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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
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1.1 Web Portal - Email

Enter your store email

1.2 Web Portal - Password

Enter your store password
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1.3 Web Portal - Submit Login

Select Login to access your store back office

2 Back Office - Dashboard

From the RetailzPOS Back Office, click Dashboard to access your stores sales dashboard
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2.1 Back Office - Today Sales

Todays Sales will show you your live sales from that given day
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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
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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
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2.4 Back Office - Today Return

Today Return will show you how much merchandise in dollar amount was returned to your store
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2.5 Back Office - Sales Chart (Weekly)

Sales Chart (Weekly) will track your weekly total sales
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2.6 Back Office - Tender Wise (Monthly)

Tender Wise (Monthly) will track your sales sold by tender that month
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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
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2.8 Back Office - Hourly Sales Reports (Daily)

Hourly Sales Reports (Daily) will track your hourly sales that day
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2.9 Back Office - Sales Chart (Yearly)

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

3 Back Office - Manage Employee

From the RetailzPOS Back Office, click Manage Employees to access employee roles and employee list
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3.1 Back Office - Role Module

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

3.1.1 Back Office - Adding a Role

To create a new role, click Add.
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3.1.2 Back Office - Role Name

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

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.
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3.1.4 Back Office - Save Role

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

3.1.5 Back Office - Edit Roles

To edit an existing role, hover over the role and select the green edit button
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3.2 Back Office - Employee List

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

3.2.1 Back Office - Adding an Employee

To create a new employee, click Add.
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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

Back Office - User Manual Page 28



  Back Office - User Manual  

3.2.3 Back Office - Save Employee Information

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

3.2.4 Back Office - Edit Employee
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3.2.5 Back Office - Deactivate an Employee

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

3.2.6 Back Office - Deactivate Employee Confirmation

To confirm employee deactivation, click YES
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3.2.7 Back Office - Activate an Employee

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

3.2.8 Back Office - Activate Employee Confirmation

To confirm employee activation, click YES
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4 Back Office - Products

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

4.1 Back Office - Department

Under the Product Module, click on Department to bring up your stores department list
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4.1.1 Back Office - Add a Department

To create a new department, click Add

4.1.2 Back Office - Department Name

When creating a new department, always begin with providing it with the appropriate Name
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4.1.3 Back Office - Save Department

To confirm the new department, click Submit
 

4.1.4 Back Office - Edit Department

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

4.1.6 Back Office - Department Shortcut Confirmation

To confirm the department shortcut, click YES
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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

4.1.8 Back Office - Confirm Delete Department

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

Back Office - User Manual Page 36



  Back Office - User Manual  

4.2 Back Office - Category

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

4.2.1 Back Office - Add a Category

To create a new category, click Add
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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
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4.2.4 Back Office - Save Category

To confirm the new category, click Submit
 

4.2.5 Back Office - Edit a Category

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

4.2.7 Back Office - Confirm Delete Category

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

4.3.1 Back Office - Add a Sub-Category

To create a new sub-category, click Add
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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

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
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4.3.4 Back Office - Save Sub-Category

To confirm the new sub-category, click Submit

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
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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

4.3.7 Back Office - Confirm Delete Sub-Category

To confirm you would like to delete a sub-category, click YES
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4.4 Back Office - Items

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

4.4.1 Back Office - Add a New Item

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

4.4.3 Back Office - Item Type

When creating a new item, select the Item Type
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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
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4.4.5 Back Office - Confirm Split Pack

To confirm split pack selection, click YES
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4.4.6 Back Office - Split Pack Selection

To edit split packs, click Split-Pack

4.4.7 Back Office - Add New Split Pack Size

Click Add New Pack to add a new split pack size
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4.4.8 Back Office - Select Split Pack Size

Select your Pack Sizes for Split Pack

4.4.9 Back Office - Confirm Split Pack Selection

To confirm your split pack size selection, click SUBMIT
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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

4.4.11 Back Office - Split Pack Price

Enter Split Pack UPC Price
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4.4.12 Back Office - Item Distributor

Click Distributors to access your item distributor settings

4.4.13 Back Office - Select Item Distributor

When adding a distributor to an item, click Select Distributor
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4.4.14 Back Office - Enter Item Distributor Code

