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Chapter 1: Setting Up Cash Register Express

A cash register
replacement.

Reduce theft.

Reduce inventory
shrinkage.

Reduce your inventory.

Increase your
inventory.

Watch your margins.

Speed customer
checkout.

Greater accuracy.

Keep track of your
customers.

Why computerize?

A Cash Register Replacement. A Computerized Cash Register system
replaces your old fashioned cash register. A Cash Register has a single
purpose. It tells you how much money your business has taken in during
the day. It can tell you that you took in $350, but it can't tell you how
much of that money is profit. It can’t tell you how much inventory you
have on the shelf. It can't tell you how many bottles of soda your
business sold today. A computerized cash register can instantly tell you
that you have $350 in your cash drawer. It will tell you that $225 of that
$350 is profit. It can tell you that you sold 123 bottles of soda today and
that you still have 246 bottles on the shelf. It can also tell you what
items you should order today because your stock islow.

Reduce Theft. By computerizing, you can reduce theft in your business
by an average of 2%4%. An average small business doing $500,000 per
year can reduce in-store theft by an average of $12,500. How? Your
empl oyees become more involved in watching the store inventory if they
know that every piece of inventory in your businessis being monitored.

Reduce Inventory Shrinkage. By watching your inventory and
comparing on shdf inventory to your computerized reports, both you
and your employees are much more careful about giving away inventory,
retaining obsolete inventory, monitoring breakage and non-theft
inventory that “walks’ out of your business, as well as checking
inventory as the items enter your store. You can reduce inventory
shrinkage by up to another 2%2% by computerizing.

Reduce Your Inventory. By watching your inventory reports, you can
make sure that you order more wisdly. You don't need 150 snow
shovels on the shelf in the summer.

Increase Your Inventory. You don't need 150 snow shovels in the
summer, but you may need 500 more batteries for your store during the
month of August. Many stores order products based on what they think
they sdll. If you check your inventory reports and see that you sold 500
batteries last August, it gives you a good clue to help make sure that you
don’t run out of batteries this August. Watching your inventory reports
increases your efficiency.

Watch Your Margins. By reading your reports you may find that you
sell 10,000 batteries that cost 48 cents for 50 cents each and that you sell
100 flashlights that cost $1.98 for $9.95 each. Your inventory reports
will help you to stock more products that give you greater profits and
fewer products that give you the least amount of profit.
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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 station
computer system with
printer, cash drawer,
computer, and scanner
costs approximately
$2.10 per day on
average.

The typical computer
system above will save
you $83.33 per day on
average!

Speed Customer Checkout. Computerizing speeds up your customer
checkout. With a barcode scanner, you can checkout a customer in half
the time required with a cash register. Even if you don’t use a barcode
scanner, your checkout is till faster and more accurate because you are
entering inventory item numbers that are automatically tied to pricing
specified in Cash Register Express for each inventory item.

Accuracy. Every item in your store has a price associated with it.
Never again will you have to figure out how much that flashlight sells
for. Your clerkswill stop guessing those prices.

Keep Track of Your Customers. Your best customers are your present
customers. No matter what type of store you have, you should try to
obtain the name and address of every one of your customers. Keeping a
customer list is an obvious asset for a clothing store.  You want your
customers to keep coming back, especially when you have a sale. The
importance of keeping a customer list is less obvious in a hardware
store, but extremely important. Mailing to your customers periodically
keeps them coming back. Y our vendors may even help you pay for the
cost of the mailing. Mailing to your customers is the best form of
advertising — even if it is just a quick postcard listing a few new sale
items. Every mailing to your customer list will always be a positive to
your cash flow. What about a store such as a convenience store? You
don’t have to get the name and address of every customer that walks into
the store, but you should get the names and addresses of your best
customers.
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Chapter 1: Setting Up Cash Register Express

Installation Notes

1. Make sure you have the necessary computer hardware to run Cash Register Express:

Minimum Requirements:

?? PC with Pentium processor or better, 64 megs of RAM or better
?? CD-ROM (3.5” floppy drive recommended for backing up your database)
?? Microsoft? Windows 95, Windows NT 3.5 or higher

Suggested Setup:

?? PC with Pentium 111 processor, 128 megs of RAM or better
?? CD-ROM (3.5” floppy drive recommended for backing up your database)
?? Microsoft? Windows 95, Windows NT 3.5 or higher

2. Network Ingtallation: If you are on a network of any kind, it is recommended that you place the
CRE2000.mdb database file (this may be referred to as the CRE database file in the manual) on the
server drive and ingtall the actual program on the workstations. Running both the program and the
database file across the network will slow the program down considerably and may result in errors or
unstable performance. See“Ingtallation Procedures’ for further information.

