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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 

ƎŜƴŜǊŀƭ ƻǾŜǊǾƛŜǿ ƻŦ ²ƛƴǎŀƭŜΩs features and why automation at the Point-of-Sale is the key to business 

growth.  The chapter also lists system requirements as well as optional hardware and software, to make 

your Point-of-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 growth.  The 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 retail store and 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 quote-un-quote point of sale system.  It also includes Accounts 

Receivables, Accounts Payables, Inventory Control, and General Ledger.  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 companies processing is supported.  You may process data for virtually any number of separate 

companies, as well as multiple store locations under the same company name. 

Polling remote locations ǘŀƪŜǎ ǇƭŀŎŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅΣ όǳǎǳŀƭƭȅ ŘǳǊƛƴƎ ŜǾŜƴƛƴƎ ƘƻǳǊǎύΣ ƎƛǾƛƴƎ ǘƘŜ άtŀǊŜƴǘ 

[ƻŎŀǘƛƻƴέ ŀƴ ŜȄŀŎǘ ǇƛŎǘǳǊŜ ƻŦ ǿƘŀǘ Ƙŀǎ ǘŀƪŜƴ ǇƭŀŎŜΦ  ¢Ƙƛǎ ŀōƛƭƛǘȅ ŀƭǎƻ ŀƭƭƻǿǎ ŦƻǊ ǘƘŜ ƳƻǾŜƳent of new 

inventory in and out of each store for optimal stocking between locations. 

Mobile Sales are easily accomplished with the integrated mobile sales system.  With this system you can 

Ŝŀǎƛƭȅ ǘŀƪŜ ŀ ƴƻǘŜōƻƻƪ ŎƻƳǇǳǘŜǊ ŀƴŘ Ǝƻ ŘƛǊŜŎǘƭȅ ǘƻ ȅƻǳǊ ŎǳǎǘƻƳŜǊΩǎ site and use your mobile computer as 

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 

system effortlessly. When exporting and importing data between your mobile work force and your in-

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

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

Power Spreadsheets allow 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 rights to have complete control over the data for analyzation or 

for modification purposes. 

Structured Query Language  is used along with other powerful reporting capabilities, Winsale is also 

standardized with state-of-the-art software allowing the end-user to report on, modify or delete any 

record in the system. This front end allows for nearly limitless reporting abilities.  

Zip Code Look-Up  -- Whenever you enter a Zip Code, the software automatically looks up the City and 

State. This saves time entering customer and vendor information and also eliminates inaccuracies. 

Form Definition Winsale allows for full user-definition of all computer generated forms. These forms 

include all sales tickets, inventory hang tags, purchase orders, monthly accounts receivable 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 Bitmaps can be used instead of purchasing expensive custom pre-printed 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 program included with 

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 Screens are available to allow you to customize Winsale for 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 works best for you! 

Balance forward / revolving/ Open Item A/R - WINSALE gives you wide flexibility for in-house charge 

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

ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ōŀƭŀƴŎŜ ŀǎ ŀ ǘƻǘŀƭ ŀƴŘ ƴot by 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 single-month basis and is never overdue unless the 

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

ƛǎ ƳƛǎǎŜŘ ƻǊ ǳƴŘŜǊǇŀƛŘΣ ǘƘŜ ǊŜƳŀƛƴƛƴƎ ŀƳƻǳƴǘ ōŜŎƻƳŜǎ ŘŜƭƛƴǉǳŜƴǘ ŀƴŘ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŜ ƴŜȄǘ ƳƻƴǘƘΩǎ 

minimum charge.  The A/R statement form definition allows for all of these criteria. 



20 / 362 

Open-to-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 period to achieve a predetermined level of sales.  WINSALE gives you a spreadsheet system that 

ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǇŜǊŦƻǊƳ άǿƘŀǘ ƛŦέ ŀƴŀƭȅǎƛǎΦ  ¢ƘŜ ǎǇǊŜŀŘǎƘŜŜǘ ǘŀƪŜǎ ƛƴǘƻ ŀŎŎƻǳƴǘ tƭŀƴƴŜŘ {ǘƻŎƪ-to-Sales 

Ratios, Planned Sales, Planned Markdowns, etc.  See Section 30 for more detailed information. 

Electronic Notes You 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 screen 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 customer or give the names of spouses and 

children.  In the case of Item 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 well as 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 notes or instructions 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.  Monthly 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 Accounts can be setup so that they receive all accounts recŜƛǾŀōƭŜ ōƛƭƭƛƴƎǎ ŦǊƻƳ ǘƘŜƛǊ ŜƳǇƭƻȅŜŜǎΩ 

purchases at your store.  This is a parent-child 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. 

LookΆUp Tables  -- LookΆup tables are available whenever an account number is needed. Typing in an 

account name allows you to view accounts (Customer, Vendor, and Salesperson) alphabetically.  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 into the program application.  LookΆup tables can be exited by simply clicking on Exit. 

Customize Screen Options - Winsale allows you to modify any field or menu name by using the customize 

screen options. This can be done by simply right clicking on certain sections of most screens.   

Data Entry and Editing Keys - Data 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 Capitalization allows 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 

aƛŎƘŀŜƭ hΩ.Ǌȅŀƴ ȅƻǳ ǿƻǳƭŘ ƘŀǾŜ ǘƻ ǳǎŜ му ƪŜȅǎǘǊƻƪŜǎΤ ²Lb{![9 ǊŜǉǳƛǊŜǎ ƻƴƭȅ 15 keystrokes.  This small 

feature alone will save you thousands of keystrokes per year.   

Menu Bars and PullΆDown Windows  -- Winsale allows you to access the application and option menus 

quickly and easily.  All the menus are logically grouped, providing you 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 screen initially for review and can be scrolled in any direction. They can then 
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be printed out 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 business.  The same version works 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 Support: Province abbreviations (three letters) and Postal Codes (alphanumeric) are provided in 

the Customer and Vendor profile screens. Currency Conversions are also supported. Winsale 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 statement programs 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 printed version 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 the touch 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 pressing the F1 key.  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 and up-to-date than the hard 

copy version, thus it should be referenced more often. 

The Help Menu also contains an item called NEW FEATURES LISTING. This menu choice will give you the 

Ƴƻǎǘ ŎǳǊǊŜƴǘ ǾŜǊǎƛƻƴΩǎ ƭƛǎǘ ƻŦ ƴŜǿ ŦŜŀǘǳǊŜǎ ŀƴŘ ōǳƎ ŦƛȄŜǎΦ ¢Ƙƛǎ ƭƛǎǘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ƻƴ ǎŎǊŜŜƴ ƻǊ ǇǊƛƴǘŜŘ ǘƻ ŀ 

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 PC - is required for Magnum Software On-Line Support. 

MICROSOFT SECURITY ESSENTIALS ς free anti-virus software from Microsoft for safety of your computer, 

that would not interfere or block WinSale activity on your PC. 

QUICK BOOKS PRO GENERAL LEDGER -- An easy to use and extremely powerful general ledger system 

designed by Intuit.  Winsale interfaces to Quick Books General 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 books.  With 

this interface you have everything needed to create financial statements.STAMPS.COM ς A 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, envelopes and 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 as well as other areas 

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

Optional Hardware  

The selection of optional hardware supported by Winsale includes numerous amount 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 Drawers:The 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 are not supported.  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 supports most cash drawers. 

DSL/T1 High Speed Internet Connection: 

¢Ƙƛǎ ƛǎ ƴŜŎŜǎǎŀǊȅ ŦƻǊ ŀƭƭ ǊŜƳƻǘŜ ŘŜǎƪǘƻǇκǳǇŘŀǘƛƴƎκǇƻƭƭƛƴƎ ƻǇŜǊŀǘƛƻƴǎ ŀƴŘ ŦƻǊ aŀƎƴǳƳ {ƻŦǘǿŀǊŜΨǎ ƻƴƭƛƴŜ 

support. We recommend a minimum download speed of 1Mbps in order to have optimal performance of 

Winsale. 

Pole Display  (Price Display Screen): 

WINSALE supports both Printer Products , Aedex compatible units and the IBM Sure-One unit. 

Receipt Printers:We recommend Star Micronics receipt printers for ease of use, but, since the program 

allows for complete driver control, you can use any receipt printer. Please check with Magnum technical 

support for specifics.  

Bar Code Printers:WINSALE supports Eltron and Zebra bar code printers. 

Report Printers:Because 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 and ink jet printers because of label configurations. You will need a bar 

code printer to print hangtags and stickers. 

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). 
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2 Getting Started  

 

This chapter will give you step-by-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 started 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 your system has 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 CD ROM drive. 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! 

 

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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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. 

 

3. The next screen displays the standard License agreement. You should read this if you have any 

questions about ownership of the software and the rules of copying software. Accept the terms of the 

license agreement to 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.  In the program, go to the Help menu. 

a.  Click on Update Installer. 
b.  You will receive the option to Download Update on the screen.  
c.  /ƭƛŎƪ ƻƴ ά5ƻǿƴƭƻŀŘ ¦ǇŘŀǘŜέ to begin the download process. You may continue to work in 

Winsale while the download is taking place. 
d.  One the download is complete; Winsale will notify you that it is ready to install the update. 
/ƘƻƻǎŜ άȅŜǎέ ǘƻ ŎƻƴǘƛƴǳŜΦ  

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

f.  Follow each prompt until the update installation is complete. 
 

 
 
 



26 / 362 

Starting the Program  

 

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

 

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 WinSale 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 you have never had any other Magnum Software 

Products on your network the most likely path is the one shown above. (C:\WINSALE\). Click OK to 

continue. 
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The next screen you will see is the Business 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 Business Selection Screen has a 

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

ŘƻŜǎ ƴƻǘ ŎƘŀƴƎŜ ǘƘŜ ŎƻƳǇǳǘŜǊΩǎ ǎȅǎǘŜƳ ŘŀǘŜ ŀƴŘ ǿƛƭƭ ƴƻǘ ŀŦŦŜŎǘ ŀƴȅ ƻǘƘŜǊ ǿƻǊƪǎǘŀǘƛƻƴ ǳǎƛƴƎ ǘƘŜ ǎȅǎǘŜƳ 

on a network. However, any transaction that you make will be time stamped with this date. 

NOTE: Business 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 business 
selection menus.  To use this functionality right-click on the menu option then starting Winsale to hide 
and choose Hide.  To restore the menu back to the default settings, right-click and choose un-hide all. 
 
The Password  prompt allows you to enter the system 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  over-ride will occur. The password over-ride will 

usually be entered by management or a more powerful privilege level. Appropriate passwords can be 

produced at a later date. 

 

Terminal Environment Variable 

 

WinSale requires 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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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 information that 

might come in handy as you work with the program. The first two are self explanatory and are simply the 

status of the num lock key and the system date. 

The next item is the current store number. WinSale can easily manage hundreds of retail stores in real 

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 the ground up to handle multi-locations. Even if you 

don't have multi-locations now, why limit your future. 

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

auditing of transactions. WinSale can handle any 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 item 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 purchasing more 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 modify any field 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 associated 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 remotely 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 interface and uses the VNC Tight open source 
wrapped in a ShowmyPC.com interface wrapper.  This program is also available for your personal use on 
the web at http://www.showmypc.com 
 
 
 

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

 

NOTE: The 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 time, 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 filled. A demonstration company has 

already been setup for you. If you are evaluating the software then no further setup is required. See 

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

http://www.showmypc.com
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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 changing 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, 

Salesperson, etc. 

 

Tax Code Definitions  

 

If you will be doing in-house charge sales or sales which need tax percentages other than the 

default tax rate that you set up in the Configuration, 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 Tax Table is located in the Profiles menu. See Section 7 Customers for 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 later.  You may 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 Screen. See 
Section 9 Vendors for 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 Module 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 Customer Profile Screen. See Section 7 Customers for more information.) This information is 

only necessary if you intend to print the Terms Definition on your Sales Receipts. See Section 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 identify the primary vendor for the inventory item See 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 built-in Open-to-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 inventory together 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 double 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 the old department 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 first choice 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 offer.  See Section 4 Inventory for 

detailed information on how to fill in these fields. 

 

Salesperson Information  

 

Salesperson Information is located in the Profiles Menu.  Each Sales-person 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 can ring up any sales, you must have, at least, a house 

account set up with an assigned number.  See Section Salesperson Fields Defined for 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 can be added to the program at any time, even during the sales 

process.  See Section 7 Customer for 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 

Customer 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 Utilities.  Either 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/R  for 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 options, program prompts, forms, etc. This chapter will guide you 

ǘƘǊƻǳƎƘ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ǎŜǘǳǇ ƻŦ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ŎƻƴŦƛƎǳǊŀǘƛƻƴΦ  ¢Ƙƛǎ ŎƘŀǇǘŜǊ ƛƴǎǘǊǳŎǘǎ ȅƻǳ ƻƴ Ƙƻǿ ǘƻ ŜƴǘŜǊ 

valuable company information. This includes Accounts Receivables, Accounts Payable and Inventory. You 

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 company in the configuration setup.  

After installation of the software, the configuration 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, click on Modules and 

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 program. You may access the configuration program at 

any time thereafter, however, to modify settings.  
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      Main Configuration Menu  

 

The configuration program makes use of logically grouped sections. By selecting menu options, you will be 

brought to other menus or be shown 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 shown and only need to be 

changed if inappropriate for your type of business. 

 
 

Accessing the Configuration Program  

 

1.  CǊƻƳ ǘƘŜ Ƴŀƛƴ aƻŘǳƭŜǎ aŜƴǳΣ ƘƛƎƘƭƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴΩΦ 
2.  From the Windows Start Menu Choose All Programs ς Winsale ς Configuration. 
 

IMPORTANT:  If 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 typically something that relates to your store environment. For example, if your store 

ƴŀƳŜ ƛǎ 5ŀƴƴȅΩǎ CŀǎƘƛƻƴǎΣ ŀ ƎƻƻŘ ōǳǎƛƴŜǎǎ ŎƻŘŜ ǿƻǳƭŘ ōŜ 5CΦ LŦ ȅƻǳ ŀǊŜ ǊǳƴƴƛƴƎ ƛƴ ŀ ƳǳƭǘƛǇƭŜ ǎǘƻǊŜ 

ŜƴǾƛǊƻƴƳŜƴǘ ŀƴŘ ȅƻǳǊ ǎǘƻǊŜ ƴǳƳōŜǊ ƛǎ ΨнΩΣ ŀ ƎƻƻŘ ōǳǎƛƴŜǎǎ ŎƻŘŜ ǿƻǳƭŘ ōŜ ΨлнΩΦ This field must not be left 

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 separate business. The Business 

Code is used internally by 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 WinSale for the first time, you will be automatically taken to the Business 
Code prompt.  

2.  LŦ ȅƻǳ ŀǊŜ ŀŘŘƛƴƎ ŀ ƴŜǿ ōǳǎƛƴŜǎǎΣ ŎƘƻƻǎŜ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳΩ ŦǊƻƳ ǘƘŜ aƻŘǳƭŜ ƳŜƴǳΣ 
then click on New - ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ŦƻǊ ŀ ƴŜǿ .ǳǎƛƴŜǎǎ /ƻŘŜΩΦ 

3.  Type in the two-digit business code that you want to use. 
 

Storage Location  

 

(27 Alpha/Numeric) ς 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 

Ψ/Υ\ WINSALE\5!¢!ΩΣ you are telling the software that you will be storing all of the data in a subdirectory 

ƭŀōŜƭŜŘ Ψ5!¢!Ω ƛƴ ǘƘŜ Ψ²Lb{![9Ω ŘƛǊŜŎǘƻǊȅ ƻƴ ǘƘŜ local drive where you installed the program. (See Section 

2.2 Installation)  The program will automatically create 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 on Data Storage and fill in the correct database path. 

b. The Alternate 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 systems.  The 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 onto the left 

side.    
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   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 on Business Name & Address and fill in the appropriate information. 
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 Business Name & Address prompt 

 

Name (30 Alpha/Numeric) - The business name that you enter here will appear on all printed invoices, 

purchase orders and reports. To 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 proper spacing, and the program will 

capitalize where necessary. 

Address (30 Alpha/Numeric)- 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 prefer.  To enter 

this information: 

 a. Type in the business address, using 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 with the Form Definition Program. See Section 
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20 for more information. 

City -Type in the City in which your business is located. 

 State/Province - Type in the standard state or province abbreviation for your location. You may use 2 or 

3 characters. 

Postal Code - Type in the Postal Zip Code for your business. You may use either 5 or 9 characters. As with 

all Zip Code fields, however, do NOT enter the dash in between the Zip Code and the plus 4 code. 

Phone - Type in the Primary Phone Number, including area code, for your business. This phone number is 

for informational purposes only unless it has been included in your form definitions.  

Fax - Type in the Fax Number, including 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. (See Section 16 Point of Sale Module and 

Section 7 Customer for more information on changing the sales tax rates.) To access this prompt: 

 a. Click on Tax Rate. 

      

      Default Sales Tax prompt 

Default Sales Tax Factor (6 digits) -- Type ƛƴ ȅƻǳǊ ǎǘŀǘŜΩǎ ǎŀƭŜǎ ǘŀȄ ŦŀŎǘƻǊ. If the sales tax rate is 7.5%, type 

ΨΦ лтрΩ ƛƴǘƻ ǘƘƛǎ ŦƛŜƭŘΦ  



39 / 362 

TIP:  OutΆofΆǎǘŀǘŜ ŎǳǎǘƻƳŜǊǎ ƻǊ ƻǘƘŜǊ ΨǘŀȄ ŜȄŎŜǇǘƛƻƴΩ ŎǳǎǘƻƳŜǊǎ ǿƛƭƭ ƘŀǾŜ ǘƘŜƛǊ ƻǿƴ ǘax rates set up in 

ǘƘŜƛǊ ƛƴŘƛǾƛŘǳŀƭ ŎǳǎǘƻƳŜǊ ǎŜǘǳǇ ǎŎǊŜŜƴ ǳƴŘŜǊ Ψ¢ŀȄ /ƻŘŜΩΦ  

¢Ƙƛǎ ŎƻŘŜ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ ƛƴŦƻǊƳŀǘƛƻƴ ǎŜǘ ǳǇ ƛƴ ǘƘŜ Ψ¢ŀȄ /ƻŘŜ 5ŜŦƛƴƛǘƛƻƴΩ ǘŀōƭŜΦ {ŜŜ {ŜŎǘƛƻƴ т /ǳǎǘƻƳŜǊ ŦƻǊ 

more information on the set up of additional tax rates. 

