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Chapter 1: Initializing Your Software

A cash register
replacement.

Reduce theft.

Reduce inventory
shrinkage.

Reduce “bad”
inventory.

Increase “good”
inventory.

Watch your margins.

Speed customer
checkout.

Greater accuracy.

Keep track of your
customers.

Why computerize?

3 Essential Questions for Independent Retailers

1. Why Computerize Your Store?

A Cash Register ReplacementdA Computerized Cash Register system
replaces your old fashioned cash register. A Cagligier has a single
purpose. It tells you how much money your busitesstaken in during
the day. It can tell you that you took in $350, bhaan't tell you how
much of that money is profit. It can't tell you howuch inventory you
have on the shelf. It can't tell you how many lestibf soda your business
sold today. A computerized cash register can itigtéll you that you
have $350 in your cash drawer. It will tell youtt225 of that $350 is
profit. It can tell you that you sold 12 copiesaofertain compact disc
today and that you still have 8 copies on the sktettan also tell you what
items you should order today because your stoldwis

Reduce Theft.By computerizing you can reduce theft in your hass by
an average of 2 ¥2%. An average small business &&@@,000 per year
can reduce in-store theft by an average of $12,800:? Your employees
become more involved in watching the store invenifthey know that
every piece of inventory in your business is bemanitored.

Reduce Inventory Shrinkage.By watching your inventory and
comparing on shelf inventory to your computerizegarts, as well as
taking regular physical inventories, both you andryemployees are
much more careful about giving away inventory, iretey obsolete
inventory, monitoring breakage and non-theft ineepthat "walks" out
of your business, as well as checking inventorthastems enter your
store. You can reduce inventory shrinkage by ugnimther 2 2% by
computerizing.

Reduce Your Inventory. By watching your inventory reports, you can
make sure that you order more wisely. You don'tinés) Christmas CDs
on the shelf in the summer.

Increase Your Inventory. You don't need 750 Christmas CDs in the
summer, but you may need more portable CD playgrgdur store
during the month of August. Many stores order potsibased on what
they think they sell. If you check your inventogports and see that you
sold 100 portable CD players last August, it giyes a good clue to help
make sure that you don't run out of portable Chygua this August.
Watching your inventory reports increases yourceficy.

Watch Your Margins. By analyzing your inventory better, you may
determine that certain genres of music produceehnighofit margins than
others. Our POS software will help you to stock enproducts that give
you greater profits and fewer products that give t@ least amount of
profit.

ExtremePOS



Why computerize?

On average,

computerizing will
save you 5% of your
sales.

A business doing
$500,000 per year in
sales will save $25,000
per year by
computerizing.

A typical single user

station computer

system with printer,
cash drawer,

computer, barcode

scanner and barcode

printer costs less than
$5,000.

The typical computer
system above will
save you $20,000 in
the first year alone!!

Speed Customer CheckoutComputerizing speeds up your customer
checkout. With a barcode scanner you can checkoust@mer much
faster than the time required with a manual caglster.

Accuracy. Every item in your store has a price and barcadeber
associated with it. Never again will you have tpifie out how much or
how many you have in stock. Your clerks will hamstant stock
information at their finger tips.

Keep Track of Your Customers.Your best customers are your present
customers. No matter what type of store you hawe,should try to

obtain the name and address of every one of yatomers. Keeping a
customer list is an obvious asset for a music stboe want your
customers to keep coming back, especially whenhgwe a sale. Mailing
to your customers periodically keeps them comirgkb®our vendors
may even help you pay for the cost of the mailMgiling to your
customers is the best form of advertising, evétisfjust a quick postcard
listing a few new sale items. Every mailing to yeustomer list will
always be a positive to your cash flow.

2. Why Choose Musicware POS, Praiz POS or
ExtremePOS?

We know music storesMusicware POS software has been servicing
record stores for almost 20 years. Our dedicaknawledge, experience
and commitment to the industry is unmatched. Oftwsoe is 32-bit
Windows based and is extremely intuitive and feapacked. We have
uniquely designed software for stores buying atithgeboth "new" and
"used" inventory. Because of this unique businegsirement,
independent music stores need software specifidaiygned to handle
new and used items.

We know bookstores!Praiz POS software has been servicing bookstores
for almost 10 years. Our dedication, knowledge eeigmce and

commitment to the industry is unmatched. Our safévia 32-bit

Windows based and is extremely intuitive and feapacked. We have
uniquely designed software for bookstores buyird) salling both "new"

and "used" inventory. Because of this unique bissimequirement,
independent bookstores need software specificatiygthed to handle new
and used items.

3. Why Now?

Why wait any longer! Start benefiting from technologies that can save
you money and make you more efficient now. Giverygiare the same
advantages that larger chain stores enjoy at #idracf the price!

3 ExtremePOS



Chapter 1: Initializing Your Software

Installation Notes

Important Note: Musicware for Windows, Praiz for Windows and eXtremePOS versions have
different naming conventions but the installation pocedures are virtually the same.

1. Make sure you have the necessary computer hardwaoe ExtremePOS:

Suggested Setup:

» PC with 2 GHz processor or better, 1GB of RAM ottdre

» CD-RW for archiving of backup files

* Removable media, such as USB drive, Zip drive, &Umemory stick may be used for
backups and other activities.

*  Microsoft®Windows XP or higher

2. Network Installation: The database server used by ExtremePOS is Mitr&QE Server 2008
Express, which is essentially a scaled-down versiothe full Microsoft SQL Server product. It is
recommended that you designate the most powerfupater on your network to run the database
server. Obviously, if you have a server computau gurrently use for other applications, this will
probably be the best choice to also host your datalerver.

3. Receipt Printer Driver: To use a receipt printer with ExtremePOS you wééd a driver for your
printer. To install a driver, go to the Windowsrfml panel and chooderinters. When your list of
installed printers is shown, choose the first itédd Printer. During the process, seleé@eneric as
the manufacturer, and then cho@eneric / Text Only. Finish the printer installation. You are now
ready to print to your receipt printefexception: When using a Star receipt printer on COM 1, just
chooseNONE as your receipt printer under default printers.isinot necessary to install a printer
driver when your Star printer is on COM 1.

4. Barcode Printer Driver: To use the 2" or 4" Advantage printer with eXtrer@® please install its
appropriate driver. The 2” only model uses thdvantage BD 2 driver, while the 4" uses the
Advantage BD 4driver. The Bixolon printer uses the Samsung/Riralriver. The driver is included
on the CD-ROM, which ships with the printer. Yoancalso download the driver from the
manufacturer’s website. Please refer to the ung&r manual.

A Note on USB Barcode Printing:

In order to use a USB Barcode printer, you will need to set it up using the net use command. In order to do
this, install the driver for your printer twice, once on the usb port and once on an unused Ipt port. Make certain
you note the number of the port you use. Share the usb driver. Click on the run window, and type cmd into it and
runit. Inthe shell that opens, use the following command:
net use Iptl: \\{your computer name}\{printer sharename} /p:yes
Replace Iptl: with the appropriate port number. When setting up printersin ExtremePOS, you will need to select
the printer driver for the Ipt port driver. Contact support if you need assistance with these instructions. As of
version 3.0, thisis not necessary for Zebra or Bixolon label printers.

ExtremePOS 4



Installation Procedures

Important Note: The installation instructions below will refer to ExtremePQOS, but they also apply to
Musicware and Praiz.

These instructions apply to those installing Exe@®S 2.9 to a system that has not
previously had a copy of ExtremePOS version 2 offrdr those who are doing an
upgrade, please see the document “Upgrade Instnsctor ExtremePOS 2.6 to 2.9”

YOU SHOULD INSTALL ON THE STATION YOU INTEND TO USE AS A
SERVER FIRST.

To do the installation, you will need to run seaxe. Follow through the prompted
screens. Make certain you install for All Usergati are planning on having multiple
Windows accounts access the computer. Once the ER@Shas finished installing, you
will need to go back to the ExtremePOS Install andit. Depending on your version of
Windows and other installed programs, you may lenpted to install additional
programs upon running the “setup.exe” located is directory; if so, allow them to
install.

5 ExtremePOS



Chapter 1: Initializing Your Software

i'-;‘!:“ ExtremeP05

License Agreement

Pleaze take a moment to read the license agreement now, [F you accept the terms below, click "l
Agree", then "Mext". Othenwize click "Cancel”.

PLEASE READ THIS DOCUMENT CAREFULLY, BY DOWMNLOADING,
INSTALLING OR USING THE SOFTWARE, YOU ARE AGREEING TO BECOME
BOUND BY THE TERMS OF THIS AGREEMENT. IF ¥YOU DO NOT AGREE
WITH THE TERMS OF THE AGREEMENT, DO NOT INSTALL THE SOFTWARE.

[

| Do Mot Agree i+ | Agree

Cancel ¢ Back | Mext > I

You will be required to agree to terms and condgiof the license for each program at time of ihsta

Once again, follow through the prompts of the ilhatian program. You will be required
to agree to the license agreement to perform ttallation.

On your desktop, you will now find a shortcut fortttemePOS, with a barcode logo.
Run it.

Select Server
% |lze ExtremePOS SOL Server Express instance ["Computer Mameestremepos']

™ Install ExtremeP0S SAL Server Express instance on this computer

= Use another SEL Server instance

Select Server |EF'EIS-JE REMY4EXTREMEPOS j Refresh List

(] Cancel

You will be prompted to select a database serlfehis is the station you intend to use as
your server, then select “Install ExtremePOS SQiv&eExpress instance on this
computer”. Otherwise, select your server instdrm the list of computers on the

ExtremePOS 6



dropdown box. If your instance is NOT named Ex&pos then you will need to select
“Use another SQL Server Instance”. Make certaun yse the same instance on all PCs.

THE FOLLOWING SECTION APPLIES ONLY IF THIS IS THE S ERVER
STATION. OTHERWISE, SKIP THESE STEPS UNTIL THE NEX T BOLD
INSTRUCTION.

If you select to install a SQL Server instance,dbware will be automatically
downloaded and the installation process will betdned. You may accept the default
settings for the server, including accepting tberise agreement.

By default, the server instance name is “ExtremeP@Shecessary, you may name it

something else, but you will need to know what gall it.
[Gsoserverzonapzsene o]
Instance Configuration

Specify the name and instance 0 For the instance of SQL Server, Tnstance ID becomes part of the installation path.

Setup Support Rules " Defaul instance

Installation Type =" Hamed instance:
i

[extremepos]

[Extremepos

rectary:  [c:iProgram FiesiMicrosoft SCL Serverl

Instance Configuration

Disk Space Requirements

SQL Server diectary:  Ci\Program Fies{Microsoft SOL Server\MSSOL10_S0,ExtremePas

Installed instances:

Instance Name: Instance ID Features Wersion
SOLEXPRESS MSSQLI0_SO.SQLE... |SQLEngine,SGLENgI... |Express with Advan... |10,50.1600.1
EXpY MSSQLLO_SOUEXFY | SQLEngine, SGLENg!... |Exq fvan... |10,50.1600.1
DATACAPINSTANCE | MSSGLLO_S0.DATA. . |SQLEngine fvan... |10.50.1600.1
MSSQLSERVER MSSQLID_S0.MSSGQ... [SQLEnGine,SQLERGI... |Express with Advan... |10,50.1600.1
EXTREMEPOS MSSOLLO_SO.EXTR... |SQLENgine,SQLENGI... |Express 10.50.1600.1
TEST MSSQL4 SQLEngine,SQLENg)... |Express 9.3.4053
<Shared Componen... Tools, Toals{Toolscl... 9.3.4053

< Back Next = Cancel Help

ONCE YOUR SERVER IS INSTALLED OR IF YOU ARE NOT ON THE
SERVER, FOLLOW BELOW:

You will be asked if you have installed the ExtrétS Core files. You should say “No”
the first time you get this screen, and the Extfe@®$ Core files will be downloaded and
installed.

7 ExtremePOS



Chapter 1: Initializing Your Software

I
‘ a ExtrermeP O3 EZ L

S O F T m' Has ExtremeP 0% Caore been installed on your system? L ’

o )]

Select the EPOSCore file when prompted. If yotaifesd to a non-default directory, you
will need to browse to the install path that yod Balected. Finally, you will be asked to
register.

Fill in the Serial Number and your Customer nunfb@m ExtremePOS, or select demo
if you are installing a demonstration copy. Ifstis successful, then the program is ready
to use!

ExtremePOS 8
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Chapter 1: Initializing Your Software

SETTINGS IN WINDOWS FOR MULTISTATION INSTALLS:

If you are setting up a multistation system, yoll meed to make certain that you have
certain settings correct. Primarily, you will n@ednake certain that your firewall is

correctly configured.

By default, in whatever firewall program you useP@nd UDP ports 1433 and 1434
should be opened. However, this can vary fromesygb system and from program to

program.

For the default windows firewall, these exceptiarey be set by going 8TART ->
CONTROL PANEL ->WINDOWS FIREWALL. Go to the EXCEPTIONS tab and
click ADD PORT. You will need to separately add te TCP and UDP Port.

%= windows Firewall

General  Exceptions |.-'1'-.|:|van|:eu:||
YWindows Firewall i turned off. Your computer iz at rigk of attacks and intruzions

from outzide sources such as the [nternet. wWe recommend that pou click the
General tab and zelect On.

Programs and Services:

Mame j

Adobe TSI C54

Adobe CS1 CS4

Apache

Apache HTTP Server

Beyond Compare

BL Vitual Com for ethernet driver
Configure

ExtrermeP05 Payrment

File and Printer Sharing

Firefaw

Intuit Entitlerment Service w53 LI

Add Program. .. Add Part.. Edit... Delete |

v Dizplay a notification when ‘Windows Firewall blocks a program

What are the risks of allowing exceptions?

0k I Cancel |

Should you need help with this, please contactdfxér Point of Sale, Inc, Support at

919-387-7595x101.

ExtremePOS
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Backing Up Your Data

You should perform frequent backups of your dataliagprotect yourself against data loss due to cioenp
hard drive failures or other catastrophic evemtsa minimum, you should back up daily, but you nadso
want to back up periodically throughout the dayatdbase backups can be performed from the Launchpad
by pressing the backup database button. Thera f&w important points to consider when backinyopr

data.

CHOOSING A BACKUP LOCATION .

The following are some options you may choose éurypackup location.

1. Keep the default location on your server comput&here are some disadvantages to keeping this
location. If you keep this location, both your alzdse file and your backup files will reside on the
same physical hard drive. Therefore, you put yalfiegt risk of losing both your data and backups in
the event of a hard drive crash on your serverolf do choose to keep this as your backup location
you should copy your backup files frequently to taeo media, such as a CD, and keep them in offsite
storage.

2. A removable media on your database server. Sommmes are a USB drive, ZIP drive or a USB
memory sticks. USB memory sticks have the advantagbeing small, portable, capable of storing
large amounts of data (up to 1GByte or greater) hade become inexpensive. One benefit of
removable media is that you can physically takerymackups with you, protecting yourself against
data loss in the case of fire or theft. You wilint to periodically archive your backups to a peremt
media, such as CD, for added security and to keapnemovable media from filling up.

3. Another computer on your network. This option witbtect you from data loss in the event of a hard
drive crash on your server. If you select thisi@ptyou should also periodically copy your backup
files from the backup location to another mediahsas a CD, for offsite storage. There are sonesru
you need to be aware of when backing up to a nétemmputer.

* You will need to create a Network Share on the asempthat you wish to use for backups. SQL
Server does NOT recognize “Mapped Network Drivesf.you specify a mapped drive as the
backup location, the backup will fail.

* The network share name and the directory path ¢aourgently contain any spaces. ExtremePOS
will prevent you from selecting any paths contajngpaces.

A backup file will maintain snapshots of the origjifiull backup and all appended differential backup
In the event that you need to restore your dataliadeemePOS will allow you to restore to any of
these points in time.
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Chapter 1: Initializing Your Software

ExtremePOS, Musicware and Praiz

The first time you start ExtremePOS, Musicware i@i2you will need to provide the program with some
initialization information. The following sectiamill guide you through the initialization steps.

NOTES:
* ExtremePOS is depicted in this section; howevestbps below also apply to Musicware and Praiz.

1. You will now see the welcome screen, as shown helBelectContinue to proceed. Selecting
Cancel will exit the initialization procedure.

&) eXtremePOS Initialization

elcome to eXtremePOS. You need to answer a few questions before you
can begin using the program. You can change these setftings at a later time.

ExXtrernc e

POS \

Cancel

2. You will now need to select your Shared Files divsec The Shared Files Directory is the
location that ExtremePOS Maintenance Manager driektdemePOS, Musicware or Praiz POS
stations keep common files, such as reports, vedatabase files and program updates. Whatever
Shared Files directory you have already selecte&ftremePOS Maintenance Manager, you
should point to the same directory when initialigijour POS stations.
Select Browse' to choose a directory. Once you have selectenl $bared Files directory, select
“Continue” to proceed. Selecting Cancel will exit the ialization procedure.

NOTES:

If you are installing ExtremePOS on multiple staipyou will need to make sure your Shared
Files directory is enabled for Network Sharing itndbws. Network users will require full access
(Read, Write and Modify) to this directory. Seendbws documentation for information on
sharing directories.

If you are an existing Version 1 user upgradinyéosion 2, you will not need to select a Shared
Files directory, and you will not be shown the sekereen. By default, the Shared Files directory
will be set to your Version 1 “Store Data directory

ExtremePOS 12



= eXtremePOS Initialization

Selectthe location of wour Shared Files directony.

MOTE: ExtremePOS Maintenance Manager and all POS stations should be
pointing to the same Shared Files directony.

Browse ...

Current Directon:

Cancel ¢

You will now be asked to select a Station ID faststation. Select the desired Station ID and hit
OK to continue.

You should now see the confirmation screen belaicating that the new station has been created
in your store database. Select OK to continue.

NOTE: If you are an existing ExtremePOS, MusicwaréNindows or Praiz for Windows

Version 1 user, the Station will probably alreadistin your database. In this case, you will not
see the confirmation screen.

eXtremeP0S

Station 3 has been created with default settings.
“fou may modify these settings from the Options screen.

You will now see the ExtremePOS login screen. ¥aue now successfully completed
initialization of ExtremePOS.
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Chapter 2: Getting Started

Chapter 2.

Getting Started
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Log-in Screen

Note: Musicware and ExtremePOS users will see shgy different screens.

File Toals

-\

-

ExEbrerrnc

 POS N

"Iy

Version 2.09.0016

Station ID: 4

Cashier ID: inl
Password: ]|

 Extrermc a

SOFTWARE CORZORATION 7

The first screen that appears when you run PRAIZ®é Log-in Screen. To log in, type in the passwo
for the shown cashier ID, then predsSNTER> or click onLogin. To log in as the administrator, type in
the administrator password under any Cashier ID.l0g in as a cashier under a different cashiertype

in the desired ID in th€ashier ID field, then enter that cashier's password. Yoy ordy change Cashier
IDs if you have manually added in the ID througl Tools menu. This option is enabled in both the single
and multi-user versions.

The default Administrator Password is:admin

The default Cashier Password iscashier
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Chapter 2: Getting Started

The File menu on the Log-in screen contains a eéhfaicexiting the program. To access the File menu

File and Tools Menu

File Menu
e 202020 =
I Toals )
Exit '

Exbtrermnc a

POS Qo4

Version 2.09.0016

| Station ID: 4

Cashier ID: iu 1
Password:

i g

 Extrermc C‘:\

SOFTWARE COR=0RATION 7

click onFile or pressALT+F>.

The Tools menu on the Log-in Screen allows youettefine your original specifications such as indust
selection, the location of your store directoriesl alatabase server.
administrator passwords. To access the Tool n&iol,onTools or press<KALT+T> .

Tools Menu

Tools>Options Menu

ExtremePOS
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o lLogin

‘ Options 3 Change Passwords
Venidar Dtabbses " Select Shared Files Directory
Physical Inventory 3
Global Changes E - ‘
Script Utility L
Employee Maintenance 7

Version 2.09.0016

Station ID: 4

Cashier ID: [p1
Password:

e ‘ g

 Extrermc a

SOFTWARE CORZORATION 7

Change Passwords

The default Administrator Password is:admin
The default Cashier Password iscashier

This section allows you to change a password foashier or the administrator. To access this s¢ree
selectChange Password$rom the Log-in Screefools menu.

Change Password

Help

Change Cashier Password

Cashier ID 0OIid Password Mew Password Verify New Password

Change Administrator Password

Old Password Hew Password Verify MNew Password

LCancel

To change a Cashier Password
» Type the Cashier ID for which the password willdbenged in th€ashier ID field.

» Type the old cashier password in thlel Passwordfield.
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Chapter 2: Getting Started

» Type the new password to be used by this cashibeiNew Passwordfield.
» Re-enter the new password in ¥erify New Passwordfield to ensure no errors in typing.
* Click onOK to store the new password.

To change the Administrator Password:

 Type the current administrator password in Bkl Password field (If you forget the
administrator password, contact ExtremePOS).

* Type the new password in theew Passwordfield.

* Re-enter the new password in terify New Passwordfield to ensure no errors were made
in typing, and then click o®K to store the new password.

ExtremePOS 18



Select Shared Files Directory

Change Passwords
Select Database Server
Select Shared Files Directory

Wendor Databases

Pheysical Inventaory »

Emploves Maintenance

This option allows you to change the current Shaiigeks directory. The Shared Files directory isiaily
selected during program initialization. For man@imation and rules/guidelines on selecting yoargd
Files directory, see step 4 in the ExtremePOSalirtition documentation in Chapter 1.
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Chapter 2: Getting Started

Tools>Employee Maintenance Menu

Options 4
Wendor Databases *
Phrysical Inventory *

kEmplD vee Mainkenance
hange Passwords

This screen allows you to create or update a cadble To use this function, sele&Employee
Maintenance from theTools menu.

] Emplu)n*a Maintenance

General ‘Eermissions] Add
Employes Department |F'“assword deate
| Caszhier [D | | Agsociated Cuztomer #

Card Swipe 1D Hourly Wage Previous
| [§10.00

Exit ‘

The following fields are displayed for each Cashiizzr

Employee Department:Use this list of departments to classify your ergpks. To select a department,
click on its name. For more information on cregtemployee departments, s€aapter2: Inventory
Control: Departments.

CashierlD: This is the current Cashier ID. To select a d#ferCashier ID, use thgext and Previous
buttons or click on th€ashier ID button, enter the desired two digit ID, then preESITER> or click on
OK.

Password: This is the password for the displayed employd@de default password for new cashiers is
Cashier. You may also change this password by selecimgnge Passwordsn theFile menu. For more
information, se€€hange Passwords

Card Swipe ID: This is the value encoded on the employee’s I@.cafse this for quick logon/logout.
Associated Customer #:If the employee has a customer number, enter ri¢ ly clicking on the
Associated Customer #button, finding the correct Customer Number, tlotoking Add. The default

Customer Number is 101.

Hourly Wage: This is how much the employee is paid per hour.
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To add a Cashier ID:

e Click on Tools or press<ALT+T>, then selectEmployee Maintenance You will be
prompted to enter the administrator’s password.

» Click onAdd or press<ALT+A> .
» Enter the new Cashier ID and the employee’s inféiona When you are finished, click on
Done or press<ALT+D>. To quit without adding a Cashier ID, click @ancel or press

<ALT+C>.

NOTE: Cashier IDs must be two characters long.

To update a Cashier ID:

* Click on Tools or press<ALT+T>, then selectEmployee Maintenance You will be
prompted to enter the administrator’s password.

» Change the desired fields, then click Opdate or press<ALT+U> to save your changes.
Click onExit or press<ALT+X> to quit without saving.
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Chapter 2: Getting Started

Permissions

This screen allows you to specify which functionsegtain cashier can use. To access this screktts
the Permissionstab:

=, Employee Maintenance

General Add
FEunctionality Irwl:ge Discaunts Yes - Update ‘
- Invoice Price Changes |Yes j
Invoice [tem Deletion Yes - Mext ‘
Setup =
Yoid Invoices |Yes ﬂ
Inventary . -
Accounting Interface Mo - Previous
Customer | ajoy Euit From EPOS: oo =
Exit ‘

To change the functions allowed for a cashier:

* Press<TAB> to move through the different functions. If yoant a function to be allowed,
chooseYes from the drop down list box. Choo$ if you do not want a function to be
allowed. Choosé’rompt if you want to be prompted for the administratgquassword or
another cashier with override permission’s id aadsword. Choos@verride if you want to
allow the cashier to enable other cashier's Promjityou make a mistake presSHIFT>
and<TAB> to move back to the previous field.

» Click onUpdate to store any changes or click @Gancelto ignore any changes made.

» To modify settings for another Cashier ID, click NBxt or press<ALT+N>, or enter the
desired Cashier ID, then presSNTER> or click onOK.

To change a Cashier Password
» Type the Cashier ID for which the password willdenged in th€ashier ID field.
» Type the old cashier password in thlel Passwordfield.
* Type the new password to be used by this cashibeiNew Passwordfield.
» Re-enter the new password in ¥erify New Passwordfield to ensure no errors in typing.

* Click onOK to store the new password.
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Musicware

The Invoice Screen

File View Actions Tools Reports Inwoice  Help
FOS Operaions [}
o Quantity Used  Condition Traden ¢ redi
e i -
1 k] i i  Cash
Cash [F6} b
. * [ csstomer e
[T 8l Selected Customer:  George Pozo Balance: $ 0.00 : :
8006479711 ESC Discount: A (0.00%) Details ... Quick Search Lockup
[ Fontolccc |
Chock (F8) Feturn o Rental Show Cunontly | Show Late . l ‘
: % Rentals
=
Pay On Account (F)| Invoice Grid (Ctil+G) SELECTED
Item_Name Guan Price Ext_Price | Discount | Tax_Exempt | Used | [ Cond [ Cash_Trade
= 1|09362474262 | DAY WITHOUT RAIN ENYA 1[15.98 15.98 0.00% [ [ T |a o
ST an | 2|075596079228 _|ISNT IT AOMANTIC FEINSTEINMICH/ 1]9.97 9.97 0.00% T [N [ [N
plit Tender 1 k £ 00
[ : 1[a.99 499 0.00%_ i T RS E
eXtieme Lookup
Void Invoice
[« >
Subtotal 30.95
a0 T Discount Tax 0.00
tems ax Exempt  [Ctil+D1
Put On-Hold
3 - oo % {Cootly | Recall On-Hold
077779527120
ST OF 1968-73 Change Price | Change Discount | Change Quantity | More:
" STEVE BID (Culs1) (CulL) (Cul+Q) (CurlM) Void End Transaction
e CashierID || 01 11/3/2004 12:40:44 PM
I Reports |

ExtremePQOS works
with or without a
mouse. You can access
most features of
ExtremePOS using an
ordinary keyboard.

After successfully entering your password, you wiliter the Invoice
Screen. Everything you will need to do in EXTREME® works from
this one screen. Most features in ExtremePOS wwitlts or without a
mouse. You can move around the entire screen wsihgr<TAB> or
any of the numerousALT> shortcut keys. You can bring up additional
ExtremePOS screens using #@TRL> shortcut keys.

Any underlined letters on the screen a&LT> shortcut keys. For
example, look at the wor@ools in the menu bar. You can accds®ls
either by clicking your mouse on the woflols or by pressing the
<ALT+T> shortcut keys (pressALT> andT simultaneously).

You can also us€TAB> to go from one section of the screen to another.
Press<SHIFT> and <TAB> simultaneously to go backwards. For
details on the Invoice Screen, seleapter 4. Creating Invoices
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Chapter 1: Setting Up ExtremePOS

The Menu Bar

File Wiew Actions Tools Reports  Ivoice  Help

Access the Menu Bar
by using the <ALT>
keys or a mouse.
For example:
<ALT+T> = Tools
<ALT+V> = View
<ALT+R> = Reports

You may use lower or
upper case letters.

<ALT+T> = <ALT+t>

You can access thidenu Bar by using a mouse or yowALT> key.
You can access each menu listed on the menu bainiyltaneously
pressing<ALT> and the underlined letter in the menu title. &avie the
menu bar, pressESC> twice or press anothetALT> key to reach
another part of the main screen.

You can also pressALT> to access the menu bar and then use the left

and right arrow keys<{—> and <->) to move from one menu to
another. Press|> to display the highlighted menu.

The eXtreme Toolbar

The eXtreme Toolbar is a navigation control that brings the look ofckisoft]
Oulook™ to eXtremePOS. It incorporates a system of gidjroups, each of which is

Inventory [F2)

A

L

identified by its header. Clicking a group’s headauses the group to become active,
slide into view, and diplay the items it contairiBhe eXtreme Toolbar gives the user
an easy way to access the most commonly used Eo@@®8 features. For example,
the Store Maintenance group contains shortcuts to inventory, customeesydors,

Customers (F3) departments, categories, purchase orders and cetiops.

i
5
Vendors

i

-

£

Departments

i

=

.

Categories

Purchase Drders

&

DOptionsz

Data Import

ExtremePOS
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Options Screen

[ Setup

Printers and Hardware | Printers and Hardware
Receipt

Receipt Printer Driver

Store / Station Options

Receipt Printer Type

Company Info
Inyoice Settings

|Direct to COM1

Report Printer Driver

.Zj " Skar

* Epson/PD5X
" Laser/Deskjet

Inventory
Station Specifics
Credit Cards

|hp LaserJet 1012 HB

Barcode Printer Driver

I~ Pole Display

|NONE

Internet Features
Couponing
Vendor Databases
Restaurant Features
Account Control
Touch Screen

Cipherlab 8000
Inventory Device

Com Port |4

Speed 57600

Com Port
%

Pole Display Type
* General

" CD-5220

" Rear Display

¥ Receipt Cutter I~ Print Logo
Cutter Command c "
|27.105 | ] B
Cash Drawer PD-1 ECR Scale
" None + None
 CoMl " COM2 " COM1
" LPT1 " LPT2 " COM2
Drawer Command C COM3
' COM4

127.112.0.25.250

Scale
Feature

Exit

Click on the appropriate tab to select which segito change.

The Options Screen allows you to customize theufeatyou use in ExtremePOS. To view the Options
Screen, seledDptions Screenfrom the Invoice Screefnools menu. Each of the different settings is fully
explained in the following paragraphs. Click @pdate to save your changes or click Brit to ignore all

changes.

Printers and Hardware

Use this option to specify the settings for yountars, cash drawer, pole display, and PD-1 ECReScBo
change any of these settings, click on Herdware tab in the Options Screen, and then click on the

appropriate port setting.

Receipt Printer Driver: ExtremePOS will print receipts to the printer listeere. For most users, those
who are using a printer plugged in to the seriat @OM1, drivers for the receipt printer are notded.

For those using U8Beipt printers, you must install the drivers in
Windows and select the correct one here.

Instead, use Direct to COML1.

Report Printer Driver:

If you have a printer for your reports, you musitall the drivers for it in

Windows before using it in ExtremePOS. After thivels have been installed, select the printer wisin

to use here.

Barcode Printer Driver:

If you have purchased a barcode label printer, most install the drivers into

Windows before you may use the printer here. Tines come either from the printer’'s manufactwser’
web site or from the driver CD sent with the deviddake certain you select the correct model.

Receipt Printer Type: Select the type of receipt printer you have. Othan Star, most receipt printers

emulate Epson style printing.

25
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Chapter 2: Getting Started

Pole Display Port: ExtremePOS will display invoice items, associatddgs, and a running total on a pole
display as items are added to an invoiBele Displayshould be turned off if you do not have a displHy.
you do have a display, you must specify the COM fmowhich it is attached.

Pole Display Type:Use this option to select what type of Pole Display are using. If you are using the
Extreme Customer Display application, you may gelbat. You need not specify a com port for that
program,

Cash Drawer Port: Use this option to specify the location of your ltakawer. Cash Drawer Port
should be set to “None” if you do not have a casiwer. If you do have a cash drawer, you mustig§pec
its location - COM1, COM2, LPT1, or LPT2. If yogash drawer receives its power from the receipt
printer, you should set your cash drawer port éosdume port as the receipt printer.

Receipt Cutter: This option allows you to set up an autocutter us@t your receipt printer. If your
printer has one and you wish to use it, set theradtton to ‘yes’ and the appropriate commandhiébox
below. The drop down menu includes the two moshroon by default; the first listed is for most Star
printers and the second is for most Epson comgastibl

Print Logo: This option may allow you to print a store logo your receipts; for further information,
consult your printer's documentation.

Cipherlab Device: This allows you to set the port and speed for tipé€¥lab 8000.

moetup x|
Store / Station Options

Printers and Hardware | r Receipt
Receipt Receipt Size Print Invoices  Display Equals Print Amt 5aved [from Retail)
+ Receipt " Mo i+ No * Mo
__ Companyinfo ||~ Full & Yes  Yes C Yes
Invoice Settings | " Full Professional ¢ Prompt
" MEBS 9245-4 " CC Only
Inventory |
. — Validate Checks Print Kit Items  Print Acct Balance
Station Specifics | & Mo “ Mo ~ No
Credit Cards | "~ Yes f* Yes " Yes
Internet Features |
# of copies [Credit Card Receipts)
Couponing | 1
# of copies (Other Receipts;
Vendor Databases | sl ] 1
Restaurant Features |
Account Control |
Touch Screen |

Update

Receipt

Receipt Size:Use this option to select the paper size to bel fiseinvoice receipts from the following
selectionsReceipt, Full, Full Professional,or NEBS 9245-4 To change your receipt paper size, click on
theReceipttab in theOptions Screen Full Professionalis designed to print on a standard laser printer.