3. 0S2-DOS Swap: If you are running OS/2 and DOS on one compulter, it is highly recommended that
you do not run CRE under the Win/OS2 emulator, but rather use Windows on the DOS operating
system. Using the Win/OS2 emulator will result in errors.

Cash Register Express 4



Installation Procedures

Installation Procedures

CD-ROM with Autostart

1

2.

3.

4.

Insert the CRE ingtallation CD in the CD-ROM, wait for Internet Explorer menu to start.
Choose “Click Hereto Install Cash Register Express (CRE 2001 or RPE 2001)”
Click Run from Current Location.

Choose Yeswhen it asksif you wish to install Setup.exe

CD-ROM without Autostart

1.

Insert the CRE ingtallation CD in the CD-ROM, click on Start, and then sdlect Run from the Start
Menu.

Type D:\SETUP (or the CD-ROM drive followed by \SETUP) and click on the OK button. Follow
the on-screen instructions.

To run CRE, sdlect Cash Register Express for Windows ’95 from the CRE2000 folder in the Start
Menu. Thefirst timethat you execute CRE you will be asked to specify the following:

?? The location where you wish your CRE database to reside: If you plan to work in a
network environment with multiple computers executing CRE and sharing the same
database, you will want to specify a network drive. You should install CRE on each
computer and then specify the same location for the database. You may override your
specifications by selecting the Setup menu from the CRE ID screen. If you encounter
problems with your initial specifications, delete the file CRESETUP.PCA from the
directory where you installed CRE — you will be asked to specify your file locations before
CRE executes asif it werethe first time executing the program

?? The location of your Windows Drive: This could be different than the drive you specified
for CRE ingtallation during Setup.

?? Thelocation of the IC Verify Communication File: If you are not using IC VERIFY, you
must still specify alocation or accept the location shown.

3) Cash Register Express



Chapter 1: Setting Up Cash Register Express

Backing Up Your Data

It is recommended that you backup your CRE database file every day. The best way to backup your datais
to back it up onto a 3.5" floppy diskette. However, you may also backup your data file to a remote
directory in theroot drive (C:\).

To backup your data onto a 3.5” floppy diskettein DOS:

1.

2.

Go to the DOS prompt (C:\>)

Type CD\CRE2000\DATA2000 and press <ENTER>. This will take you to the
DATA2000 subdirectory. This is where your database file is located. It is called
CRE2000.mdb.

Insert a3.5” floppy diskette in the floppy drive.

Type COPY CRE2000.MDB A: (or B: depending on the floppy drive) and press
<ENTER>. Wait for the message “1 file copied”.

To backup your data onto a 3.5” floppy diskette in Windows:

1.

2.

3.

Click on the Start menu and select Run.
Type C:\CRE2000\DATA2000 and press <ENTER>.

Insert a 3.5 floppy diskette into the floppy drive, then click on the Start menu and select
Run.

Type A:\ (or B:\ depending on the floppy drive).
Click on the icon named CRE2000 (thisisyour databasefile) in the data window and drag it

into the floppy diskette window. The same icon and file will appear in the floppy disk
window.

At some point, your database file might become too large to fit onto a 3.5” floppy diskette. You can use
WINZIP, afile compression utility that shrinks or “zips’ files so that they can fit onto a diskette. Itisa
shareware utility that can be downloaded from the Internet. You can download WINZIP from the
download page on the PC America homepage. The addressis http://www.pcamerica.com.

To backup your data onto a remote directory using DOS:

1

2.

Go to the DOS prompt and make sure you are in the root directory (C:\).

