00 $385157 CASH DB:52 AM Compls
601-20230421114857004 Ritesh Patel §457% §325 §0.00 $40.04 CASH 08:48 AM

6.1.1 Back Office - View Order Receipt

To view your order/transaction receipt, hover over the order and click the green receipt icon

Ordar
& Dushbosrd
& Manage Employes |
= Sales B Prametion TOI-20230426134511842 Ritesh Pate
O] Orders 701202304261 33708116 Ritesh Pate $1000
& nvantory TOIIZIAZE 32647100 Filteh Fate sT000
Bl Invertory Reparts Ritesh Foie 5000 3345 0216 PM
_ 012023042117 1630483 Ritesh Pate $0000 5560 0216 PH
A Customer
01020421 170803186 Ritesh Pate £ 1560 00 CAZH 02:00 P
B Repons
O202304211222178 Fitesh Fate 5 4420 51 33407 08,72 AM Compdoted
= Import / Export
501202342 11210717 Ritesh Fae 093 AW
d Bulk Changes -
012020042 1122020086 Futesh Pate $E346 5180 S0.00 $E7.25 CasH 08:20 AN
O Seting
012073042112 1861904 Filesh Fana 58550 sa30 sa0o 55600 CasH 0516 AW Rt
12023042 1120437344 S0 5000 5000 5000 CASH 0804 AM
BO12023042111 5721718 54194 s202 £000 § 4208 CAzH OB:AT AN =1
AOZIO42T1IETI042E Fitesh Pate $53 84 5000 $EITT4 CAZH OB:AT At -ampleted
BOI-202I421115352642 Fitesh Fate 5 1546 55 ERECEY 000 5206285 CasH OBI53 AN
BOIBIZIZ 115215755 Fiesh Pt 5 350050 $0.00 5385157 casH 0852 AN
012023042111 4857 Ritesh Pate 84579 $000 240.04 08:48 AN
[ i5mcpram: |
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6.1.2 Back Office - Print Order Receipt
To print a order/transaction receipt, select Print

Order Details

PatelProcessing Office
2974 N Expy
FHONE : (732) 401-7093
Sales Date : Apr 26, 2023 10:49 AM
POS Orderid : 7OI-20230426134911842

Register Mo.: 7

aty
1

7 Back Office - Inventory

From the RetailzPOS Back Office, click Inventory to access your store inventory module

Dashboard

& Dashioard

Today Sales Today \iad Today Deiete Today Retum
& Manage Empleyes .

$0.00 $0.00 $0.00 $0.00
# Products i * noow * coos *amw * oo
® Sales& Fromotion  © vma;,-sml. 2000 [R————— Yastarazy Ounea - §0.20 Yaatgiaay Rt § .00
O Orders.
A iy i+ Sales Chart |Weekly) Tender Wise (Monthly)

1 B Invercory Reports
& Customer

4 B Repem ‘
= Impan | Expen

& Bulk Changes

0 Setting

im

rm
Sahmay Sy Mainy Tuesitny Wededay Thwdmy Frday

@ tim s @ Tom TAY @ Toisl Sar

Top 10 Selling tem (Monthly) Hourly Sales Reports [Daily)
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7.1 Back Office - Inventory Dashboard

Inventroy Dashboard

£ Dashooard
£ Manage Employee . Purchase By Distributors Monthly Stock Value
M Products
SAMS CLUB (001) 17 5313.20 January 000 0.00 i} 0
= Sales & Promotion ¢ GENERAL \WWHOLESALE COMPENY 25 $271154 Febouary n.00 0.00 0 (i
(4018)
ch
[ Orders Il 000 047 o (]
April 0.0a 000 0 0
& Inventory Weay 0.00 0.00 0 i
5% Dashboard ‘_ . Jure 0oo 00a o o
éh‘] iy 000 040 0 a
B Purshase Bil 2
August 0.00 0.00 0 a
i ArasEnant Septembar .00 .00 0 0
4 Distributer Cciober 000 000 0 0
& Quick Inventery Mowvember 0.00 0.4 a a
Cecember 0.00 0.00 0 i

B Invertary Repors
This Data will be generated on the Last Day of the Menth at 11:89PM

& Customer
Current Stock Value
B Repors i
Ma of ltem Total Stock Tot# Cost Value Tetal Price Value
= import/Export 768 2639 $1748.38 S 8279.00
% Bulk Changes Inventery By Departments Inventory By Distributor
@ Setting