 

NOTE: You can force Tax Rate ς 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 non-zero tax rate 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 can still give a 
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 

ŜƴǘŜǊ м ŦƻǊ ǘƘŜ LƴǾƻƛŎŜ bǳƳōŜǊΣ ǘƘŜ ŦƛǊǎǘ ǎŀƭŜ ǘƘŀǘ ȅƻǳ άǊƛƴƎέ  ǿƛƭƭ ōŜ ŀǎǎƛƎƴŜŘ ǘƘŜ ƴǳƳōŜǊ άлллллллмέΣ  

ǘƘŜ ǎŜŎƻƴŘ ǎŀƭŜ ǿƛƭƭ ōŜ άлллллллнέΩΣ ŀƴŘ ǎƻ ƻƴΦ Lƴ most cases, there should be no reason for you to 

change or edit default numbers. (The exception to this rule is multiple store companies. Please see the 

ΨaǳƭǘƛǇƭŜ {ǘƻǊŜΩ ƴƻǘŜ ōŜƭƻǿΦύ  

To access the Default Number prompt: 

 a. Click on Default Numbers. 
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          Default Numbers Prompt 

 

Multiple Stores   If you have multiple locations, define each location with a unique numbering scheme to 

ensure that there is no duplication when the remote stores are polled. For instance, start store number 

ƻƴŜ ǿƛǘƘ ΨмΩ ŀǎ ǘƘŜ ŦƛǊǎǘ ŘƛƎƛǘ ƻŦ ŀƭƭ ǘƘŜ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎΣ ŀƴŘ ǘƘŜ ǎŜŎƻƴŘ ǎǘƻǊŜ ǿƛǘƘ ΨнΩΣ ŜǘŎΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ 

ǘƘŜ ƴŜȄǘ ŎǳǎǘƻƳŜǊ ƴǳƳōŜǊ ŦƻǊ {ǘƻǊŜ м ǿƻǳƭŘ ōŜ άмллллллмέΣ ǿƘƛƭŜ ŦƻǊ {ǘƻǊŜ н ƛǘ ǿƻǳƭŘ ōŜ άнллллллмέΣ 

etc. 

1.  Next Customer Number (8 Numeric) - The number entered here will be the next number to appear in 
the Customer Profile when you are in the add mode. You may override this default number by typing 
the customer'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 Numeric) - This number will be the next default sales ticket number.  It is 
ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎ ŦƻǊ ǎŀƭŜǎ ǘƛŎƪŜǘǎ ƛƴ ƻǊŘŜǊ ǘƻ ŀǾƻƛŘ 
multiple sales per invoice number! (Sales Ticket Numbers may be over-ridden at the point of sale, 
however, by setting ǘƘŜ Ψ!ǎƪ LƴǾƻƛŎŜ bǳƳōŜǊΩ ǘƻ Ψ¸ŜǎΩ ƛƴ ǘƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ /ƻƴŦƛƎǳǊŀǘƛƻƴ ƻǇǘƛƻƴΦύ 

   

Multiple Stores 

Lƴ ǊŜƳƻǘŜ ǎǘƻǊŜ ŜƴǾƛǊƻƴƳŜƴǘǎ ǿƘŜǊŜ ǘƘŜ ƳƻǘƘŜǊ ǎǘƻǊŜΣ ό¢ƘŜ /ŀƭƭƛƴƎ {ǘƻǊŜύΣ ŀƭǎƻ άǊƛƴƎǎέ ǎŀƭŜǎΣ the mother 

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 POS module 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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ƳŀƪƛƴƎ ǘƘŜ ƳƻǘƘŜǊ ǎǘƻǊŜΩǎ ƛƴǾƻƛŎŜ ƴǳƳōŜǊǎ ǘƘŜ ƘƛƎƘŜǎǘΤ ǿŜ Ŏŀƴ ƎǊŜŀǘƭȅ ǎǇŜŜŘ ǳǇ ǘƘƛǎ ǇǊƻŎŜǎǎΦ 

3.  Next P O Number (8 Numeric) - The next PO number will be the next default number for Purchase 
Orders. Lǘ ƛǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎ ŦƻǊ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎ ƛƴ ƻǊŘŜǊ 
to avoid multiple purchase orders per PO number!  

 
4.  Next Vendor Number (8 Numeric) - This number will be the next default vendor number. You may 
ƻǾŜǊǊƛŘŜ ǘƘƛǎ ƴǳƳōŜǊ ōȅ ǘȅǇƛƴƎ ǘƘŜ ǾŜƴŘƻǊΩǎ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊ ƻǾŜǊ ƛǘΣ ƛŦ ȅƻǳ ǿƻǳƭŘ ǇǊŜŦŜǊ ǘƻ ǳǎŜ 
telephone numbers for convenience. (See Section 9 Vendor Information) 

 

5.  Next Sales Order No. (6 Numeric) - The number in this field will be the next number used for a back 
ƻǊŘŜǊΣ ǇǊŜŎŜŘŜŘ ōȅ ŀ ΨvtΩΦ Lǘ ƛǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎ ŦƻǊ ǎŀƭŜǎ 
orders in order to avoid multiple back orders per QP number! 

 

6.  Next Layaway Number (6 Numeric) - This number will be used for the next Layaway created. You may 
ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎ ŦƻǊ ƭŀȅŀǿŀȅǎ ƛƴ ƻǊŘŜǊ ǘƻ ŀǾƻƛŘ ƳǳƭǘƛǇƭŜ ǎŀƭŜǎ ǇŜǊ ƭŀȅŀǿŀȅ 
number. You may also overwrite the Layaway number by typing over the number when using  

 

WARNING: Lǘ ƛǎ ŜȄǘǊŜƳŜƭȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǳǎŜ ǘƘŜ ǎȅǎǘŜƳΩǎ ŘŜŦŀǳƭǘ ƴǳƳōŜǊǎ ŦƻǊ {ŀƭŜǎ ¢ƛŎƪŜǘ bǳƳōŜǊǎΣ 

Purchase Order Numbers, Sales Order Numbers and Layaway Numbers. If you attempt to use your own 

numbers, you will be at risk of cross-writing or overwriting fields! 

 

 

Optional Equipment Setup  

 

            

            Optional Equipment Prompt 
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NOTE: Bar Code Scanners do not have to be 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 peripheral equipment, 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).   

                

                 Configuration Menu for Pole Displays 

 

You will see a list of pole display brands and models. (See Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴ aŜƴǳ ŦƻǊ tƻƭŜ 5ƛǎǇƭŀȅǎΩ 
above.) Any of these pole displays are automatically compatible 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 display. 

Text Messages 

You may also set up a text file that contains advertising, information for your store or it might be enabled 

to show the discounted price at Point of Sale. This file will be scrolled left to right on the pole display 

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, browse to My Computer, 

to a C:\  WinSale prompt or an F:\winsale network prompt.  
3.  Right click on an empty space in the folder and click on New ς Text Document and name it 

DISPLAY.TXT.   
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4.  Type your message up to 60 characters. 
5.  When you have finished your message, exit out of it, and click Save when prompted. 

 

Barcode Printing  

 

.ŀǊ /ƻŘŜ ǇǊƛƴǘƛƴƎ ŀōƛƭƛǘȅ ƛǎ ōǳƛƭǘ ƛƴǘƻ ȅƻǳǊ ǎƻŦǘǿŀǊŜ ōǳǘ ȅƻǳ ƴŜŜŘ ǘƻ άǘǳǊƴ ƛǘ ƻƴέ ōȅ ŎƘƻƻǎƛƴƎ ǘƘŜ ōŀǊ ŎƻŘŜ 

format. WinSale can print out bar code symbology 3 of 9 to any IBM or Epson compatible printer.  

TIP: 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 that it is IBM or 

EPSON emulation. 

To set up the program to print bar codes: 

1.  Highlight and click on /ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳΩ from the main Module menu. 
2.  /ƭƛŎƪ ƻƴ hǇǘΩƭ 9ǉǳƛǇƳŜƴǘ {ŜǘǳǇΩΦ  
 

 

Configuration Menu for Bar Code Printing 

There are many different options to choose from for either a 9 pin or 24 pin printer. (See Configuration 

Menu for Bar Code Printing above.) The option chosen is determined by several factors. You will have 

greater success by choosing Option 1 = 2 Line 9 Pin Wide or Option 2 = 2 Line 24 Pin Wide. (These are the 

largest styles in both height and width.) 

 

1.  Readability is the most important factor in determining the bar code format. Because Dot 
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 thickness of 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 you will get 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 the Wide bar code. 

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

ƘƛƎƘƭƛƎƘǘ ǳǎŜ Ψbƻ .ŀǊŎƻŘŜ ǇǊƛƴǘƛƴƎΩΦ 
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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 the program where and how it can be accessed. 

To set up the program for cash drawers: 

1.  IƛƎƘƭƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳΩ from the main Module menu. 
2.  /ƭƛŎƪ ƻƴ hǇǘΩƭ 9ǉǳƛǇƳŜƴǘ Ω.  

 

        

 

        Configuration Menu for Cash Drawer Set Up 

 

The first section asks where your printer is connected to your computer: 

1.  If the cash drawer is a serial cash drawer it is typically connected to Com1: or Com2:. 
2.  If you are using a receipt printer, the cash drawer is typically a parallel cash drawer and is 

connected to LPT1:. 
3.  Highlight the correct option. 

 

The next section will ask you for the Cash Drawer Open Signal: 

1.  For Serial Cash Drawers the Open Signal is typically 0. 
2.  For Parallel Cash Drawers (those used with a receipt printer), the Open Signal is typically 7. 
3.  Type in the correct signal and click on Test to confirm setup. 

 

Note:  The cash drawer will open from 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 not directly, then setting it up to work is different.  
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1. Click on Start Menu ς Devices and Printers ς Add a printer (Sart ς Control Panel ς 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 USB001), click  Next. 
4. When you will be prompted to choose Manufacturer, scroll for Generic and in Printers choose 

Generic/Text Only. 
5. Name your printer the way you want, e.g. Receipt 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. Choose Do not share this printer. Hit Next. 
7. Click Finish, and you are done installing new printer driver. 
8. Click on Start  Menu ς Devices and Printers. Right click on the printer driver you just created and 

choose Printer Properties. Then choose Printer Commands  Tab and in the Begin Print Job text 
field type: <07>  
(Star Printer Code; for other codes compatible with your printers, please follow the instructions 

provided with your printer). 

Created with the Personal Edition of HelpNDoc: Free CHM Help documentation 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 information must be supplied before you can download from 

your data collector.(See Section 33 Physical Inventory for more information on using data collectors.) 

To set up the program for data collectors: 

1.  IƛƎƘƭƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳΩ from the main Module menu. 
2.  /ƭƛŎƪ ƻƴ hǇǘΩƭ 9ǉǳƛǇƳŜƴǘ ΩΦ  

 

           

           Configuration Menu for Hand Held Configuration 

 

To set up your data collector: 

1.  The first information to be supplied is the Com port that the data collector will be connected to. 
a.  Choose the correct Ψ/ƻƳ ǇƻǊǘ ŦƻǊ 5ŜǾƛŎŜΩ. 
b.  Your two choices are -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 

http://www.helpndoc.com/
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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 is the Baud Rate, which 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 speed that your data collector can accept. 
To exit the Configuration program from the main menu, click on Save and then click on Exit. 

WinSale supports big variety of Data Collectors available on market today. To utilize as much models as 

possible, WinSale uses the import file created by data collectors to gather information needed. To 

transfer that information, there are Xfer and 232Read applications 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 cards that you accept, you will see those credit cards 

on the split-tender screen at point of sale. 

To enter the Credit Card Setup program: 

1.  IƛƎƘƭƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳΩ from the main Module menu. 
2.  /ƭƛŎƪ ƻƴ Ψ/ǊŜŘƛǘ /ŀǊŘ {ŜǘǳǇΩΦ     

 

      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 month, since 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 existing credit cards in the top left 

corner. To delete a credit card: 

1.  Highlight the block to the left of the credit card that you want to delete and press the DELETE 
key on your keyboard. 

2.  A warning will appear to confirm your choice,  
3.  If you decide not 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 In-House A/R Account connected to the credit card: 

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

 
 

X-Charge Setup  

 

You may specify where X-Charge data is to be stored in the configuration program. 

1. CǊƻƳ ǘƘŜ aŀƛƴ aƻŘǳƭŜǎ ƳŜƴǳ ƘƛƎƘƭƛƎƘǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ά/ƻƴŦƛƎǳǊŀǘƛƻƴέΦ 
2. /ƭƛŎƪ ƻƴ Ψ/ǊŜŘƛǘ /ŀǊŘ {ŜǘǳǇ ΨΦ 
3. To notify the configuration that X-Charge is installed, Check the X-Charge is installed field. 
4. If X-Charge 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. 
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Printers  

 
 

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

 
Printer Options Tab in Configuration Menu 
 

 
Don't Print in Landscape - enabling this option will prevent any of your reports to be printed in 
landscape.   
 
Don't Hide any Printers from This User - with this option enabled 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 from the Printers List.  
 
 

Accounts Receivable Setup  

 

For Winsale users utilizing the Accounts Receivable module, this portion of the configuration program is 

extremely important as it sets up the 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 you may use any combination that you like. These aging 
brackets will be the categories reported on in the A/R Aging Report. (See Section 19 Reports and 
Section Accounts Receivable for more information.) 

 



49 / 362 

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 overwritten when you print statements by typing in an 
άhǾŜǊǊƛŘŜ 5ǳƴƴƛƴƎ aŜǎǎŀƎŜέΦ .ŜǎƛŘŜǎ ǘƘŜǎŜ ƳŜǎǎŀƎŜǎΣ ǘƘŜǊŜ ŀǊŜ ŀƭǎƻ ǎǘŀǘŜƳŜƴǘ ƴƻǘŜǎ ŀǾŀƛƭŀōƭŜ ǘƻ 
remind customers that they are behind in payment. (See Section  Accounts Receivable for more 
information.)  

 
3.  Statement Form Number (1 Digit)   
 There is one pre-defined form for statements in the program which has been designed to print on 

white paper. The program will provide the headings and you may use a dot matrix or laser printer. Of 
course, you may design your own 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 charge from this configuration screen.  This  default Service charge 

will be filled automatically in the customer profiles when adding a new customer.  

 

 NOTE: In 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.  

 

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, 

both from thŜ /ǳǎǘƻƳŜǊ {ŎǊŜŜƴ ŀƴŘ ǘƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ ƳƻŘǳƭŜΩǎ vǳƛŎƪ !ŘŘ ǎŎǊŜŜƴΦ  

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

Created with the Personal Edition of HelpNDoc: 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. 

http://www.helpndoc.com/
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Pennies Precis ion  

 

This field is used to tell the system to what degree of accuracy you 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 create a numerically sequential vendor item number 

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

ǘƘŜ Ψ±ŜƴŘƻǊ LǘŜƳ bǳƳōŜǊΩ ŦƛŜƭŘ ƛƴ ǘƘŜ LƴǾŜƴǘƻǊȅ ǎŎǊŜŜƴΦ ²ƘŜƴ ǘƘƛǎ ƻǇǘƛƻƴ ƛǎ ǘǳǊƴŜŘ ƻƴΣ ŀ ǾŜƴŘƻǊ ƛǘŜƳ 

number will be 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 cross-reference.  

NOTE: This 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 the form number to use for the inventory labels and hangtags. There 

may be times when you need to print a different style hangtag or label. For example, you may want to use 

hangtags on hanging garments, stickers on packaged garments and butterfly stickers on jewelry. By 

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

labels. The prompt will be: Ψ/ǳǊǊŜƴǘ [ŀōŜƭ CƻǊƳ bǳƳōŜǊ ƛǎ ψψΦ 9ƴǘŜǊ CƻǊƳ bǳƳōŜǊ ǘƻ ǳǎŜΩ  where the 

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 option will limit any price changes only to your 
local store, without affecting any other stores.  
 
 
 

Quantity Precision  

 

This field is used to tell 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 0 to 4 decimal  places. 

For example, you can have a quantity of 1 displayed as 1, 1.0, 1.00, 1.000, or 1.0000. This is useful for 

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

 

 

Default Margin  

 

¢Ƙƛǎ ǿƛƭƭ ōŜ ǘƘŜ άƳŀǊƪ ǳǇέ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ŎŀƭŎulate resale prices. This mark up percentage will be 

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 resale price. See 

Section 4 Inventory for more information. 

TIP: If you do not want the system to automatically calculate the resale price based on cost you can set 

the default margin 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 the hang tag or inventory label. There is one pre-

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

first time, the software will look to see if ǘƘŜǊŜ ƛǎ ŀ ŦƻǊƳ ƴǳƳōŜǊ ΨмнΩ ƛƴ ǘƘŜ ŦƻǊƳ ŘŜŦƛƴƛǘƛƻƴ ŦƛƭŜΦ LŦ ǘƘŜǊŜ ƛǎ 

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. 

NOTE: In 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  

 

 
 
This is a flag identifying the tax status of an item.  Entry "Y" is for a taxable item or "N"  if it is not.  (See 

άDέ ŀƴŘ άLέ ōŜƭƻǿΦύ ²ƘŜƴ ȅƻǳ ǳǎŜ ǘƘŜǎŜ ǘŀȄ ŎƻŘŜǎΣ ǘƘŜ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ƳƻŘǳƭŜ ǿƛƭƭ  ǇǊƻƳǇǘ ȅƻǳ ǘƻ ōŀŎƪ 

order goods that are not in stock.   

