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Welcome

1 Introduction
The First step using a new system is to review all of its features and requirements. This chapter will give a
ISYSNI f 2 @S N$daBras agdfvhyzadtofratior b the PomitSale is the key to business
growth. The chapter also lists system requirements as well as optional hardware and software, to make
your Pointof-Sale system give you the best results possible.

Welcome

Winsale is a completely integrated Point of Sale and Accounting system. It records your sales and
purchases in the daily course of business with no extra steps needed. Every aspect of your business is
monitored, providing you with the timely statistical data you need, when you need it.

Why Winsale?

Businesses must grow and prosper or they will eventually die. Their moment in time is eclipsed by the
competitor, whose goal is growthlhe key ingredient for growth is not stockholders but knowledge. A
detailed picture of your operation is critical for you to make key business decisions for the months and
years ahead.

There are many factors that determine the success of any retai stod there is no question that
knowledge of your products and customer preferences lead the list. Winsale arms you with this crucial
ammunition and much more.

Most businesses do not have access to the statistical data needed to make informed operational
decisions. Management by intuition is no longer reliable. Today, profitable companies rely on computer
gathered data management information systems. Now, even smaller operations can afford superior data
management information systems using Winsale.

Features

Winsale is so much more than your normal quatequote point of sale system. It also includes Accounts
Receivables, Accounts Payables, Inventory Control, and &dreglger. You can use the one screen point
of sale module to perform sales, layaways, quoting or customers, special orders creation and tracking
nearly every function that is needed to completely encapsulate your business onto a computer system is
included. Winsale is like several employees rolled into one. Winsale, works for only pennies a day and
never calls in sick or takes vacations.
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Multiple companiesprocessing is supported. You may process data for virtually any number of separate
companies, awell as multiple store locations under the same company name.

Polling remotelocationsi I { Sa& LJX I OS I dzi2YF GAOFffe&x o6dzadzZ £ & Rdz

[ 20FGA2Yé +y SEFOG LAOGIINBE 2F 6KI G Kleatofinaw] Sy LI | C
inventory in and out of each store for optimal stocking between locations.

Mobile Salesare easily accomplished with the integrated mobile sales system. With this system you can
Strairte G1F1S I y2iS062271 02 Y LldziteSand useydur nibile dRmpNBradi t &
a portable POS system, all the while your store system is being used back at your store. The information
from the mobile system is then easily exported out of the notebook and is read back into your main store
systemeffortlessly. When exporting and importing data between your mobile work force and your in

store system, you will be prompted for the configurations of thetw-from systems. This setup allows

for all possibilities to be selected with the click of theumse.

Power Spreadsheetallow the store owner or manger to have complete access over all the data in the
system. Any database in Winsale can be viewed, reported on, manipulated, imported to or exported out
of. In short, it gives anyone with access rigtt have complete control over the data for analyzation or

for modification purposes.

Structured Query Languages used along with other powerful reporting capabilities, Winsale is also
standardized with stat®f-the-art software allowing the endser to report on, modify or delete any
record in the system. This front end allows for nearly limitless reporting abilities.

Zip Code LookJp -- Whenever you enter a Zip Code, the software automatically looks up the City and
State. This saves time entegi customer and vendor information and also eliminates inaccuracies.

Form DefinitionEEWinsale allows for full usedefinition of all computer generated forms. These forms
include all sales tickets, inventory hang tags, purchase orders, monthly accoceitsatde statements

and certain historical and inventory reports. This means you, not a computer programmer, can decide
what you want your sales tickets, sales orders, statements, and purchase orders to look like.

Background Bitmapsan be used instead @lurchasing expensive custom gpeinted forms. You may

use these custom bit maps for your sales receipts, monthly statements, purchase orders, major account
invoices. The bitmaps can easily be created in any drawing software even the Paint progrardingthd

the Windows operating system will work. Magnum software can also create the bitmaps for you for a
minimal fee. This one small feature can save you hundreds of dollars per year.

User Definable Screeree available to allow you to customize Wires&dr your store. You can turn off
fields so that they are not prompted for, or color code the fields that are needed. You can even change
the order for which fields will be prompted for. You can be both the user and designer of Winsale.
Whatever worksest for you!

Balance forward / revolving/ Open Item A/RWINSALE gives you wide flexibility fehuse charge

accounts with an option of three accounting methods. Balance Forward is defined as maintaining the

Odza 12 YSNRa | 002 dzy (ot layledch iptiRidual kransattion(iGpeénlitdm is-dgfiRed §s

keeping the balance for each individual sales ticket until it is completely paid off. Revolving is much like
Balance Forward except that Revolving works on a singleth basis and is never overgluinless the

customer does not make the minimum payment for the month. In the case where the minimum payment

Ad YA&aAaSR 2N dzy RSN1J ARX GKS NBYFAYAYy3 FY2dzyd 0S02
minimum charge. The A/R statement form definitiallows for all of these criteria.
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Opento-Buy -- Winsale gives you everything that you need to plan purchases. This information is defined
departmentally and is, basically, the amount of merchandise that needs to be received into stock within a
buying reriod to achieve a predetermined level of sales. WINSALE gives you a spreadsheet system that
Fff2ga @2dz (02 LISNF2NY GoKIFG ATFéE FylfeadBaes ¢KS alL
Ratios, Planned Sales, Planned Markdowns, etc. See SdtfionmBore detailed information.

Electronic Notesrou may attach permanent notes to Customer, Vendor and Sales person profiles, as well
as Inventory Items and Purchase Orders. The Customer and Item Notes can be viewed and/or updated at
the point-of-sale sceen as well as the customer and inventory screens. Their primary purpose is to notify
the sales clerk of important information about a customer or inventory item. In the case of Customer
Notes, they could notify the clerk not to take checks from a austoor give the names of spouses and
children. In the case of ltem Number notes, they can notify the clerk to sell a substitute item or a related
item with the item being purchased. Vendor Notes can be viewed or updated at the Vendor Profile
screen as Wéas the Purchase Order Modules. Salesperson notes may be viewed or updated at the
Salesperson profile screen and can be used as instructions to salespeople as they clock in and out.

In addition to the above, WINSALE gives you the ability to attach pofestructions to Purchase Orders,
Sales Tickets and monthly Accounts Receivable Statements. Purchase Order Notes are used for special
instructions to the vendor and may be printed on every purchase order to this vendor or on a single
purchase order. Mnthly Accounts Receivable Statement notes will only print on the monthly statement
once and will then be deleted automatically. They are handy for special wording on overdue accounts,
etc.

Major Accountscan be setup so that they receive all accountSrac@l 6t S oAt f Ay3a FTNRY
purchases at your store. This is a parehild relationship that allows the billing of items purchased by

one party to be billed to another party. This is commonly used in business to business sales, or even in
team sports. Major Account business rules are also easily maintained within Winsale.

LookA Up Tables-- LookA up tables are available whenever an account number is needed. Typing in an
account name allows you to view accounts (Customer, Vendor, and Salespaligrabetically. You can
access the table by entering letters of the name and then using the arrow keys to highlight the correct
account. Once the correct account is found, click on Accept or double click on the highlighted name to
pull the account i the program application. LoBkup tables can be exited by simply clicking on EXxit.

Customize Screen OptiondVinsale allows you to modify any field or menu name by using the customize
screen options. This can be done by simply right clicking on cegations of most screens.

Data Entry and Editing Key®ata entry and editing (copy and paste functions) allow you to use arrow
keys and special function keys to select data fields on the same screen.

Smart Capitalizatiorallows for quick data entry. You do not have to touch the shift key to capitalize a

name throughout all modules. For example, with ordinary programs, if you were entering the name
aAOKIFSt hQ. NBlty @82dz g2dz2 R KI @S (i 5 kamtrékesm This $nal a i N2 |
feature alone will save you thousands of keystrokes per year.

Menu Bars and Pl Down Windows -- Winsale allows you to access the application and option menus
quickly and easily. All the menus are logically grouped, prayigha with easy access to any function.
You may choose the key combination using the highlighted letter, the cursor keys or the mouse.

Reports are displayed on the scredmitially for review and can be scrolled in any direction. They can then
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be printedout to your specified printing device. Reports can be saved as text files for import to
spreadsheets or saved to PDF files. You can also search for any text inside the screen file by clicking on
Find.

Winsale grows with your businessThe same versionavks with a single computer or with any number
networked together. This insures that you have a good growth path for the months and years ahead.
Winsale also permits a centrally located database (parent store) to oversee databases for up to 99 stores,
allowing for reports on a whole group of stores or an individual unit.

Canadian SupportProvince abbreviations (three letters) and Postal Codes (alphanumeric) are provided in
the Customer and Vendor profile screens. Currency Conversions are also suppérisgle also provides
a link to the current exchange rate through your internet connection.

Last Name First- If customers are stored in the customer database Last name first, First name second
and are separated by a comma, the mailing label and statgmrograms will print them reversed in the
correct format.

F1 Help- A complete electronic version of this manual is available on the screen at the touch of a key. If
you need help understanding a feature or capability, you need not refer to the grirgesion of the user
manual. The electronic version of the manual provides for almost instant searching. It is indexed to give
the user complete true Hypertext control. You may go on to something else and return back to the place
you left with just thetouch of a key. The electronic manual is completely context sensitive; it knows
where you are at every instant and takes you automatically to the correct section in the manual. Access
to the Electronic Manual is available throughout the program by pngssieF1key. In addition to the

context sensitive help system you may select the Help menu to search for a particular topic of interest.

As minor updates take place, the electronic manual will be more complete ataldgte than the hard
copy versionthus it should be referenced more often.

The Help Menu also contains an item caldiewW FEATURES LISTINGs menu choice will give you the
Y240 OdzZNNBYy (G GOSNEA2YyQa fAald 2F yS¢ FSIFidzaNBa | yR
printer. To print this document, click on File and Print. You will then be prompted for the printing device

to print to.

Optional Software

The optional software that you may interface to Winsale includes:
SHOW MY RGs required for Maghum Software On-Line Support.

MICROSOFT SECURITY ESSENTiéé &ntivirus software from Microsoft for safety of your computer,
that would not interfere or block WinSale activity on your PC.

QUICK BOOKS PRO GENERAL LEDSGEdasy to use and extremely powerful general ledger system
designed by Intuit. Winsale interfaces to QuickBoGeneral Ledger via and ActiveX direct connection to
Quick Books API. Every transaction that affects general ledger passes to Quick Books. In addition
Customer Profile and Vendor Profile information is also automatically transferred to Quick boitks. W
this interface you have everything needed to create financial statem8msMPS.CONIA service that
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uses the Internet to purchase and print United States postage. This service also allow the printing of
many different types of mailing labels, envedspand required documents for mailing to foreign countries
of the United States. Winsale interfaces all areas of itself to the usage of this service. For example, the
mailing program integrated into Winsale is been fully implemented to Stamps.com assveghier areas

that make using Winsale to mail items quick, easy and extremely convenient.

Optional Hardware
The selection of optional hardware supported by Winsale includes humarnosint of debit card
pinpads, magnetic stripe readers, receipt printers and other hardware that has been constantly added to
support Winsale and make your user experience at most easy and pleasant. Some of the examples of such
hardware provided below :

Bar Code Scanners:

The system supports both the printing and reading of bar codes. Code 3 of 9 is used because of its ability
to store both alpha and numeric text. It allows up to 15 characters to be represented with one bar code.
WINSALE supports any scanner which reads code 3 of 9.

Cash Drawerdhe cash drawer can be a serial or parallel device. When a serial port is used, it must be
connected to Com port 1, or Com port 2. Com ports 3 and above asupported. The drawer should

be set to receive data at 300 baud. A parallel drawer can be connected to LPT1 or LPT2. The cash drawer
interface is defined completely within the Configuration Program. (See Section 3 for more information.)
WINSALE suppog most cash drawers.

DSL/T1 High Speed Internet Connection:

CKA&d Aa ySOSaalNEB F2NJFff NBY2GS RSa102LXKdzLIRI GAY 2
support. We recommend a minimum download speed of 1Mbps in order to have optimal performance o
Winsale.

Pole Display(Price Display Screen):
WINSALE supports both Printer Products , Aedex compatible units and the |BRriguuait.

Receipt PrinteraVe recommend Star Micronics receipt printers for ease of use, but, Siegarogram
allows for complete driver control, you can use any receipt printer. Please check with Magnum technical
support for specifics.

Bar Code Printer§VINSALE supports Eltron and Zebra bar code printers.

Report PrintersBecause you have full control of print drivers, you may use any printer with WINSALE,
including dot matrix, laser and ink jet printers. Please note, however, that you will not be able to print
hangtags or stickers on the laser anH jat printers because of label configurations. You will need a bar
code printer to print hangtags and stickers.

System Requirements
Winsale system requirements match your OpergtBystem minimum hardware requirements, and can
be different, depending on OS version you use (e.g. Windows 2000, XP, Vista, 7).
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2 Getting Started

This chapter will give you stdyy-step instructions to set up Winsale for the first time. You will read

about how to install the system as well a how to enter data for the first time. Inputting your data is one of
the most important steps in getting stad with the system. This chapter will instruct you on how to

enter first time data and will give you the correct order in which certain data should be entered to ensure
integrity throughout the system.

Installation

Note: If Magnum Software setup your system at their corporate office location, you can skip this section
and only reference it when doing updates, etc.

Before physically installing WinSale you should make sure that younsyste the minimum system
requirements. WinSale system requirements match your Operating System minimum hardware
requirements, and can be different, depending on OS version you use (e.g. Windows 2000, XP, Vista, 7).

Place the CD label side up into the COVRiDive. The installation program should automatically start. If
this in an upgrade installation you may skip Step One of the installation and click on Step Two. Please read
the instructions and information on the screen carefully!

| . .
@' Database Management System is not installed! The Database
Management Systern is required for a successful Winsale installation,

Do you want to install it now?

WinSale requires the Database Management system to be installed. If there is not one detected then you
will be prompted to have it installed for you.
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Welcome to the InstallShield Wizard for
WINSALE

The InstallShield(R) Wizard will allow you to modify, repair, or
remaove WINSALE, To continue, dick Mext,

< Back E—rT—E— [ Cancel ]
|

2. First screen displays the intentions of the installation and warns you that this program is Copyrighted
and that illegal copying is prohibited. Accept the terms in the license agreement, then click Next to
proceed.

Please read the following license agreement carefully,

END-USER LICENSE AGREEMENT FOR MAGNUM
SOFTWARE

IMPORTANT-READ CAREFULLY: This Magnum Software End-User
License Agreement ("EULA") is a legal agreement between vou (either an
individual or a single entity) and Magnum Software for the Magnum

software accompanving this EULA, which includes computer software and
associated media and printed materials, and may include "online" or

electronic documentation ("SOFTWARE PRODUCT" or -

(711 accept the terms in the license agreement

i@ I do not accept the terms in the license agreement

| 1rstalishicld

3. The next screen displays the standard License agreement. You should read this if you have any
guestions about ownership of the software and the rules of copying software. Accept the terms of the
license agreemertb continue with installation.
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4. That is all the information that is needed for WinSale to begin installation. Click on Next to continue.

Installing updates

If you already have Winsale installed and you need to install an update:

1. Inthe program, go to thélelpmenu.

a.
b.
c.

f.

Click on Update Installer.

You will receive the option to Download Update on the screen.

I £t A0l 2y a5 26 hehirRtheRlownlbdR pracéss. You may continue to work in
Winsale while the download is taking place.

One the download is complete; Winsale will notify you that it is ready to install the update.

/| K22aS aeSaé¢ G2 O2yidAydsSo

The system will promt you to make sure that you do not have the Winsale program currently
running. Choose OK to continue.

Follow each prompt until the update installation is complete.

i B = ™

[i#INSALE - Readme doc A

File Size: 13 MEB bl
Eztimated Dawnload Time with DSL/Cable Maodems iz approx. 1-2 minukes.

Thiz Update Posted on 11/09/2017 at 9444 EST
The following are the new features and bug fises.

Werzion 2011.2.17, Mow, 09 2011

Auato Correct | The Power Spreadsheet &uto |nventory Corection has been
pragrammed with even mare abilitizs making it carect iterm rumbers and all of the
Style and zizing properties to match with the authority of the UPC files given to

b agnum Software by the manufacturers. In addition to simply changing the items
to be in accordance to the UPC file it now will alzo merge into existing items
bririging with it the corect quantities of both the old and the new items. All
higtoncal information that was connected to the old item number 1z also merged
inko the new number.

Power Spreadsheet | Any dates that are shown with the pawer spreadshest are
alwaypz dizplayed with a bwo digit pear. Mow pou can view and modify the
century portion of the date simply by clicking into a date cell. The four digit pear
will then be dizplaved and can be edited at will.

COutlook interface 1'ou can now emaill sales information directly from reportz such
az the perodic Hot Seller, The A/ Aging Report and the irvoice register. o

(] 1 [ G

Cancel ‘ ‘ Download Update
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Starting the Program

To start the software, click on the Winsale icon that has been placed on your desktop.

-
[E] Welcome

Welcome First Time User!

Since this is the first time that you have used
Winsale. please supply the following information
so that Initial database values can be registered
correctly.

Configuration Path

[ winsaLEY

| Let me Find it for you ‘ LCancel ‘ Ok

| Wwiatch 1t Time User Yideo

When starting up WinSale for the very first time you will be greeted with the above screen. This screen is
used for specifying where the program is installed and where it should look for the Configuration files.
Since WhSale allows you to have many configurations as well as up to 99 businesses per configuration, it
is imperative that this information be given. WinSale will automatically search your hard drives and
network drives for any possible configuration. If yowéaever had any other Magnum Software

Products on your network the most likely path is the one shown abovaM{SALE. Click OK to

continue.

M| R ed ‘wing Shoes Store Fed ‘Wing Shoes Store
123 Main St
Flarence, SC 29501

- T
=% Business Selection

Spstem Date

1141852011

243-423-3M0

DATAPATH:
C:AHORSEMANY,

Map Mebwark, Drive

"WinSale Retail Spstem
Werzion 2011.2.17
[C] Copyright 1585-2011

Magnum .
Winsale»"

WAILAILAL I'I'IEEH"ILJI'I'ISDHWEI[E. com

Pazsword ||

Exxit ‘ ak
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The next screen you will see is the Basi Selection screen. In this case, the current configuration has

only one business set up. Red Wing Shoe Store is the demonstration company supplied with WinSale. It

has some very simple data already configured for you. The top left of the Businesgo8edecten has a

Date prompt. This allows you to perform any function in the software on the date specified. This date

R2S&a y2i OKFIy3dS GKS O2YLMzi SNNR&a adeaGdSYy RFEGS FyR 6A
on a network. However, any transamt that you make will be time stamped with this date.

NOTEBusiness Selection Menu can be used to hide or to unhide inactive business selections. This is
based on the terminal doing the procedure so that different work stations can have different bsisine
selection menus. To use this functionality riglitk on the menu option then starting Winsale to hide
and choose Hide. To restore the menu back to the default settings;dlightand choose uhide all.

The Password prompt allows you to entee thystem under a predefined user level. The user level that

is employed is based on the password entered here. If the user level that you enter in the system does not
have privileges to do a certain function then a password -oider will occur. The pasvord override will

usually be entered by management or a more powerful privilege level. Appropriate passwords can be
produced at a later date.

.
Terminal

=
Erter a unique Terminal [0 for this wark.station.

Cancel |

Terminal Environment Variable

WinSale reqires that each individual workstation or terminal has an ID that uniquely identifies it. This
Terminal ID can be any three consecutive characters. Typically this will be numeric like 001, 002, or 003,
etc.
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et JE

Intemet  Close-Out Time-Clock  Help

NUM 11-18-2011 591858 | STORE =0 TERMINAL = 44% Mem Free | TSID = WA DATA PATH = C\Winsale\DVG\
-——— T - = = = —

The screen above is the main menu of the system. If you are familiar at all with Windows programs then
you will feel right at home here. The bottom of the screen above has some pertinent inforntiagion

might come in handy as you work with the program. The first two are self explanatory and are simply the
status of thenum lockkey and the system date.

The next item is the current store number. WinSale can easily manage hundreds of retail steeds in r
time over the Internet. Inventory levels move seamlessly between stores on a nightly basis. The main
location also receives all sales history, customer history, vendor history, employee time sheets and
commissions, etc. WinSale has been written from ¢inound up to handle multbcations. Even if you
don't have multilocations now, why limit your future.

The next item is the Terminal ID. Each workstation/register has a unique 1D assigned. This allows for easier

auditing of transactions. WinSale can dany number of registers in a store, and without extra cost.
Some software companies charge you per register. As always with WinSale you have an open path to
expansion without having to worry about costly and complicated license agreements.

The next iten displays the amount of free memory available to the program. Always try and keep this
number above 20%. If it falls below 10% your system may respond sluggishly. This may mean that you
may have to exit some other programs or maybe even consider purchasine RAM memory.

The last item on the main screen in the above figure is the operating system path to the data. You will
rarely have to be aware of this, but, if for nothing else other than backups, this is a necessity to know.
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Customizing the System

Most computer systems require your business to fit the mold the software author thinks best.
This is not so with Winsale. In this program you can mauhfyfield name. Winsale comes

initially designed for an Apparel or Shoe Store. However, it can be customized to fit the needs of
a Gift Shop, Hardware, Office supply, or almost any type of sales operation. This can be done by
changing the field names assated to the data base. More often than not, this involves

changing the field names on the inventory screen to meet the needs of the business you are
operating. For example, a shoe store will not need the Color field in the Inventory record, so this
field can be changed to a Width field for shoe sizes.