®uouoR

OMFANTY (4318}

7.2 Back Office - Purchase Bill

Purchase Bill
& Dashboard

& Manage Employes ¢ Inventory By Vendor

¥ Produsts

= Sales & Promotion
Cl Orders
SAME CLUS 001)
& Invertory v
58 Dashboard

8l Purchase Bill @ <—

G Adjustment

A Distributor

GEMERAL WHOLES
% Quisk Inventory
B Inventory Reports

A Customer
0 700 148 H 200
B Commest inveicss (5) [ Open immices 0

B Reports

t

Import | Export
Manage Purchases

& Bulk Changes — Ssiect Inucica
. : LETE | | Sesrch By inyoics | ® Fending @ Cammitted  ® Cancel endd New
=]

Setting
[invoicetio | Distributor Name Gode) a Total ftem

6151557 GENERAL WHOLESALE COMPANY Apr 01,2023 Apr 01, 2023 % 1072 §ar1s4 PENDING
4088y
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7.2.1

To create a new purchase bill, click Add New

Purchase Bill

& Dashboard

& Manage Employes

-

Products ¥

Sales & Promotlon

[ Orders

Inventory By Vendor

& Inventory

22 Dashboard

El Purchase Bill
El Adjustment

S Distriburor

Manage Purchases

£ Quick Inventary -~ ek

[ Wiar 18, 2023 - Apr 14, 2023 |

ct invgies Date
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%
W Commbas Inveiiss (5] B8 Dpa:

Searcn By Involce

| ® Pending @ Commitied

B Inventory Reports

& Customer

B Reports

= Import | Export

& Bulk Changes

g Setting

Distributor Name (Code)

Pepsi Co (2)

Caca Cola (1)

Mar 30, 2023 Mar 30, 2023

Mar 24, 2023 har 24 2023

e T T
1

Back Office - Create a Purchase Bill

® Cancel

1 o

$0.00 COMMITED

$0.00 COMMITED

7.2.2 Back Office - Select Distributor for Purchase Bill

When creating a new purchase bill always begin with selecting the correct Distributor

Add Purchasesill
& Dashooard

Distributor info

I Manage Employee

# Products

= Sales & Prametion

O Orders

- e -
& Invertory | pr g, 2023
Ei Dashboard

H Purchaze 8ill

Eb Adjustment

& Distributar
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& Custsmer < ‘
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= Impart| Expor:
P Totl Hems : o
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or 14, 2023 |
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Mo Bata Found!
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v| n Select Tax B
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| = | | s Rscewea |
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[ tiame | [em pissimutoe coce |
| astcass costis) | [ Lastcosm |
| [eee | ; -
[ Mg cas s | [Lestpreeisy |
| P | o |
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| Select e g2e v| | st tam Pack | [ Hewrrce |
[ Burrest Markio (& | | Current Margin (%) | |3).|\¢|:| To Purchase Bill
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| | Search By UFC
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7.2.3 Back Office - Provide Purchase Bill Invoice Number

When inputting a purchase bill, always make sure your invoice number matches the number provided by your

vendor

& Dashboard

& Manage Employes
¥ Products

= Soles B Promotion
1 orders

& Inventary

%5 Dashboard

El Purchase Bill

E} Adjustment

# Distributor

& Quick Inventory
[ Inventory Reports
A& Customer

B Repons

= Import | Export

& Bulk Changes

3 Setting

Add PurehaseBill

Distributor Info

Sl witar

[ coca cols | e Disteibutor cade

| [ Dotz Receive

- Bil Dt . = N
| Aor 14 3023 | Search Sy dem Name

| | Units I Case |

|| Toraame s

Item History

— Sale

Agr 08, 2023 - Apr 14, 7023

7 [ It hame

Unit Cost | Case Cost

| SKU

| Setsl Department

v | | Select Categorny

1 n Select [tem Gioup

| Select ltlem Size '| l Select ltem Pack '|
| Current Markup (3% | l Cument Wargin (%) |

Ordered Hem
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D e
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Back Office - User Manual

Rtem Name Size/Pack | UnitQTY Unit Cost Casze RIP | Free QTY
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7.2.4 Back Office - Purchase Bill Item Selection

When entering a purchase bill, search for the item by its Name; UPC; SKU; or Item Distributor Code

& Dashboard

& Manage Employes

¥ Products

Sales & Promotlon

[ Orders

&

Inventony

%2 Dashboard

Bl Purchase Bil
El Adjustment

S Distriburor

2 Quick Inventory
Eb Inventory Reports
& Customer

B Reports

= Import | Export
& Bulk Changes

0 Setting

Add PurchaseBill

Distributor Info

Select Distributar *_
[ cocaca

r‘&‘r 14 202 (

Item History

2033 Apr 14,2088

[ os | imvoie £ | umiary Unit Cost | Gase Cost

No Data Found!