You may also choose "F" 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 `NONSTh/YΩ ŦƻǊ ǎǳŎƘ ŎŀǎŜǎΦύ   

¢ƘŜ ŎƻŘŜǎ άDέ ŀƴŘ άLέ ŀǊŜ ŀƭǎƻ ǳǎŜŘ ŦƻǊ ƴƻƴǎǘƻŎƪ ƛǘŜƳǎ ƻǊ ƛǘŜƳǎ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ƴŜǾŜǊ ōŀŎƪ ƻǊŘŜǊΦ  ²ƘŜƴ 

they are used you will not ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ōŀŎƪƻǊŘŜǊ ƛǘŜƳǎ ŦǊƻƳ ǘƘŜ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ǎŎǊŜŜƴΦ  ²ƘŜƴ άDέ 

(Department) is used the item wƛƭƭ ōŜ ǘŀȄŜŘΦ  ²ƘŜƴ άLέ ό[ŀōƻǊύ ƛǎ ǳǎŜŘ ǘƘŜ ƛǘŜƳ ǿƛƭƭ ƴƻǘ ōŜ ǘŀȄŜŘΦ 

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 under Inventory Set Up. (See 

Section 3.10 Point of Sale Module Options ) 

TIP:  ¢ƘŜ άDέ ǘŀȄ ŎƻŘŜ ƛǎ ƴƻǊƳŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛǊǎǘ ǎǘŀǊǘƛƴƎ ǿƛǘƘ ǘƘŜ ǇǊƻƎǊŀƳΦ  .ȅ ŎǊŜŀǘƛƴƎ 
ά5ŜǇŀǊǘƳŜƴǘέ ƛǘŜƳǎΣ όǎŜŜ LǘŜƳ bǳƳōŜǊǎ ŀōƻǾŜύΣ ŀƴŘ ǳǎƛƴƎ ŀ άDέ ǘŀȄ ŎƻŘŜΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ start selling 
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. 
 
NOTE: If a customer is tax exempt, his tax status overrides the `¸Ω ŀƴŘ άDέ ǘŀȄ ŦƭŀƎǎΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ŀƴ 

item is marked as taxable, but the customer is marked as nonΆtaxable, tax will not 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 Price Up 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 use Margin Calculation.  
 
 

Costing Options  

 

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

 

A.  Last in First Out (LIFO)  LIFO uses only the most current cost for an item, as entered in the 
Purchase Order procedure. In other words, the only price that is used for valuing inventory is 
the cost that was used on the last purchase order. 

B.  Average (Weighted Average)  Average uses a weighted average of costs. In 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.  First in First Out (FIFO)  FIFO uses the very first cost that was put into the inventory record 
when the inventory 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 will not change. 
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Accounts Payable  Setup  

 

 

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

A.   Check Form Number - This is the form definition used to define the check layout. 
There is one pre-defined 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 new one using a different 
number in the Form Definition utility. 

 
NOTE: 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 Form Definition for information on how to 

design forms.   

B.  Default Checking Account Number ς Because 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 receiving purchase orders 
or adding through the Payables/Entry screen, but typing a new number into the 
Checking Account prompt may overwrite it. See Accounts Payable for more 
information. 
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C.    Purchase Order Form Number - Form 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 Multiple Business companies throughout this section. 

Multiple Stores refers to one company with multiple locations. Multiple Business refers to multiple 

companies having separate databases. 

 

Adding  a Remote Store  

 

When you enter the Remote Store Setup, a new menu-bar will be displayed on the left-hand side of the 

screen.  This menu contains the list of stores that the Mother Store (or Warehouse) will call during each 

communication. (At the remote site locations, you will only have to set up the one local location.) There 

are also options for adding, deleting or editing store set-ǳǇǎΦ {ŜŜ {ŜŎǘƛƻƴΧну for information on how to 

use these options. 

At the Mother Store location, you will enter the store setup for the first remote store to be called.  

TIP:  At the Mother Store, you will create a set up for each remote location, but not for the Mother Store. 

At each Remote location, you will only create a set up for that location and no others. 

For Remote Site Locations, you will enter the setup information for the store you are physically at only.  
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Store Setup  

 

 

Type in the Store Name, Address, City, State and Zip Code 

If you are at the Mother Location, you will be entering information for the remote site stores. 

If you are at a Remote Site store, you will enter information for that store and no others. 

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

store number. 

Extraction Business Code  This is the Business Code for the store that you are configuring. In other words, 

the Business Code, as defined in the Configuration Program under Business Code, will be the same as the 

Extraction Business Code.  

NOTE:  The Mother Store and Remote Stores do not have to have the same business/extraction codes. 

Insert #1 Business Code This is the business code for the primary location (Mother Store/Warehouse) that 

will receive the data. This is typically the same as the Business Code. 

A. At the Mother Store, for a single business setup with multiple locations, this will be the same as 
the Extract Business Code. For some multiple business setups, with multiple locations, use the 
business code for the company receiving the data. (Call Magnum Software for more information 
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on setting up this type of configuration.) 
A.  Remote site locations should always use their own business code as defined in the 
/ƻƴŦƛƎǳǊŀǘƛƻƴ tǊƻƎǊŀƳ ǳƴŘŜǊ Ψм - .ǳǎƛƴŜǎǎ /ƻŘŜΩΦ 

B.  Type in the two-character code 
 

6.  Insert #2 Business Code will be highlighted. This should only be filled in for multiple business 
companies. 

 

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

B.  Remote site locations will never use this field. 
C.  Type in the two-character code. 
 

Only Allow Transfers to Stores -  To 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 at each remote and mother location.    

 

Options  

 

1.  Xfer / Read A/P Information 
A.  At the Mother Location this field is used to direct Winsale to send updated Accounts 

Payable information to the Remote Site Location(s). 
B.  At the Remote Site ǘƘƛǎ ŦƛŜƭŘ ŘƛǊŜŎǘǎ ǘƘŜ ǇǊƻƎǊŀƳΩǎ ŜȄǘǊŀŎǘƛƻƴ ǊƻǳǘƛƴŜ ǘƻ ōǳƛƭŘ 

updated Accounts Payable information and tells winsale to transfer the information 
to the Mother Location. 

 
 2.    Xfer / Read A/R Information 

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

B.  At the Remote Site ǘƘƛǎ ŦƛŜƭŘ ŘƛǊŜŎǘǎ ǘƘŜ ǇǊƻƎǊŀƳΩs extraction routine to build 
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 

warehouse 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 system to send all other remote 

stoǊŜǎΩ ŎǳǊǊŜƴǘ ƛƴǾŜƴǘƻǊȅ ǘƻ ǘƘŜ ǎǘƻǊŜ ǘƘŀǘ ȅƻǳ ŀǊŜ ǎŜǘǘƛƴƎ ǳǇ. In other words, if you set 

{ǘƻǊŜ м ǘƻ ¸9{ ŦƻǊ Ψ·ŦŜǊκwŜŀŘ hǘƘŜǊǎΩΣ ǘƘŜȅ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǾƛŜǿ {ǘƻǊŜ н ŀƴŘ о ƛƴǾŜƴǘƻǊȅΦ 

See Section 4 Inventory for more information. 
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NOTE: A Remote Site cannot sell inventory from another remote site, even though they may be set up to 

ǾƛŜǿ ǘƘŜ ƻǘƘŜǊ ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅΦ 

A.  At the Mother Location, if you want to send this store (the one that you are setting 
ǳǇύ ǘƘŜ ƻǘƘŜǊ ǎǘƻǊŜΩǎ ŜƴǘƛǊŜ ŎǳǊǊŜƴǘ ƛƴǾŜƴǘƻǊȅΣ ǘƘŜƴ ǎŜǘ ǘƘƛǎ field to YES. 

B.  At the Remote SiteΣ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ƛƴǎŜǊǘ ƻǘƘŜǊ ǎǘƻǊŜǎΩ ƛƴǾŜƴǘƻǊȅΣ ǎŜǘ ǘƘƛǎ ƻǇǘƛƻƴ ǘƻ 
YES. 

 

5.  Mother Location 

This information is very important for remote communications 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 transfers to 
other locations when the inventory record for the other location is changed and saved. 
No quantities are transferred when this is done, but all of the other inventory information 
is. This allows the Mother Store to change a Price or Description, etc. for an outlying 
ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅ ƛǘŜƳΦ ²ƘŜƴ ǘƘŜ ŎƘŀƴƎŜ ƛǎ ǎŀǾŜŘΣ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 
updated to the outlying store. (You may also make inventory record changes using the 
Auto Inventory Update. See Section 13 Utilities for more information.) 
If a transfer is initiated from the Mother Location and the receiving store does not 
already have this item in inventory, an inventory record will be automatically created at 
the receiving store. If the transfer is not initiated at the Mother Location and the 
receiving store does not have the item in inventory, an inventory record will not be 
ŎǊŜŀǘŜŘΦ ¢ƘŜ ƛǘŜƳ ǿƛƭƭ ǎǘƛƭƭ ōŜ άǘǊŀƴǎŦŜǊǊŜŘέ ōǳǘ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǎǘƻǊŜ ǿƛƭƭ not show it in 
inventory. 

 

A.  At the Mother Location: 

1.  Every remote store that you set up should say YES for the Mother 
Location option.  

B.  At the Remote Site: 

1.  The remote store should always say NO for 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 with extreme caution, however. When this option is set to YES, Btrieve files are 

opened. This WILL lead to data loss if the computer loses power or is rebooted during the actual 

insertion process. This option should only be set to YES when a great speed increase is absolutely 

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 would not want to move selling prices 

when you transferred additional items.      
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¢Ƙƛǎ ƻǇǘƛƻƴ ǿƻǊƪǎ ōƻǘƘ ŀǎ ŀƴ ΨŜȄǘǊŀŎǘƛƻƴΩ ƎǳƛŘŜƭƛƴŜ ŀǘ ǘƘŜ ǎŜƴŘƛƴƎ ǎǘƻǊŜ ŀƴŘ ŀƴ ΨƛƴǎŜǊǘƛƴƎΩ 

ƎǳƛŘŜƭƛƴŜ ŀǘ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǎǘƻǊŜΦ ¢ƘŜǊŜŦƻǊŜΣ ƛŦ ǘƘŜ ǎŜƴŘƛƴƎ ǎǘƻǊŜ ƛǎ ǎŜǘ ǘƻ ΨƳƻǾŜ ǎŜƭƭƛƴƎ ǇǊƛŎŜǎΦΦΩ    

but the receiving store is not ǎŜǘ ǘƻ ΨƳƻǾŜ ǎŜƭƭƛƴƎ ǇǊƛŎŜǎΦΦΩΣ ǘƘŜ ǇǊƛŎŜǎ ǿƛƭƭ not be inserted at the        

receiving store. In order for prices to be transferred, both the sending and receiving stores must 

ōŜ ǎŜǘ ǘƻ ΨƳƻǾŜ ǎŜƭƭƛƴƎ ǇǊƛŎŜǎΦΦΩ 

 

NOTE:  Prices are always sent for new inventory. When the transfer process does not find an inventory 

ƛǘŜƳ ƛƴ ǘƘŜ ǊŜŎŜƛǾƛƴƎ ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅΣ ƛǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǘǊŀƴǎŦŜǊǎ ŀƴŘ ƛƴǎŜǊǘǎ ǘƘŜ ǎŜƭƭƛƴƎ ǇǊƛŎŜ ŀƭƻƴƎ ǿƛǘƘ 

the rest of the inventory record. 

 

8.  Adjust Cost on Insert and Average on Transfer - With 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 stores. This 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 businesses outside United States of America, that accept multiple currencies, this tab will 
help you setup your in-store currency exchange rate and using a link to Yahoo! Finance allows 
you to look up current exchange rates. 
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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 pre-setup for you. 
 
For any questions on customizing or setting up G/L, call Magnum Software: 843-757-5097 
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Folders  

 
 

This portion of setup should stay intact and should not be changed from default settings, 
otherwise WinSale might not operate properly or data 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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Point Of Sale Module Options  

 

¢Ƙƛǎ ƳŜƴǳ ŀƭƭƻǿǎ ŦƻǊ ŀ ƴǳƳōŜǊ ƻŦ ƻǇǘƛƻƴǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ ƳƻŘǳƭŜΩǎ ǇŀǊŀƳŜǘŜǊǎΦ L¢ Ŏŀƴ ōŜ 

found by accessing Point Of Sale Screen, then Tools - POS Options. 
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               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 Esc key to go back to the Quantity column and change the quantity to a number other than 1. See 

Section Point of Sale Module) 

 

Repeat Last Salesman  

If your store has one salesperson per check-out 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 

ǎŀƭŜǎǇŜǊǎƻƴ ƴǳƳōŜǊ ΨнΩ ǿŀǎ ǘƘŜ ƭŀǎǘ ǇŜǊǎƻƴ ǘƻ ǊƛƴƎ ǳǇ ŀ ǎŀƭŜ ǘƘŜƴΣ ǿƘŜƴ ƛǘΩǎ ǘƛƳŜ ǘƻ ǊƛƴƎ up the next sale, 

ǘƘŜ ǎŀƭŜǎǇŜǊǎƻƴ ƴǳƳōŜǊ ǿƛƭƭ ŎƻƳŜ ǳǇ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀǎ ΨнϥΦ  ό¸ƻǳ Ŏŀƴ Ŝŀǎƛƭȅ ŎƘŀƴƎŜ ǘƘƛǎ ǎŀƭŜǎǇŜǊǎƻƴ 

ƴǳƳōŜǊ ŀǘ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ōȅ ǇǊŜǎǎƛƴƎ 9{/ ǘƻ ƎŜǘ ǘƻ ǘƘŜ Ψ{aΩ ŎƻƭǳƳƴ ŀƴŘ ǘȅǇƛƴƎ ƻǾŜǊ ǘƘŜ ǎŀƭŜǎǇŜǊǎƻƴ 

number. (See Section Point of Sale Module) 

 

Current Store Number  

 

Enter the applicable store number (the store number where the point of sale workstation is).  
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1.  Since WinSale allows you to operate many store locations under one business setup, enter 
the current store number for which you will be processing data.  If you are using one location, 
ƭŜŀǾŜ ǘƘƛǎ ŀǘ ΨлΩ όȊŜǊƻύΦ  

 

Multiple Stores 

There will never be a need for you to change the current store number. If you are set up as a multi-store 

company, there will be prompts throughout the program for all of the purchase orders, inventory and 

reports. See Section Remote Store Utilities for more information. 

To change the current store number (at a remote site): 

2.  Double click in Ψ/ǳǊǊŜƴǘ {ǘƻǊŜ bǳƳōŜǊΩ and type in the store number. 
\  
 

Sales Ticket Form Number  

 

This is the sales number that will be used throughout the point of sale module. There are several pre-

defined forms already built into the program. If you alter any of the pre-defined forms, use the new form 

number from the Form Definition program at this prompt. 

NOTE: In 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.   

 

           

            Configuration menu for Point of Sale  options 

 

Sales Order Form Number  

 

NOTE: In 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 sales 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 several pre-defined forms already built into the 

program. If you alter any of the pre-defined forms, use the new form number from the Form Definition 

program at this prompt. 
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Purchase Order Form Number  

 

¢Ƙƛǎ ƛǎ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ŦƻǊƳ ƴǳƳōŜǊ ǘƘŀǘ ǿƛƭƭ ōŜ ǳǎŜŘ ǘƻ ǇǊƛƴǘ thΩǎΦ ¢ƘŜǊe are two pre-defined forms 

already built into the program: 

1.  NEBS Form U9040 - ¢Ƙƛǎ ŦƻǊƳ ƻǇǘƛƻƴ ǿƛƭƭ ǳǎŜ ǘƘŜ ǎŀƳŜ ΨLb±hL/9Ω ŦƻǊƳ ǘƘŀǘ ȅƻǳ ǳǎŜ ŦƻǊ ǎŀƭŜǎ 
receipts. You should only use this option for non-matrix purchase orders on a dot matrix 
printer.  

2.  White Paper - This form can be used with both non-matrix and matrix purchase orders, on a 
dot matrix printer or a laser printer. The program will provide all headings for this form. 

3.  User Defined Type - You may define a form definition, (or have Magnum Software design it), 
for any purchase order form that you have used with other software programs. 

 

NOTE: 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.   

 

Ask Form Number  

 

This option allows for a prompt at point of sale that asks for the form number to use for the sales 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 also be turned on and off from the Tools Menu in the Point of Sale module. See Section  

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

sale. 

 

Skip Register Menu  

 

LŦ ǘƘƛǎ ƻǇǘƛƻƴ ƛǎ ŜƴŀōƭŜŘΣ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ǎƪƛǇ ǘƘŜ ΨwŜƎƛǎǘŜǊΩ menu between transactions and remain in the 

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 created. This is a practice that you should avoid! In most cases you should allow 

the system to assign purchase order numbers in orderΦ hǘƘŜǊǿƛǎŜΣ ȅƻǳ Ƴŀȅ ŜƴŘ ǳǇ άŎǊƻǎǎƛƴƎέ thΩǎ ŀƴŘ 

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). See Section 15 Point of Sale Module for more information on the prompts.) There are three set 

up combinations for these prompts: 

 

1.  !ƭǿŀȅǎ !ǎƪΧ NO  (Default Setting) 
       bŜǾŜǊ !ǎƪΧ   NO  (Default 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  

 

LŦ ȅƻǳ ǘǳǊƴ ǘƘƛǎ ƻǇǘƛƻƴ ƻƴ ŀƴŘ ȅƻǳǊ ǎŀƭŜǎǇŜƻǇƭŜ ŎƘƻƻǎŜ ǘƘŜ Ψ9 Ґ DƛŦǘ /ŜǊǘƛŦƛŎŀǘŜΩ ǘŜƴŘŜǊ ƻǇǘƛƻƴ ŀǘ Ǉƻƛƴǘ ƻŦ 

sale, they will be prompted to enter a gift certificate number. The program will check this number against 

ƛǘΩǎ ŦƛƭŜ ƻŦ ƻǇŜƴ ƎƛŦǘ ŎŜǊǘƛŦƛŎŀǘŜǎ ǘƻ ŘŜǘŜǊƳƛƴŜ ƛŦ ǘƘƛǎ ǘŜƴŘŜǊ ƻǇǘƛƻƴ Ŏŀƴ ōŜ ŀŎŎŜǇǘŜŘΦ ό{ŜŜ Section Point of 

Sale Module for more information.) If this option is turned off, any gift certificate will be accepted and 

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 should not allow salespeople to split sales in 

order to insure the integrity of sales records. (See Section Point of Sale Module and Section Salesperson 

Definition for more information.)  