Make a new directory to which you can copy your database file on the C: drive. We
recommend calling this new directory CREBAK. To make this new directory, type MD
CREBAK, then press<ENTER>.

Type CD\CRE2000\DATAZ2000, then press <ENTER>. This will take you to the
DATA2000 subdirectory where your database file is located.

Type COPY CRE2000.MDB C:\CREBAK, then press <ENTER>. Wait for the message
“1 file copied”.

Cash Register Express 6



Backing Up Your Data

To backup your data onto a remote directory using Windows:

1. Create a new directory on the C: drive called CREBAK. To do this, click on the Start
menu and select Run. Type C:\. Right-click on the open window and select New then
Folder from the menu. Type CREBAK, then press<ENTER>.

2. Next, open the window containing the CRE database file. Click on the Start menu and
select Run. Type C:\CRE2000\DAT A2000.

3. Open the CREBAK directory that you just created.
4. Click on the file called CRE2000 in the DATAZ2000 directory (this is your CRE database

file) and drag it into the CREBAK window. The sameicon and file will appear in the new
directory.

7 Cash Register Express



Chapter 1: Setting Up Cash Register Express

The first screen that appears when you run Cash Register Expressisthe Log-in Screen. Tologin to Cash
Register Express, type in the password for the shown cashier ID, then press <ENTER> or click on Login.
To log in as the administrator, type in the administrator password under any Cashier ID. Tologin asa
cashier under a different cashier ID, type in the desired ID in the Cashier ID field, then enter that
cashier’s password. You may only change Cashier IDs if you have manually added in the ID through the
File menu. This option is enabled in both the single and multi-user versions. The multi-user version of
CRE allows for multiple cash register stations. When logging in, enter in your station 1D as well as your
cashier 1D and password. You may only change Station IDs if you have a registered multi-user version of
CRE and you have manually added in the Station ID through Add Station in the File menu.

Log-in Screen
w. CRE 2001 Login - |O] x|

e

|Stati|:|n I ll] i
|Ea$hier 10 I 01l
|F'a$$wnru:|: ||

I

Login E xit

The default Administrator Password is; Admin

The default Cashier Password is; Cashier

Cash Register Express



File Menu

The File menu on the Cash Register Express Log-in Screen allows you to redefine your original
specifications for the location of your CRE database, Windows directory, and IC VERIFY interfacefile, as
well as compact and repair, check, backup, and clear your database. This menu also allows you to enter
the network password to have multiple cash register stations, change your current password, define the
functions allowed for cashiers, and maintain employee information. To access the File menu, click on
Fileor press<ALT- F>.

Select [ndusty

Select DB Location
Compact and Bepair DB
Check DB

Clear DB

Backup DB

Add Station

Emploves Maintenance
Change Fazswords
Setup Screen

[EaTparaterSetin

sret e statnme Stared

Register
E xit
Select Industry
Info Prompt E3
Fleaze zelect the tppe of wour store:; 0k

[1] General Retail
[2] Restaurant

Cancel

This function allows you to choose which program to load upon start up. To choose Cash Register
Express, enter 1 for General Retail, or enter 2 for Restaur ant Pro Express.
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Chapter 1: Setting Up Cash Register Express

Select Database Location

This allows you to specify your CRE Database, Windows drive, and IC VERIFY locations (If you are not
using IC VERIFY, you must still specify a location for the file). You will also be prompted to choose
which program to load on startup (CRE 2000 or Restaurant Pro Express).

NOTE: This example shows the database location to be on the c:\ drive. If the database is being
shared on the network, you must specify the drive letter of the shared drive (e:\ for example).

Info Prompt
Flease enter the Drive and Path where vour CRE
[ratabaze will be Located

Cancel l

Info Prompt

Fleaze enter the drive where \Windows iz located, ok

0K |
Cancel l

=

Info Prompt
Fleaze enter the drive where the | VYerify ok,
communication files are located, -

Cancel I

=

To make changes in the Setup File Locations Screen:
?? Choose Select DB L ocation from the File menu.

?? Click on OK or press <ENTER> to keep the current location, or type in the desired location
then press <ENTER> to save the changes.