If you select Full Professional, the Prof Logo option is displayed. You may choose to includacure,
company info, or both a picture and company infadtenreceipt. NOTE: The selected picture must be a
Jjpg or .gif file.
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If you select Receiptand your receipt printer is defined as Generic undindows, use the Windows
printer setup option to indicatdo Page Breakso ensure that the printer will not eject a fudlige when
each receipt is printed. EXTREMEPOS automaticptiyits a few blank lines to allow tearing between
receipts.

If you select NEBS 9245-4, you must set the paper sizeliser Definedin the Windows printer setting.
Print Invoices: Use this option to indicate whether invoices stook printed automatically or if you
should be prompted to print each invoice. To ceaymur Print Invoice settings, click on tReceipttab in
the Options Screen SelectYES to automatically print out an invoice upon comijaletof a transaction.
SelectNO if you don’t want invoices to print at all. SeldeROMPT if you only want invoices to be
printed at certain times. You will be promptedptint an invoice each time you end a transactiSelect
CC Only to only print a receipt for credit card invoices.

Display Equals: If you selectYesfor this feature, the line of equal signs sepagathe items from the rest
of the receipt will print.

Print Amount Saved: Enable this option to print the total differencetveeen your selling price and the
retail price for the invoice. This is for non-NEB&eipts.

Validate Checks: When this function is enabled, the invoice numbate and grand total will print on the
back of checks. You can only use this functioyoifi have an Ithaca slip printer.

Print Kit Items: Disabling this option means that the individuahit in a kit will not print on receipts but
will still appear on the invoice screen.

Print Account Balance: When this option is enabled, the account balantiepvint on receipts for “on
account” customer.

Company Information

T x|
Store / Station Options

Printers and H; | C Info

= I Extreme Software Corporation SoundScan Reporter #
Receipt I
I Company Info I

Invoice Settings | I SoundScan User Hame

Invenltoiy | I

Station Specifics | SoundScan Password
Credit Cards |
Store |D number: 1

Internet Features |
[T
Vendor Databases |
Restaurant Features |
Account Control |
Touch Screen I

Update |

This is the name, address, and telephone numbemilaappear on every invoice, receipt, report, or
statement. ExtremePOS’s company information isdtffault company name, address, and phone number.
To enter your own company information, click on fiempany Info tab in the Options Screen. Use
<TAB> to move from field to field, then replace the aldmpany information with the desired company
information. Click onUpdate to store the new company information. You mugeeimformation on all
four lines.

—
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Chapter 2: Getting Started

Musicware Users Only If you are a SoundScan reporter, please entar ngporter number, user name
and password in the appropriate fields, as providgeu by SoundScan.

NOTE: You may only enter four digits for a Store ID nwenb Please do not change your Store ID from

the default value.

Invoice Settings

[ Setup

Printers and Hardware Invoices
Receipt ] I~ Prompt Cashier 1D
Company Infa ] I~ Stock Prompt
Invoice Settings
r Round up Tax to
Inventory Mearest Penny
Station Specifics [ Eibie Likes
Credit Cards
r Prompt
Internet Features SalesPerson
Couponing v Prompt Amount

__VendosDatabases || Tendered
Restaurant Features I — Print Label
for Tradel
& Do not sell out
MI of stock items

[ Last Price Lookup

Update

[” MoTax1 for Used

™ NoTax 2 for Used

[~ Mo Tax 3 for Used
Round Nearest
Mickel

v Allow Gift Certificates

Allow only cumrent
date for DDR

Alwayz Print Price 1
for Tradeins

Enable "5et Uzed Price
[~ by Tradein Price" at

register

% markup

0

Store / Station Options

Default Invoice Items to  Search These Fields for

+ New
" Used

Suggested Tradein
Price

" Used Cost Field
+ Tradein Price Field

Promaotion Prices
" Disabled

" Manual

+ Automatic

Default Payment Type
+ Cash
" On Account

Scanned Items
[+ Item Number
[~ Al Item Number

— ISBN/Third
Item Number

Default GC Sales To
¢ Gift Card
" Gift Receipt

Default Gift Store
Credits to
" Gift Card

s Gift Receipt

Calculate Sales Tax On
" Entire Price
@+ Price Less Trade-ins

Collect up to 1?'35 X

above sales price
on pre-books

Show Notes for
ke Selected Customer

r Allow Negative
Invoice Discounts

Add to invoice from
Instant PO

Prompt Cashier ID - When this feature is enabled, the cashier is ptechto enter his Cashier ID upon

completion of a transaction. This option may befuisif numerous cashiers are ringing up peoplehen
same machine. To change your settings for thigifeaclick on thdnvoice Settingstab in the Options

Screen.

Stock Prompt: When this option is disabled, EXTREMEPOS will madier prompt for special orders if an

item is not in stock.

Do not sell out of stock items:If this box is checked, then you will be unablesé&dl items for which your

in stock number is zero or lower.

Round Nearest Nickel: If this option is enabled, all extended line tstalill be rounded to the nearest
nickel. This is useful if your tax is built intawr price so you won't have to deal with pennies.

Round Up Tax to Nearest Penny:If this option is enabled, the sales tax will alwde rounded up rather

than down.

Combine Lines —When this function is enabled, multiple entries tlee same item will be combined on
one line. For example, if CD, DVD, then CD areesatl, the screen and receipt will show CD 2 @ Price
DVD 1 @ Price instead of CD 1 @ Price, DVD 1 @ Pri€D 1 @ Price. This option is not compatible

with Promotions.

Prompt Salesperson:When this option is enabled, you will be promptedenter a salesperson ID at the

end of an invoice. This allows you to track onespa getting credit for a sale and another ringfing on

ExtremePOS
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the register.NOTE: Salespeople must be set up as cashiers for thisiopt When prompted, enter the
salesperson’s Cashier ID.

Prompt Amount Tendered: Disable this option if you don’t want EXTREMEPO& grompt you to enter
the amount tendered. This is useful if you waneliminate a few keystrokes by doing the math iaryo
head.

Print Labels for Trade-Ins: Use this feature to instantly print barcode lakfet trade-ins at the time of
invoicing.

Always Print Price 1 for Trade-Ins: Use this feature to print the completed price rélgass of whether
the item is complete or incomplete.

Default Payment Type: This option allows you to automatically set thefaddt payment type to “on

account” when you select a customer.

Last Price Lookup: When this option is enabled, a customer will awttcally be rung up at the last price
they paid for an item. For example, if an itermdsmally priced at $10.00 but you sell it to a ounser for
$9.00, the customer will be rung up automaticall$®&00 the next time they purchase that item.

Calculate Sales Tax On This option allows you to charge sales tax st fhe balance of a transaction
involving sales and trade-ins (purchasing used ymbfiom you customers). Some states may reghise t
option to be set. This is rare so DO NOT changenfthe default setting of charging sales tax on the
“Entire Price” unless you know for sure that yotats requires this choice.

Default Invoice Items to: Determine whether the used box on the invoiahécked or left off by default.

Enable ‘Set Used Price by Trade-in Price’ at Regist: Check and enter the percentage markup that you
want if you want to dynamically generate your psié@®m your trade-in values.

Promotion Prices: Set to manual if you want to manually add promatitmthe invoice, automatic if you
want your set up promotions automatically applesttj disabled if you do not wish to do promotions.

Suggested Tradein Price: Select whether you want the trade-in price to ke Wsed Cost field or the
Trade-in Price field.

Allow Gift Certificates: Disable this if you do not want to accept gift derates and cards.
Search These Fields for Scanned ItemsSelect the fields you want to check item numbeesres.
Default GC Sales to: Select whether to do gift cards or gift receiptdieyault when selling a gift card.

Default Gift Store Credits to: Select whether to do gift cards or gift receiptsdgfault when having a
remaining balance on a trade-in.

Collect up to X% Above Sales Price on Pre-BooksThis allows you to take a deposit for a percentage
above the base retail price on special orders eswtgers.

Add to Invoice from Instant PO: This allows you to place items into invoices aftestant POing from
the invoice screen
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Inventory
B Setup ]
Printers and Hardware Inventory
Receipt I % for Non-Inventory Items Average Cost [New ltems] - Hequire Login to Enter - Autofill Prices from New
= = ™ Yesz 033 " Disabled Inventory Screen Price
ompany Info _‘ = Enabled . Serial Number on Uszed X off 0
Invoice Setlings Ho.U - Purchase Orders New
= Default Item Humber Type Average Cost [Used Items) Used? % off ]—[I
Inventory & UPC " Disabled i Add Prefix to Barcode Hew
Station 5pecifics  EAN 12 {*+" Enabled for New ltems T[lfaﬂein“jl -4 [ o
Credit Cards £ellserDndined Limit Access to Tradein FltEfi N & s_e
Report T[lfaﬂede % 0
Internet Features Automatically generate e ) : off Use
- ™ Selling Price from Cost Iﬁlg:;lu.n:cess Lotidles v .R]c:dulz:;fl::l;ﬁ:alcode Tradein Cash1 [i]
Couponing Markup % off Used
ST T Markup % U0 [~ Popup ltem Notes Prefix u Tradein Cash2 [
% oft Used
Automaticall |
;J nev item: Cost From Automatic |tem Number Length Note: Prefixes can be 1or 2
Vendor Discount off " i characters long. Allowed
MJ Retail - :]2 g:g::: Characters are A-Z_ 0-9, space
Touch Screen | g and $ / + - %
ick 5 h
& Slan;all]dum EAE [~ Audit Quantity Changes
~ Find Matching [~ Use Price Tables
Item Names
Update

Auto Cost Percentage for Non-Inventory Items -This feature automatically calculates the cost abn-
inventory item based on the price entered inNloa-Inventory Item screen. For example, suppose the
cost percentage is set for YES and 33%. If youaddn-inventory item to the invoice and enteriagoof
$5.00, EXTREMEPOS will automatically calculate ttwst as $1.65. If you set this option to NO, thstc
will be whatever you enter it as. To change yaitirsgs for Auto Cost Percentage, click on limeentory

tab in the Options Screen.

Default Item Number Type — This option allows EXTREMEPOS to force an iteamier to be a certain
type of barcodelJPC or EAN 13, when creating an inventory item. If you do naamEXTREMEPOS to
force a barcode type then chodsser Defined

Automatically generate Selling Price from Cost Markip: If this is checked, your price will be defaulted
to the cost plus the markup, set in the box taritjia.

Automatically generate new item Cost from Vendor Décount off Retail: If this is checked, your item
cost will be the retail of the item, minus the aisot listed with the vendor you purchased from.

Average Cost Method (New Items):If you receive an item into stock at a new cost,TREMEPOS will
automatically change the cost of this item to therage cost you have paid for the items currentistock

if this feature is enabled. This method is usedmwheceiving stock from purchase orders through the
Purchase Orders screen. To enable the AverageMehkbd, click on the circle next nabled on the
Invoice Tab of theOptions Screen

Average Cost Method (Used Items):If you receive an item into stock at a new cBTREMEPOS will
automatically change the cost of this item to therage cost you have paid for the items currentistock

if this feature is enabled. This method is usedmiusing the “Trade-ins” feature when invoicing a
customer. To enable the Average Cost Method, ditkhe circle next t&nabled on thelnvoice Tab of
the Options Screen

Use Price Tables: If enabled, allows for the use of price tablesdetting the price from the cost or the
retail price.
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Automatic Item Number Length: Chooses whether, when auto generating numbergve thhem be 11
or 12 digits.

Audit Quantity changes: If enabled, records the id of anyone directly cliagpdhe in stock number in
inventory maintenance

Require Login to enter Inventory Screen: If checked, you will need to enter an authorizeglrname and
password each time you enter the inventory maimienacreen.

Add Prefix to Barcodes for New Items: Indicates that new items will have a prefix appehtte their
barcodes to indicate their newness.

Add Prefix to Barcodes for Used Items: Indicates that used items will have a prefix apgehtb their
barcodes to indicate their used state.

Serial Number on Purchase Orders:Serial numbers applied on purchase ordering
Popup Item Notes: If turned on, any notes set on items will pop ugwithat item is placed on an invoice.

Autofill Used Prices: If this is enabled, individual items with this faee enabled will generate used
pricing and tradein pricing from the percentagethis grid.

Station Specifics

£
Store / Station Options

Printers and Hardware | Station Specifics ~Show/Sort Dept & Cat by
Receipt | " Mumber
Print Extra Order
Company Info | Copy To: + Mame
MI o N,A_ ~ Show/Sort Customers by
£ Monitor
Inventory I ~ Printer + Mumber
I Station 5 pecifics " Mame
—I[:mdil ek ~ Show/Sort Yendors by —
Internet Features | & Humber
Couponing | = Hame
Vendor Databases |
R Feat |
Account Control |
Touch Screen I

Update |

Print Extra Order Copy: When this option is enabled, an extra copy of rieeipt will print to the
specified location or th®rder Filling Screen. For example, a restaurant station dedicatecklivaties
might want to print an entire receipt to the kitals® it can be attached to deliveries.

Show/Sort Dept. & Cat. By, This will allow you to display either the Numb&R the Name field to
display in the drop down list boxes within the Inte@y Maintenance section of the software.

Show/Sort Customers By This will allow you to display either the Numb®R the Name field to display
in the drop down list boxes within the Customer iManance section of the software.
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Show/Sort Vendors By This will allow you to display either the Numb®R the Name field to display in
the drop down list boxes within the Inventory Maimhnce section of the software.

Credit Card Processing

f 5 Setup [&‘

Store / Station Options

Printers and Hardware Credit Card Processing
&J General 1 —Mercury Processing
Company Info
_ B Process credit cards using: Merchant Account # |
MJ * Mercury Payment Systems
wj " Express Manual Processing
Station Specifics
Credit Cards Additional CC Types
Internet Features j & ExtremeP0S Internal Gift Cards
Couponing = " Mercury Gift Cards
¥Yendor Databases " Both
Restaurant Features Credit Card Processing Port: [1ppog
Touch Scieen

Main Server |

Backup Server |

ExtremePOS allows you to process credit card tcimse either manually or via the Mercury Payment
Systems credit card processing software syst&xpress Manual Processingallows you to record an
invoice as a credit card purchase without havingrter the credit card information. The creditdcpe
will be recorded as "None". To change how you psscyour credit card transactions, click on @@
Processingtab in the Options Screen, then select the opgtienwish to use for credit card processing.

Additionally, ExtremePOS now features integrateppsut with Mercury Payment Systems; you may check
that mark and then enter your Mercury account médion to the right.

Additional CC Types: This feature allows you to define your own cregditd types in EXTREMEPOS.
The credit ID may only have four characters. Thesedit card types can only be used in manual
processing.

Mercury Gift Cards: This allows you to set whether you are using irdegift cards (covered in that
chapter) or gift cards through Mercury.
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Internet Features

5 Setup (==
Store / Station Options

Printers and H 1 F
Receipt ~Ingram )
Company Info FTP Username:

__Inyoice Settings _ | FIP Password.

Inventory
Ingram IP:
Station Specifice

Credit Cards Account Password
Internet Features .

CoupGRng ~AECEDI :
Vendor Databases Cust. Number: [ Usermame:  [ExtremeP0S

. Password:
Restaurant Features Ship To Number: 1|] 1exlleme4ru

Account Control
Touch Screen i

~VPD Database

Update

it

Ingram: You must obtain this information from Ingram in erdo use the Electronic Ordering features
within the Purchase Order section of the software.

AEC EDI: Input yourCustomer Number and Ship To Number assigned to you from AEC in order to
use the electronic ordering capabilities of Musi@vwahen ordering from AEC.

VPD Database: Input your username and password in order to wsddbabase from VPD.
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Couponing

ssetn ]
Store / Station Options

Printers and Hardware: |  Please enter coupon texl:
Receipt I
‘Company Info I
Inyoice Se‘[l_ings I
Inventory I
Station Specifics |
Credit Cards I
Internet Features l
Vendor Databases |
Restaurant Features I
Account Control I
Touch Screen I

Update |

This function allows you to enter text to appeaa@supon on the bottom of each receipt. In oroleise
this function, you must be using an Epson TMT-88tpr.
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Vendor Databases

[5 Setup

Store / Station Options

Printers and H ~¥endor Datab
- i~ Quick Import
Receipt
Company Info
Invoice Settings
Search these databases
Inventory 1 W

W Use Quick Import
[¥ Save Check Digits on Imported UPCs

Station Specifice 5 JVF‘D—:]
Credit Cards
3 |Mone V]

Internet Features
Couponing
Restaurant Features
Account Control
Touch Screen

Ingram Companion and Bowker
Item Mumber format for imported items

= ISBN
" EAN13

Update

IF Supeifile

Fields to Update

‘ IstSuperfileFields

Content@Ingram
Options

-~ Bowker |
Conlig File | Browse. ..
Ini File |

Database File |

Quick Import: This special feature of ExtremePOS is used toraatically import items from Vendor
databases from within the POS Register invoicimgest. This can greatly reduce inventory title dapat
by using data already provided by your Vendor.e&itg search these databases chooses which dzgabas

in which order to look for an item.

Superfile: This option allowsMusicware users to update and overwrite certain store imrgrdata to

match the Superfile vendor database.

Ingram Companion and Bowker. This option allows Praiz users to select whiahnfat to import code

numbers in.

Restaurant Features

3 Setup

Printers and Hardware | ~Restaurant Features
. Print Tip Line on
Hecomt " €€ Invaices
Company Info Prompt Table
¥ N
= = umbrer
Inyoice Settings
e | oy [ i Mo
Station Specifics No
. | 10 & Yes
Credit Cards
Internet Features
Couponing
Vendor Databases
Restaurant Features
Account Control
Touch Screen

Auto Tipping
@ Disabled
" Enabled
" Prompt

Update

Store [ Station Options

Modifier Printers
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Print Tip Line on Credit Card Invoices: When this function is enabled, a line to enteipaamount will
print on credit card invoices. This option alloasstomers to put the tip on their credit card al agethe
entire invoice. To change your settings for thestfire, click on thd&Restaurant Featurestab in the
Options Screen. Click oviES to enable this feature or click O to disable it.

Auto Tipping: This feature will automatically apply a tip to pes over a specified size if you are using
touch screen invoicing. When you chot$8$” from the touch screen for a party larger thanstitdimit,
you will be asked if you want to add the specifiegcentage to the order as a tip. To change witings
for this feature, click on thd&kestaurant Featurestab in theOptions Screen NOTE: Enter the
percentage as a decimal. For example, enter .15 ft5%.

Info Prompt

@ wiould pou like to automatically apply a bip of 15,0057

He |

Prompt Table #: If this option is enabled and prompt Cashier I@igabled, you will only be prompted to
enter the table number. This allows for fastepiowng in instances where cashier tracking is massary.

Print Modifiers on Receipt: Enable this option to print modifiers for an item the receipt.

Account Control
Deadbeat Control:

Account Control

Deadbeat Control Max Balances
" Disabled " Disabled
' Enabled «

When this feature is enabled, a screen will apgisiing all the items that are currently rented thg
customer when you pull up his account. To chahgesettings for deadbeat control, click on Aweount
Control tab in theOptions Screen then click orEnabled or Disabled

Deadbeat Control

Deadbeat Control

Item Humber | Item Name | Current_Customer_Number
[ 456123 Caszablanca | 1234567
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Max Balances: This feature allows you to set a maximum balararedn account customers. When
enabled, customers will not be able to charge anguat on their account greater than their maximum
balance.

Touch Screen

B
Store / Station Options

Printers and Hardware | Touch Screen
Receipt | Require department Display modifier Show Used Use decimals in
selection in Touch items Modifiers. numeric entries
Company Info | ‘Screen Invoicing
7 : " Ho Mo & No Mo
Invoice Settings | & Yes & Yes  Yes & Yes
Inventory |
Station Specifics |
Credit Cards | L
Internet Features |
Couponing |
Yendor Databases |
Restaurant Features |
Account Control I
I Touch Screen

Update |

Department Selection: When this option is enabled, only the departmevilisbe displayed in Touch
Screen Invoicing, not the entire inventory. Topthy all the items under a certain department, iahe
corresponding button. When department selectiodidgabled, the entire inventory will be displayed.
Displaying only departments helps keep your Toucte&n more organized. To change your settings for
this feature, click on th@ouch Screentab in the Options Screen, and then click Y48S to enable
department selection &O to disable it.

Display Modifier Items: When this is option enabled, all of the differemidifiers for preparing an item
are displayed in Touch Screen invoicing. You maghwo disable this option if you want to minimites
number of items displayed in Touch Screen invoicii@ change your settings for this feature, cbokthe
Touch Screentab in the Options Screen, then click¥BS to display modifier items oXO to only show
the regular inventory.

Use Decimals in Numeric Entries:Disable this option if you do not want to hit tHecimal button for
numeric amounts. For example, 1 2 5 will regisie$1.25, not $125.

Update
This button saves or “updates” any changes you rnakeur current settings.
Exit

Click this button to exit th®ptions Screen
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Change Cashier ID

Praiz [g|
Pleaze Enter Cashier 1D:

This screen allows you to change the ID of theantrcashier without exiting the program and loggimg
again. Invoices are tracked by Cashier ID, andsmtiings saved for the Cashier ID will be autoozly
recalled. The administrator may enter the adnatist password to override any functions that aokéd
out to the cashier.
To change the current Cashier ID:

» SelectChange Cashier IDfrom theActions/Cashier Functionsmenu.

* Type in the new Cashier ID, then click ® or press<ENTER>.

» Enter the password for the specified Cashier ID.

Change Cashier Cash Drawer Location

This feature allows you to change the locatiorhef¢ash drawer for the current cashier.

To change the location of the Cashier Cash Drawer:
» SelectChange Cashier Cash Drawer Locatiorfrom theActions/Cashier Functionsmenu.
e Type in the Administrator's password, then click@K or press<ENTER>.

» Type in the number corresponding to the desiredtloo of the cash drawer.

Info Prompt [‘S_<|

Pleaze enter cazhier 01's new cazh drawer location:

0 - Default to gtation zettings

1-COMA Cancel |
2-COomz

3-LPT1

4-LFPT2

=|
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Discount Levels

. Setup Discount Levels

DISCOUNT LEVELS

Al E
B: 0.0b
C: |01
D: 015
E: 0.2b
OK Cancel

This feature allows you to set up discount levetscustomers. To choose a discount level for éocuer,
type the letter corresponding to the desired disttavel - A, B, C, D, or E - in thBiscount Levelfield of
the Customer Maintenancescreen (Se€hapter 3: Customer Control). The default customer discount
level isA. The selected discount is automatically appl@defaich new inventory item added. You will be
able to customize the discount levels on particitéens (See€hapter 2: Inventory Control).
NOTE: Inventory Level overrides will take preceden@ over customer discount levels.
To change the value of a discount level:

* SelectDiscount Levelsfrom theView menu.

* Use<TAB> or the mouse to move to the desired field.

« Enter in the new discount percentage level.

* Click onOK to save the new values or click @ancelto ignore any changes.

NOTE: Each discount level MUST have a value.
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Used/Trade-In Options

Tauch Screen

) ) B Used/Tradein Options |
Save Grid Settings i
Autohide Toolbar & Uss Extanded Used and Trade In Prices
- Extended Price Labels
Options ...
. Condition 1 [Camplete Condiion 2 [incomplets
Used/Tradeln « 2
Quick Books k
” " Use Trade In Discounts
Track Serial Mumbers
Discount Options
Data Import b Used Cost should b used for & Sfoce Cyedlt Offr [0 %less for Cash
=
Send Data ko Host
Scheduler - Lse e o A Tradein ke
Labor Scheduling Conditon Infarmation [Condition & is best)
Wage Calculator . ) )
Description Used Sales Discount % Tradsii Discount %

Download Updates Condtion & [Excallent o fo

Condtion®  fyay Good o o

Condton T [Good a a

Condiion D [Far o o

CondtonE  [Foor a a

[ Suggest Used Items when avaiable
Save

From the menools choosdJsed/Tradeln Optionsso the above screen is displayed. Here you dan se
user defined descriptions for selling and buyingdugems based on various “conditions” of the item.
There are two ways to do this — conditions 1 andefaulted to complete and incomplete and used by
BRE’s database among others, and a five-level Ailition code system.

Another useful feature for stores handling useahstés the ability to offer your customers a loweade-

in” value if the customer decides to receive casfsws a store credit for future merchandise. Uf prcess
a trade-in and sele@ashinstead of the defauiredit option at the invoicing screen, the value offenét
be discounted by the percentage entered. Théceareen below is an example implementation®f th
feature:
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Musicware

File View Actions Tools

EEX

Reports  Invoice  Help
T Scaniten | [ Usedccc |
i _llgm Mumber ] Quantity Taokip Used Condition Tradedn Credit
f 1 F10) = |A-Eucellent + i i
Customer <<<
Selected Cust i Cash Cust Bal - $ 0.00
1:]31e|: ed Customer. ash Customer D?gg:ﬁﬁtsA {0.00%) Details ... ‘ Quick Search Lookup |

Item_Name

Invoice Gnd [Ctl+G]

Discount
1t Items Tax Exempt  [Ctrl+D]
E] W 000 *

0777795271120

Put On-Hold

[ e

Subtotal
Tax

-2.25
0.00

call On-Hold

BEST OF 1966-73 Change Price | Change Discount | Change Quantity More
. BAHD [Ctrl+1) [Chl+L] [Cul+q) [Ctrl+M] Void End Transaction
Musicware | Cashierp | 1 || 1171672004 | 2:35:41 PM
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Set Tax Rate

| Description | | Oid Rate | | Mew Rate |
First Tax Rate:| |Taxl 0.05 |
Second Tax Rate:| [Tax? 0.05%
Third Tax Rate:]| |Tax3 0.05%

(1] 4 | LCancel |

This screen allows you to change the tax rate hadlescriptions of each tax rate. To access thées,
select Tax Ratesfrom theView menu.

To change the tax rate:
» Use<TAB> or the mouse to move to the desired field, thee in the new information.
» Click onOK to save the changes or click @ancelto ignore any changes.
NOTE: Any changes in the descriptions of a tax rateraflected on the printed receipts, and you must

enter rates for all three tax levels. Example:atian users may wish to label the first tax rat&83 and
the second tax rate as PST, or liquor storeownasswiant to designate the second tax as Liquor Tax.
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General Invoice Notes

Ibnn't forget our Fourth of July Salel! All

Iprices in the store will be marked down

|1uz!

IDur customer bonus program nov entitles

I?nu to a free T-shirt when wvou reach 100

Ipnints! Ask a store clerk for details.

(1] % | Cancel |

This function allows you to add notes that will appon the bottom of every receipt. These notekldme

a notice or a reminder about a sale date or a apeffer. You may enter up to ten lines of up @ 4
characters each. To access this screen, clickemeral Invoice Notesn theView menu. Use<TAB> or
the mouse to move to each line. Click@K to save any changes in the text or clickdamcel.
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Customer Bonus

Help
Bonus |d | # Bonus Points Required | [¥ Activate Bonus W Tax1
1 | [100  Taxz
[T Tax 3
Bonug Description Cost Quantity Price
Free T-Shirt $10.00 1 $0.00

Update Cancel

The Customer Bonusscreen allows you to define a bonus that a custevilereceive once a specified
number of bonus points have been accumulated. Attigate Bonus field must be checked in order for
EXTREMEPOS to award bonus points and determinecifistomer has accumulated enough bonus points
to qualify for the bonus described. To accesshstomer Bonus screen, sel€etstomer Bonusfrom the
View menu. Use<TAB> or the mouse to move to the desired field, thee tyn the desired information.
Click onUpdate to save any changes made or clickdqamcelto ignore any changes.

NOTE: Bonus descriptions, cost, quantity, price, andliée status may be overridden prior to adding the
bonus item to the invoice. Also, the customer s&lgct not to take the bonus item at the timedffisred.

Bonus ID: This is the default ID assigned by EXTREMEPOScalhnot be changed.

# Bonus Points Required:This indicates the number of bonus points thatistaener must accumulate to
receive the bonus described. Once the specifietbauof points has been accumulated, the bonudisda
to the customer’s invoice - the cashier will be easko acceptAdd to Invoice) or reject the bonus
(Cance). If accepted, the customer’s bonus points vélidecreased accordingly.

Activate Bonus: If this box is checked, bonus card informationlvie reviewed and applied by
EXTREMEPOS for customers who are Bonus Plan Members

Tax: This indicates which tax is to be charged whemtige of the bonus item is greater than O.

Bonus Description: This is the description that will appear on theoice for the bonus item.

Cost: This is the actual cost of the bonus item. Bdterss are tracked under a Non-Inventory number.
Quantity: This is the number of bonus items to be given.

Price: This is the price to be charged for the bonus.it¢ou can enter a price or 0 for no charge.

Open Cash Drawer

This function lets you open the cash drawer withabministrator password. You can also use thistion
to verify that your cash drawer is functioning pedy. To open the cash drawer, sel@gen Cash
Drawer from theActions menu, type in the administrator password, and tiek onOK.
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Bar Code Overview

ExtremePOSworks with any type of keyboard wedge barcode aeviA keyboard wedge barcode device
plugs into a “Y” type connector that allows the sltaneous use of a keyboard and barcode devicg asin
single keyboard port. ExtremePOS will also workhwdSB barcode scanners, which have become the
most common interface type.

The best type of barcode device to use is a Lasemer that can read barcodes at a distance of Lifiobt
away without touching the barcode. A laser scaonsts about $200.

A barcode device is a simple instrument to use fittiemePOSand it makes invoicing much easier. For

example, a 16-ounce bottle of Diet Coke has thedu number 049660. With ExtremePOS, you can
either enter 049660 manually, or you can very duiskan the number, just like in the supermarket.

Inventory Functions

Most Inventory functions are performed from Wiew Menu.

File Actions Tools Reports Help

P Invenkory
St Cuskomers F3 1 =
Yendors ‘ '
Departments

Categories

Kits Shift+F3
Groups

Song Titles

Invoices
Back Orders

General Invoice Motes tntal
Discounk Levels
Customer Bonus

Zost Markup Percentage
Tax Rates
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Inventory Maintenance

|.. - o ix |

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]

General |Vendors | Optional | Discount Levels | Rental 1 Used | Matrix /Modifiers | Printers | History | Tooks | Book 08 | Gametusic 05 |

—Edit Commands - . Itern MNurber Iterm Muriber Type Alt Item Murber Itern Murm 3 /15BN = R
reate tem
s [oooonos47z2e Jurc ] wIFIT A | Minber
= Itemn Mame [Title] Item Drescription [Authar or Arkist]
Delete |WILFIT wITHOUT BALSMCE BOARD [E] |
M anufacturer [Publisher or Label] Second [kem Description
Duplicate J ]
_ Department Category
Rental -Tax
-
Soft - Wl - Copy
Update ! ....1 i .....1 7 et
Diate Entered Last Drate Sold . [ Tax2
Cancel |10/13/2009 2 26:42 P (12612012 I™ Service ™ Tax3
In Stock Reorder Lewvel Reorder Quantity  Location L |
Quick Import | 0| o | — Thisisa
_— ) o Dizcount Card
; Cost Price Retail Price Profit 5 0%
Bt obele ] $0.00 J $0.00 J $0.00 Fetail Dizcount 0%
Grozs Margin 0%
™ Imactive

Previouz l Show Al [berms Huick Search Advanced Search

Record 4 of 7915

Filtered Bu: Esit I
Sorted Buw:

The Inventory Maintenance screen allows you to add items to your inventasywell as edit existing
inventory items. To access this screen, seteantory Maintenance from View menu or pressF2>in
the Invoice Screen.

Once you have accessed thgentory Maintenance screen, you can usefAB> or the mouse to move
from one field to another. To add an item, click Add or press<ALT+A>. Enter the desired
information, then click oisaveor press<ALT+S> to save the new item. To update a selected ithemge

the desired information then click d#pdate or press<ALT+U>. To exit without making any changes,
click on Exit or press<ALT+X>. To quick importfrom a vendor database set up in the options menu,
click on theQuick Import button.

NOTE: Item Number and Item Name are required fields. You MUST enter an item number and
description for each item.

General Info

To access the General Info page, click onGleeeral Info tab or pressALT+G> .
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Item Number: This is where you enter the unique identifierdaritem. It can be up to 18 characters long
and consist of any combination of letters and nusibeHowever, if you are using barcodes, as is
recommended, you may only use numbers in the itember. This is the field to store your “barcode”

number in order to scan an item at the invoicinggP0reen quicklyNOTE: Do not use any punctuation

or spaces, except for the underscore (), as partthe item number.

Item Type: Here you can force consistency and select a “tgfetem number from the drop down list.
The options ar&JPC, EAN13 andUser Defined

Alternate Item Number: This field can store a second number to searcmsigai various lookup fields
when searching your inventory.

Item Number 3: This is yet another number to describe and searghinventory against.

Item Name (Title): This is the description of the item that will app®n invoices and reports. It is best to
use the title of the item for this description diellt can be up to 30 characters long and coofshy upper
and lower case letters, numbers, punctuation, acegp NOTE: Do not use the asterisk or apostrophe (*
or ‘) as part of the item name.

Item Description: This is another description field used to furthesctibe the item. As an example, let's
say you're describing a compact disc, so you waugd this field for the artist of the piece for exden
“Enya”. In the case of describing a book, thisudd be your “Author” field.

Second Item Description: Yet another description field for identifying invery. Again using the CD
example, this would be a useful field for the “Carspr” description.

Manufacturer (Publisher or Label): Here you can track the manufacturer of the itemngre selling. CD
Stores can use this field to track the record laBelokstores should use this field to track thkligher.

