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[image: image31.bmp]Upon startup of the Retail Sales Manager application, a user name and password is required. The default user name is 1 with no password.
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Type the User ID then press enter, the default ID is 1.
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Enter your PASSWORD:





The default password is blank, don’t type anything, just press enter.
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Adding items to the sale (feature)
Type the item ID then press enter or scan the item’s barcode. A quantity of 1 is the default. If selling more than quantity of 1, use the quantity function before Adding the item to the sale.

Quantity (function)

Type the quantity amount then press the Quantity button on the keyboard.

Open Department (function)

Type the price on the command line then press an Open Department key. This will add an item into the sale for the amount entered. 

Void Sale (function)

This function works in 2 ways. If there are items on your form, meaning you are in the middle of a sale, pressing this function will cancel the current sale. If there are no items on the form, the program will prompt for a transaction number. The sales ticket transaction number is located on the right of the slip, above the Tx label. The sales receipt with that transaction number will be voided from the system.

Void Last Item (function)

The last item on the list is removed from the sale.

Void Item (function)

Allows the user to choose which item from the list to remove. Use the up and down arrow keys to select the item then press the Delete key.

New Price (function)

Type the new price in the command line, then press the new price key. This will change the price of the last item in the list.

No Tax (function)

Press this key if you do not want tax applied to the next item added to the sale. The no tax flag will appear on the right of the command line. This no tax flag is automatically turned off after the item is added. If you inadvertently press the No Tax key, press the same key a second time and it will toggle back to normal.

% Discount Item (function)

Type the discount percent amount (10 = 10%) in the command line then press the % Discount Item key. This will discount the last item on the list.

$ Discount Item (function)

Type the dollar amount to discount (100 = $1.00) in the command line then press the $ Discount Item key. This will discount the last item on the list.

% Discount Sub-Total (function)

Type the discount percent amount (10 = 10%) in the command line and press the % Discount Sub-Total key. This will apply a percent discount on all items.

$ Discount Sub-Total (function)

Type the discount amount (100 = $1.00) in the command line and press the $ Disocunt Sub-Total key. This will apply a dollar discount amount on all items. The discount amount will be distributed evenly on all items, this is for the tax calculating purpose.

Gift Certificate (function)

Type the amount of the gift certificate in the command line then press the Gift Certificate key. This produces a line item on the sale representing the sale of a gift certificate.

Return (function)

Press the Return key before adding an item to the sale. The item is identified as a returned item by the price being a negative amount. The Return (single) label will appear on the bottom left of the command line. After an item is rung up as a return, the Return (single) label is automatically removed. To return more than 1 item, press the Return key 2 times, the Return (multiple) label will appear instead. All items added to the sale will be treated as a return until the Return (multiple) feature is disabled. To disable it press the return key one more time.

Receipt On/Off (function)

Turns receipt printing ON or OFF. If this receipt printer is turned off, the label Receipt OFF will display on the upper right of the command line.

Duplicate Receipt (function)

Press the Duplicate Receipt key to reprint the last printed receipt. If you need a prior receipt reprinted, first type the transaction number in the command line then press the duplicate receipt button.

No Sale/Paid Out (function)

This funtion will open the cash drawer. If you opt to take out cash, to pay a vendor or whatever reason, enter the amount taken out then press enter (100 = $1.00), otherwise, just press the enter key without first entering an amount.

Tax Exempt (function)

The entire sale will be tax exempt. The Tax Exempt label appears on the lower right corner of the command line. Press the Tax Exempt key a second time to remove the Tax Exempt feature.

Hold/Recall (function)

Press Hold/Recall to place the current ticket on hold. You will be prompted to enter a unique reference number or name for this held transaction then press the enter key. To recall a held order, press the Hold/Recall key when no items are listed in the sales screen. You will be prompted to enter a reference number, type it in and press enter. The items from the held order will be inserted into the current sale.

User (function)

This key is used to switch between users. It will prompt you to enter the User ID, type it and then press the enter key. A prompt for a password will follow.

On Account Payment (function)

Type the amount of the payment to be applied to a customer’s balance in the command line then press the On Account Payment key. 