?? Repeat the previous step for Windows Drive and IC Verify Drive

?? Choose which program to load upon startup. Press 1 for CRE 2000 or 2 for Restaurant Pro
Express.

Cash Register Express 10



Compact and Repair Database

Y ou should select this function to repair a database that was | eft invalid by an incomplete write operation.
This can occur if CRE quits unexpectedly because of a power outage or a computer hardware problem.
This function also attempts to validate all system tables and all indexes. You should also sdlect this
function after numerous additions and updates have been made to your CRE database. As you change
data in a database, the file can become fragmented and use more disk space than necessary. Periodicaly,
you should compact your database in order to defragment the file. The compacted database will usually be
smaller. To compact or repair your database, select Compact and Repair DB from the File menu.

NOTE: A backup of the original database is created before compacting. It is called CRE32CMP.M DB
and will be stored in the C:\CRE2000\DAT A2000 directory.

Check Database

This function allows you to check your database for inconsistencies and data entry errors within the
database. You will be given the option to backup your database before proceeding. It isrecommended
that you make a backup befor e checking the database. To check your database, select Check DB from
the File menu.

Clear Database

This feature lets you delete all of the previous transactions that were performed with Cash Register
Express. It will not delete any other data such as customers, inventory, etc. If you need to delete
everything from your database, it would be best to re-install CRE. To clear all transactions from your
database, select Clear DB from the File menu. Once you delete the transactions, there is no way to
recover them, soit isrecommended to backup your database file before using this feature.

WARNING: Be sure to balance all customers on account to zero prior to clearing the transactions.
Clearing all transactions from the database includes transactions that ar e processed on account.

NOTE: The invoice number counter will be reset as well. The next invoice you create will be assigned
the number 1001.

Backup Database

To backup and compact your database, select Backup DB from the File menu.

TIP: For the ultimate source of protection, you should backup your database file to a floppy
diskette(s).
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Chapter 1: Setting Up Cash Register Express

Add Station

To add a Station 1D:
?? Click on File or press<AL T-F>, then select Add Station.
?? Enter the new Station ID in the Station ID field.
?? Click on OK or press <ENTER> to save the new ID. If the Station ID already exists, CRE

will display a message prompting you to choose a new Station ID. Click on Cancel to exit
without adding a new Station ID.

Employee Maintenance

This screen allows you to create or update a cashier ID. To use this function, select Employee
M aintenance from the File menu.

To add a Cashier ID:

?? Click on File or press <ALT-F>, then sdect Employee Maintenance. You will be
prompted to enter the administrator’s password.

?? Click on Add or press<ALT-A>.

?? Enter the new Cashier ID and the employee' s information. When you are finished, click on
Done or press <ALT-D>. To quit without adding a Cashier ID, click on Cancel or press
<ALT-C>.

NOTE: Cashier IDsmust be two char acterslong.

To update a Cashier 1D:

?? Click on File or press <ALT-F>, then sdect Employee Maintenance. You will be
prompted to enter the administrator’s password.

?? Change the desired fields, then click on Update or press <AL T-U> to save your changes.
Click on Exit or press <AL T-X> to quit without saving.
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General

in, Employee Maintenance (==l
General |Eermi55ion5| Add
Employee Department Pazzword
W aiter M aitress !
b anagement
Cashier ID | Azzociated Customer #_I Hext
[ {7226374
Card Swipe |0 Hourly ' age EI’BVIOUS
|987654987 |$7.50
Exit

This screen displays the general information for a Cashier ID. To access this screen, click on the Gener al
tab or press<ALT-G>.

Employee Department: Use this list of departments to classify your employees. To select a department,
click on its name. For more information on creating employee departments, see Chapter2: Inventory
Control: Departments.

Password: This is the password for the displayed employee. The default password for new cashiers is
Cashier. To change the password for a cashier, type the new password in this field, click on Update.
Y ou may also change this password by selecting Change Passwor dsin the File menu.

Cashier|D: Thisisthe current Cashier ID. To select a different Cashier 1D, use the Next and Previous
buttons or click on the Cashier 1D button, enter the desired two digit 1D, then press <ENTER> or click
on OK.