Ordered Item
Total UL QTY o

Todal Case OTY o

| Item Distributor Code | l QoH J | Dats Receved !
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.

Free OTY
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| (g S
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(e | (s |
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Total Payable - s 0o

® Unchanged @ |ncieased @ Decreased
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Search By SKLU
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| Seal

O e
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Back Office - User Manual

| [ 5=
Unit QTY Case Unit Cost Case RIP
ary 1] Costi$) | (8

Me ltem Seleced!

Free QTY LastCost | QOH Total Last
QTYTax m sl Cost (§) | Price (§)

Page 119



Back Office - User Manual

7.2.5 Back Office - Add to Purchase Bill

When all item information in a purchase bill is entered, click on Add to Purchase Bill to add that item to the

invoice

Add PurehaseBill

Distributor Info

Select Distributar *_

& Dashboard

& Manage Empioyes

| [ Dotz Receiven

| [o

o Numiner * ——————— |
| Coca Cola * -] | |
¥ Products ¢
- Bil Dgtg " ———, ~ Dellvary Dglg —————— |
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& Sales B Promotion
5 o en i |
— Salac [ Free QTY
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—
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T |
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+= Import | Export

® Unchanged @ |ncressed @ Decreased
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D e
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3 Setting
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7.2.6 Back Office - Remove All from Purchase Bill

To remove all items from a purchase bill, click on Remove All

Apr OB 2023 - Apr 14, 2023 o & - 5 .
| i | | | Item Distributor Code | — Last Cage Cost 5] l_. LB Coat (3.
| [ | - Lagt Price {5]
& Manage Employee Mo Data Found! [ Aug Cos(5) |
- GGET Piios ) :
% Products | Select Department v l Seledt Categary v | ! ! Discound (8]
= Sales 8 Promotien | Setect item Size v| | Select Item Pack v| | HNew Price (5]

O Orders — Cumant Martkup (%] Comant Margin (%)
I_ [ © Ad o Purchase g

& Inventory

n Select |em Group * n Select Tax ‘|

%2 Dashboard

El Purchase Bill Orderad ftem
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7.2.7 Back Office - Save Purchase Bill

To save a purchase bill to edit later, click on Save
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7.2.8 Back Office - Commit Purchase Bill

To commit a purchase bill, click on Commit
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7.2.9 Back Office - Confirm Commit Purchase Bill

To confirm committing a purchase bill, click on YES
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7.2.10 Back Office - Fully Commit Purchase Bill

When fully committing a purchase bill, always make sure your bill on the POS matches all information provided
from your vendor, then click on Commit
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7.3 Back Office - Quick Purchase Bill

To access your stores quick purchase bills, click Quick Purchase Bill under your inventory tab
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7.3.1 Back Office - Quick Purchase Bill Distributor

When creating a new quick purchase bill always begin with selecting the correct Distributor
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7.3.2 Back Office - Quick Purchase Bill Invoice Number

When inputting a quick purchase bill, always make sure your invoice number matches the number provided by
your vendor

Quick Add Purchase Bill
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7.3.3 Back Office - Quick Purchase Bill Date

When inputting a quick purchase bill, always provide the correct Bill Date
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7.3.4 Back Office - Quick Purchase Bill Item Search

When entering a quick purchase bill, search for the item by its Name; UPC; SKU; or Item Distributor Code
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7.3.5 Back Office - Add Item To Quick Purchase Bill

When all item information in a quick purchase bill is entered, click on Add to Purchase Bill to add that item to the
invoice
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7.3.6 Back Office - Save Quick Purchase Bill

To save a quick purchase bill to edit later, click on Save
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7.3.7 Back Office - Commit Quick Purchase Bill

To commit a quick purchase bill, click on Commit
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7.4 Back Office - Adjustment

To view your store inventory adjustments, click adjustments under the inventory tab
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7.4.1 Back Office - Create Inventory Adjustment

To create an inventory adjustment, click Add
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7.4.2 Back Office - Inventory Adjustment Select Type

When creating a new inventory adjustment, always select the adjustment type
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7.4.4 Back Office - Inventory Adjustment Search Item

To filter an item for adjustment, search by either Item Distributor Code, Item Name, SKU, or UPC
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7.4.5 Back Office - Inventory Adjustment Store-To-Store Transfer

For Store-To-Store Adjustments, Select Adjustment By
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7.4.6 Back Office - Inventory Adjustment Quantity of Iltem

Enter inventory Adjustment Quantity
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7.4.7 Back Office - Inventory Adjustment Add Item