Getting Help

WinSale has the ability to provide you with Remote Internet Support. This can be used for you to allow
Magnum Software to remaly log into your computer for the sole purpose to help in the supporting your
WinSale software. In order to use this free service you will have to have high speed Internet access to one
of your Winsale Computers. This is a completely secure interfacasssdthe VNC Tight open source
wrapped in a ShowmyPC.com interface wrapper. This program is also available for your personal use on
the web athttp://www.showmypc.com

Setting Up the Program for the First Time - Entering your Data

NOTEThe Configuration must be completely set up! Go through each menu in succession until
all information has been filled in.

The following provides an outline for setting up the software. If you follow this outline when
setting up the software the first tie, you will save yourself time and duplicating efforts. The
information that follows is simply an outline. You may skip some steps depending on how you
plan to use the program.

Configuration Information

The Configuration is located under the Modules Menu. The Configuration must be completely set up! Go
through each section until all necessary information has been filleemonstration company has

already been setup for you. If you are evaluating the software then no further setup is reqbé@ed.

Section 3 Configration for detailed instructions on how to configure the programs.
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Passwords

The Password Input Screen is located on the Main Screen, under the Profiles Menu. At this stage,
we recommend not canging anything until you are fully setup later, you may choose to set up
other password levels. Passwords define who can access different functions or portions of the
program and should be defined according to user levels, for example: Owner, Manager,
Sdesperson, etc.

Tax Code Definitions

If you will be doing ifthouse charge sales or sales which need tax percentages other than the
default tax rate that you set up in the Configtion, then the Tax Code Definition Table should be
set up before inputting customer data. If you do not specify a tax code when setting up a
customer, the default sales tax rate, as defined in the configuration, will be applied to that
customer. The TaTable is located in the Profiles me@ee Section 7 Customdms more
information.

Terms Code Definition

Terms Definition Codes are located in the Profiles Menu. This information must be filled in for
two purposes:

a. If you will be using the Accounts Payable module or plan to use it laberm#y enter your
terms codes now or assign Terms Codes while you are inputting Vendor Information. (This is
accomplished by double clicking in the Terms Code Field inside the Vendor Profile Seesen.
Section 9 Vendorfor more information.) This information will be printed on Purchase
Orders to notify your vendor of your payment terms. It will also be used by the Accounts
Payable Modle for early payment discounts.

If you plan to give your customers payment or discounting terms. You may also assign Terms Codes while
you are inputting Customer Information. (This is accomplished by double clicking in the Terms Code Field
inside the Catomer Profile Screen. S&ection 7 Customefsr more information.) This information is

only necessary if you intend to print the Terms Definition on your Sales Re@sptS§ection 12 Terms
Definition, for detailed instructions.

Vendors

Vendor information is also located in the Profiles Menu. This information must be entered before you
begin inputting your inventory. The inventory file has a field called Vendor Account Number, which should
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always be filled in because it is used to idgntife primary vendor for the inventory ite®ee Section 9
Vendor Information for more detail on how to fill these fields.

Note: If you are converting from another software package, we may be able to convert your vendor list
electronically. Contact Magnum Software Systems, Inc. for more information.)

Department/ Cl ass Codes

Department Code Setup is located in the Profiles Menu. This information departmentalizes your
inventory and gives you the ability to generate Sales History By Department or Class. It is also used for
planning purchases with the btiin Opento-Buy Spreadsheet. Careful consideration should be given to
setting up departments and Alternate Departments the first time. You should consider a meaningful
numbering scheme that will allow you to take the most advantage of grouping inwetdgether for

reports.

Besides access to Department/Class codes from the Profiles menu, you can also call up and view, or edit,
departments when you are entering inventory into the system. Simply type in the first letter of the
Department name or dable click when the cursor is in the Department Field of the inventory screen.

Note: when changing a department number in the Department Code Definition under the Profile menu
Winsale will automatically change any inventories that are assigned to trgeplttment to the new
department number. If the new department number already exists in the department code definition the
department number cannot be changed.

Inventory

Inventory is the firsthoice of the Module Menu. Inventory should be filled in as completely as possible
to take full advantage of the reporting features that WinSale has to offele Section 4 Inventofgr
detailed information on how to fill in these fields.

Salesperson Information

Salesperson Information is located in the Profiles Menu. EachSatesn should be assigned a sales
number so that they can be credited for their sales. If you are not using the Sales Commission module,
you may delay this step. However, before you dag up any sales, you must have, at least, a house
account set up with an assigned number. See Se&@esperson Fields Deédfor more information.
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Customers

Customer information is located in the Profiles Menu. If you wish to track your sales by customer, enter
your existing customer base. Customers candued to the program at any time, even during the sales
process.See Section 7 Customier more information.

Customer Balances

These balances should be entered after all customer information has been input to ensure that they are
up-to-date. Future account balances will be aged based on the Last Transaction Date field in the
Custaner File, so, if you know the last transaction date, that information should be input also. You may
also enter existing customer balances from the Received on Account screen or by using the build in
Account Balance Loader located under Customer Utiliigther way, inputting balances should be the

last thing done before going live with the software system. If you enter customer balances through the
Received on Account screen, the next step may be eliminated.

Close Out A/R Period

This function moves all customer balances from the Customer File over to the Accounts Receivable File.
See Section 15 A/Ror more information on setting up accounts for the first time.
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3 Configuration

Overview

The configuration program is used to direct all of the other program modules on the specifics of your
operation. For example, the configuration program is where you set up the software for state tax rates,
hardware setups, such as bar coding opipprogram prompts, forms, etc. This chapter will guide you
GKNRdzZAK GKS FTANRG GAYS aSildzld 2F @€2dzNJ O2YLJ yeé Qa
valuable company information. This includes Accounts Receivables, Accounts PayableatodyinY ou

will also be guided through the optional equipment setup for cash drawers, pole displays, and scanners.

Please go through every step that pertains to your conypia the configuration setup.

After installation of the software, the configurabn program must be filled in as completely as possible.
The first time that you install the program it will automatically take you to the Welcome New User Screen.
Once you have accepted your program location and accepted your default business, clicdides\vmd

then click on Configuration Program to begin set up. After this initial set up, the system will take you to
the Business Selection each time you enter the progréon may access the configuration program at

any time thereafter, however, to mody settings.
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r( Configuration Program TR S ﬁ1
B 0 B @

Exit  Mew | Save Delete

[ A/R Setup TMisceIIaneu:uusT | Fveribany T AP Setup THelee Stu:ureT Currency T G/L Setup T Folders
Bus EudeT Storage T Name;".-’-‘-.ddrT Tax Rate TDefItNumbersT Opt'l Equip T Credit EardsT Prirters

Business Selection:

Business Code

|EI'I Enter a 2 Digit Buzinezs Code that will
Uniquely identify your business setup.

Store Number PRESS F1 FOR MORE INFORMATION

1]

? Help

Main Configuration Menu

The configuration program makes use of logically grouped sections. By selecting menu options, you will be
brought to other menus or benewn question and answer boxes. The first time through the configuration
program you should start at the first option (Data Storage) and work your way progressively through each
Tab section. Most question and answer boxes already have default answers ahdwnly need to be

changed if inappropriate for your type of business.

Accessing the Configuration Program

1. CNRY GKS YIAY a2RdzZ Sa aSydz KAIKEAIKG | yR Of
2. From the Windows Start Menu Choose All Progrgiménsaleg Configuration.

IMPORTANTIf you need to exit the Configuration module, Click on Save from the configuration program
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main menu and then click on Exit. This insures that all files are updated properly.

Business Code

(2 Alpha/Numeric) -- This code represents the business for which you will be processing data. It is a

unique code that is user definable. The Business Code can be any combination of up to two characters or
numbers and is typicll something that relates to your store environment. For example, if your store

YIEYS Aa 5lyyeQda CraKA2yasxs | 3JI22R odzaAySaa O2RS g2
SY@ANRYYSY(l YR 22dzNJ 4(32NB ydzYo S Nhishidld mdsn@the léft 32 2 R
blank. Because the program allows for any number of businesses to be set up and used with the same
software, you will be required to set up a unique Business Code for each sepasitiess The Business

Code is used internallyy the system to determine which database to use for each business.

Note: Each business is maintained as a completely separate database. Information is not easily
transferred between businesses.

To enter a new Business Code:

1. If you are installing \WSale for the first time, you will be automatically taken to the Business
Code prompt.
2. LT @2dz FNB FTRRAY3 | ySg odzarAySaasx OKz22aS W/ 2
thenclickonNew& 2dz gAff 0SS LINRPYLIISR F2NJ I ySg . dzaAy
3. Type in the twodigit business codéhat you want to use.

Storage Location

(27 Alpha/Numeric) This field represents the physical location of all the data stored on the fixed disk. It
uses a Data path to point to the location on the fixed disk. For example, for WinSale, by typing in
WIWINSALES | ¢ yoQ are telling the software that you will be storing all of the data in a subdirectory
flro0Sft SR W51 ¢! Q Ay (i KBcaldévewhere JoRimstalRdteprogiath NEsetdy ( K S
2.2 Installation The program will automaticallyeate the directory if it does not currently exist. If you

need more information about directories and file structures, refer to the Disk Operating System supplied
with your computer.

a. Click obata Storageand fill in the correct database path.

b. The Akrnate Workstation path is used when using mapped drive letters on workstations and the local
drive letter on the Server system. In other words, when more than one drive letter is being used to
represent the same physical location for different systerfise data location path field on the left of the
screen will be used for all workstation unless one has been entered into the Alternate Data Path. In that
case the path entered on the right side (The Alternate) is used instead of the path entered ol the
side.
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r\/ Configuration Program - m wq
w 0 @ @

Exit  MNew Save Delete

{ AR Setup TMiscelIaneousT Inventary T A/P Setup T Remote StoleT Curnency T GAL Setup T Folders
T Mame/dddr T Tax Rate TDefIt NumbersT Opt'l Equip T Credit EaldsT Printerz

Buz Code

Enter the Path to Store all Data for this Company.
Use the Alternate Data Storage Location if this
Workstation Path ig different than the default.

PRESS F1 FOR MORE INFORMATION

Database Storage Folder
|CAWINEALEY

ARternate Work Station Folder:
| [

? Help

Data Path Prompt

Business Name and Address
This is where you will enter name and address information for your business. This information will also be

the format of the address information on your receipts. To access this configuration option:

a. Click orBusiness Name & Addressd fill in the @propriate information.
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+ Configuration Program . Iﬁ

= 0 B @
Exit Mew Save Delete .
[ A/R Setup TMisceIIanenusT [Fventary T A/P Setup THethe StDrET Currency T G/l Setup T Folders
Buz Code T Storage TNameM.ddrT Tax Rate TDefItNumbersT Opt'l Equip T EreditEardsT Printers

Name

|D"v" Store

Address

121 Training Drrive]

Zip Code

|23310-- |

City State

IBLUFFTOM 5C

Phone

\(343)-757-5097

Fax

0k -

?Help

L

Business Name & Address prompt

Name (30 Alpha/Numeric) The business name that you enter here will appear on all printed invoices,
purchase orders and report$o enter the name of your business:

a. Type in the Business Name

TIP: Remember, as with all fields that require proper noun usage, you will not have to use the shift key to
capitalize a name or street address. Simply type the name, with the prppems), and the program will
capitalize where necessary.

Address (30 Alpha/Numerie)This information will be the address printed on Sales Invoices and Customer
A/R and Layaway Statements. You may use a street address or a PO Box, whichever you mefer. To
this information:

a. Typdn the business addressaising the correct spacing

TIP:The name and address that is printed on Sales Invoices and Statements can be different from what is
entered in the configuration program. This is accomplished wighRlrm Definition Program. See Section
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20 for more information.
City-Typein the Cityin which your business is located.

State/Province- Typein the standard state or province abbreviatiofor your location. You may use 2 or
3 characters.

Postal Code Type in thePostal Zip Code for your businesgou may use either 5 or 9 characters. As with
all Zip Code fields, however, 8t Tenter the dash in between the Zip Code and the plus 4 code.

Phone- Type in thePrimary Phone Numbeiincluding area coddpr your business. This phone number is
for informational purposes only unless it has been included in your form definitions.

Fax- Type in theFax Numberincluding area code, for your business. This fax number is for informational
purposes only.

Tax Rate

The information entered at this prompt will be the tax rate for all sales within the system, unless that rate
is manually adjusted at point of sale or in the customer profile. &axtion 16 Point of Sale Modaled
Section 7 Customéor more information on changing the sales tax rates.) To access this prompt:

a. Click oTax Rate.

r‘/ Configuration Program - [ﬁr
w 0 B @

Exit Mew Save Delete

[ AR Setup TMisceIIaneousT Inventory T AP Setup THemote StoreT Currency T GAL Setup T Folders
Bus Code T Storage T Name:’AddrT Tax Rate TDefItNumbersT Opt Equip T Credit EardsT PFrirters

Enter a tax rate as a fractional number.

PRESS F1 FOR MORE INFORMATION

Tax Rate

0.075h00

[~ The above tax rate over-rides all tax settings for this Terminal
Mate: Even when this tax setting iz checked Major Account exemplions
will gtill take effect but any tax that iz calculated will use the tax rate az
notated above thiz meszage. Thiz zetting is typically set when at the
phwysical brick and mortar store but not when roving on mobile trucks.
Zero value tax factors take precedence over thiz setting.

? Help

Default Sales Tax prompt

Default Sales Tax Factor (6 digits)lypehA y & 2 dzNJ & i | (i S Wthe salds fabréte isi 758, type Ol 2 N
Wb ntpQ Ayi2z2 (GKA& FTASERO®
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TIP:OutAofAd G GS OdzaGi2YSNE 2NJ 20 KSNJ Wil E aS#ddSctipmn2y Q O
GKSANI AYRAGARdzZ £ OdzaG2YSN) aSidz2ld aONBSyYy dzy RSNJ We I E

¢tKAad O2RS O2NNBalLRyRa (G2 AYyF2NXYIGA2Y aSd dzLJ Ay (K
more information on the set up of additional tax rates.

NOTEYou candrce Tax Ratg The taxes that are charged for brick and mortar stores (not Mobile Units)
can be set to always maintain the local county and state rates while still maintaining major account tax
rules. Essentially this is done by forcing any-pero taxrate setting to be as defined in the tax rate
setting inside of the configuration program. This tax rate factor is used in every case but one. The
exception to this rule is when the tax rate is zero. By allowing this exception to the rule you agivestill
full tax exemption for those cases where no tax is to be charged for example for the first one hundred
dollars of the sale.

Default Numbers

Default Numbers are subsequent numbers that automatically update each time used. For example, if you
SYGSNIwm F2NJ GKS LYy@2A0S DbdzYoSNE GKS FANRG alfS GK
GKS aSO2yR altS gAftft moscases thereishould behdxdasoh ibrfoudo2 2y & L
change or edit default numbers. (The exception to this rule is multiple store companies. Please see the
Wadz GALIX S {(2NBQ y20S 0SSt 2500

To access the Default Number prompt:

a. Click obefault Numbers
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r‘/ Configuration Program e &y
w 0 @ @

Exit Mew Save Delete

[ A/R Setup TMisceIIaneousT Ireventomn T A/F Setup THemote StoreT Curency T G/ Setup T Folders

Bug Code T Storage T NameMddrT Tax Rate N::]E;[;RT Opt'l Equip T CreditCardsT Printers

Default Murbering:

noooooong Next Customer Number
0ooooa1s Next Sale NHumber

noopaoz Next Purchase Order Number
,m Next Vendor Number

nooaoi Next Sales Order Number

2

Next Layaway Number

=

? Help

Default Numbers Prompt

Multiple Stores If you have multiple locations, define each location with a unique numbering scheme to
ensure that theras no duplication when the remote stores are polled. For instance, start store number

2yS SAGK WmMQ & GKS FANRG RAIAG 2F it GKS RSTI dz
GKS ySEG Odzad2 YSNI ydzyo SNIZF 26Nk A{f(i2 NBR2 Nd {6(i22dkEBR WO SA (G mén
etc.

1. Next Customer Number (8 Numerie)fhe number entered here will be the next number to appear in
the Customer Profilevhen you are in the add mode. You may override this default number by typing
the cugomer's telephone number over it.

When adding new customers in the Point of Sale screens, the Customer Default number will not

appear. Instead, you will need to enter the customer’s telephone number as the customer number.

2. Next Sales Ticket Number (8 Numericlhis number will be the next default sales ticket numbérs
GSNE AYLR2NIFYy(d (GKIFIG 82dz dzdaS GKS aeaidisSyQa RSTI df
multiple sales per invoice numbel(Sales Ticket Numbensay be overridden at the point of sale,
however, by settingi KS W! &1 LyYi@2 WOSaMdzRySNIKS t 2Ay G 2F { I f ¢

Multiple Stores

Ly NBY2:0iS ai2NB8 SY@ANRYYSyilda 6KSNB {KSthembtek SNI a i 2
store should use a higher numbering sequence for their sales ticket numbers than the remote locations

This is important because the mother store will receive the outlying store's sales history and keep it in

memory. When a sale is performed, the RO&lule automatically scans for the highest sales ticket
number found in the sales database. It then uses the next available number as the sales ticket number. By
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3.

WARNINGLG A& SEGNBYSt& AYLRNIFYy(d GKFG &2dz dzasS (KS

Next P O Number (8 Numerie)lhe next PO number will be the next default number for Purchase

OrdersLi A& @SNEB AYLRNIIFYy(d GKIFIG @2dz dzaS GKS aeadsSy

to avoid multiple purchase orders per PO number!

Next Vendor Number (8 Numerie)This number will be the next default vendor number. You may
2OSNNARS (KAA ydzYoSNJ o6e (GelLAy3dI GKS @SyYyR2NDa
telephone numbers for convenience. (S&ection 9 Vendor Informati)

Next Sales Order No. (6 Numericyhe number in this field will be the next number used for a back

2NRSNE LINBOSRSRa 0BSNE WVYIQBHNI Fyid (GKFG &2dz dza$s
orders in order to avoid multiple back ordemger QP number!

Next Layaway Number (6 Numerie)rhis number will be used for the next Layaway created. May

(et

dzaS G(GKS aeadasSyQa RSTFldZ G ydzyoSNBR F2NI el gl ea

number. You may also overwrite the Layaway mber by typing over the number when using

Purchase Order Numbersal8s Order Numbers and Layaway Numbers. If you attempt to use your own
numbers, you will be at risk of cressiting or overwriting fields!

Optional Equipment Setup

r‘/ Configuration Program - &1
w 0 & W

Exit Mew Save Delete

( AR Setup TMiscaIIaneousT Inventory T AP Setup THemoteStoleT Currency T G/L Setup T Folders

Bus Code T Storage T Namef’AddrT Tan Rate TDeIIl Mumnbers lthIEqulp Credit Cards Frinters

Pole Display: B arcode Printing:
* No Pole Display
" Printer Products Pole
" Aedex PSD-216 Pole
" Logic Controls PD2000 Pole
" IBM Sure One Display Pole
" Generic 2 X 16 2400 Baud Pole

f* No Dot Matrix Bar Coding

™ 2 Line 9 pin IBM/Epson WIDE
" 2 Line 24 pin IBM/Epson WIDE
" 1 Line 9 pin IBM/Epson WIDE
" 2 Line 9 pin IBM/Epson SLIM
™ 1 Line 24 pin IBM/Epson WIDE
™ 1 Line 24 pin IBM/Epson SLIM

s Comt: T :
Come ¢~ 2 Line 9 pin IBM/Epson SLIM
 LPTH: " LPTZ: . =
™ 2 Line 24 pin IBMEpson SLIM
T LPTX:
Cash Drawer: Drata Collechor: PIN Pad Device
* Ho Cash Drawer | - POT 300 Baud
" comt:

" PDT1200 Baud

" Com2:

" PDT 2400 Baud
 LPT1: & pOT — Configure FIN Pad Device
' LpTZ: 800 Bau

 LPT3: (¥ PDT 9600 Baud

" Default Printer
" Disable Registr | (¥ Com1:Port

Open Signal " Com2: Port

0 L]

Optional Equipment Prompt
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NOTEBar Code Scanners do not hdawebe configured within the system. If you are planning on using bar
code scanners, please contact Magnum Software so that we can provide you with product information to
ensure compatibility.

This menu option allows you to set up your point of sale paiphequipment, such as cash drawers and
data collectors. (Printers are set up separately in menu Option 9.) You will also set up the format for bar
code printing from this menu.

Pole Display

Pole displays show transactions to customers as they take place. In addition, advertisements, sales, etc.
Can be shown when the display is idle (when a transaction is not being performed).

Pole Dizplay:

No Pole Display

Printer Products Pole

Aedex PSD-216 Pole

Logic Controls PD2000 Pole
IBM Sure One Display Pole
Generic 2 X 16 2400 Baud Pole

YT T e

Com1: (" ComZ:
LPT1: i LPTZ

LPT3:

3T e

Configuration Menu for Pole Displays

You will see a list of pole display brands and models.YSe€ y ¥ A 3dzN> G A2y aSydz T2
above.) Any of these pole displays are automaticallygatible with WinSale.

TIP: Please review this list of compatible pole displays before purchasing one. If you have a pole display
that does not appear on this list, please contact Magnum Software. We may be able to customize this
setup for your pole didpy.

Text Messages

You may also set up a text file that contains advertising, information for your storenight be enabled
to show the discounted price at Point of Sale. Titeswill be scrolled left to right on the poleggilay
when no transaction is being processed.

To enter any text to be shown on the display:

1. Exit out of the WinSale

2. Click on the start menu in lower left corner of the screen, and then, browsyt€omputer
to a Ct WinSale prompt or an fwinsale network prompt.

3. Right click on an empty space in the folder and clicklew ¢ Text Documentand name it
DISPLAY.TXT
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4. Type your message up @ characters
5. When you have finished your message, exit out of it, and Skslewhen prompted.