 

Print Options  

 

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

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

print to device from every other section of the ǇǊƻƎǊŀƳΦύ ¢ƘŜ ŘŜŦŀǳƭǘ ǎŜǘǘƛƴƎ ŦƻǊ ǘƘƛǎ ƻǇǘƛƻƴ ƛǎ Ψ!ǎƪ ¦ǎŜǊ 

tǊƛƴǘŜǊ ŀǘ th{ΩΦ You may also specify 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 

ŀ ǘǊŀƴǎŀŎǘƛƻƴ ŀƴŘ Ǝƻ ǘƻ ǘƘŜ ǘŜƴŘŜǊ ǎŎǊŜŜƴΣ ǘƘŜ ŘŜŦŀǳƭǘ ǘŜƴŘŜǊ ǘȅǇŜ ŎƻŘŜ ǿƛƭƭ ōŜ ŀǘ ǘƘŜ Ψ/ƻŘŜΥΩ ǇǊƻƳǇǘ ǎƻ 

that you only 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  

  
 
¢ƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ ŘƛǎŎƻǳƴǘ ƪŜȅǎ Ƴŀȅ ōŜ ŎǳǎǘƻƳƛȊŜŘ ŦƻǊ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ŎƻƳǇŀƴȅΩǎ ǇǊŜŦŜǊŜƴŎŜǎΦ They are 
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. 
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4 Inventory  

 

Overview 

Accurate control and safeguarding of inventory are crucial ingredients of a successful, well-organized 

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 

ƛƴŦƻǊƳŀǘƛƻƴΦ  [ƛƪŜǿƛǎŜΣ ²ƛƴǎŀƭŜΩǎ Ǝƻŀƭ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ǘƛƳŜƭȅ ŀƴŘ ŀŎŎǳǊŀǘe information pertaining to the 

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. 

 

 

    F10   F9 F2 F3 F4  Ctrl+T Ctrl+

M 

Ctrl

+L 

Ctrl

+H 

F8  F7 Alt+

Bksp 

F11 

 

 

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, colors, and 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 Decimal Precision - Price and cost entries may use from zero to four decimal places. 

Quantity Decimal Precision - Quantity entries may use from zero to four decimal places. 

User-Defined Sort Fields - Reports may be sorted by seven user-defined 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 discount of the 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 Identification -- You may identify the primary purchasing source of each item as well as supplying 

ǘƘŜ ǾŜƴŘƻǊΩǎ ƛǘŜƳ ƴǳƳōŜǊ ǳǎƛƴƎ ǳǇ ǘƻ мр ŎƘŀǊŀŎǘŜǊǎΦ  

Reordering -- You are alerted when the stock on hand reaches a specified reorder point.  You may reorder 

items from a central location for all locations based upon stock levels or you may reorder stock separately 

from each location. 

Item Stock Inquiry -- This on-line feature lets you display on-hand quantity and quantities on order or on 

layaway for an item. 

Detailed Sales History -- 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 pull up the 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 may change 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 automatically calculated 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 the process 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 example, you 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 displayed on the inventory 

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 program to ensure that your inventory counts are always accurate. 
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             Inventory Screen 

 

How to Add Inventory  

 

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

creation of purchase orders.  This section will guide you through adding inventory directly into the 

inventory system without the aid of purchase orders. See Section 18 Purchase Orders for information on 

creating and filling purchase orders. 

To access Inventory, highlight Inventory on the Module Menu and press ENTER.  You will be greeted with 

a large cƻƭƭŜŎǘƛƻƴ ƻŦ ŦƛŜƭŘǎΦ  5ƻƴΩǘ ǿƻǊǊȅ--you will not have to fill them all!  However, by 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 entering--unique 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 with unique color and size combinations.  The matrix table will 

allow you to enter view and modify all of the size and color combinations of a style at one time instead of 

item by item. See Section 5 Matrix Inventory for information on how to use matrix tables. 
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Adding Inventory without the Matrix  

 

We will start by entering inventory that does not require a matrix.  When you enter the Inventory screen, 

notice the function key assignments across the bottom of the screen. 

1.  Press the F2 (ADD) function key. The cursor will appear in the Item Number field at the top of 
the screen. 

2.  Type an item number, then press ENTER. (For more information on Item Numbers, see 
Section 4.7 Inventory Fields Defined.) The cursor will appear in the next field that you need to 
fill in.  

3.  Continue to fill in information until you have filled every field that you wish to track. When 
you are finished filling information, press the F9 (SAVE) key.  A blank inventory record will 
appear with the cursor in the Item Number field. You may continue to add inventory, always 
pressing the F9 (SAVE) key to save each completed record.  

4.  If you do not want to add additional inventory or if you do not want to save an inventory 
entry , press the F2 (NO ADD) key. The function key assignments at the bottom of the screen 
will change and you can press F10 (EXIT) to go back to the Module Menu. 

 

TIP: Nothing will be saved unless the F9 (SAVE) key is pressed when you are finished entering information 

for an item.  

See Section  Inventory Fields Defined, for a definition of each of the inventory record fields and some 

suggestions for assigning Inventory Numbers to your inventory items. 

NOTE: Remote 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 log file. This is done 

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

stores.  

 

Clone  

 

¢ƘŜ Ψ/ƭƻƴŜΩ function allows 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 pressing the F11 
(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 Item Number to the new item just cloned 
from an existing item. 

3.  When you are finished editing the record, press F9 (SAVE) to save the new item.   
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How to Search (F4)  

 

1.  From the main Inventory screen press the F4 (SEARCH) key.   
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 press ENTER.   
3.  The window 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 the Vendor Name and 
Department Name are displayed at the bottom of the screen for easy reference. 

 
 
 

Searching with the Inventory Look Up Table  

               

 

    Inventory Look Up Table 

 

In addition to searching for inventory by item number you may also use the Inventory Look Up Table. See 

Section 6 Inventory Table for more information about the Inventory Look Up Table.    

1.  To access the inventory table, press the F4 (SEARCH) key 2 times in succession from the 
Inventory screen or click on them icon on the top of the screen labŜƭŜŘ Ψ¢ŀōƭŜΩΦ ¢ƘŜ LƴǾŜƴǘƻǊȅ 
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, press the F6-Style function 
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key.   
3.  The cursor will move to the Style Box on the Look Up Table.  Type in the Style Number that 

you are searching for and press ENTER.  The system will display all of the inventory items with 
this style number.   

a. You can also check to only display on ς 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 
άȊƻƻƳ ƛƴέ ƻƴ ǘƘŜ ƛǘŜƳ ȅƻǳ ǿŀƴǘΦ   

5.  Highlight the correct item, (using the arrow keys),  and press the ENTER key.  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:  

If you are a multipƭŜ ǎǘƻǊŜ ŎƻƳǇŀƴȅ ŀƴŘ ƘŀǾŜ ŎƘƻǎŜƴ ǘƻ ά{Ƙƻǿ CƻǊ !ƭƭ {ǘƻǊŜǎέΣ ȅƻǳ Ŏŀƴ ǾƛŜǿ ŀƴƻǘƘŜǊ 

ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅΦ 

NOTE: When 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 and F6 NEXT 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 the Modify Mode. 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 modify, type over or add to the information in 
the field.   

2.  When the information in the field appears as you want it, press the ENTER key.  If you want to 
save your changes, you must also press the F9 (SAVE) key after pressing ENTER. 

3.  After saving the item, you may use the F6 (NEXT) key to go directly to the next inventory 
ǊŜŎƻǊŘΦ Lǘ ƛǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅ ǘƻ άƎƻ ōŀŎƪ ǘƻ ǎǉǳŀǊŜ ƻƴŜέ ōȅ ǳǎƛƴƎ Cп ǘƻ ǎŜŀǊŎƘ ŦƻǊ ǘƘŜ ƴŜȄǘ ǊŜŎƻǊŘ 

 

TIP: If you wish to cancel any changes you have made and you have not pressed the F9 (SAVE) 

key, press the F2 (NEW) key. This restores the original inventory record and will not save any 

changes. 

Multiple Stores:  

In multiple store companies, at the Mother store location, if the record being modified and saved is not 

ǘƘŜ ŎǳǊǊŜƴǘ ǎǘƻǊŜΩǎ όaƻǘƘŜǊ ǎǘƻǊŜΩǎύ ǊŜŎƻǊŘΣ ǘƘŜƴ ǘƘŜ saved record is also entered as an automatic transfer 

to the store that the item belongs to.  This only takes place at the Mother store location.  For 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 1.  See Section Remote Store for information on 

setting up a store as the Mother Store Location. 

 



74 / 362 

Getting Around -  Previous and Next Keys  

 

The F5 (PREVIOUS) and F6 (NEXT) keys 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 

ǳǎǳŀƭƭȅ ǘƘŜ LǘŜƳ bǳƳōŜǊ ŦƛŜƭŘΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǳǎŜŘ ΨоaΩ ƛƴ ŀ ǎŜŀǊŎƘ ōȅ LǘŜƳ bǳƳōŜǊ ȅƻǳ ƳƛƎƘǘ ōǊƛƴƎ 

ǳǇ Ψоa!CCΩΦ  tǊŜǎǎ ǘƘŜ NEXT key once and you might geǘ Ψоa!CC-мΩΦ  

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 the Inventory module using the ENTER  key. 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 from Active Inventory and 

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

ŀǊŎƘƛǾŜ ŀƴȅ ƛǘŜƳ ǿƛǘƘ ŀƴȅ IL{¢hw¸ tw9{9b¢Η  LŦ ȅƻǳ ŘƻƴΩǘΩ ǎŀƭŜǎ ƻǊ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ƘƛǎǘƻǊȅ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ 

be accurate because the type data i.e., Department number, vendor number, etcetera will not be known 

for reporting. 

To Archive: 

1.  Press the F3 (DELETE) key.   
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! 

 

 

 
 
 
 



75 / 362 

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 did not want to delete the item from Active Inventory:  

1.  Go to the Inventory screen and  press the F8 (Archive) key to work with Archived Inventory.  
2.   The caption  will  change to Archive Inventory.   
3.  CƛƴŘ ǘƘŜ ƛǘŜƳ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ Ψǳƴ-ŘŜƭŜǘŜΩ ǳǎƛƴƎ ǘƘŜ F4 (Search) key or the Look Up Table. Pull 

the item into the Inventory screen. 
4.  With the item displayed in the Inventory screen, use the F3 (Delete) key to delete it from the 

Archive File.   
5.  A window will appear asking if you want to Un-Archive the item.   
6.  Once deleted from the Archived Inventory file, the item will automatically return to the Active 

Inventory File.   
7.  Use the F8 (Archive) key to return to the Active Inventory File. 

 

 

Inventory Fields Defined  

 

Lƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛǎŎǳǎǎƛƻƴǎ ǘƘŜ ŀōōǊŜǾƛŀǘƛƻƴ άA/Nέ ƳŜŀƴǎ άŀƭǇƘŀƴǳƳŜǊƛŎΦέ 

Note: You may right-ŎƭƛŎƪ ŀƴŘ ŎƘƻƻǎŜ Ψ/ǳǎǘƻƳƛȊŜ ŎǳǊǊŜƴǘ {ŎǊŜŜƴΩ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƴŀƳŜǎ ƻŦ ŦƛŜƭŘǎ ƛƴ ƻǊŘŜǊ ǘƻ 

customize 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 Inventory (See Section Matrix Inventory) is used to enter 

inventory, the Item Number will be automatically generated based on Style, Color and Size.  (If the Style is 

ΨммлнΩ ŀƴŘ ǘƘŜ /ƻƭƻǊ ƛǎ Ψw95Ω ŀƴŘ ǘƘŜ ǎƛȊŜ ƛǎ ΨуΩΣ ǘƘŜ LǘŜƳ bǳƳōŜǊ ƛǎ Ψммлнw95уΩΦύ  LŦ ǘƘŜ ƳŀǘǊƛȄ ƳŜǘƘƻŘ ƛǎ 

not used,  there are two suggested methods of creating item numbers: 

1.  Prefix the item number wiǘƘ ǘƘŜ ǇǊƛƳŀǊȅ ǾŜƴŘƻǊΩǎ ƴǳƳōŜǊΦ  !ǎ ŀƴ ƛƭƭǳǎǘǊŀǘƛƻƴΣ ƛŦ ǘƘŜ ǇǊƛƳŀǊȅ ǾŜƴŘƻǊΩǎ ƴǳƳōŜǊ ƛǎ ȫллллллнсΩ 

ŀƴŘ ǘƘŜ ǾŜƴŘƻǊΩǎ ƛǘŜƳ ƴǳƳōŜǊ ƛǎ !CC ǘƘŜƴ ǳǎŜ нсΆAFF as the item number. 

2.  tƭŀŎŜ ŀƴ ŀōōǊŜǾƛŀǘŜŘ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ǇǊƛƳŀǊȅ ǾŜƴŘƻǊΩs name in front of the item code.  As an illustration, if the primary 
ǾŜƴŘƻǊΩǎ ƴŀƳŜ ƛǎ ȫоa  tǊƻŘǳŎǘǎΩ ŀƴŘ ǘƘŜ ǾŜƴŘƻǊΩǎ ƛǘŜƳ ƴǳƳōŜǊ ƛǎ !CC ǘƘŜƴ ǳǎŜ оa!CC ŀǎ ǘƘŜ ƛǘŜƳ ƴǳƳōŜǊΦ 

 

These two methods will eliminate the problem of duplicate style numbers between vendors and make the 

ōŜǎǘ ǳǎŜ ƻŦ ²ƛƴǎŀƭŜΩǎ ǎŜŀǊŎƘƛƴƎ ŎŀǇŀōƛƭƛǘƛŜǎΦ 

The Item Number is stored internally in a character base, not a numeric base.  This does not mean that 

you cannot have numbers in your Item Number--you certainly may.  However, a character base is sorted 

differently than a numeric base.  For example, in a report that lists Item Numbers, you would probably 

expect them to be listed as follows: 

 INΆ1 

 INΆ2 
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 INΆ10  

 INΆ11  

 INΆ20  

 INΆ21 

However, the Record Manager, using a character base, will list them in the following manner: 

INΆ1 

INΆ10 

INΆ11 

INΆ2   

INΆ20  

INΆ21   

Therefore, if you want your Item Numbers to be listed numerically, you should precede a single digit 

number with a zero.  For example, the preceding list should be numbered as follows: 

INΆ01 

INΆ02  

INΆ10  

INΆ11 

INΆ20  

INΆ21 

 

Store Number (3 digits)  --  Since Winsale can accommodate 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 Item Numbers that you may want to set up. 

In order to create comments on a sales ticket, such as an alternate shipping address for a customer or a 

ǎǇŜŎƛŀƭ ƴƻǘŜΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ŀƴ ƛǘŜƳ ƛƴǘƻ LƴǾŜƴǘƻǊȅ ǿƛǘƘ ǘƘŜ LǘŜƳ bǳƳōŜǊ Ψ/haa9b¢Ω.  In Inventory, press 

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 recognize this signal 

and allow you to place a custom message in the Description column.   There will not be any quantity or 

pricing attached to this comment. 

ALTERATIONS - For ringing alterations charges into a quick sale, add an item to inventory with an item 

ƴǳƳōŜǊ ΨALTERATIONSΩΦ ό¦ǎŜ ǘƘŜ Cн !ŘŘ ŦǳƴŎǘƛƻƴ ŦǊƻƳ ǘƘŜ LƴǾŜƴǘƻǊȅ ǎŎǊŜŜƴΦύ CƻǊ ŘŜǎŎǊƛǇǘƛƻƴΣ ǘȅǇŜ ƛƴ 

ALTERATIONS.  

Leave your Cost and Resale Price as $0. Go to the Department 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 alterations. 

LŦ ȅƻǳ ŀǊŜ Ƨǳǎǘ ǎǘŀǊǘƛƴƎ ƻƴ ǘƘŜ ǎȅǎǘŜƳ ŀƴŘ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ƛƴǇǳǘ ŀƭƭ ƻŦ ȅƻǳǊ ƛƴǾŜƴǘƻǊȅ ƛƴǘƻ ǘƘŜ ǎȅǎǘŜƳ ŀǘ ƻƴŎŜΣ 

you may set up Item Numbers that correspond to your Department Numbers. These items should be set 

up as above for alterations, using the Department 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 entered into Inventory 

ȅŜǘΣ ȅƻǳ Ŏŀƴ ǘȅǇŜ ǘƘŜ ƛǘŜƳΩǎ 5ŜǇŀǊǘƳŜƴǘ bǳƳōŜǊ ƛƴǘƻ ǘƘŜ LǘŜƳ bǳƳōŜǊ ŦƛŜƭŘ ŀƴŘ ƻǾŜǊǘȅǇŜ ǘƘŜ ŎƻǊǊŜŎǘ 

price. 

This store numbering system lets multiple stores determine the availability of stock at another location, 

since the store number is attached to every inventory item.  (A store cannot sell ŀƴƻǘƘŜǊ ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅΣ 

however.  See Section 28 Remote Store Utilities for more information.) 

TIP: It is recommended that you sequentially number your stores starting with zero. This 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 needlessly. 

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 portionsτDescription 1 

and Description 2. The Look Up tables only utilize 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 Definition. See Section Form Definition 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 characters, 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 allow you to easily look 

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 items which are available for 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 quantities may be 

overwritten by using the Inventory Variance or by simply typing over the quantity in the field.  

TIP: You should password protect the ability to change Inventory quantities once you are up and running 

on the system! See Section Passwords for more detail. 

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 automatically 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 (1 Char)  --  This is a flag identifying the tax status of an item.  Enter `¸Ω if it is a taxable item or ǸΩ ƛŦ ƛǘ 
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ƛǎ ƴƻǘΦ  ό{ŜŜ άDέ ŀƴŘ άLέ ōŜƭƻǿΦύ ²ƘŜƴ ȅƻǳ ǳǎŜ ǘƘŜǎŜ ǘŀȄ ŎƻŘŜǎΣ ǘƘŜ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ƳƻŘǳƭŜ ǿƛƭƭ  ǇǊƻƳǇǘ ȅƻǳ 

to back order goods that are not in stock.   