To add item for inventory adjustment, select Add
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7.4.8 Back Office - Inventory Adjustment Save & Close

To save and continue your inventory adjustment at a later time, click Save & Close
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7.4.9 Back Office - Inventory Adjustment Save Confirmation

When saving an inventory adjustment, confirm your save by selecting YES
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7.4.10 Back Office - Edit Inventory Adjustment

To edit an inventory adjustment, click on the green edit button

Adjustments
& Dashboard
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7.4.11 Back Office - Delete Inventory Adjustment

To delete an inventory adjustment, click on the red trash can button

Adjustmants
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7.4.12 Back Office - Delete Inventory Adjustment Confirmation

To confirm inventory adjustment deletion, select YES

Adjustments
& Dashboard

& Manage Employee
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[ Orders T
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7.4.13 Back Office - Commit Inventory Adjustment

To commit an inventory adjustment, click on Commit

Edit Adjustment
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7.4.14 Back Office - Confirm Commit Inventory Adjustment

To confirm commit inventory adjustment, click YES

Edit Adjustment
& Dashboard
& Manage Employee
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7.5 Back Office - Distributor

To view your store distributors, click Distributors under the inventory tab
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7.5.1 Back Office - Add a Distributor

To add a new distributor, click Add

Distributor
& Dashboard

& Manage Employee 4 Active | In-Active Total - & ®active  Bin.Active
¥ Products *
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7.5.2 Back Office - Enter Distributor Name

When entering a new distributor, provide a distributor name

Add My Distributor

@ PERSONAL DETALS

Iigrrinanar ame * ! | Shiet Name
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|.=har.e 3 | |-5-e|;;a-a—'lewn
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7.5.3 Back Office - Enter Distributor ID

When entering a new distributor, provide a distributor code

Add My Distributor

@ PERSONAL DETALS
Distributer Name
| e

| I Short Name:

[ Firs: Name ] | Last Mame
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7.5.4 Back Office - Enter Distributor Phone Number

When entering a new distributor, provide a phone number
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7.5.5 Back Office - Save Distributor Information

To save your new distributor, click Submit

Add My Distributor
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7.5.6 Back Office - Deactivate Distributor

To deactivate a distributor, hover over the distributor and click the blue slider
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7.5.7 Back Office - Confirm Distributor Deactivation

To confirm distributor deactivation, click YES

& Dashboard
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7.5.8

To activate a distributor, hover over the distributor and click the
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7.5.9 Back Office - Confirm Distributor Activation

To confirm distributor activation, click YES

Dstriburine Snceeschty
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7.5.10 Back Office - Edit Distributor

To edit a distributor, click on the edit button
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Back Office - Delete Distributor

To delete a vendor, click on the red trash can button
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Back Office - Confirm Distributor Deletion

To confirm distributor deletion, select YES
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8 Back Office - Inventory Reports

From the RetailzPOS Back Office, click Inventory Reports to access your store inventory reports

Dashboard
| & Dashboard
i B - Today Sales Toitay Vo Today Delele Toray Rewm
$1775.35 $0.00 $0.00 $0.00
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8.1 Back Office - Inventory Reports By Distributor

To view your inventory reports by distributor, click By Distributor under your inventory reports
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8.1.1 Back Office - Inventory Reports By Distributors Date Range

To filter you inventory reports by distributor date range, click on the bill date period

€ Dashboard

Purchase by Distributor | Apr 15, 2023 - A ] G
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B Reports
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8.1.2 Back Office - Inventory Reports By Distributors Purchase
Items

To view past purchased items by distributor, click the red triangle below the ID tab

& Dashboard

%
&

Purchase by Distributor
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8.2 Back Office - Inventory Reports Stock

To view your inventory reports by stock, click Stock under your inventory reports

Dashboard
& Dashboard
& Manage Employes Today Sales Today Vo Today Delete Todsy REWm
$ 1986.46 $ 0.00 $0.00 $0.00
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8.2.1 Back Office - Inventory Reports Stock Date Range

To filter you inventory reports stock date range, click on select period
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8.2.2 Back Office - Inventory Reports Stock Refresh

To refresh your inventory report stock, click the refresh button

& Dashboard

& Manage Employes

- |
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8.2.3 Back Office - Inventory Reports Stock Export PDF
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To export your inventory report stock as a .pdf file, click the .PDF button
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8.2.4 Back Office - Inventory Reports Stock Export Excel

To export your inventory report stock as a .xls file, click the Excel button

i~ Bedact Paria
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8.3 Back Office - Inventory Report Stock Movement