Barcode Printing

. FNJ/2RS LINAYyGAY3 |oAfAGE A& O0dAf G Ayid2 @2dz2NJ a27F0
format. WinSale can print out bar code symlmpd of 9 to any IBM or Epson compatible printer.

TIR Bar Codes can only be printed by Dot Matrix or Thermal Bar Code Printers. (You will not be able to
use Laser or Ink Jet printers.) If you are using a Dot Matrix printer, please make sure tiBlibis
EPSON emulation.

To set up the program to print bar codes:

1. Highlight and click oh 2 y ¥ A 3 dzNJ { fro2nyhe maikBVBdule MeDdu.
2./ fTAO01 2y hLIWGQf 9ljdZA LISyl {ShdziQo

B arcode Printing:

(* MNo Dot Matrix Bar Coding

2 Line 9 pin IBM/Ep=on WIDE
2 Line 24 pin IBM/Epson WIDE
1 Line 9 pin IBM/Ep=on WIDE
2 Line 9 pin IBM/Ep=on SLIM
1 Line 24 pin IBM/Ep=son WIDE
1 Line 24 pin IBM/Ep=son SLIM
2 Line 9 pin IBM/Ep=on SLIM
2 Line 24 pin IBM/Epson SLIM

NN

Configuration Menu for Bar Code Printing

There are many different options to choose from for either a 9 pin or 24 pin printer G&efiguration
Menu for Bar Code Printing abov&he option chosen is determined by several fastofou will have
greater success by choosi@gption 1 = 2 Line 9 Pin Wid® Option 2 = 2 Line 24 Pin WidéThese are the
largest styles in both height and width.)

1. Readability is the most important factor in determining the bar code format. Bedaose
Matrix Printers use ribbons, they are always in a constant state of wear. In other words, the
ribbon on the printer can be anywhere from new and very inky to old and very faded. Inky
ribbons tend to splatter ink. Since bar codes are read by the tegkof the bars and
thickness of the white space, ink splatter can prevent readability. If a ribbon is worn and
faded, it is hard for a scanner to differentiate between the white space and the black bars of
the code. By using a larger style bar code yduget a greater degree of readability.

2. The type of bar code scanner that you are using is also a factor in determining bar code
format. For Laser type guns, you may use the one line style bar code. Bar Code wands, on the
other hand, have to physically touch the bar code and be dragged across it at an even speed
and degree of angle. The best style for this type of bar code reading is tleebAti code.

To use the bar code printing systerhighlight the correct format If you will not be using bar codes,

KAIKE AIKG dzad Wwb2 . I ND2RS LINAYyGAYy3IQO
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Note: Any bar code reader that emulates the keyboard may be used. It must be able to read Code 3 of 9,
however. Refer to the bar code reader manual to confirm this information.

Cash Drawer

In order to use a cash drawer, you must tell thegmam where and how it can be accessed.
To set up the program for cash drawers:

1. 1 AFKEAITKEG/ RYHRAQUAND {i kdhyhe HalBVBdUE Madu.
2./ tA01 2y hLIWQf 9ljdaALIYSYd Q

Cazh Drawer:

No Cash Drawer
Com1:

Com2:

LPT1:

LPT2:

LPT3:

Default Printer
Disable Registr
Open Signal

0 Lves ]

Configuration Menu for Cash Drawer Set Up

I N R I I T B

The first section askshere your printer is connectedo your computer:

1. If the cash drawer is serial cash draweit is typically connected t&€om1: or Com2:.

2. If you are using eeceipt printer, the cash drawer is typicallyparallel cash draweand is
connected toLPT1..

3. Highlight the correct option.

The next section will ask you for tkiash Drawer Open Signal

1. ForSerial Cash Drawetbe Open Signal is typicaly
2. ForParallel Cash Drawerthose used with aeceipt printen, the Open Signal is typically
3. Type in the correct signal and click on Test to confirm setup.

Note: The cash drawer will opeinom the configuration screen once the option has been turned on. The
drawer will only open if the setup for the drawer is correct.

If your cash drawer is NOT connected through LPT or COM port, and communicates with WinSale through
printer driver, but notdirectly, then setting it up to work is different.
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1. Click onStartMenu ¢ Devices and Printerg Add a printer (Sart, Control Panek; Device and
Printers) After you click on add a printer button, dialog box will appear. You would need to go
through the process of adding a receipt printer.

2. When prompted if printer is local or network, select an option and click next.

3. You will be asked to choose appropriate port for your printer (Typically its USBOO1Nekitk

4. When you will be prompted tahooseManufacturer, scroll forGenericand inPrinterschoose
Generic/Text Only.

5. Name your printer the way you want, eRgeceipt Printer

6. After naming your printer and clicking Next you will see a screen, that will ask you if you want to
share your printer. Chood®o not share this printerHit Next.

7. ClickFinish and you are done installing new printer driver.

8. Click onStart Menu ¢ Devices and PrintersRight click on the printer driver you just created and
choosePrinter Properties.Then choosé@rinter CommandsTab and in th&egin Print Jolext
field type:<07>
(Star Printer Code; for other codes compatible with your printersage follow the instructions
provided with your printer).

Free CHM Help documeration generator

Data Collector Configuration

The information that you enter in this set up will tell the computer where your data collector is connected
to your computer and how to access it. This informatioust be suppliedobeforeyou can download from
your data collector.(SeBection 33 Physicaiventoryfor more information on using data collectors.)

To set up the program for data collectors:

1. | AIKEAIKE/ BYRAGUAD {i kanyhe HaEVBde Yadu.
2./ £tA01 2y hLWQf 9ljdZA LISyl Qo

D ata Collechor:

" PDT 300 Baud
{" PDT1200 Baud
" PDT 2400 Baud
" PDT 4300 Baud
{* PDT 9600 Baud

f* Com1: Port
" ComZ Port

Configuration Menu for Hand Held Configuration

To set up your data collector:

1. The first information to be supplied is tli&m portthat the data collector will be connected.t
a. Choosethecorred¢/ 2 Y LI2NIL. F2NJ 5SGA0SQ
b. Your two choices ar&€Communications Port 1 or Communications Port 2
1. The com port that you connect the data collector to may be labeled on the back of
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your computer. In most cases it will be Comport 1.
2. Highlight the correct choice.
2. The second piece of necessary information iSBtned Ratewhich will be highlighted.

a. The Baud Rate is the speed at which your data collector can communicate to the
computer. You may need to check the data collector manual in order to determine the
speed for your unit.

b. Click on the fastest speethat your data collector can accept.

Toexit the Configuration progranirom the main menu, click c8ave and then click on EXxit.

WinSale supports big variety of Data Collectors available on market todatiliz®as much models as
possible, WinSale uses the import file created by data collectors to gather information needed. To
transfer that information, there arXferand232Readhpplications available, that come with your WinSale
installation.

Credit Cards

WinSale can track sales by credit card type. In order to use this feature, you must define the credit cards
that you accept. Once you have defined the credit céinds you accept, you will see those credit cards
on the splittender screen at point of sale.

To enter the Credit Card Setup program:

1. 1 ATKEAITKEG/ RYHRAGUAND {i kdhyhe HalBEVBdUE Madu.
2./t A0l 2y W/ NBRAG /FNR {SiddziQo
f + Configuration Program .y &J
w» 0 B @

Exit Mew Save Delete

[ AR Setup TMlsce\IanaUusT Inventory T AP Setup THemUleSlUreT Curency T G/L Setup T Folders
Bus Code T Storage T Name.-"AddrT TaxRate TDefItNumbersT DptIEqulpT

Frinters

™ #-Charge iz installed
Path to Transaction Folder

[ L]

HIMT: Look ta the #-Charge Server Setup for this information.

icoepted Credit Cards:

CREDIT CARD DEFIMITION
Credit Card M ame
I SAMC
DISCOVER
DIMERS

-

? Help

Credit Card Setup Screen
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Adding/Deleting New Credit Cards

WARNING: Credit Cards should only be deleted at the beginning of a new meinite deleting a credit
card can cause errors in your General Ledger and Sales Summary report.

When you enter the credit card set up screen, you will see a list of existinig) caeds in the top left
corner. To delete a credit card:

1. Highlight the block to the left of the credit carthat you want to delete and press tHeELETE
key on your keyboard.
2. A warning will appear to confirm your choice,
3. If you decide ot to delete the credit card at this time, click on cancel.
a. If you want to continue, click on OK.

3. The credit card will be deleted. To exit and save the credit card set up, click on save, then Exit.

Modifying Credit Cards

You may want to change a credit card name without affecting your General Ledger or reports or change
an InHouse A/R Account connected to the credit card:

1. Highlight the credit cardhat you want to modify and simply type over the current name.
2. The credit card will be modified. Click on Save and then EXxit to save the changes.

X-Charge Setup

You may specify whep¢Charge data is to be stored in the configuration program.

CNRY (GKS alAy a2RdzZ Sa YSydz KAIKfAIKG FyR Of A0
I tAO01 2y W/ NBRAG /I NR {Siddz) wo

To notify the configuration thatXharge is installed, Check the&CKarge is installefield.

If XCharge is installed, you will be prompted for the correct data path to store the data. You will also
be shown the preferred data path by the program.

PR

| =-Charge iz installed
Path ta Transaction Faolder

| 5

HIMT: Look to the ¥-Charge Server Setup for thiz information.
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Printers

This tab allows you to control WinSale's access to your local printers, when using Terminal
Server.

Frinter Options:
[ Don't Print in Landscape

v

Include these computers in Printers List:

WinSale -PC
Store|Regl - PC

Store|Regl - PC
Store2Regl- PC
Store2Regl - PC
Office|-PC

Delete | Add

Printer Options Tab in Configuration Menu

Don't Print in Landscapeenabling this option will prevent any of your reports to be printed in
landscape.

Don't Hide any Printers from This Usewith this option enabld you can view and print to any
printer on the Terminal Server.

When you send some reports or any other document to print queque you may send it not only to
printers that are physically connected to your computer, but to any printer fromPtheters List

Accounts Receivable Setup

For Winsale users utilizing the Accounts Receivable module, this portion of the configuration program is
extremely important as it sets upe basis for your aging of accounts.

1. Aging Brackets (3 Digits Each)
Enter the break down (or overdue days) for how you wish to age your A/R accounts. The standard
breakdown is 30, 60, and 90 days, but yoaymse any combination that you like. These aging
brackets will be the categories reported on in the A/R Aging Report.S&a®n 19 Reporend
SectiorAccounts Receivabl®r more information.)
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2. Dunning Messages (60 Characters Each)
These are messages that you write for each of the overdue periods. If these dunning messages are
defined in the statement form definition, they will print each month on the statements based on the
aging of the accounts. These messages may be overwrittem wbu print statements by typing in an
GhPSNNARS 5dzyyAy3a aSaal3iSéod . SaARSa GKSAS YSaal
remind customers that they are behind in payment. (SeetionAccounts Receivabli®r more
information.)

3. Statement Form Number (1 Digit)
There is one prelefined form for statements in the program which has been designed to print on
white paper. The program will provide the headings and you may ubat anatrix or laser printerOf
course, you may design youwa statement (or have Magnum do it for you) or use any statement
format that you have from other programs. (Please notify Magnum if you wish to use a format from
another program.)

4. Default Service Charge
You may set up a default service chargarfrthis configuration screen. This default Service charge
will be filled automatically in the customer profiles when adding a new customer.

NOTEIn Winsale, forms may be designed or altered by the user. For more difficult forms Magnum
Software will ceate the form for $85.00 per hour (subject to change). See Section 20 Form Definition for
information on how to design forms.

Miscellaneous

Default Area/Zip Code

The default area code and zip code information is used to speed up the entry of local customers. If you fill
in this part of the configuration, these two codes will automatically be used when adding new customers,
bothfromthS / dzA G2 YSNJ { ONBSY YR (KS t2Ayid 2F {IfS Y2Rc

NOTEIf you use the nine digit zip code, you do not need to use a hyphen. Just type in all nine digits .

Easy CHM and documentation editor

Inventory

Inventory Setup

This configuration option allows you to set up the way in which you are going to account for and sell
inventory.
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Exit  Mew Save Delete

R

™

[ Buz Code T Storage T Name.-".-’-'-.ddrT Tax Rate TDefItNumbersT Opt'l Equip T Credit Eards] Printers
A/R Setup T MiscellaneuusT

|2_ Pennies Precision On Pricing |u Quantity Precision
[~ Auto Vendor tem Numbering | Default Margin
[~ Ask Label Form Number |12 Label Form Number

[+ Limit Price Changes to my Store

T axable Options:
{* ¥ = Taxed, Ask for Back Orders {~ D= Taxed, Mo Backorders

" N = MNot Taxed, Ask for Back Orders {~ L = Mot Taxed, No Backorders

{" F = Ask for the Tax Status & Cost each time the item is rung up

Special Betail Pricing Optiorn:s: Fetail Calculation Type:

¥ Keep as Figured by Cost & Margin f* Use Margin Calculation
[T Round Retail Price Up to Hext Dollar " Use Markup Calculation
[T Round Retail Price Down to Hext Dollar : :

: a Options:
™ Always End Price With | $0.00 Costing Options
™ add I 3000 to price ™ LastIn First Out Costing

{* Average Costing
£ _

[SiSubtrscts) $0.00 o price ¢ First In First Out Costing

?Help |

Pennies Precis ion

This field is used to tell the system to what degree of aacyiyou want the pennies displayed. The

default for this value is 2 decimal places. You may choose to have the pennies displayed from 0 to 4
decimal places. For example, you can have $1.02 displayed as 1, 1.0, 1.02, 1.020, or 1.0200. This is useful
for operations that sell items for less then one penny a piece.

Auto Vendor Item Numbering

You may elect to have the system automatically createraarically sequential vendor item number

when you add inventory. If you choose to do this, the program will place the next sequential number in

GKS W+SYR2NJ LGSY bdzYoSNDD FASER Ay (GKS Ly@Syid2NE 3
number willbe inserted each time you create a new item and place it on a purchase order. This number
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may be printed on the inventory hangtags and labels as a-tefesence.

NOTEThis option does not assign sequential numbers by vendor. It uses one set of numbers and assigns
the next available number to the inventory item.

Ask Label Form Number

This option allows for a prompt for tHerm number to use for the inventory labels and hangtagehere

may be times when you need to print a different style hangtag or label. For example, you may want to use
hangtags on hanging garmenstickers on packaged garments and butterfly stickers on jewelry. By

turning this option on, there will be a prompt for label form numiggchtime you try to print inventory

labels. The prompt will b/ dzZNNByYy G [ F 6 St C2N) b dzy @S Maaeothe pd 9y (i S
current form number is picked up from option 3 above.

Limit Price Changes to My Store

If you have a Remote Store Setup, enabling this optiiHlimit any price changes only to your
local store, without affecting any other stores.

Quantity Precision

This field is useddttell the system to what degree of accuracy you want quantities displayed. The default
for this value is 0 decimal places. You may choose to have quantity displayed from 0O to 4 decimal places.
For example, you can have a quantity of 1 displayed as 1100, 1.000, or 1.0000. This is useful for

stores that sell quantities less than a whole unit, such as fabric stores.

Default Margin

CKA& gAff 0SS GKS &Yl Nibte résalé pricek This marikup percénfagedzil BeR (1 2 C
automatically applied to all new inventory items, whether entered through the Inventory or Purchase

Order module. You may overwrite this margin for individual inventory items by accessing the inventory

record, changing the margin percentage and saving the change or by changing the resafeprice.

Section 4 Inventorfpr more information.

TIP:If you do not want the system to automatically calculate the resale price based on cost you can set
the defaultmargin to 0. This means that, if the cost of an item changes, the resale price will not change.
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Label Form Number

This is the form definition used to define the layout of theng tag or inventory labelThere is one pre

defined form definition in the system, which is form nhumber 12. When the configuration is saved for the

first time, the software will looktoseelf K SNBE A a | F2N¥Y ydzYoSNJ WmuQ Ay
not, the software will create the default inventory label (hang tag). You can modify the default label or

create a new one using a different number in the Form Definition utility.

NOTEIn Winsale, forms may be designed or altered by the user. For more difficult forms, Magnum
Software will create the form for $85.00 per hour (subject to change). See Section 20 Form Definition for
information on how to design forms.

Taxable Options

T axable Ophions:
(* ¥ = Taxed, Ask for Back Orders (" D= Taxed, No Backorders

" M = Not Taxed, A=k for Back Orders (" L= Not Taxed, No Backorders

" F=Ask for the Tax Status & Cost each time the item is rung up

This is a flag identifying the tax status of an item. Ehthjis for a taxable item ofN" if it is not. (See
Dt IEROSE 2600 2KSy @2dz dzaS (KS&asS GIE O2RSazx GKS |
order goods that are not in stock.

You may also choos&" so that the point of sale module prompts you for the tax status and your cost for
the item at the time of the sale. This is handy for miscellaneous items that you do not stock, but sell
occasionally. (You would normally use an item number such as "MONSTQ T2 NJ a4 dzOK Ol 4Sad

¢tKS OERSMRI NS Ifaz dZASR FT2N y2yaidz201 AdSya 2N A
they are usedyouwitiot6 S LINR YLIJGSR G2 ol O1 2NRSNJ AGSYB: TNRY (K
(Department) is used theitemiwt t 0 S (i HEE SR 0 2NKISyA & dza SR G KS AGSY

In order to keep inventory entry simple, you will want to set up your most frequently used tax code as the
default tax code for the field. This is done in the Configuration module undentory Set Up. (See
Section 3.10 Point of Sale Module Optipns

TIP:¢K®E al E O2RS A& y2N¥IFffte dz&ASR 6KSy &2dz I NB FAN
G5SLI NIYSyidé¢ AlGSYyazr 6aSS Di Syl bdysBE @kl i I §&
your existing stock, without entering each individual piece into the system, and you will not be prompted

to back order merchandise. As you sell your existing stock under this system, you can enter your new
inventory.

NOTEIf a customers tax exempt, his tax status overridestheR y ®¢ & E Ff | 34 o C2NJ S
item is marked as taxable, but the customer is marked a$\ntamable, tax wilhot be charged.
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Special Retail Price Options

You may set up special retail price options from the Inventory Setup. The Following options have been
added:

Keep As Figured By Cost & Margin
Round Pricé&Jp to Next Dollar
Round Price DOWN to Last Dollar
Always End Price with (X)

Add (X) to Price

Subtract (X) From Price

These options are looked at in the order shown above. With these options you may have the retail price
automatically calculated to your preferences when adding inventory either through the main inventory
screen or through the Market Matrix Purchase Order.

Retail Calculation Type

Use Margin Calculation
Use Markup Calculation

You need to specify a method that WinSale will use to calculate your resale prices. By default its
set to useMargin Calculation.

Costing Options

There are thee generally accepted accounting methods for reporting inventory value.

A. Lastin First Out (LIFQ)IFQusesonly the mostcurrent costfor an item, as entered in the
Purchase Order procedure. In other words, ty price that is used for valuing inventory is
the cost that was used on the last purchase order.

B. Average (Weighted Averagelverageuses aveighted average of costdn other words, the
cost is dependent on what quantity is now in stock at the current cost and what quantity is in
stock at the previous cost.

C. Firstin First Out (FIFOFIFQuses the very first costhat was put into the inventory record
when the nventory item was first set up. This means that, when a purchase order is received,
no matter what the current cost of the item is, the cost in inventory moli change.
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Accounts Payable Setup

P = B %
7 e D =

w 0 B @

Exit Mew Save Delete

I [ Buz Code T Storage T M arne dddr T Tax Rate T Dieflt Numl:uersT Opt'l Equip T Credit Cards T Printers
A/R Setup T MiscellaneuusT | nvenbary
Wecounts Papable O plions:
MOTE: Use Check Form Mumber 11 for Dot
11 Check Form Number P atrist Check, use Check Form Mumber 27 for
a Check Stub Only, Lazer Check Form
Default Checking Account Mumber 22 for with Check on the top, use
Purchase Order Form Number Eheck Form Mumber 23 for check in the
rnichdle,
? Help

This part of the configuration program sets up defaults for the Accounts Payable module.

A. Check Form NumberThis is the form definibn used to define the check layout.
There is one prelefined form definition for checks in the system, which is form
number 12. The checks that use this form definition may be purchased from Magnum
Software. You can modify the check format or create a opevusing a different
number in the Form Definition utility.

NOTEForms may be designed or altered by the user. For more difficult forms Magnum Software will
create the form for $85.00 per hour (subject to change).S@en Definitionfor information an how to
design forms.

B. Default Checking Account NumberBecause The Winsale can handle up to 9
separate checking accounts, you will need to set up a default account number. This
checking account number will automatically appear when receivinghagecorders
or adding through the Payables/Entry screen, but typing a new number into the
Checking Account prompt may overwrite it. Sexounts Payablér more
information.
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C. Purchase Order Form NumbefForm Definition used to define layout of purchase
orders. Form number 8 is used by default. Call Magnum Software to create and setup
your own form for Purchse orders.

Remote Store

If you have multiple stores and want them to communicate with each other, you will need to set up the
remote sites in the Configuration program so that the system knows how and what files to transfer.

TIP:You will see references to Multiple Store and Npl# Business companies throughout this section.
Multiple Storesrefers to one company with multiple locationdMultiple Businesgefers to multiple
companies having separate databases.

Adding a Remote Store

When you enter the Remote Store Setup, a new mbeauwill be displayed on the leftand side of the
screen. This menu contains the list of stores that the Mother Store (or Warehouse) will call during each
communication. (Athe remote site locations, you will only have to set up the one local location.) There
are also options for adding, deleting or editing storedatJa ® { S'S fdr BfGrinati@ yrixhew to

use these options.

