Point-N-Sell - Toodyay Bottlemart

Introduction
Before using Point-N-Sell you need to setup your inventory, customers, vendors and users in Control

Professional. There is a pdf for each of these modules as well as others to guide you through the

setup and maintenance of the system.

For a very basic setup you will need to enter your items/services in the inventory module so you
have something to sell. Once you have done this you will then add tiles to Point-N-Sell so when you

click on them they will add the item to your sale.

Open Point-N-Sell by double clicking the icon on your desktop. Generic logon enter 1 and accept. If
you have setup users to have their own logon with password then each person enters their unique

code.
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The following screenshots show sections of Point-N-Sell with short explanations.
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While the screenshots above give you a good overview of what is available on your screen below you
will find a more detailed explanation and how you can use the system to your best advantage. It is of
course based on a general retail situation but further industry specific setups and user instructions
will be made available over time. If you have not found your industry or your business is unique let
us know and we will work with you to provide further information.

Setting up Tabs and Tiles in Point-N-Sell

Firstly all products and/or services are setup in Control Professional if you need instructions on how
to do this go to our pdf ‘Inventory Module’ alternately if you have existing data that you want
converted into the system call our office on +61 2 4621 1114 and we will discuss this with you. Once
you have completed this task you are ready to setup the tabs and tiles for Point-N-Sell.

In Point-N-Sell you can have multiple tabs and they can be used similar to categories ie Dried goods,
Frozen etc. In the first image you will see the standard two tabs that are setup at install. In the
second you can see | have added one tab and renamed all the tabs.

Beer |White Wine | Red Wine

Changed &
Added Tabs

Adding and Editing Tabs

Ensure Point-N-Sell is closed and open Control Professional. Click on File — Point of Sale (POS) —
Master files — Touchscreen Point-N-Sell Tabs. Using the right mouse click to bring up the add/edit
menu either edit an existing tab and rename it or add a new tab. The tab number determines its
position. Keep in mind that depending on your screen size you may have to use the scroll bar if you
have too many to fit the area. When you reopen Point-N-Sell your new and renamed tabs will be
available.
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Adding Tiles in Point-N-Sell

Open Point-N-Sell. On an empty tile right mouse click to bring up the Setup POS Item Tile box. Now
click on the box “Add Item” to bring up the list of all the products/services you have previously
entered.

Beer | White Wine | Red Wine

Right mouse click
to add item to tile

Setup POS Item Tile ﬂ
Current Tile Changed Tile
Add an temto a L
tiebyclickingthe |
e Add ttem option
Delete Tile
l'lem Details Click to bring
- - em Code- up inventory
Light Carton Light 6 Pack L [Ced]
Deseription: RedrectToTab# | 0 |
_ ” Tie's Background: | >No Background Selected v

To search for an item enter part of the description and press search. Select the item you want to add
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Your new tile is now ready to use. Continue adding tiles for each product/service you will be selling.



Beer | White Wine Red Wine

You have now
added a new
tile

We also offer a service of setting up your Tabs and Tiles to save you time. If you are interested in this

please call our office during business hours.

Actions

The next image is the ‘Actions’ box and all you need to do to open it is click on the ‘Actions’ button
at the bottom of the Point-N-Sell screen. The buttons here are quite straight forward but it is
knowing when you need to use them that is the key. Starting on the top row left | will detail each
action.
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Cash Summary Action

This action opens the Cash Drawer Summary for the computer you are on. If you have multiple POS
terminals you will need to do this on each machine. Most business will run this at the end of day but
if you have multiple shifts it can be done at the end of each shift to balance for the operator.

Cash Drawer Summary
Cumrent Cash Drawer Balance

=l The total of all monies in your cash drawer should equal

3T the following:

Balance Comprized Of

Cash Payments: 15292

EFTPOS: 123.95

Credit Card: 36.99 Start OF Day
Cheque: 0.00

Money Put In: 200.00

Money Taken Out: 0.00 Put Money In
Cash in Drawer: 352 92

Nen-Cash Details

Placed On Account: 0.00 Take Money
Out

Activity Summary
Total of All Sales: 313.86
Total of Al Refunds: 0.00 \

—
Account Payments: 0.00 \E
General Information Print Till Sheet
Mo Sale Button used: 0 time(z).
# of Transactions: 5
Last Start Of Day: 18/06:
Start Of Day Time: 16:15:14 e

The Cash Drawer Summary shows the totals for all transaction types, money put in or out and other
general information. This is just a screen of the day’s activity to print off this information click on the
‘Print Till Sheet’ button. Your Till Sheet will print to your receipt printer. Now you can balance your
cash drawer for the day. Example of daily Till Sheet below.