To view your inventory reports by stock movement, click Stock Movement under your inventory reports
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To filter you inventory reports stock date range, click on select period

& Dashboard

& Manage Employes
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= Sales & Promotlon
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5 Inventory Reports
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B Stock Movement
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8.3.2 Back Office - Stock Movement Reports Refresh

To refresh your stock movement report, click the refresh button
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O Orders
&

Invertory

2]

Inventary Repors
B By Distribuors
B Sk

& Seock Movement
B RE-Order Level

& Custamer

8 Reports
= Impart| Expont

& Bulk Changes

O Sening

Stock-Movement Report

6365

A

10636

058

Back Office - User Manual

Description

HEMNE:

TAAKAVOOKA

FRIS VODHA

SAILOR JERRY

SMIRNOFF VODKASD

PATRON S

SMIRNOF:

P CREANM

CROWN ROYAL FEACH

SE COGNAC VS0P

TDLE SMOKEY DRANGE SHNESIILE

INE! VERY SPECIAL

THE ORBGIMAL PICKLE SHOT

ADMIRAL NELSON 572

SPRITE

SO50 54

45
$108 ¢
5105 E
S4580 H
5195 n
$108 Y
52859 S
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8.3.3 Back Office - Stock Movement Reports Export PDF

To export your stock movement report as a .pdf, click on the .PDF button

& Dashboard

Pt
)

Stock-Movement Report lﬂsl 18, 2023 - Apr 24, 2023 !

& Manage Employee
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8.3.4 Back Office - Stock Movement Reports Export Excel

To export your stock movement report as an .xls file, click the Excel button
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8.4 Back Office - Inventory Report Re-Order Level

To view your re-order level report, click RE-Order Level under your inventory reports

Dashboard
& Dashboard
& Manage Emplayes . Today Sales Today Void Today Deiete Today Returm
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8.4.1 Back Office - RE-Order Level Report Date Range

To filter your re-order level report date range, click on select period
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8.4.2 Back Office - RE-Order Level Report Refresh

To refresh your re-order level report, click the refresh button

@ Dashboard | z
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8.4.3 Back Office - RE-Order Level Report Export PDF

To export your re-order level report as a .pdf, click on the .PDF button
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8.4.4 Back Office - RE-Order Level Report Export Excel

To export yourre-order level report as an .xls file, click the Excel button

& Dashboard Satact Pariad
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9 Back Office - Customer

From the RetailzPOS Back Office, click Customers to access your stores customer management

Dashboard
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9.1 Back Office - Customer List

To view your store customer list, select Customer

Customer

& Dashboard
& Wanage Employes ® Add Active | inActive | | @ | Totai- ) Page size| 50 ¥ | ®Aactive  ®In-Active
] 1 e
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9.1.1 Back Office - Add Customer

To add a new customer, click Add
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9.1.2 Back Office - Customer First Name

When adding a new customer, provide a First Name

& Dashooard

& Manage Employee
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9.1.3 Back Office - Customer Last Name

When adding a new customer, provide a Last Name

& Dashboard
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9.1.4 Back Office - Customer Address

When adding a new customer, provide a Address

& Dashooard
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¥ Produsts
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9.1.5 Back Office - Customer ZIP Code

When adding a new customer, provide a Zip Code

& Dashboard
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9.1.6 Back Office - Customer City

When adding a new customer, provide a City

UL U LU
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9.1.7 Back Office - Customer State

When adding a new customer, provide a State
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9.1.8 Back Office - Customer Country

When adding a new customer, provide a Country

& Dashooard
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CORPORATE CUSTOMER

Back Office - Custom Phone Number

When adding a new customer, provide a Phone Number

& Dashboard
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9.1.10 Back Office - Customer Account Credit Limit

When adding a new customer you can provide an in store Credit Limit that can be used to make purchases
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Back Office - Corporate Customer

To make a customer a corporate customer, select CORPORATE CUSTOMER

& Dashboard
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9.1.12 Back Office - Customer Check Payment Permissions

To allow a customer to make purchases with check, select ALLOW ACCEPTING CHECK
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CORPORATE CUSTOMER

E ALLOW ACCEFTING CHECK

9.1.13 Back Office - Tax Exempt Customer

To make a customer eligible for tax exemption, select Tax Exempt

& Dashboard

& Manags Employes
¥ Products

¥ Sales & Promotion
O Orders

& Invermory

B Inverrory Reports
A& Customer

A, Customer

A Customer Group
£ Customer Settlament
B Reponts

= impart | Export
& Bulk Changes

0 Setting

Copyright & 2023 RetalzPUS

B LN

Personal Details

— P
[ | et | [ema J i et
— First Nome p— - Adman 1 e
| Jahn | | Smith | | 123 Mianta Brvd | | Lkt |
2 Co -—-——.- W
| Py— | [omsea | [ aiama |
CEm———— selectGouny”
| sa | [- nited States v
Customer Loyalty
—Fhe cous ek L § - Remaiing Limit
[ 0 R ETT | | 5000 | | 000

| | Campany Name | CORPORATE CUSTOMER

e E—

© Reqular Price.