Department: This allows you to select a department for theeimtary item. Scroll through the Department
list by using the cursor keys >, <t>, <>, <|>) or by clicking on the up and down arrows with your
mouse. NOTE: The Department must first be added throuDepartment Maintenance under
Departmentsin theView menu. For more information on creating departsyesgeChapter 2: Inventory
Control — Inventory Menu — Departments.

Category: This allows you to select a category for the ineenitem. Scroll through the category list by
using the cursor key& >, <t>, <>, <|>) or by clicking on the up and down arrows with yoususe.
NOTE: The category must first be added thro@gitegory MaintenanceunderCategory in the View
menu. For more information on creating categorges Chapter 2: Inventory Control — Inventory
Menu — Categories.

Date Entered: This field will be entered automatically when adgland saving an item.

Last Date Sold: This field will be automatically updated by sellitigs item.

In Stock: This displays the current number of this item ikdh stock. It is automatically updated after an
invoice and can be changed manually at any time.

Reorder Level: This is the quantity at which you will be alertexre-order the item. It can be up to 5
digits long.

Reorder Quantity: This is the default quantity that will be placed @ purchase order for this item. This
guantity can be modified at any time.

Location: This allows the user to specify a location onghkes floor where this item is found.
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Cost: This is how much you paid for the item.
Price: This is how much you are selling the item for.

Retail Price: This is the manufacturer (or vendor’s) suggesatdilrprice. This field is for informational
purposes only.

Set Price from Price Table: This button will only appear if thelse Price Tableption is set. It will set
a price from your price table, established undewand then Price Tables in the main screen, fritmere
your cost or your retail price.

Tax: This indicates which tax(es) should be chargethioitem. Click on the box next to the desirex ta
level(s) to choose the type of tax to be appliethi®item.

Profit %: This displays the profit percentage for the digpthitem.
Retail Discount: This displays the retail discount percentagetierdisplayed item.
Gross Margin: This is the percentage of the selling price thadrofit.

This Is A Discount Card: This marks the item as a discount card; the inkstaenber of a discount card is
permanently set to 0. When selling one, it isgresil an individual number and assigned to a custome

Promotions: For Discount Cards only, this allows you to assecimomotions with this card. They must
already be set up as discount card promotions Wihin the promotions menu.

Print Labels: This button allows you to print barcodes “on denfandhe system barcode printer.
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59 Labels E— - - . = pce

]Choose the Label Size you would like to print ltem # (000000000003

2# 1 Inch Labels | 4 X 1 inch Labels ]

Select Barcode Type Select Barcode Printer |
~ | " Cognitive &dv BD 2
Eohlls lNDNE A:j Save az Defaults
& UEE Lo " Cognitive &dv BD 4
— Label Style
User Defined o Rl e
{Cod=39) + Standard £ Citizen 521
" Larger Price (EE e
" Alernate Design  EPL2Inch
™ EPL 4Inch

Select Fields to print

v Store Mame ¥ YourPrice {7 New Murnber of [
o Lzed Labels i
béiae " Used2

¥ ltem Name

[ ltem Description [ Wendar Part Murmber

[T Retail Price r Department
; Exit
[~ Print 'Ueed i Categom il

EXTREMEPOS offers two sizes of “barcode” labelptmt, 2 X 1 inch and 4 X 1 inch labels.

Select Fields to print: This function allows you to include or excludeigas fields on the barcode you
want to print. Simply check or uncheck the variohsices.

Select Barcode Printer: This allows you to select your barcode printeg, the Cognitive Barcode
Blaster.

Select Number of Labels: This allows you to enter the number of barcodmswish to print for the
inventory item.

Select Barcode Type:This allows you to select a type of barcode fotprThe choices are EAN13, UPC
and Code39 (User Defined). The label will printhwthe check digit included for both EAN13 and UPC,
even if the check digit is not saved in your itemmer.

Select New or Used Price:This allows you to select which selling pricerolude on the label.

Print: Click Print when you are ready to print the labels or pfesscelif you change your mind.

Vendor Info
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— Edit Commanids -

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]L

General Vendors | Optional | Discount Leveis | Rental/ Used | Matrix / Modifiers | Printers | History | Tools | Book 0B | Gamentusic DB |

Record 4 of 7915

Filtered Buy:
Sorted By

Prirmarny Wendaor Second Yendor Third Wendor
b | = e e
| Part Murnber 1 Part Murnber 2 Part Murmber 3
Delete
{000000647225 | |
Duplicate Cost 1 Cost 2 Cost 3
o il o i o 0
Update Discount 1 Discount 2 Digcount 3
L 0 I 0 c ]
Eeneel Category 1 Category 2 Categomny 3
{Mintenda wii | |
Quick Import
Label Studio Name
Print Labels I
Frevious I Shiow Al Ibems Quick Search Advanced Search Mest |

Primary (preferred) Vendor: This allows you to select a preferred vendor foitam. Scroll through the
vendor list by using the cursor kefgs— >, <t >, <>, <1 >) or by clicking on the up and down arrows with
your mouse, then highlight the desired departm@&iis vendor will be the default vendor for purahas
orders of this itemNOTE: The vendor must first be added throggndor MaintenanceunderVendors
in thelnventory menu. For more information on adding vendors Glespter 2: Inventory Control —
Inventory Menu — Vendors. You may also choose a second and third vendote: Musicware and

Praiz users may assign unique part numbers andwendts (either by cost or discount).
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Optional Info

To access the Optional Info page, click on@mional Info tab or pressALT+0O>.

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]

General | Vendors - Dptional ]Qiscuunt Levels | Rental /Used | Mairix / Modifiers | Printers | History | Tools | Book 0B | GamemMusic D8

— Edit Commands -

Days Valid ) . ) .
0 r Use Serial r Itermn is Print r Lock Prices from
&dd ! Numbers todifier Tickets [ratabase
Bonus Paints 5 S
uta wallable
Delete h E \Weigh I~ Retunable T o ufeh
SR Enable Autofill Prices
: - Prririk ark for Cuztom friarn Mew Price [This iz
Duplicate il B T Gouchers T Pted T geg only valid ¥ glabal
| far | Autofil options are set)
Upddto Minimum Payment
Street Date
Pre-Order ig
Cancel | I item
= Preorder Drate
Cutout D ate J
Guick Impoart ]
Notss - Salez Pricing 1
Print Labelz i % off Starting

] Endi ]
it | Load Ficture ..

Previouz Show Al lkemz Quick Search I Advanced Search I Mest

Record 4 of 7915

Filtered Bu: Esit
Sorted Buw:

Days Valid: This is for how many days an item is valid. lusually used for tickets and vouchers and is
for informational purposes only.

Bonus Points: This specifies how many bonus points a bonus plamber will receive when purchasing
this item.

Bulk Pricing: This function allows you to sell items in bulk farprice different than selling the same
amount of items individually. Type the number tehis in bulk in the first field and the specialcerin the
second field.

Sale Pricing: This function allows you to place an item on dalecertain dates. Enter the percent you
want the item to be marked down in #eoff field. Enter the beginning date in tBéarting field and the
ending date in th&nding field. NOTE: To place an item on sale for only one day, enter ¢hsame date

in both date fields.

Street Date: This field allows the user to establish a stregtedwhen the item is available for sale.
Preorders made will not be able to be picked up thi$ date.

Pre-Order Item: Check this box if the item is for sale as a prenrde

Minimum Payment: The minimum payment to reserve a preorder of #ma it
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Preorder Date: The date on which the item may first be preordered.

Serial Numbers: SelectYesif you want to have serial numbers for this inweptitem. At the time of sale,
you will be prompted to enter a serial number. Tteximum is 20 characters and it may contain both
letters and numbers.

Print Tickets: When this function is activated for an item, aéicwill print when the transaction is
completed. Tickets can only be printed usingan&tch 9820 printer.

Auto Weigh: When this option is enabled for an item, EXTREMEP&utomatically takes the weight
from the ECR Loc scale when the item is added édritioice.

Modifier Item: A modifier item is an item that accents anothereitory item. For example, if you
ordered a hamburger, ketchup would be considemaddifier item. To mark an item as a Modifier Item,
selectYes

Print Vouchers: When this function is activated for an item, a sfoer will print when the transaction is
completed. Vouchers can only be printed using adich 9820 printer.

Discount Levels

To access the Discount Levels page, click orDiseount Levelstab or pressALT+D> .

000000647228, Wil FIT WITHOUT BALANCE BOARD [E].

general] gendnrs] Optional  Discount Levels | Rental/ Used | Matric/ Mndiﬂers{ Erinters] ﬂisturyi Tools ] Book DB1 Game/Music DB

— Edit Commands -

Add

— Level Price  Percent(nn) Enabled
= A, [Ts0o0 [ omox i~
Duplicate B [sim [ som o
Update i [ s000 [ 1ooms i
D] [T30o0 [ 15m0% i~
Cancel : = o .

Quick Import

Frint Labelz

U

Frevious Show All ltems Guick Search Advanced Search Mext

Record 4 of 7915
Filered By: T
Sorted By #J

Discount Levels: These are the discount percentages and the respditcount price for an item. The
discount prices are displayed once a price has ketred for an inventory item. When the price is
changed, the discount information is updated tecethe change. If the discounted price or pdréen
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different than those frorBetup discount levels, the inventory levels will takeepedence. If you enter a
discount price, the percent will be updated. Ifiyenter a percent, the discount price will be updat
NOTE: The levels will default to the Setup discount levs] but these may be changed at any time.

For an item to be discounted for one or more custalfiscount levels (A-E), the level must be enalited
the item. To enable a discount level, click on e underEnabled in that discount level's row. If a
discount level is not enabled, customers with linagl will be charged full price.
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Matrix and Modifiers

To access the Matrix and Modifiers page, click lmeNatrix/Modifiers tab or pressALT+X>. This tab
will only appear if no department has been selectdtithe selected department is not a rental deymnt.

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]

general] Eendurs] gptional] Discount Levels] Rental/ Used  Matriy / Modifiers ]Erinters] ﬂisturyl Tools ] Book DB1 Game/Music DB

— Edit Commands - ~Matris Info _
Group Size
Add ]
— Color
Delete r—-u—‘—
it - Mocdiiers-
Update Irweentory List W odifier List

Cancel Add rrr
Quick Impart <4< Remove

Print Labels

Previous Show Al lhems [uick Search Advanced Search Mest

Record 4 of 7915

Filtered Buy: Esit
Sorted By

.

Group: This function allows you to select a group for theentory item. Agroup is a way to classify an
item that has different styles. For example, yay tmave a long skirt that comes in four colors {ejtblue,
black, and purple) and three sizes (Small, Mediamd, Large). In order to keep track of how mangaxth
color and size you have, you need to use a grawgh as Long Skirt. Each size in each color care liesv
own item number, and you can keep track of how mibiyed shirts you have. Scroll through the Group
Name list by using the cursor keys«{ >, <t>, <. >, <|>) or by clicking on the up and down arrows with
your mouse. Once the desired group name is higlifj select it by either pressingAB> or clicking on
the next field with the mouseNOTE: The group name must first be added throGghup Maintenance

in thelnventory menu. For more information on adding group narsesChapter 2: Inventory Control

— Inventory Menu — Group Maintenance.

Size: This is the size of the item. If you have an itimat comes in different sizes (such as Small, Medi
and Large), you can use this field along with augroame to create a different item number for edzd

Color: This is the color of the item. If you have an itdrat comes in several colors (such as Black, White
and Blue), you can use this field along with a groame to create a different item number for eadbrc

This function also allows you to select which ma# will be displayed when the item is added to an
invoice.
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To select an item as a modifier for another inveniem:

» Use<TAB> or the mouse to move the cursor to ltmentory List, then use<t> and<i> or the
mouse to highlight the modifier item you wish talad theModifier List .

» Once the item is highlighted, click agkdd to add the item to th®lodifier List . Repeat this for
every item you want to add as a modifier.

e To remove an item from thlodifier List , use<TAB> or the mouse to move the cursor to the

Modifier List, then use<t> and<l!> or the mouse to highlight the modifier item youskvito
remove. Once the item is highlighted, click@move

Rental/Used

To access the Rental and Used page, click orRémgal/Usedtab or pressxALT+R>. If setting up
rental products, we recommend using the Rental Marger.

== =
000000647228, Wil FIT WITHOUT BALANCE BOARD [E].
general] Eendnrs} gptiunal] Discount Levels  Rental / Used | Matrix / Mndiﬂers; Erinters’ ﬂistoryi Tools i Book DBI Game/Music DB
— Edit Commarnids - T - Rental Info— | - Uzed Info-
Add f Depshient Jltem fpprs! e Used In Stack Trade In Price 1
N {$0.75
Delete Daily Late Charge Aictor Mame Used Cost Trade In Prics 2
’ J 4075 {3055
Duplicate .
]FFatlng fctress IS Uzed Max Trade In Price 1 [Cash]
Update I3 {$0.00
Libochinogh UsedPrice]  Trade InFrice 2 [Cash]
Carcel 8295 {$ 0.00
T Usged Price 2
e i$ 245
Print Labels
Frevious ! Shiow Al Ibems Quick Search Advanced Search Mest I
Record 4 of 7915
Filtered Buy: Esit I
Sorted By -

L —

# Days Rent:This is the number of days the item can be reftedithout incurring any late charges. The
maximum number of digits is two.

Daily Late Charge: This is how much the customer will be chargeddasr once the item is overdue.

Rating: This is the rating of the movie (Example: G, PG-P3, R, or NC-17).
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Item Approval Code: This field is for informational purposes only.olY may enter an item approval code
for a rental item in this field.

Actor Name: If the rental item is a movie, you may enter leding actor’s name in this field.

Actress Name:lf the rental item is a movie, you may enter tding actress’ name in this field.

Link to Sell-Through Item Number: If you have set up an item in inventory maintenaaseental and
now wish to switch to the rental maintenance systiran you may link your old items by putting the
sellthrough number here.

Used in Stock: The quantity for this item that you have in stogged.

Used Cost: This field may be used either as the trade in vatue get the average amount that the used
items in stock have cost you. This is set inapi

Used Max: Attempting to go above the quantity set in thisgdfi@ill prompt the cashier that there may be
too many in stock already.

Used Price 1: Amount to charge for this item used in conditioffGomplete)

Used Price 2: Amount to charge for this item used in condition(Bacomplete)

Trade In Price 1: Amount to offer in store credit for this item inrwdition 1. (Complete)
Trade In Price 2: Amount to offer in store credit for this item inrdition 2. (Incomplete)
Trade In Price 1 (Cash): Amount to offer in cash for this item in conditian (Complete)
Trade In Price 2 (Cash): Amount to offer in cash for this item in conditi@n (Incomplete)

Whether to use Trade In Price fields or the Used Cxi field is set in the Used/Trade In Options menu.

57 ExtremePOS



Chapter 3: Inventory Control

Printers

To access the Printers page, click onRhiaters tab or pressALT+P>.

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]L

general] Eendnrsi gptional] Discount Levels | Rental/ Used | Matrix / Modifiers  Frinters ]ﬂistory! Tools i Book DBI Game/Music DB

— Edit Commarnids -
el Add Maonitor
Delete
Add LPT Port
Duplicate
Add COM Fort
Update —_—
Add Port
Cancel Address
Quick Import Removwve Port
SID = Station 1D
Print Labels

Frevious Shiow Al Ibems Quick Search Advanced Search Mest

Record 4 of 7915
Filtered Buy: Esit
Sorted By -

L —

This function allows you to select which printerés) item will print on and/or which monitor(s) dam
will be displayed on. For example, if a custometenrs a Coke and a hamburger, you can print tha sod
order at the bar at COM1 and the hamburger atriileagCOM2.

Add Monitor: Use this button to send an item to a monitor apecified Station ID instead of (or in
addition to) a printer. The order can then be ldiggd on the selected station by chooddrger Filling
from theFile menu on the Restaurant ExtremePOS Login Screen.

Add LPT Port: Use this button to select an LPT port for the item

Add COM Port: Use this button to select a COM port for the item.

Add Port Address: Use this button to specify a networked port add(ess//server/hp4000) for an item.
This allows for much greater flexibility in printptacement and setup for restaurant environments.

Remove Port:Use this button to remove a networked port address the list of printers.
NOTE: You can choose to print to any printer that isigedn your system, including local and network

printers. Even if you don’t choose a printer, eeipt will print to the default printer Rrint Invoices is set
to YES in theOptions screen.
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Sales History

To access the Sales History page, click orSthiles Historytab or pressALT+H> .

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]L

General | Vendors | Optional | Discount Levels | Rental / Used | Matrix / Modifiers | Printers  History |I|:|n15 | Book 0B | Gamentusic 06 |

Sales Histor

— Edit Commanids - & New

|_|ice_Numher| DateTimel CuztMum | Quantit_l,ll CostF‘erI F'riceF'erI

fedd " Uszed

7 Transfers

Delete

Duplicate

Update

Purchaze History

Huan Hecei | Cost

LCancel

Quick Import

Print Labelz

Frevious I Shiow Al Ibems Quick Search Advanced Search Mest |
Record 4 of 7915
Filtered Buy:

Exit |
Sorted By

This screen displays all of the invoices on whibk selected item was sold. It displays the Invoice

Number, Date, Time, Customer Number, Quantity, Castl Price. You may select new or used to view
the history of to the left.
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Inventory Tools

To access the Inventory Tools page, click onltiventory Tools tab or pressALT+T >.

000000647228, Wil FIT WITHOUT BALANCE BOARD [E]L

General | Wendors | Optional | Discount Leveis | Rental/ Used | Matrix / Modifiers | Printers | History Toos |Bnnk 08 | Gamentusic DB |

—Edit Commandsz- ~Mew ltem Optiong—————————————————— [ LabelUtlity——— - Ordering
el Mew [tem Defaults . | Irstant PO
Delete Label Ltility |
W Automatically Generate
Duplicate my [tem Mumbers Feorder Repart
Update
Rear Dizplay Row 1 rZehgitiies
LCancel I
View /Edit Titles I
Cluick Impart Riear Display Row 2
Print Labels

Frevious I Shiow Al Ibems Quick Search Advanced Search Mest |

Record 4 of 7915

Filtered Buy:
Sorted By

Instant PO: This allows you to generate an instant purchaderdor the item.

Reorder Report: This report displays a list of inventory items ttheave fallen below their respective
reorder levels, separated by department. The repottains the following information about eachnrite
I[tem Number, Item Name, Department Number, Vendamber, Vendor Name, Part Number, Cost, In
Stock, Value, Price, Reorder Level, and Reordemftya

View Defaults: This allows you to view your station defaults whestting up new items. It allows you to
save time when entering repetitive fields for semitems.
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Extreme Import from Vendor Data: This allows you to import vendor database recoodsi¢w and
ultimately assist in setting up inventory recondlgour database file.

_ioix
Import Files
ItemMum A ItemM ame ItemDescl ItemDes | Manuf | Store De | C| Cost j
01223511802 0 (UNDERSTANDING T|UNDERSTANDING T|00000000|DHVD (1001 |0 |0 | 11.24
01223511803 0 [wOLVES AT OUR DI | 'wWOLVES AT OUR Di| 00000000  DHVD (1001 |0 |0 | 11.24
01223511808 0(TELL ME NOLIES  |SMITH"AMBER 00000000) LIWE oM (oo|o| 1874
01223511809 0 [CHARLIE/HDW TO C|CROCODILE HUMTE | 0000000Q| DHVD (1001 |0 |0 | 1493
01223611813 0 {LOST SON KIMSEIAAUTELIL 00000000) LIWE oo (oo|o| 1874
01223611815 0 |REQUIEM FOR & DR [BURSTYM/LETO/CO| Q0000000 LIWE o (oo|o| 1874
0223611821 0 F&R FROM HOME ~ |BARRYMORE/FRE' | Q0000000|AVHE (1001 |0 |0 | 11.24
01223611834 0 [SHORTCUTS-&4RMS [AUSTIN*DEMISE 00000000) LWVE mn (oo 124
01223611835 0 [SHORTCUTS-LEGS £ AUSTIN*DENISE 00000000) LIWVE mn (oo 124 -
01223611854 0 |PEARL HARBOR-5EM| PEARL HARBOR-SEY | 0000Q00Q| DHYD (1001 (0 |0 743
01223511857 0 [HIGH NOOM SKERRITTALONSO | 00000000 | LMWE o0 (oojo | 11.24|14.98
01223511860 0 [HIGH NOOM SKERRITTALONSO | 00000000 | LMWE mom (oo 11.24
01223511864 0 [AFRICA'S ELEPHANT|AFRICA'S ELEPHANT| 00000000 LIWE o0 (oo|o| 1449
01223511869 0 [CASH CROP WaMN DER BEEK./HOF | 00000000 | LIWE wom (oo 11.24
01223611873 0 [CASH CROP WaMN DER BEEK./HOF | 00000000 | LIWE oM (oo|o| 1874
01223511874 0 [CASH CROP Wah DER EEEK/HOF | 00000000 | LIVE o (oo 11.24
» 01223611875 0|EXTREME PREJU (NOLTE/BOOTHE/ | DOODOOO|LIVE (1001 |0 |0 | 11.24
01223611876 0 [RED HEAT SCHwARZENEGGEF| 00000000 | LMWE o (oo 11.24
1223811877 0 [BACKTRACK, FOSTER/HOPFER | 0O00D000(LME mn (oo 124 -
T o
Search [nventory By Search Text:
Itern Number ﬂ I Search Select | E xit |
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Control Buttons

r— Edit Commands

Add

Delete

Duplicate

Update

LCancel

Add: This will add the item to your inventonfNOTE: Once an item has been added to your inventory
you cannot change the item number and it can onlyeédeleted if it hasn’t been used in a previous
invoice. However, you can edit the item name.

Update: This will save any changes made to the curremt.ite

Duplicate: If you have more than one of a particular rertin, you can usBuplicate to copy all of the
information from one item number to a new item nembThis allows you to have the same information o
more than one rental item without manually entetivgginformation for each one.

Delete: This will delete the current item from your invent. NOTE: An item can only be deleted if it
hasn’t been used in a previous invoice.

Cancel: Click on this button to cancel the current dataye

Exit: Click on this button to exit the Inventory Maintnce Screen.

Search By ltem D =
Previous | I gl J Mewt Exit

! [

Use the arrowPrevious andNext buttons to scroll through your inventory item. €lPrevious button will
display the previous item and tNext button will display the next item.

To search for an item, type the item number or itetme in theSearch by Item Numberor Search by
Item Name field, or click on the down arrow to display at lif all the inventory items. You can also use
the up and down arrowst > and<| >, to scroll through the inventory when that fieschighlighted.
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Rental Maintenance

% Rental Maintenance

Sell- Through ltem Mumber  [243801026 LOVE IN THE FIRST San Search.
4 Copies
ItermMum ItemM ame Statuz Cuztomer Mumber Diwe_Date Active
P | 400000000053 LOWE IN THE FIRST 5 12:00:00 Abd True
400000000060 LOWE IN THE FIRST 5 12:00:00 AM True
400000000077 LOWE IN THE FIRST 5 12:00:00 AM True
400000000084 LOWE IN THE FIRST 5 12:00:00 AM True
K1 i
Addl Copigs l Retire Copies | Link Copies
Add a Copy AutoGenerate
Enter ltem Mumber ?f[ilopdg Type lofEones y
|  EANT3 Add
" Uszer Defined MOTE: Autogenerate will create an item number for pou
[~ Print Labels for &ll new copies [Added and Autogenerated)

Change Rental D ata ] ]
[Across all Copies] Frint Label ‘ Exit

The Rental Maintenance screen provides an inteffacejuickly creating and managing rental pieces.
Rental Maintenance can be accessed by selecting MeRentals from the menu on the Invoice screen.
There are 3 tabs on the Rental Maintenance scrbi\provide the capability to add, retire and Iiektal
copies to a sell through item number.

There are some common components to the Rentaltdfaince screen which we’ll discuss first.
1. Sell Through Item Number. This box displays the currently selected sebdigh item number.
The title for the selected item is displayed torilyat of the box. A valid sell through item must
be selected before you can Add, Retire or Linkakepies. You can select a sell through item by
either scanning or searching for the item as desdrbelow.

2. Scan Button Hitting the Scan Button will display an inputngiow as shown below. Scan in (or
type) the desired sell through item number in & box and hit OK. Selecting Cancel from the
input window will return you to the rental maintewa screen without selecting a sell through item
number.

eXtremeP0S

Erter Sell Throvgh Item Murmber

3. Search Button Selecting the Search Button will bring up thdrBme Lookup screen where you
can search for the desired sell through item. rAftel find and select the item within the Extreme
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Lookup screen, you will be returned to the Rentalifenance screen. Please refer to the Extreme
Lookup screen section in this manual for more imi@tion on searching for and selecting items.

4. Copies Grid. The Copies Grid contains information about afital copies associated with the
selected sell through item. This includes the d@ecnumber of each copy, item name, rental
status, customer (if rented), due date (if rentddys rented, dept, category, etc.

5. Change Rental Data Button Selecting this button brings up the Rental Bttty screen shown
below. If copies already exist for this sell thgbuitem, the initial values for the rental datal wil
default to the existing data. Modify any of theldis as desired and select OK to make the changes
to all copies of the selected sell through iterele&ing Cancel will return you to the Rental
Maintenance Screen without changing the data.

CIEX

wi| Enter Rental Data

Rertal Frice

Days to Fent

Daily Late Fee

Dept

Category

R ating

Actar

Actress
Tax1
Tax 2
Tax 3

oK

A

2

$4.00

|DVDF|ENT j
|DF|AMA j

Cancel

6. Exit Button. Selecting this button closes the Rental Maimenescreen.
7. Print Label Button. Selecting this button will print a barcode labmi the rental copy currently

selected in the Copies Grid.

The 3 tabs located beneath the Copies Grid pravieleapability to create and manage your rentalesop

Each tab is discussed in more detail below:

1. Add Copies Tab —This tab allows you to create copies of the seteSell Through Item Number.

Add a Copy

Enter Itern Mumber

l Retire Copies l Link Copies l

Barcode Type
(» LPC

" EAM13
" Uger Defined

[ Print Labels for all new copies [4dded and Autogenerated)

ExtremePOS

s

Generate

MOTE: Autogenerate will create an item number for you




There are two ways to create copies, add them rigrnraautogenerate them. If you want control
over the item numbers for your copies, you will pably want to add them manually. To add a
copy, enter the item number in the Item Number pbselect the desired barcode type and hit the
Add Button. To autogenerate copies, enter the eurobcopies to be generated in the # of Copies
box and hit the Generate button. In both caseshdw copy (or copies) will be added to the
Copies Grid. If you need to print barcode labelsthe new rental copies, select the Print Labels
check box prior to adding or autogenerating copies.

Retire Copies Tab —This tab allows you to retire (inactivate) rentapies when they are no
longer needed.

l Link Copies l

Enter [tem MNumber
|

Add Copies |

In order to retire a copy, you should enter thenittumber of the copy in the Item Number box,
then select the Retire Button

Link Copies Tab —This tab allows you to establish a link betweeregisting rental item and a
sell through item.

Add Copies ] Retire Copies

Enter Rental Copy Item Mumber

|

This function is primarily included for customerfiovhave already created rental items through
the inventory maintenance screen and wish to coroaeer to use the new rental management
features. To link a rental item, first select tesired sell through item as described earliehis t
section. Then enter or scan the item number ofeghtal item in the Rental Copy box and click on
the Link Button to complete the link. Selecting tBearch Button will bring up the Extreme
Lookup Screen so you can search for the rental item
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Return Rentals

Enter ltem Humber % Date Returned
| 3 117/2008 j

— HRental Information

444397708796
test

Rented by Cuztomer # 1
John Doe

Date Due 341872008
Days Late 1]
Late Fee $0.00

Cancel

When a customer returns an item that has beendiesdtectReturn Rentals from the Actions menu to
return the item to the store.

To return a rented item:
e SelectReturn Rentals from theActions menu or pressCTRL+F1>.
* Type in the item number of the item being returriedn pressSENTER>.

+ EXTREMEPOS will display the Department, Item Numbém Name, and Status of the
returned item that was just entered.

» Click onExit or press<ALT+X> to exit.
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Cost Markup Percentage

Info Prompt | %]
Your current cost mark up percentage iz 0%, Please ok
enter the new percentage: -
Cancel |
{7.00%

This feature allows you to set the default pricedn item as a certain percentage more than thetdse
item. When adding the item to the inventory, thiegwill default to the cost markup percentagehe T
default price may be changed at any time. To setlae for theCost Markup Percentage selectCost
Markup Percentage from theView menu. Type in the desired percentage then clitlOK or press
<ENTER>. For example, if you want to set the cost marngegentage at 50%, you should type 50, not .5.
Click onCancelto quit without selecting a percentage.

Inventory/Kit Sort Order

Iventor kit Sort Order Sort By ltem Hame  Shift+F7
Group Maintenance v Sort By ltem Mumber Shift+F3

This function allows you to sort your inventoryrite and kits by either item name or by item numbEo.
sort your inventory by item name, click émventory/Kit Sort Order in thelnventory menu then select
Sort by Iltem Name or press<SHIFT+F7> in the Invoice Screen. To sort your inventoryiteyn number,
click on Inventory/Sort Order in the Inventory menu then selecBort by Item Number, or press
<SHIFT+F8> in the Invoice Screen. A check will appear nexthie current manner of sorting inventory.
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Group Maintenance

. Group Maintenance
Select Group fdd | General I On Order | Instant PO |
|Lnn§ Skirt
Jeans 204 Receive from PO
Fleated Skir
Ih Stock: O Generate PO |

Exit |

Pleated Skir| Beige | Black [MavyBlue [wihite
10

12

Single-Click to display information. Double-Click to place on purchase order

A group is a way to classify an item that has differegtest Group Maintenance allows you to create
groups for inventory items.

To create a new group:
e SelectGroups from theView menu.

e Click onAdd or pres<ALT+A>. Type in the new group name. The group namecaarcontain
any alphanumeric characters. Click @K or press<ENTER> to create the group. Click on
Cancelto quit without creating a group.

When you highlight a group in tt&elect Grouplist, all of the sizes and colors available fog tiroup will
be displayed in the grid. Click on a cell in thedgto display information about that item. Thenit
number, description, and current quantity in stadk appear in theGeneral Tab. TheOn Order tab
displays any open purchase orders for the seléeted

General I On Drderl General  On Order |
204 . PO# Quantity | Vendor # | Due Date
Fleated Skirt 101 25 gER1212 5422400
In Stock: 0
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Group Maintenancealso allows you to generate and receive purchater®for group items.
To generate a purchase order for an item:

» Double-click on the desired item. Enter the amdhat you would like to place on order then
click onOK or pressxENTER>.

Info Prompt

How many would you like to place on order?

15

* Click onGenerate POor press<ALT+G>. The item will appear on the Purchase Order giild
the entered quantity. Modify any fields that m&gd to be changed, then click Greate.

To receive an item from an existing purchase order:

» Click on the desired item to select it, then clickReceive from POor press<ALT+R> .

Info Prompt E
How many would you like to receive?
Cancel |
|15

» Enter the quanity received, then click @K or press<ENTER>. Your inventory will be
updated.

To receive an item that does not have an existimghase order:

» Click on the desired item to select it, then clickinstant PO or press<ALT+P>.

-1l x]

Enter item #:
|EIEIBB1 34294 [~ Uszed

Cluantity received:

e

Cost Per Beceive
598
Yendar Clear
Maore "
5 ﬂ E uit

» Enter the amount received and select a vendonyif, #dhen click orReceiveor pressKALT+R>.
Click onExit or presscALT+X> to quit without receiving any items.
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Instant PO’s
i
Enter item #:
|EIEIBB1 Fa4294 [~ Uszed

Cluantity received:

e

Cost Per Beceive
598
endar Clear
Mone -
5 ;I E xit

This feature allows you to generate an instanttpase order for an item. You can use this fundiioadd
additional stock at a hew cost and EXTREMEPOS avitomatically calculate the average cost of tleisnit

if Average Cost Methodis enabled in th©ptions Screen To generate an instant purchase order, select
Instant PO’s from theActions menu. Enter the purchase order information thiek on Receiveor press
<ALT+R> to receive the purchase order. Your inventory aiitomatically be updated. Click @iear or
press<ALT+C> to clear the entered information. To quit withoeiteiving the purchase order, click on
Exit or pressKALT+X> .

Enter ltem #: Enter the item number of the item being receiveth
Quanity Received:Enter the received quantity of the item here.
Cost Per: Enter the cost per item in this field.

Vendor: You may select a vendor for the purchase ordez.h&electNone if there is no preferred vendor
for this item.

Used: Check this box if you are receiving a quantity séd items.
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Price Tables

=10l x|

2 Price T ables
Dept Hame Dept [0 Field
k| HMusic 1 Retal
Morne 0 Retail
[ Edit Delete
Frirt E it

The price tables feature allows for you to setgwifrom a range of retail prices for different depeants.
For instance, you may set it up so that all itemihé DVD department that retail from 12.99 to B4a®e
set at a price of 11.99 in your store. Each depant requires its own price table. To set upwa table,

hit New. To edit an existing table, Hidit. To delete a table, helete.
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Kit Maintenance

Help

Kit Maintenance

Add Kit Number  [ir73001 Kit Name ITDDH}IZ PC Configuration 1
Tax
Calc Cost Per I ala. 99
Department IPCS j ) ¥ [ Tax 1
Delete cat Calculated Pncel $1,143.50 [ Tax 2
_ | U INone j Price Ovenide I 105900 [ Taz 3
~Kit ltems
Update
=P Search Inventory I j
Ttem # |ItBl Hame | 3 |Disc|Price |Co::|
2004 A-—Open ATX Hidt/| 1 0.00 $69.99 $4_|
Sales 2005 HS Intellimouse 1 0.00 524.99 s1
Summary 2010 DS ¥S571 Honitor 1 0.00 5219.00 $1
- 2020 Vindows Hillenn 1 0.00 $129.99 351
2030 IDE Hard Drive 1 0.00 $149.99 351
2035 48X Sony CD-ROM 1 0.00 $69.99 S:ILI
Exit KN L4
Search By IItemID j

Previous | Search Kits I j iy

A kit is a group of inventory items that is sold as em. Each kit will have its own unique kit number
but it is considered a group of inventory itemsitskare a faster method of adding individual iteshs
group to an invoice. When a kit is added to amiic®, all of the inventory items associated withttkit
number will be automatically placed on the invoic¥ou may also specify a price for the kit that is
different than the total of all the prices of theluded inventory items.