At the Mother Store location you will enterthe store setup for thdirst remote store to be called.

TIP. At the Mother Store you will create a set up f@achremote location, bunot for the Mother Store.
At each Remote locationiyou will only create a set up ftirat location and no others.

Fa Remote Site Locationgou will enter the setup information for the store you are physicallgray.
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Store Setup

+ Configuration Program | &=

= 0 & W

Exit MNew Sawve Delete

[ Buz Code T Storage T Namet’.-’-‘u:ldrT Tax Rate TDefItNumbersT Opt'l Equip T EreditEardsT Frinters

A/R Setup TMisceIIaneousT Ihwentony T ;‘-\.-"F'SetupT HE:‘;?;E T Currency T G.-"LSetupT Folders

1 j Name |

Addressl
City | State Zip| -
Remote Store
Number r Transfer / Read Accounts Send Insert Database
. . Payable

Extraction Business .

DM Code r Transfer /! Read Accounts N [ Accounts Receivable
Insert #1 Business Receivable [ | Sales Register Info
Code v Mother - Call this St
Insert #2 Business L ST o [ [ Customer Updates

| Code r Transfer | Read Other r r . .
Stores Inventory Layawayp/Gift History

Only Allow Xfers to B B .

Stores (ie. B Use Accelerated Access Sales History

1-10,12,13,15-18) for Insert [ I Purchase Drders

Move Selling Price & B ™ VYend Updat
| I Costs on Transfers endors p ates
& Mother - Adjust Cost & [ T Check Register
QP Help || New || Remave Average on Transfers T [ Accounts Payable
Location | | Location
[ Trust Child Stores Inventory Control over Mother Stores A

“ 4

Typein the Store Name, Address, City, State and Zip Code
If you are athe Mother Location you will be entering information for the remote site stores.
If you are ala Remote Sitestore, you will enter information fothat store and no others.

Remote Store Number This is where you will set up tlaetualstore number, not the calling sequence
store number.

Extraction Business Codghis is tle Business Codfor the store that you are configuring. In other words,
the Business Code, as defined in the Configuration Program under Business Code, wibbectiethe
Extraction Business Code.

NOTE The Mother Store and Remote Stores do Immteto have the same business/extraction codes.

Insert #1 Business Codehis is the business code for the primary location (Mother Store/Warehouse) that
will receivethe data.This is typically the same as the Business Code.

A. At the Mother Store for asingle businessetup with multiple locations, this will be treame as
the Extract Business CodEor somenultiple businessetups, with multiple locations, use the
business code for the company receiving the data. (Call Magnum Software for more infsrmat
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on setting up this type of configuration.)
A. Remote site locationshouldalwaysuse their own business codas defined in the

[ 2YFAIdZNT GA2Y -.t NRAWS &A dzy REND & m

B. Type in the twecharacter code

6. Insert #2 Business Codell be highlightedThis should only be filled in famultiple business
companies

At the Mother Store (Warehousgthis is the secondary location receiving data. For
example, if you are the warehouse location and you need to insert datavirto
different business databasggou will need to fill this field with the second business
code. This is the only case when this field should be filled in.

Remote site locations wilheveruse this field.

Type in the twoecharacter code

Only Allow Transfers to StoresTo stop invalid store to store transfers from taking place an Option has
been added to the remote store setup. In order to use the store to store transfer you must assign store
numbers that are allowable to transfer to each remote and mother location.

Options

1. Xfer/ Read A/P Information

A.

B.

At the Mother Locationthis field is used to direct Winsale to send updated Accounts
Payable information to the Rent® Site Location(s).

Atthe Remote Sitéi KA & FASE R RANBOGa GKS LINPINI YQA
updated Accounts Payable information and tells winsale to transfer the information

to the Mother Location.

2. Xfer/ Read A/R Information

A.

B.

At the Mother Locationthis field is used to direct PC Anywhere to send updated
Accounts Receivable information to the Remote Site Location(s).

Atthe Remote Sitél KA a4 FTASf R R & &mGidniroutin&t8 buldN2 I NI Y Q
updated Accounts Receivable information and tells PC Anywhere to transfer the
information to the Mother Location.

3. Call this Store
With this option you may choose whether or not to call a specific store from the

warehou® location. It has no impact at the Remote Site Location and, therefore, does not
need to be filled in at the remote site.

4. Xfer/ Read Other Stores Inventory
This option is used at the Mother Location to inform the systersetod allother remote

StoNBAQ OdzNNByYy G Ay @Sy id2NEB G.2nothé Sords, if poNFet 0 K
{G2NB ~m (G2 ,9{ FT2NI ¥- FSNkwSIR hiKSNBRQZ G(GKS
SeeSection 4 Inventorfpor more information.
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NOTEA Remote Site cannot satlventory from another remote sitesven though they may be set up to

GASSs GKS 20KSNJ ai2NBQa AygdSyiz2NER®

A. At the Mother Location if you want to send this store (the one that you are setting
dzLJ0 G KS 20GKSNJ a2NBQa Sy liedMYEDAZNNBY i Ay

B. AttheRemoteSite AT &2dz ¢l yid G2 AyaSNI 20KSNI &af

YES.

5. Mother Location

This information is very important for remotmmunications because it identifies the Mother
Location (Warehouse). The Mother Location is the main inventory control hub, so it needs
additional inventory control options.

At the Mother Location, the inventory module will automatically perform traresfs to

other locations when the inventory record for the other location is changed and saved
No quantitiesare transferred when this is done, but all of the other inventory information
is. This allows the Mother Store to change a Price or Descriptiorfoetan outlying

ai2NBQa Ay@Syiliz2NER AlGSY®dP 2KSy GKS OKIFy3aS Aa

updated to the outlying store. (You may also make inventory record changes using the
Auto Inventory Update. Segection 13 Utilitiefor more informaton.)

If a transfer is initiated from the Mother Location and the receiving store doex

already have this item in inventory, an inventory record will be automatically created at
the receiving store If the transfer igiot initiated at the Mother Locatin and the

receiving store does not have the item in inventory, an inventory recorchuilhe

ONBIGSRd® ¢KS AGSY gAfft adAaftft notShoditiMd yaFSNN.

inventory.

A. At the Mother Location:

1. Everyremote storethat you set up shouldayYESor the Mother
Location option.
B. Atthe Remote Site:

1. Theremote store should always say Nfor the Mother Location option.

6. Use Accelerated Access for Insert

This option can greatly increase the speed of the insertion process during communications. It
should be used witlextreme caution however. When this option is set to YBS8ieve files are
opened. ThigVILLlead to data loss if the computer loses poweii®rebootedduring the actual
insertion process. This option should only be set to YES when a great speed incabaséutely
necessary.

7. Move Selling Prices on Transfer

There may be situations when you have the same item at more than one remote location but
the locations are not selling the item for the same price. In this situation, you would not want to
change the selling price at the remote locations, so you wouldvaoit to move selling prices
when you transferred additional items.
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but the receiving storeisota S (2 WY2 @S &St f AngtBe insNRIGSEE PP Q>
receiving storeln order for prices to be transferredyoth the sending and receiving stores must
0S aSi 2 wyz2@9S aSttAy3a LINAOSaoddQ

NOTE Prices ar@alwayssent fornewinventory. When the transfer process does not find an inventory

AGSY Ay GKS NBOSAOGAYy3 ailiz2NBQa Ay@OSyi(i2NEBX AG Fdzi2y

the rest of the inventory record.

8. AdjustCost on Insert and Average on Transfalith this option you may set up each store as
to whether it gets Cots and Resale Prices transferred as well as quantities. This is handy when all
stores will sell everything at the same prices as all other stotés.must be set up at each store
and especially the Mother Store Location. This option may be turned on and off separately for
each store in the calling chain.

Currency

For businessesutside United States of America, that accept multiple currencies, this tab will
help you setup your kstore currency exchange rate and using a linkatoo! Financellows
you to look up current exchange rates.
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Exit  Mew Save Delete

[ Buz Code T Storage ] Name.-".-’-'-.ddrT Tax Rate TDefItNumbersT DptIEqulpT Credit EardsT Printers
A/R Setup TMlsceIIaneuusT [ Fventany T A/P Setup THethe Stu:ureT i I G/L Setup T Folders

Foreign Currency Exchange Rates:

Currenicy Exchange
Country Exchange Rate

http:/finance. wvahoo.comfm3?u

General Ledger Setup

General ledger setup is limited to specifying only the Month, on which your fiscal year starts. For
the most part, General Ledger is psetup for you.

For any questions on customizing or setting up G/L, call Magnum Softwar@5348097
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Exit  Mew Save Delete

[ Buz Code T Storage T Name.-".-’-'-.du:er Tax Rate TDefItNumbersT I:IptIEquu:uT Credit EardsT Frinters
A/R Setup TMlsceIIaneuusT [rewentary T A/F Setup THethe Stu:ureT Currenicy T ¥

SN

Folders

Fizcal Year Begins on what Month I'I

?Help |

Folders

This portion of setup should stay intact and should not be changed from default settings,
otherwise WinSale might not operate properly atata might be lost!

Folders Tab is used by Magnum Software Support Team to identify any problems during

installation or setup, or if your data path suddenly becomes unresponsive and wont accept any
changes.
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~ Configuration Program | J

w 0 B @

Exit  Mew Save Delete

[ Buz Code T Storage T Name.-".-’-'-.du:er Tax Rate TDefItNumbersT Opt'l Equip T Credit EardsT Frinters
A/R Setup TMisceIIaneuusT | Frventony T A/P Setup THetheStDreT Currenicy T GAL Setup T Folders

You zhould not change theze defaults unless a
Magnum Software Technician advises you to
change them.

PRESS F1 FOR MORE INFORMATION

PO Folder
|E:'xWinsaIe'xHElHSEM.-’-‘-.N'x

DDF Folder

|C:winsalet

External UPC Folder
|C:iwinsale’

XCharge Folder

|E:"~F'F|EII3F|.-’-'-.M FILES*<-CHARGE®

00 0E

Point Of Sale Module Options

CKA& YSydz Fft2ga F2NI I ydzYoSNI 2F 2LIJiA2ya NBfFGAY:3
found by acessingPoint Of Sale Screethen Tools- POS Options.
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E{ Point of Sale Opticns P

Poirt of Sale Dptions:

| Only Open Cash Drawer on Cash and Check

|~ Don't Retend Sale on Major Account Conversion
v Always prompt for Quantity

[ Repeat Last Salesman

Printer Options:
Ask User Printer at POS
Microzoft PS5 Document 'witer
hp officejet B100 senes

; Fax

[~ Ask QP Humber with each Sales Order.

. Send To OneMate 2010
1 .| Current Store Number ®| Euilzip PDF Pririter
1 *| Sales Ticket Form Number Mitro POF Creator
g *| Sales Order Form Number
g | Purchase Order Form Number -

B '1_ Mo. Copies Mo of CR's

Ask Form Number With Each Sale [~ Skip Printer Driver [

End Job Code
Ask for Customer PO on In-House Charges

Always Ask Ship Mode Etc. {+ Mo Default Tender Type
Never Ask Ship Mode Etc. (" Cash

Ask For Check Number at Tender {" House Charge

Ask Gift Certificate Number at Tender (" Check

Allow Split Salesman Sales [ A0they

Don't Ask Bill to on A/R Charge Sales | nsorco)

Only Allow AR Billings to Major Accounts
If Any ltem is Taxable then entire sale is taxable F5 Disc key FE&_Disc Key

AIR Charges are not Payments on the Receipt 5 F81[D)' K
: ; F7 Disc Key isc Key
Use Single KeyStroke On Split Tender Code
15 20

Do not use the external UPC Database Lookup
Do not Prompt the External UPC Database Dialog [v¥ Mother Store Location
Use UPC Automatic Updater Client

i B B < B W o e B+ e < < e

<1717

Set Default Transaction Type ‘ Cancel | ‘ aK ‘

.

Configuration Menu for Point of Sale Options

Always Prompt for Quantity

Since a store usually sells only one of the same items at a time, this feature allows you to skip the quantity
prompt at point of sale and assume a quantity of 1. (Even if you skip the quantity column, you may press
the Esdkey to go back to the Quantitylmn and change the quantity to a number other than 1. See
SectionPoint of Sale Modulg

Repeat Last Salesman

If your store has one salesperson per dtieat or only one salesperson ringing up sales at a time, you can

set the software to default to the last salesperson that rang up a transaction. In other words, if

alf SALISNE2Y ydzYoSNI WuHQ ¢la GKS fFad updddedsaleld 2 NRY
0KS &l fSalLISNE2Y YydzYoSNI gAff O2YS dzLJd I dzi2 Yl GAOIf f &
YdzYoSNJ 4 LRAyG 2F artS o6& LINBaaiAy3da 9{/ G2 3ISaG 02
number. (Se&ectiorPoint of Sale Modulg

Current Store Number

Enter the applicable store number (the store number where the point of sale workstation is).
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1. SinceWinSaleallows you to operate many store locat®under one business setup, enter
the current store number for which you will be processing data. If you are using one location,
f SIS GKAA G wnQ ol SNRO O

Multiple Stores

There willneverbe a need for you to change the current store numbdéfryou are set up as a muttiore
company, there will be prompts throughout the program for all of the purchase orders, inventory and
reports. SeesectiorRemote Store Utilitiegor more information.

To change the current store numbéat a remote site)

2. Double click itV/ dzZNNB y i { éngl §3B in thelavoie Suddber

Sales Ticket Form Number

This is the salesumber that will be used throughout the point odle module. There are several pre
defined forms already built into the program. If you alter any of the-giwéned forms, use the new form
number from the Form Definition program at this prompt.

NOTEIn WinSale, forms may be designed or altered by thes.Usor more difficult forms, Magnum
Software will create the form for $85.00 per hour (subject to change). See Section 20 Form Definition for
information on how to design forms.

| Sales Ticket Form Number

Sales Order Form Number

1 =l Current Store Number
1
A

3 “| Purchase Order Form Number

Configuration menu for Point of Sale options

Sales Order Form Number

NOTEIn WinSale forms may be designed or altered by the user. For more difficult forms, Magnum
Software will create the form for $85.00 per hour (subject to change). See Section 20 Form Definition for
information on how to design forms.

This is the sak order form number that will be used throughout the point of sale module. This form is
usually the same one that is used for invoices. There are severdefireed forms already built into the
program. If you alter any of the pmefined forms, use theew form number from the Form Definition
program at this prompt.
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Purchase Order Form Number

¢CKAA A& GKS LIJzZNOKIF &S 2NRSNJ T2 Nleaednas pr&idlined foim§ & A €
already built into the program:

1. NEBSFormU904®& KA & F2NY¥Y 2LJiA2Yy gAff dzaS GKS alyYS$S U
receipts. You should only use this option f@n-matrix purchase order®n adot matrix
printer.
2. White Paper- This form can be used with botfon-matrix and matrix purchase orderon a
dot matrix printeror alaser printer The program will provide all headings for this form.
3. User Defined Type You may define a form definition, (or haMagnum Software design it),
for any purchase order form that you have used with other software programs.

NOTEForms may be designed or altered by the user. For more difficult forms, Magnum Software will
create the form for $85.00 per hour (subject toange). See Section 20 Form Definition for information
on how to design forms.

Ask Form Number

This option allows for a prompt at point of sale that asks for the form number to usbda@ales receipt.

There may be times when you need to print a different style sales receipt. For example, you may want to
use a full size sales receipt for sales over $100.00 and a register tape style sales receipt for low cost items.
(This feature may adsbe turned on and off from the Tools Menu in the Point of Sale moduleS&eton

Point of Sale Modulgln most cases you will want this option set to NO to avoid confusion at point of

sale.

Skip Register Menu

L¥ GKAa 2LIGA2Y Aa Syl of SREnubdeen im@adionk and rémain in thé 1 A LJ
Quick Sale screen. The majority of the transactions processed in point of sale will be sales transactions, so
skipping the menu saves a step for your salespeople.

Ask PO Number

This option allows you to use an out of sequence purchase order number by asking for a PO number each
time a purchase order is createfhis is a practice that you should avoitii mog casesyou should allow

the systemto assign purchase order numbersinorder h i KSN¥A &S &2dz Y& SyR dz
having incorrect history.
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Always/Never Ask Ship Mode , Etc.

These two options determine whether or not you will be asked for a PO number and Ship Mode when
completing a sale at point of sale. (These prompts appear after you have chosen a tender type(s) and
amount(s). Be Section 15 Point of Sale Modiite more information on the prompts.) There are three set
up combinations for these prompts:

1. 1t g & &NO! (Belavit Setting)

! gl é
b S @S NJ NOXQefault Setting)
Ask Check No. at Tender

This option enables check number that you enter to automatically print on the receipt and stores it in
your history for easy lookup and access.

Ask Gift Certificate No. at Tender

LT &2dz GdzNYy GKA&a 2LIWGA2Y 2y YR @2dz2NJ alfSaLlS2Lx S C
sale, they will be prompted to enter a gift certificate numbEne program will check this number against

AlQa FTAES 2F 21LISy FAFAHE OSNIATFTAOIGSa SéckiorRiBIGISNIN A Y S
Sale Modulgfor more information.) If this option is turned off, any gift certificate will be acceated

there will not be a prompt for a gift certificate number.

Allow Split Salesman Sales

If you offer your salespeople commission for total sales, you shmtldllow salespeople to split sales in
order to insure the integrity of sales records. (SEetionPoint of Sale Modul@and SectionSalesperson
Definition for more information.)

Print Options

Thisisthe default device that will be used to print sales tickets, sales orders, quotations, etc. from the

point of sale module. This optianly applies to the point of sale module. (You will be prompted for a

print to device from every other section of theNB ANF Yd0 ¢ KS RSTFlrdzf G aSddAy3
t NA y (i S Ndou may alst gp&ifly the number of copies you want to print, after you select the
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appropriate printer.

Default Tender Type

This option allows you to set up a default tender type for point of sale. Whenever you are press F9 to end

I GNIyalOldAzy FyR 32 (2 GKS GSYRSNJI aONBSys> (KS RS
that you anly have to press ENTER, (instead of typing the code and then pressing ENTER). You should use
whichever tender type you receive most often for this option

Discount Key Assignments

¢CKS t2Ayd 2F {ItS RAaO2dzyd 1Sea YlIe 0S5 TOayzaré 2 YAT SF
store specific even when you have multiple stores. You can freely change these discount key assignments
with the POS Options dialog under the Tools menu found on the Point of Sale screen.

F5 Dizc Key F6 Disc Key
A

4] 10
F7 Disc Key FE& Disc Key
15 20
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4 Inventory

Overview

Accurate control and safeguarding of inventory are crucial ingredients of a successfokgaeized

store. Inventory movement and valuation are the primary focus of inventory management systems,

which use this information to provide company management with timely and accurate financial
AYF2NXYIGAZ2Y O [ A1S6A&SST 2 AYyaleinBrddiondethidingtothe (12 LINE ¢
receipt of goods, the movement of goods (within or between locations), the sale, removal, or other

disposition of goods, and the precise valuation and status of goods remaining in inventory at any given

point in time.

e
mreno_ry

& B 5 v & A = & &8 ¥ W

! Exit Save Mew  Delete Find  Costs  Table Matrix Labels Histoery Archive Audit  Sublnv Modify  Clone

FIO F9 F2 F3 F4 Ct+T  Ctl+ Ctl Ctrl F8 F7  Alt+ Fl1
M +L +H Bksp

This document makes reference to the above functions. It defines the functions by the hotkey that
initializes the function instead of the icon name.

Inventory Management Features

Matrix Capability-- You may work with a grouping of related inventory items as a whole unit on one
screen. You can view all of the different sizes, codnd,widths of a style simultaneously and have the
ability to manipulate, order, or delete all of the SKUs as if they were a single entity.

Product Lines You may group inventory with similar characteristics for accounting and reporting.
Price/Cost DecimiaPrecision Price and cost entries may use from zero to four decimal places.
Quantity Decimal PrecisionQuantity entries may use from zero to four decimal places.

UserDefined Sort FieldsReports may be sorted by seven uskefined classifications. (For example,
Department, Vendor, Style, Size, Color, Date, etc.)

Item Pricing-- Detailed price schedules based upon customer price levels and quantity sold may be
created for each item. Prices may be calculated as a discotim: standard price or a markup of the
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standard cost, and may be automatically accessed by WINSALE Point of Sale module.

Costing Methods- The software provides for average cost, LIFO, and FIFO methods of inventory
valuation.

Vendor ldentification-- Youmay identify the primary purchasing source of each item as well as supplying
0KS @SYyR2NDa AGSY ydzYoSNJ dzaAy3a dzLd 62 wmp OKIF NI Od SN

Reordering-- You are alerted when the stock on hand reaches a specified reorder point. You may reorder
items from a centralocation for all locations based upon stock levels or you may reorder stock separately
from each location.

Item Stock Inquiry-- This online feature lets you display @mand quantity and quantities on order or on
layaway for an item.

Detailed Sales Histgr-- You may print a detailed sales history for items by location and customer for any
prior period.

Inventory Inquiry-- This feature allows you to quickly review or change information for a specific
inventory item. A search feature may be used to pplthe desired item using the Item Description, Item
Number, Size, Color, Style, Vendor, and/or Department classifications. This search mode may be used
from the Inventory screen or from the Point of Sale screen.

Automatic Inventory Modification-- You maychange the Cost, Retail Price, Sales Price, Department,
Vendor, etc., of a large group of items automatically. You may change the cost by a percentage of the
current cost or a flat dollar amount.

Sales Promotions- Special sale prices may be automaticablculated using many different methods.