All nghts reserved

Back Office - User Manual

ALLOW ACCEPTING CHECK

Page 160



Back Office - User Manual

9.1.14 Back Office - Save Customer

To save customer information, click Save

UL U LU

& Dashboard

& Manage Employee

~ Liganss i .
q [e | | [ Emai | L n
¥ Produsts \ II I '
FoAMame ———— — Addire=z 1
| Jatn | | | 123 Aanta Brvd | ILEELE T
= Sales & Promotion - : ]
—Cy =, TSl
A | Adkdreian | | Atlanta |
Cl Orders z |
~ State -
o |
& Inventory | | x ¥

& Inventory Reports

& Customer ~ Account Creet Limit § . Hemaiing Limit
| Card Number | [ 5000 | {ECCU
E @
&, Custamer
| Campany Name | CORFPORATE CUSTOMER ALLCWACCEFTING CHECK

2. Customer Group

1 Customer Settlement

B Reports

| © Fegular Price

| ¥ Import!Expern
& Bulk Changes

0 Sstting

9.1.15 Back Office - Deactivate Customer

To deactivate a customer, hover over the customer and click the blue slider
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9.1.16 Back Office - Confirm Customer Deactivation

To confirm customer deactivation, click YES
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9.1.17 Back Office - Activate Customer

To activate a customer, hover over the customer and click the out slider
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9.1.18 Back Office - Confirm Customer Activation

To confirm customer activation, click YES
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9.1.19 Back Office - Edit Customer

To edit a customer, click the edit button
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9.1.20 Back Office - Upload Customer Documents

To upload customer documents, click on the blue upload button
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9.1.21 Back Office - Delete Customer

To delete a customer, click the red delete button
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9.1.22 Back Office - Customer Settlement

To make a customer payment settlement, click on the settlement button
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9.2 Back Office - Customer Group

From the RetailzPOS Back Office, click customers to access your stores Customer Groups
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9.2.1 Back Office - Create New Customer Group

To create a new customer group, click Add
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9.2.2 Back Office - Customer Group Name

When creating a new customer group, always provide a Group Name
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9.2.3 Back Office - Select Customer To Add To Group

To select a customer, click the box next to the customer name
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9.2.4 Back Office - Add Customer To Group

To add a customer to a customer group, click Add
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9.2.5 Back Office - Remove Customer From Group

To remove a customer from a customer group, select the customer and click Remove
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9.2.6 Back Office - Save Customer Group

To save a customer group, click Save
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9.3 Back Office - Customer Settlement

From the RetailzPOS Back Office, click Customer Settlement to access your stores customer settlement’s
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9.3.1 Back Office - Customer Settlement Select Customer

When making a customer account settlement, begin with selecting the Customer
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9.3.2 Back Office - Customer Settlement Select Status

When making a customer settlement, select the Status
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9.3.3 Back Office - Customer Settlement Status Un-Settle

To select a customer invoice to settle, check the box under POS ID
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9.3.4 Back Office - Customer Settlement Status Settle

After selecting a customer invoice to settle, click on Pay & Settle to make a payment
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10 Back Office - Reports

From the RetailzPOS Back Office, click Reports to access your store reporting
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10.1 Back Office - Sales Summary Report

To view your live sales summary report, click Sales Summary Report

Sales & Promotion

¥ AM - Apr 26, 2023 1158 PM [ |

[T Orders

& Inventory

@

Inventary Reports SHIFT DET/

COUNT

DEPARTMENT
XYZ
SUB TOTAL

AMOUNT
Customer 500

& Reports

& Sales Summary Re

@ Department Siles RAND DI

Summary Report

B Tax Summary Report !!
[
TAX NAME (%) .ﬂMUUNT TAX AMOUNT

2 Sales By ltem Summary CARD NAME

Report

TA €630

TOTAL TAX AMOUNT $630

§96.30

2 Action Log Repert

SR.NO  ROLE DATE TIME

B Cash Drawer Funstion

Report

B Empleyes Detail Report

2 Price Changs Log Report
@ Stock Movement Report

\ CASH [N HAND $586.30
= Import | Export ".