Tender (function)

Accepting payment finalizes the sale and a sales receipt prints. To have the system calculate change; type the amount tendered in the command line and then press the tender key. If the tender key is pressed without an amount being entered, the system assumes the exact amount is received. There are settings, such as “allow over tendering” and “force amount entry” which will alter the way you can receive tenders, review the POS Setup Tenders section for more information.

Journal (function)

Pressing the journal key will open a new window displaying an electronic journal. All transactions created on the current POS station will be displayed.

Held Orders (function)

Displays a form including all transactions on hold. A Recall button is available if you wish to include transactions from the hold table in the current sale.
Non-Resident Sale Example #1: 
Two non-resident 18 hole rounds of golf with a cart
Press the following keys in sequence
[image: image32.bmp](1st non-resident 18 hole round)
[image: image33.bmp]
(2nd non-resident 18 hole round)
[image: image34.bmp][image: image35.bmp](18 hole cart)
[image: image36.bmp]End the sale by tendering Cash.

Note: If you want the POS to calculate change, before pressing the cash key, type the amount tendered first.

Resident Sale Example #2: 
Two resident 18 hole rounds of golf with a cart
Press the following keys in sequence

[image: image37.bmp][image: image38.bmp](1st resident 18 hole round)
[image: image39.bmp](2nd resident 18 hole round)
(18 hole cart)

(End the sale by tendering cash)
Resident JR/SR sale - Example #3: 
One senior resident and one junior resident 9 hole rounds with a cart
Press the following keys in sequence
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(resident senior 9 hole round)
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(resident junior 9 hole round)
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(9 hole cart)
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(End the sale by tendering cash)
Scanning ID cards
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An ID card is used to identify a golfer along with his/her criteria. A picture of the golfer will appear after it is scanned. The golfer’s criteria includes identities such as, Senior or Junior residency. When scanned, the criteria is automatically defined.
When a barcoded ID card is presented to you, simply scan the barcode then press the appropriate round of golf, 9 or 18 holes.
Scanning ID cards - Example #4: 
One ID card (resident senior) 18 hole round and one non-resident 18 hole round walking
Press the following keys in sequence
Scanner is used to scan the ID Card

(resident senior 18 hole round)

(non-resident 18 hole round)

(End the sale by tendering cash)
Choose from a list - Example #5: 

Choose from a list of specials

Press the following keys in sequence
Note: There may be additional type of keys defined other than  “Specials”. These type of keys list items to choose from and the instructions are the same as in this example. For instance, there may be a key defined as “ID Card Fees” which would list items to choose from related to Id card fees.


(a list of choices related to specials will appear)


(press the up or down arrow keys to select the item you want to sell)


(press use to add the item to the sale)


(End the sale by tendering cash)
Credit Card Sale - Example #6: 

One resident 18 hole rounds of golf with a cart

Press the following keys in sequence

(1st resident 18 hole round)

(18 hole cart)
(End the sale by tendering a credit card key)
(If your store is set up to use credit card authorizations an authorization form will pop-up. Swipe the credit card to obtain an authorization) 
Credit Card Authorization Form
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Cancel Sale, Void Sale, Void Item - Example #7:
To cancel the current sale in progress

(when there are items in the “items to be sold list” the Void Sale key will cancel the current sales ticket)


To void a sale that has already been completed

(when there are no items in the “items to be sold list” pressing the Void Sale key will prompt the user for a transaction number. 
[image: image18.png][vOID TRANSACTION

Enter the TRANSACTION NUMEER.





Type the transaction number of the ticket, it is located on the top right side of the receipt above the Tx label. Press Enter when finished.
To void an item in the “items to be sold list”

(after pressing the Void Item key, use the up and down arrows to select the item.



(press the delete key to void the item from the list)
Refund Sale - Example #8: 

Return One resident 18 hole rounds of golf with a cart

Press the following keys in sequence

(Pressing the return key twice will put the POS in a “return multiple” mode. This means all items rung up will be returned.)
(refund of resident 18 hole round)

(refund of 18 hole cart)
 (End the sale by tendering cash)

Note: Pressing the return key once will put the POS in “return single” mode. Only the proceeding item rung up will be rung up as a return, all other items in the sale will ring up as normal.
 X Report
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Z Report/End Of Day or Shift

The Z Report is identical to the X Report except for a cash declaration dialog appearing before the report prints. When all the fields in the cash declaration dialog are entered and the Ok button is selected, all sales are final, the electronic journal is cleared and the Z Report prints.