Physical Count- You may physically count your inventory without interrupting the normal sales entry
process. Worksheets are available through the program that aid in the physical count process and speed
up data entry. After you have input your new inventory quantities, a variance report provides data that
highlights differences between the new physical count and the existing inventory records. You may also
use scanners and portable equipment to aid in thegass of physical inventories.

Item Notes-- You may attach a 100 line note to any item in inventory. These notes may be anything that
you wish to remember about the item. Typically notes are used for educating sales clerks about
merchandise. For examplgou could notify clerks to sell a related item in conjunction with the item that
they are selling. Notes could also be used to show a possible substitute item.

Auditing -- Winsale can use a very powerful ability to audit the unique fields displayekeoim¢entory

screen. It uses the history of the item that is maintained automatically to verify the correct field values
like quantity on hand, quantity on order, last PO Number, Last Date Sold, and many more. This ability is
available throughout the pgram to ensure that your inventory counts are always accurate.
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Inventory =
8 B @ & a @& B %
Exit Save Mew  Delete | Find Costs  Table Matrix Labels History Archive Audit Sublny Modify  Clone
f Item Number EI Store Number |1
T Description 1 [ OnSakPise 3000 LastDateSold |//
Py Description 2 ’7 OnSalelnil | 4
k‘ Fied Line 0 ,7 File Mame: .
Q Qty on Hand ed Line Oy |
N Gty Committed ’7 fe D:dal i |
c E ocatioh
‘& Tar [¥AN/F/DAL) Label Gty |
w Replacement Cost $0.00 Last PO Mumber
% Ay, Item Cost $0.00 PO DueDate |44
\' Margin 0.00 Oty on Order
% Resale Price $0.00 Total Rowd PO
“ Compare at Price $0.00 Date Code
Department
> Sales G/L No. [ Mate_][0n Hand] [ RedLine| [MTD Soid[¥T0 Scid]
x‘ Al Department Ihw GL Mo,
'\$ “endor Mumber | 00000000 COGS GAL Ma.
X UPCHumber MTD Gty Sold
% Style YTD Gty Sold
"~ Size MTD XferIn
“Width/Calar MTD SFer Out
[ Do Mot Pay Commission on this item,

Inventory Screen

How to Add Inventory

There are two ways to add inventory to the systerdirect entry into the inventory system or the

creation of purchase orders. This section will guide you through adding inventory directligénto t
inventory system without the aid of purchase orders. See Section 18 Purchase Orders for information on
creating and filling purchase orders.

To access Inventophighlightinventory on the Module Menuand pres€ENTER You will be greeted with
alarge@ f f SOGA2Yy 27T -Fouwil iethave to fll Zhgnfali! HoBedeNBy filling these fields

as completely as possible, you will reap greater benefits later because Winsale reports on sales by many
of these inventory fields.

There are two types of inventory that you will be enteriogrique items (SKUs) and related items (one

style number/different SKUs). Related items are easier to work with in a Matrix Table. For example, you
will have clothing of the same style, but witlhhique color and size combinations. The matrix table will
allow you to enter view and modify all of the size and color combinations of aatglee timeinstead of

item by item. Se&ection 5 Matrix Inventorfpr information on how to use matrix tables.
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Adding Inventory without the Matrix

We will start by entering inventory that do@est require a matrix. When you enter the Inventory screen,
notice the function key assignments across the bottom of the screen.

1. Press thé=2 (ADDjunction key. The cursor will appear in the Item Number field at the top of
the screen.

2. Type anitem number, then presENTER(For more information on Item Numbers, see
Section 4.7 Inventory Fields Definethe cursor will appear in the next field that you need to
fill in.

3. Continue to fill in information until you have filled every fieldtlyou wish to track. When
you are finished filling information, press tk® (SAVRey. A blank inventory record will
appear with the cursor in the Item Number field. You may continue to add inventory, always
pressing the=9 (SAVEey to save each conwgied record.

4. If you do not want to add additional inventory or if you do not want to save an inventory
entry , press thd=2 (NO ADDRey. The function key assignments at the bottom of the screen
will change and you can preB40 (EXITtp go back & the Module Menu.

TIP:Nothing will be saved unless tf® (SAVRey is pressed when you are finished entering information
for an item.

SeeSectionlnventory Fields Definedor a definition of each of the inventory record fields and some
suggestiongor assigning Inventory Numbers to your inventory items.

NOTERemote Store Information: If the mother store presses F9 SAVE on their own item, it is written in
the transfer file as a replacement transfer. However, it is not written to the transfer &grtiis is done

so that any quantity adjustments made from the record itself are automatically transferred to outlying
stores.

Clone

¢ KS WYitrkct®dry/ao@s you to copy a record of your choice that contains information similar to an
item that you are currently viewing. Using the Clone function will save you a lot of key strokes entering
duplicate fields in inventory.

1. When viewing an existing inventory item you clone the existing item by pressiriglihe
(Clone)key.

2. All the fields will remain on the screen for you to edit as desired. The exception is the Item
Number field. You must assiagn a new and unique Nemmber to the new item just cloned
from an existing item.

3. When you are finished editing the record, pré€s(SAVED save the new item.
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How to Search (F4)

1. From the main Inventory screen press i (SEARCKgy.

2. A window will appear prompting you for the item number to search for. You may type the
whole item number or just the first few characters, then preEd&TER

3. The windav will disappear and the item number closest to the one that you typed in will be
displayed on the Inventory screen. (If you are a multiple store company, the Inventory record
for the current store will be pulled up first.) You will also notice that\Weador Name and
Department Name are displayed at the bottom of the screen for easy reference.

Searching with the Inventory Look Up Table

e T Lkl 1

Inventory Table =
Ly | E = * SHOW FOR SINGLE STORE STORE WO,
Exit Mew Labels | PrintT: " SHOW FOR ALL STORES 1
Inwentary T able
| Item | St | Description | Size | Color | Style |Vend0r Frice | Gty | Dept |Vend0r Item -

oW oF]

™ Contains ™ Cantains

Item Mumber Description Size | Colar Stule | WendorMao | Dept UPC Murmber Alt Dept
[F2] [F3] [F4] | [F5] [FE] [Fa] [F4] [F10] [F11]

[~ Digplay Only When ha: On-Hand Quarties

Powwer
Search

Feature
Select

Inventory Look Up Table

In addition to searching for inventory by item number you may also use the Inventory Lo@blép See
Section 6 Inventory Table for more information about the Inventory Look Up Table.

1. To access the inventory table, press e (SEARCHgy2 times in successiofiom the
Inventory screen or click on them icon on the top of the screeBfalS R W¢ | 6t SQd ¢ KS
Look Up Table will appear. (See screen above)

2. Select the search mode that you want to use by pressing the appropriate function key. For
example, if you know the style number that you are searching for, preds&&yle function
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key.

3. The cursor will move to the Style Box on the Look Up Tahylpe in the Style Numbethat
you are searching for and preBSITER The system will display all of the inventory items with
this style number.

a. You can also check tmly display org hand quantities, by putting a checkmark on the bottom
of the screen.

4. If you want to narrow your search, you can choose a second, third, fourth, etc. criteria to
Gl 22Y Ayé 2y GKS AGSY @&2dz 6l yio

5. Highlight the correct item, @ing the arrow keys), and press tBRITERey. The item
selected will be brought into the main inventory screen. You will also see the vendor and
department name across the bottom of the screen for easy reference.

Multiple Stores:

lfyouareamultip S aG2NB O2YLI ye |yR KIFI@S OKz2aSy (2 a{K2g
ai2NBQa AYygSyiliz2NERO®

NOTEWhen searching for an item with the F4 FIND key in inventory, the current store number is pulled
up first. You may of course use the F5 PREVIOUS aiEXT key to pull up other stores inventory.

How to Modify Inventory Records

When an inventory record is on the screen, the system is automatically in théyMddde. You can
make changes to any field in the record or delete the item.

1. When the cursor is in the field that you wish to modtfype over or add tathe information in
the field.

2. When the information in the field appears as you want it, pressENG ERey. If you want to
save your changes, you must also pressRBdSAVHey after pressing ENTER.

3. After saving the item, you may use thé (NEXTRey to go directly to the next inventory
NEO2NR® LG Aa y2id ySOSaalNeE G2 a32 ol O1 G2 a

TIP:If you wish to cancel any changes you have made and yountmygessed the=9 (SAVE)
key, press thé&2 (NEWkey. This restores the original inventory record and will not save any
changes.

Multiple Stores:

In multiple store companiegt the Mother store locationif the record being modified and saved is not

0KS OdzNNBy G aid2NBQa ¢ asavadieedid isials@eNBrélagan MbaaidtRisferi K Sy
to the store that the item belongs toThis only takes place at the Mother store locatior-or example, if

you are at the Mother store and you change an inventory record for Store 1, that change will

automatically transfer to Store 1. The actual quantity that will be transferred is zero, however, any price
changes or description changes, etc. will be sent to Store 1S&r@rRemote Stordor information on

setting up a store as the Mother Storedation.
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Getting Around - Previous and Next Keys

TheF5 (PREVIOU&)dF6 (NEXTKeys allow movement to the Previous and Next inventory records. This
forward and backward movement is based on the access path that you are using to search, which is

dzadzt t £ &8 GKS LGSY bdzYoSNJ FASEt R® C2NJ SEFYLX Sz AT @
dzLJ Wo a! CC QBXTkeyt oNd® and yoii iight je Wo-m Q@C

You can also search for items via the Description, Vendor, Department, Size, Color, or Style fields. To
search in a field other than the Item Number field, select that access path from the Inventory Look Up
Table and pull the item into thimventory module using thENTERey. For example, if you go to the

Look Up Table and search by style, then select an item to pull into the Inventory screen, the F5 and F6
keys will show you the previous and next items by style instead of item number.

Deleting Inventory from Active Inventory

Once you have brought up an item on the Inventory screen, you may delete it frove Aotentory and

place it into the Archive Inventory File, where it is saved for historical purposes. You should always

F NOKAGS ye AGSY 6A0GK lye I L{¢hw, tw9{9bc¢H LT &2
be accurate because the typlata i.e., Department number, vendor number, etcetera will not be known

for reporting.

To Archive:
1. Press thd-3 (DELETEy.

2. Choose Archive from the screen shown above and press OK

WARNING: You will not be able to retrieve a permanently deleted item or its history!

Delete This Item? (=]

Deleting an item that has been zold ar haz been placed on
a Purchasze Order will removee the histony attached for the
item. ou should ALYWSAY'S archive ang item with hiztory
inztead of deleting it. Please select whether you wizh ko
Archive or Delete below. Deleting can not be reversed,
Archiving can.

HISTORY PRESEMNT!

{« Archive lbem .
" Delete ltem ? Al

Cancel ‘ ak

741362



Un-Deleting Inventory from the Archive Inventory File

When you delete an item from the Active Inventory File, it is placed into the Archive Inventory File. If you
later decide that you dichot want to delete the item from Active Inventory:

1. Go to the Inventory screen and press #&(Archive)key to work withArchived Inventory

2. The caption will change to Archive Inventory.

3. CAYR GKS AGSY {REIf & (SDdE@eAghiRy di #ed\Bakylp Table. Pull
the item into the Inventory screen.

4. With the item displayed in the Inventory screen, use B8(Deletekey to delete it from the
Archive File

5. A window will appear asking if you want to48nchivethe item.

6. Once deleted from the Archived Inventory file, the item will automatically return to the Active
Inventory File.

7. Use theF8 (Archivekey to return to the Active Inventory File.

Inventory Fields Defined

Ly G4KS F2tf26Ay 3 RAANEJzAYESA 2yaa al K SIKH o/cdNESAR QD2 Y &

Note:Youmay righDf A O] FyR OK224S W/ dzAG2YAT S Odz2NNByid { ONB
customiz the Inventory screen for your particular type of store. When a change is required, most users

elect to change the Size, Color or Style fields since these fields are already programmed as a method of
sorting and tracking sales and inventory.

Item Number (15 A/N) -- The Item Number is a unique code that is user definable. This code represents

an Inventory item, or SKU. If the Matrix Inventd®g¢ SectioMatrix Inventory) is used to enter

inventory, the Item Number will be automatically generatedéa on Style, Color and Size. (If the Style is
WumMnHuHQ FYR GKS /2t2NJ A& Ywo95Q yR G4KS &aATS A& Wy
not used, there are two suggested methods of creating item numbers:

1. Prefixthe item numbervii K G KS LINAYFNE @Sy R2NRA ydzyo SN l'a |y AffdzadNT
FYR (GKS @SyR2NDa Al SXARFasvie 8aindnier.! CC (KSyYy dzAaS Hc

tfFOS Iy 00oNBGALGSR @RaMdin oyt of2hd iteil é08e. AN iNUBtNTRN, GHISyPiRTEMNI
BSYR2NDR& ylYS A& boa t NPRdzZOGAQ YR GKS @OSyR2ND& AGSY ydzvo

These two methods will eliminate the problem of duplicate style numbers betweerdors and make the
0Saild dzaS 2F 2AyalfSQa aSIFENOKAy3I OFLIoAftAGASaA®

The Item Number is stored internally ircharacter basgnot a numeric base. This does not mean that
you cannot have numbers in your Item Numbgou certainly may. However, a characteséas sorted
differently than a numeric base. For example, in a report that lists Iltem Numbers, you would probably
expect them to be listed as follows:

INA 1
INA 2
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INA 10
INA 11
INA 20
INA 21
However, the Record Manager, using a character base, will list them in the following manner:

INA 1

INA 10

INA 11

INA 2

INA 20

INA 21

Therefore, if you want your Iltem Numbers to be listed numerically, yawlsl precede a single digit
number with a zero. For example, the preceding list should be numbered as follows:

INA 01
INA 02
INA 10
INA 11
INA 20
INA 21

Store Number (3 digits)}- Since Winsale can acgomodate many stores at once, a number of up to three
digits is assigned to each store. If you have a single store, your store number will be 0, which is the default
store number.

Multiple Stores:
TIP:There are some special Iltem Numbers that you maytw@set up.

In order to create comments on a sales ticket, such as an alternate shipping address for a customer or a
ALISOAIET y2GSs @&2dz Oy SYyuauSNI Iy AGSY. IdlgvanorylpgesBSy G 2 N
F2 to add an item, type in COMMENT as the Item Number and press ENTER. Leave all other fields blank

and press F9 to save the information.

In the Quick Sale screen, type COMMENT in the Item Number field. The system will recigsigadh
and allow you to place a custom message in the Description column. There will not be any quantity or
pricing attached to this comment.

ALTERATIONSor ringing alterations charges into a quick sale, add an item to inventory with an item
Yy dzY oOATEHRATIONSD 6! a8 (4KS CH ! RR TdzyOiA2y FTNRY GKS Ly
ALTERATIONS.

Leave your Cost and Resale Price as $0. Go todpartment field and type in the number for the
Alterations department. Press ENTER and then F9 to save the item.

In the Quick Sale screen, type ALTERATIONS in the Item Number field. When the price comes up as $0,
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overtype in the correct price for the altations.

LT &2dz NB 2dzad adlINIAy3a 2y GKS aeadsSy IyR R2yQi
you may set up Item Numbers that correspond to your Department Numbers. These items should be set

up as above for alterations, using tBepartment Number for the Item Number, the Department Name

for the Description, a Cost and resale Price of $0 and the actual Department Number for the Department
Number. In the Quick Sale screen, when you are selling an item that has not been enteleséntory

8Six @82dz Oy (eSS GKS AdGSYQa 5SLI NIYSY(G bdzYoSNJI Ay
price.

This store numbering system lets multiple stores determine the availability of stock at another location,
since the store number is attaeH to every inventory item. (A store canrgglll y 2 6§ KSNJ a i 2 NS Qa
however. Se&ection 28 Remote Store Utilitfes more information.)

TIR It is recommended that you sequentially number your st@tasting with zeroThis is because some
report functions begin by determining the highest store number found in inventory and then
progressively work through a loop starting at zero until this high store number is reached. If you skip
store numbers you will slow down these reporting functions riessly.

Description (40 A/N)-- Descriptions are user definable and should be developed to help you easily
identify inventory items. They can be up to 40 characters but are split into two paortiDescription 1
and Description 2. The Look Up tables artlijize the first 20 characters from Description 1. For forms
within the system, you may use all 40 characters of the description by adding both Description 1 and
Description 2, (each 20 characters long), to the Form DefinitionS8etonForm Definiton for more
information.

Most system users only print Description 1 on their sales tickets in order to conserve space. If you choose
this type of Form Definition, you will want to include your most important description information in the
first 20 charaatrs, which will also help you with the Look Up tables.

TIP: Descriptions can be very useful for inventory look up. In order to make this system more efficient,
you may want to begin your descriptions with a key word, such as SKIRTS This will alloeagiy took
up your skirt inventory by description or identify pieces of a vendor group more easily.

Quantity on Hand (10 Digits)- This field contains the current stock level for an item. The first set of
brackets contains the actual number of itembieh areavailablefor sale. The second set of brackets

contains the Allocated Inventory. (See Allocated Inventory below.) Both of these quantities are updated as
sales, layaways and sales orders occur and as purchase orders are received. These quayies
overwritten by using the Inventory Variance or by simply typing over the quantity in the field.

TIRP You should password protect the ability to change Inventory quantities once you are up and running
on the system! See Secti®tasswordgor more ddalil.

Allocated Inventory (10 Digits)-- This is the quantity of the item that is currently on Layaway or Sales
Order and is not considered to be in stock for reselling purposes. Whenever a Layaway or a Sales Order is
generated, the software will autoatically move a quantity from the On Hand field and place it in the
Allocated Quantity field. (The total of these two fields is the actual physical level of inventory.) Normally
you will not have to directly enter or change the entry in this field.

Tax (1Char) -- This is a flag identifying the tax status of an item. Enteit is a taxable itemoNQ A F A {
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Aad y2D8 ERSSt@sPy 2KSy @2dz dzaS (KS&asS Gl E
to back order goods that are not itosk.

You may also enteC'§b that the point of sale module prompts you for the tax status and your cost for
the item at the time of the sale. This is handy for miscellaneous items that you do not stock, but sell
occasionally. (Youwould normallyusg/ A GSY ydzYoSNJ 4dzOK & dbhb{¢h/ YQ

tKS OERSH¥RINS Ifaz dzaSR FT2NI y2yadz201] AGSya 2NJ Al
they are used youwitioto S LINR YLIi SR G2 o6F O1 2NRSNJ AGSYBRE TNRY (K
GSLI NIYSyido A& dzaSR (KS oAiSov2 NdA tAfa odEa SIR HiISKRSD A (i2SKYS

In order to keep inventory entry simple, you will want to set up your most frequently used tax code as the
default tax code for the field. This is done ie tGonfiguration module under Inventory Set Up. (See
Section 3.10 Point of Sale Module Optipns

TIP:¢K®E ali E O2RS Aa y2N¥Iffe dz&ASR 6KSy &2dz NB FAN
G5SLI NI YSyidé AlGSYazr o0aSS IDitéYodd) ymywildeldble fo st@t@ediogs | y F
your existing stock, without entering each individual piece into the system, and you will not be prompted

to back order merchandise. As you sell your existing stock under this system, you can enter your new
inventory.

NOTEIf a customer is tax exempt, his tax status overrides th@Yy ®¢ a4 E Ff | 34 o C2NJ S
item is marked as taxable, but the customer is marked a\nlamable, tax wilhot be charged.

Last Cost (10 digits)- This field is automatically updated by the Purchase Order module and contains
the cost of the item when it was purchased the tilmefore last This cost is used in the average costing
method for inventory.

Current Cost (10 Digits}- This is thecost of the item when it wakast purchased It is automatically

updated by the Purchase Order module when the item is received, or you may enter the cost as you input
inventory directly into the system. The costing method that you choose when confighersoftware

will determine how this field is updated by the purchase order module Seetionnventory Setugdor

more information.

TIP:You may also print a Cost Code on your hangtags for an easy reference for your salespeople. See
Section 20.€CostCode Definitiofior more information.

Margin/Mark-Up (5 Digits)-- This percentage is used to mark up Current Cost to the Resale Price. There
aretwomarkdzLd O f Odzf F A2y YSGK2R&a AyOf dZRSRMARGMN®AYBEFE &
use a50% markup, enter 50 in this field. (You may also use fractional percentages MARGIN

formula uses a Matk Up based orRetail Pricas follows:

Mark — Up (in dollars
: P ) 100

Mima tail =
MU%retai Retail Price

For example, if you have an item that has a retail value of $11.70 and it cost you $5.85, then the
MarkA Up percentage would be 50%.

550,85
311,70

» 100 = 50%
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The other markdzLJ O f Odzf I G A 2 MARKS tidliRifcaldulated@s & perS&Ragéufst

MUY Cost Mark — Up (in dollars) 100
ost =
mEe Cost (in dollars)

For example, if you have an item that costs $5.85 and you need $5.85 for dUigatken the Marlh Up
percentage would be 100%.
55,85

= — o
$5.85 * 100 = 100%

To choose the marlp formula that you want to use, go to the Inventory Setup Menu in the
Configuration Module. You will also want to set up a default Margin/Markup for your most frequently
used percentage. SegectionInventory Setup.

AAAAA

{SGiAy3a wSalfS-MarMA @8 Bdaby dSt KSANI aSttAy3 LINRAROS 2
market will pay. In other words, they do not use a keystone (50%)-o@mdt a constant markip. You

may inform the Inventory system not to automatically calculate the selling price by uSighargin. If

you enter a 0 in the Margin field, the Inventory module wilt automatically calculate the selling price or

change the selling price. This is extremely handy when the cost changes but you do not want the cost
change to affect your sellinprice.