The Kit Maintenance screen allows you to add items to your invent@yell as edit existing inventory
items. To access this screen, sefléts from theView menu or pressSHIFT+F3> in the Invoice Screen.

Once you have accessed Hie Maintenance screen, you can us&AB> or the mouse to move from one
field to another. To add a kit, click &dd or presscALT+A> . Enter the desired information, then click
on Saveor press<ALT+V> to save the new item. To update an item, chamgelésired information then
click on Update or press<ALT+U>. To exit without making any changes, click &xit or press
<ALT+X>.

NOTE: Kit Number and Kit Name are required fields. You MUST enter a kit number and kit name
for each item.

Search By This allows you to select the kit sort methdtbu can choosé€lEM ID or ITEM Name.

Search Kits: This allows you to enter the ITEM ID or ITEM Nanto find the item quickly depending on
you chosen sort option.

Department Search Description:This allows you to select a department for the I&croll through the
Department list by using the cursor kefys->, <t>, <->, <1>) or by clicking on the up and down arrows
with your mouse. Highlight the desired departmémtn press highlight the desired departmeéWwOTE:
The Department must first be added throAgld New DepartmentunderDepartmentsin theView menu.
For more information on creating departments,Geapter 2: Inventory Control — Departments.

Category Search Description: This allows you to select a department for the k&croll through the
Department list by using the cursor kéys->, <t >, <>, <I>) or by clicking on the up and down arrows
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with your mouse. Highlight the desired departmémtn press highlight the desired departmeéM©TE:
The Department must first be added throégid New CategoryunderCategory in theView menu. For
more information on creating departments, Ghapter 2: Inventory Control — Categories.

Kit Number: This is the unique identifier for the kit. It che up to 18 characters long and consist of any
combination of letters and numbers. However, if goe using barcodes, as is recommended, you niay on
use numbers in the kit numbelOTE: Do not use any symbols, punctuation, or spasgexcept for the
underscore (), as part of the item number.

Kit Name: This is the description of the kit that will appemn invoices and reports. It can be up to 30
characters long and consist of any upper and loase letters, numbers, punctuation, or spabé3TE:
Do not use the asterisk (*) as part of the item nam

Calc Cost Per: This is the calculated total cost of all the ineg items in the kit. This is a read-only
field. You cannot enter information in this box.

Calculated Price: This is the calculated price of the individual@miory items together in the kiThis is
a read-only field. You cannot enter information inthis box.

Price Override: This is the price that will override the calculhfgrice for the kit. Even if the prices of the
individual items change, the price override willna@n the same.

Tax: This indicates which tax(es) should be chargethiwitem. Click on the box next to the desirexl ta
level(s) to choose the type of tax to be appliethimitem..

Search Inventory: This is where you enter the item name or item remd$ the items that will be part of
the kit. You may scan or type in this information.

Kit Grid: Once an item has been added to the kit, it wileegp in theKit Grid . The grid displays the item
number, item name, quantity, discount, price, avgt of the items included in the kit. You may charige
quantity and specify a discount price for an itdmt the Price Override will take precedence over the
discounted calculated price.

To create a kit:

e Click onAdd or pressALT+A> .

e Select the desired department, enter a kit numietkés name, then enter the price override. You
may use<TAB> or the mouse to move between fielddOTE: You must enter a kit number
and a kit description. Department selection and Hce Override are optional fields.

e Add items to the kit grid by scanning or typingtive inventory items items or select an item from
the pull down menu. Once an item is added, it aglpear in the Kit Grid. You may change the
quantity or enter a discount price for each iterthigrid at any time. Repeat this for each item i
the kit.

* To delete an item from a kit, position the cursoitiee desired item, then presSTRL+DEL> .

* Once you have finished entering all the items & kH, click onSaveor press<ALT+V> to add
the kit to your inventory. Click o@ancelor pressALT+C> to quit without adding the kit.
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Control Buttons

Add: This button adds the kit to your inventorOTE: Once a kit has been added to your inventory,
you cannot change the kit number and it can only beeleted if it has never been sold. However, you
can edit the kit name.

Delete: This will delete the current kit from your invemnyo NOTE: A kit can only be deleted if it hasn’t
been used in a previous invoice.

Update: This will save any changes made to the current kit

Sales Summary:This will display a summary of sales per monthtled current year for the kit. The
summary will display the total sales, cost, andngjt;iafor each month.

Next and Previous: These buttons allow you to scroll through youskilNext will display the next kit
while Previouswill display the preceding Kkit.

Exit: Click on this button to exit without adding or wtthg a Kit.
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Non-Inventory Item

Hon-Inventory Item

Description Cost Quantity  Price Taxable

in Di | [15.99 | | | [2199 | & Taxl

[ Tax 2

Add To Cancel | I Tax3
Invoice

This feature allows you to add an item to an ingdilcat is not part of your inventory. To access th
screen, seledon-Inventory Item from thelnvoice menu or pressCTRL+N> in the Invoice Screen.

To add a non-inventory item to an invoice:
» Enter the description, cost, quantity, and pricéhefnon-inventory item. Click on the box next to
the desired tax level(s) to choose the type otdaxe applied to this item. Kuto Cost % is set
to Yesin theOptions Screen EXTREMEPOS will automatically calculate the coste the price
of the non-inventory item is entered.

* Click on Add To Invoice or press<ALT+A> to add the item to the invoice. Click @ancelor
press<ALT+C> to quit without adding the item to the invoice.

Print Ticket/VVoucher

This feature allows you to print additional tickeds vouchers for an item.You must enter the
administrator password before printing additional tickets or vouchers.
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Display Back Orders (Legacy)

e
Yiew backaorders i+ All open backaorders
i Backorders covered by Stack
faor customer # far itern #  Backorders NOT covered by stock

| | i Backorders NOT covered by Stock nar by PO

|Line [BO# [Date [ Cust 8 [ Item # [ Item Marne [Item Desc [ Quantity | In Stock | Prepaid [Inveice #  [PO # | Cust Name
3/17/2008 101 008817034294  Dwd-Shania Twain 1 0/ Mo ) i) i Cash Customer

Double-Click Item to Fill Backorder

Fill
Backorder

Delete

Exit [

(This feature was obsoleted in 2.6 by the Specriale€s feature; it is left in the manual for refezerof
users of older versions.)

This screen displays either the items that areeatlyr on backorder for a selected customer or the
customers for whom a particular item is on backordehe grid displays the date the backorder wasqa,
customer number, item number, item name, the dgyapiticed on backorder by the customer, the current
quantity in stock, amount paid, whether or not blaekorder was prepaid, and the invoice number. To
access this screen, sel8eickorders from theView menu.

To view items on backorder for a customer:
¢ Type the desired customer number infoe Customer #field.

¢ Pres<TAB> to move the cursor to a new field. Only backosder the entered customer will be
displayed.

To view which customers have placed a certain ierbackorder:
¢ Type the desired item number in ther Item # field.

e Press<TAB> to move the cursor to a new field. Only backosdier the entered item will be
displayed.

There are three options for displaying backorde3slectAll Open Backorders to display all backorders
that have not yet been filled. Sel@&dckorders Covered by Stockto only display backorders for items
that are currently in stock. Seldgackorders Not Covered by Stocko only display backorders for items
that are not in stock. SeleBackorders Not Covered by Stock nor by PQo only display backorders for
items that are not in stock or covered by inconingchase orders.

To fill a backorder, double click on the desirechmder or highlight the desired backorder thenkcbn
Fill Backorder or pressALT+F>. The item will be added to the current invoidelick on Exit or press
<ALT+X> to exit without filling a backorder. Click dbeleteto erase a backorder without filling it.
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Special Orders/Preorders

File Tools
Inventary
zialOrderl D | CustMum Itemt um Itemtame Quan| In_Stock| TotalPrice [ mountPaid | Status
» 101 MADDEMOY Madden 09 1 1] $49.99 $10.00|0
<] | a
ErEre | FPage | 1 ofl. Records 1to 1 of 10 Meut |
" Allapen special oiders Add To lnvaice Cancel
Al open special orders for current customer
{~ Special orders covered by Stock
(" Special orders NOT coverad by stack
{~ Special arders MOT covered by Stock nor by PO Exit |

This screen displays items that are either preecter on special order for customers.

You may filter the displayed items by the radiotbos on the lower left-hand sideAll Open Special
Orders will display all special orders not yet filleddll Open Special Orders for Current Customerwill
display all special orders not yet filled for thestomer currently selected on the invoice scre®pecial
orders covered by Stockwill display those orders not yet filled that dam filled by inventory currently in
stock. Special orders NOT covered by Stockuill display the orders not yet filled that canri filled
from current inventory.Special orders NOT covered by Stock nor by P@ill display orders than cannot
be filled from current inventory or from open puaske orders.

Add to Invoice will attempt to pick up the selected item, autdoaly selecting the reserving customer.
Cancelwill cancel the reservation and place a refundliercustomer’s money on the invoice.
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Departments
Department Maintenance
. Department Maintenance M= B
Info
Add Department 1D
S — |3
Department Dezcription
Update
Department Type:
i« Heqular i~ Bental  Employee
Delete
[+ Display on Touch Screen
Exit

Search By IDepartment Hame j

Previous | I j Hext

The Department Maintenance screen allows you to create or update departm@&otgccess this screen,
selectDepartmentsfrom theView menu, and then selddepartments.

Important Note: Do not delete the department calld “None”. Some functions in eXtremePOS
require the presence of this department.

To create a department:
e Click onAdd or press<ALT+A> .

e Type in the new department ID in tBeepartment ID field. NOTE: Do not use an asterisk, *,
in the Department ID.

 Use<TAB> or the mouse to move the cursor to Bepartment Description field, then type in
the description of the new department.

» Click on the Department Type. SelectRental to create a rental item department. Select
Employeeto create an employee department. Sétegular for all other types of departments.

» Click on Saveor press<ALT+S> to add the department. Click @ancelor press<ALT+C> to
quit without creating a department.
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To update or delete a department:

¢ Select the desired department. Scroll through dewartments by using tireviousandNext
buttons. ThePrevious button will display the previous department and ext button will
display the next department. To search for a degwent, type the department name or
department number in tigearch by Dept IDor Search by Dept Descriptiorfield, or click on
the down arrow to display a list of all the depaits. Once this field is highlighted, you can
also use the up and down arromis> and<| > to scroll through the list.

e Change the desired information, then click dpdate or press<ALT+U>. Click onExit or
press<ALT+X> to quit without saving any changes.

e To delete the selected department, clickDamlete or press<ALT+D>. All of the items in the
deleted department will show a blank departmehd fi® we strongly suggest NOT to delete a
department once it has been created and assigmeisting inventory items.
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Categories

Category Maintenance

. Category Maintenance = | I:Ilil

Info
Add Category 1D
e |1 1
Update Category Description
|Dd
Delete
[+ Display on Touch Screen
Exit

Search By IEategury 1D j

Previous j MHext |

The Category Maintenancescreen allows you to create or update categor@siccess this screen, select
Categoriesfrom theView menu, and then seleCategories.

Important Note: Do not delete the category calledNone”. Some functions in eXtremePOS require
the presence of this category.

To create a category:
e Click onAdd or press<ALT+A> .

e Type in the new category ID in tigatagory ID field. NOTE: Do not use an asterisk, *, in the
Category ID.

* Use<TAB> or the mouse to move the cursor to @etegory Descriptionfield, then type in the
description of the new category.

» Click on Saveor press<ALT+S> to add the department. Click @ancelor press<ALT+C> to
quit without creating a department.

To update or delete a category:
« Select the desired category. Scroll through yategories by using thBrevious and Next

buttons. ThePrevious button will display the previous category and thext button will
display the next category. To search for a categygpe the category name or category number
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in the Search by Category IDor Search by Category Namdield, or click on the down arrow
to display a list of all the categories. Once fretd is highlighted, you can also use the up and
down arrows<t > and<| > to scroll through the list.

Change the desired information, then click dpdate or press<ALT+U>. Click onExit or
press<ALT+X> to quit without saving any changes.

To delete the selected category, click Delete or press<ALT+D>. All of the items in the
deleted department will show a blank departmeid.fie
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Vendors

This menu displays the different options dealinghwiendors. Avendor is a person or company from
whom you purchase items in your inventory.

Vendor Maintenance

Yendor Maintenance _ .

Help.
Vendor Maintenance
Yendor HNumber Company Hame
Contact First Hame Contact Last Mame Tax ID Social Security #
R [panny /3 immy |

Update
Street Address Extended Address
ISuuth Air Depot |

lrlel: City State Zip Code Telephone Mumber Fax Humber
Iﬂklahuma City Il]kl | |

E it Tems Comission % Flat Rent Rate

~ This ¥endor Uses

|$ 0.00

~ Default Discount %

¥ VYendor Cost
' Discount off Retail

Apply Scross Iu
Items

Apply Scross
Items

Search By

FPrevious |

I‘J’endnr Mumber ﬂ

! E

This function allows you to create a new vendom akcess this screen, sel®andors from the View

menu.

To create a vendor:

* Click onAdd or press<ALT+A> .

e Type in a vendor number in théendor Number field. You may wish to use an account number
as a vendor numbeNOTE: Do not use an asterisk, *, in the vendor numeér.

» Use<TAB> or the mouse to move the cursor to each fielchterehe vendor’s information, then
click on Saveor press<ALT+S> to add the vendor. Click dbancelor press<ALT+ C> to quit

without creating a vendor.
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To update or delete a vendor:

¢ Select the desired vendor. Scroll through youradpents by using thBrevious and Next
buttons. ThePrevious button will display the previous department and ext button will
display the next department. To search for a vertgpe the vendor nhame or vendor number in
the Search by Vendor Numberor Search by Vendor Naméfield, or click on the down arrow
to display a list of all the vendors. Once thidiis highlighted, you can also use the up and
down arrows<t > and<| > to scroll through the list.

« Change the desired information, then click dpdate or press<ALT+U>. Click onExit or
press<ALT+X> to quit without saving any changes.

* To delete the selected vendor, clickeleteor press<ALT+D>. NOTE: Only vendors that
are not preferred vendors for an item may be deletd
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Purchase Orders
-0l

Select PO |ViewIAdd ttems | 12 EDi | Purchase Orders
‘ """"" Add PO # Date |Flefﬁ |Vendolﬁ |Due Date |Status |T0tal Cost
b ; 2| 1/25/2008 100 1/28/2008 0 $275.00
3| 2s8/2008 10 2A12/2008 0 $10.456.53
4| 2/8/2008 10 2/1%/2008 0 $19.35
Update | B 3/13/2008 10/ 3/20/2008 0 $0.00

Cancel |

[~ Show Clozed POs

Viewl'Printl Edit |
Exit |

ThePurchase Ordersscreen allows you to create and update purchasesord o access this screen, select
Purchase Ordersfrom theActions menu, or pressCTRL+P> in the Invoice Screen.

The main screen displays all open purchase orders:

PO #: This is the purchase order number. It is assigneEXTREMEPQOS after the purchase order is
created and cannot be modified.

Date: This is automatically set to the current datecalinot be modified.
Ref #: This is an optional field and is assigned by theru

Vendor #: You must select a vendor number for each purchase ordhis i3 the vendor from whom you
are purchasing the order.

Due Date: You must enter a due date for each purchase order. Tlhieidate by which the order should
be received. It should be in the form&M/DD/YYYY .

Status: This is the current status of the purchase oi@espen purchase ordefS;closed purchase orders,
or V-voided purchase orders.

Total Cost: This is the total cost of the order. It is autticadly calculated by EXTREMEPOS and cannot
be modified.
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To create a purchase order:

e Click onAdd or press<xALT+A>, then enter the desired information:

* Once all of the information has been entered, ctickSave or press<ALT+S> to save the
purchase order. Click oBancel or press<ALT+C> to quit without saving the new purchase
order. You will be asked if you would like to prim copy of the purchase order after saving it.

To update a purchase order:

* Click on the desired purchase order and then &luik.

» Click onUpdate or press<ALT+U> to save your changes. Click @ancelor press<ALT+C>
to quit without making any changes.

To close a purchase order:
» Double-click on the desired purchase order.

* Click onCloseor press<ALT+L> to close the current purchase order. Clickoamcel or press
<ALT+C> to quit without closing the purchase ordeNOTE: Closed purchase cannot be
reopened.

General Information
General [nfarmation

PO Number: 18

Select Wendor

o ShipTa
Dovrtowern Dizc Distributors Ship Yia P
Ingram _ | [ESC
Host Signiicant Bits 5540 Centerview Diive, Ste 200
Reference #

\Raleigh, NC 27606
Due Date Termns |91 F424-3878
11/20/2004 | |

The Mews Group |

Select Vendor: You must select a vendor for each purchase order. Thheisendor from whom you are
purchasing the order. Use the mouse to click erd#sired vendor.

Due Date: You must enter a due date for each purchase order. Tlieeidate by which the order should
be received. Due Date should be entered in theddviIM/DD/YYYY .

Ship Via: This is an optional field and is assigned by tkeru It is the method by which the order is being
shipped Example: UPS Ground, Fed Ex Overnight, etc.).

Reference #:This is an optional field and is assigned by tberu

Terms: This is an optional field. It is automaticallytered if there are terms present for the venddre T
user can override this informationExample: Net 30)

Ship To: This is an optional field and the user may modtifyThe default Ship To Address is the address
located in theCompany Information screen. You may add additional lines for Attiippe number, etc.
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Add ltems
Purchase Orders

o=

Select PO Wiews/Add ltems | K12 EDI |

[wventory
Add (i (M [+ UseWendor Cost
I Lookup .. | : BO tems.... r Update ltems during
Receiving

Update |

Line # | Item # [ Mame [Dese [Quan  [Cost  [ExtCost  [#Recd

1 003817034294 | Dvd-Shania Twain 1/$000  $0.00 1]

Close

Cancel

Print

Display

LR

Exit

Locate on PO = =
& ltem # Delete Receive | Receive
" Line # Item ltem All

Locate

To add items to a purchase order, you may eithem st enter the item number you wish to add in® th
item number field, followed by the quantity desirgkden prompted, or you may use the lookup or B@ste
tools.

File  Tools
Irventony
ItemMum Itermt ame: ItemDescl In_Stock | wder_Lewvel | 2r_Quantity Cost |1 In_Stock | On_Order| Ve
) | 005555150060 Ge-Dizneys Out Of The i} ] $12.10 a 027
008888150077 Ge-Donald Duck Gaoin 1} 1] 1] $0.00 1] 0
005353150114 G 0 0 0 $10.50 ] 0
00838150121 Ge-Evolution Worlds 1} 1] 1] $0.00 a 0
008858150138 Gewioms Blast i} ] ] $0.00 1 0
005358150152 Ge-Focky 1} 1] 1] $16.84 1] 0
0088881501649 Gi-Ghost Recon i} ] ] $16.84 1 01z
008388150176 Ge-Sum OF &l Fears 1} 1] 1] $16.84 a 02a
002523150183 Ge-Super Bust & Move 0 0 0 $0.00 0 0
008388150190 Ge-Monster Jam 1} 0 0 $0.00 a 0
0058358150206 Ge-Pro Rally 2002 i} ] ] $0.00 a 0
008388150213 Ge-Rayman 3 Hoodlum 1} 1] 1] $10.00 1] 0
00ag3150220 Ge-Splinter Cel 0 0 0 $16.24 1 0
008388150237 Ge-City Facer 1} 1] 1] $0.00 a 0
005355150244 Ge-Charlie's &ngels i} ] ] $16.84 1 0ja0
0053553150282 Ge-Rainbow Six 3 1} 1] 1] $16.84 1] a1z
008885150503 G-tonster 4x4 0 0 0 $25.25 a 01z
008358151593 Ge-Prince Of Persia 1} 1] 1] $33.68 1 0
002882151609 Ge-Splinter Cell 0 0 0 $16.84 a0 01z
008388151623 Ge-Bratz Formal Funk 1} a a $0.00 a 0
Ki i
Previous Show Al lbermns Quick Search Advanced Search | Select

Page | 7 of 1255, Records 121 to 140 of 25086 Select Al

Filtered by: B

Sorted by Mare...
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This screen works much like the other lookup sceeanthe software, in that you may show all of your
inventory items, quick search by item number, oratoadvanced search. The advanced search offers
several powerful tools for your purchase orders.

i

— Select ltems to View

Filter Inventory By:

Iltem Mame j IContains j |Madden IN;’A j I
And  [N7A =l [Equas = fres =
And M2 =l [Equais = fra =

Sart Inventary By:

N7A hd Then Hia i Then N/ =
[~ Show Inactive ltems ¥ Below Rearder Point
[~ Show Rental Copies v Consider Used In Stﬂock
7 .

oK Cancel

You may search by item name, by vendor, or by dreeweral other fields, and by up to three of thaise
any one time. This allows you to find, for exam@#é games with the name of Madden that you hate s
with VPD as a vendor, or all King James Bibles getifrom Spring Arbor.

Additionally, you may search for only items thagé drelow the reorder level you have set by checkieg
Below Reorder Point box. You may modify your in-stock amount for ttdalculation by using the
Consider Used in Stockwhich will add your used stock to your new, agddmnsider Open PO’s which
will count items ordered in open purchase orders.

Once you have searched, you may individually seteats to add to the purchase order, followed by a
guantity, or you may select all in which case thargity will default to what you have set as theoiRler
Quantity number on that item’s inventory screerouYnay modify it on that screen by clicking the ifitst
field of the line you wish to modify and typing tine quantity you want.

In order to check Special Orders to see what custetmave on hold, clicRO Items. It will bring up the
following screen:
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File Tools
|rrventony
sial0rderl Dy | CugtM um ItemMum Itemt ame Quan| In_Stock |{_In_Stock | TotalPrice | mountPaid | St
4 3|2 TEST test 1 1 1] $a0.03 $a.00) 0
<] | 2
R [ Fage | 1 of1. Records 1to 1 of 1 et [
(= &ll open special orders Add Ta Inveice Add Ta PO Cancel
= &l open special orders for current customer
" Special orders covered by Stock
= Special arders MOT covered by stock
¢ Special arders MOT covered by Stock nor by PO B [

To add an item to the PO from this screen, clidk ithe grid and hiAdd to P.O. Enter the quantity you
want to order. ClickAdd to Invoice to finish the special orde€Gancelto remove it without filling it, or
Exit to return to the PO screen.

To receive items on a purchase order:

* Double-click on the desired purchase order.

» To receive one item on the purchase order, clicReceive ltemor press<ALT+I>. To receive
all of the items on the purchase order, clickRmateive Allor pressKALT+A> .

» If you choose to receive a single item, you willgszempted to enter the line number of the item to
receive. Enter the desired line number then diclOK or pressKENTER>.

Info Prompt

| X]
dhat iz the line number of the itern pou would like to 0k
receive? -

Cancel
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* Next you will be prompted to enter the quantityeiged of that item. Enter the received amount
then click onOK or press<ENTER>.

Info Prompt
How mary of this iterm would you lke to receive?
Cancel |
f250

» Click onUpdate or press<ALT+U> to update the purchase order and the inventory.

To print a purchase order:
» Click on the desired purchase order.
» Click onView/Print.
» To print while editing a purchase order, cligkint or pressKALT+P>.
Control Buttons
Add: This creates a new purchase order.
Update: This updates any changes made to the displayeth@se order.
Close: This closes the displayed purchase ordd@TE: Closed purchase orders cannot be reopened.
Cancel: This exits the edit mode without saving any changade.

Exit: Click on this to exit the Purchase Orders screen.
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Online Ordering

There currently are two online ordering systensgrated into the software: Ingram and EDI.
Each allows the ability to place product orderminutes and is highly customizable. An added optoy
Ingram orders is the ability to save and restordigarations for future orders.

Ingram Ordering (Praiz Only)

o
Select PO | View/add tem {acceni | Purchase Orders
Add
v Allowe Split Line Orders Drder Type: IAccount D efailt j
Update | [ Paticipate in Greerlight Pragram warehouse: IAccount Default j
[~ Hald Back Orders -
Close | Stipping Type: IAccount Default d
_ [ Allow DC Pairs
Back Order. IAccount Default j
Cancel |
[~ Da Mot Ship Before D ate: |11,J1 52008 =] Cuistamner :I
Communicatiar:
[ Back Order Cancel Date: |11,.'1 42004 T I (o] ;I
Print |
Display | Send Order | View POA | Reset To Default |
Retrieve POA | Set As Default |
Exit |

Set options for Ingram/Spring Arbor ordering here

Allow Split Line Orders: This option sets whether Split Line Orders wél fpermitted for this order. A
checked box allows Split Line Orders. A blank latisallows Split Line Orders.

Participate in GreenLight Program: This option places the order in the GreenLigligpam. For further
information involving the GreenLight program coritiram.

Hold Back Orders: This option, if checked, will cause the ordeb&oheld until back orders are filled.
Unchecked, the order will be sent out without wajtfor back ordered items.

Allow DC Pairs: This option enables or disables the use of D@rRRpior the order.

Order Type: This drop down list allows the selection of ortgre. Changing of this option is not
required for normal operation.

Warehouse: This drop down list determines from which waret®the order will be shipped. An
additional warehouse may be entered manually ifoatd in the list. Changing of this option is not
required for normal operation.
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Shipping Type: This drop down list determines the method of ginig for the order. Changing of this
option is not required except for normal operatiOTE: Currently Unavailable.

Back Order: This drop down list determines what action wél taken in the event of a back order on one
or more items in the order.

Do Not Ship Before Date: This option instructs Ingram to not ship the ondetil the specified date.
Back Order Cancel Date: This option instructs Ingram to cancel any baalecs on the specified date.

Customer Communication: This text field allows for any further informatier special instructions to be
sent with the order.

Send Order: This button sends the current order to Ingramsute all settings are set appropriately
beforehand. This action requires several minwtesehd and then receive confirmation from Ingrain.
acknowledgement screen will be displayed upon sscce

Retrieve POA: This button will be enabled if an order was serd has not yet received an
acknowledgement. Clicking this button will attenbptretrieve the acknowledgement from Ingram.

View POA: This button will allow the review of a received ercacknowledgement. If no such
acknowledgement is available the button will beatisd.

Reset to Default: This button restores the available settings ¢octirrently defined default values.

Set As Default: This button saves the currently selected settiwgh the exception of Customer
Communication, for use with other Orders.

To Order Online via Ingram:
» Double click on the desired purchase order or eraatew purchase order.
*  Click on the Ingram Tab.
e Select desired Ingram order options.
* Click Send Order button and wait for operationdmeplete.

» Upon successful completion of the order processathaowledgement will be displayed.
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AEC EDI Ordering

RI=TE
Select PO | Viewisdd tens AECED | Purchase Orders
Add General Options——————————————————— Special Instruction
[+ Allow Back Orders Eren =
Update | : ]
Second: d
Close | =
Cancel |
Print |
Display | Create Order |
View Order Folder |
Exit |

Allow Backorders: This option determines whether backorders will k@ased for this order. A checked
box allows for backorders. A blank box disalloveskorders.

Special Order: This option sets the order as a “Special Ordérthecked box flags the order as special.
A blank box represents a normal order.

Special Instructions: Any special instructions for the current orderyrba typed here. A maximum of
two (2) special instructions may be entered. Tliesds may be left blank.

Create Order: This button creates the order file and savesdisk where it can then be sent to AEC EDI
immediately or any time in the future. Make altiop selections before using the Create Order actio
NOTE: EXTREMEPOS only creates the order. It doesiot send the order to AEC EDI.
View Order Folder: This button will open the folder where createdestrfiles are stored.
To Order Online via AEC EDI:

» Double click on the desired purchase order or eraatew purchase order.

* Click on the AEC EDI Tab.

» Select desired order options.

» Click Create Order button and wait for operatiomaoonplete.

» Upon successful completion of the order file cimarocess the output folder will be displayed
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Chapter 4: Customer Control

Customer Menu

Every transaction in ExtremePOS uses a specifitomer, and each customer must have a customer
number. The default customer@ustomer #101(Cash Customer). Businesses who are runningfa cas
business, such as a convenience store, that deatt to store customer names or addresses should use
Customer #101. However, stores such as videosstmreestaurants may want to keep their customers’
names, addresses, and telephone numbers on fieseTstores should use thestomer Menuto add and

edit customers. To access thestomer Menu, click onView in theMenu Bar or press<iF3>.

NOTE: The Cash Customer is a necessary customer to Baveot edit this customer. If this customer
gets edited or in any way deleted, you must repiaby running the Check Database utility in théeFi
menu of the Login Screen (S€&apter 1: Setting Up ExtremePO$.

Customer Maintenance

Inventary g |

ﬁdurs

Departments

Caktegoties

Kits Shift+F3
Rentals

Groups

Gift Cards

Song Titles r

Invoices k
Back Orders
Praomotions

General Invoice Motes
Discount Levels
Cuskamer Bonus

Cost Markup Percentage
Tax Rates

Price Tables

BRE Diatabase

Supetfile Database

YPD Database

Customer Maintenanceallows you to create and update customer numbers €ustomer. To access this
screen, selec@ustomers from theView menu or pressF3>in the Invoice Screen.

Once you have accessed thestomer Maintenancescreen, you can usefAB> or the mouse to move
from one field to another. To add a customer,kchm Add or press<ALT+A>. Enter the desired
information, then click orSave or press<ALT+V> to save the new customer. To update a selected
customer, change the desired information then atickdJpdate or press<ALT+U>. To exit without
making any changes, click &xit or press<KALT+X> .
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Wigw  Actions
General |Expanded | Account | Tranzactions |
Add
— Custamer Infarmation — Ship to Add
Customer # I‘I First Mame I
Delete | First Mame: IJohn Last Mame I
Last Mame Doe Cormpany |
Company | Address 1 |
Update
Address J1 Hotés Real Road Addiess 2 |
Ciy [Met & Real City City |
Stat I I
Frint Labelsl = M State
ZipCode  [12345 ZipCode |
Phone # |[555] 555-5555 Phone # I
Select for Ph [l
Gt one # (A1 [[11771111111
Irvoice Ermail Inot@really.com
r Fho“t‘_‘ Dizzount Level
nactive
Custarners A hd I™ Tax Exempt V¥ Active
Search By IEustomer 1o] j
John Dioe | |
Previous I j Mext Exit
General Info

The General Info screen displays all the general information aloatistomer, such as name, address, and
phone number. To access this screen, click ofstreeral Info tab or pressALT+G>.

Customer Number: This is theunique identifier for a customer. Every custonMiST have a customer
number. Customer #101 is the default cash custamegtcannot be changed. Customer numbers can be up
to 10 digits long and can contain any alphanungraracters. Some common customer numbers are phone
numbers or a zip code followed by the first thretteks of the customer’s last namdOTE: Do not use

any punctuation or spaces, except for the underscer(_), as part of the customer number.

Discount Level: This is the selected discount level for the custionClick on the arrow to drop down the
box for more choices. The default discount legetA”. The discount levels correspond to the lsvel
specified under th&etup menu. Each time an inventory item is selectedafoustomer invoice, the price
will be based upon the customer’s discount leWdOTE: You can overrideSetup discount levels for an
inventory item.

Tax Exempt (Y/N): This indicates whether or not the customer isebeempt. If a customer is tax exempt,
click on the box to put a check in it. If the austr is not tax exempt, leave the box empty.

Ship To Info: These fields allow you to enter a shipping addfesthe customer.
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Account Info

Customer Maintenance
View  Actions
General | Expande ansactions |
Add Balance Due ~ Credit Card — Baonus Plan
$0 . 00 g [~ Member Bonus Plan
Open Account D ate - . .
Delete 72730 g \hj_aster[ﬁard Membership Expiration D ate
| isa I
Cloge Account Date American Express LI Bonus Points chieved
g Credit Card Mumber ID
Update | Max Balance I Authorized Members
|$ 500.00 Credit Card Expiration ﬂ
Frint Labels |
Select for
[~ Current
Invoice
Shaow
[ Inactive
Custamers
Search By IEustomer D j
John Dioe |
Previous I j Hext E xit

The Account Info screen displays all the information about a custtsmaccount. To access this screen,
click on theAccount Info tab or pressALT+C>.

Customer Balance:This is the current on account balance for théorner.

Open Account Date: This is the date that the customer’s account apend customer with an open
account may pay for invoices On Account. To operaecount for a customer, click on teto the right
of theOpen Account Datefield. The current date will appear in t©gen Account Datefield. You may
also manually enter an open account date if itfferérent than the current date.

Close Account Date:This is the date that On Invoice payment for thet@mer was terminated. To close a
customer’s account, click on th@ to the right of theClose Account Datefield. The current date will
appear in th&€lose Account Datebox. You may also manually enter a close accdat# if it is different
than the current date.