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

4.4.15 Back Office - Enter Item Purchase Cost

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

Back Office - User Manual Page 53



  Back Office - User Manual  

4.4.16 Back Office - Apply Item Distributor

To apply item distributor information to an item, click Apply

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

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

4.4.21 Back Office - Tag Along UPC

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

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

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

4.4.27 Back Office - Clone an Item

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

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

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

4.5.2 Back Office - Name Item Group

When creating a new item group, begin with an Item Group Name
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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

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 
 

4.5.7 Back Office - Remove Items from Item Group

To remove items from an item group, click Remov
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4.5.8 Back Office - Remove All Items in Item Group

To remove all items from an item group, click Remove All

4.5.9 Back Office - Item Group Shortcut Buttons

To create Item Group shortcut buttons on your register screen, select Is Favorite
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4.5.10 Back Office - Save Item Group

To save your item group, click Save

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
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4.5.12 Back Office - Deactivate Item Group

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

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

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

4.5.17 Back Office - Confirm Item Group Deletion

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

Back Office - User Manual Page 70



  Back Office - User Manual  

4.6 Back Office - Item History

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

4.6.1 Back Office - Search Item Transaction History

To find item history, you can filter by searching item names
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4.6.2 Back Office - View All Item Transaction History

To view all item transactions history, click ALL

4.6.3 Back Office - View Refunded Item History

To view refunded item history, click REFUND
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4.6.4 Back Office - View Partial Return Item History

To view partial return item history, click PARTIAL RETURN

4.6.5 Back Office - View Discounted Item History

To view discounted item history, click DISCOUNTED
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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

4.6.7 Back Office - View Item Purchase History

To view item purchase history, click Purchase History
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4.6.8 Back Office - View Price/Cost/Qty Change Item History

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

4.6.9 Back Office - View Item Price History

To view item price history, click PRICE
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4.6.10 Back Office - View Item Cost History

To view item cost history, click COST

4.6.11 Back Office - View Item Quantity History

To view item quantity history, click QTY
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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

4.7.1 Back Office - Quick Add Item UPC

When entering quick inventory, begin with scanning or auto generating the item UPC
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4.7.2 Back Office - Quick Add Item Name

When entering quick inventory, provide an Item Name

4.7.3 Back Office - Quick Add Item Department

When entering quick inventory, select the item department
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4.7.4 Back Office - Quick Add Item Unit Cost

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

4.7.5 Back Office - Quick Add Item Retail Price

When entering quick inventory, input the correct retail price per item
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4.7.6 Back Office - Quick Add Item Quantity On Store

When entering quick inventory, provide the correct Quantity on Store

4.7.7 Back Office - Quick Add Item Save Item

To confirm your quick inventory item, click Save
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5 Back Office - Sales & Promotion Module

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

5.1 Back Office - Discount

Under the Sales & Promotions module, click on Discount to bring up your stores discount list
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5.1.1 Back Office - Create a New Discount

To create a new discount, click Add

5.1.2 Back Office - Discount Name

When creating a discount, always begin with providing it with the appropriate Name
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5.1.3 Back Office - Discount by Price

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

5.1.4 Back Office - Discount by Percentage

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

5.1.6 Back Office - Is Standard Discount

Selecting Is Standard will display your discount on the register screen as a shortcut
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5.1.7 Back Office - Save Discount

To save your discount, click Submit

5.1.8 Back Office - Deactivate Discount

To deactivate a discount, hover over the discount and click the blue slider
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5.1.9 Back Office - Confirm Discount Deactivation

To confirm discount deactivation, click YES

5.1.10 Back Office - Activate Discount

To activate a discount, hover over the discount and click the grayed out slider
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5.1.11 Back Office - Confirm Discount Activation

To confirm discount activation, click YES
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5.1.12 Back Office - Edit Discount

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

5.1.13 Back Office - Delete Discount

To delete an existing discount, hover over the discount and select the red trash can button
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5.1.14 Back Office - Confirm Discount Deletion

To confirm deleting a discount, click YES
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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

5.2.1 Back Office - Create a New Mix & Match Promotion

To create a mix and match promotion, click Add
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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

5.2.3 Back Office - Mix & Match Promotion Target

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

5.2.7 Back Office - Mix & Match Promotion Start Date

Select the mix & match promotion Start Date
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5.2.8 Back Office - Mix & Match Promotion End Date