TIR Even though you set a margin of 0% for an item, all sales reports will still accurately report on the
actualmargin of the sales. This field plays no part in reporting of sales.

Resale Price (10 Digits)- This is the price for which vawill sell the item unless you set up a sale price.
(SeeSale Pricdelow.) The Resale price is displayed on the inventory tags and by the Point of Sale
module when making sales.

In the Inventory screen, if a percentage is entered in the Margin fieddResale Price will be

automatically calculated. If you manually change the Resale price, the Margin will be automatically
recalculated. The Resale Price will not change, however, if the Margin changes by less than one dollar.
If the change is more tan one dollar, the Resale Price will automatically change.

TIP:. SOFdzaS (GKS al NBAykal NJ dzLJ LISNOSyGF3S gAatft az2vysSi
want to use the Retail Price Table to set up standardized Resale Prices. Whatever youssgiwp a
Gadl yRFNRE LINROS gAff Fdzi2YlFGAOFfE& FLIISKFEN & @&2d

NOTEWhen adding NEW items into inventory the resale price is automatically calculated based upon the
Margin/Markup inputted over and above the Current CBsice. If the Current Cost gets updated after

0KS AGSY A& ONBFUGSR 2AyalftsS ¢2yQd dzLRIFIGS GKS wSat
other words, the Resale Price will only get calculated when creating NEW items either in inventory or
whencreating new items with a Purchase Order.

List Price (10 Digits)- This is ther Iy dz¥ | GligdestBdzpkizd. This field is for informational
purposes only and plays no part in determining the selling price of an item. However, you can print this
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price on the hang tag if the Resale Priclmiger than the List Price. This is used to show your customers

that you are charging a lower price than suggested by the manufactL@eBale Price (12 digits} If you

wish to place anitemon sale,enté¢ 8 { I £ S t NA OS KSNB o L¥ G4KA&a TFTASEF
is blank ogreateri KI'y (2 RIF&8Qa RIFIGSY (GKS t2Ayd 2F {IfS Y2Rdz
Price. The Sale Price can be changed manually in the Inventogten@u typing over any existing sale

price), or from the Auto Inventory Update Function under the Utilities Menu. E&etionAutomatic

Inventory Updatg

On Sale Until (Date}- This is the date on which a sale pregiresfor an item. If there ig Sale Price

defined for the item and the On Sale Until datgisaterii K| 'y G2 Rl 8Q& RIGST 2Lb{! [
Price instead of the Resale Price. If the On Sale Until datesauthet & (2RI &8 Q&8 RIGST GKS
the Resale Pricgot the Sale Price. This field is prompted for when using the Automatic Inventory

Update program to mark down items. (SgectiorAutomatic Inventory Updatg

Last Mark Down (Date)}- This is the date of the last mark down for the item. If you are perfogrgour

mark downs directly in the Inventory module, you will need to enter this date manually when you specify
a Sale Price. If you use the Automatic Inventory Update to take your mark downs, the Last Mark Down
Date will be automatically posted to thevientory record. (Se8ection 13.1 Automatic Inventory Updpate
This date will appear on the Stock Status Report to help you determine your next mark down.

Reorder Point (10 Digits) This number is the on hand quantity point at which you want to reorder
inventory. When your stock quantity reaches or falls below this level, which is set by you, it is time to
reorder. You may generate a reorder report at any time based on this information. UBedtinder
Notification Listingdzy RS NJ & KS W Lg/indi® Réparidi@ulek SSBdrtforyhventory Reports
You may also use the Matrix table to set up Reorder Points by style.

Reorder Amount (10 Digits)- This is the quantity to reorder when the Reorder Point is reached. This
number is set by you ahwill appear on the Reorder Notification Listing report. You may also use the
Matrix table to set up Reorder Quantities by style.

TIP:¢KS (62 FAStERA 1020S Yl & 0S dzaSR G2 ONBIGS Iy
automatically create pultase orders through the Matrix Inventory system. (SeetionMatrix
Inventory)

Quantity on Order (10 Digits}- This is the current quantity on order for the item. The Purchase Order
module automatically updates this field whenever the item is ordeMmmally you will not have to
directly enter or change the entry in this field.

Vendor Item Number (15 A/N}- ¢ KS Sy R2NR& L GSY b dzviéfe®eNde yolurf £ | £ f 2
inventory. As you enter this field, the system will default to the numbat #ppears in the Iltem Number
FASt R o0dzi &2dz ¢gAff 3IFLAY Y2NBE o0SYSTFAGA AF &2dz dza S

1. , 2dz O02dzA R dz&aS G KS @Sy R3Nhaumbdr ®rin@mayfidzy 6 SNJ 2 NJ &
Purchase Orders and still reference the same inventory record.

2. When selling an item, you could use the vendor style number if the hangtag with the store
item number is lost.

When you type a vendor style number intoet Quick Sale screen, the program will display a look up table
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2F AGSYE B6KAOK Fff O2yiliAy GKS OSYR2ZNDRA &dGet S ydzy

You may also set up the Matrix Purchase Order system to automatically create a sequenbat for
this field when creating new items. The starting sequential item number is defined inside the
Configuration ProgramSge Sectiomventory Configuration

Vendor Account Number (8 Digitsy ¢ KS + Sy R2NXa ! 002dzy (i broahevé&dar A a
Profile. By typing in the first few letters of the Vendor Name, you will access an alphabetical listing of
vendors, from which you can highlight the vendor that you want and automatically pull the correct
number into this field. After you enter the Vendor Account Number, the Vendor Name will appear at the
bottom of the Inventory Screen for reference

(V)
<

TIRP Use this field for your primary vendor for the item. You will still be able to order this item from
another vendor if you choose to do.so

Last PO Number (8 Digits) This field will give you the Purchase Order Number under which this item
was last ordered. The Purchase Order module will automatically update this field when a new Purchase
Order is created and will ovavrite the PO nurber currently stored in this field.

Label Qty (1 digit, A,1,0)- The information in this field controls the number of labels printed when you

F'NB dzaAy3a GKS LYy@Syi(i2NE { ONBSyYy IAgeRs the systanSo/piird NE wS L
labels for the total quantity on hand or the total quantity received from the purchase order label routines.

wQ (Sftfa GKS tfFroSt LINAYyGAy3a FSIGdzZNB G2 LINAyG 2dzaid
partofthS & e aiSons 646 SN WINEOSyida 1 06St LINAYyGAYy3I FNRY

Wh LISY Q CA-SThR fiefd mayReprasent anything that you want it to. For example, some stores
use this field as a notifier that an item is@ederable. Thenformation in this field can be printed on hang
tags.

¢2GFt wSOSA @S R ThisHigdaptunesia ruhriing totél fooall inventory received of an item
since day one. This information is printed out on the Inventory Value By... Repo8e&@&m 19.2
Inventory Reports.

MTD Quantity Sold (10 Digits} The MonttA TdA Date Quantity Sold is updated every time you sell an
item. The Monthly Clos®ut procedure resets this counter to zero.

YTD Quantity Sold (10 Digits) The YeaiTo-Date Quatity Sold is updated every time you sell an item.
The Yearly ClogBut procedure will reset this counter to zero.

Department (4 Digits)-- This number represents the Department and Classification category for the
item. This field is extremely usefakfanalyzing your sales by Inventory Department and for planning
Open to Buy. To fill this field, you may:

1. Type in the department number if you already know it.
2. Type in the first few letters of the department name. You will be taken to theaBeyent

Look Up Table, where you can highlight the department that you want to use and press
ENTER.

As you enter the Department number in this field, the Department Name will appear at the bottom of the
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Inventory Screen for easy reference. A Departméstirlg of currently defined departments is also

F ATl ofS FNRBY GKS wSLIR2NIa az2RdzZ S dzy RSNJ WaAaoOSft t
Classifications for different types of stores, see the appendix of this manu&8extishn 30 Open Buy:.

Also seeSectionPeriodic Hot Selleior more information on reporting by Department asection 30

Open to Buy.

Date Code (6 A/N)- The Purchase Order system will automatically place a Date Code in this field when
the item is received, which allows ®nnel to know, at a glance, the age of the inventory for sale

purposes. The Date Code can be printed on the inventory tags, also, so that the manager only has to look
around the store to determine how old items are. The Date Code consists of fiatdrarand is

encoded so that it can be placed on the inventory hangtag without customers guessing inventory age.

The encoding is simple to understand and master. The first character will be a letter between A and L
which represents the month that it waeceived. For example, if the item was received in the month of
January, the first character will be the letter A. If the item was received the month of May, the first
character will be the letter E. The next two digits represent the day that thevitasreceived during

that month. The fourth and fifth digits hold the actual week of the year that the item was received. The
final digit represents the last digit of the year it was received. As a final illustration, if the item was
receivedonthe 1I0RI & 2F WI ydzr N2 wammI (KS RIFEGS O2RS g2d#Z R

Alternate Department (4 Digits)- This field allows you to track your inventory by broader or more
specific categories than just department and classification. Sales may be analyzed based dd,this fie
either alone or in conjunction with the Department field, and will be reported in the Periodic Hot Seller
report. You may set up alternate departments to track anything that you ldeasons, fabrics, etc. See
Departmentsabove for information on filhg in this field. Also se@ection 30 Open to Buy.

Sales GL Account (6 & 6 Digits) A Sales G/L Account number allows tracking of different types of sales.
If a Sales G/L Account is not found on a particular inventory item, the sale of that item will revert back to
the Generic Sales Account in the General Ledger Setufsedtier8 General Ledger Interfader more
information.

COGS GL Account (6 & 6 Digits)A Cost of Goods G/L Account number allows tracking of different types
of sales by cost. If a COGS G/L Account is not found on a particular inventory item, the salienftha

will revert back to the Generic COGS Account as entered in the General Ledger Se8qrtibaed

General Ledger Interfader more information.

Inventory GL Account (6 & 6 Digits) An Inventory G/L Account number allows tracking of different
types of sales by inventory type. If an Inventory G/L Account is not found on a particular inventory item,
the sale of that item will revert back to the Generic Inventory Account as entered in the General Ledger
Setup. Se&ection 8 General Ledger Intexédor more information.

Style (10 A/N)-- This field is used to store the Style Numbers of items, which are ugbd asnnecting

field for Matrix Inventory. If you are an apparel store, you may have garments with the same style

number but different sizes and colors. By using the Matrix Inventory system, your item number will

consist of Style + Color + Size. Foivek& S A ¥ (GKS {di&fS Aa WmMmMnuQ | yR |
GKS AGSY ydzYoSNJ | dzi 2 YI G A Ol Bdction ekt v fpenfolef 0SS Wmw
information on how to access and use the Matrix Inventory Table.

WARNINGThe systen will not accepduplicatestyle numbers. If you type in a style number that already
exists in the program, a message will appear telling you that the style already exists. This style may not be
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in the active inventory file but it may be in the archiveentory file. In this case, you will have to access
the archive inventory fileand delete the style completely or pull the style back into active inventory.

TIR Style Numbers are used throughout the program to access groups of inventory items, sudhngs set
sale prices and creating reports. See Sedotomatic Inventory Updateand SectioPeriodic Hot
Sellerfor more information.

Size (7 AIN) -- Size is commonly used as the horizontal row in the Matrix Inventory Table, so, in most
cases, thisdid will be automatically filled in by the Matrix. (S8ection 5 Matrix Inventorfipr more

details.) If you are not concerned with tracking Sizes of unigue items, you may want to rename this field
using the Patcher Utility. (If you elect to change tlene of this field, the program will automatically

change the name in the Inventory Look up Table.) Size may also be used to set sale pricing and for Sales
Analysis. (Se8ection 13.1 Automatic Inventory Updated SectiorPeriodic Hot Selley

TIR If you do not use the Matrix tables for inputting inventory, you can still use the style, size and color
fields by filling them in manually. Many of the reports in the system will give you the option of printing the
style, color and size in place of the Degstioin.

Color (7 A/N)-- Color is commonly used as the vertical column in the Matrix Inventory Table, so, in most
cases, this field will be automatically filled in by the Matrix. If you are not concerned with tracking Colors
of unique items, you may wamnd rename this field with the screen modifier utility. This field is

commonly renamed to Width for Shoe Stores. If you elect to change the name of this field, you will also
want to change the name in the Inventory Look up Table. The color field naalyeaissed to set sale

pricing and for Sales Analysis. (SeetionAutomatic Inventory Updateand SectiorPeriodic Hot Seller

for more information.)

P.O Due Date (Date} This field stores the date that the item is due to be received and is updated w
creating a purchase order. The information in this field will also appear on the Point of Sale screen when
there are insufficient quantities available for a sale, allowing your salespeople to inform customers as to
when the items are due back in stockeeSectionPoint of Sale Moduldor more information.

Last Date Sold (Date) This field contains the last date that the item was sold and is automatically
updated by the Point of Sale module. You may also use this field to delete dead stock egwgpth
Inventory Update. SeBectiorAutomatic Inventory Update

MTD Transfer In/Out-- Multiple Store companies will have a monthly total of item transfers in and out
2F GKS OdNNByild aidi2NB o (attransfer Ackivity: SeSektdrRemdte Stdre@ ¥ 2 NJ |
Utilities for more information.

Label Generation

Once an Inventory item has been saved and pulled back upeosdreen, you may generate item labels in
regular or bar code format, depending on which format you have selected from the Configuration
program. Se&ectiorOptional Equipment Setup

For example, if the inventory item on the screen has 10 items in spweks the CTRLL (Labelkey
combination to generate 10 labels for this item. If you want to print 1 label instead of 10 you will need to
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change Field 19 Label Quantity to 1, then press €TRIhce you presSTRLL, you will be prompted for
the deviceto print to, usually LPT1 (the printer outlet).

Inventory labels are usatefinable via the Form Definition utility. (S8ectionForm Definition

TIR If you use many different hangtag styles, (i.e. hangtags, stickers, etc.), you may want to be prompted

for a label form number each time that you print labels. You can turn this feature on in the Configuration
module of the program. The prompt will tell yéu/ dzZNNBYy G C2NX bdzYo SNJ A& mMH® 9
raSed

|

Sub-Assembly Inventory

SulA assembly inventory allows you to group different inventory items together as if they were one item.
For example, suppose you are a computer reseller. When you sell a computer, you doht it all

the circuit boards, cables, etc. on the sales ticket, as this could confuse the customer. However, you do
want all these items to be relieved from stock when you ring up the sale. With Winsale you can set up
one Primary Item number for thentire computer system which would include all of the miscellaneous
items. When that system is sold, all of the connected items are sold, too. TAeshponents can still

be printed on the sales ticket, or they can be left off. If you choose natind fhe subcomponents, the

t NAYINE LGSY bdzYoSNDRa O2aidG éAtt Sljdzt TSNR YR (K
suA 02 Y LR YySYy(iaQ wSaadSYy tINRADSHEIQ MWKBA @Mdddzr f wSal S t
zero when they are attached to aiary ltem Number. However, if the s@bmponents are sold as

standalone units, the Resale Prices will reflect their defined values.

How to Connect Inventory

Connecting sulh components to a primary item number is easy. Follow these steps:

1. Pull up the Primary Item Number in the Inventory Screen.
2. Pressth&7] S& o .2dz 6Aff AYYSRAL (i SSulCom@ientlinveat@NIyssasnd g A (1 K (i K ¢
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% Sub-Component Inventory System | = | E 2 |
Farent [tem

| [ Chained Item

[Iuantity Child Item Shaort Dezcription Print on Ticket

| | | I

| Aocept

Sub Components
| [luiantity | Child lterm Mumber | Dezcription | Frint on Sale |
E xit
3. Choos&hained Itemoption.

»

Enter theQuantity of the connectingltem Number which will be sold for each one of the primary items. Press
ENTER

. Enter theSubA Component Iten Numberand pres€ENTER
6. Chooséresif you want the SulComponent item to be printed on the sales ticket.

9]

The SubBComponent Item is now connected to the Primary Item Number. Whenever you sell the Primary
Item, the SubComponent Item will be soldlong with it. If you want to connect more items to the
Primary Item number, go back to step 3.

How to Disconnect Inventory

Disconnecting Sub Component Items is evesasier than connecting them. Follow these steps:

1. Pull up thé>rimary Item Numbein the Inventory Screen.

2. Press th&7Key. You willimmediately see a screen with the heading;@&a@mponent Inventory

{eaGsSyQo

3. Highlight an item you wambd disconnect, and hibeletekey on your keyboard. This wont delete the
item from your inventory. It will only disconnect it from Primary ltem.
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Inventory Variance

SeeSectionnventory Variance Overview Steps

Inventory Variance Report

SeeSectionnventory Reportfor more information

Item Notes

Winsale includes an Item Note system which allows you to notify yalespeople of item features as

they are selling the item. The size of the note is based on your hardware memory, but may be up to 100
lines. These notes may be anything that you wish. For example, you could use an item note to notify your
salespeopled sell a certain belt with a dress. A note could also be used to specify a possible substitute
item.

To attach an Item Note to an item:

1. Pull the item up in the Inventory Screen.
2. Click into the Item Note Pad on thettom right side of the inventory screen.
3. Type your messageYour note will automatically be saved.

Once you have saved an Item Note, it will be automatically displayed at the POS screen as the item is
entered into a sale. After the salespersgpés or scans in the Item Number and presses ENTER, a screen
will appear displaying the note. This screen will remain until the sales clerk pres¢eSteay.

Item Number Modifier

There may be cases where you want to change an Item Number but not lose the history already attached
to the existing Item. Winsale includes a system to modify an Item Number and all of the historical
information automatically.

To modify an item number:

1. Pull up the Itemin the Inventory

2. Click the Modify Icon on the top of the screen.

3. A box will appear displaying the current item number and prompting you for the new item
number

4. Enter the newitem number

5. Click OK and all of the historical information is updated to the new number
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Item History

One of the strongest features of Winsale is the ability to view a complete IteinHNE | & GKS a0 2 c
1Se¢o ¢2 3ALAYy | 00Saa G2 GKAA AYTF2NNIGA2YS &AAYLI &
CTRiHkey combination.

aas, [tem History = | B 2|
Sales History
Oty | Date Sale No. Sales Person Customer No | Resale | Extended |
> 1]3/24/2011 00000003 1 00000001 $138.00 $138.00
| 3\ 3/24/2010 | 00000003 1 000000 $138.00 $414.00
Purchase Order Histary
FO Mo, Ordered Cost | Or' Date Fievd | Rewd Date | Customer Irvwe Mumnby
KIS il
Store to Store Transfer Histary
| Qty| From | Ta | D ate | Cost Fietail | Ticket Mo Custorner Mo
“ariance Histoy
Type |Date old Qt_l,l| Nerty| -
» Added Mew from External UPC D atabaze 34244201 0 1]
|| Added New from Esternal UPC Database 372472011 0 0
| |Added New from Extemal UPC Database 37247201 0 0
| |Added New from Esternal UPC Database 3/24/2011 0 0~
| Cancel ” Frint ‘
Show D etail
™ Show Only this Stores History ‘ o bEal ‘

Inventoly Screen with Item History

The item history box will show the Invoice Number, Date of Sale, Customer Number of the purchaser,
Quantity Sold under that Invoice Number, and the Selling Price. Yosaralydownwardthrough the
information in the box, ondre at a time, using the Dow#rrow key. The items are sorted by date sold,
with the most recent invoice at the top.

Inventory Audit

You can verify and in some cases automatically change the inventory values like quantity on hand by
dzaAy3d 2AyaltSQa LYy@Syiu2NE ! dZRAGAY3TI [oAfAlR®D ¢ KA a
spreadsheets or from the daily close out menu.

The Auditbutton on the inventory screen will only audit the current item displayed on the screen and
therefore will only do one item at a time. On the other hand you can use the either the Inventory Power
Spreadsheet or the Power spreadsheet to do any rangevehtory that you want. The inventory power
spreadsheet will allow you to pull up any range of inventory and audit these items from all historical
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history. You can use the Power spreadsheet and pull up any of the other historical files like the Sales
Hai2NB FTAES oI L{c¢hw, 0 2N GKS t dzZNOKIF&aS hNRSNJ FAfS
can be pulled up in any fashion, but as long as the file contains an inventory item this inventory may be
audited in a grouping.

Daily Close Out Audit

This type of audit will automatically audit the days transactions and make sure that anything that took
place that day that the affected inventories will leathe correct values in inventory.

In any case, when the inventory is audited, it is verified to be accurate based on all the historical
information. Any transaction that affects inventory is logged in an historical file. Even inventory variances
are lagged. Inventory variances have precedence over other historical information. This means that if
your store received in two widgets, but one was stolen and you subsequently did a physical inventory the
variance is logged to show only one widget in stdgkw whenever an audit is done on this widget item

it will correctly report that the item only has one widget on hand
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5 Matrix Inventory

Inventory entry is very important to yourae and can be very time consuming. This process can be
simplified with the use of a Matrix Table. Using a Matrix will allow mass entry of inventory for any style,

making inventory data entry less time consuming and more efficient. This chapter wilbgiaay
overview of how to use a Matrix table for entering inventory. You will see actual screens from the
program and will be shown step by step how to enter inventory using a Matrix Table.

Matrix Table SHOEMTX B e T S L= | O S
File
| i @
Save Matrix Creator  Save Matrix Table Print .
Style 11458 Cost $£9.00 ¥TD Sold 0
Yendaor ltem Mumber [UPC] Chack
Stare Mumber 1 Retail $138.00 Gty an Order | o LIPT:
| 050 | 055 | 0s0 | 0es | o070 | o075 [ o020 | oe5 [ osn [ oss [ 100 [ 105 [ 110 | 115 [ 120 [ 15 | .
| f_‘\ |
T ez
| R
A3
— |
i B 1 2
B
D
EEE 1 1
-
E2
T Ez
B
[ Es
| H
T =
N
il p
Matrix Table

Using a Matrix

Matrix Inventory is a means of working with related items (SKUSs) of inventory as a gresp.ifEBms will

all have the same style number, but different color and size combinations. For example, a clothing store
may order the same shirt, but in different sizes and colors. Each of these color/size combinations will be a
separate SKU and invengorecord. The Matrix allows you to enter all of these combinations at one time
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(instead of separately), with the Main Inventory screen acting as a template for the style information.