Max Balance: This is the maximum amount a customer may chargiesio account. If Max Balance is
enabled in the Options Screen, customers will eatltowed to charge any amount on their accourstgre
then their max balance.

Credit Card: You may set information about the customer’sgnrefd credit card here.

Type: The type of credit card the customer uses.

Credit Card Number: The number of the card. In the database, thi®iead as an encrypted number.

Credit Card Expiration: The expiration date of the card.
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Member Bonus Plan: If a Customer Bonus Plan is activated, this indisavhether the customer is a
member. Click on the box to enroll the customethim plan. Leave the box empty if the customermisan
bonus plan member.

Membership Expiration Date: This is the date when the customer’s club memigeeskpires. This date
bears no relation to On Account info or the Bonag & Plan.

Bonus Points Achieved:This is the current number of bonus points thatdhstomer has accumulated for
the bonus plan.

Authorized Members: Enter all members that are authorized to changgcoount under this customer.
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Extended Info

Customer Maintenance

Wigw  Actions

General ¢

Customer Types

|Account | Tranzactions |

Delete

Update
Ewent Description

Ewvent Date

Frint Labels

Bl

Motes

El
Select for
[~ Current
Irvoice
Shaw
[ Inactive
Custamers LI

Azzign Customer
Types ...

User Defined Data 1

User Defined Data 2

John Dioe
Previous I

Search By I[:ustomer D

=

j Mext |

Exit

TheExtended Info screen displays additional info about the curceistomer.

Customer Typesdisplays information about the types assignedi® ¢ustomer. You may set it through

the Assign Customer Types.. button.

Notescontains miscellaneous notes on the customer, aydmfilled out by the user.

User Defined Data 1 and are fields for custom uses, defined by you.
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Transactions

Customer Maintenance

Wigw  Actions

General | Expanded | Account

Add Transactions .
= ~ Mew Transaction
#  [Date [Type  [Methad [Inv [ amt |Balance | Check#
1] 1/23/2008 P Ca 7 %200 $0.00 |<Amount>
2| 1/24/2008 F Ca 12 $5.00 $0.00
Delete | 3| 1/24/2008 P Ch 13 $200  |$3.00 <Description>
4| 218/2008 A M M ($100.00)| $0.00
5| 2/18/2008 A M M $200.00 | $0.00
B| 2/18/2008 A M M $52.00 | $0.00 ) )
Update | 7| 211802008 A [$55.00] $0.00 " Invoice Adustment
" Balance Adjustment
{+ Payment
Pritit Labels ([vaees ¢ CrediAccount [Deduct from
Date [ Total |[BalDue  [Amt Applied Befarice)
1/24/2008| $5.00 $3.00 $2.00 €1 Debit Ascount [Add fo Balance]
Select for 2/18/2008  ($100.00)  ($100.00) $0.00
[~ Current
Irvoice {* Cash
(" Check
" Credit Card
Show
I Inactive
Custamers o]
. pply
Invoice Total; ($95.00) |
Search By IEuslomerID
Joh Doe

Exit

=l
Previous | I j Hext |

To make a payment on an account:

Date: Th

Enter in the amount in thdmount field. You can type any notes regarding the tmatisn in the
Description field.

Select the type of transaction by either clickimgtiee description or the preceding circlavoice
Adjustment allows you to adjust the amount owed on a pasicinivoice. Balance Adjustment
allows you to directly change the customer’s bagarRaymentallows you to apply a payment to
the account. For Invoice Adjustments or Balancqustinents, choose whether @redit
Account or Debit Account.

If applicable, choose the form of payme@agh Check, or Credit Card).

If you make a mistake, you can click Gtear or pressALT+L> to clear any information that
has been entered. You can also click Exit or press<ALT+X> to exit the Accounts
Receivablescreen.

Click on Apply Payment or Apply Adjustment or press<ALT+A> to apply the payment or
adjustment. If the form of payment is by checkuy yall be prompted to enter the check number.
If the form of payment is credit card and no crexditd information is entered in ti@ustomer
Maintenance screen, you will be prompted to enter the creaitcaumber and expiration date.

is column shows the date that the transacticnosanpleted.
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Type: This column shows what kind of transaction wasedo®’ indicates a payment and” indicates an
adjustment.

Method: This column shows what kind of payment was mad€A’ indicates a cash paymenCH’
indicates a check payment, ar@dC’ indicates a credit card paymentNA’ appears in this column for
adjustments.

Balance: This column shows the balance before the paynresdijostment was applied.

Amount: This column shows the amount for the payment qursaichent.

Check #: This column shows the check number from a cheghnpat.

Inv#: This column shows the invoice number of the ingoic

Date: This column shows the date that the invoice waspteted.

Total: This column displays the total price of the inimcluding tax.

Balance Due:This column displays the remaining balance dutherinvoice.

Amt Applied: This column displays the amount that has beenexpfb the invoice so far.

Control Buttons

Next andPrevious: These buttons allow you to scroll through yourtemers. Next will display the next
customer whildPreviouswill display the preceding customer.

Add: This creates a new customer number.
Update: This updates any changes made to the customeniafion.
Delete: This will delete the displayed customer numbenfriwur database.

Exit: Click on this button to exit from theéustomer Maintenancescreen. All unsaved information will be
lost.

Search by Customer #/Last Name:To search for a customer, type the customer numbkst name in
the Search by Customer #or Search by Last Namefield, or click on the down arrow to display at lif
all customers. You can also use the up and dovawarkt > and<{>, to scroll through customers when
that field is highlighted.

Select for Current Invoice: Click on this box to select the current custonoertfie current invoice.
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Change Customer Number

Info Prompt
Enter new customer #:
{5551212

This function allows you to change the customer Ineinfior any given customer. To use this function,
selectChange Customer #from theActions menu in theCustomer Maintenancescreen. Enter the new
customer number, then click @K or presskENTER>. Click onCancelto exit without changing the
customer numberNOTE: You cannot change the customer number for Csh Customer.

Print Customer Labels

o

|Choose the Label Size you would like to print

2% 1 Inch Labelz | 4 % 1 Inch Labels I

1

i

John Doe

1 Mot & Real Road
Mot & Real Citp MJ 12345

r Select Fields ta print Select Barcode Printer

Advantage

" Barcode ¥ Customer Mame L BD 2
Citizen CLP-521 | & Advantage

¥ Customer Murnber ¥ Company Mame BD 4
" Cltoh EZ-2

W address I
Select Mumber

of Labels

Select Recards ta Print I— Frint E «it

Lurrent |

Print Labels allows you to print labels for a customer on apsarped label printer. You can choose to print
a label for the current customer, all customerstamers who satisfy a specified bonus point range,
customers who satisfy a specified event descriiwhdate range. Each label has the customer muasbe
a barcode and displays the customer name, addigssstate, and zip code. To access this meiak oh
Print Customer Labels in the Actions menu of theCustomer Maintenancescreen. In order to select
which records to print, look to the lower left gort of the screen &elect Records to Print. To print a
label for the current customer, sel€&rrent Customer. To print a label for all customers, selédt
Customers To print a label for all customers who satisfgecified bonus range, seldbnus Point
Range. You will be prompted to enter the lower and upfiits for the bonus point range. To print a
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label for all customers who satisfy a specifiednt\date and description, seléstent Range You will be
prompted to enter an event description and the ruppe lower limits for the event date range. Tdude
all event descriptions in your range, eriterfor the event description.

ExtremePOS 10z



Chapter 5.

Creating Invoices

10¢ ExtremePOS



Chapter 5: Creating Invoices

The Invoice Screen

Musicware

File Yiew Actions Tools Reports Inwoice  Help
POS Operations 1) | (2)
Quantity ek Used  Condition Tradedn G Credit ‘
i (e F10) 20 r © Cash
Cash [FB) = —
@z Selected Customer:  George Pozo Balance: $ 0.00 o 2
Credit Card (F7) 8006479711 ESC Discount: A (0.00%) Details .. | Quick Search Lookup ‘
| Rental<cc | ( 4)
Check [FB) T Show Cunrently | Show Late L | ‘
: % Rentals
=
Pay On Account [F3) Invoice Grid [Ctil+G) SELECTED
Item_Name GQuan Price Ext_Price Cash_Trade
= 1|09362474262 | DAY WITHOUT RAIN ENYA 1[15.93 15.99 0.00% A r
Splt Tender | 2]079556075226 __[ISNT IT ROMANTIC FEINSTEIN HICH! 1]9.97 [a.97 0 00% T
i T 1488 EEs) @. I} J“ Lﬁ L £l
eXtreme Lookup ¥
F10) 5
Void Invoice
el | 2|
| invoice << | B) |[subtotal 30.95 8
iscount Tax 0.00
# ltems Tax Exempt ll:uI+D]
Put On-Hold
s r [Comw = ooty | Recall On-Hold
S 7) EE—
077779527120 o e e
REST OF 1963-73 ange Price ange Discount | Change Quantity ore
o e {Cub) (Tl {Cui+0) it Void End Transaction
Sl | Musi |"Cashiern (01 || 117372008 12:40:44 PM
T Repots |

The Invoice Screen is where all of your daily ireimg will be done. Administration tasks suchRegports,

Accounts Receivable, Purchase Orders,
ExtremePOS and are explained in other chapters.

Inventory Carol are performed in different screens in

Before you begin processing invoices, you must raliypenter your inventory items into EXTREMEPOS.
You may want to enter just a few items at firsyyea can get a feel of how the program works, then
progressively add more items. Refer to Chaptém&ntory Control for more information on adding

inventory items.

Let's take a more in-depth look at the key featufethe invoice screen:
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Dissecting the Invoice Screen

Scan Item

[~ Scan liem |
Clom Numbor [ OOV
® S e

Scan Itemis the section of the Invoice Screen where yog dp the items that the customer wants to
purchase. To add an item to the current invoisnguyour barcode scanner, scan the barcode of an
inventory item you wish to sell. Make sure thesauris blinking in theltem Number box before you
attempt to scan. The item will then appear onrkieice grid if it is contained in your inventoryf you are
entering the number by hand, you must prdsNTER> after typing the number.

If the quantity for an item you are adding to thedice is different than one, you may change iompto
scanning or entering the item by pressingL¥+Q > or clicking on theQuantity box. Note that the
guantity can be negative and it does not need ®Wwkole numberlf the customer is returning an item,
use a negative quantity. This will add a negativamount to the current total as well as properly
update the in-stock amount of the inventory item ooe the transaction is completed.

Used
{2) Used Condition Tradedn 5 Credit

v :‘ r " Cash

Usedis the section for of the invoice screen to indiocahether the item about to be scanned in usegbult
are buying a used item from a customer then cheelrade-In box. You can have a “credit” or “cash”
value for the trade-in. You can also sell and different “conditions” of used items.

Current Customer

Customer <<<

5 dC - George Pozo Balance: $ 0.00 : ;
@ 8006479711 ESC Discount: A (0.00%) Details .. | Quick Search Lookup

The default customer for each invoicel®l Cash Customer You can also keep track of your customers
by creating a customer number for each customerttzen selecting it for the current invoice (Cregtan
customer is explained in detail @hapter 3: Customer Control. There are two ways to select a customer
for an invoice Quick SearchandLookup. Quick Searchallows you to select a customer by entering his
or her number whild.ookup allows you scroll through your customer recordBetails displays the
customer number, discount level, and address afutrent customer.

To select a customer for the current invoice wheun know the customer number:

e Click onQuick Search.

10¢ ExtremePOS



Chapter 5: Creating Invoices

» Type in the customer number, then preENTER> or click onOK. You may also “scan” a
customer barcode and find the customer instantly.

» If the customer number is valid, that customer wjfipear in the current customer box.

To select a customer for the current invoice whem gon't know the customer number:

Click onLookup.

Click on Next or Previous (or use<ALT+N> and<ALT+P>) to scroll through the customer
records.

Once the desired customer’s record is displayéck on Selector press<ALT+L> to select
the customer.

Click onExit or pressALT+X> to exit without selecting a customer.

Rental Return

Show Currently Show Late
@ iictunlallicatal Rented Rentals

Rental is the section of the invoice where you can retmrental item, such as a video. You can also
display currently rented items and late rentaldtierselected customer.

Invoice Grid

Invoice Grid [Cul+G)

| _Line_ | _ltom Number [ MemMame [ __Desc [ Quan | Pice [ EwPice [ Discount [ Used [ Tradeln [Cond [ Cash Tiade | _ Seriall
| — A

09362474262 DAY WITHOUT RAIN ENYA 1599 1599 0.00%

1
075596079228 ISNT IT ROMANTIC FEINSTEIN.MICHAEL 1[7.98 7.98 20.00%
077779527120 BEST OF 1968-73 MILLER.STEVE BAND 1(5.99 5.93 0.00%
1
1

00881114512 BANANA WIND BUFFETT=JIMMY 399 3.99 0.00%
00881115672 GREATEST HITS LABELLE=PATTI -1]1.50 -1.50 0.00%

oo |ma|=

(||

i |
BBEBEEE

<<=
<

®

The Invoice Grid shows all of the items that ar¢hia current invoice. It is located in the midbbdf of the
Invoice Screen. The columns are resizable and btevalf you make customer changes to the grid and
want to make the change permanent, chibsels>Save Grid Settingsfrom the menu. Scrolling to the
right by clicking on the right arrow in the bottonght-hand corner of the grid reveals additional
information about the item.

If you need to change information on an invoicesskCTRL+G> to move the cursor to the invoice grid,
then use the arrow keys to move to the line onirikeice you wish to change. You may change various
attributes of the item by using the selected itentien, which will be discussed shortly.
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Invoice

Discount
i ltems Tax Exempt  [Ctrl+D]
Put On-Hold
@ 3 - 000 % i | Recall on-Hold

The Invoice section is used to manipulate the entire invoidu have the ability to apply a discount
globally to the invoice. You can also put an ieon hold and recall an on-hold invoice.

Selected Iltem

Selected Item <<<
0TTTTen2 10
ST OF 1968-73 Ehange PliCE
STEVE BAHD (Cirl+d)

Change Quantity
[Cul+Q)

Change Dizcount
[Ctrl+L)

@

More
[Ctrl+M]

The Selected Item section is used to change aténeon the invoice grid. Once you highlight therm in
the invoice grid you would like to change, justklthe button for the attribute you would like ftea

Totals
Subtotal 9.97
isc % 10.00%
izc Amount 1.00
isc Subtotal 8.97
@ Tax 0.72

Total 5 9.69

! [

Running totals are kept for the current invoiceaclttime you add a new inventory item to the ingptbe
totals portion is updated. If you are using a béplay, it will be updated as well.

Subtotal: This line displays the total amount of all thartein the invoice added together before taxes or
discounts.

Discount %: This line displays the discount percentage agpt@® an entire invoice. This line only
appears when the discount is applied to the eimir@ice by selectingnvoice Discountfrom thelnvoice
menu or pressingGTRL+D >,

Discount Amount: This line displays the amount of the discountbeipplied to the entire invoice.

Disc Subtotal: This line displays the new Grand Total due toitlveice discount percentage.

Tax: This line displays the total amount of tax for theoice after any invoice discounts.

Total: This line displays the invoice total after taxesl @&nvoice discounts.
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o = |

Void: This button will clear your entire invoice andr$ta new invoice without finalizing the transaatio

End Transaction: Choose this button to finalize the invoice anteethe payment information screen.

Payment Information

$1 000 Amount Due

$0.00 _

| i 8 9
$0.00

S 4 5 6
$0.00

S 1 2 3
$0.00

. 0 +-

b (S0.31) -E

The Payment Information screen is where you will yall enter in the customer’s form of payment. uro
have the option of using your mouse or keyboard. jump right to a payment type, use #&LT> and
underlined letter in the payment type you seekr dxample <ALT+H> takes you to the Check form of
payment.

Split Tender allows a customer to pay for an invoice using twanore forms of payment. To use split
tender on an invoice, selesplit Tender from thelnvoice menu. Select the forms of payment by clicking
on the corresponding field or using the shorcutskeyress<ALT+C> for cash,<ALT+H> for check,
<ALT+R> for credit card<ALT+A> for on account, okALT+G> for gift certificate. Enter the amount
using either the keyboard or the on-screen numadr f>nce you have made your selection, cliclogh

or press<ALT+0O>. You can click orCancelor press<ALT+E> to exit without choosing a form of split
tender.
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Invoice Menu

v Cash Payment F&
Credit Card F7
Zheck, F&

O Accounk F2
Split Tender

v Tax This Order ChEl+D

Mo Tax This Order Chrl43

v Tax Additional Ikems
Exempt Additional Ikems
add Mon-Inventaory Ikem Chrl+M

Put Invoice ©On Haold Ckrl+H
Yoid This Invoice Chrl4+y
Invoice Mokes Chrl+T
Invoice Discount Chrl+D
Select Invoice Grid Chrl+G
Zhange Item Price Chrl+1

Zhange Iker Discounk Chrl+L

Change Item Quantity ChelG

Zhange More Ikem Properties  Chrl+HM

The Invoice menu contains the options we have just discussesled as many more. This menu is only
accessible when there is an invoice in progressactess this menu, click ¢tmvoice in the Invoice Screen
menu bar or pressALT> release, then press

Cash Payment

To choose cash as the form of payment for an ieyaelectCash Paymentfrom the Invoice menu or
press<F6> in the Invoice Screen.

Check

To choose check as the form of payment for an o®j@elecCheck from thelnvoice menu or pressF7>
in the Invoice Screen.

Credit Card

To choose credit card as the form of payment fonaaice, selecCredit Card from thelnvoice menu or
press<F7>in the Invoice Screen.

If you are usingExpress Manual Processingyou will not have to enter the card informatiaoroi the
software. Make certain that it has been accepted/dur third party processor before finishing the
transaction.

10¢ ExtremePOS



Chapter 5: Creating Invoices

On Account

On Account allows a customer to put the invoice on his actou®@nly customers who have an open
account can choose this form of payment. To ch@arsédccount as the form of payment for an invoice,
selectOn Account from the Invoice menu or pressF9> in the Invoice ScreenNOTE: You cannot
choose On Account as a form of payment for Cash Cumsmner #101.
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Split Tender

Payment Information

Amount Due

$10.00
$15.91
$0.00
$0.00

[~
[Co
KO

P
(8]
i

|—L
(%]
[o%)

$0.00

(=)

i $0.00 !|

Split Tender allows a customer to pay for an invoice using twanore forms of payment. To use split
tender on an invoice, seleBplit Tender from thelnvoice menu. Select the forms of payment by clicking
on the corresponding field or using the shorcutskeyress<ALT+C> for cash,<ALT+H> for check,
<ALT+R> for credit card<ALT+A> for on account, okALT+G> for gift certificate. Enter the amount
using either the keyboard or the on-screen numadr fdnce you have made your selection, clickosh

or pres<ALT+0O>. You can click orCancelor pressALT+E> to exit without choosing a form of split
tender.
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Put Invoice On Hold

This function allows you to place an invoice oncaind then enter new transactiorBut Invoice On
Hold could be used if the cashier began ringing uprderdbut then the customer realized that he foigot
pick up something on his list. The cashier cou&te the invoice on hold and ring up other custenier
line while the original customer gets the forgotiim. To access this screen, sefat Invoice On Hold
from thelnvoice menu. You will be prompted to enter an On HolddDup to 4 characters to use later to

recall the invoice.
Info Prompt @

Please enter an an hold 1D [masimumn 4 characters):

Cancel

[1234

NOTE: To recall an on hold invoice, seldgecall On Hold Invoice from theView menu. You will be
prompted to enter the Hold ID that you originaliytered when you placed the invoice on hold.

Print On Hold Invoice

This function prints the invoice and puts it ondolYou will be prompted to enter an On Hold 1Dugpf to
4 characters. To use this function, seRgnt On Hold Invoice from theView menu.

Void This Invoice

This function allows you to void the current inveicTo void the current invoice, sel&atid This Invoice
from thelnvoice menu.

Invoice Notes

= [nvoice Notes g@@

|Ue thank vou for this special order!

|Uill will call you as soon as your

order aArrives.

(1] & ‘ Cancel

Invoice Notesallow you to establish a personal relationshiphweiich customer. Additionally, such notes
can be used to track specific information assodiatigh an invoice. These notes can be viewed wieme
the invoice is recalled or reprinted. To add aertot an invoice, seledtvoice Notesfrom thelnvoice
menu. You can type up to five lines with 42 chggexeach per noteNOTE: Notes can be changed for
On Hold Invoices, but once an invoice is procegesmbmpletion, the notes cannot be changed.
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Invoice Discount

Invoice <<<
Dizcount

# ltems Tax Exempt [Ctrl+D1

2 - | 10,00 % (Chrl+H) EHEcaIIDn-HuId

........................................

This function allows you to apply a specific disnbamount to the current invoice. To apply a disto
percentage to an invoice, presSTRL+D> or just insert the discount in thevoice section at the bottom
of the invoice screen. Enter the discount amosrat percentage (ex: 15.00 for 15%).

Line Discount

Line Discount

Wwhich invaice line nurnber would you like to discount?

Cancel

“What percentage would you like to discount?  [ex For

5% off enter 5]
Cahicel

This function allows you to apply a discount topedfic line of the current invoice. To apply aabsnt
percentage to a particular line of an invoice, @d&hange Item Discountfrom thelnvoice menu or press
<CTRL+L> in the Invoice Screen. Enter the line number ttoat wish to discount, then click ddK or
press<ENTER>. Enter the discount amount without the perceg ¢ex: 15 for 15%), then click cbK
or press<ENTER>. Click onCancelto quit without applying a discount.
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Tax Menu
Invoice
Zash Pavment F&
Credit Card F7
Check, Fa
O Accounk F2
Split Tender
v Tax This Order ChElHO
Mo Tax This Crder kel

v Tax Additional Ikems
Exempt Additional Ikems
Add Man-Inventary Ikem Chrl+M

Put Invoice on Haold Chrl+H
Yoid This Invoice Chrl+Yy
Invaice Mokes Chel+T
Invoice Discount Chrl+D
Select Invoice Grid Chrl+G
Zhange Item Price Chrl+1

Change Iterm Discount Chrl+L

Change Iterm Quantity ChElG

Zhange More Ikem Properties  Chrl+HM

The Tax menu allows you to apply or not to apply tax faxable items on an invoice. A check will appear
next to the current selection. To access this meiak thelnvoice menu bar.

Tax This Order

By default, ExtremePOS applies tax to each invoite. tax an invoice, seledtax This Order from the
Tax menu or pressCTRL+O> in the Invoice Screen.

No Tax This Order

This option allows you to bypass taxing taxablenge To choose no tax for an invoice, seMatTax This
Order from thelnvoice menu or pressCTRL+X> in the Invoice Screen. You may also bypass tax by
setting up a customer with a tax-exempt statushidfcustomer is selected for an order, tax vatl lne
applied.

NOTE: You must choose this optidEFORE you add any items to the invoice or else taxaigims will
be taxed.
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Searching Inventory

Extreme Lookup Screen

eXtreme Lookup

File  Tools

Irventary

ItemMurm ItemM ame ItemDesct In_Stock, Price | 1 In_Stock | 1sed_Price | Dept_ID Cal
H2BEAET R4S =/t ECHO AMD THE 1] $12.93 0 £0.00) COs [lels
H20E4E1 16225 Heaven Up Here ECHO AND THE 1 $1299 1] $0.00| CDs [[els
H2BE4ETTE12E Crocodiles ECHO AWD THE 0 $12.93 0 $0.00) CDs [lels
075332559720 s/t ECHO AWD THE 1 $17.99 1] §0.00) CDs [[ele
H25646116522 Ocean Rain ECHO AWD THE ] $0.00 ] §0.00) Chs [lel=
B20E46116324 Forcupine ECHO &ND THE 1 $0.00 i $0.00| CDs Tog]
E01501308727 South OF Sideways EDGEWATER 1 $11.33 i $0.00)| CDs o
003830467022 Savage Poetry Edguy 2 $14.99 1} $0.00(CDs rod]
EOZ27E01EE2Y Crimzan || EDGE OF S&MITY 1 $14.93 0 $0.00| CDs [lel=
B0Z27E003725 Spectral Sonows EDGE OF SANITY 1 $14.99 1} $0.00(CDs rod]
003230465622 “ain Glory Opera EDGUY 0 $12.93 0 $0.00[CDs o
| Helfire Club EDGLY [ 0 00 CDs ||
0259758229224 Mandrake EDGLY 2 $11.93 0 $0.00) COs [lels
27361130220 Lavatary Love Machine | EDGUY 1 $9.99 a $0.00(CDs rog
TH1G7ERET 428 “fithin Divina EMD. THE 1 §14.93 ] §0.00) Chs [lel=
TE1E7EEAF025 Transter EMD, THE 1 $11.33 i $0.00| CDs Tog]
TEFFOTTRIZ0 In The Mightside EMPEROR I $10.33 i $0.00)| CDs o
456739456123 Tharns Wz Emperar Tharns ws Emperor 0 $16.99 0 $0.00(CDs rod]
TEFI0NTETIES Emperar / wirath of the |EMPEROR i} $9.99 i} $0.00{CDs o]
E54436004622 Lost In & Reveria PECCATUM 1] $11.99 0 $0.00| CDs [[el=
« 2l
Previous Shaw All ltems ‘ Quick Search | Advanced Search Select Mext

Page 16 of 200. Records 301 to 320 of 3987

Filtered by
Sorted by

The Extreme Lookup screenis your primary interface for performing inventdopkups while in POS

operations. You can access this screen by sajelotiokup from the “Scan Item” group box on the iiveo
screen, selecting “Extreme Lookup” from the “POS@ions” tab in the Invoice screen toolbar, ofirt
F10 while in the Invoice screen. The following #re functions available on the Extreme Lookup eare

Results Grid — The grid will display the results of your seardivhen the screen is first entered, the grid
will be blank until ‘Show all Items’, “Quick SearcH or “Advanced Search is selected. Only fields
containing critical information are displayed. {iew additional information about an item, you shibu
look it up in the Inventory Maintenance screen.e Bhid will display the results of your search pafjes”.
Each page will contain 20 items. The screen dysplae current page number and the total number of
pages in your search results. It also displayseberd numbers shown on the current page andtak t
number of records. You can navigate through theckeresults using thé*fevious’ and “Next’ buttons

or by typing a page number to jump to that locatidou can customize the appearance of the datheon
grid by:
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1. Click on a column header and click on the resuldrmgp down arrow. This will bring up a list of
fields and allow you to select which field you wamtdisplay in that column. Selecting a new field
will cause your selection to switch locations wiitle currently displayed field.

temDescl | Itemt ame
3 | Harder They C
ltemMName BEFORE | 'w
—1In_Stack e
[—{ItermMum -
|__Price 1336-38
| |Used_In_Stock wE THREE K.
Used Price M| COUNTRY ML
AMDREWS SISTERS | SOTH ANMNIVE

2. Left click on a column header and hold the buttodriag a field to the desired location on the
grid. The field will move to the location you'veatjged it to and the other fields will shift over.

3. Left click and hold on the dividing line to the higof a field and drag the line to increase/de@eas
the field size.

ItemD escl embl ame

Harder They Came Harder They Come

Double Click on an item on the grid to add it te turrent invoice. This has the same effect akiolj the
Select Button. An input box will come up to allgau to enter the quantity. (Note that the statthefused
settings on the Invoice form will determine thedipeoperties of the item when it gets added tdrileice.
You can later change the item'’s used propertias ftee Invoice form if necessary.)

File Menu

Exit — Selecting this will close the Extreme Lookupeser

Tools Menu

Save Grid Settings- selecting this will save the current grid appeae (field order and field width).
ExtremePOS will remember these settings wheneuvergrenter the screen in the future.

Previous Button— This will navigate to the previous page of data

Next Button — This will navigate to the next page of data

Page Number Box- Typing a page number within the current rangpaafes and hitting “Enter” will jump
to that page.

Show All Items Button — This will show all the items currently in younvientory database

Quick Search— This will allow you to quickly find an item byem number. An input box will be
presented. Type or scan an item number into thédosearch for that item.

Advanced Search Button- This will bring up the Advanced Search Screercwkvill allow you to filter
and sort your search results. The Advanced Searelen is discussed in the next topic.
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Select Button— This will add an item to the current invoicen #put box will come up to allow you to
enter the quantity. (Note that the state of thedigettings on the Invoice form will determine tised
properties of the item when it gets added to thieige. You can later change the item’s used ptagser
from the Invoice form if necessary.)

Exit Button — This will close the Extreme Lookup screen.

Advanced Search Screen

Bl
— Select ltems ta View
& lrventory File  © Selected Vendar
Filter [mventomy By:
i NEE = e =] |
And [N x| [Equas ] | [N [
aa [V o E— e = ]
Sort Inventar By
M4 - Then M i, hd Then AR hd
[~ Show Inactive ltems
[~ Show Rental Copies
QK Cancel

The Advanced Search screen allows you to conduatielé searches against your inventory. The
following functions are available on the Advancezhf®h screen.

Inventory/Vendor option buttons — This allows you to specify whether you wish ¢éaish your inventory
or a vendor database file. You should always séheentory. Vendor searches are currently not
implemented in the software.
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Filter Boxes— You can select up to 3 filter criteria. By ddfall filter criteria come up as “N/A” (not
applicable). To set your filter criteria:
1. Choose a field to filter by from the leftmost filteox.
2. Choose a filter option from the center filter bokou can choose whether the selected field should
equal, start with or contain your filter string.
3. Type the string to filter by in the rightmost filtbox.

Sort Boxes— You can sort your results by up to 3 fieldsleBea field from the drop down list to sort by
that field. By default, the sort boxes display ANUntil you select a field. The results will bersed by the
field in the topmost sort box first, then the sett@and third boxes.

NOTE: The Advanced Search screen remembers the filtksart settings for your last search and will
redisplay them when you re-enter the screen.

OK Button — Click this to start your search. The Advancedrgh screen will close and you will be
returned to the Extreme Lookup screen. Your seaastits will be displayed on the Extreme Lookup
results grid.

Cancel Button— Selecting this will close the Advanced Searckess without performing a search.
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Steps for Invoicing an Order

1. Select CustomeChapter 5: Creating Invoices)
» Use the defaulCash Customer (#101)
Or
* UseQuick Searchor Lookup to select a customer
2. Tax (Chapter 5: Creating Invoices)
* Use the defaulfax This Order
Or
* SelectNo Tax This Order from theTax menu

NOTE: You must selecNo Tax This Order BEFORE you add any items to the invoice or else
taxable items will be taxed.

3. Select Inventory Itemsto be placed on the Invoice Grid (Chapter 5: Gngdinvoices)

You can either scan in the item number with a loglecscanner or manually enter the item number or
item name.

- Non-Inventory Items (Chapter 3: Inventory Control)

If you wish to add a non-inventory item to the iregrid, selecNon-Inventory Item from the
Invoice or Actions menu or presCTRL+N>. The Non-Inventory Item screen will appear.
Enter the required information, and then clickAaid to Invoice or press<ALT+A> to add the
item to the current invoice. To quit without adglian item, click orCancel

NOTE: All items entered using the Non-Inventory Itemessr will be tracked under the item
Non-Inventory Item.

4. Deleting an Item from the Invoice Grid (Chapter 5: Creating Invoices)

To delete an item from the invoice, pre&STRL+G> to position the cursor on the invoice grid or klan
the item on the grid with the mouse. Use the upfdarrow keys<t> and<l >) to move the cursor to the
item to be deleted. Once you highlight the itenthia invoice grid you would like to delete, juseps the
<Delete> key on your keyboard.

5. Changing the Item Quantity on the Invoice Grid(Chapter 5: Creating Invoices)

To change quantity for an item on the invoice, prESTRL+G> to position the cursor on the invoice grid
or click on the item on the grid with the mouseseldhe up/down arrow keys1(> and<!>) to move the
cursor to the item to be changed. Once you highlige item in the invoice grid you would like tbange,
just click the attribute you would like to changéhin the Selected Itemsection of the invoice. In this
case, choos€hange Quantity or <CTRL+Q > and follow the on-screen prompts.

6. Changing the Item Price on the Invoice Grid(Chapter 5: Creating Invoices)
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To change the price for an item on the invoicespr€TRL+G> to position the cursor on the invoice grid
or click on the item on the grid with the mouseseldhe up/down arrow keys1(> and<{>) to move the
cursor to the item to be changed. Once you highlige item in the invoice grid you would like tbange,
just click the attribute you would like to changéhin the Selected Itemsection of the invoice. In this
case, choos€hange Priceor <CTRL+I > and follow the on-screen prompts.

7. Repeat steps 3-6 for all items purchased.

8. Invoice Notes(Chapter 5: Creating Invoices)

Add notes to an invoice by selectingvoice Notes from the Invoice menu or by pressing
<CTRL+T>.

9. Invoice Discount(Chapter 5: Creating Invoices)
Apply a specific discount amount to the entire icedby selectindnvoice Discountfrom thelnvoice
menu or by pressingCTRL+D>. As an alternative, you may enter a discounh@Dtiscount% input
box within thelnvoice section at the bottom of the invoice screen.

10. Line Discount (Chapter 5: Creating Invoices)

Apply a discount to a specific line number of thedice by selectingtine Discount from thelnvoice
menu or by pressingCTRL+L> .

11. Put Invoice On Hold (Chapter 5: Creating Invoices)

Place an invoice on hold by selectifgit Invoice On Hold from the Invoice menu or pressing
<CTRL+H >. You will be prompted to enter a Hold ID of up4 digits.