You may also enter C̀Ω 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 ŀƴ ƛǘŜƳ ƴǳƳōŜǊ ǎǳŎƘ ŀǎ ȫbhb{¢h/YΩ ŦƻǊ ǎǳŎƘ ŎŀǎŜǎΦύ   

¢ƘŜ ŎƻŘŜǎ άDέ ŀƴŘ άLέ ŀǊŜ ŀƭǎƻ ǳǎŜŘ ŦƻǊ ƴƻƴǎǘƻŎƪ ƛǘŜƳǎ ƻǊ ƛǘŜƳǎ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ƴŜǾŜǊ ōŀŎƪ ƻǊŘŜǊΦ  ²ƘŜƴ 

they are used you will not ōŜ ǇǊƻƳǇǘŜŘ ǘƻ ōŀŎƪƻǊŘŜǊ ƛǘŜƳǎ ŦǊƻƳ ǘƘŜ Ǉƻƛƴǘ ƻŦ ǎŀƭŜ ǎŎǊŜŜƴΦ  ²ƘŜƴ άDέ 

(5ŜǇŀǊǘƳŜƴǘύ ƛǎ ǳǎŜŘ ǘƘŜ ƛǘŜƳ ǿƛƭƭ ōŜ ǘŀȄŜŘΦ  ²ƘŜƴ άLέ ό[ŀōƻǊύ ƛǎ ǳǎŜŘ ǘƘŜ ƛǘŜƳ ǿƛƭƭ ƴƻǘ ōŜ ǘŀȄŜŘΦ 

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 under Inventory Set Up. (See 

Section 3.10 Point of Sale Module Options ) 

TIP:  ¢ƘŜ άDέ ǘŀȄ ŎƻŘŜ ƛǎ ƴƻǊƳŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛǊǎǘ ǎǘŀǊǘƛƴƎ ǿƛǘƘ ǘƘŜ ǇǊƻƎǊŀƳΦ  .ȅ ŎǊŜŀǘƛƴƎ 
ά5ŜǇŀǊǘƳŜƴǘέ ƛǘŜƳǎΣ όǎŜŜ LǘŜƳ bǳƳōŜǊǎ ŀōƻǾŜύΣ ŀƴŘ ǳǎƛƴƎ ŀ άDέ tax code, you will be able to start selling 
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. 
 
NOTE: If a customer is tax exempt, his tax status overrides the `¸Ω ŀƴŘ άDέ ǘŀȄ ŦƭŀƎǎΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ŀƴ 

item is marked as taxable, but the customer is marked as nonΆtaxable, tax will not 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 time before last.  This cost is used in the average costing 

method for inventory. 

Current Cost (10 Digits)  --  This is the cost of the item when it was last 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 configuring the software 

will determine how this field is updated by the purchase order module. See Section Inventory Setup for 

more information.  

TIP: You may also print a Cost Code on your hangtags for an easy reference for your salespeople. See 

Section 20.6 Cost Code Definition for more information. 

Margin/Mark-Up (5 Digits)  --  This percentage is used to mark up Current Cost to the Resale Price.  There 

are two mark-ǳǇ ŎŀƭŎǳƭŀǘƛƻƴ ƳŜǘƘƻŘǎ ƛƴŎƭǳŘŜŘ ƛƴ ²ƛƴǎŀƭŜΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ƳŜǘƘƻŘ ƛǎ ŎŀƭƭŜŘ ΨMARGINΩΦ  LŦ ȅƻǳ 

use a 50% mark-up, enter 50 in this field.  (You may also use fractional percentages.)  The MARGIN 

formula uses a MarkΆUp based on Retail Price as follows: 

 

  

For example, if you have an item that has a retail value of $11.70  and it cost you $5.85, then the 

MarkΆUp percentage would be 50%. 
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The other mark-ǳǇ ŎŀƭŎǳƭŀǘƛƻƴ ƳŜǘƘƻŘ ƛǎ ŎŀƭƭŜŘ ΨMARK-¦tΩ and is calculated as a percentage of Cost: 

 

For example, if you have an item that costs $5.85 and you need $5.85 for a Mark-Up, then the MarkΆUp 

percentage would be 100%. 

 

 

To choose the mark-up 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. See Section  Inventory Setup. 

 

{ŜǘǘƛƴƎ wŜǎŀƭŜ tǊƛŎŜ άaŀƴǳŀƭƭȅέ -- Many sǘƻǊŜǎ ōŀǎŜ ǘƘŜƛǊ ǎŜƭƭƛƴƎ ǇǊƛŎŜ ƻƴ ŀ άƎǳǘέ ŦŜŜƭƛƴƎ ƻŦ ǿƘŀǘ ǘƘŜ 

market will pay.  In other words, they do not use a keystone (50%) mark-up or a constant mark-up.  You 

may inform the Inventory system not to automatically calculate the selling price by using a 0% Margin.  If 

you enter a 0 in the Margin field, the Inventory module will not 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 selling price. 

TIP:  Even though you set a margin of 0% for an item, all sales reports will still accurately  report on the 

actual margin of the sales.  This field plays no part in reporting of sales. 

Resale Price (10 Digits)   --  This is the price for which you will sell the item unless you set up a sale price. 

(See Sale Price below.)  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 field, the Resale 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 than one dollar, the Resale Price will automatically change. 

TIP:  .ŜŎŀǳǎŜ ǘƘŜ aŀǊƎƛƴκaŀǊƪǳǇ ǇŜǊŎŜƴǘŀƎŜ ǿƛƭƭ ǎƻƳŜǘƛƳŜǎ ǇǊƻŘǳŎŜ wŜǎŀƭŜ tǊƛŎŜǎ ǿƛǘƘ άŎŜƴǘǎέΣ ȅƻǳ Ƴŀȅ 
want to use the Retail Price Table to set up standardized Resale Prices.  Whatever you set up as your 
άǎǘŀƴŘŀǊŘέ ǇǊƛŎŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŀǇǇŜŀǊ ŀǎ ȅƻǳ ŀŘŘ ƛƴǾŜƴǘƻǊȅ ƻǊ ŎǊŜŀǘŜ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊǎΦ 
 
NOTE: When adding NEW items into inventory the resale price is automatically calculated based upon the 
Margin/Markup inputted over and above the Current Cost Price.  If the Current Cost gets updated after 
ǘƘŜ ƛǘŜƳ ƛǎ ŎǊŜŀǘŜŘ ²ƛƴǎŀƭŜ ǿƻƴΩǘ ǳǇŘŀǘŜ ǘƘŜ wŜǎŀƭŜ tǊƛŎŜ ōŀǎŜŘ ƻƴ ǘƘŜ aŀǊƎƛƴκaŀǊƪǳǇ /ŀƭŎǳƭŀǘƛƻƴΦ Lƴ 
other words, the Resale Price will only get calculated when creating NEW items either in inventory or 
when creating new items with a Purchase Order. 
 
List Price (10 Digits)   --  This is the ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ suggested price.  This field is for informational 

purposes only and plays no part in determining the selling price of an item.  However, you can print this 



80 / 362 

price on the hang tag if the Resale Price is lower than the List Price.  This is used to show your customers 

that you are charging a lower price than suggested by the manufacturer. 10 Sale Price (12 digits)  --  If you 

wish to place an item on sale, enter tƘŜ {ŀƭŜ tǊƛŎŜ ƘŜǊŜΦ  LŦ ǘƘƛǎ ŦƛŜƭŘ ƛǎ ŦƛƭƭŜŘ ƛƴ ŀƴŘ ǘƘŜ Ψhƴ {ŀƭŜ ¦ƴǘƛƭΩ ŦƛŜƭŘ 

is blank or greater ǘƘŀƴ ǘƻŘŀȅΩǎ ŘŀǘŜΣ ǘƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ ƳƻŘǳƭŜ ǿƛƭƭ ǳǎŜ ǘƘŜ {ŀƭŜ tǊƛŎŜ ƛƴ ǇƭŀŎŜ ƻŦ ǘƘŜ wŜǎŀƭŜ 

Price.  The Sale Price can be changed manually in the Inventory module, (by typing over any existing sale 

price), or from the Auto Inventory Update Function under the Utilities Menu. (See Section Automatic 

Inventory Update) 

On Sale Until (Date)  --  This is the date on which a sale price expires for an item.  If there is a Sale Price 

defined for the item and the On Sale Until date is greater ǘƘŀƴ ǘƻŘŀȅΩǎ ŘŀǘŜΣ ²Lb{![9 ǿƛƭƭ ǳǎŜ ǘƘŜ {ŀƭŜ 

Price instead of the Resale Price.  If the On Sale Until date is the same ŀǎ ǘƻŘŀȅΩǎ ŘŀǘŜΣ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǳǎŜ 

the Resale Price, not the Sale Price.  This field is prompted for when using the Automatic Inventory 

Update program to mark down items. (See Section Automatic Inventory Update) 

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

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 the Inventory record. (See Section 13.1 Automatic Inventory Update)  

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.  Use the Reorder 

Notification Listing ǳƴŘŜǊ ǘƘŜ ΨLƴǾŜƴǘƻǊȅΩ ƘŜŀŘƛƴg in the Reports module.  (See Section Inventory 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 and will appear on the Reorder Notification Listing report. You may also use the 

Matrix table to set up Reorder Quantities by style.  

TIP:  ¢ƘŜ ǘǿƻ ŦƛŜƭŘǎ ŀōƻǾŜ Ƴŀȅ ōŜ ǳǎŜŘ ǘƻ ŎǊŜŀǘŜ ŀƴ ΨaƻŘŜƭ {ǘƻŎƪ LƴǾŜƴǘƻǊƛŜǎΩ ǿƘƛŎƘ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ 

automatically create purchase orders through the Matrix Inventory system. (See Section Matrix 

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 ordered. Normally you will not have to 

directly enter or change the entry in this field. 

Vendor Item Number (15  A/N)  --  ¢ƘŜ ±ŜƴŘƻǊΩǎ LǘŜƳ bǳƳōŜǊ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŎǊƻǎǎ-reference your 

inventory.  As you enter this field, the system will default to the number that appears in the Item Number 

ŦƛŜƭŘΣ ōǳǘ ȅƻǳ ǿƛƭƭ Ǝŀƛƴ ƳƻǊŜ ōŜƴŜŦƛǘǎ ƛŦ ȅƻǳ ǳǎŜ ǘƘŜ ŀŎǘǳŀƭ ǾŜƴŘƻǊΩǎ ǎǘȅƭŜ ƴǳƳōŜǊ ƘŜǊŜΦ CƻǊ ŜȄŀƳǇƭŜΥ 

  

1.  ¸ƻǳ ŎƻǳƭŘ ǳǎŜ ǘƘŜ ǾŜƴŘƻǊΩǎ ǎǘȅƭŜ ƴǳƳōŜǊ ƻǊ ȅƻǳǊ ǎǘƻǊŜΩs item number for non-matrix 
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 into the Quick Sale screen, the program will display a look up table 
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ƻŦ ƛǘŜƳǎ ǿƘƛŎƘ ŀƭƭ Ŏƻƴǘŀƛƴ ǘƘŜ ǾŜƴŘƻǊΩǎ ǎǘȅƭŜ ƴǳƳōŜǊΦ ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƘŜ ƛǘŜƳ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƭƭΦ   

You may also set up the Matrix Purchase Order system to automatically create a sequential number for 

this field when creating new items.  The starting sequential item number is defined inside the 

Configuration Program. (See Section Inventory Configuration) 

Vendor Account Number (8 Digits)  --  ¢ƘŜ ±ŜƴŘƻǊΩǎ !ŎŎƻǳƴǘ bǳƳōŜǊ ƛǎ ŜƴǘŜǊŜŘ ŀǎ ŘŜŦƛƴŜŘ ƛn the Vendor 

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.  

TIP: 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 over-write the PO number 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 

ŀǊŜ ǳǎƛƴƎ ǘƘŜ LƴǾŜƴǘƻǊȅ {ŎǊŜŜƴ ŀƴŘ  LƴǾŜƴǘƻǊȅ wŜǇƻǊǘǎ ǘƻ ǇǊƛƴǘ ƭŀōŜƭǎΦ  ¦ǎƛƴƎ ΨAΩ tells the system to print 

labels for the total quantity on hand or the total quantity received from the purchase order label routines. 

Ψ1Ω ǘŜƭƭǎ ǘƘŜ ƭŀōŜƭ ǇǊƛƴǘƛƴƎ ŦŜŀǘǳǊŜ ǘƻ ǇǊƛƴǘ Ƨǳǎǘ ƻƴŜ ƭŀōŜƭ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ǘƘŜ ǉǳŀƴǘƛǘȅ ǊŜŎƻǊŘŜŘ ƛƴ ŀƴȅ ƻǘƘŜǊ 

part of thŜ ǎȅǎǘŜƳΣ ǿƘƛƭŜ Ψ0Ω όȊŜǊƻύ ǇǊŜǾŜƴǘǎ ƭŀōŜƭ ǇǊƛƴǘƛƴƎ ŦǊƻƳ ŀƭƭ ŀǊŜŀǎ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΦ 

ΨhǇŜƴΩ CƛŜƭŘ όм ŘƛƎƛǘύ  --  This field may represent anything that you want it to.  For example, some stores 

use this field as a notifier that an item is re-orderable.  The information in this field can be printed on hang 

tags.  

 

¢ƻǘŀƭ wŜŎŜƛǾŜŘ thΩǎ όмл 5ƛƎƛǘǎύ  --  This field captures a running total for all inventory received of an item 

since day one.  This information is printed out on the Inventory Value By... Report. See Section 19.2 

Inventory Reports. 

MTD Quantity Sold (10 Digits)  --  The MonthΆToΆDate Quantity Sold is updated every time you sell an 

item.  The Monthly Close-Out procedure resets this counter to zero. 

YTD Quantity Sold (10 Digits)  --  The Year-To-Date Quantity Sold is updated every time you sell an item.  

The Yearly Close-Out 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 useful for analyzing 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 the Department 

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 Department Listing of currently defined departments is also 

ŀǾŀƛƭŀōƭŜ ŦǊƻƳ ǘƘŜ wŜǇƻǊǘǎ aƻŘǳƭŜ ǳƴŘŜǊ ΨaƛǎŎŜƭƭŀƴŜƻǳǎ wŜǇƻǊǘǎΩ  CƻǊ ǎƻƳŜ ƳƻŘŜƭǎ ƻŦ 5ŜǇŀǊǘƳŜƴǘǎ ŀƴŘ 

Classifications for different types of stores, see the appendix of this manual and Section 30 Open to Buy. 

Also see Section  Periodic Hot Seller for more information on reporting by Department and Section 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 personnel 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 five characters and 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 was received.  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 the item was received 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 

received on the 10th Řŀȅ ƻŦ WŀƴǳŀǊȅ нлммΣ ǘƘŜ ŘŀǘŜ ŎƻŘŜ ǿƻǳƭŘ ōŜ Ψ!мллнпΩ 

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 on this field, 

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 likeτseasons, fabrics, etc. See 

Departments above for information on filling in this field. Also see Section 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 Setup. See Section 8 General Ledger Interface for 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 sale of that item 

will revert back to the Generic COGS Account as entered in the General Ledger Setup. See Section 8 

General Ledger Interface for 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. See Section 8 General Ledger Interface for more information. 

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

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.  For exaƳǇƭŜΣ ƛŦ ǘƘŜ {ǘȅƭŜ ƛǎ ΨммлнΩ ŀƴŘ ǘƘŜ /ƻƭƻǊ ƛǎ Ψw95Ω ŀƴŘ ǘƘŜ {ƛȊŜ ƛǎ ΨуΩΣ 

ǘƘŜ ƛǘŜƳ ƴǳƳōŜǊ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ Ψммлнw95уΩΦ  {ŜŜ Section 5 Matrix Inventory for more 

information on how to access and use the Matrix Inventory Table.  

WARNING: The system will not accept duplicate style 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 archive inventory file. In this case, you will have to access 

the archive inventory file and delete the style completely or pull the style back into active inventory. 

TIP: Style Numbers are used throughout the program to access groups of inventory items, such as setting 

sale prices and creating reports.  See Section Automatic  Inventory Update and  Section Periodic Hot 

Seller for more information. 

Size (7 A/N)   --  Size is commonly used as the horizontal row in the Matrix Inventory Table, so, in most 

cases,  this field will be automatically filled in by the Matrix. (See Section 5 Matrix Inventory for more 

details.)  If you are not concerned with tracking Sizes of unique items, you may want to rename this field 

using the Patcher Utility.  (If you elect to change the name 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.  (See Section 13.1 Automatic Inventory Update and Section Periodic Hot Seller.)  

TIP: 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 Description. 

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 want to 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 may also be used to set sale 

pricing and for Sales Analysis.  (See Section Automatic Inventory Update and Section Periodic 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 when 

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 stock. See Section Point of Sale Module for 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 using the Auto 

Inventory Update. See Section Automatic Inventory Update. 

MTD Transfer In/Out  --  Multiple Store companies will have a monthly total of item transfers in and out 

ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ǎǘƻǊŜΦ  ¢Ƙƛǎ ǘƻǘŀƭ ƛǎ ǎƻƭŜƭȅ ŦƻǊ ŀ άǉǳƛŎƪ ƭƻƻƪέ at transfer activity. See Section Remote Store 

Utilities for more information. 

 

Label Generation  

 

Once an Inventory item has been saved and pulled back up on the screen, you may generate item labels in 

regular or bar code format, depending on which format you have selected from the Configuration 

program. See Section Optional Equipment Setup.  

For example, if the inventory item on the screen has 10 items in stock, press the CTRLΆL (Label) key 

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 CTRL-L. Once you press CTRL-L, you will be prompted for 

the device to print to, usually LPT1 (the printer outlet). 