Matrix tables are completely uselefinable. You may have any numbeuafque tables of 32 columns

08 oH NRgad ¢KSe YIe& 06S LINRPBRdAOUG fAYyS aLISOAFAOT 6!
Season specific, (by color). The Matrix tables are simply yourttaey} are there to make inventory entry

quick and efitient.

TIP:The matrix tables have color alias that can be setup to alias the three digit values with a more

descriptive color name. For example, WHT aliases to WHITE and BLK aliases to BLACK. This allows you to
better describe your colors. Hworks on the matrix tables and matrix reports as well as on the matrix
purchase orders.

Using the Matrix to enter Inventory gives you one screen to do many things:

1. Add/Change Inventory Quantities on Hand

2. Add/Change Quantities on Order

3. Create/Ri/Modify Purchase Orders

4. Add/Change Reorder Points and Reorder Amounts
5. Create Ideal or Model Stock Inventories

6. Perform Inventory Variances

Adding New Inventory using the Matrix

To add inventory using a Matrix:

1. Enter into Inventory from the Module Menu.

2. To begin adding inventory, preB2 (NEW)(You will see the function key assignments change
to those functions avéable in the Add Mode.)

3. Now you maystart filling in the fieldsthat will be common to each item in the Matrix,
starting with Store Numbey Description, Taxable, etc. When you get to the Style field, refer
to Section 5.1.1.

TIR Fields such as i@ Number, Size and Color will automatically be entered in Inventory by the Matrix

system, so there is no need to fill in these fields manually. Item Numbers will be created by the system for
new items and will consist of Style + Color + Size. For exafrtpkestyle is 3102, the color is RED and

0KS &aATS Aa mnz GKS LGSY bdzYoSNJ GKIFG Aa ONBIFGSR ¢
Style field, which is where the Matrix Table is actually accessed.
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i '

Matrix Inventory

l . Usethis record as a template for Matrix Entry?

Gaining Access to the Matrix for New Inventory

For new inventory, the Matrix Table is accessed from the Stytkifighe Inventory record.

1. After you have typed in the Style number, the above dialog will be displayed. (This dialog will
only be displayed when you are entering in a new item, while skipping the fields that will be
not be commorfor all of thematrix items.

Matrix Selector 2

What Yalue?
f* On Hand Quantities Only

" On Order Quantities Dnly
" Red Line [Re-Order Pt) | Process |

" Re-Order Amt Quantities Only |

Style Stare Mumber
I

LCancel |

[ Auto Generate Matrix
[ Print Labels/T ags when creating a new item

| Veiify Al UPC Codes for this Gtyle |

| Azzign thiz Style to a Feature Set |

Matrix Table Function Screen

2. Next, select the mode of action. Chodddry | | Y R v dzkoiddanitén3@& hyf & Q
inventoryor work with an existing style already in inventory. See Section 5.3 Matrix Table
Functions for more specific information. (This screen is also used when working with matrix
items. You can use this screen for updating Cost and Retail prices for tleestylér.  You can
also set the inventory feature set for the style you are working with my choosing the button
SyiAdt SR W' aarady GKAa {GeftsS G2 | FSFddz2NB { S

This screen is also used when working with matrix items. You can use this screen for upmtanmgC
Retail prices for the entire style. You can also set the inventory feature set for the style you are working
gAGK o0& OK22aAy3d GKS odzidz2y SydAadGt SR a! aarady GKAaA
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DEFALLT MTx i
EURDKIDS MT3 Mew
ELIROSHOE MT3 :
Genkdbx bt Delet
GLOVES MT: L EIElE
INSOLE MTH
SHOE MT3 :
SOCKS.MT3 Modiy

oK

Cancel

3. Select the matrix table that you wish to work with Simply highlight the correct table and
pressENTERSeeSection 5.2, Defining the Matrix Talide more information.

Matrix Table SHOEMTX

Eile

Save

Matrix Creator

i3
Save Matrix Table

L 4
Print

Style

I
Store Mumber I

YTD Sold

——

Wendar Item Mumber [UPC)

Cost I £0.00

Rietail | $0.00

Gty on Order | 0 |

0o | s | 020

025 | 030 | 035 | 040 | 045 | 0OS0 | 055 | OB0 | 065 | OF0 | OV% | 080

085

e

L S S B B B e
-
[

Jl |

Matrix Table
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5. Once the Matrix table is on the screen, enter as many unique, related items as you like. (Each
of these item records will contain the common fields that ymtered into the Inventory
screen.)Use the arrow keys$o highlight the color and size combinations that you want to

add.

For example, if you wish to enter a shoe width EE in sizes 090, 095, 100, and 105, use the

1 S &thet @se tKekrighKerrdwkéydo mé\@ eh@highlighted area to
GKS &AT S WnolDQ | GRENEEBE S £ K¢S LASdzNB 2 NJ 62 E G Af €
O2ftdzvy tdzi2YlFGAOLIftfeaod ¢CeLIS Ay
continue to add your inventory in this manner, using the arrow keys to direct the cursor box
to the correct color and size combination. When you are finished, [pieé&sSAVE/our

R26y | NNB g

information. The system will create and insert the new item records and rédutime

Inventory screen.

Defining the Matrix Table/Changing Headers

iKS

lj dzl y G A G&

In order to define new matrix tables you should start with one of the default matrix tables and edit it to

meet your needs.

To begin, enter thénventory screerfrom there enter into the matrix screen.

1. Click theEditMenu and choose eithdidit Colo Headeror Edit Size Header
2. To Add new values into the chosen header, type in the value into the text box and Click the

Add button.

3. To Remove an existing item from the chosen header, highlight entry that you want to remove
from the column of kaders on the right and click Delete.
4. To Modify an existing header, highlight it from the column of values on the right and change

the value in the text box, then press modify.

5. When you are finished entering the table headers (top and sidiek Ekit and the new table
will be updated. The matrix table is not updated on disk until you click Row/Col Save.

Save As
u-v- | » Computer » Local Disk (C:) » Winsale » - |6?| | Search Winsale jel |
Organize New folder I R - |
= Name Date modified Type Size -
= -Libraries Sounds File folder
< Documents Update File folder
@' Music Videos File folder
=] Pictures DEFAULT MTX MTX File 1KB
B Videos EURQKIDS.MTX M MTXFile 1KB
EUROQSHOEMTX MTX File 1KB
#d Homegroup GenMteMte MTX File 1KB

GLOVES.MTX
INSOLE.MTX
SHOEMTX
| SOCKS.MTX

18 Computer
&, Local Disk (C:)
&4 CD Drive (E)HP

L e )

MTX File
M MTX
MTX

MTX

File
File
File

1KB
1KB
1KB
1KB -

File name: m

Save as type: |Matnx (*.mix)

“ Hide Folders

] | Cancel ‘
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TIP:The DEFAULMTX has colors down the left hand side of the grid and sizes across the top. (The
SHOE.MTX has widths down the left hand side and sizes across the top.)

Working With Matrix Tables

Matrix tables are really just simple text files with an operating extension of MTX. These files are located
in your data folder (typically located under the Winsale folder.) They are simply text files that consist of
two sets of 32 valuesach. The first set of values defines the Colors (or Widths) and the second set
defines the Size values. The first value in every matrix is a blank item.

The values are listed sequentially inside the actual matrix file but are displayed here in twasdtrm
ONBOGAGEQa al 1So

a ¢ 10
A 15
A2 20
A3 25
B 30
C 35
D 41
E 45

These values may easily be changed with a text editor such as Notepad or WordPad that is supplied with
the Windows Operating System.

Working with an Existing Style

To work with a style which is already in Inventory:

1. Enter the Main Inventory screen.
2. Click the Matrix Button on the top menu.
3. Enter the style to work with and press ENTER.
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Matrix Table Functions

When the Matrix is entered initially, 9 modes are presented (8atix Table Function Screen

On Hand Quantities Only
On Order Quantities Only
Redline Quantities

ReOrder Amount Quantities

HPwbdre

On Hand Quantities

This mode may be used to add inventory (without using a purchase order) or to view existing inventory.
When you are prompted for a styfmimber, just enter the style that you want to view or add. The matrix
table will be displayed showing all quantities on hand for the style. If you are adding new inventory, add
your quantities into the matrix.

Redline and Reorder Amounts

SeeSectionl9 Purchase Orders.

Inventory Variance

The Matrix can also be used to adjust and add quantities by style. You can enter quantities on hand for
already existing stock or add new quantities for items that doaustently exist in inventorySeeSection
22 Taking Physicatventoryfor more infomation.
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6 Inventory Look Up Table

The Inventory Look Up Table allows you to view your inventory quickly using a number of sort criteria and
gives you an easy way to accgssir inventory without knowing the correct Item Number. The Inventory
Table is available from Point of Sale, Inventory, Purchase Orders, Inventory Variance, etc., or anywhere
that you need to lookup inventory by item number. This chapter will give ya@anargl overview of how

to search your inventory using the looip table.

e e T e T Lulstl 1

Inventory Table =l
© 0 2 & & GHOW FOR SINGLE STORE STORE NO.
Exit New Labels | Print T: " SHOW FOR ALL STORES o

Inventary T able
| Item | Str | Description | Size | Color | Style |Vend0r Frice | [ty | Dept |Vendor Item -

| +f

™ Containg [ Containg
Itern Munnber Description | Size || Color Stple | Vendor Mo | Dept UPC Number | Alt Dept

Power
Search

Feature
Select

[F2] [F3] [F4] §_[F5] |__[Fe] [F8] [F4] [F10] [F11]

[~ Display Onlp When has On-Hand Quanties

Inventory Look Up Table

Accessing the Look Up Table from Inventory

To access the Inventory Look Up Tdhden the Inventory Module press thgF4) Search key twice

1. After pressing42 Yy OS> @2 dz ¢ A f EntedltSBm NuMBeNor i $oRtabie @  a
The second time that you presgthe Inventory Look Up Table will appear.
3. ,2dz Oy fta2 OKz22aS (42 f2FR GKS Ay@Syda2NE Ol

top of the inventory screen.

N
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Accessing the Look Up Table from the Quick Sale Screen

There are two ways to search for Inventory from the Quick Sale, Bafasd or Sales Order screen:

1. Place theursor in the Item Number fieldnd press thé=3key. When there is no number entered
into the current item number position, the system will bring you to a blank inventory look up table.

2. With thecursor in the Item Number fieldenter just a part of the item numbeand presENTER If
an exact match is not found in inventorjpet system will call upon the Inventory Table resources to
further narrow down the choice. The Inventory Look Up Table will list all matches to the partial item
number that you typed in. Use tharow keys to highlighthe number that you are looking fond press
ENTERD pull that item into the Quick Sale screen.

Searching with the Look Up Table

In the Inventory Look Up Table there are many ways to searchipeentory:

1. Decide on the main criteria that you are looking for and press the corresponding function key.
2. After pressing the function key that you want to use for your search, type the criteria that you are
searching for and pre€SNTERTYype in just enough information to make your criteria unique.
a. For example, if you pressed ti® (Colorfunction key, you will be searching on the Color
Field of inventory. If you entered the letteBL, you may see entries fd@lack andBlue.
b. After the look up table provides the first list of inventory to meet your criteria, the cursor will
go back to the lower right hand corner of the screen to wait for additional criteria.
3. You may decide that you actually only want to view Blaakét

TIP:If you want to cancel your search and start over again, you may pres&tfidew Viewjo undo the
search criteria. Then start again by choosing a sort option.

a. PressF5I 3| Ay BLKY & LySRENLEWRENS time, only black items wélppear on the
screen.

4. After viewing all of the black items, you may only be interested in black blouses.

a. Press thd-3 (Descriptionjunction key, type in the wordBLOUSEand presEENTERThis is
your second criterion of the search. The systwill relook at every item with the color 'BLK'
and scan those for the ones that are Blouses.

TIR If you have a business which will frequently use a Description search, you will want to consider

beginning your descriptions with a single key identifyimprdZz & dzOK | & &. t 2dzaSé¢ 2 NJ &
a full description of the item. Using this type of description will speed up your search.

5. You maycontinue to narrow down your searchntil only the items that you are looking for are
displayed.

TIR If you are using th#endor Numbeffield or Departmentfield in your search, you may simpjype

the first few letters of the name (once the cursor is in the Vendor Number or Department field), to bring
up an alphabetical listing of the vendors aprtments. Then you camrighlight your choiceand press
ENTER

a. For example, you might only be interested in black blouses which are size S. In this case, you
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g2dd R FRR I GKANR ONRGSNRI o6& LINBaaiAy3I Cn T2

6. You can easily search the Item Number and Description fields in inventory for any partial string
located inside of these fields.
C2NJ SEFYLX ST AT &2dz (y26 (GKIG &2dz KIS +y AGSY (K
can surround the worgou are looking for inside of ? marks and search the description field. The
inventory table will know that you are doing a wildcard search and it will search the entire inventory
database for every occurrence of that string. In the above example yoldvwme ?SUPER? to look for
any item in inventory with the word SUPER in the description.
7. If your company has multiple store locations, with one inventory, you can limit the seatohdby
store only. To do that, you have to set the checkmarknéfarKk 2 6 C2 NJ {{Ay3df S { G2 NB¢

Multiple Stores:
If your stores are sharing inventory information:

1. If you access the look up table from Inventory, the table will shtb@ ¥ @ 2 dzNJ a2 NBaQ Ay D
2. If you access the look up table from the QuicleSaransfer or Inventory Variance modules, the look
uptablewillonlya K2 ¢ (GKS aid2NBQa Ay@Syiu2NE GKIFG A& LISNF2

a

[N

LYy 2NRSN) (2 @OASs y2GKSNJ aG2NBQa AyOSyGa2NER o6& A

1. Enter your criteria like normal and then load the table
2. Select you multiple store options on the top of the screen.
3. The additional stores information will be displayed.

Remember, you will not be able to sell anothdi 2 NEQa Ay @Sy i2NE>X S@Sy (K2dzAK

Exiting, Bringing the Iltem

Once you have found the item you are looking for and highlighted it, [gR3$ERr the Exit (F10
function key. The highlighted item will be brought into the module that you are working from.

Exiting, Without Bringing the item

If the item you were looking for does not exist, or you do not want to bring the item into the module that
you were working from, press tHeSOkey or clickexit. No items will be carried over into other modules.

Getting a New View in Inventory Look Up

After you have entered s&ch criterion, you may decide that you want to look at some other inventory.
This can be done by pressing tRé (New Viewjunction key. This simply erases any existing search
criteria and allows you to start with new criteria.
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7 Customers

The key to business growth and prosperity is Customer focus. Winsale gives you the ability to keep all
customer history intact and to view it with the stroke of a key. To have strong customer history you mus
first have a strong customer database. The customer profile is the first step to establishing a strong
database. This chapter will guide you through setting up your customer profiles to get the most out of the
information you put in.

Menu Map:

Add Mew Customer = | [ P
- i

File . Edit . View, Note_

B 0 @ B M o8 ¢ b & o BB KR

| Exit Mew  Delete Save Find Letter Mote  ARMote ROA  History OldAR  MewAR

F10 F3 F9 F4-L CES8 F7 -H Citrl

This document makagference to the above functions. It defines the functions by the hotkey that
initializes the function instead of the icon name.
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Add Nﬂﬁus‘m mer
File , Edit . View, Note, -
- >
L2 D @ B M sl i A B oo B B
| Exit Mew  Delete Save Find Letter Mote  ARMote ROA  History OldAR  MewAR
- ¢ Numb _+ | & Number Parent Acount Hame
“ ccount Number |[IIEENE - ~ Hame |
Hame Address Employee
& Hame | Employee No. |
QS\ Address | Division No. |
% Address | Birth Date 77
) Postal Code [25570- SSN - -
§~ City |
&L State/Province
. Price L I ART Credit Hold
one - resses
523 . ™ Lvl B (F5 Key) ||{ Bal Pwd f¢ Yes
Fax |[ ) - | Don'tSend Mail | | ~ |yiC (F6 Kev) || =
.“ EMAIL / FY1 | (. LvID(FT Kev) |I"* e £ No
] " LvlE (F& Key) |/ Revolving
~ Occupation | | " Level F :
(:} [~ Persist Prices |||
.
ih Accounting .
.....\ ' & Tax Code Major Account Territory
Q‘h Terms Code Serv Chg Factor Credit Limit $0.00
MTD Payments $0.00 MTD Charges $0.00 BOM Balance $0.00
¥TD Payments $0.00 YTD Charges $0.00 Delinquent Bal $0.00
MTD Sales $0.00 ¥TD Sales $0.00 Date Opened L
Last Pay Amt $0.00 Last Pay Date ) Last Date Sold A
Aging AJR Balance Curreni Owver 30 Ower 60 Owver 90
$0.00 [ £0.00 | $0.00 | goon | 0,00

Where is Customer Information

To gain access to Customer Information:

Press the right arrow key twice from the system's Module menu.
The menu bawill slide to the right and 'Profiles’ will be highlighted.
'‘Customer’ is the first menu option under the Profiles menu.
Highlight Customer using the arrow keys and press ENTER.

e A

TIP Always use either all CAB&all Upper and Lower casghen adding customers, including any
customers added at Quick SaMeverswitch styles once you have begun. Following this rule will keep
your customer look up efficient!

NOTEWinsale includes Smart Capitalization to make entry easier using upper agrdcdase. All you
havetodoistype@ 2dz Y SOSNJ ySSR (2 W{KATFIQ (G2 I OFLAGIT f

When adding customerglwaysenter thelast name first, followed by a comma and a spacHse the
following format: LAST NAME, FIRST NAMBou have customers that ed a post fix added to the
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end of their name, such as, Jr., Sr., etc., enter them in the following fasnaith Jr., John AThis format
will be used by the mailing program to print first name first on mailing labels. It will also keep your
customer lookup efficient!

How To Add Customer Information

1. As soon as you enter the Customer screen you are in the Add mode.

2. The customer number that is displayed is the next available customer number. You do not
have to use the number as shown. You may, for example, use a phone number for the
customer number.

TIR Although the system can automatically number your custorfargoy, it is best to use the
customer's phone number as their account numbef his is how the Point of Sale module expects this
information and it will make customer identification easier at point of sale.

WARNINGYou should never reuse or delete astomer profile unless it is absolutely necessatfyou

reuse a customer number, you will reattach old sales history to the new customer, since sales history is
not deleted unless the profile is deletetYou should never delete a customer profileall of the sales

history will be gone!

3. Type in a phone number, (over the existing number), and geessror just pres€Enterto
accept the number that appears on the screen.

Note: If you don't use eight numbers, then leading zeros will be used to @ip i@ an eight digit
number.

4. Fills in the pertinent fields, pressing ENTER to leave themC@&#emer Fields Definedor
field definitions.

5. When you are finished entering information for this customer, press ENTER after the last
information entered, then press thBAVE (F9key. Nothing will be saved unless you press
the F9 key.

TIP If this customer haslaalance, you must move that balance to the Accounts Receivable system via
Customer Initial Balance Loader. You may also add Customer Information during a trarfsawtitve
Quick Sale, Refund or Layaway screeiseCustomer Fields Definddr more information.

How to Exit

If you decide you don't want to save what you hawtered, press théVIENU (F10key. The screen will
change back to the Main Menu without saving anything.
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How to Search

Thereare three ways to search for a specific customer: Customer Number, Customer Look Up and
Customer Name.

Search By Customer Number

1. Upon entering the customer screetype in the customer numbeto be searched.

2. If the account number is foundthe information recorded for that customer is immediately brought
to the screen for viewing or modification.

3. If the customer number is not foundthe system will assue that you want to add another customer
with this new number, anthe cursor will move to the Name field

a.
b.

If you do not want to add a new customepressESC
If you want to add a new customer, proceeslith adding information.

4. If the customer that appears on the screen is not the correct customer, useshrd F6keys to
locate the correct customer. Sé&evious & Mxt keysfor more information.

Search By Customer Look Up

When the cursor is at the customer number prompt, begin typing the first few letters
2T (KS dQaginaneyY S ND

This will display an alphabetical listing of Customers by Customer Name, (last name

FANBRO AT GKFIGQa K2g¢g @&2dz KIS SyiSNBR
If you typed in letters, you will be in the section of the listing which contains the
letters that you typed.

Use the directional arrows to highlight the customer that you are looking for.
Once the customer is highlighted press B TERey to view and/or modify the
customer profile.

How to Modify Customer Profiles

Once you have the customer information on the screen, you will be in the Modify Mode andochfy m
or delete this customerTo modify:

1.

w

Use your arrow keys to go to tHield that you wish to change. (If your cursor is in the Name
field, press the up arrow to go to the FYI field.)

Type over the information in the field or add to it.

If you make any changes that you want to save, pres&thESavekey.

If you wish to cancel any changes and have not presseB3hi&avekey, press thé10
(Menu), F5 (Previous)r F6 (Nextkeys.

TIP: Remember that nothing is ever saved to the disk unless you specifically save it wih tBave)
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key, or enter brough the last field on the screen.

Previous & Next Keys

TheF5 (Previouskey andF6 (Nextkeys allow for movement to the Previous and Next records. The
previous and next positions are determined by the searching method used. For example, if you searched
the Customer Name field foAd' this might bring upAdams Press th&lEXTkey once angou might get
Adamson. Likewise, if you searched the Customer Number fiel®fpyu would gef00000012 Press

the PREVIOUy once and you would gé0000011

How To Delete

Once you have searched and found the account you are looking for, you may delete it from the customer
file.