12. Recall On Hold Invoice (Chapter 4: Creating Invoices)
To recall an On Hold Invoice, seleBecall On Hold Invoice from the Invoice menu or press the
Recall On Hold button within the Invoice section at the bottomtloé invoice screen. You will be
prompted to enter the Hold ID that you originaliered when you placed the invoice on hold.

13. Select Payment Method Chapter 5: Creating Invoices)

There are six payment methods:
» Credit Card: You will be prompted to enter credit card inforioatfor the sale

 Cash: This is the default payment method.
* Check: You will be prompted to enter the check number.
e Gift: You will be prompted to enter the gift certifieadr card number.

e Split Tender:  This uses a combination of two or more paymenhout.
* OnAccount:  This form of payment can only be selected if theteamer has an open account.

14. End Transaction (Chapter 5: Creating Invoices)

Once all of the items have been added and you belexted the payment method, click Bnd
Transaction or pressALT+E> to complete the invoice.

15. Amount Tendered:
This is the amount of money that the customer gatbe cashier. Enter the correct amount tendered,

then click onOK or press<ENTER> to complete the transaction. Click @ancel or press
<ALT+E> to exit without completing the transaction.
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16. Receipt Prompt:

Receipt Prompt

@ Wiould you like ta print a receipt?

Mo

If Print Invoices is set toPrompt in the Options Screen this screen will appear. Click ofes or
press Y’ to print a receipt, or click oMo or pressN’ if you do not want to print a receipt.

Change:

$077

This is the amount that the customer should redeaak based on the amount tendered and the grand
total of the invoice. Click 0®K, press<ENTER>, or press<ALT+0O> to clear the screen for a new
invoice.
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Chapter 6.

Sales Information and
Reports
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Musicware

Invoices Menu

=)

B

X

Actions  Tools Reports 1 Help
Inventory , | -
Cuske F3 ] il iti | i
vet_:doarrsars Ruan:lly LD%‘;'ED | Used i [:::'"d'll'lﬂnl Tradedn ¢ padit
; - Excellent ~
Departments 10 r r " Cash
Categories
Kits Shift+F3
Groups mer: Cash Customer Balance: $ 0.00 = =
sungp'nugs Discount: A (0.00%] Details ... ‘ Quick Search Lookup |

Back Orders

ertreme Invaice View

Recall an Invoice

General Invaice Motes
Discount Levels
Custamer Banus
Cost Markup Percentage
Tax Rates

Recall Last Invoire Processed Ctri4+Fa Invoice Grid [Cul+G])

Print Last Invoice Processed  Shift+Cer+F& Discount

Ext_Price

Display On Hald 10 Mumbers
Recall On Hold Invoice
Frint On Hold Invoice

Categories

Purchase Orders

T
(1
Dptions

Data Import

Tradeln

Subtotal 0.00
Discount e b
# Items Tax Exempt  [Ctrl+D]
Put On-Hold
o r 000 % (Culep) | Recall On-Hold

Selected ltem <<

Change Price | Change Discount | Change Quantity More
[Ctrl+l]) [Cul+L]) [Cul+Q) [Crl+ M) Void d Transaction ‘
usicware |Cashier1p |[01 | 12/2/2004 || 10:40:52 AM

The Invoices menu offers options regarding invoices. To actkssmenu, click oiView in the Invoice
Screen menu bar or pres8LT+V> .

~
<

12
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Recall Invoice

View Previous Invoice

—
X
Enter the number of the invoice you would like to view:

Cancel |

This function allows you to display a completedwoided invoice. To view an invoice, selagecall
Invoice from theView/Invoicesmenu. To reprint the invoice from this screencicion Print Invoice or
press<ALT+P>. The date the invoice was processed appears lieéinventory grid in thénvoice Date
field. Once you are done viewing an invoice, clickDone or pressALT+D> to exit this screen.

Musicware |:| E| E|

File View Actions Tools Reports 1nvocc  Help
TN | ) Seaniton | | -
Store Maintenance Quantity Taokon Used  Condition Tradedn o Crogit
. I 1 F10) = [A-Excellent ~| r i
toventory (21 ¢ I Customer c<c ]
(2 ’ Selected Customer:  Joe Miller Balance: $ 0.00 . -
8006479712 ExtremePDS Discount: A [0.00%) Details ... | Quick Search Lookup
Customers [F3] |

Rental 33> | |

Invoice Grid [Cul+G)

Yendors Tradeln

=
Departments
C
-
|

Categories

)l [inv # 533, Date = 12/2/2004, Time = 12:00:52 PM Subtotal 10.38

= Discount T ax 0.52
Options # Items Tax Exempt  [Ctrl+D]

o T

Data Import

Put On-Hol

[Cti+H]

GREATEST HITS 197
ILLER*STEVE BRHD

ane I

| Musicware [ Cashier D [01 [ 12/2/2004 | 10:40:52 AW

Change Price | Change Discount | Change Quantity More
[Ctrl+l) [Ctr+L) ICulQ) [Chrl+M)

Reports

NOTE: When you recall an invoice, you cannot edittiin any way, nor can you delete it.
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Recall On Hold Invoice
Enter the number of the On Hold (D far the invoice you
wiould like to view:

View Previous Invoice

Cancel

1100

This function allows you to recall an on hold ins@iby the Hold ID that you entered when you oritijna
put it on hold. Once you recall an on hold invgigeu can process it to completion, void it, modifyor
put in on hold again. To access this screen, sBlecall On Hold Invoice from thelnvoice menu. For
more information on placing an invoice on hold, $lee Put Invoice On Hold section inChapter 4:
Creating Invoices

Display On Hold ID Numbers

9410/00
OnHoldID Date  Time Invoice MNumber Cachier ID
JRI7N BI2200 11:36:41 L1 1 01
321 231000 6:30:03P 58 01
654 23100 6:31:31PM 59 01
1234 251000 11:26:36P 63 01

This function displays an on screen report of lal invoices currently on hold. The report alsovghthe
corresponding On Hold ID, invoice number, as welltike date and time that the invoice was placed on
hold. You can use this report if you forget the Bold ID for an invoice. To access this screetecte
Display On Hold ID Numbers from thelnvoice menu.
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Chapter 6: Sales Information and Reports

Track Serial Numbers

Lookup Serial Humber D ate Invoice #

E.f 1872008 IW

Bill To: Ship To:

101
Cazh Customer

Senal Humber: | Item Hame:

Item Humber: | Price: | % 0.00

Brevious | Hext |

This function allows you to track a serial number dn item that was purchased. To track a seuiaber,
click on Track Serial Numbers from the Tools merar, khit Lookup Serial Number, enter the serial
number, then click 0®K or press<ENTER>. The serial number will appear, as well as theeaiated
item number, item name, price, invoice number, daae the invoice was processed, and the custorner w
purchased the item. If the serial number has lsed more than once, you can txt andPreviousto
track all the occurrences of that serial numbeil thet correct one is displayed.

Last Invoice Processed

Run Time Support

@ Last Invoice Proceszed at this station: 65

This function displays the invoice number of thstlmvoice processed on that computer. To acdess t
screen, seledtast Invoice Processedrom theView/Invoicesmenu or pressCTRL+F8>.
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Print Last Invoice Processed

This function prints a receipt for the last invojpe®cessed on that computer. To use this functelect
Print Last Invoice Processedrom theView/Invoices menu or pressSHIFT+CTRL+F8>.

Reports Menu

Musicware
File Yew Actions Tools [ wice Help

POS Operations ) ’ | Used ccc |
d Wages it |
Sales by vendor :"" Lﬂlﬂrl;'a; H"_’" A':l‘_:'“""l'l"“‘ l’“;’ n & Credit
“Encellent ~
Grand Totals " Cash

Invertary Reports

Rental Reports

Industry Specific

#ccounts Recelvable Reports
Customer Reports
Soundscan

StreetPulse

R e B IS T I I e L e

ustomer alance: $ 0.00

B
Discoun & A [0.00%) Details Quick Search Laokup

Departments
==
==

-

Categories

: C [l | b
il Invoice ¢<¢ | [Subtotal 0.00
u’j.fl Discounl 13 Tax 0.00
pions Hltems  TanExempt  {CulsDi
Put On-Hold
o = oo A Qmiivid | Recall OnHold

Data Import

More
[Ctul+M) Yoid End Transaction

Change Price
(Culs1)

Change Discount
[Cul+L)

Change Quantity
(Cul+0]

| Musicware | Cashierip [ 01 || 12/2/2004 [ 10:40:52 AM
Reports: !

ExtremePOS offers you the ability to generate awiariety of reports. The following are brief
descriptions of all the reports. Many of the répoequire parameters in order to run them, suchdete
range, and most of the reports can be displayetieacreen and then printed from there. To actéss t
menu, click orReportsin the Invoice Screen menu bar or pre8&T+R> in the Invoice Screen.

Print Detailed Daily Report

This is perhaps the most widely used and impormntap ExtremePOS. This report prints the saléslgo

for the day. You can also get a breakdown by payrtype, accounts receivable payment type, depatime
item, and you can choose to print for all cashoerfor a particular cashier as well as all workista or a
particular workstation. You can also chooséntude Costsif you have an 80 column printer. This will
print the cost, extended cost, gross margin, aodsgmargin %. To print this report, selBcint Detailed
Daily Report from theReports/Generalmenu, select the desired cashiers, stations, aadehyreakdown,
and then click ofPrint or press<ALT+P>. Click onExit or pressALT+X> to exit without printing the
report.
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Chapter 6: Sales Information and Reports

Lashier Start Date End Date
[ALL =l |1 A18/2008 |3,n 8/2008
Station Start Time End Time
JaLL =zl [12:00:00 AM [11:59:59 PM

[ Breakdown by Papment Type

[# Breakdown by AR Payment Type

[¥ Breakdown by New vs. Used Sales Report
[¥ Breakdown by Detiditment
[# Breakdown by Items Sold

[¥ Include Costs (80 column printers)

¥ Include Item Desc

Show ISEN [Third Item Humber)

r rather than Primary Item Number Exit |

Below is a sample of what is included in the DethiDaily Report:
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petailed paily rRepart

1/18/2008 - 3/18/2008
Cashier: aLL
station: ALL

Extreme software Corporation

sales Before Discounts... $636.42
Invoice Discounts........ $5.25
Met Sales. ..o eeninnnnnn $631.17
Total Tax Lo...oeeeannans $14.368
Total Tax 2. eeeenenneenn $0.00
Total Tax 3o ennnnenn $0.00
Trade-ins. .o ieee e nn %144, 000
Gift Cards. e $738.00
Grand Total....ceeeeinennn $1,239.53
Cost of Goods. ... ........ $73.83

Lot -3 o § G557.39
check.. ..o $ 7559.45

Total cCash + checks. ... § 1316.384
Total On ACCOUNT......... I -§ 88,00
Total Credit Cards....... $ 0.00
ift Cards. .. $ 10.89

Mumber of cash transactions: 22
Mumber of check transactions: 14
Mumber of CC transactions: O
Mumber of oA transactions: 3
Mumber of GC transactions: 1

Breakdown by AR Pa*ment Type
(Accounts Receivahle

Total Payments........... $106.00
Rec'd Cash.o..oooonnits $106.00
Rec'd Check.. ... oiits $0.00
Rec'd Credit Card........ $0.00
Breakdown by Mew ws. Used sales
B e et e e $ 185.19
Dsed. .o $ 44,098
TradeIn. . e vennnnnnnnns -% 144.00

EBreakdown by Department

Department ID: O

are MOT filtered by Station I0)

Ps2 CHADS wWaRS TBA (Used Trade-In) - ACT
873469003048 quantity in stock: 1 SP: $0.00
-1 & $5.00 ($5.000 $5.00 ($5.00) $0.00 0. 00%
Psx-Suikoden 2
PFOBIFLTLITO426 ouantity in stock: 1 SP: $5.00
38 $5.00 $15.00 $0.00 $0. 00 $15.00 100, 00%
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Chapter 6: Sales Information and Reports

Generate Invoice Totals Report

This report prints detailed information from inveiprocessing. You can view lmvoice Totals Report
for all cashiers or for a specific cashier. You adso choose to view either complete, on hold,oided
invoices. You can select any date range you wighview a single day, use the same start and ated d
The report displays the following information abautinvoice: Date/Time, Invoice Number, Customer
Number, Cashier ID, Payment Method, Total CostallBtice, Tax, Grand Total, and Gross Profit. Idba
displays the total number of invoices processedtiaadrand totals. To view this report, sel@enerate
Invoice Totals Reportfrom theReports/Generalmenu.

Invoice Totals by Customer

This report displays all invoices in a given datege. It is sorted by customer last name. To @emgle
day, use the same start and end date. The repplays the following information about an invoice:
Customer Last Name, Customer First Name, Invoiceab&r, Date/Time, Customer Number, Total Price,
and Grand Total. It also displays the total ofiralbices in the specified date range for eachornet and a
grand total of all invoices. To view this repa@tlectinvoice Totals by Customerfrom the
Reports/Generalmenu.

Grand Totals by Payment Method

This report breaks down the invoices by their paynmeethods. To view this report, sel&@and Totals
by Payment Methodfrom theReports/Generalmenu.

Print Daily Totals on Receipt Printer

This report is a summary of all the invoices fdrcalshiers for the specified date. This report iint on a
standard receipt printer. To print this reportesEPrint Daily Totals on Receipt Printer from the
Reports/Generalmenu.
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Hours and Wages

. Tipz and Wages Report = |O)=

™ Report by Department Select Cazhier

i

02 hd
Start Date
{3412/00 Generate
End Date -
[3/12/00 Eat

This report displays the total wages earned arsdciifiected in a specified date range. You camsbdo
generate this report for a specific cashier or eye# department. To display this report, setmirs and
Wagesfrom theReports menu, enter the desired information, then cliciGamerateor press<ALT+G> .
Click onExit or presscALT+X> to exit without generating this report.

_lojx

— Sales Summary Reportz

" Salez by Dept [ Show Graphs
" Sales by Category
" Sales by Hour

{ Sales by Yendaor

Sales Analysis

Department

— Sales Detail Reports

o

£ Show by ltem Mame
£~ Shaowe By Itern Description

£~ Show by Category Mame

Show Report

Done |
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Chapter 6: Sales Information and Reports

This screen allows you to produce a variety of repfor a specified date range.

Sales Summary Reportsallow you to choose a criterion you wish to vieales by, such as hourly or by
vendor, for one or all cashiers. Check the raditidm next to the one you wish to view, sel8tiow
Graphs if you want to make graphs, and Bihow Reportat the bottom left. You will be prompted for
whether to show for one cashier or all, as wethasdate range.

Sales Detail Reportsgive you a detailed departmental breakdown. $é¢fecdepartment and whether to
Show by Item Name, Show by Item Descriptionor Show by Category Name. Hit Show Reportto
bring your report up. You will be prompted for wher to show for one cashier or all, as well asdate
range.
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Grand Total by Date

Grand Total by Date

@ Grand Total for 9472200 $2.118.90

This function displays a message box with the seteday’s grand total. To access this screenctsele

Grand Total by Date from theReports/Grand Totals menu, enter the desired date, and then clickkn
or pres<ENTER>.

Grand Total by Cashier

@ Grand Tatal for cashier 02§ 1051.05

This function displays a message box with the setecashier’s grand total for the selected day.adaess
this screen, sele@rand Total by Cashier from theReports/Grand Totals menu, enter the desired
cashier number and date, and then cliclo#hor press<ENTER>.

Grand Total by Salesperson

Start Date

{31240 Generate
End Date -
{3412/00 -

This report prints the grand total for each salespefor a specified date range. You can choose to
generate this report for either a specific salespepr for all salespeople. To print this repseiect
Grand Total by Salespersorfrom theReports/Grand Total menu, enter the desired information, then

click onGenerateor pressALT+G>. Click onExit or press<ALT+X> to exit without printing this
report.
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Chapter 6: Sales Information and Reports

Grand Total Sales by Department

Sales Information

@ Tatal departrment sales: § 21.25

T atal Mumber of [temz Sold in Department; 25

This function displays a message box with the gtatel for the specified department as well asatmeunt
of items from that department that were sold. Toeas this screen, selggtand Total Sales by Dept
from theReports/Grand Totals menu, then enter the desired department, stadttitey and ending date.

Grand Total Sales by Item

Sales Information B

@ Total itern zales: § 70,25
Tatal Mumber of Ikem Saold: 15

This function displays a message box with the gtatal for the specified item as well as how mu€that
item were sold. To access this screen, s&eahd Total Sales by Itemfrom theReports/Grand Totals
menu, and then enter the item number, starting datéending date.

Grand Total of Tax Exempt Sales

Sales Information E
@ Tatal of Taxed Sales: § 4347.18
Tatal of Tax Exempt Sales: § 0.00

Total Sales: § 434718

This function displays a message box with the totaéhxed sales, the total of tax exempt sales tlaadotal
sales all before taxes were applied. To accessstheen, sele@rand Total of Tax Exempt Salesfrom
the Reports/Grand Totals menu, enter the desired date, and then clicRidnor presskENTER>.
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Inventory Reports

List

Category x| fltemName ¥

O <

r
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Chapter 6: Sales Information and Reports

This report allows you to list your new or usedentory grouped and sorted as you choose.
New or Usedin the first dropdown box allows you to choose lesiwvnew or used quantities.
Group Inventory By allows you to choose whether to group your itesnsdtegory or department.

Sort Inventory By determines the ordering within groups. Availabitians are Item Name, Item Number,
and Item Description 1.

Show Inactive Items: Checking this will show items you have markedretive on the report in addition
to your active inventory.

Show Only Positive Quantities: Checking this will show only items whose in stodkaqtity is greater
than zero.

Show Only Non-Zero Quantities: Checking this will show only items whose in stoalaqtity is not equal
to zero.

Show Only Items Where Cost is not Zero:Checking this will show only items whose cost i$ equal to
zero.
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Daily Itemized Sales

Item # 987100 ]

@ Tatal Sold on 372/00: 15

This function displays a message box with the totahber sold of a particular item on a particulated
To access this screen, selgatentory Reports from theReports menu, then sele®aily Itemized Sales
Enter the item number and the desired date, thek @h OK or presskENTER>.

Daily Sales by Dept

Dept # 1234

@ Total Sold on 94 3/00; 53

This function displays a message box with the totahber of items sold from a particular departnmmnt
the selected day. To access this screen, seleehtory Reports from the Reports menu, then select

Daily Sales by Dept Enter the department number and the desired tlza click onOK or press
<ENTER>.

Sales Summary

This report lists a monthly breakdown of quantibfds total cost, total sales, and gross profit éeery
inventory item. The items are listed by item narii@. view this report, selettventory Reports from the
Reports menu, then selecBales Summary

Serial Number Sales

This report lists all the serial numbers sold fospecified range of dates. The following inforroatiis
displayed in the report: Invoice Number, Date, &eNumber, Item Name, Item Number, and Customer
Name. To view this report, seldatventory Reports from theReports menu. Selednventory Reports

— Serial Number Salesthen enter the desired dates.

137 ExtremePOS



Chapter 6: Sales Information and Reports

Departments

This report generates a complete listing of allDegpartment IDs with their corresponding descripdio To
view this report, seledhventory Reports from theReports menu, then seledbepartments

Items By Department

iw. Report by Dept ﬂ

Departments There are 19 items[z] in the department: 0
===== gour description === -
BEST OF RED HOT CHILI PEPPERS —
dc
Dvd-Have | Got A Story For You
Dvd-Penitentiary i

f* Hew |
 Used Beport Done

This report displays information about inventoryarspecific department. The following informatisn
displayed in the report: Item Name, Iltem Numberp&ément, Cost, In Stock, Value, and Price. Tawie
this report, selednventory Reports from theReports menu, then selettems By Department Use the
mouse or the arrow keys to highlight the desiredadenent, and select either new or used. Click on
Report or press<ALT+R> to display the report. Click ddoneto exit without viewing the report.

Items by Vendor

This report lists items for a specified vendor imerical order by item number. The following infation
is displayed in the report: Item Number, Item NaDepartment, Cost, In Stock, Value, and Price.viEav
this report, selednventory Reports from theReports menu. Selectitems by Vendor, enter the desired
vendor number, then click @K or press<ENTER>.

Vendors
This report generates a complete listing of all ¥kadors and their corresponding vendor numbere Th
following information is displayed in the reporteldor Number, Contact Name, Company Name, City,

State, Zip Code, and Phone Number. To view thionte selectinventory Reports from the Reports
menu, then selestendors.

Display Current Value

eXtremeP05 E

Walue of lnventony iz . $17.242.96

This function displays a message box with the eurvalue of your inventory. To access this scresetect
Inventory Reports from theReports menu, then sele@isplay Current Value.
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Current Items

This function displays a message box with the eumember of valid items. To access this screelecs
Inventory Reports from theReports menu. SeledCurrent Items, then enter the start and end date of the
desired date range.

Incoming Items

This report shows items that are coming in opeclmse orders. To view it, seléotentory Reports
from theReports menu, thedncoming Items.

25 Top Selling Items

This report lists the 25 top selling inventory ieduring the specified date range. To view thiore
selectinventory Reports from theReports menu. Sele5 Top Selling Items enter the start and end
date of the desired date range, then clicko#hor press<ENTER>.

Rental Reports

=

— Rental Reports

" Curently Bented
" Rentalz In Stare
{~ Bental Hiztony

{~ Rental Tranzactions [MNew]

Shaow Repart | Done

Late Rentals Report

This report lists rentals that are currently ovexduro print this report, sele&ental Reports from the
Reports menu, then seletiate Rentals Report

Currently Rented

This report lists items that are currently rentdithe following information is displayed in the repdtem
Number, Item Name, and the Customer Number, Custdwaene, and phone number of the cusomter
currently renting the item. To view this reporjectRental Reportsfrom theReports menu, then select
Rentals Currently Rented
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Rentals in Store

This report lists rental items that are currentlytie store. The following information is displdyia the
report: Iltem Number, Item Name, and the Customenb&r, Customer Name, and phone number of the
last customer to rent the item. To view this répselectRental Reportsfrom theReports menu, then
selectRentals in Store

Rental History

This function displays the rental history of a edritem. The top grid contains the following infeation:
Date the item was rented, Invoice Number, Custdshenber that rented the item, and Price. The bottom
grid contains the following information: Item Numb@& otal Number of times that the item has beenen
and the total amount of money from the rental (nduding tax). To view this screen, sel&sntal

Reports from theReports menu, then sele®ental History. Click onSelector press<ALT+S>, then

enter the item number. Click @xit or press<ALT+X> to exit theRental History screen.

Rental Transactions

This function allows you to view rental transansadn a date range. To view this screen, s&eatal
Reports from theReports menu, then sele®ental Transactions. Click onSelector press Alt+S>, then
choose how to sort it.

Number of People Served

This function displays a message box showing howynpeople were served within a specified time range
when recorded through touch screen invoicing int&gant ExtremePOS. You will be prompted to enter
the start date and the end date of the desirearafg access this screen, seNgmber of People Served
from theReports/Industry Specific menu.

Server Tips

This report lists all of the server tips for crechird purchases during a specified time range. répert
lists the Server ID, Date, Time, Invoice #, and Aipount and is sorted by Server ID. To view tlapoart,
selectServer Tips from theReports/Industry Specific menu.
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Accounts Receivable Reports
|RE|:u:|rts Invoice  Help

General »
Hours and Wages
Sales Analvsis

Grand Totals »

Inventory Reporks L4

Rental Reports

Industry Specific r

Accounts Receivable Reports Customer Summary  k Sork by Customer Mumber
Custaomer Reparks g Custamer Statement  # Sort by Last Mame k
Gift Cards Transactions I

Soundscan »

StrestPulse L

Accts Receive — Customer Summary

This report displays a summary of all customers teit current balances. The following informatien
displayed in the report: Customer Number, Last NaRisst Name, Company Name, and On Account
Balance Due. To view this report, seléatcounts Receivable Reportfrom the Reports menu, then
selectAccts Receive — Customer Summary You can choose to sort justomer Number or by Last
Name

Accts Receive — Customer Statement

This function prints a billing statement for eitral customers or a specific customer. To pristaement
for all customers, seleéccounts Receivable Reportgrom theReports menu. SelecAccts Receive —
Customer Statemenf then selecAll Customers. You will be asked whether or not to print stagens for
customers that have a total balance due of $0.68Qt@enter the starting date of transactions. Tt @
statement for a specific customer, selsctounts Receivable Reportérom theReports menu, then select
Accts Receive — Customer StatementSelectSpecific Customer then enter the customer number. You
will be asked whether or not to print statementscfestomers that have a total balance due of $&n@Cto
enter the starting date of transactionBlOTE: Invoices that have been fully paid appear onthe
statement for 30 days.

Customer Reports

Cusztomer Reports Cugtomer Membership Info
Customer Purchazes

Customer Salez History

Mozt Fregquent Buyers [Top 10]
|Eashier 1D lﬁ Phone Lizst

— - ShipTo Info

Customer Membership Info

This report generates a list of all the customérs thave an active club membership. The repost tis
Customer Number, Full Name, and Membership Exginaidate. To view this report, selétistomer
Reports from theReports menu, then sele@ustomer Membership Info.
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Customer Purchases

This report displays a list of customers who puseliba specific item. The following information is
displayed in the report: Date, Time, Customer Numbiest Name, and Last Name. To view this report,
selectCustomer Reportsfrom theReports menu, then sele€@ustomer Purchases
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Customer Sales History

im. Customer Sales History 5[

Start Date ~ Customer Selection
|3-'"1 8/2008 i All Customers
End Date " Cumrent Customer

|3"..-I 8/2008 " Specific Customer Mumber

(1]4 Cancel

This report displays the sales history of eithecastomers or a specific customer for a specifiadje of
dates. The report shows every invoice and every gold to the customer along with how many bonus
points were earned. Each customer record appeaseparate page. To view this report, select
Customer Reportsfrom theReports menu, then sele@ustomer Sales History Enter the start and end
date, select either all customers or enter a gpexistomer number, then click @risplay or press
<ALT+D>. Click onExit or press<ALT+X> to exit without viewing the report.

Most Frequent Buyers (Top 10)

This function displays a message box with the &pftequent buyers for a specified date rangeacbess
this screen, sele@ustomer Reportsfrom theReports menu, seledlost Frequent Buyers (Top 10)
then enter the start and end date of the desiredrdage.

Phone List

This report generates a list of customers and pgi@ne numbers. You can sort the list by eithstaraer
number or customer last name. The following infation is displayed in the report: Customer Number,
Last Name, First Name, Company Name, Phone NurabdrAlternate Phone Number. To print a
Customer Phone List by Customer Number, sétcne Listfrom Customer Reportsin theReports
menu, typel’, then click onOK or press<ENTER>. To print a Customer Phone List by Customer Last
Name, seledPhone Listfrom Customer Reportsin theReports menu, type?2’, then click onOK or
press<ENTER>.

Ship To Info

This report generates a list of customers and Blgp To addresses. All customer information,udaig
credit card information, is printed. To print theport, selecBhip To Info from Customer Reportsin the
Reports menu.
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Gift Cards

_Iojx

{* Miew Current Gift Card B alances

" Tranzaction History for Gift Card #

k. Cancel

This report will allow you to check the current stainding balances on gift cards and receipts,lawalou
to view a specific card’s transaction history. Se® a report of all balances, check the radio burtéxt to
View Current Gift Card Balances and hitOK. To see a card’s history, hit the radio buttontrhex
Transaction History for Gift Card # and fill in the card you wish to view.
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Sample Report

|4| 4| 1of1 b | >|| -| %|@| |89°/° v[ Total 11 100% 11 of 11

PR B E R L B L R R R R R R R R R R R R R R RS EE R EE R R EE R EEE R EEE L E LD EEE N

Inventory List (Alphabetical Order)  9/13/00  Paze# 1

e T e R e U e e e

Item MName Item Mumber Departmend Cost In Stock Value Price
AR E oy degeriphion *EEEEE Mon_Inventory (riomed $0.00 F99.995.00 $0.00 $0.00
TOTALS: $0.00 99952500 $0.00 $0.00
Cola 937053 1234 $0.50 10000 $50.00 $1.00
Diet Cola 937059 1254 $0.50 10000 $50.00 $1.00
Gimger Ale 37057 1234 $0.50 10000 $50.00 $1.00
Ieed Tea I3T0RS 1234 $0.50 10000 $50.00 $1.00
Lemonade 37054 1234 $0.50 10000 $50.00 $1.00
Pink Lemaonade 937101 1234 $0.50 10000 $50.00 $1.00
Root Baer 937100 1254 $0.50 10000 $50.00 $5.25
Spring Water 240z Bottle 37456 1234 $0.50 10000 $50.00 $1.00
TOTALS: $4.00 20000 $F400.00 F12.25
Cheeseburger 10328497 1575 $1.75 250.00 $137 50 $2.75
Hamburger 1239785 1575 $1.50 25000 $3r5.00 $2.25
TOTALS: 325 500 .00 $2812.50 $5.00

TOTAL INVENTORY VALUE: $1,21250

The above is a sample ExtremePOS report. At tpeofoeach report view screen there are several
command buttons with specific functions:

q | b Use these buttons to go to the first and last pafjfe displayed report.
4 b Use these buttons to the previous or next pageeodiisplayed report.

% Click on this button to print the current reporf.ou may print the whole report or a selection of
pages.

@ Click on this button to export your report to ar@tiprogram. The following are your choices of
format: Lotus 1-2-3 spreadsheet, Excel spreadsigetd for Windows, Crystal Reports, Data

Interchange Format, HTML, Record Style, charactgrasated values, comma-separated values, paginated

text, rich text format, text, tab-separated valaesl tab-separated text. You must save the efifods a

disk file (default) or Microsoft Mail (MAPI).
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Tools Menu

Touch Screen
Save Grid Settings
Autohide Toolbar

Opkions ...

IJsed|TradeIn Cptions ...
Quick Books »
Track Serial Mumbers

Data Imnpork 4

Send Data ko Host
Scheduler

Labor Scheduling
Wage Calculakor

Download Updates

TheTools menu contains several tools to use with ExtremePUO$Baccess this menu, click doolsin the
Invoice Screen.

Touch Screen

creen Invoicing -- ation U

Cola Diet Cola Ginger Ale

Table # Server 1D Party
Pink Line 01 N7A
EieEiEg=s Ieze == Lzt Lermonade | Dise |Eheeseburger| |1 $275 -
Cola 1 $1.00
Spring
RootBeer | ‘Water 240z
Bottle

@

< Option
Check Prev

=l
@ (D O
| | | Prew Mewt - Mewt -

The Touch Screenin ExtremePOS can be used in conjunction with techioscreen monitor to process
invoices. You can do the same functions for invgjcas in the Invoice Screen, such as select amast
enter a non-inventory item, recall an On Hold imegienter a multiple quantity, delete an item, alisit an
item, and void an invoice. You can choose to useaaner or you can manually enter item numbersusi
keyboard. You can also choose to display depatsrenminimize the number of items on the screen at
once. To use the Touch Screen, seleetch Screenfrom theTools menu. For more information on this
screen, se€hapter 9: Restaurant ExtremePOS: Invoice Screen
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Data Import

Import Inventory

=. [nventory Import

Data Import Tools

ep 2 - Define Fields ] Step 3 - Map Fields ] Step 4 - Import Your Data ] Step 5 - File Information ] Step B - Save 1
1 Select Database Fils to Load OR Select Nest
Existing Data Definition File

Load Data Definition File [Doubleclick a filename to select]

Select Database File

Browse...

Cancel

Import Inventory allows you to import delimited or fixed length vemdext files. Please contact technical
support for help with this advanced feature of ExtePOS.
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Scheduler

. Scheduler
July 1999 [July =l [1999 =]
Sun Mon Tue Wedl Thu Fri Sat
27 28 29 an 1 3
4 a 5] 7 g 9 10
11 12 13 14 15 15 17
18 19 20 21 22 23 24
25 26 27 28 29 a0 a1
1 2 3 4 5 B i

Schedule
Event

Unschedule
Ewent

Iazs
Unzcheduls

E xit

Schedulerallows you to schedule events under different @adbs.

Select Specific Date

Select this option to move to a specific date endlendar (Example: 7/2/99 for July 2, 1999)

Info Prompt

Enter the date pou would like to view:

Cancel

=
_Corcel |

14¢
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Schedule Event
To schedule an event:

e Select a day by either clicking on a day on themdér or selecting a date usiiglect Specific
Date.

¢ Select the start time of the event by clicking lo& &ppropriate box under the desired Cashier ID.

7/2/49 01| 02
9:30:00 AM
9:45:00 AM

100000 AM| 7226374

10:15:00 Ah

10:30:00 Ah

10:45:00 Ah

11:00:00 Ah 101

11:15:00 Ah *

11:30:00 Ah *

11:45:00 Ah *

12:00:00 Ph

12:15:00 Ph

12:30:00 Ph

12:45:00 Ph
1:00:00 P
1:15:00 P
1:30:00 P
1:45:00 P
2:00:00 P
2:15:00 P =

@ 2 |

¢ Click onSchedule Eventor press<ALT+S>. This screen will appear.

[ Eventinio ISP

3

3

3

Cuztomer # b an Srith

|5551212 Bl ——
Start Date End D ate

|7/2/93 742433

Start Time End Time

[10:00:00 AM {11:00:00 &M
Dezcription

|F'erm and Calar
ok Cancel |

e Select a customer by clicking &or by pressingcALT+S>. Then enter the correct end time of
the event and description.

¢ Click onOK or press<ALT+0O> to schedule the event or click @ancel or press<ALT+C> to
exit the screen without scheduling an event.
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Unschedule Event
To unschedule an event:
* Click on the event that you wish to cancel or tmearrows to highlight the desired event.