Bottlemi;tNToodyay CASH DRAWER
Shop 1, 105 Stirling Terrace Toodyay Summary
Tel: 08 9574 2653 Fax: 18/06/2015  16:41:59  ALIEN_WITCH
18/06/2015  16:41:58 ALIEN_WITCH
Cash Payments: 152.92
TILL SHEET EFTPOS: 123.95
Product Group Qty Value credit Card: 36.99
02  Beer Full 2.00 93.98 Cheque: 0.00
05  Bourbon 2.00 76.98
07  cCabSav 600  89.94 Money Put In: 200.00
26 RTD 100 22 99 Money Taken Qut: 0.00
29  Shiraz 1.00 9.99
a3 SSBlanc 1.00 9.99 Total Cash Drawer Balance: 513.86
36 W/WineBlen 1.00 9.99 Actual Cash In Drawer: 352.92
Grand Total: 313.86 Refunds Given (# of times): 0
Cash: 313.86 Value of All Refunds Given: 0.00
Account: 0.00 Account Payments: 0.00
GST: 28.54
No Sale Used (# of times): 0
Number of Transactions: 5 Last Start Of Day (Date): 18/06/2015
Average Sale Value: 62.77 Last Start Of Day (Time): 16:15:14




On the Till Sheet example you will see a line ‘Money Put In’ this was the float used at the start of the
day. This brings us to the button on the Cash Drawer Summary called ‘Start of Day’.

Start of Day

This option can be run either first thing in the morning or after you have balanced off your cash
drawer at the end of day. Pressing this button will clear the Cash Drawer Summary of all totals ready
for a new trading day or next shift.

After pressing the Start of Day button you will be prompted by the system to confirm the action. If
you proceed it will then bring up a box where you will enter a ‘Put In” amount. This amount will be
your starting cash float for this cash drawer. The system will then go back to the Cash Drawer
Summary screen where you will see this amount now showing as Cash In Drawer. You are now ready
for your next trading day or shift. Click the Go Back button to exit this screen.

Put Money In
As mentioned above this is how you enter your daily cash float but can be used throughout the day if
you need to increase the cash in the draw.

Take Money Out

Just as it says. If you take cash out of the drawer use this button to enter the amount taken. This
could be used when reducing the amount of cash in the draw for security reasons or if you need to
use cash to make a purchase (i.e.: milk, tea etc). | strongly recommend a note with the reason for
taking out the cash be left in the draw, makes balancing at end of day much less stressful when you
or someone else could forget the action on a busy day.

Setting cash drawer maximum
You can set a maximum cash amount for the cash drawer so that a warning message appears in
Point-N-Sell screen.

With Point-N-Sell closed, open Control Professional. Click on Tools — Point of Sale — POS Options. In
the Setup POS Options box enter the amount you want to have as the maximum amount held in this
drawer. Remember anything setup in the Tools — Point of Sale section must be done on each POS
system for multiple user systems. The warning message is non intrusive so it does not affect your use
of the system.
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The other options in the Actions sections are very much as they seem, reprint a receipt, till sheet and
so on. One you may need in daily transactions is the Refund Toggle which will be discussed in the
Daily use section below.



Daily use of Point-N-Sell

So the setup work is now completed and you are ready to use the system. Above we discussed in
detail the Cash Summary — Cash Drawer Summary and its uses. Now it’s time to do some sales and if

the need arises refunds.

In Point-N-Sell just click on the item/s you want to add to the sale or use the barcode scanner to scan
your item/s (barcodes will have to be added to the items in Control Professional to use this option).
To take payment press F8 on the keyboard or click on the payment buttons in the bottom right
corner of the screen. The Enter Payment screen will appear (see below).
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In the Payment screen choose the method of payment then use the exact button or enter paid
amount, click Accept to complete. Receipt will print and cash drawer will open. You have completed

a sale. See below for details on selling Multi-buys.

Enter Payment

Payment Method

.:':-g, Please select the method of payment,
5.7 then enterthe amournt tendered

Method Selected:

Payments Processed

D escription |Melhod| Amount |

Balance

33.99

Choose payment
method then use

tendered amount
and click Accept.

EXACT

$5 $10 $20 $40

$50 $60 $80 $35

8 9
5 6
E 123
Z o 00




Selling Multi-Buy Items

Once you have multi-buys setup in Control Professional selling them in Point-N-Sell is as easy as
choosing the items and quantities that the multi-buy consists of. In the screenshot below the multi-
buy set up is called Red Wine Bag and is a 6 for $60 deal. As you select or scan an item it will appear
in the sales screen with its standard price until you enter the sixth item and then the multi-buy price
kicks in. It is a must to remember that the +++Multi button and the +1 More button cannot be used
to increase the quantity for Multi-buys. Use on the tiles to click the item (multiple times to add same
item) or scan each barcode individually.
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