Press thé=3 (Deletekey.

A window will pop up to verify that you want to delete the account.

By answeringNo you will retun to modify mode.

By answering/ esthe account will be removed permanently from the customer file.

akrwbdpe

TIP. The system will not allow you to delete an account that has an A/R balance. You will have to remove
the balance before deleting theccount.

To Delete a Customer Profile with an A/R Balance:

Use the arrow keys to move the cursor to e dzNJ . field. y OS Q
Change the Balance @&00.

PressENTER

Presd-9 (Save)

Pull the Customer Profile up again and pre8gqDelete)

Follow the directions above.

Noh~wdRE

WARNINGONce a Customer Profile is deleted, you will not be able to access any Customer History or
the A/R account!

Save Customer Information to Outlook

/| dzZAG2YSNI LYF2NXYIFGA2y Oly 0SS al @SR G2 aAONRaz2‘Ti
to enter information into one place (Winsale) artteh save it to be used in Microsoft Qutlook or any
smartphone that uses Outlook. Microsoft Active sync can then automatically transfer your

information to and from a personal information management device.

The Quick Save to Outlook key is F11 and eamsked from the customer screen.
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wdd NﬁCusbomer | o= 22 |
l Eile . Edit . View, Note, -
W oD @ @8 M i & A Wow BoH 7
‘ Exit MNew  Delete Save Find Letter Mote ARMNote ROA  History OIdAR MewAR
P - ’—ﬁ g ::r,“n:e, Parent Acount Name
: Name Address Empls
§ Ad’:“la Microsoft Qutlook H mp:.ee : = ‘
r .
Addry| . N 77
S renttl] @) ey T
§ | your antivirus software is up-to-date.
.Qk Slataboviy For more information about e-mail safety and how you might e Credit Hold
‘ ::{M be able to avoid getting this warning, dick Help. E
E. [ Allow access for | 1 minute al Fwed ] Yes
|pen I
@ EMAIL [ wow | [ oeny ) [ reb | i
O g
<3 [T Persist Prices || MsjAccount
.h‘ Accounting
:\\“‘i‘ TaxCode| Major Account Territory |
% Terms Code| Serv Chg Factor Credit Limit $0.00
MTD Payments $0.00 MTD Charges $0.00 BOM Balance $0.00
¥TD Payments $0.00 YTD Charges $0.00 Delinquent Bal $0.00
MTD Sales $0.00 YTD Sales $0.00 Date Opened 4
LastPay Amt|  $0.00 LastPayDate | 7/ Last Date Sold 77
Aging AR Balance Current over 30 Over 60 Over 90
$0.00 I 3000 | 3000 | s000 [ $0.00
Save to Outlook warning message
Customer History
2 —_ " b
i Customer History for Vick G (800)-462-4655 [E=REER—
W o
Exit Print Show Details Grab Show All Hist .
Customer History
Date | Invoice | 5M | Oty | QoH | Itern Mumber Description | Frice | Extended «
03/24/2017 0OOO0OOS 1 -1.00 1.00  PES95™W095 ARGON CT $13998  [$139.98)
03/23/2011 00000003 1 1.00 400 PE3I5FMI130 ARGON CT $133.98  $139.98
03/23/2017 00000003 1 1.00 000 Pa33e105 ARGON CT $133.58  $139.98
| |0z/23/2011 00000003 1 1.00 1.00 05308910 MIDMIGHT, Uk02 $29.99 $239.33
03/23/2017 00000002 1 1.00 1.00 05309910 MIDMIGHT, UK03 $28.49 $28.43
03/23/2011 0o000o001 1 200 1.00 PBE3ISWO95 ARGON CT 13393 27336
K1 [
Transfer History Layaway / Gift Certificate Payment History
| Date Invoice | SM | ATy | Itemn Mumber Date Gift Murnber | Payment | Redeemec «
> 3/24/2011  Ly000oon — $0.00 ]
| |3/2a/2011 LvooDODT  $14766
B L 4 e o »
| [P |
Delinguent $0.00
MTD Sales $2.128.44 BOM Balance $0.00 Credit Lirnit $0.00
¥TD Sales 212844 Last Pay Amt $86.E7 Credit Hold N
Refunds: 4419 94 MTD Payments $413.04
YO OFf Price Sales 41.406.47 BE08:  Voided Sales $0.00 YT Payments $413.04
A/R Balance $0.00

Pointof-Sale screen with Customer History

You have access to complete Customer History from the Profile screen:
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1. Pull up the Customer Profile for the customer that you want to view.

2. From anywhere in the profile screen, press @iel-H key combination.
This history will show you sales by invoice number, date and item number, with the exact price that the
customer paid for each item. This is the same history that is available froQulok Sale screen.

You can also view and sort customer history from newest dates to latest dates.

Customer Notes

There are two types of customer notes available:

1. F8 Customer Notekat appear on the Customer Profile and Quick Sale screens
2. F7 Statement Noteshich print on Customer Statements.

Customer Notes

These are usedefinable notes which can be usenlstore any information that you like. You may want to
keep track of birthdays and anniversaries, sizes, family members, credit information, etc. These notes can
be viewed and edited from both Customer Profiles and Quick Sale, so they are a good plae to s
information that you want your sales people to refer to.

To create, view or edit customer notes from the profiles screen:

1. Pull up the Customer Profile for the customer that you want to view.

2. From anywhere in the profile screen, press &

3. Type in the note that you want to save, or type over any part of the note that you want to
change.

4. If you want to delete an existing note, prés3when the note is on the screen. Thatire
note will be deleted.

5. PressES@Gnd your note, with any changes, will be saved.

In the Quick Sale screelf:a Customer has a note attached, it will appear on the right upper corner of the
sales screen. Simply double click note field with left mdug®n to change it, and hibKwhen you are
done. Se&ection 15 Point of Sale Module and Section 10 Notef®ani®re information.

From the Received on Account scredro view notes on Received on Account Screen, double click on
Customer Number, and att typing customer name to initiate a search. After you found customer, click

2y 0SSy KAIKEAIKGAYTI AGQa ylIYSe hy (GKS o020G2Y 2F (K
able to edit, just by clickingan/ f A O1 Y S (i Byou e&to ake/adyicBahges to the note,

just type them in and press OK. S&ection 14or more information.(This option is only available in

Winsale.)

Customer Notes are also sortable from the Mailing Label program. If you use a code for birthdays such as
Blmonth], (ex: BO8 for an August birthday), you can perform a sort from the Mailing label program for all
notes that contain B08. S&ection 19.3 Customer Repdds more information.

Statement Notes
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Statement Notes can be attached to customers from the Customer Profile screen:

1. Pull up the Customer Profile to which you want to add a statement note.
From anywhere in the profile screen, press &

3. Type n the note that you want to save, or type over any part of the note that you want to
change.

4. PresgOKand your note will be saved.

5. When you print monthly statements, any statement notes in the system will automatically
print on the statementsNOTEThese notes will be deleted automatically from the system
when you run statements. You will need to enter new notes for the following month.

SeeSection 10 Note Padgr more information.

n

Customer Letters

Winsale includes the ability to create a simple letter to your customers:

1. Pull up the Customer Profile for the customer to whom you want to send a letter.
Presgd-2 (Letter).
3. The program will presentascreénA 0 K (G2 RIF2Qa RIFIGST GKS Odzai2YS
G581 NXé fAYS daAaAy3d GKS Odzaidi2YSNRa FANRG Y
4. Type in your letter, along with your closing, as if you were using a simple word processor.
5. When you are finished, press tii¢. FP key combmation to print the letter.
6. You will be given a choice of printer options. Choose your printer and print driver and your
letter will print.
7. When you are finished, pre&SCYour letter will le saved until you overwrite it by pressing
F2 and typing a new letter over the old one.

n

Customer Fields Defined

Customer Number (8 Digits) The customer number is automatdilly generated for your convenience. As
you add new customer accounts to the system, the next number is entered automatically for you. Note
however, that you do not have to use the system's auto numbering. You may use any numbering system
of your choice In fact, we recommend the use of the customer's phone number for their account

number. This will make using account numbers easier for customers and salespeople. The system is able
to hold up to 99,999,999 customers.

TIP:If you have multiple customsrusing the same telephone number, you can use the eighth digit as a
suffix to create unique customer numbers. You will always be able to look your customers up by name, so
the number actually becomes irrelevant.

Customer Name (30 A/N) You should alwgs be consistent when adding or modifying this field. Always

let Winsale capitalize the first letter of proper nouns, or always use all CAPITAL letters. Do NOT have
some names in all capital letters and the rest otherwise. This makes searching theeulstok up table

very difficult. Winsale's searching capabilities are case sensitive. Always use Last Name first, followed by a
comma and a space, and then the first name. This format will make look up easier and will be used to
properly produce mail lalis.
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Address Lines 1 & 2 (30 A/N) This address will be printed on the sales ticket, unless otherwise
instructed by the Forms Definition program.

Zip Code (9 A/N} This field is automatically filled in for you if you entered a default zip cotleein
configuration program. If you need to change this zip code, simply type over the default zip code and
press ENTER. You may use either 5 or 9 digits. Do not put a hyphen in between the Zip Code and the '+ 4'
the software will do that for you when mting labels.

If you type in a zip code and press the ENTER key, the system will look at tire HipilCode database
and automatically fill in the City & State fields for you. If you would like to use Upper and Lower case
letters for the city and stateyou may make modifications in the Zip Code Modifier.

The Zip Code database supports Canadian Postal Codes. IT will allow 6 character postal codes with a space
in between the first 3 characters and the last 3 characters. In oamiahis new database format to work,

you must delete the ZIP.BTR file from the WinSale folder on each of your computers before installing the
latest version.

City (20 A/N)- This field is automatically filled in for you if you entered a default cithénconfiguration
program. If you need to change this city, simply type over the default city and press ENTER. If you typed
in a zip code that was found in the zip code database, the City will be filled in for you automatically.
Simply press ENTER to guicihis city.

In some cases the zip code database may have a different city name connected to a zip code than the one
that your customers use. If this occurs, you may type in the correct city name over the name that the
system uses. You may also make armnent change in the zip code database by using the Zip Code
Modifier.

State (3 Char) This field is automatically filled in for you if you entered a default state in the
configuration program. If you need to change this state, simply type over tlailieind press ENTER. If
you typed in a zip code that was found in the zip code database, the State will be filled in for you
automatically. Simply press ENTER to accept this city.

Phone Numbers 1 & 2 The area code is filled in automatically if youerad a default area code in the
configuration program. If you need to change this area code, simply type over the ddfselthe 2

0SSt SLIK2YS ydzYoSNJ FASt R T Zhisfieldki8 appedriniing poNdddieadyl Ay Yy d
reference.

FAX Nimber - If the customer doesn't have one, this can be used as another phone number field. The
area code is filled in automatically if you entered a default area code in the configuration program.

Shipping Address Lines 1 (30 A/NThis field defaultso the Name field as entered above. If this is
correct, press ENTER.

Shipping Address Line 2 (30 A/NJThis field defaults to the Address Line 1 entered above. If this is
correct, press ENTER.

Multiple Shipping AddressesClicking on Shipping Addees button, opens up new window, that allows
you to create multiple shipping addresses per client.

Shipping City (20 A/N} This field defaults to the City field entered above. If this is correct, press ENTER
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Shipping State (3 Cha®This field d&wults to the State field entered above. If this is correct, press
ENTER.

Shipping Zip Code (9 A/N)This field defaults to the Zip Code field entered above. Do not put a hyphen
in between the Zip Code and the '+ 4', the software will do that forwbanever printing.

Email/FYI (20 A/N) This field is used for a Customer Contact or for information you might want to

search for later, using the Customer Profile searching capabilities or the Mailing Label Program. We
recommend placing codes in tHisld that will notify you of birth dates, anniversary dates, etc. These

codes can be anything as simplefd2or BO5 Anniversary in December and Birthday in May,
NEALISOGAQPSted ¢KAA gle AGQa Slhae G2 @&ndoathi S Y Af
through the Customer Mailing Label Program. (You may also store this information in Customer Notes.)

You may also use this field for storing your customers email address.

Employee Numbert; This field is used to add more detailed infornoatiabout Customer for Major
Account Invoicing. This allows quick data retrieval, for companies that have been invoiced.

Division Numberg Department, which customer works in.

Birth Datec Collecting Birth Dates allows you to create different promotidrgd NJ Odza 1 2 YS N A 0 Al
aSYR GKSY I O2YdadyeQa LIaidoOlINR 068

SSN; optional data that can be collected on your request/store policy.

Tax Code (2 Digit€) This is the sales tax code for the customer's city and state. In most cases your tax

codewi f Ffaz2 o0S @2dz2NJ Odzad2YSNRaszx a2 Al gAftf | fNBFRE
just enter through this field. If this field is left blank, the default tax code will be used.

If you have a new tax code or you need to set one up as yewmay press the CTRIEEL key

combination to temporarily exit to the Tax Code Definition Table. Once there, you may view existing

codes or define a new code.

Discount (2 Digits) Enter this number as a percent. For example, if you want to give this customer a 20
percent discount, enter 20 as the discount rate. This discoumttisutomatic. In Quick Sale, you must

choose to make an adjustment to the sale in order to discdltselling price. When you choose to

make this adjustment, the percentage entered into the Customer Profile will appear so that the

alf SALISNE2Y R2Sa y2i KI@S G2 Ww3adzSaaQ lo2dzi GKS Od

Exempt (10 A/N)-- If this customer is tax exemptpy may enter the tax exempt number in this field.
However, this is not mandatory and serves only as a reference. For a tax exempt customer, the tax code
should be 00.

Territory (2 Digits)-- This is the primary salesperson or sales territory for thisocner. This

alf SALISNE2Y Q& ydzYoSNJ gAff 0SS RAaALI @SR o6& GKS t 24
something to this customer. You may override it at the time of sale by typing over it. Using Territory in

this way will allow you to run the Sal®y Territory report. Se®ection 19 Reports.

LT &2dz R2y QG yS8R (G2 (NI} O] &alfSa GSNNAG2NASAS &2d
example, you may have A/R customers who should not receive a statement. Because statements can be
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run by Sales Territory, you can code customers to receive or not receive statements.

Terms Code (2 Digits, or 'D' + 1 digit he terms code represents a discount that you have agreed to give
your customers. It is defined through the Terms Code Definftiontion that you use to set up terms for
vendors. If you will not be using Terms Codes for your customers, fill this field with 00 or just press ENTER.
If you need to look up your existing terms codes or define a new terms code for a customeCprRiE4

from this field to access the Terms Definition Table. Then you can highlight the terms that you want to use
and press ENTER, or add a terms code.

The terms code information may be printed on sales tickets with the following fields (each of these field
can be found in the form definitiorDUE DATE, SHIPPED DATE, DISCOUNT DATE, and the written out
terms definition.

Service Charge (5 Digitsp factor by which this customer's overdue transactions are charged per billing
cycle. (Overdue is defined agransaction that has exceeded the first aging category defined in the
Configuration module.) For example, if you charg§e3i4 percent interest per month (21% Annually) for
overdue accounts, enter .0175 as the service charge factor.

A/R Type Open IteriBalance Forward/Revolving This code represents the type of Accounts Receivable
account that the customer is using. That is a Balance Forward Type, Open Item type, or Revolving. If the
customer is not an Accounts Receivable customer or if they Badance Forward type of customer, you

can leave this field blank. The default is Balance Forward if nothing is entered here.OUse an Open

Item type of Accounts Receivable customer. UséRafor a Revolving type of Accounts Receivable

customer Your customer database may be intermixed with all three of these types of customer A/R
Setups or you may assign all of your customers to the same type.

.FEFyOS C2NBINR A& RSFAYSR lFa YFAYGFAYyAYy3a vikKS Odz
each individual transaction. Open Item is defined as keeping the balance for each individual sales ticket

until it is completely paid off. Revolving is much like Balance Forward except that Revolving works on a
singlemonth basis and is never overdueless the customer does not make the minimum payment for

the month. In the case where the minimum payment is missed or underpaid, the remaining amount
0502YS4 RStAYIljdsSyid IyR A& I RRSR G2 GKS ySEG Y2YyiK
definition alows for all of the pertinent information to print on statements. Sgection 14 Received on

Accountfor more detailed information.

Credit Hold (1 Digits) This is a flag that notifies the Point of Sale Module that this customer is currently
on credit hdd. Enter aY'to place this customer on credit hold, d¥'for no credit hold. If a customer is
on credit hold when you try to charge a sale to A/R, the Point of Sale module will not allow any more
credit to issued to this customer unless the clerk tize proper password rights to ovede the credit

hold.

Credit Limit (5 Digits) You may assign a credit limit for each customer. This field will only accept whole
numbers up to 32,767. When this field is set, the point of sale module will alerpsalgle if the

customer is about to exceed the credit limit defined. If the salesperson has the correct password rights,
they will be able to overide the credit limit in order to complete the sale.

MTD Payments- The total amount of payments applied tiois account during the current month. This
number is automatically updated by the system from the Received on Account screen. It is reset to 0
during the monthly close out if you run MTD Figure Close Out.
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MTD Charges The total amount of charges ajdl to the account during the current month. This
number is automatically updated by the system from the Received on Account screen. It is reset to 0
during the monthly close out if you run MTD Figure Close Out.

BOM Balance (Beginning of Month Balane@jhe amount of this customers Accounts Receivable balance
at the beginning of the current month. This amount is automatically updated by the system from the A/R
close of the Monthly Close out menu.

YTD Payments The total amount of payments applied tioe account during the current year. This
number is automatically updated by the system from the Received on Account screen. It is reset to 0
during the yearly close out if you run YTD Figure Close Out.

YTD Charges The total amount of charges appliéalthe account during the current year. This number
is automatically updated by the system from the Received on Account screen. It is reset to 0 during the
yearly close out if you run YTD Figure Close Out.

Current Balance (12 Digits) This field is autmatically updated by the Point of Sale module and the
Received on Account module. It will reflect all charges and payments made to an account on a real time
basisMonth to Date Sales (12 Digits) The total amount of sales during the current month. Thisnber
reflects all sales to the customer, not just A/R sales. This number is automatically updated by the system
from the Point of Sale screen. It is reset to 0 during the monthly close out if you run MTD Figure Close
Out.

Year to Date Sales (12 Digits)The total amount of sales during the current month. This number reflects

all sales to the customer, not just A/R sales. This number is automatically updated by the system from the
Point of Sale screen. It is reset to 0 during the yearly close out ifyoMTD Figure Close Out. Segtion

17 Close Out MenDelinquent Amount -- The amount that is over due based on the minimum payment
LISNODSyYy Gl 3S FtyR GKS 0Odzzald2YSNRA ! O02dzyida wSOSADII of S
revolving tyge accounts when you close the A/R period It will only be added to when the customer has

not made the minimum payment as specified. When payment is made on an account from the Received

on Account screen, this delinquent amount will be depleted by the arhpaid on account. You may

have this field printed on the customer statements to show the customer the amount that they are

currently in default on.

Last Payment Amount¢ KA &4 A& GKS FY2dzyd 2F GKS Odzad2YSNRa €I
automatically updated by the system from the Received on Account screen and is reset each time a

payment is madé.ast Payment Date¢ KS RIS 2F G(GKS Odzaid2YSNRa {1 ad L
number is automatically updated by the system from the ReceiveAaxrount screen and is reset each

time a payment is made

Date Opened This field represents the date that any new customer profile is added. This date will
automatically be set to the current date when adding any new customer profiles.

Last Date Sold The date of the last sale made to this customer. This field is automatically updated by

the Point of Sale Module. This date begins the aging process for Accounts Receivable customers when
you first move the balance over to the Accounts Receivatagram.

Price Levels

The Customer Profile contains a field called Price Level. This field can be one of 4 choices:[A,B,C,
These price levels are used in conjunction with the price levels that can be defined with each inventory
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item or up from the current cost as defined in the inventory screen.

From the inventory screen you can press the-BLKey combination to defe price levels per inventory
{Y| ® t NAOS [ S@St Wi ¢ Aa GKS RSTFlLdAG IYyR AR RSTAY
When you have given the customer a price level of A,B,C, or D, the POS module will look up the price
defined for theSKU and that will be the default selling price.
This will give you the ability to automatically associate a discount percentage as defined by a discount key
and have the discount automatically applied to any customer or major account employee whemas ite
being rung up. These keys are matched up by Price Level B through Price Level E and are matched up to
the Discount keys F5 through F8 respectively.

Customer Look Up

With Winsale you never have to memorize or know a customer account number. There is full look up
capability in alphabetical order from any customer number field in the program. To access this look up:

7 P

1. From a Customer Number fielype inthe firstiS ¢ £ SGGIGSNAR 2F (K O dzz
name.

2. You will be taken to the alphabetical listing of customers whose names begin with the
letters that you typed in.

3. Use the arrow keys to highlight the correct customer and press ENTER.

The customer Wi be pulled into the field that you did the search from.

5. If you made a mistake, press the ESC key and start again.

»

OR

1. Press theCTRIF1 key combinatiorirom a Customer Number field.

2. YoumaytypeinthefrsES¢ € SGGSNAR 2F GKS Odzad2YSNDRa
keys to locate the customer you are looking for.

3. Highlight the correct customer and press ENTER.

4. If you made a mistake, press the ESC key and start again.

TIR In order to make the customer look up efficient, all customer names should be typedttName
first, followed by a comma and a space, then First Namd entries should be entered the same way
either all Capitalgr all Upper and Lower cas