* Click onUnschedule Eventor press<ALT+U> to unschedule the event.

Mass Unschedule

Mass Unscheduleunschedules all past scheduled events. To dpdiii&k onMass Unscheduleor press
<ALT+ M> .

Clock In/Clock Out
. Time Clock [_ [ x]

Clockln | Clock Out

Cancel
9/13/00 -- 10:06:07 PM

This function allows employees to clock in or clamkt. Restaurant employees are prompted to emer t
amount of tips they collected when they clock otit access this screen, sel€bck In/Clock Out from
theTools Menu. To clock in, click orClock In or press<ALT+I>. To clock out, click orClock Out or
press<ALT+0O>. Click onCancelor presskALT+C> to quit without clocking in or out.
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Labor Scheduling

September 2000 |september ~| (2000 |

D Start Time  |End Time  [Haon

_ 01| S:00:00AM 5:00-00 PM
Sun | Mon | Tue | Wed | Thu | Fri || Sat 02|11:00:00 &M 7-00:00 PM

TR = - ECR =R 2 03| 4:00:00 PM [2:00:00 &M

3 4 5 ] T g g

10 11 12 13 15 16

17 18 19 20 21 22 23

24 23 26 27 28 29 30

Wiew Schedule For: Select Department:
* Employees in Department:;
" Specific Employes

Schedule Unzchedule E xit

Labor Scheduling allows you to create work schedules for your elygds in EXTREMEPOS.
Schedule
To schedule an employee:
» Select a day by clicking on a day on the calendar.
¢ Click onScheduleor press<ALT+S>.

* Enter the desired information then click Done or pressKALT+D> .

Start Time End Time Select Emplopes:
|3:00:00 AW | [E00:00PM (00
End Date k]

IEIH 500

Unschedule
To unschedule an employee:
» Click on the event that you wish to cancel.

» Click onUnscheduleor press<ALT+U> to unschedule the employee.

ExtremePOS 152



View Schedule
To view a day’s schedule:
» Select a day by clicking on a day on the calendar.
» Choose which schedules to display, eitBaployees in Departmentor Specific Employee

» SelectALL to display all employees in all departments, olectea specific department or
employee to display.

 The Employee ID, Start Time, End Time, and Hour/Ktinthe selected employees will appear in
the grid.

Wage Calculator

. Wage Calculator [_ ]
Select Employes: Tax Rate
i1 |.0725

ik, Start Date
{3411./00
End Date
{31700

Calculate E xit

Wage Calculator allows you to calculate an employee’s wages fepecified range of dates based on the
hourly wage entered iemployee Maintenance To calculate an employee’s wages, seMfdge
Calculator from theTools Menu, select the employee, enter the tax rate and rahdates, then click on
Calculate or press<ALT+C>. Click onEXxit or pressALT+X> to exit without calculating wages.
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Chapter 8: Using IC Verify with ExtremePOS

Selling Gift Cards:

In order to sell a gift card at the register, jeister GC in the item number box at the POS screen.

Item Number Quantity
GO 1

This will bring up the Gift Card / Gift Receipt sadcreen, shown below. At this screen, select vehnetbu
want to sell a physical gift card or print a géteipt. Then scan or type in the gift card numbgtou are
printing a gift receipt, you can choose to let slgstem autogenerate a number for you by hitting the
Autogenerate button under the card number text Bo&n enter the gift card / gift receipt amounthia
amount box and hit OK to add the gift card / ret&pthe current invoice.

) Card Number Amount
Gift Receipt
{(Printed) i i
Lo Number. .

0K Cancel |
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Redeeming Gift Cards:

To redeem gift cards / gift receipts, just hit tG#s the method of tender in the payment window.

Payment Information

Amount Due

$0.00
$0.00

I~
(o]
O

—
oo
w | o

=

Amount
Tendered

Armnount
Femaining

This brings up the Gift Card / Receipt redemptioresn, shown below. Scan or type the gift card rmaimb
and the amount to redeem, then hit "Redeem". fetiea balance due to the customer and you want to
issue a gift card / receipt for store credit, seldlew”. This will take you back to the Gift CardRéceipt
sales screen where you can create the gift caackipt.

Redeem Gift Card/Certificate

—Current Gift Cards — 2

Card Number Amount

fio |

Bedeem MNew ‘ Cancel ‘
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You can re-enter the redemption screen to redeeliti@uhl gift cards by selecting "Gift" again frotme
payment window. When you are done, select OK frieengayment screen as youn normally do. Any Gift
Receipts you've sold will be printed after the sakeipt.

It's that simple. Now you're ready to start usinfy Gards & Gift receipts!

ExtremePOS 15¢



Chapter 9:

Restaurant ExtremePOS



Chapter 9: Restaurant ExtremePOS

Log-In Screen

File
CLEAR Server ID Table Number
|u1
Delete

< |20 |®
N | X |T | I

|u1
B| C| D| E
J K L | M
R| S| T U
=l 5l = S
---- Enter

The first screen that appears when you run RestalietremePOS is the Log-in Screen. To log in to
Restaurant ExtremePQOS, enter y8erver ID andTable # then click orEnter or pressALT+E>. Click
onDeleteor press<ALT+D> to backspace or click ddlear or press<ALT+C> to clear the entire field.
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File Menu

Select [ndustm
Select DB Location
Compact & Bepair DB
Check DB

Clear DB

Backup DB

Employee M aintenance
Employes Permiszions
Change Passwords

Add Station
Set Station |0
Optiong Screen
Order Filling

Enable Multiuzer Edition
Wiew bain [nvaice for Maore Ophionz

E xit

Several of the functions listed in the RestauraxtrdEnePOSFile menu have the same functionality in
ExtremePOS.

For more information on the following functionsgsgéhapter 1: Setting Up ExtremePOS: File Menu

e Select Industry

» Select Database Location
 Compact & Repair Database
» Check Database

* Clear Database

* Employee Maintenance

* Employee Permissions

e Change Passwords

e Add Station

» Enable Multiuser Edition

For more information orOptions Screen seeChapter 1: Setting Up ExtremePOS: Setup Menu:
Options Screen
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Set Station ID

Info Prompt [ x|
Fleaze enter the station 1D for thiz station:
Cancel |

N1

This function allows you to set station IDs forfdient stations once they have been created usilay
Station. To access this function, seleg¢t Station ID from theFile menu. For more information on
adding station IDs, se@hapter 1: Setting Up ExtremePOS: File Menu: Add Sation.

Order Filling

. Order Filling Station

Pending
#43 #4144
QOrders: 0 Station: 01 ‘ l | Station: 01 ‘ Z | RlcpurdEy 3 | Bojird ey 4 |
< 1 - Cheeszeburger 2 - Hamburger
Order [ | [piciton 1 - Small Fries
No Order 5 | No Order 6 | No Order 7 | No Order 8 |

Undo
Exit

This screen displays all orders sent to this Statld as designated in thrinters tab of Inventory
Maintenance Each tile shows a different invoice and they @displayed in the order in which they were
placed. When an order has been completed, clickl@rOrder or the corresponding number or press
<ALT+#> to remove it from the active orders.

View Main Invoice for More Options

This function allows you to view the Main Invoicersen for more setup options. These options irclud
adding inventory (Se€hapter 2: Inventory Control), adding customers (Sd&ehapter 3: Customer
Control), and printing reports (Seehapter 5: Sales Information and Reporty. To display the main
invoice screen, selediew Main Invoice for More Options from theFile menu.
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Invoice Screen

Touch Screen Invoicing -- Station 01
Cala Diet Cala Ginger Ale
Delete
Table # Server D Farty
Fink Line | | [ o0 [ H/A
Bewverages lced Tea Lemonade Lemonade | Dise | Hamburger 14225 &
K.etchup 1 %0.00
Spring Lettuce 1 30.00
FootBeer | ‘\MWater 24oz # Tomato 1 3000
Bottle | SmallFries 1 4099
g Cola 1 $1.00
Extra
@1
Cust
%
Off |
| | ©
i Option
Check. Presw
Prev | Mext Fime - Mext -

The Invoice Screen is where all of your daily ireimg will be done. Administration tasks suchRegports,
Accounts Receivable, Purchase Ordersand Inventory Control are performed in different screens.
SelectView Main Invoice for More Options from the File menu in theLog-In screen to access these
functions. Further explanations on these functmarsbe found in earlier chapters.

Before you begin processing invoices, you must raiyenter your inventory items into REPOS. You may
want to enter just a few items at first so you gana feel of how the program works, then proguedgiadd
more items. Refer t€hapter 2: Inventory Control for more information on adding inventory items.

NOTE: For Restaurant ExtremePQS, all items MUST beentered into a department to appear on the
Invoice Screen.
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Dissecting the Invoice Screen

Totals

$3.9

£0.19

Running totals are kept for the current invoiceclttime you add a new inventory item to the ingptbe
totals portion is updated. If you are using a mb$play, that will be updated as well. The topber is
theGrand Total. This line displays the invoice total after taxd$e second line is thEax Amount.
This line displays the total amount of tax for grire invoice.

Invoice Grid
Harmbwrger 1220 &
Fetchup 1$0.00 |
Lettuce 1 $0.00
Tomato 1 $0.00
Small Fries 1 $0.99
Cola 1 $1.00

-

The Invoice Grid shows all of the items in the emtrinvoice. The first column shows the item digdion.
The second column indicates the quantity of tlehjtand the third column indicates the total pfarehat
line. Use the arrows on the side of the grid twlap and down. The selected line of the invoise
highlighted yellow. To select a line, use v andNext buttons below the grid to move the marker to
the desired line or click on the desired line vtith mouse.
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Departments

All of the departments are listed in alphabeticalen on the left side of the screen. Up to seven
departments can be displayed on the screen atiroae Use the correspondifiyev andNext buttons to
scroll up and down through the list of departmerks. select a department, press the desired butorte
the department is selected, the button will bglatdir color and all the items in that departmetitagipear

on the screen.
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Items
Cola Diet Cola Ginger Ale
lced Tea Lemonade Pl
Lemonade
Spring
Root Beer | “Water 240z
Bottle

Once a department has been selected, all of s ite it will be displayed. Up to twenty-one itecan be
displayed on the screen at one time. Use the sjuoralingPrev andNext buttons to scroll left and right

through the list of items.

|

Frew | Mest

To select an item, press the desired button. @nciéem has been selected, it will appear on theite
Grid. NOTE: To enter a multiple quantity for an item, you mysess the# button and enter the
appropriate quantitBEFORE selecting the item. For more information on #hieutton, see the following

section.
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Additional Invoice Screen Buttons

Delete

Line
Disc

Delete: Click on this button to delete a line from theremt invoice. To delete a line, uBeev
andNext to highlight the desired line, then click on theletebutton. You will be prompted to
enter the administrator password before being @biielete a line.

Line Discount: Click on this button to discount a line in the @ntrinvoice. To discount a line,
usePrev and Next to highlight the desired line, then click on thi@e Discount button. Enter
the percentage (not the decimal value) to be digeal then pres®K to apply the discount. If
you make a mistake, you may pr&dgar to re-eneter a percentage or pr€ssicel to exit the

screen without applying a discount.

#

item.

3

Estra

&)

Cuzt

Quantity: Click on this button to enter a multiple quantity fin item. Enter the desired quantity,
and then pres®K. If you make a mistake, you may pr&lsar to re-enter an amount or press
Cancel to exit without choosing a quantity. Once the rfitg has been entered, select the
desired item. NOTE: You must enter the appropriate quantity BEFORE séecting the

Extra Item: Click on this button to add a non-inventory itemnthe invoice. Enter the dollar
amount of the non-inventory item, and then p@Ksto add the item to the invoice. If you make
a mistake, you may pre€ear to re-enter an amount or preSancelto exit the screen without
adding an item. The item will appearkagra Item in the Invoice Grid.

Customer: Click on this button to select a customer for therent invoice. This will bring up
the customer selection screen:

Customer Selection

Selected Customer:
1 DLA Cust #
_|] George Pozo

Pozo. inc.
23 45th Ave
| Succasunna NJ 07777 -
H
P
X
Z
ect

CLEAR

ENTER

4

A E F

N

Vv

M
u
BBl oo
[o]

EDIT

[ < | |0 |O

el

C| D
K| L
S| T
B
L]

D | |
L o

Q
N
[=]]

To search for a customer, partially enter a custaramber and then press the down arrowkgey to get a
listing of all customers beginning with those numsber letters. You can also use the left and raghdws
to scroll through your customers. Click 8electto select the customer for the current invoiceouan
also click onAdd or Edit to open theCustomer Maintenance screen (See&hapter 3: Customer
Control).
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?,-' Invoice Discount: Click on this button to discount an entire invoiceEnter the discount
@ percentage (not decimal) for the invoice. Pr@ksto apply the invoice discount or preSancel
Dﬁ to exit without applying a discount. Pré3ear to re-enter a percentage.

Check: Click on this button to print a check for the @ntinvoice.

Check

; Time: Click on this button to clock in or clock out. FAmore information on this function, see
“ Chapter 6: EXTREMEPOS Tools: Clock In/Clock Out.

—

Ime

Option
Cption

Click on this button to view more additional optsonLast Receipt Open Drawer, andParty Size

Last COpen

Feceipt | prey Drawer

Farty Size Cancel

M et

Last Receipt: Click on this button to print a copy of the lasteipt printed at this station.

Open Drawer: Click on this button to open the cash drawer. Ywill be prompted to enter the
administrator’s password.

Party Size: Choose this option to enter the number of peapkbe party for the current invoice. Enter the
correct number of people, and then préss. If you make a mistake, you may pré&dsar to re-enter an
amount or pres€ancelto exit the screen without entering a party size.
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Done

Click on this button to display options for exititige invoice screen Hold, Void Invoice, Last Receipt,

andExit.
s
i
Check. Fres:
. - Mext -

Hold: Click on this button to place the current invome hold. You will be returned to the Restaurant
ExtremePOS Log-In screen.

Void Invoice: Click on this button to void the current invoiceYou will be prompted to enter the
administrator password.

Last Receipt: Click on this button to print a copy of the lasteipt printed.

Exit: Choose this option to exit the RPE Invoice Scramshreturn to the RPE Log-In Screen.

Payment Options

Click on this button to display payment options fbe current invoice GC Info, On Account, No Tax

This Order.

CC Info: Click on this button to choose Credit Card asftren of payment for the current invoice. You
will be prompted to enter the credit card inforroati

No Tax This Order: Click on this button if tax should not be applteche current invoice.

On Account: Click on this button to choose On Account as thenfof payment for the current invoice.
You must select a customer before choosing thiwpt
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End Transaction

Click on this button to end a transaction Ptbmpt Amount Tendered is set toYesin theOptions

Screen the amount-tendered screen will appear:

Payment Information

$14.00
$0.00

~d

[0/

Amount Due

KO

$ 0.00

P

(6]

(o))

$ 0.00

[—

N

[0y

$0.00

00

()

+-

il ($0.61) - _

Enter the amount tendered in the correct fieldfash, Check, Credit Card, On Accountpor Gift

Certificate). You can enter the amount using either the kagdbor the on-screen number pad. Once you
have made your selection, click @K or press<ALT+O>. You can click orCancelor pressxALT+E>

to exit without ending the transaction.

Amount Due: This is the amount due from the customer for timeemt invoice.

Amount Tendered: This is the payment received from the customer.

Amount Remaining: This is the amount still due on the invoice. R#reses indicate a negative amount

remaining (i.e. change to the customer).
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Invoice Information

Table # Server | Farty
| | m | [Smith]

This box shows information about the current inecid able #, Server ID, andParty.
Table #: This is the table number where the party is seated.
Server ID: This is the Server ID of the employee serving agy.

Party: This is the party name. If a customer is seledteelcustomer’s last name will appear here,
otherwise N/A.

Restaurant Invoicing Tips
Server IDs

* When assigning Server IDs, make sure that thegasg to remember, such as the servers
initials.

Item Numbers
*  When assigning item numbers to items, have alllainitems start with the same number. For
example, have all burgers start with 1000 (Hamburge000, Cheeseburger — 1001, BLT —
1002, etc.). This will make reports much more aigad and easier to read.

Departments
* When assigning a department ID to a departmerg¢ctsalnumber that is similar to the items
in that department. For example, if you were &ate a department called “Burgers”, you

would assign it Department ID 1000 since all of luegers have item numbers that begin
with 1000.
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ExtremePOS is capable of taking Physical Invenitmigne of two ways. You will need to select one
method or another. You should NOT use both methmd$tempt to speed up the inventory process.

1. ExtremePOS works in conjunction with the ESC Molileentory application, allowing you take and
import inventory from a PDA device . The recommexh& DA devices supported by Mobile Inventory
are the Symbol 1550 (with integrated barcode scafrand the Handspring with CSM150 barcode
scanner attachment.

2. Physical Inventory can be performed on the stat@mputer from within ExtremePOS.

We'll discuss the process for taking physical ineey using each of these mechanisms in the sedtiars
follow.

Physical Inventory Using ESC Mobile
Inventory

System Requirements
Desktop:
1. eXtremePOS, Musicware for Windows or Praiz for \inwd
2. Palm Desktop software (available free for downléadh http://www.palm.con)
PDA:
1. ESC Mobile Inventory application
2. Handspring Visor and Symbol CSM 150 Barcode Scaspengboard module or Symbol
SPT 1550 with serial cradle

The Physical Inventory Process
This section will only describe the steps invohiadaking physical inventory. For more details on
Mobile Inventory, see the next topic.

Important: First, select a POS station which you Wl use for physical inventory. All physical
inventory functions, including all HotSyncs, should be performed to the selected station.
eXtremePOS currently does NOT support HotSyncing tomultiple stations. Performing
HotSyncs to multiple stations will result in incorrect totals.
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iai. Physical Inventory | ;!Elil
r Generate PDA Data
Select Department(z] ta Inventary
’S" i’ Generate database Send ta Palm Installer

Resulting File Size:
23 KE

BEAudia =

1¥ {nclude Instock tems Org

i |mport Mobile Inventoy Data—————————————— 1~ Wiew/Update Data

Phuysical Inventony database found. Plig in progress, Distrep s apolt

e Wigw | Print |

1. Initislizing Database oK

2. Enabling Conduit ... 0K

[Thiz will complete
. Update Inventon: physical inventary

3. Perform HotSync and- hit 0K sezson]
Dione when complate

4. Disabling Condui ... 0K Clear Physical [This wil reset your
Inventary Databass | Physical \nvhentory i
: session without updating
5. Processing Databasze 0K el
Exit

Step 1: Create and upload PDA Inventory Database

Start eXtremePOS and select Tools -> Physical ltovgr> Mobile Inventory from the login screen to
enter the Physical Inventory screen.

Options 3

Yendor Databases 4

Physical Inventary Mobile Inventory

. tiEskiop
Employee Maintenance

In the “Generate PDA Database” frame, select thmadment(s) you want to inventory. To inventory

your entire store, select “All” from the Departmdist box. To select multiple departments, holdvdo

the “Control” key and click each department you tarselect.
Note: If you have a large number of items in ineent it is recommended that you break down
your physical inventory by department. This wétluce the size of your PDA database and speed
up database searches on the PDA. Mobile Invemdhonly recognize and count items in the
selected departments.

Select whether you want to include In-Stock Itenmdyoin your PDA database by checking or
unchecking the box found below the department lisou have a large number of items in your store
database that are not in stock, you may want ttudecthese item in order to reduce PDA database
size.
Note: Be aware that if you exclude these itemsy thié not be recognized or counted by Mobile
Inventory.

Click “Generate Database” button. The databass filill be created and the resulting file size Wl
displayed. Ensure the resulting file size doesexated the available memory on your PDA device or
the file HotSync will fail. If you need to redudke file size, reduce the number of departments to
inventory or select “include in-stock items onlyficaclick “Generate Database” again to recreate the
database files. There are 4 database files credteely are:

Cats.pdb

Depts.pdb

InvDtl.pdb

InvMain.pdb
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Click “Send to Palm Installer”. This will start dpe Palm Installer program (included with yourrRal
Desktop) and pass it the newly generated PDA datafies. Palm installer will come up and show
you the files to be installed. Select “Done”. mdhstaller should give you a message box telliog y
that files will be installed the next time you parh a Hot Sync.

Note: You will not be able to send files to Palrsthiler again until you have performed a Hot Sytic.
you want to replace the database files with nevsopeu should manually start up Palm Installer from
Palm Desktop, select the 4 pdb files listed abaow choose “remove” to clear them from the list of
files to be installed. You will then be able tmdehe new files from eXtremePOS.

Insert your PDA in the cradle and perform a HotSymbis will physically upload the database files t
your PDA. For more information on HotSyncing, seer PDA documentation. The PDA will have to
be HotSynced at the computer where the databasegermerated in order for the database to be
uploaded.

Step 2: Collect inventory using ESC Mobile Inventoy

This section is intended as an overview only. $daaview the “Mobile Inventory Tutorial” appendix
to this manual before using Mobile Inventory.

w. ESC Mobile Iny |l = EsC Mobile Iny X
ESC Mokile Inventory [tem Murnber I Mew e |
Version 100 L I Wowanos.
(0 2002 Extrame Cup-2-344"-Olive Wood

Software Corporation Cuantity

1 I‘ Add Cancel

[ Sean :| [Detuils...]
-Sturt Modet CEanner :l |: T :I

Mobile Inventory will need to be installed on yoRDA. Installation instructions are included in the
“Readme” file provided with your Mobile Inventorpplication.

Launch Mobile Inventory by clicking the Barcode icon your PDA. Select “Start” from the startup
screen. This will bring you to the Scan Screen.

Begin taking inventory. Scan items to add themidor quantities by selecting the Scan button on the
screen. At any time, you can see the current canchtexpected count for an item by selecting “t&€tai
while that item is displayed on the screen.
Note: Symbol will allow you to choose any of th&els on your PDA to double as a scanner key.
This may simplify the process of taking inventonyce it may be inconvenient to hit the onscreen
button at certain angles. To select a scan k&ék ch the “Symbol” icon on your PDA screen and
follow the instructions.
Note: Mobile Inventory will only recognize and cautems in the departments you selected when
generating the database, so you should only inventeese departments. You will be able to
repeat this process as many times as needed in tordeventory all desired departments. Select
“Options” from the startup screen to view all thepdrtments included in your database

When you have completed taking inventory, exit M@bhventory by selecting “Done” on the scan
screen, then “Exit” on the startup screen.
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Physical Inventory

Step 3: Import Inventory from your PDA
Restart eXtremePOS, and enter the Physical Investoeen again.

Click the “Start” button in the “Import Mobile Invory Data” frame. eXtremePOS will now walk you
through the process of importing your data. Fie3ttremePOS will create a new Physical Inventory
database on your computer if one does not exibis database will be used to sum up totals from all
your Mobile Inventory sessions. Then eXtremePOlSemiable the Conduit program that will be used
to sync your PDA database with the Physical Invgntiatabase on your desktop during HotSync.

eXtremePOS will ask you to perform a HotSync, thigriDone” when complete. Put your PDA in the
cradle and perform a HotSync. Wait until the HotShas completely finished before hitting “Done”
on the Physical Inventory screen. Hitting “Doneltton early will result in improper program
operation.

Note: Ensure you always HotSync to the same stgtiol have selected for physical inventory.

eXtremePOS will now complete the import and addRB&\ database totals to the Physical Inventory
database on your computer. Because eXtremePO§Bs kerinning total of your inventory, you may
import multiple times with one or more PDAs rurmidlobile Inventory.

To continue to count inventory in the same depamt(s® restart Mobile Inventory and clear the
quantities to start with zero count in the databager information on clearing quantities, see the
Mobile Inventory tutorial.

To take inventory in different department(s), ceeat new PDA database as described in step 1,
selecting the desired departments from the depatthisé box.

Step 4: View Discrepancy Report

Select View or Print inventory discrepancy repartsee all differences between expected and actual
quantities, and value of any lost inventory. Dégancy report addresses both new and used itefms. |
you select to view the report, it will be sent totext file in your store data directory named
“DiscRpt.txt”.  You can select to save this to aque file name if you wish to retain the report.
Otherwise the report will be overwritten the nexte “View Report” is selected.

Note: When quantities are updated, the final djgancy report will be automatically saved to your
store data directory under Backup\Reports. Tmdime will be based on the date and time the report
was created. The program will inform you of thedtion and filename that the final report is sated

Step 5: Update Quantities

Selecting “Update Inventory” will update overwritee quantities in your store database with the
counted quantities in your physical inventory dat#h Update should not be performed until you have
COMPLETELY inventoried the departments you havedeld. Quantities will be updated ONLY for
the departments which you have inventoried durmg $ession. It is recommended that you view the
discrepancy report one last time before updatirentities to verify that you are ready to perforra th
update. When the update is performed, it CANNOTubdone. If you find you need to adjust the
quantities after you have already performed theatgdyou will need to do this at the inventory
maintenance screen.
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The program will automatically perform a full bagf your database before it updates quantitiefor If
any reason you need to return to your previous tifies you actually can restore from this backup
file. If you run into a situation where you feewy need to revert to the backup, we recommend you
contact customer support for assistance.

Note: If for any reason you need to return to yprevious quantities, you actually can revert tig th
backup file. If you run into a situation where yfeel you need to revert to the backup, we reconsimen
you contact customer support for assistance.

If you wish for any reason to discard the inventtaken thus far, select “Clear Physical Inventory
Database”. This will delete the quantities andvallpou to restart inventory from scratch. This is
primarily helpful if you are experimenting with tiseftware rather than actually taking inventorye B
aware that once you select “Clear Physical InvgnBatabase”, it CANNOT be undone.
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Physical Inventory

ESC Mobile Inventory

You will need to have created and uploaded a Pak@nitory database using eXtremePOS, Musicware
or Praiz before launching Mobile Inventory. Formnénformation on generating the Palm inventory
database, see your POS software manual.

1. Main Screen — This is the startup screen for Moloilentory.

i, ESC Mobile Inv x|

ESC Mobile Inventory
Version 1.0

{0 2002 Extreme
Software Corporation

Start — Go to scan screen and begin/continue takinghbove

Options — Go to the options screen to change setup pagasnatlear database quantities or view
database information.

Exit — Quit the application

2. Options screen

i, ESC Mobile Inv x|

396 terns Included

2 Departrients Included

Auto - Auta
EEAcces - Bible & Book Accessories

Clear Quantities

[ checkDigiton ) [ Done

Clear Quantities - allows you to reset the count on all items inry®alm database to zero. If you

collect quantities on a dept(s), hot sync thosentiies back to your POS software, and wish to
continue collecting quantities in the same deptysy should Clear Quantities before continuing.
Clearing your quantities will keep you from re-siymgcthe previous count to your POS software (which
would result in an inaccurate count). ESC Mobilgentory will detect that your data has been Hot
Synced and will prompt you to Clear Quantities wkien restart the software.
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Check Digit — This button selects whether or not Mobile Ineeptshould include the check digit
when looking up an item in your database. If yoelude the barcode check digit in your POS software
inventory database, make sure “Check Digit On"hisven. If you exclude the barcode check digit in
your inventory database, make sure “Check digit 3fshown.

Done - Exit the options screen and return to the maieen

3. Scan screen

i, ESC Mobile Iny |

Item Murnber Mew Itern

W05

Cup-2-324"-Olive Wood
Cuantity

|: Soan :I [Detuils... :I

Mode( Scanner ) [ Done |

Scan Button— Starts the CSM 150 scanner module when in scanode. This button is not available
in manual mode. Mobile Inventory will perform atalsase lookup and show you the Iltem number and
description of item scanned on the screen.
NOTE: The item is not added to your quantitieslwymu either:
1. Hitthe “Add” button
2. Scan another item. This will hit the “Add” buttbehind the scenes and then display the
newly scanned item. If you don’t wish to add tteari to your quantities, you should hit
“Cancel” prior to scanning another item.

Item Number box — In manual mode, this box is used to enter #m ihumber. In scanner mode, this
box displays the item number scanned.

Quantity box — Use this box to indicate the quantity of thenseal item to add to inventory. Quantity
can only be modified after an item is scanned (anually entered), but before hitting the “Add”
button (or scanning another item). Default qugnsitalways “1”.

New/Used Select Buttor- Determines whether to increment new quantitysed quantity for the item
scanned (or manually entered). When inventoryingewa item, ensure the New/Used Select Button
shows “New Item”. When inventorying a used itemsuwe the Button shows “Used Item”. The
New/Used Button should be toggled only after amite scanned but before hitting the “Add” button
(or scanning another item).

Add Button — Adds the quantity in the Quantity Box of themtashown in the Item Number Box to

either the New or Used Quantities (based on thiee sithithe New/Used Select Button). The Item
Number Box and Quantity Box is then cleared anméasly for the next item.

NOTE: If you have an item in the Item Number bokert scan another item, the program will
automatically hit the “Add” button and add the itémnyour quantities before displaying the new item.

Cancel Button — Clears the item number box and quantity box auithadding the item to your
inventory quantities.

Details Button— Shows the Details screen for the Iltem in theniNumber box.
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Physical Inventory

Mode Select Button— Toggles between Scanner or Manual mode. Asajtbumost likely be using a
CSM 150 Scanner Module, you should ensure the Bugtads “Scanner”. To manually enter items,
ensure the button shows “Manual”. The applicatiefaults to Scanner mode on startup.

4. Details screen

i, ESC Mobile Iny £| Wl = Esc Mobile Inv E<| W . ESC Mobile Iny x|
Quan | General | Frices/Mizc Quan | General | Pricas/Misc Quan | General [Prices/Misc
IternMurn 042516920056 IternMurn 042516920056 IternMurn 042516980056
IternMarne  Each of us matters 1o Crescription  Meszsages on the Mow Mew Price 154
MewQuan 0 Alt [tern Murn #&005 UsedPrice 0
Uszed Quan 0 ISEM A Murnd Rearder 1
Mew Exp q Cept Auto Lacation PIC Dizplay
Uszed Exp 1] Cat Burnper Sticker Rental False

Tabs - Details screen allows you to quickly view refeze data on a scanned item. Select the
appropriate tab to view Quantities, General ordmformation.

Back — Return to the Scan Screen
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Physical Inventory from within ExtremePOS

The Physical Inventory Process
This section will cover the steps involved in takphysical inventory from within ExtremePOS.

Step 1: Select the Department to inventory.

Start eXtremePOS and select Tools -> Physical imvgnr> Desktop from the login screen to enter the
Physical Inventory screen.

Options ]
Yendor Databases 3

Physical Inventory 3 Mobile Inventory

Emplovee Mainkenance

You will be presented with the Department Selentes, depicted below. Select the department(s) you
want to inventory. To inventory your entire stoselect “All” from the Department list box. To eet
multiple departments, hold down the “Control” keydeclick each department you want to select.
Note: While taking Physical Inventory, ExtremePOH wnly recognize and count items in the
selected departments.

w. Physical Inventory

Select Departmerits ko [nventamy

Click the OK button. This will create a Physical/éntory database in your “Shared Files” directory
called PI_Sum.mdb. This Access database file gl your inventory quantities for the specified
departments until you are ready to update quasiiigour store database.

IMPORTANT : You will need to COMPLETE inventory in the seledtdepartments before you

update quantities to your store database. Atpbatt, you will be able to go back and select other
department(s) to inventory.

You will now be presented with the main Physicaldntory screen, shown below.
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Physical Inventory

&, Physical Inventory

Continue Counting ... ‘ Wiew Depts ... ‘

Discrepancy Report Wiew ‘ Frirt ‘

[This will complete
Update Inventary physical inventary
zezEion)

Clear Physical [This wil rezet pour
Inventory Count phyzical inventary
zession without updating

inventory)

i

You should select “Continue Counting” to bring upetCount screen and begin taking inventory.
Select “View Depts” if you want to see a list ofpdetments currently being inventoried.

Step 2: Collect inventory from the Count Screen

The Count Screen is depicted below. In order tsmtan item:

1. Enter the quantity in the Quantity box

2. Indicate whether this is a new or used item bycsiglg the appropriate option button.

3. Scan the item OR type in the item number and hit OK

Information about the item including expected aotlial quantities for new and used will be shown in

the “Last Iltem Scanned” box. When you have comgletking inventory, exit the Count screen by
selecting “Done”. This will return you to the mdhtysical Inventory screen.

w. Physical Inventory Count

Itern Mumber Guantity s Mew
|| 1 " Used

=

Last Item Scanned

Item Mumber Expected  Mew EM
Uszed EU

Item Mame
Counted Mew CH
Item Description Used cu

Done
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Note: ExtremePOS will only recognize and count &em the departments you selected when
generating the database, so you should only inverthese departments. You will be able to repeat
this process as many times as needed in ordeveatory all desired departments.

Note: You can exit physical inventory at any tiohéring the process and resume at a later time by
again selecting Tools -> Physical Inventory -> Depkfrom the login screen. ExtremePOS will
indicate that you have a session in progress dow §bu to continue counting where you left off.

Step 3: View Discrepancy Report

Select View or Print inventory discrepancy repartsee all differences between expected and actual
guantities, and value of any lost inventory. Dégancy report addresses both new and used itdfms. |
you select to view the report, it will be sent totext file in your store data directory named
“DiscRpt.txt”.  You can select to save this to aque file name if you wish to retain the report.
Otherwise the report will be overwritten the némnte “View Report” is selected.