Associated Customer #: If the employee has a customer number, enter it here by clicking on the
Associated Customer # button, finding the correct Customer Number, then clicking Add. The default
Customer Number is 101.

Card Swipe ID: Thisisthe value encoded on the employee’ s ID card. Usethisfor quick logon/logout.

Hourly Wage: Thisis how much the employee is paid per hour.
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Permissions
. Employee Maintenance M= B3
General Bermissions | Add
I Functionality Invoice Dizcounts IF'rn:umpt 'i
Reports Irvoice Price Changes IF‘rDmpt vi
Setup Irvoice ltem Deletion IF'ru:umpt vi Mewt
Yoid Invoices ! M - i
Inventony : ;
Accounting Interface Mo - Frevious
SustE et Allow Esit From CRE: [ %
Retumnz [ - Duantitiez) M =
Exit

This screen allows you to specify which functions a certain cashier can use. To access this screen, click
on the Permissions tab or press <ALT-P>. Each function has four choices. Yes, No, Prompt, and

Override.
Yes.
No:
Prompt:

Override:

Allows the employee access to that function

Does not allow the employee access to that function

Prompts the administrator to enter his’her password on the fly so the cashier
can perform the desired function.

Allows any cashier that has permission to perform this function to enter hig’her
ID and password on the fly. For example, if Cashier 01 has Void I nvoices set
to Prompt but needs to void an invoice, Cashier 02, who has Void I nvoices set
to Override, can enter hisher ID and password to void the invoice that one
time, or the administrator can enter his’her own password.

Enter Password

Enter cashier 1D (if not
administrator):

OK | Qancel'

Cash Register Express
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Functionality

This screen displays the general functions that the selected employee has accessto. To access this screen,
click on Functionality or press <AL T-F> whilein the Per missions screen.

Invoice Discounts: Allows the employee to perform invoice discounts.

Invoice Price Changes: Allows the employee to change the price of an item entered on the invoice
screen.

Invoice Item Deletion: Allows the employee to delete an item from an invoice.
Void Invoices: Allows the employee to void an invoice.

Accounting Interface: Allows the employee to perform the QuickBooks Sales Totals Pass in the Sales
Infor mation menu. For more information, see Chapter 5: Sales Infor mation and Reports.

Allow Exit from CRE: Allows the employee to exit from CRE.

Returns: Allows the employee to enter returned items.

Reports

This screen controls what reporting functions the selected employee has access to. To access this screen,
click on Reportsor press <AL T-R> while in the Per missions screen.

Display Reports: Allows the employee to display reports.
Print Reports: Allows the employee to print reports.

Print DDR: Allows the employee to print the Detailed Daily Report.

Setup

This screen controls which software and hardware settings sel ected employee can modify. To access this
screen, click on Setup or press <AL T-U> while in the Per missions screen.

Company Info: Allows the employee to modify the Company Info in the Setup Screen.
Tax Rates: Allows the employee to modify the tax rates.

Bonus Plan: Allows the employee to modify the Bonus Plan settings.

Accounting Info: Allows the employee to modify settings in the QuickBooks Setup.
Discount Levels: Allows the employee to modify the discount levels set in the Setup Screen.
Display Settings: Allows the employee to modify the display settings for that station.

Default Printer: Allows the employee to modify the default printer for that station.
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I nventory

This screen determines how much control the selected employee has over your inventory information. To
access this screen, click on Inventory or press <AL T-1> whilein the Per missions screen.

Add Inventory/Kits: Allows the employeeto add items or kits to your inventory.

Update Inventory/Kits: Allows the employee to update information on items or kitsin your inventory.
Add Vendor: Allows the employee to add a vendor.

Update Vendor: Allows the employee to update information about a vendor.

Add Department: Allows the employee to add a department.

Update Department: Allows the employee to update information about a department.

Print Extra Ticket/Voucher: Allows the employee to print additional tickets or vouchers for an item.
See Chapter 2: Inventory Control: Inventory Maintenance for more information on tickets and
vouchers.

Customer

This screen determines how much control the selected employee has over your customer information. To
access this screen, click on Customer or press <AL T-C> while in the Per missions screen.