& EBulk Changes

O Setting

10.2 Back Office - Department Sales Summary Report

To view your department sales summary report, click Department Sales Summary Report
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10.3 Back Office - Tax Summary Report

To view your tax summary report, click Tax Summary Report
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10.4 Back Office - Sales By ltem Summary Report

To view your sales by item summary report, click Sales By Item Summary Report
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10.5 Back Office - Action Log Report

To view your action

Sales & Promotion

log report, click Sales By Item Summary Report

[0 COrders
& Inventory
B} Inventory Reports Employes Name | Date Time ==
2 Customer Ritesh Patel 7 Defaut Remark
B Reports Ritesh Patel 2023 1101 AM 7 DELETE
B St Sonman Rigiint Ritesh Patel 2023 1100 AM 7 vioin alla]
B Dapartmant Ssles Ritezh Patsd 0:50 AM VoID
Almmany Rapan Rilezh Parel 5 AM 7 DELETE

2 Tax Summary Report

Ritesh Pated

' Sales By Item Summary
eport

& Action Log Repert q

B Cash Drawer Funstion
Report

itoch Patel

o

B Empleyes Detail Report

2 Price Changs Log Report

Stock Movement Report

= Impori | Expart

& EBulk Changes

Rilech

Rilesh Patel

Ritesh Patet

Ritach Patel 7

Rilesh Patei Deefaut Remark
Rilesh Patel 7 DELETE Femark
Rilesh Pate! ~I, Defaut Remark

O Setting

il

h Patel

Ualls}

10.6 Back Office - Cash Drawer Function Report

To view your cash drawer function report, click Cash Drawer Function Report
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10.7 Back Office - Employee Detail Report

To view your employee detail report, click Employee Detail Report
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10.8 Back Office - Price Change Log Report

To view your price change log report, click Price Change Log Report
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10.9 Back Office - Stock Movement Report

To view your stock movement report, click Stock Movement Report
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11 Back Office - Bulk Changes

From the RetailzPOS Back Office, click Bulk Changes to access your bulk change feature
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11.1 Back Office - Bulk Changes Menu

In Bulk Changes you have the ability to edit multiple items all at once
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11.1.1 Back Office - Bulk Changes Custom Filter

To search for items by customer filter, select Custom Filter
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11.1.2 Back Office - Submit Bulk Changes Filter

After selecting your customer filters for bulk changes, select Submit
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11.1.3 Back Office - Bulk Changes Select Item

Select items for bulk changes by clicking on the checkbox next to the item UPC
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11.1.4 Back Office - Bulk Changes Add Item Selection

To add selected items for bulk change editing, click +ADD

@
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11.1.5 Back Office - View Bulk Change Item Selection

To view selected items in bulk changes, click Selected Items
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11.1.6 Back Office - Bulk Changes Price & Tax

To edit Price & Tax in bulk changes, select Price & Tax and make changes accordingly
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11.1.7 Back Office - Bulk Changes Tag Along Item
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To edit Tag Along Items in bulk changes, select Tag Along Items and make changes accordingly
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11.1.8 Back Office - Bulk Changes Item Features

To edit Item Features in bulk changes, select Item Features and make changes accordingly

Bulk Changes
& Dashboard

& Manage Employes

n Salect Departmant

r‘l n Sele

lagory

'] n Sakect Sub Catagory

v n Selact ttem Pack

l'] n Sslact iem Sze

L | n Selscd Brand L

¥ Products

n Salect Custributor

v| n Sedac! tam Group

it Lotha

L | 7 Hem Name

Sales & Prometion
O orders
&

Inventory

@

Inventory Reports

& Customer

B Reports

= Import| Export
07033060000
& Bulk Changes

1128910171

g Setting

B1126035701

E1126800140

BAT164E

E11

H1128010900

G112604 0802

REDBULL BOZ S

REDBLULL

REDBULL BOZ R...

REDBULL SUGE.

REDBLILL SUGA

12
oz

2

o

250

11.1.9 Back Office - Bulk Changes Apply

VE
{0
N

Price & Tax

item Features

Tag Along ltem

Fiatures

2ct Depaniment v
> — 1
| Salact ’JLR:M v J | Salect temGroup v |

et Brand v | | Seert Size v_|
|. Salect Pack !] | Seledd Dstributor v |
| ActivelinActve .J | Apply Non Revenue .]
| Apply EBT v | | Apply Non Discountable  w |

[ Loyaiy P | Re-Crder ity |

When finished with selected changes in bulk changes, confirm your changes by clicking Apply

Bulk Changes

-]

Dushibaard

L]

Meanage Empleyes

et flem Size

Gl |

| n Swect Brand

- |

Products

Distribtar

| [osmmrrns

Sales & Promotion

o

Orders

&

Inverary

Invariory Reparts

»

Customer

Repors

= Impart | Expen

Bulk Changes.