Select the mix & match promotion End Date
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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

5.2.10 Back Office - Mix & Match Sale Quantity

Enter the purchase quantity amount for your mix & match promotion
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5.2.11 Back Office - Mix & Match Sale Price

Enter the mix & match promotion sale price

5.2.12 Back Office - Mix & Match Promotion Name Confirmation

When clicking off the sale price, confirm the name of the promotion
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5.2.13 Back Office - Save Mix & Match Promotion

To confirm your mix & match promotion, click SUBMIT

5.2.14 Back Office - Deactivate Mix & Match

To deactivate a mix & match, hover over the mix & match promotion and click the blue slider
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5.2.15 Back Office - Confirm Mix & Match Deactivation

To confirm mix & match promotion deactivation, click YES

5.2.16 Back Office - Activate Mix & Match

To activate a mix & match promotion, hover over the mix & match promotion and click the grayed out slider
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5.2.17 Back Office - Confirm Mix & Match Activation

To confirm mix & match promotion activation, click YES

Back Office - User Manual Page 100



  Back Office - User Manual  

5.2.18 Back Office - Edit Mix & Match

To edit an existing mix & match promotion, hover over the mix & match promotion and select the green edit
button
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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
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5.2.20 Back Office - Display Mix & Match Promotion

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

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
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5.3.1 Back Office - Create a new BOGO Promotion

To create a BOGO promotion, click Add

5.3.2 Back Office - BOGO Promotion Name

When creating a BOGO promotion, always begin with providing it with the appropriate Name
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5.3.3 Back Office - BOGO Promotion Target

When creating a BOGO promotion, select your Promotion Target

5.3.4 Back Office - BOGO Group Target/Item Target

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

5.3.6 Back Office - BOGO Start Date

Select your BOGO Promotion Start Date
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5.3.7 Back Office - BOGO End Date

Select your BOGO Promotion End Date

5.3.8 Back Office - BOGO Buy Quantity

Enter the Buy Quantity amount for your BOGO promotion
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5.3.9 Back Office - BOGO Get Quantity

Enter the Get Quantity amount for your BOGO promotion

5.3.10 Back Office - BOGO Limit Purchase Quantity

Enter the limit on purchase quantity for your BOGO promotion
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5.3.11 Back Office - BOGO Discount Type

View your BOGO promotion Discount Type

5.3.12 Back Office - BOGO Discount Type List

Select which Discount Type of BOGO promotion you want (Amount Off; Free; Price; Percent)
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5.3.13 Back Office - Save BOGO Promotion

To save your BOGO promotion, click Save

5.3.14 Back Office - Deactivate BOGO Promotion

To deactivate a BOGO promotion, hover over the BOGO promotion and click the blue slider
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5.3.15 Back Office - Confirm BOGO Promotion Deactivation

To confirm a BOGO promotion deactivation, click YES

5.3.16 Back Office - Activate BOGO Promotion

To activate a BOGO promotion, hover over the BOGO promotion and click the grayed out slider
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5.3.17 Back Office - Confirm BOGO Promotion Activation

To confirm BOGO promotion activation, click YES

5.3.18 Back Office - Edit BOGO Promotion

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

6 Back Office - Orders
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6.1 Back Office - Orders List

To view your store transaction history, select Orders

6.1.1 Back Office - View Order Receipt

To view your order/transaction receipt, hover over the order and click the green receipt icon
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6.1.2 Back Office - Print Order Receipt

To print a order/transaction receipt, select Print

7 Back Office - Inventory

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

7.2 Back Office - Purchase Bill
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7.2.1 Back Office - Create a Purchase Bill

To create a new purchase bill, click Add New

7.2.2 Back Office - Select Distributor for Purchase Bill

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

Back Office - User Manual Page 120



  Back Office - User Manual  

7.2.6 Back Office - Remove All from Purchase Bill

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

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

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

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
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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

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

Back Office - User Manual Page 127



  Back Office - User Manual  

7.3.6 Back Office - Save Quick Purchase Bill

To save a quick purchase bill to edit later, click on Save

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

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

7.4.3 Back Office - Inventory Adjustment Select Reason

When creating a new adjustment, provide a reason for the adjustment
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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