Inventory labels are user-definable via the Form Definition utility.  (See Section Form Definition) 

TIP: 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 you έ/ǳǊǊŜƴǘ CƻǊƳ bǳƳōŜǊ ƛǎ мнΦ 9ƴǘŜǊ CƻǊƳ bǳƳōŜǊ ǘƻ 

¦ǎŜέΦ  

 

Sub-Assembly Inventory  

 

SubΆassembly 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 do not want to list 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 the entire computer system which would include all of the miscellaneous 

items.  When that system is sold, all of the connected items are sold, too.  The subΆ components can still 

be printed on the sales ticket, or they can be left off.  If you choose not to print the sub-components, the 

tǊƛƳŀǊȅ LǘŜƳ bǳƳōŜǊΩǎ Ŏƻǎǘ ǿƛƭƭ Ŝǉǳŀƭ ȊŜǊƻ ŀƴŘ ǘƘŜ wŜǎŀƭŜ tǊƛŎŜ ǿƛƭƭ Ŝǉǳŀƭ ǘƘŜ ǎǳƳ ƻŦ ƛǘǎ 

subΆŎƻƳǇƻƴŜƴǘǎΩ wŜǎŀƭŜ tǊƛŎŜǎΦ  ¢ƘŜ ǎǳōΆŎƻƳǇƻƴŜƴǘǎΩ ƛƴŘƛǾƛŘǳŀƭ wŜǎŀƭŜ tǊƛŎŜǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ Ŝǉǳŀƭ 

zero when they are attached to a Primary Item Number.  However, if the sub-components are sold as 

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

 

How to Connect Inventory  

 

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

1.  Pull up the Primary Item Number in the Inventory Screen.   
2.  Press the F7 ƪŜȅΦ  ¸ƻǳ ǿƛƭƭ ƛƳƳŜŘƛŀǘŜƭȅ ǎŜŜ ŀ ǎŎǊŜŜƴ ǿƛǘƘ ǘƘŜ ƘŜŀŘƛƴƎ άSub Component Inventory SystemέΦ   
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3.  Choose Chained Item option. 
4.  Enter the Quantity of the connecting Item Number which will be sold for each one of the primary items.  Press  

ENTER.   

5.  Enter the SubΆComponent Item Number and press ENTER.   
6. Choose Yes if you want the Sub-Component item to be printed on the sales ticket.  
  

The Sub-Component Item is now connected to the Primary Item Number.  Whenever you sell the Primary 

Item, the Sub-Component Item will be sold along with it. If you want to connect more items to the 

Primary Item number, go back to step 3. 

 

How to Disconnect Inventory  

 

Disconnecting SubΆComponent Items is even easier than connecting them.  Follow these steps:   

 1.  Pull up the Primary Item Number in the Inventory Screen.   
2.  Press the F7 Key.  You will immediately see a screen with the heading, Ψ{ǳō-Component Inventory 
{ȅǎǘŜƳΩΦ  
3.  Highlight an item you want to disconnect, and hit Delete key on your keyboard. This wont delete the 

item from your inventory. It will only disconnect it from Primary Item.  
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Inventory Variance  

 

See Section Inventory Variance Overview Steps. 

 

Inventory Variance Report  

 

See Section Inventory Reports for more information. 

 

Item Notes  

Winsale includes an Item Note system which allows you to notify your salespeople 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 

salespeople to 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 the bottom right side of the inventory screen. 
3.  Type your message.  Your 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 salesperson types or scans in the Item Number and presses ENTER, a screen 

will appear displaying the note.  This screen will remain until the sales clerk presses the ESC key.  

 

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 Item in 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 new item 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 Item HisǘƻǊȅ ŀǘ ǘƘŜ άǘƻǳŎƘ ƻŦ ŀ 

ƪŜȅέΦ  ¢ƻ Ǝŀƛƴ ŀŎŎŜǎǎ ǘƻ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎƛƳǇƭȅ Ǉǳƭƭ ǘƘŜ ƛǘŜƳ ǳǇ ƛƴ ǘƘŜ LƴǾŜƴǘƻǊȅ {ŎǊŜŜƴ ŀƴŘ ǇǊŜǎǎ ǘƘŜ 

CTRL-H key combination. 

 

Inventory 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. You may scroll downward through the 

information in the box, one line at a time, using the Down-Arrow 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 

ǳǎƛƴƎ ²ƛƴǎŀƭŜΩǎ LƴǾŜƴǘƻǊȅ !ǳŘƛǘƛƴƎ ŀōƛƭƛǘȅΦ  ¢Ƙƛǎ Ŏŀƴ ōŜ ŘƻƴŜ ŦǊƻƳ ǘƘŜ ƛƴǾŜƴǘƻǊȅ ǎŎǊŜŜƴΣ ǘƘŜ ǇƻǿŜǊ 

spreadsheets or from the daily close out menu. 

The Audit button 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 range of inventory 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 

HiǎǘƻǊȅ ŦƛƭŜ όIL{¢hw¸ύ ƻǊ ǘƘŜ tǳǊŎƘŀǎŜ hǊŘŜǊ ŦƛƭŜ ό½thύ ŀƴŘ ŀǳŘƛǘ ǘƘŜ ƛƴǾŜƴǘƻǊȅ ƛǘŜƳΩǎ ŀŦŦŜŎǘŜŘΦ  ¢ƘŜǎŜ ŦƛƭŜǎ 

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 have the 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 logged.  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 stock.  Now 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 your store 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 will give you an 

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  

 

Using a Matrix  

 
Matrix Inventory is a means of working with related items (SKUs) of inventory as a group. These items 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 inventory record. 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 user-definable.  You may have any number of unique tables of 32 columns 

ōȅ он ǊƻǿǎΦ ¢ƘŜȅ Ƴŀȅ ōŜ ǇǊƻŘǳŎǘ ƭƛƴŜ ǎǇŜŎƛŦƛŎΣ ό!ǇǇŀǊŜƭΣ /ƭƻǘƘƛƴƎΣ aŜƴΩǎΩ {ƘƛǊǘǎΣ ŜǘŎΦύΣ ƻǊ ǘƘŜȅ ŎƻǳƭŘ ōŜ 

Season specific, (by color). The Matrix tables are simply your tool--they are there to make inventory entry 

quick and efficient. 

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.  This works 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/Fill/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, press F2 (NEW). (You will see the function key assignments change 

to those functions available in the Add Mode.) 
3.  Now you may start filling in the fields that will be common to each item in the Matrix, 

starting with Store Number, Description, Taxable, etc. When you get to the Style field, refer 
to Section 5.1.1.   

 

TIP: Fields such as Item 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 example, if the style is 3102, the color is RED and 

ǘƘŜ ǎƛȊŜ ƛǎ млΣ ǘƘŜ LǘŜƳ bǳƳōŜǊ ǘƘŀǘ ƛǎ ŎǊŜŀǘŜŘ ǿƛƭƭ ōŜ ȫомлнw95млΩΦ  ¢ƘŜ ŎƻƳƳƻƴ ƭƛƴƪ ŦƻǊ ǘƘŜ aŀǘǊƛȄ ƛǎ ǘƘŜ 

Style field, which is where the Matrix Table is actually accessed.   
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Gaining Access to the Matrix for New Inventory  

 

For new inventory, the Matrix Table is accessed from the Style field in the 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 common for all of the matrix items. 

 

 

Matrix Table Function Screen 

 

2.  Next, select the mode of action.  Choose Ψhƴ IŀƴŘ vǳŀƴǘƛǘƛŜǎ hƴƭȅΩ to add an item to 
inventory or 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 the entire style.  You can 
also set the inventory feature set for the style you are working with my choosing the button 
ŜƴǘƛǘƭŜŘ Ψ!ǎǎƛƎƴ ǘƘƛǎ {ǘȅƭŜ ǘƻ ŀ ŦŜŀǘǳǊŜ {ŜǘΩΦύ 

 

This screen is also used when working with matrix items.  You can use this screen for updating Cost and 

Retail prices for the entire style.  You can also set the inventory feature set for the style you are working 

ǿƛǘƘ ōȅ ŎƘƻƻǎƛƴƎ ǘƘŜ ōǳǘǘƻƴ ŜƴǘƛǘƭŜŘ ά!ǎǎƛƎƴ ǘƘƛǎ {ǘȅƭŜ ǘƻ ŀ ŦŜŀǘǳǊŜέΦ  



92 / 362 

 

 

 

3.  Select the matrix table that you wish to work with.  Simply highlight the correct table and 
press ENTER. See Section 5.2, Defining the Matrix Table for more information. 

 

            

            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 you entered into the Inventory 
screen.)  Use the arrow keys to 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 

Řƻǿƴ ŀǊǊƻǿ ƪŜȅ ǘƻ ƘƛƎƘƭƛƎƘǘ Ψ99Ω, then use the right arrow key to move the highlighted area to 

ǘƘŜ ǎƛȊŜ ΨлфлΩ ŎƻƭǳƳƴΦ  ¢ȅǇŜ Ψ1Ω ŀƴŘ ǇǊŜǎǎ ENTERΦ  ¢ƘŜ ŎǳǊǎƻǊ ōƻȄ ǿƛƭƭ ƳƻǾŜ ǘƻ ǘƘŜ ǎƛȊŜ ΨлфрΩ 

ŎƻƭǳƳƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ  ¢ȅǇŜ ƛƴ ǘƘŜ ǉǳŀƴǘƛǘȅ ƻŦ ōƭŀŎƪ 99ΩǎΣ ǇǊŜǎǎƛƴƎ 9b¢9w ŀŦǘŜǊǿŀǊŘΦ  ¸ƻǳ Ŏŀƴ 

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, press F9 to SAVE your 

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

Inventory screen. 

 

Defining the Matrix Table/Changing Headers  

 
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 the Inventory screen from there enter into the matrix screen. 

1.  Click the Edit Menu and choose either Edit Color Header or 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 headers 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 side), Click Exit and the new table 

will be updated.  The matrix table is not updated on disk until you click Row/Col Save. 
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TIP: The DEFAULT.MTX 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 values each.  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 two columns for 

ōǊŜǾƛǘȅΩǎ ǎŀƪŜΦ 

 

ά έ 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 (See Matrix Table Function Screen): 

1.  On Hand Quantities Only  

2.  On Order Quantities Only  

3.  Redline Quantities 

4.  Re-Order Amount Quantities 

 
 

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 style number, 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  

 

See Section 19 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 do not currently exist in inventory. See Section 

22 Taking Physical Inventory for more information. 
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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 access your 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 you a general overview of how 

to search your inventory using the look-up table. 

 

   

        Inventory Look Up Table 

 

Accessing the Look Up Table from Inventory  

 

To access the Inventory Look Up Table from the Inventory Module, press the (F4) Search key twice.  

1.  After pressing F4 ƻƴŎŜΣ ȅƻǳ ǿƛƭƭ ōŜ ǇǊƻƳǇǘŜŘ ǘƻ άEnter Item Number or F4 for tableέΦ 
2.  The second time that you press F4 the Inventory Look Up Table will appear. 
3.  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ƭƻŀŘ ǘƘŜ ƛƴǾŜƴǘƻǊȅ ǘŀōƭŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƛŎƻƴ ƭŀōŜƭŜŘ Ψ¢ŀōƭŜΩ ƻƴ ǘƘŜ 

top of the inventory screen. 
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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, Sales Refund or Sales Order screen: 

 1.   Place the cursor in the Item Number field and press the F3 key.  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 the cursor in the Item Number field, enter just a part of the item number and press ENTER.  If 
an exact match is not found in inventory, the 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 the arrow keys to highlight the number that you are looking for and press 
ENTER to 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 search your inventory:  

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 press ENTER. Type in just enough information to make your criteria unique. 
a.  For example, if you pressed the F5 (Color) function key, you will be searching on the Color 

Field of inventory. If you entered the letters `BL', you may see entries for Black and Blue. 
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 Black items. 

 
TIP: If you want to cancel your search and start over again, you may press the F7 (New View) to undo the 

search criteria. Then start again by choosing a sort option.  

a.  Press F5 ŀƎŀƛƴΣ ǘȅǇŜ ΨBLKΩ ŀƴŘ ǇǊŜǎǎ ENTER. This time, only black items will appear on the 
screen.  

4.  After viewing all of the black items, you may only be interested in black blouses. 
a.  Press the F3 (Description) function key, type in the word B̀LOUSE' and press ENTER. This is 

your second criterion of the search.  The system will re-look at every item with the color 'BLK' 
and scan those for the ones that are Blouses. 

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

beginning your descriptions with a single key identifying wordΣ ǎǳŎƘ ŀǎ ά.ƭƻǳǎŜέ ƻǊ άtŀƴǘǎέΣ ŦƻƭƭƻǿŜŘ ōȅ 

a full description of the item.  Using this type of description will speed up your search.    

 
5.  You may continue to narrow down your search until only the items that you are looking for are 

displayed. 
 

TIP:  If you are using the Vendor Number field or Department field in your search, you may simply type 

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 or departments. Then you can highlight your choice and 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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ǿƻǳƭŘ ŀŘŘ ŀ ǘƘƛǊŘ ŎǊƛǘŜǊƛŀ ōȅ ǇǊŜǎǎƛƴƎ Cп ŦƻǊ {ƛȊŜΣ ǘȅǇƛƴƎ ƛƴ Ψ{Ω ŀƴŘ ǇǊŜǎǎƛƴƎ 9b¢9wΦ 
 
6.  You can easily search the Item Number and Description fields in inventory for any partial string 

located inside of these fields.  
CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀƴ ƛǘŜƳ ǘƘŀǘ Ƙŀǎ ǘƘŜ ǿƻǊŘ Ψ{¦t9wΩ ƛƴǎƛŘŜ ƻŦ ǘƘŜ ŘŜǎŎǊƛǇǘƛƻƴ ȅƻǳ 
can surround the word you 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 you would type ?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 search by local 

store only. To do that, you have to set the checkmark near ά{Ƙƻǿ CƻǊ {ƛƴƎƭŜ {ǘƻǊŜέ. 
 

Multiple Stores:   

If your stores are sharing inventory information: 

1.  If you access the look up table from Inventory, the table will show all ƻŦ ȅƻǳǊ ǎǘƻǊŜǎΩ ƛƴǾŜƴǘƻǊƛŜǎΦ 
2.  If you access the look up table from the Quick Sale, Transfer or Inventory Variance modules, the look 

up table will only ǎƘƻǿ ǘƘŜ ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅ ǘƘŀǘ ƛǎ ǇŜǊŦƻǊƳƛƴƎ ǘƘŜ ǘǊŀƴǎŦŜǊ ƻǊ ǾŀǊƛŀƴŎŜΦ 
 

Lƴ ƻǊŘŜǊ ǘƻ ǾƛŜǿ ŀƴƻǘƘŜǊ ǎǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅ ōȅ ƛǘǎŜƭŦ ƻǊ ǘƻ ǾƛŜǿ ŀƭƭ ǎǘƻǊŜǎΩ ƛƴǾŜƴǘƻǊƛŜǎ ŎƻƳōƛƴŜŘΥ   

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 another sǘƻǊŜΩǎ ƛƴǾŜƴǘƻǊȅΣ ŜǾŜƴ ǘƘƻǳƎƘ ȅƻǳ Ƴŀȅ ǾƛŜǿ ƛǘΦ  

 

Exiting, Bringing the Item  

 
Once you have found the item you are looking for and highlighted it, press ENTER or 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 the ESC key or click exit.  No items will be carried over into other modules.   

 

Getting a New View in Inventory Look Up  

 
After you have entered search criterion, you may decide that you want to look at some other inventory. 

This can be done by pressing the F7 (New View) function 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 must 

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:   

   

 

          F10                            F3           F9           F4         Ctrl-L        F8           F7                         Ctrl-H                             

 

This document makes reference to the above functions.  It defines the functions by the hotkey that 

initializes the function instead of the icon name.  
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Where is Customer Information  

 

To gain access to Customer Information: 

1.  Press the right arrow key twice from the system's Module menu.   
2.  The menu bar will slide to the right and 'Profiles' will be highlighted.   
3.  'Customer' is the first menu option under the Profiles menu.  
4.  Highlight Customer using the arrow keys and press ENTER. 

  

TIP: Always use either all CAPS or all Upper and Lower case when adding customers, including any 

customers added at Quick Sale. Never switch styles once you have begun. Following this rule will keep 

your customer look up efficient! 

NOTE: Winsale includes Smart Capitalization to make entry easier using upper and lower case. All you 

have to do is typeτȅƻǳ ƴŜǾŜǊ ƴŜŜŘ ǘƻ Ψ{ƘƛŦǘΩ ǘƻ ŀ ŎŀǇƛǘŀƭ ƭŜǘǘŜǊΗ 

When adding customers, always enter the last name first, followed by a comma and a space.  Use the 

following format:   LAST NAME,  FIRST NAME   If you have customers that need a post fix added to the 
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end of their name, such as, Jr., Sr., etc., enter them in the following fashion: Smith Jr., John A. This format 

will be used by the mailing program to print first name first on mailing labels. It will also keep your 

customer look up 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.  

 

TIP:  Although the system can automatically number your customers for you, it is best to use the 

customer's phone number as their account number.  This is how the Point of Sale module expects this 

information and it will make customer identification easier at point of sale. 

WARNING: You should never reuse or delete a customer profile unless it is absolutely necessary. If you 

reuse a customer number, you will reattach old sales history to the new customer, since sales history is 

not deleted unless the profile is deleted.  You should never delete a customer profileτall of the sales 

history will be gone! 

3.  Type in a phone number, (over the existing number), and press Enter or just press Enter to 
accept the number that appears on the screen. 

 
Note: If you don't use eight numbers, then leading zeros will be used to fill in up to an eight digit 

number. 
 
4.  Fills in the pertinent fields, pressing ENTER to leave them.  See Customer Fields Defined, for 

field definitions. 
5.  When you are finished entering information for this customer, press ENTER after the last 

information entered, then press the SAVE (F9)  key.  Nothing will be saved unless you press 
the F9 key.   

 

TIP:  If this customer has a balance, you must move that balance to the Accounts Receivable system via 

Customer Initial Balance Loader. You may also add Customer Information during a transaction from the 

Quick Sale, Refund or Layaway screens. See Customer Fields Defined for more information. 

 

How to Exit  

 

If you decide you don't want to save what you have entered, press the MENU (F10) key.  The screen will 

change back to the Main Menu without saving anything.    
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How to Search  

 

There are 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 screen, type in the customer number to be searched. 
2.  If the account number is found, the information recorded for that customer is immediately brought 

to the screen for viewing or modification.  
3.  If the customer number is not found, the system will assume that you want to add another customer 

with this new number, and the cursor will move to the Name field.  
a.  If you do not want to add a new customer, press ESC. 
b.  If you want to add a new customer, proceed with adding information. 