[image: image20.png][ocashoectaration e o

Serach P Serach Pad2 2y Cash
15 Pennylies) 1023 PiorBark  [5000 | Closing Bark [50.00
[0 Nickle(s) 15.99 Vi)
. Diamerioss Cash Deposit: 941.60
2 Dimes(s) 5.99 Chng Bk
Bl @) o S
7 rol-Pennies Check 000 o0
T roll-Nickles Viss 0% 0%
[ rolDimes Mic EEE— O —
[ rol-Quarters ame [0 om0
B 91 bils) e o0
[T $5bil(s) OnAcoourt [100 o0
F $10bils) Face 000 o0
B $20bils) Tendsr08 000 o0
7 $50bil(s) Tendsr10 000 o0
F $100bil(s) Tendsr11 000 o0
Tendr12 000 o0

Total In Drawer = 940.75

991.60 32.21 o Concel





Count your drawer by entering the quantity amounts of all coins, roll of coins, dollar bills etc. in the Scratch Pad 1 section. The scratch pad will calculate the total cash in drawer. Scratch Pad 2 can be used to total up all checks, just enter amounts in this section and a total is calculated on the bottom. Enter the amount of cash left in the drawer used for petty cash in the field Closing Bank. Enter the cash deposit amount in the Cash field. Do the same for all other tenders. The Cash tender is the only tender that will not display what the computer reports as the total. When all entries are complete select the Ok button. The Z-Report along with any other reports you configured to print will process at this point.
Changing Prices in the Back Office program

Lists, Items
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Click on the “General” tab. Find the item by either drop-down menu of its description or click the “Find” button and enter the item id number. Change the Price1 field to the new rate. Click “Save” when finished. 
Changing Prices (for items using TSP) in the Back Office program

Applicable to only the items which have variable rates based on the day of the week and the time of day.
Lists, Items
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Click on the “Time Sensitive Pricing” tab. Find the item by either drop-down menu of its description or click the “Find” button and enter the item id number. Change all rates according to day and time. Click “Save” when finished. 
Adding a new customer (golfer) to the database
List, Customers

[image: image23.png]& Customer List =lolx]|

New v Carcel Delete Print Close Labels

SMITH, JOHN (1310]

Gererl |G| Memo | Pitue | ltems Puchsed | Acoountctvy | JounalTransectons |

1D: End | [1310 Type: [NORMAL =] TexErempt [N Tans]
Nee o [ [ T
First Name il Last Name
Addessl:  [45 BAILEY ST s
Address2 L
Addess3 Gender
Oy, 5tZip: [TRUMBULL o [osn Custt Chm
Phonet. Phone2 CDaet
Far Price L T o Chm2
Emai CDae2
LostSak i Acti
Date:  3/22/20051:41:23PM | | Sales: 2000 Charges: [l BALANCE
Trans. Type: Puchase | | Finance Chos: 00 Paymerts 0 00
Amourt 2000 | | Adustnerts 0





Starting with the “General” tab, click “New” to add a new record. Fill in as much of the form you feel necessary. Required Fields: ID = The customer ID number (must be unique). First and Last Name (must be unique). Type = NORMAL. Click “Save” when finished. 

Customer (golfer) Criteria
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Required fields: EXPIRES = the date when this criteria expires. When this date is reached the system will ignore these fields if the ID card is used. A normal rate, as if they didn’t have an ID card, will be applied. Drop down and choose all applicable criteria choices for the customer. 

Customer  (golfer) Pictures
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After saving your entries from the General tab, the system will automatically assign a Picture File name in the “Picture” tab. The file name will consist of the Customer ID and the file extension “.jpg” (JPEG Image). You do not need to enter any information in this tab. You do need to place the actual picture file in the Customer Pictures folder located in “<drive letter>\RSM Server Database\Customer Pictures”. The name of the actual picture on file must be consistent with the Picture File name on this tab.   
Command Line: All keyboard entries will appear here.





Customer criteria section





Items to be sold will appear in this list.





User Messages: All instructions or error messages will appear here.





Customer information area





Customer or item picture area