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 Item

Enter inventory Adjustment Quantity

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

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

7.4.11 Back Office - Delete Inventory Adjustment

To delete an inventory adjustment, click on the red trash can button
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7.4.12 Back Office - Delete Inventory Adjustment Confirmation

To confirm inventory adjustment deletion, select YES

7.4.13 Back Office - Commit Inventory Adjustment

To commit an inventory adjustment, click on Commit
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7.4.14 Back Office - Confirm Commit Inventory Adjustment

To confirm commit inventory adjustment, click YES

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

7.5.2 Back Office - Enter Distributor Name

When entering a new distributor, provide a distributor name
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7.5.3 Back Office - Enter Distributor ID

When entering a new distributor, provide a distributor code

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

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

7.5.8 Back Office - Activate Distributor

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

To confirm distributor activation, click YES

7.5.10 Back Office - Edit Distributor

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

To delete a vendor, click on the red trash can button

7.5.12 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

8.1 Back Office - Inventory Reports By Distributor

To view your inventory reports by distributor, click  By Distributor under your inventory reports

Back Office - User Manual Page 143



  Back Office - User Manual  

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
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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
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8.2 Back Office - Inventory Reports Stock

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

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

8.2.3 Back Office - Inventory Reports Stock Export PDF

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

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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8.3.1 Back Office - Stock Movement Reports Date Range

To filter you inventory reports stock date range, click on select period

8.3.2 Back Office - Stock Movement Reports Refresh

To refresh your stock movement report, click the refresh button

Back Office - User Manual Page 149



  Back Office - User Manual  

8.3.3 Back Office - Stock Movement Reports Export PDF

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

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

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

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

9 Back Office - Customer

From the RetailzPOS Back Office, click Customers to access your stores customer management
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9.1 Back Office - Customer List

To view your store customer list, select Customer

9.1.1 Back Office - Add Customer

To add a new customer, click Add

Back Office - User Manual Page 154



  Back Office - User Manual  

9.1.2 Back Office - Customer First Name

When adding a new customer, provide a First Name

9.1.3 Back Office - Customer Last Name

When adding a new customer, provide a Last Name
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9.1.4 Back Office - Customer Address

When adding a new customer, provide a Address

9.1.5 Back Office - Customer ZIP Code

When adding a new customer, provide a Zip Code
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9.1.6 Back Office - Customer City

When adding a new customer, provide a City

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

9.1.9 Back Office - Custom Phone Number

When adding a new customer, provide a Phone Number
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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

9.1.11 Back Office - Corporate Customer

To make a customer a corporate customer, select CORPORATE CUSTOMER
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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

9.1.13 Back Office - Tax Exempt Customer

To make a customer eligible for tax exemption, select Tax Exempt
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9.1.14 Back Office - Save Customer

To save customer information, click Save

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

9.1.17 Back Office - Activate Customer

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

To confirm customer activation, click YES

9.1.19 Back Office - Edit Customer

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

To upload customer documents, click on the blue upload button

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

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

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

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

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

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

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

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

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

10.4 Back Office - Sales By Item 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 log report, click Sales By Item Summary Report

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

10.8 Back Office - Price Change Log Report

To view your price change log report, click Price Change Log Report

Back Office - User Manual Page 175



  Back Office - User Manual  

10.9 Back Office - Stock Movement Report

To view your stock movement report, click Stock Movement Report

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

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

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

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

11.1.7 Back Office - Bulk Changes Tag Along Item

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

11.1.9 Back Office - Bulk Changes Apply

When finished with selected changes in bulk changes, confirm your changes by clicking Apply
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12 Back Office - Settings

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

12.1 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

12.1.2 Back Office - Save Tax

To save your tax setting, click Submit
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12.2 Back Office - General Settings

From the RetailzPOS Back Office, click General Settings to access your stores general settings

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

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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12.2.4 Back Office - Dual Pricing

To enable dual pricing in your store, click Dual Pricing

12.2.5 Back Office - Save General Settings

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

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

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

12.4.2 Back Office - Price Level Name

When adding a new price level, provide a Price Level Name
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12.4.3 Back Office - Price Level Retail/Cost

Select if your price level is Retail or Cost

12.4.4 Back Office - Price Level By Percentage/Amount

Select if your price level is By Percentatge or By Amount
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12.4.5 Back Office - Price Level Value

Enter your Price Level Value ($ or %)

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 green 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

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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