4.  If the customer that appears on the screen is not the correct customer, use the F5 and F6 keys to 
locate the correct customer. See Previous & Next keys for more information.  

 
 

Search By Customer Look Up  

 

1.  When the cursor is at the customer number prompt, begin typing the first few letters 
ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩs last name.  

2.  This will display an alphabetical listing of Customers by Customer Name, (last name 
ŦƛǊǎǘ ƛŦ ǘƘŀǘΩǎ Ƙƻǿ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ǘƘŜƳύΦ   

3.  If you typed in letters, you will be in the section of the listing which contains the 
letters that you typed.  

4.  Use the directional arrows to highlight the customer that you are looking for.  
5.  Once the customer is highlighted press the ENTER key 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 and can modify 

or delete this customer.  To modify: 

1.  Use your arrow keys to go to the field that you wish to change. (If your cursor is in the Name 

field, press the upΆarrow to go to the FYI field.) 
2.  Type over the information in the field or add to it. 
3.  If you make any changes that you want to save, press the F9 (Save) key.   
4.  If you wish to cancel any changes and have not pressed the F9 (Save) key, press the F10 

(Menu), F5 (Previous) or F6 (Next) keys.   
  

TIP:   Remember that nothing is ever saved to the disk unless you specifically save it with the F9 (Save) 
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key, or enter through the last field on the screen.   

 

Previous & Next Keys  

 

The F5 (Previous) key and F6 (Next) keys 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 for 'Ad' this might bring up Adams.  Press the NEXT key once and you might get 

Adamson.  Likewise, if you searched the Customer Number field for 12 you would get 00000012.  Press 

the PREVIOUS key once and you would get 00000011.    

 

How To Delete  

 

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

file.  

1.  Press the F3 (Delete) key.   
2.  A window will pop up to verify that you want to delete the account.   
3.  By answering No you will return  to modify mode.   
4.  By answering Yes the account will be removed permanently from the customer file.  
5.     

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 the account.  

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

1.  Use the arrow keys to move the cursor to the Ψ/ǳǊ .ŀƭŀƴŎŜΩ field. 
2.  Change the Balance to 0.00. 
3.  Press ENTER. 
4.  Press F9 (Save) 
6.  Pull the Customer Profile up again and press F3 (Delete) 
7.  Follow the directions above. 
 

WARNING: Once 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  

 

/ǳǎǘƻƳŜǊ LƴŦƻǊƳŀǘƛƻƴ Ŏŀƴ ōŜ ǎŀǾŜŘ ǘƻ aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪΩǎ /ƻƴǘŀŎǘǎ CƻƭŘŜǊΦ  ¢Ƙƛǎ ƎƛǾŜǎ ȅƻǳ ǘƘŜ ŀōƛƭƛǘȅ 
to enter information into one place (Winsale) and then save it to be used in Microsoft Outlook 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 can be used from the customer screen. 
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 Save to Outlook warning message 

 

Customer History  

 

 

Point-of-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 the Ctrl-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 from the Quick 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 Notes that appear on the Customer Profile and Quick Sale screens 
2.    F7 Statement Notes which print on Customer Statements. 

 

Customer Notes  

 

These are user-definable notes which can be used to store 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 place to store 

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 the F8. 
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, press F3 when the note is on the screen. The entire 

note will be deleted.  
5.  Press ESC and your note, with any changes, will be saved. 

 

In the Quick Sale screen: If 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 mouse button to change it, and hit OK when you are 

done. See Section 15 Point of Sale Module and Section 10 Note Pads for more information. 

From the Received on Account screen: To view notes on Received on Account Screen, double click on 

Customer Number, and start typing customer name to initiate a search. After you found customer, click 

ƻƴŎŜΣ ƘƛƎƘƭƛƎƘǘƛƴƎ ƛǘΩǎ ƴŀƳŜΦ hƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ bƻǘŜ ±ƛŜǿŜǊΣ ǘƘŀǘ ȅƻǳ ǿƛƭƭ Ŝŀǎƛƭȅ ōŜ 

able to edit, just by clicking on ά/ƭƛŎƪ ƳŜ ǘƻ ŀŘŘ ŀ ƴƻǘŜέ . If you need to make any changes to the note, 

just type them in and press OK. See Section 14 for 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 

B[month], (ex:  B08 for an August birthday), you can perform a sort from the Mailing label program for all 

notes that contain B08. See Section 19.3 Customer Reports for 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. 
2.  From anywhere in the profile screen, press the F7. 
3.  Type in the note that you want to save, or type over any part of the note that you want to 

change.  
4.  Press OK and your note will be saved.  
5.  When you print monthly statements, any statement notes in the system will automatically 

print on the statements. NOTE: These notes will be deleted automatically from the system 
when you run statements. You will need to enter new notes for the following month. 

See Section 10 Note Pads for more information. 

 

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. 
2.  Press F2 (Letter). 
3.  The program will present a screen ǿƛǘƘ ǘƻŘŀȅΩǎ ŘŀǘŜΣ ǘƘŜ ŎǳǎǘƻƳŜǊ ƴŀƳŜ ŀƴŘ ŀŘŘǊŜǎǎ ŀƴŘ ŀ 
ά5ŜŀǊΧέ   ƭƛƴŜ ǳǎƛƴƎ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŦƛǊǎǘ ƴŀƳŜΦ 

4.  Type in your letter, along with your closing, as if you were using a simple word processor. 
5.  When you are finished, press the ALT-P key combination 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, press ESC. Your letter will be saved until you overwrite it by pressing 

F2 and typing a new letter over the old one. 
 

Customer Fields Defined  

Customer Number (8 Digits)  - The customer number is automatically 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 customers using 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 always 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 the customer look 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 labels.   
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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 code in the 

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 printing labels. 

If you type in a zip code and press the ENTER key, the system will look at the built-in Zip Code 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 state, you 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 order for this 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 city in the configuration 

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 accept this 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 a permanent 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 the default and 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 you entered a default area code in the 

configuration program. If you need to change this area code, simply type over the default.  Use the 2nd 

ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊ ŦƛŜƭŘ ŦƻǊ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ Ƴŀƛƴ ƴǳƳōŜǊΦ This field will appear in the reports for easy 

reference.  

FAX Number - 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/N)  - This field defaults to the Name field as entered above. If this is 

correct, press ENTER.   

 Shipping Address Line 2 (30 A/N)  - This field defaults to the Address Line 1 entered above. If this is 

correct, press ENTER. 

Multiple Shipping Addresses - Clicking on Shipping Addresses 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  



108 / 362 

 Shipping State (3 Char)  - This field  defaults 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 for you whenever 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 this field that will notify you of birth dates, anniversary dates, etc.  These 

codes can be anything as simple as A12 or B05, Anniversary in December and Birthday in May, 

ǊŜǎǇŜŎǘƛǾŜƭȅΦ ¢Ƙƛǎ ǿŀȅ ƛǘΩǎ Ŝŀǎȅ ǘƻ ƎŜƴŜǊŀǘŜ ƳŀƛƭƛƴƎǎ ǘƻ ŜǾŜǊȅƻƴŜ ǿƘƻ Ƙŀǎ ŀ ōƛǊǘƘŘŀȅ ƛƴ ŀ certain month 

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 Number ς This field is used to add more detailed information about Customer for Major 

Account Invoicing. This allows quick data retrieval, for companies that have been invoiced.  

 

Division Number ς Department, which customer works in.  

 

Birth Date ς Collecting Birth Dates allows you to create different promotions ŦƻǊ ŎǳǎǘƻƳŜǊΩǎ ōƛǊǘƘŘŀȅΣ 

ǎŜƴŘ ǘƘŜƳ ŀ ŎƻƳǇŀƴȅΩǎ ǇƻǎǘŎŀǊŘ όŜ-card). 

 

SSN ς optional data that can be collected on your request/store policy.  

 

Tax Code (2 Digits) ς This is the sales tax code for the customer's city and state. In most cases your tax 

code wiƭƭ ŀƭǎƻ ōŜ ȅƻǳǊ ŎǳǎǘƻƳŜǊΩǎΣ ǎƻ ƛǘ ǿƛƭƭ ŀƭǊŜŀŘȅ ōŜ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ /ƻƴŦƛƎǳǊŀǘƛƻƴ ǇǊƻƎǊŀƳ ŀƴŘ ȅƻǳ ǿƛƭƭ 

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 new, you may press the CTRLΆF1 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 discount is not automatic. In Quick Sale, you must 

choose to make an adjustment to the sale in order to discount the selling price. When you choose to 

make this adjustment, the percentage entered into the Customer Profile will appear so that the 

ǎŀƭŜǎǇŜǊǎƻƴ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǘƻ ΨƎǳŜǎǎΩ ŀōƻǳǘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŘƛǎŎƻǳƴǘΦ  

Exempt (10 A/N)  --  If this customer is tax exempt, you 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 this customer. This 

ǎŀƭŜǎǇŜǊǎƻƴΩǎ ƴǳƳōŜǊ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ōȅ ǘƘŜ tƻƛƴǘ ƻŦ {ŀƭŜ aƻŘǳƭŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǿƘŜƴŜǾŜǊ ȅƻǳ ǎŜƭƭ 

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 Sales By Territory report. See Section 19 Reports. 

LŦ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ǘǊŀŎƪ ǎŀƭŜǎ ǘŜǊǊƛǘƻǊƛŜǎΣ ȅƻǳ Ƴŀȅ ǳǎŜ ǘƘƛǎ ŦƛŜƭŘ ǘƻ ŘŜǇŀǊǘƳŜƴǘŀƭƛȊŜ ȅƻǳǊ ŎǳǎǘƻƳŜǊǎΦ CƻǊ 

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)  - The terms code represents a discount that you have agreed to give 

your customers. It is defined through the Terms Code Definition function 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 customer, press CTRL-F1 

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 fields 

can be found in the form definition)--DUE DATE, SHIPPED DATE, DISCOUNT DATE, and the written out 

terms definition. 

Service Charge (5 Digits) - A factor by which this customer's overdue transactions are charged  per billing 

cycle.  (Overdue is defined as a transaction that has exceeded the first aging category defined in the 

Configuration  module.)  For example, if you charge 1Ά3/4 percent interest per month (21% Annually) for 

overdue accounts, enter .0175 as the  service charge factor.  

A/R Type Open Item/Balance 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 are a Balance Forward type of customer, you 

can leave this field blank.  The default is Balance Forward if nothing is entered here.  Use a 'O' for an Open 

Item type of Accounts Receivable customer. Use an 'R' for 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. 

.ŀƭŀƴŎŜ CƻǊǿŀǊŘ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ƳŀƛƴǘŀƛƴƛƴƎ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŀŎŎƻǳƴǘ ōŀƭŀƴŎŜ ŀǎ ŀ ǊǳƴƴƛƴƎ ǘƻǘŀƭ ŀƴŘ ƴƻǘ ōy 

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 

single-month basis and is never overdue unless 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 

ōŜŎƻƳŜǎ ŘŜƭƛƴǉǳŜƴǘ ŀƴŘ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŜ ƴŜȄǘ ƳƻƴǘƘΩǎ ƳƛƴƛƳǳƳ ŎƘŀǊƎŜΦ  ¢ƘŜ !κw ǎǘŀǘŜƳŜƴǘ ŦƻǊƳ 

definition allows for all of the pertinent information to print on statements. See Section 14 Received on 

Account for 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 hold.  Enter a Ỳ' to place this customer on credit hold, or `N' 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 has the proper password rights to over-ride 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 alert salespeople if the 

customer is about to exceed the credit limit defined.  If the salesperson has the correct password rights, 

they will be able to over-ride the credit limit in order to complete the sale.  

MTD Payments  - The total amount of payments applied to this 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 applied 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 Balance) - The 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 to the 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 applied to the 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 automatically 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 

basis.Month 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 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 if you run YTD Figure Close Out. See Section 

17 Close Out Menu. Delinquent Amount  --  The amount that is over due based on the minimum payment 

ǇŜǊŎŜƴǘŀƎŜ ŀƴŘ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ !ŎŎƻǳƴǘǎ wŜŎŜƛǾŀōƭŜ ōŀƭŀƴŎŜΦ ¢Ƙƛǎ ŦƛŜƭŘ ƛǎ ŦƛƭƭŜŘ ƛƴ ƻƴ .ŀƭŀƴŎŜ CƻǊǿŀǊŘ ŀƴŘ 

revolving type 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 amount paid 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 ς ¢Ƙƛǎ ƛǎ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƭŀǎǘ ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘΦ ¢Ƙƛǎ ƴǳƳōŜǊ ƛǎ 
automatically updated by the system from the Received on Account screen and is reset each time a 
payment is made.Last Payment Date - ¢ƘŜ ŘŀǘŜ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƭŀǎǘ ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ŀŎŎƻǳƴǘΦ ¢Ƙƛǎ 
number is automatically updated by the system from the Received on Account 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 Receivable program. 
 

Price Levels 
 
The Customer Profile contains a field called Price Level.  This field can be one of 4 choices: A,B,C, or D.  
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 ALT-D key combination to define price levels per inventory 
{Y¦Φ  tǊƛŎŜ [ŜǾŜƭ Ψ!έ ƛǎ ǘƘŜ ŘŜŦŀǳƭǘ ŀƴŘ ƛŘ ŘŜŦƛƴŜŘ ǿƘŜƴ ȅƻǳ ŜƴǘŜǊ ǘƘŜ ǊŜǎŀƭŜ ǇǊƛŎŜ ƻƴ ǘƘŜ ƛƴǾŜƴǘƻǊȅ ǎŎǊŜŜƴΦ  
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 the SKU 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 when an item is 
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: 

1.  From a Customer Number field, type in the first fŜǿ ƭŜǘǘŜǊǎ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƭŀǎǘ 
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. 
4.  The customer will 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 the CTRL-F1 key combination from a Customer Number field. 
2.  You may type in the first ŦŜǿ ƭŜǘǘŜǊǎ ƻŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ƴŀƳŜ ƻǊ Ƨǳǎǘ ǳǎŜ ǘƘŜ ŀǊǊƻǿ 

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. 

 

TIP: In order to make the customer look up efficient, all customer names should be typed in Last Name 
first, followed by a comma and a space, then First Name. All entries should be entered the same way-- 
either all Capitals or all Upper and Lower case. It is very important not to mix styles because the Look Up 
is case sensitive! 
 
 TIP: If the Customer has an Employee Number entered into the system, the lookup table will display that 
number as you scroll through the names to help you make sure that you are selecting the correct 
customer. 
 
TIP: You may also renumber accounts directly from the customer look up table. Simply select the 
Customer account you want to renumber and then click on the ReNum button. You will be prompted for 
the new account number to renumber to. 
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Customer Look Up Screen 
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8 General Ledger Interface  

             

 

                Modules Menu with General Ledger Option 

 

 

 

 

What is the G eneral Ledger Interface?  

 

The Winsale General Ledger module is the heart of our accounting side solution and is our most intensive 

module. Combining flexibility with ease of use, the General Ledger module gives you the critical 

information you need to make timely and informed business decisions. 

The General Ledger module maintains current financial information, as well as transaction history and 

budget information for up to nine fiscal years. This module also allows a virtually unlimited number of 

accounts in the chart of accounts, each with up to 9999 departments. The General Ledger module not 

only organizes all of your financial information from our other Winsale modules, it can also combine 

information from multiple stores into a single consolidated company for financial reports. 

Accurate financial statements and associated reports generated by a general ledger system are critical for 

timely decision making. Therefore, it is imperative that a general ledger system be powerful, flexible and 

informative to management, yet still be easy to use and operate. With Winsale, you can rest assured that 

your crucial accounting information is precise and accessible whenever and wherever you need it. 

Winsale can also interface directly with two other 3rd party software packages.  This functionality has been 
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maintained from earlier releases because Winsale does not include a payroll system per se.  Therefore, 

you may elect to use one of the different software packages that we interface to calculate your payroll as 

well as be the backend General Ledger Accounting system 

.  
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Getting Started with General Ledger  

 

Winsale must have certain accounts defined for the General Ledger system to function.  These bare 

minimum accounts are created when you enter the Chart of Accounts screen for the very first time.  You 

will want to set up aŘŘƛǘƛƻƴŀƭ DŜƴŜǊŀƭ [ŜŘƎŜǊ !ŎŎƻǳƴǘǎ ƛŦ ȅƻǳ ǿƛƭƭ ōŜ ǳǎƛƴƎ ²ƛƴǎŀƭŜΩǎ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜ 

System to write checks.  You can set up any number of accounts in Winsale, but you should never delete 

the default accounts that Winsale has automatically defined for you.  Yƻǳ Ƴŀȅ ŎƘŀƴƎŜ ²ƛƴǎŀƭŜΩǎ ŘŜŦŀǳƭǘ 

Account numbers, but do not change the names.  Winsale has been designed like this so that you can 

arrange your chart of Accounts by account number.  It only looks at the description of the account name 

when analyzing your transactions 

Magnum Software strongly recommends that you consult with your Accountant to get the proper 

accounts and accounting categories before proceeding any further.  It is much less painful to set up your 

General Ledger correctly the first time then iǘ ƛǎ ǘƻ ǘǊȅ ŀƴŘ ŦƛƎǳǊŜ ƻǳǘ ǿƘȅ ǘƘƛƴƎǎ ŘƻƴΩǘ ōŀƭŀƴŎŜ ŀŦǘŜǊ ǘƘŜ 

fact.   

Note: If you will be interfacing with a 3rd party general ledger software package, you must set up your 

general ledger accounts in both Winsale and the G/L software that you choose.  

There are some default accounts which are crucial to the operation of the software. To initiate these 
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accounts, you must enter into the General Ledger Chart of Accounts to have the default accounts be 

installed and activated. 

 

Entering General Ledger Accounts  

 

G/L accounts are entered in the General Ledger Account Definition screen. If you will be interfacing with a 

3rd party general ledger software package you will have to enter the accounts manually according to the 

directions that you receive with the 3rd ǇŀǊǘȅ ǎƻŦǘǿŀǊŜΦ  IƻǿŜǾŜǊΣ ²ƛƴǎŀƭŜΩǎ ƛƴǘŜǊŦŀŎŜ ǿƛǘƘ vǳƛŎƪ .ƻƻƪǎ 

Pro will automatically create the account in Quick Books if it found to be absent on the Quick Books side. 