Note: When quantities are updated, the final disancy report will be automatically saved to your
store data directory under Backup\Reports. Tleméime will be based on the date and time the report
was created. The program will inform you of thedtion and filename that the final report is sateed

Step 4: Update Quantities

Selecting “Update Inventory” will overwrite the quéies in your store database with the counted
quantities in your physical inventory database. datp should not be performed until you have
COMPLETELY inventoried the departments you havedeld. Quantities will be updated ONLY for
the departments which you have inventoried durmig $ession. It is recommended that you view the
discrepancy report one last time before updatirentities to verify that you are ready to perforra th
update. When the update is performed, it CANNOTubdone. If you find you need to adjust the
guantities after you have already performed theatgydyou will need to do this at the inventory
maintenance screen.

The program will automatically perform a full bagg your database before it updates quantitiefor If
any reason you need to return to your previous tifies) you actually can restore from this backup
file. If you run into a situation where you feew need to revert to the backup, we recommend you
contact customer support for assistance.

If you wish for any reason to discard the inventtaen thus far, select “Clear Physical Inventory
Count”. This will delete the quantities and allowuyto restart inventory from scratch. This is
primarily helpful if you are experimenting with teeftware rather than actually taking inventorye B

aware that once you select “Clear Physical Invgn@ount”, it CANNOT be undone.

Selecting “Exit” will return you to the Login scnee
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A Quick Tutorial of ExtremePOS

This quick tutorial is designed to familiarize yaith ExtremePOS. For this tutorial, we will be auyl
inventory, departments, and customers for a fitgicompany. We will also process some transadtons
get a feel for the invoicing process.

Log-in Screen

Note: Musicware and ExtremePOS users will see shigy different screens.

File  Tools

praiz; -

Version 2.00.0002

Station ID: 1

Cashier ID: |p1
Password: |

Extbrerme E\

SOFTWARE CORPORATION 7

The first screen that appears when you run PRAIZ@&e Log-in Screen. To log in, type in the passwo
for the shown cashier ID, then pred&SNTER> or click onLogin. To log in as the administrator, type in
the administrator password under any Cashier ID.l0g in as a cashier under a different cashiertype

in the desired ID in th€ashier ID field, then enter that cashier’s password. Yoy oy change Cashier
IDs if you have manually added in the ID througla Tiools menu. This option is enabled in both the single
and multi-user versions.

The default Administrator Password is:admin

The default Cashier Password iscashier
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Appendix

Add a Department

1. To add a department, click on t¥&w menu, and then click ddepartments.

2. A window entitledDepartment Maintenancewill appear on your screen, as shown below:

. Department Maintenance [Z||E|[‘S__<|
Info
Add Department ID
Department Deszcription
Update IDWDfAudio DVD
Department Type:
f+ Reqgular i~ Rental  Employee
Delete
[w Dizplay on Touch Screen
E xit
Search By |Department Mame j
Previous | j MHext
3. Click onAdd.

4. ForDepartment ID, enter 7.

5. Use<TAB> to move fromDepartment ID to Department Description.
6. ForDepartment Description, enterDVD/Audio DVD .

7. Choose thdepartment Type asRegular.

8. Click onSave You have just entered a department.
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Add a Category

1. To add a category, click on tMeew menu, and then click ddepartments

2. A window entitledCategory Maintenancewill appear on your screen, as shown below:

| Category Maintenance Z”E|E|
Info
Add Category ID
Update Category Dezcription
IROCK/POP
Delete
[w Digplay on Touch Screen
E xit
Search By |Eategur}l MHame j
Previous \ || j Hext \
3. Click onAdd.

4. ForCategory ID, enter 100.
5. Use<TAB> to move fromCategory ID to Category Description
6. ForCategory Description enterROCK/POP.

7. Click Save You have just entered a category.
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Add a Vendor

1. To add a vendor, click on thdew menu, and then click oviendors. Selectvendor Maintenance

2. A window entitledvVendor Maintenancewill appear on your screen, as shown below:

Vendor Maintenance

Help
Vendor Maintenance
Yendor Number Company Mame
A | |ExtremePl]S
Contact First Mame Contact Last Mame Taz ID
|:ru1m ‘Smith |
Update
Street Address Telephone Number
|1234 Any Street |555—555—5555
L=z Extended Address Fax Mumber
| |555—555—6666
E xit City State Zip Code Social Secunty #
|nny City |HC |2?su2 ‘
Terms Comizzion X Flat Rent Rate
| |n |$ 0.00
Search By |\.I'em:|ur Mame j
Previous || j Hext
3. Click onAdd.

4. ForVendor Number, enter 1000.
5. Press<TAB> to move the cursor to theompany Namefield. TypeExtremePOS

6. Press<TAB> to move the cursor to theontact First Name field, and typeJohn. Press<TAB> to
move the cursor to theontact Last Namefield, and then typ&mith.

7. Press<TAB> to move the cursor to theddressfields. Typel234 Any Street. Move the cursor to
the City field, and then typénytown. Move the cursor to th8tate andZip Code fields, and then
typeNC and27502

8. Move the cursor to th&elephone Numberfield, and then typ&55-555-5555 Press<TAB> to move
the cursor to th&ax Telephone Numbeffield, and then typ&55-555-6666

9. Click onSave You have just added a vendor.
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Add an Inventory Item

1. To add inventory, click on théiew menu, then selettiventory. The screen below should appear:

% [Inventory Maintenance:

Inventory Maintenance

General Info ]gendor Info l Optional Info l Digcount Levels ] Rertal f Used ] hiatriz f Modifiers l Printers l History l Tools l wendor Datahases l

Edit Commands Item Mumber Item Mumber Type Al ltem Mumber Item Mum 3
[ | =l o |
Add
Item Mame [Titls] Item Description [Authar or Arkist)
Delate |GREATEST HITS 1974-78 [MILLER. STEVE BAND
—_——— d anufacturer (Publizher or Label) Second Ikem D escription
Duplicate |C'&P |
Department Cateqany
Update | Compact Disc [full lengthor s~ | |ROCK/POP |
[rate Entered Last Date Sold
Lancel |6A16/2003 8:51:32 PM |7/29/2003 7:25:12 P
In Stock Feorder Level  Reorder Quantity  Location
Quick Impart [ 10| 1| 1
it % 463 %
Cost Frice Retail Frice tht. . & 4803
Fiint Label Retaill Dizcount 13.2 %
fint Labels | $767 | 81033 | 8N gocMagn 179%

i

Previous Show Al ltems | Quick Search Advanced Search HMext

Record 13 of 20

Filkered by: Artist Containg miller Exit

Sorted by

2. Click onAdd.

3. Click on theltem Number field and type or sca®7777461012¢r the item number you are adding.
4. Click onltem Number Type and select the appropriate type for the numberayewadding.

5. Click in theltem Namefield and type the “title” of the item you are &gl

6. Click in theltem Description or press<TAB> and enteMILLER, STEVE BAND .

7. Presx<TAB> and move to the Manufacturer field and e@éP.

8. Click on the department list box and seleEtepartment.

9. Click on category field and selectCategory.

10. Press<TAB> to move the cursor to tHa Stock field. This field specifies how much of the itgmu
have in stock. Typ&O.

11. Click on theCostfield. TheCostis how much the item cost to purchase from theleen Type7.67.
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12.

13.

14.

15.

16.

17.

Press<TAB> to move the cursor to tHerice field. ThePrice is for how much the item is being sold.
Type10.39

Press<TAB> to move the cursor to thetail Price field. TheRetail Price is a reference field. It can
be used to record how much the item in questigoisg for in the market. TypEl.97

Click onTax 1.

Click on theReorder Levelfield. This field specifies the level the In Stcamount should drop below
before needing to reorder this item, for exampfgety. When the In Stock quantity drops to 0, this
will trigger a reorder of the quantity specifiedtire Reorder Quantity field.

Press<TAB> to move the cursor to tHeeorder Quantity field. This field specifies how much of the
item should be reordered at a time. T{pe

Click on the other tabt display more options for an inventory item. éninformation as needed.
Once you have finished entering all the informafimnan item, click orBave You have just added an
item to your inventory.
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Add an Employee

1. Atthe primary login screen, seléibols and therEmployee Maintenance The following
screen should appear:

. Employee Maintenance =] |

3

Add Employee Department FPaszword
SALES |xxxxx
Update
—_— Cazhier ID | Azzociated Cuztomer 3# |
[ |
Card Swipe 1D Hourly W age
| [$0.00

Previous | Mext

Exit

2. Hit the Add button or<Alt+I>.
3. Enter a two-digit unique cashier id in the cashddfield.

4. Enter a password for the cashier.

5. You may, if you choose, associate a customer numitleithis employee for the purposes of
tracking contact information. If so, hit the assted customer number button to select one.

6. You may also enter a card swipe ID, an hourly wage, a employee department with this
employee. These are all optional.

7. Click thePermissionstab. You should now see the following screen:
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. Employee Maintenance o ]

General |
— Permiszions
Add I Eunctionality Irvoice Discounts Mo -
Reports | Invoice Price Changes M -
Update Invaice [tem D eletion No -
Sefup |
Yoid |nvoices M -
Irevento |
- b4 Accaunting Interface Mo =
m &llawy Exit From EPOS: M -
Gift Cards | Open Drawer M -
Previous | Mest
Exit

8. Set the new employee’s permissions by clickingditogp-down menu next to each itenNo
means the system will not allow that employee tdguen the actionYesallows them toPrompt
will ask for the admin or an override user’s logiaccess the action, a@erride gives the user
both the ability to perform the action themselvied t allow prompted users to do so.

9. Hit the Update button.

ExtremePOS 192



Add a Customer

1. To add a customer, click on theew menu, and then seleCustomers TheCustomer Maintenance
screen, shown below, should appear:

&, Customer Maintenance

View  Ackions

General ] Expanded I I ]

Customer Infarmation Ship to &ddress

Customer #  [g006479711 FistName  [joe
FistMame  [joe LastMame [Miler
LastMame  [iler Company  [EstremeP0O5
Compaty |EHterEPUS Address 1 |554D Centerview Drive, Ste 200
Addess 5640 Canterview Diive, Ste 200 Address2 |
City [Fialeigh City Raleigh
State MNC State NC
ZipCode  [27605 ZpCode  [27606
Phone # B00-647-9711 Phone #  [300-547-5711

Select for Proredtiat) [

[~ Cum?nt o AN
Irevnice Ernail |sales@extremepointofsale.co

Dizzount Level

A - [ Tax Exempt

Search By J

‘ Cancel ‘

2. Click onAdd.

3. Assign a Customer Number in tiligustomer Number field. It is recommended that you use the
customer’s telephone number or driver’s license lmemn For this customer, ty|8906479711

4. Pres<TAB> to move the cursor to thérst Name field. TypeJoe

5. Pres<TAB> to move the cursor to theast Namefield. TypeMiller .

6. Press<TAB> to move the cursor to theompany Namefield. TypeExtremePOS

7. Press<TAB> to move the cursor to ti&treet Addressfield. Type5540 Centerview Drive, Ste 200
8. Press<TAB> to move the cursor to th@ity field. TypeRaleigh.

9. Press<TAB> to move the cursor to ti&tatefield. TypeNC.

10. Press<TAB> to move the cursor to ttép Code field. Type27606

11. Press §AB> to move the cursor to thi&rimary Phone Number field. Type800-647-9711
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12. Press<TAB> to move the cursor to tHemail field and typesales@extremepointofsale.com
13. Click on the arrow next to theiscount Levelfield and choos@.
14. Click on Save You have just added a customer with only thacbhasstomer information. You may

need to enter the information in other fields laterdown the roadNOTE: EXTREMEPOS does not
require you to enter customers. The default iiMegs beCash Customer
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Make a Purchase Order

1. Before making a purchase order, you must haveaat ne vendor set up. See the relevant

tutorial above.

orders. You will see the following screen:

wi. Purchase Orders

Select PO | viewfadd tems | 312 ED1 |

PO # D ate | Ref # |Vendor # | Due Date | Status | Total Cost

I~ Show Clozed PO=

View/Print |
Exit |

1/25/2008 10, 1/28/2008 0 $275.00
2/8/2008 0, 2A2/2008 0 $10,456.53

2/8/2008 0 2M19/2008 0 $19.35

Purchase Orders

Edit |

From the main invoice screen, either4@trl + P> or go to theActions menu and theRurchase

_(Ol x|

3. Hit the add button. The following screen will appe

. Purchase Orders

Select PO | viewsadd tems | x12E01 |

Save

Purchase Orders

— General Information

Select Yendor

Update

_Iol x|

Q Ship Via Slifp @
IExtreme Software Corporation
Close | Reference # :
l—
Cancel Due Drate Terms I
Q | I I
Exit |
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4. Select a vendor from the list. Enter a due datdMYDD/YYYY format. The other fields are for
your reference, but the first two are requiredhzy $oftware.

5. Hit the View/Add Items tab to bring up a blank list of items to receiwéou may add items by
doing a search for them or by entering or scantiieghar code associated with them. Hit Save to
save the purchase order.

6. You may add to the order by selecting it from thempurchase order screen and hitting edit.
This will allow you to change the order as you lik&/hen finished, hiUpdate to save the
changes.

7. When ready to receive the order, go into it agdish step 6 above. You may either receive all
items at once or receive line by line. Hitting apelwill update your inventory to reflect received
items. Hitting close will permanently close theghase order, and should be done once the order
is fully finished and received. However, it iseiversible, and so should only be done after
checking for errors.
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Install the BRE database

The BRE database is a subscription service, andnyt have a current subscription before using
it.

In the main invoice screen, goTools and therOptions. On the left hand side, go to the
Vendor Databasesoption on the left. ChedRuick Import andSave Check Digits on Imported
UPCs,and then set the BRE database in one of the drapdoenus below that.

Exit ExtremePOS and run the BRE manager softwara fhe launchpad. Hit the check for
database update button.

If you would like to update your in-inventory pmigj, check the relevant boxes and hit perform
update.

197 ExtremePOS



Appendix

Install the VPD database

1. The VPD database is available to registered ugdtgtoemePOS.

2. Inthe main invoice screen, goTools and therDptions. On the left hand side, go liaternet
Options. Enter your VPD username and password in the spawger the VPD Database header.

3. Still in options, go to th&endor Databaseoption on the left. ChedRuick Import andSave
Check Digits on Imported UPCs,and then set the VPD database in one of the dropadeoswnus
below that.

4. Exit ExtremePOS and run the VPD manager softwama the launchpad. Hit the check for
database update button.

5. If you would like to update your in-inventory pmigj, check the relevant boxes and hit perform
update.
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Install the Superfile database

1. You must have the Superfile database download#tkiform of a zip file prior to following these
instructions. The Superfile database is a subtsmnigervice; you will need to purchase updates
from SuperD if you wish to keep it up-to-date.

2. Extract the zip file on the server station to tke@dors directory within your shared files. For
MOST users, this will be C:\program files\extrememaint\shared_files\vendors\

3. From the login screen, go Twols, Vendor DatabasesSuperfile, and then tdCreate Database.

4. At the bottom of the screen, change the files pétgiropdown menu to All Files. Open the file
named SFAS8.

NOTE THAT THIS PROCESS TAKES SEVERAL HOURS AND SHOULD NOT BE DONE WHEN
THE SYSTEM WILL BE NEEDED.
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Set Up a Discount Card

1. Go into view -> promotions and create a promotion (or more than one if desired).
Designate the promotion as “Discount card only” when you create it.

2. Go into Inventory Maintenance and create a discount card item. Create a new item,
assign it an item number and name as desired. Check off “This item is a discount card”,
then click on “Select promotions” button which will become enabled. This brings you to a
screen where you can select promotions to associate with the discount card. When
you're done, exit back into inventory maintenance and save your item.

3. Select a customer for an invoice and scan or enter the item number for the discount card.
You will need to assign a unique number to the discount card, which should be preprinted
or written onto the card. This will be used to identify the card when it's used in the future.
Complete the sale. The expiration date on the card is currently fixed at 1 year from date
of purchase.

4. Start another invoice. On the invoice screen, select “Scan discount card” and scan or
enter the card number (this is the unique card number printed or written on the card, NOT
the item id you gave it for sale purposes). This should automatically bring up the
customer who purchased the card. Scan in some items that should trigger a promotion
which you associated with that card. The software will automatically apply the promotion
pricing to items on that invoice.
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Use Preoders and Special Orders

Setting an item up for preordering:

. Inventory Maintenance oy ]

TEST. test,

General I Wendors  Optional |Qiscount Lewels I Rental § Used | Matrix f Modifiers I Printers I History I Tools I Book 0B I GameMusic DB |

r Edit Commands Diays Valid
|D Use Serial Item is Print Frint
uife r MNumbers r Madifier r Tickets r Youchers
Bonus Points .
Delete | |D - $;%h [~ Returnable [~ ﬁ;r\:ﬂagtl'e [~ Rated
Duplicate Buk Pricing Minimum Papment r g'lar_ktfor Custam
Pre-Order |5 EpE
I for I M Jtem
Update | Freorder Date
Street Date IE:’PI #2004
Cancel |63/2008
—_—¥ — Sales Pricing
Buick Impart | Cutout Date
| % off I
Starting I
Frint Labels Ending I
Load Picture .. |

Frevious Show All ltems Quick Search | Advanced Search | Mext |

Record 1 of 1

Filtered by: ItemMum = test Exit |
Sorted by: —

i

1. Under inventory maintenance, add the item acse¢he item you wish to take preorders on.

2. Under the optional tab for that item, checkR®ne-Order Item box. Put the minimum deposit yolli wi
take in the Minimum Payment box.

3. If the item must not be sold before a certatedput that date in mm/dd/yyyy format (I.E. 1123108)
in the street date box. If you do not want to tpkeorders on a item before a certain date, ptitdidiz in
the Preorder date box.

4. Update the item. Itis now set up for preoirtgr
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Appendix

Setting items up for special ordering:

Store / Station Options

Printers and H |
Receipt |
Company Infa |
Inventory |
Station Specifics |
Credit Cards |
Internet Features |
Couponing |
Yendor Databases |
Restaurant Features |
Account Control |
Touch Screen |

Prompt Cashier ID
* NHo
' Yes

Stock Prompt
" Disabled
& Enabled.

Il Do not sell out
of stock items

Round Nearest
Mickel
* Mo
" Yes

Round Up Tax to
nearest penny
i No

 Yes

Combine Lines Default Pagment Type

" Ho = Cash

@ Yes ¢ On Account
Prompt Last Price Lookup
Salesperson .

o ¢ Ve

~ Yes

Prompt Amount  Calculate Sales Tax On

TenNd:led ol Er!lile Price 7
& Yes " Price Less Trade-ins
Print Label for Default Invoice Items to
ST

 Yes

Enable 'Set Used
[~ Price by Tradein
Price” at register

% malkuplf|

Always Print Price
1 for Trade-ins
i+ Ho

" Yes

Promotion Prices
i+ Disabled

= Manual

"~ Automatic

Suggested

Tradein Price
Used Cost

L Field

7 Tradein

9 Price Field

Allow Gift
Centificates
No

i« Yes

Il Allow only current

date for DDR

Search These Fields for

Scanned Items

¥ Item Humber

[~ Alt ltem Number
r ISBN/Third

Item Number

Default GC Sales To
{+ Gilt Card

" Gift Receipt
Default Gift Store

Credits to
i Gilt Card

i+ Gift Receipt

Exit |

1. Under tools and options, go to the invoice tab.

2. Under the Stock Prompt option, check enable.

3. Hit the update button. The POS system will psampt you asking if you would like to place acpé
order when you attempt to scan something thatti®@bstock.

Placing a preorder:

1. Select a customer. There must be a speciftwmer (NOT the cash customer) associated with all

preorders and special orders.

2. Scan or type in the item number associated avitiem set up for preordering. The system wibinppt

you asking if you want to sell a preorder. Say. yes

ExtremePOS
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Info Prompt x|

Item is nok wet available For purchase, Do you want to create a pre-order?

3. Enter the customer's deposit and the expedt&dpdate. The preorder will be placed on theiocs.

Info Prompt x|

Enter Prepayrment armount{Minirmurn: 5, Full Price: 50.03]):

Cancel |

[5)]

4. Ring the item out as normal.
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Appendix

Picking up a preorder/special order:

Special Order Lookup

File Tools
|rventary

I:iaIDrderIDI CustHum I Iterntdurm I IternM arne I Quanl In_Stoc:kI 1_In_St0c:k| TotalF'lic:eI .mountF'aidI Sta

> 3|2 [TEST [test | 1] 4102488 1] 35003 $5.00[ 0
<] | ja
Frevious | Page | 1 of1. Records 1to 1 of1 st |

% Add To Invoice Cancel
Al open special orders for current custamer
{~ Special orders covered by Stock
" Special orders NOT covered by stock
{~ Special orders NOT covered by Stock nor by PO Esit |

1. Access the special orders screen, either thrdfiigw to Special Order/Preorders or by selectimg t
customer and hitting the Special Orders buttorheririvoice screen.

2. Click the preorder to be picked up, then ctledk add to invoice button. Do this for all itensry
picked up by this customer.

3. Click exit and ring the transaction out as naltnThe amount deposited by the customer will
automatically be included at the tender screen.
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Refunding a preorder/special order:

1. Access the special orders screen, either thr¥figw to Special Order/Preorders or by selectirg t
customer and hitting the Special Orders buttorheririvoice screen.

2. Click the preorder to be refunded, then cltek tancel button. Do this for all items being eded by

this customer.

3. Ring the transaction out as normal for a refuiadsaction.
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Appendix

Process a Cash Transaction

Processing a cash transaction involves selectiagtistomer who wishes to make a purchase and @indin
the item that the customer wants to purchase.

Musicware B@‘El

Eile View Actions Tools Repaorts Inwoice Help
[ Scanltem | [ Usedccc |
g Quantity Lookup Used  Condition Tradedn 5 cyedit
. i 1 F10) | [ [A-Excellent ~ I~ ~ Cash
b
Inventory (F2) [ = i
Bl Solccted Cistomer Jos Miller Balance: $ 0.00 - ‘
8006479712 ExtiemeP0S Discount: A 0.00%) Details ... [ Quick Search |  Laokup |
Customers (F3) = : |
|
; Invoice Grid [Ctrl+G] I
Vendors

P D e ) e
)| 1[1038 10.39 0.00% il =

Departments
C ]
L]
-
Categories

| |
[Subtotal 10,39
Opti Discount Tax 0.52
PRSAS Wltems  TaxExempt  [Cul+Dl
Put On-Hold
- 1 'H 000 % (Ctl+H) Recall On-Hold

Data Import

More
[Curl+M)

Change Price
(Ctrl+l)

Change Discount
[Cul+L)

Change Quantity

GREATEST HITS 197 [Cul+Q]
trl+

MLLER*STEVE BRHD

‘ Vo

Musicware | Cashier D [[01 || 12/272004 | 10:40:52AM

Reports

To select a customer:

1. In the center of the main invoice screen, thera group of buttons showing the current customer.
These buttons are Detailsgokup andQuick Search The buttons are shown below:

Selected Cust : Cash Cust Bal - $ 0.00
1318[: ed Lustomer ash Lustomer D‘ias:gﬁﬁl:s.h (0.00%) Details __. Quick Search Lookup

2. Clicking onLookup will take you to theCustomer Maintenancescreen and allowing you to find the
customer by name or number. Clicking Quick Search will allow you to “type” or “scan” the
customer’s number and thereby quickly selectingctigtomer for the current invoice.

3. Let’s select the customer you just created by oiglon Quick Searchand typing8006479711 The
customer information will appear in the customendaw.

4. Click onDetails to display the complete customer information.
5. Next, we need to find the inventory that the custorwishes to purchase. Above tlairrent
Customer area there is another area entitsehrch By This is where we choose the item and the

quantity to be purchased.

To choose an inventory item:
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1. Click in theltem Number field or press<ALT+I> to give focus to the field. Now “scan” or “type”
077774610120 enter the inventory item we created earliefryou type the number, press enter to
complete the search.

-m
I_luantlty
Lookup
0777746101 2‘| (F10)

2. As an alternative, you can click on theokup button or use the hotkesF10>to manually select the
item from a detailed lookup screen.

3. The item will appear in the invoice grid in the whiel half of the invoice screen. If you need torgd®
the quantity, price, etc. just choose the approgibatton at the bottom of the screen:

Selected Item <<<
07777461012 )
ATEST HITS 197 Ehange Price
*STEVE BAHD (Ctrl+1)

Change Quantity
[Crrl+03]

Change Dizcount

[Crrl+L] [Chrl+M]

More ‘

4. To finalize this invoice just click oEnd Transaction at the bottom right corner of the screen. You
will be prompted to enter the amount tendered. eEtite amount tendered if it is different than the
amount displayed, and then click O .

Payment Information

Amount Due

- 500

$0.00
$0.00
$0.00
$0.00

Amount .
Tendered
S ($9.09)

5. A window will appear displaying the change for thestomer. Click orOK when you are finished.
Congratulations, you have just processed a caslicev

ico
ko

—
N>
(&%)

HEERE

[
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Appendix

Shortcut Keys

Customer Maintenance <F3>
Customer — Look Up Customer <ALT+L>
Daily Gross Profits <SHIFT+F1>
Discount — Invoice Discount <CTRL+D>
Discount — Line Discount <CTRL+L>

Gift Cards

GC in Item Number

Help — Invoice Screen Help <F1>
Inventory Maintenance <F2>
Inventory/Kit Sort Order — Sort by Item Name <SHIFT+F7>
Inventory/Kit Sort Order — Sort by Item Number <SHIFT+F8>
Invoice — Void This Invoice <CTRL+V>
Kit Maintenance <SHIFT+F3>
Non-Inventory Item <CTRL+N>
Payment — Cash <F6>
Payment — Credit Card <F7>
Payment — Check <F8>
Payment — On Account <F9>

Price Check <F5>
Purchase Orders <CTRL-P>
Return Rentals <CTRL+F1>
Last Invoice Processed <CTRL+F8>

Print Last Invoice Processed

<SHIFT+CTRL+F8>

Select Invoice Grid <CTRL+G>
Tax — No Tax This Order <CTRL+X>
Tax — Tax This Order <CTRL+O>
Tax — Set Tax Rate <CTRL+T>

NOTE: These shortcut keys only work from the main Exe®®@S invoice screen. If any control has an
underscore () under a letter, that option can be activated gsgng<ALT> + <LETTER WITH
UNDERSCORE>. For example, the menu commaggit can be activated by clicking dixit or by
pressingcALT+ X>.
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Common Questions and Answers

Q: | often get messages that | should register with the next 200 invoices, but | never got around to
it. Now | get a message that says the 200 invoilieit was exceeded and | can no longer get into
ExtremePOS. What do | do now?

A: Call your dealer. They will help you on the pew registration process.

Q: | am using a barcode reader or wand. When | saathe barcode, either no numbers show up or
not all the numbers show up. Why is this happenir®

A: Your barcode reader or wand is probably notugetorrectly. To test this, try scanning a barcode
DOS or in a simple program suchMgrosoft Notepad. If the numbers on your barcode are not showing
up correctly, your barcode reader or wand is nbtipgroperly. Check the manual of your input dewior
help with setting up your barcode reader or wand.

Q: I accidentally added the wrong item onto an invoice How do | get this item off of the invoice?

A: Press<CTRL+G> to set the focus to your invoice grid. Use thenarkeys to move the box onto the
line of the item you would like to delete from ydovoice. PressDELETE> to delete the item from your
invoice.

Q: My customer bought something and now wants to tern his purchase. How do | do this?

A: To do a return in EXTREMEPOS, all you have toisl@reate a new invoice in which you add the items
to the invoice with a negative quantity. For exéamf a customer bought two boxes of diskettesfsmu,
you would add —2 boxes of diskettes to the invoiEXTREMEPQOS will automatically take money out of
your profits and update the quantity.

Q: Why can't | enter departments in the Inventory sreen?

A: You must enter your departments in bepartment Maintenancescreen and then they will be made
available for selection from tHaventory Maintenance screen.

Q: What is the ****non-inventory**** item for and ¢ an | delete it?

A: No, you should not delete it or modify it. Yeull need this item in your inventory in order tddiNon-
Inventory items to your invoice. If this item is deletelde tNon-Inventory feature will not work properly.

Q: Which printer driver should | use for my receipt printer?

A: Generic/Text Only is the required printer driver and is includednwiVindows. It can be set from the
Set Default Printer option from theActions menu of the Main Invoice Screen.

Q: Why doesn’'t my barcode printer work?
A: You probably have not installed the correct t@irdriver for your model printer. Please makesgtiat

you install the appropriate driver from the CD-RQNat shipped with your printer. To can view your
existing printers within Windows under tBettings> Control Panel>Printersmenu.



Q: How can | enter additional Cashier IDs?

A: To add a Cashier ID, seleEmployee Maintenancefrom theTools menu in thd.og-In Screen You
will be prompted to enter the administrator’s passlv Click on Add or pressALT+A> . Enter the new
Cashier ID and the employee’s information. Whea gee finished, click oboneor press<ALT+D>. To
quit without adding a Cashier ID, click @ancelor press<ALT+C>. NOTE Cashier IDs must be two
characters long. The default password for new cashier&ashier. You may change this password in
Employee Maintenance

Q: Where does ExtremePOS store all of my informatin?

A: All of your information (invoices, customers, ndors, inventory, etc.) is stored in the ESC_V20
database. The Database Management System usedtigynBEPOS is Microsoft SQL Server Desktop
Engine, which is a scaled down version of the 8QL Server product. The database file is physicall
located in the SQL Server data directory.

Q: Why can't | delete inventory items?

A: If an inventory item has never been used inst pevoice, you are free to delete it. Howeveagrifitem
has been used in a past invoice, you cannot diéleta extra few items will not take up space mvwsyou
down in any way. Also, if you are trying to getlatailed sales history, it is important that a# tbroper
information is there to recall when it is needdd.the item were deleted, you could not get an eateu
report.

Q: Why does my cash drawer not open?

A: There is a known issue where the cash draw#rnet open on or before the first transaction mafte
opening the software. Try again after ringing soneout. If the drawer still does not open, fessure
that it is enabled in the options mentoéls then Options from the main invoicing screen) and second
ensure that the cable is plugged in correctly. G&lsle for the cash drawer is one way, and the argls
labeled: EPSON or STAR goes to the receipt prif@éb, to the cash drawer.

Q: Why do | get an error when trying to update?

A: There are two main reasons: either you havieevéll blocking the program from accessing theatpd
server, or else you do not have your correct, otiusername and password entered into the program.

Q: My display pole is showing odd things such as tbtal=" the price and receipts are not printing.

A: This is caused by initializing the display pateproperly. Turn it off and exit the software, thiirn the
display pole back on. When you reenter the softwiirshould work. If not, make certain that thepthy
pole is configured correctly in the options mentidditionally, on the bottom of the display next ttoe
power switch are a series of small white switchidsike sure that the sixth is enabled and no oters



Technical Support & Hardware Service Contract

Technical support and Extreme Point of Sale, Inc. supplied software updates
are FREE for 90 days from date of purchase. The plans below are only valid
when subscribed to before the "FREE"” period expires. Otherwise, the user
must first upgrade to the newest version and then purchase a contract. Full
phone support plans also include a hardware warranty that will replace
defective Extreme Point of Sale, Inc. supplied hardware with a similar
working replacement until which time Extreme Point of Sale, Inc repairs the
user’s original hardware. Extreme Point of Sale, Inc. reserves the right to
replace the item instead of repairing the originally purchased unit. Ground
shipping of replacement items from Extreme Point of Sale, Inc will be
covered at no additional charge. The user is responsible for shipping to
Extreme Point of Sale, Inc. Additional charges will apply should the user
require expedited shipping of the replacement units or parts. Warranty only
applies to hardware purchased if support has been continuous since
purchase date.

The charge for software updates is $100 per quarter per station. There is an
additional $100 per quarter per store charge for phone support. Thereis a
$55 per half hour charge for phone calls for users not on a phone support
contract, with a minimum of half hour charged per call.

Technical support hours are from 9 AM - 5 PM EST, Monday - Friday, by calling
919-387-7597 or emailing support@extremepos.com

Decline support and updates
Check or Money Order Visa MasterCard AMEX

Name on Credit Card

Company Name

Street Address

City, State and Zip Code

Credit Card Number

Credit Card Exp Date Today’s Date

Signature

BUYER ACKNOWLEDGES THAT IT HAS READ THIS AGREEMENT, AND UNDERSTANDS AND
AGREES TO ALL TERMS AND CONDITIONS STATED HEREIN.



Support Frequently Asked Questions

Busy Signals when calling for technical support. Our technical support
lines are free at least 40% of the day between 9 AM and 5 PM, EST, M-
F. We do not place callers in a queue to wait for the next available
support person. If you get our voice mail, please leave a message
under the support option so we can return your call in a timely
fashion. You may also try one of the below options for additional or
alternative support methods.

Support Via Email. You can get support by writing to
support@extremepos.com. This email address is monitored daily. You
will normally receive a reply the same day if submitted by 3 pm EST.

Network Problems. If you have two or more computers connected via
a network and you did not purchase your network from ExtremePOS,
we cannot support your network at no charge. Our technician will ask
you questions to confirm that your network is operational. If your
network is not functioning, you must seek help from the person who
installed your network, or ExtremePOS can help you get your network
working via a $99 tech support fee.

Other Hardware Problems. If you purchased your hardware from a
company other than Extreme Point of Sale, Inc., or its dealers, we
cannot give you hardware support at no charge. We have methods of
testing most of your hardware. If your hardware is not working
properly, you must go back to your original hardware supplier for
support. The most frequent problems we find with hardware are serial
port conflicts with modems and modem software and printer conflicts
with certain printers which have software that takes over the parallel
port.