O Setting

SH2EE3ET0T

1 BU12690014D
116571548
AT2E210500

AHZES0A02

Back Office - User Manual

mﬂ

HERSHEYS MILK

BIC LIGHTER

AEDELLL 80F §
REDELLL RED E
REDBLLL BOZ R
RECEULL SUGE 12
REDBULL SUGA

AR REDE 4

e | o i

= REMOVE
st | Price | State Tax | City Tax o | Tax4 (0 Price & Tax Thg Aloni Hem
| 16.35 %) 15%) %) Itam Features

& i 1B L4 N B N | Sstect Departmer vl [ Satect Catogery '|
§ 5 ¥ W N M [ sotoct sue caegoy w| | Select nemamup v
ooa 338

| setect Brang v| [ selectsize v
] ¥ N N N N
1 | setect peck v| [ setect Disbetar v|
13 5 Y N N N N 1
pon 150 [ ctiatnnctive v| [ topy tonRovense x|
5 5 K N N N N | Apply EBT ,i ‘,i
o 28 ! I
. . ¥ N N N N | Loyalty Pant _| | Fie-Odes Oy |
17 aee

| Satect dga vl
B 8 ¥ ! H N | i
sm am
e — B
R

Page 181



Back Office - User Manual

12 Back Office - Settings

From the RetailzPOS Back Office, click Settings to access your store settings menu
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LRl

Back Office - Tax

From the RetailzPOS Back Office, click Tax to access your stores tax settings
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12.1.1 Back Office - Edit Tax

To your store taxes, click the green edit button

& Dashboard

& WManage Employes ¢ Total - u
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12.1.2 Back Office - Save Tax

To save your tax setting, click Submit

Edit Tax x
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12.2 Back Office - General Settings

From the RetailzPOS Back Office, click General Settings to access your stores general settings
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12.2.1 Back Office - Time Zone

To select your stores timezone, click Select Timezone
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12.2.2 Back Office - Age Check Settings

To add age verification to tobacco/alcohol, click Select Age Check

& Dashboard General Settings
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12.2.3 Back Office - Age Check Sales Message

To add an age check sales message, click and enter in your Sales Message
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Back Office - Dual Pricing

To enable dual pricing in your store, click Dual Pricing
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Back Office - Save General Settings

To save general settings, click Save
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12.3 Back Office - Tender

Tender
& Dashboard
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12.3.1 Back Office - Add New Tender

To add a new tender type, click Add
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12.3.2 Back Office - New Tender Information

When creating a new tender, always provide the information as needed

[render Hame © E

[ Select Tender Mode

[ Miruam Payment Amogint

[ Sign Arnount

12.4 Back Office - Price Level

From the RetailzPOS Back Office, click Price Level to access your store price level list
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12.4.1 Back Office - Add New Price Level

To add a new price level, click Add

Price Level
& Dashboard

& Manage Employes ‘ @ Active | In-Active | fit Totu|: ®active  Bln-Active

" _
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12.4.2 Back Office - Price Level Name

When adding a new price level, provide a Price Level Name

Add My Price Level

Frice Lewal Nama * 1—
[Ir

O Rt 0 Cost
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ADD & OFF Prce Level (%) *
Submit |
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12.4.3 Back Office - Price Level Retail/Cost

Select if your price level is Retail or Cost

Add My Price Level

Price Laval Mama *
Hai

_fetal ) Cost

Percentage i By Amaunt

ADD & OFF Frice Level (%)

Submit

12.4.4 Back Office - Price Level By Percentage/Amount

Select if your price level is By Percentatge or By Amount

Add My Price Level
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12.4.5 Back Office - Price Level Value

Enter your Price Level Value ($ or %)

O Retal ) Cost

©Q By Perentage i By Amount

ADD & OFF |F\'hceLeuelﬁh]'ﬂ'

Submit

12.4.6 Back Office - Save Price Level

To save your price level, click Submit
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12.4.7 Back Office - Edit Price Level

To edit a price level, hover over the name and click the edit button
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12.4.8 Back Office - Delete Price Level

To delete a price level, hover over the name and click the red delete button
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12.5 Back Office - Save Barcode Settings

If any changes are made to these settings, always make sure to Save

Barcode Settings
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12.5.1 Back Office - Barcode Settings

From the RetailzPOS Back Office, click Barcode Settings to access your store barcode settings
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