 

When you first enter the General Ledger Account Definition screen, you will see a list of some G/L 

accounts. These accounts are the basic accounts for the functions in the program. They must be entered 

into the program using the exact names of the accounts, including the exact spacing, but you may change 

the account number. These accounts should be entered into the general ledger definition screen as 

follows: 

 

Acct Main Category Acct Name 

1020 Current Asset BANK 

1025 Current Asset CASH DRAWER 

1200 Current Asset ACCOUNTS RECEIVABLE 

1300 Current Asset INVENTORY 

1301 Expense DEFECTIVE INVENTORY 

1550 Liability GIFT CERTIFICATES 

2000 Liability ACCOUNTS PAYABLE 

2235 Liability LAYAWAY 

3000 Equity RETAINED EARNINGS 

3010 Equity CONTRIBUTED CAPTIAL 

4100 Income SALES 

4150 Cost of Goods Sold RETURNS AND ALLOWANCES 

4160 Income INTRA STORE XFER 

4170 Income INTER STORE XFER 

4175 Expense DISCOUNTS ALLOWED 
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4180 Income SALES ALLOWANCES 

4500 Cost of Goods Sold COST OF GOODS 

5085 Liability SALES TAX 

5240 Income MISC INCOME 

5250 Expense FREIGHT IN 

6123 Expense CASH DRAWER OVER & SHORT 

6133 Expense FREIGHT OUT 

6137 Expense BAD DEBT 

7100 Other Income & Expense FINANCE CHARGE INCOME 

 
TIP: The General Ledger system allows you to run any period within a two year boundary.  
 
NOTE: You can now have up to nine general ledger BANK accounts.  To do this, add to your chart of 
accounts up to nine bank accounts by naming them BANK 1, BANK 2, BANK 3 and on up to BANK 9.  These 
numbers map to the default checking account as defined in the Accounts Payable setup.  This is useful 
when you have multiple stores sharing the same data base but using different configurations with 
different store numbers and checking account numbers.  With this new setup the general ledger will 
automatically map any transaction for the BANK account to the BANK # account.  With this setup the 
default BANK account is no longer used but must still exist.  Of course for a more human readable name 
you can set up aliases for the different BANK accounts. 

 
If you accept credit cards and want to track these credit cards in the G/L, you will need to add credit card 

general ledger accounts. The numbering of these accounts should correspond to the order in which they 

are set up in the Configuration program. The credit card accounts should be entered into the General 

[ŜŘƎŜǊ 5ŜŦƛƴƛǘƛƻƴ ŀǎ  άCREDIT CARD 1έΣ  άCREDIT CARD 2έΣ  Ŝtc.  

NOTE: Account order may also be identified by accessing the `BANKCARD.DEF' file in the data directory. 

At a \ WINSALE\ DATA ǇǊƻƳǇǘΣ ȅƻǳ Ƴŀȅ ƭƻƻƪ ŦƻǊ ΨBANKCARD.DEFΩ ŀƴŘ ƻǇŜƴ ƛǘ ǿƛǘƘ bƻǘŜǇŀŘ ǘƻ ǎŜŜ ŀ ƭƛǎǘ 

of your credit card options in their numbered order. 

 

 

Adding General Ledger Accounts  

 

мΦ    CǊƻƳ ǘƘŜ DŜƴŜǊŀƭ [ŜŘƎŜǊ aƻŘǳƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜΨ/ƘŀǊǘ ƻŦ !ŎŎǘǎΩ button. 
2.    Type in the Main account number that you want to add and press ENTER. 
 
NOTE: Account Numbers may be any numbers that you want to use up to 6 digits. These numbers must 

match the account numbers that you use in the General Ledger software and will be governed by any 

account numbering rules in the 3rd party general ledger software package.  

3.     If you want to assign a sub account to this new account name, type in the sub account number (up to 
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6 characters) and press ENTER or press ENTER to skip the sub account field. 
4.     Select the Account type then press ENTER or click into the Account Name column. 
5.     Type in the name of the account and press ENTER 
 
 

Modifying General Ledger Account Names  

 

1.  CǊƻƳ ǘƘŜ DŜƴŜǊŀƭ [ŜŘƎŜǊ aƻŘǳƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜΨ/ƘŀǊǘ ƻŦ !ŎŎǘǎΩ button. 
2.  Click into the field you want to modify and make any changes necessary. 
 
 

Deleting General Ledger Accounts  

 

1.  CǊƻƳ ǘƘŜ DŜƴŜǊŀƭ [ŜŘƎŜǊ aƻŘǳƭŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜΨ/ƘŀǊǘ ƻŦ !ŎŎǘǎΩ button. 
2.  Click on the far left box of the line that you want to remove.  This action will highlight the line being 

clicked on. 
3.  Click the Delete Button on the bottom of the screen. 
 

Modifying Account Numbers  

 

WARNING:  Account numbers may be changed, but the account names must remain exactly the same. 

All spelling and spacing must be identical. 

To change an account number: 

1.  Add the new account number with the name appearing exactly as it does in the old account 
number. All words and spacing must be exactly matched to the original! Follow the directions 
in Section 8.3.1 for adding an account. 

2.  Delete the old account number. Follow the directions in Section Deleting General Ledger 
Accounts for deleting accounts. 

 
 

Adding Accounts to the General Ledger Software  

 

Follow the instructions that have been supplied with your G/L software for adding accounts. Make sure 

that the account numbers match the account numbers entered in WinSale.  

NOTE: You may rename the accounts in your 3rd party general ledger software to names other than those 

entered into your POS software, but the account numbers must match those in the POS software.  
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Printing a List of G/L Accounts  

 

You may print a listing of the G/L accounts in your POS software from chart of Accts section of the General 

Ledger. You will find a button labeled PRINT. To print a listing of the accounts in your 3rd party general 

ledger software, follow the instructions that came with the software. 

 

How do Transactions affect G/L?  

 

 The table below shows the effect on the General Ledger for each type of  transaction.   

  

CHARGE  SALE 
DEBIT CREDIT 

ACCOUNTS RECEIVABLE SALES 

COST OF GOODS SALES TAX 

 INVENTORY 

 FREIGHT OUT 

CASH SALE 

DEBIT CREDIT 

BANK SALES 

COST OF GOODS SALES TAX 

 FREIGHT OUT 

 INVENTORY 

CREDIT CARD SALE 
DEBIT CREDIT 

CREDIT CARD NUMBER  OR BANK SALES 

COST OF GOODS SALES TAX 

 INVENTORY 

 FREIGHT OUT 

PAYMENT ON ACCOUNT 
DEBIT CREDIT 

CASH DRAWER ACCOUNTS RECEIVABLE 

LAYAWAY TAKEOUT  
DEBIT CREDIT 
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LAYAWAY SALES 

LAYAWAY DEPOSIT 
DEBIT CREDIT 

BANK LAYAWAY 

LAYAWAY FORFEIT 
DEBIT CREDIT 

LAYAWAY MISC INCOME 

PAID OUT 
DEBIT CREDIT 

ACCOUNT NUMBER CASH DRAWER  

GIFT CERTIFICATE 

DEBIT CREDIT 

BANK  GIFT CERTIFICATE 

 

 

CASH DRAWER OVERAGE 
DEBIT CREDIT 

BANK CASH DRAWER OVER & SHORT  

CASH DRAWER SHORTAGE 
DEBIT CREDIT 

CASH DRAWER OVER & SHORT BANK 

BANK DEPOSIT 
DEBIT CREDIT 

BANK CASH DRAWER  

SERVICE CHARGE 
DEBIT CREDIT 

ACCOUNTS RECEIVABLE FINANCE CHARGE INCOME  

WAIVE FINANCE CHARGE 
DEBIT CREDIT 

FINANCE CHARGE INCOME ACCOUNTS RECEIVABLE 

A/P PAYMENT 
DEBIT CREDIT 

ACCOUNT NUMBER   BANK 

SALES REFUND 
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DEBIT CREDIT 

TAX  BANK OR A/R 

RETURNS AND ALLOWANCES COST OF GOODS 

FREIGHT OUT  

INVENTORY  

RECEIVE PURCHASE ORDER 
DEBIT CREDIT 

INVENTORY ACCOUNTS PAYABLE 

 

Chart of Accounts  

 
 
Current Asset -  A balance sheet account that represents the value of all assets that are reasonably 
expected to be converted into cash within one year in the normal course of business.  Account Names are: 
Bank, Cash Drawer, Accounts Receivable, Inventory, Defective Inventory and Intra Store Xfer. 
 
Current Liability - A company's debts or obligations that are due within one year. Current liabilities appear 
on the company's balance sheet and include short term debt, accounts payable, accrued liabilities and 
other debts. Account Names are:  Gift Certificates, Accounts Payable, Sales Tax and Layaway. 
 
Equity is the residual claim or interest of the most junior class of investors in assets, after all liabilities are 
paid. Account Names are: Retained Earnings and Contributed Capital.  
 
Income - is the consumption and savings opportunity gained by an entity within a specified time frame, 
which is generally expressed in monetary terms.  Account Names: Sales, Returns and Allowances and Sales 
Allowance. 
 
Other Income - Term on an earnings report used to represent income from activities other than normal 
business operations. Account Names are: Inter Store Xfer, Misc Income, Finance Charge Income.  
 
Expense - Any cost of doing business resulting from revenue-generating activities. Account Names are: 
Discounts Allowed, Freight In, Cash Drawer Over and Short, Freight Out and Bad Debt. 
 
Cost of Goods Sold (COGS) -  An income statement figure which reflects the cost of obtaining raw 
materials and producing finished goods that are sold to consumers. Account Names are: Cost Of Goods, 
Cost Of Transfers. 

 
Cost of Goods Sold = Beginning Merchandise Inventory + Net Purchases of Merchandise - 
Ending Merchandise Inventory. 
 
Unreported ς Category of Reports that will not be considerate a parǘ ƻŦ Dκ[ ŀŎŎƻǳƴǘǎΣ ǿƻƴΩǘ ōŜ ŘƛǎǇƭŀȅŜŘ 
in Reports and usually includes accounts such as Loss Due To Shrinkage. 
 
NOTE:  The chart of Accounts will only display balances for the fiscal year for the income statement 
accounts.  
 

http://en.wikipedia.org/wiki/Liabilities
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General Ledger Trial Balance  

 

The first step in preparing to print financial statement or to transfer information to a 3rd party general 

ledger software is to run a Trial Balance in Winsale to make sure that your accounts are balanced. For the 

first run of this report, you will only need to look at the Trial Balance Summary (no account detail). The 

page is sorted by account number not description.  This way the accounts may be viewed by Assets at the 

top, Liabilities and income in the middle and expenses at the bottom. The debits are correctly placed in 

ǘƘŜ ƭŜŦǘ ƘŀƴŘ ŎƻƭǳƳƴ ŀƴŘ ŎǊŜŘƛǘǎ ŀǊŜ ƛƴ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ŎƻƭǳƳƴΦ LŦ ǘƘƛǎ ǊŜǇƻǊǘ ōŀƭŀƴŎŜǎ ŀƴŘ ȅƻǳ ŘƻƴΩǘ 

receive any errors when running it, you can proceed with printing a Profit and Loss Report, Posting to 

Winsale internal files so that you can print a Balance Sheet.  The trial balance must also balance in order 

to transfer to any 3rd party G/L. If, however, this summary does not balance and/or you get error 

messages when running it, you will need to print this report with full detail.  

 

To print the General Ledger Trial Balance report: 

1.  From the General Ledger Module. 
2.  Select the dates that you want to work with on the calendars 
3.  Click the Trial Balance Button 
4.  /ƭƛŎƪ ΨbhΩ ǿƘŜƴ ǇǊƻƳǇǘŜŘ ǘƻ ǇǊƛƴǘ hƴƭȅ D[ WƻǳǊƴŀƭ 9ƴǘǊƛŜǎΦ 
5.  When prompted to print the detail of what makes up the balance, answer YES to show Detail or NO to 

hide the detail.  You only need to show detail when the period does not balance and you need to 
ǊŜǎŜŀǊŎƘ ǿƘȅ ƛǘ ŘƻŜǎƴΩǘΦ 

 

a.  If you found a problem with the Trial Balance Summary or have had a problem transferring 
information to the 3rd party general ledger, press ENTER to print the report with account 
detail. 

 

6.  You may see Warning messages on the screen as the report is being processed: 
 

                    

 

        These warnings will tell you that there is an undefined account in the POS General Ledger. You            
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could see these warnings for any transaction in the program. There are two possibilities for these               

errors: 

1.  An account number was typed incorrectly in a transaction or no account number was 
entered. In this case, you need to go back to the transaction and edit it to include a 
valid G/L number. (See Section 8.5.1 for more information.) 

2.  You have used an account number that has not yet been added to the General Ledger 
Account Definition. Add the account, following the instructions in Section Adding 
General Ledger Accounts. 

         Press ENTER to clear these warnings from the screen and proceed with the report printing. 

 

 
 General Ledger Trial Balance Summary 
 

 

Balancing the General Ledger Trial Balance  

 

After you print the Trial Balance report, check to make sure that the Credits and Debits totals are the 

same and that there are ƴƻ лΩǎ ŦƻǊ ŀŎŎƻǳƴǘ ƴǳƳōŜǊǎ.   

WARNING: LŦ ȅƻǳ ƘŀǾŜ ŀƴȅ ȊŜǊƻŜǎ όлΩǎύ ŦƻǊ ŀŎŎƻǳƴǘ ƴumbers, your data will not transfer to the G/L 

software program. If your credits and debits do not balance, you will transfer inaccurate information to 

the G/L software. 
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If you find any of the above errors in the Trial Balance Summary, then you should run the Trial Balance 

with detail to identify the transactions and accounts that are causing the problems. 

To run the Trial Balance with detail: 

1.  Follow the directions outlined in General Ledger Trial Balance. 
2.  When you get to Step 5, choose to print  detail. Proceed with the rest of the directions as written for 

printing the report.  
 

 

 

        Sample Trial Balance report with Detail 

 

3.  The Trial Balance report with Detail will show subtotals for each transaction type. Check each of the 
subtotals to make sure that the credits and debits match. 

4.  If you find a subtotal where the credits and debits are different, look at the detail, by transaction, to 
make sure the credits and debits match by transaction. 

5.  LŦ ȅƻǳ ŦƛƴŘ ǘǊŀƴǎŀŎǘƛƻƴǎ ƛƴ ǿƘƛŎƘ ǘƘŜ ŘŜōƛǘǎ ŀƴŘ ŎǊŜŘƛǘǎ ŘƻƴΩǘ match, use the transaction charts to 
make sure that all of the correct accounts are listed for the transaction. 

a.  If you find that an account number is missing or appears on the report as 0, then you will 
need to add the correct account, according to the transaction charts, to the General Ledger 
Account Definition.  

6.  LŦ ȅƻǳ ŎŀƴΩǘ ƎŜǘ ȅƻǳǊ ¢Ǌƛŀƭ .ŀƭŀƴŎŜ ǘƻ ōŀƭŀƴŎŜ ŀŦǘŜǊ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ŘƛǊŜŎǘƛƻƴǎ ŀōƻǾŜΣ Ŏŀƭƭ aŀƎƴǳƳ 
Software. 
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NOTE: The Trial Balance Report prints the Beginning balance for all Accounts and then calculates an 
ending balance for these accounts.  The beginning balance is taken from prior posted periods and typically 
will be the ending balance as shown in the Chart of Accounts unless you are running a trial balance for an 
earlier period that has already been posted. 
 

Updating Quickbooks Pro GL  

 

The interface to Quick Books Pro is very easy as no initial set up has to take place.  All of the General 

Ledger Accounts that are needed to update Quick Books Pro from Winsale will automatically be generated 

into Quick Books by Winsale.  In addition, any Customer or Vendor profiles that are needed are also 

automatically created on the Quick Books side.  Thus, literally you can simply install Quick Books and 

update it with your Winsale data with answering only a few simple questions. 

The following procedures are all that are needed to update Quick Books. 

 

Quick Books Side: 

1. Run Quick Books Pro and open your company within Quick Books. 
2. Back up your company data. 
 

Winsale Side: 

1. Run a trial balance for any period within a one year boundary.  This trial balance must balance 
before you can update Quick Books. 

2. ²ƘŜƴ ǘƘŜ ǘǊƛŀƭ ōŀƭŀƴŎŜ ƛǎ ƛƴ ōŀƭŀƴŎŜ ǘƘŜ Ψ¦ǇŘŀǘŜ vǳƛŎƪ .ƻƻƪǎΩ ǿƛƭƭ ōŜ ŜƴŀōƭŜŘΦ 
3. tǊŜǎǎ ǘƘŜ Ψ¦ǇŘŀǘŜ vǳƛŎƪ .ƻƻƪǎΩ button to start the connection between Winsale and Quick Books. 
 

  

 Winsale warning message 

 

4. Winsale will warn you about backing up Quick Books before proceeding.  This is very important 
because the updating Quick Books is non-reversible. 

5. Quick books will take over from this point as it accepts information into it from Winsale. 
 

QuickBooks Side: 
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1. The first time that Winsale communicates with Quick Books it will display a security message.  You 
should answer Yes, Always. 

 

 

2. A final dialog is displayed to ask you the same question again (only worded a little different).  

!ƎŀƛƴΣ ȅƻǳ ǎƘƻǳƭŘ ŀƴǎǿŜǊ ΨYesΩ 

 

 

 

3. After answering the above dialogs, you will not be prompted for anything else.  The 

communications will proceed between the two programs. 

You can now switch back and forth between Winsale and Quick Books to watch the communication of 

ƛƴŦƻǊƳŀǘƛƻƴ ƻǊ ȅƻǳ Ŏŀƴ ǎƛƳǇƭȅ ǿŀǘŎƘ ²ƛƴǎŀƭŜΩǎ ǇǊƻƎǊŜǎǎΦ  Lƴ ŜƛǘƘŜǊ ŜǾŜƴǘΣ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ǇŀǎǎŜŘ 

to Quick Books from Winsale. 

 
























































































































































































































































































































































































































































