Add Customers: Allows the employee to add a new customer.
Edit Customers. Allows the employee to update information on a customer.

Display Balances: Allows the employee to view the customer’s On Account balance.
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Change Passwords

The default Administrator Password is; Admin
The default Cashier Password is; Cashier

This section allows you to change a password for a cashier or the administrator. To access this screen,
select Change Passwor ds from the Log-in Screen File menu.

Change Pazsword

Help
Change Cashier Password
Old I_'-'qsswmd of
Cashier 1D Administrator Password Mew Pazsword Werifpy New Password |

Change Administrator Password

Old Password Hew Pazsword Yernfy Hew Password |

Update LCancel

To change a Cashier Password
?? Typethe Cashier ID for which the password will be changed in the Cashier ID field.

?? Type the current password, or the administrator’s password if the cashier forgets his, in the
Old Password or Administrator Password field.

?? Typethe new password to be used by this cashier in the New Password field.
?? Re-enter the new password in the Verify New Passwor d field to ensure no errorsin typing.

?? Click on Update to store the new password.
To change the Administrator Password:

?? Type the current administrator password in the Old Password field (If you forget the
administrator password, contact PC America).

?? Typethe new password in the New Password field.

?? Re-enter the new password in the Verify New Password field to ensure no errors were made
in typing, and then click on Update to store the new password.
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Setup Screen
| Hardware =
Options Screen
Touch Screen
Printer Set " Hardware
ninter 3etup
- Pole Dizplay Port Cazh Drawer Port PD-1 ECR Scale

CC Proceszsing ® Mone @ None ® Mone
In¥oice Settings C COM1 ) COM1 C COM1
| ) COM2 C) COM2 ) COM2
nventory ) COM3 ) LPT1 ) COM3
Company Info CICOM4 CILPT2 C COM4

Pole Dizplay Type
Hestaurant Features

|
|
|
|
|
|
Account Control 1
|
|
|
|
|

' General
Internet Features " Casio
Heceipt
Station Specifice
Couponing Scale Update Modifier Printers

Click on the appropriate tab to select which settings to change.

The Setup Screen allows you to customize Cash Register Express with your computer system setup. To
view the Setup Screen, select Setup Screen from the File menu (from the traditional screen) or click
Options, Setup then Setup Menu (from the modern screen). Each of the different settings is fully
explained in the following paragraphs. Click on Update to save your changes or click on Exit to ignore
all changes.

Hardware

Use this option to specify the location of your cash drawer, pole display, and PD-1 ECR Scale. To change
any of these settings, click on the Hardwar e tab in the Setup Screen, and then click on the appropriate
port setting.

Pole Display Port: Cash Register Express will display invoice items, associated prices, and a running
total on a pole display as items are added to an invoice. Pole Display should be set to “ Non€’ if you do
not have a display. If you do have a display, you must specify the COM port to which it is attached -
COM1, COM2, COM3, or COM4. If Pole Display isnot set to “ Non€’, aclock will appear in the bottom
right hand corner of the screen. Clicking on this clock icon will display the current time on the pole

display.

You must make sure the appropriate COM port is recognized and enabled in the Device Manager of the
Windows Control Panel. The port settings should match the settings as described in the Pole Display
Manual. (For example, Baud or Bits per Second = 9600, Parity = None, Data bits = 8, Stop bits= 2)
If your pole display is not functioning properly, try the pole display test listed in the appendix.

Cash Drawer Port: Use this option to specify the location of your cash drawer. Cash Drawer Port
should be set to “ Non€” if you do not have a cash drawer. If you do have a cash drawer, you must specify
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itslocation - COM1, COM2, COM3, COM4, LPT1, LPT2, LPT3, or LPT4. If your cash drawer receives
its power from the receipt printer, you should set your cash drawer port to the same port as the receipt
printer.

PD-1 ECR Interface Scale: CRE will draw a weight from the PD-1 ECR Interface Scale and use it as a
quantity. PD-1 ECR Interface Scale should be set to “ Non€” if you do not have this scale. If you do
have this scale, you must specify the COM port to which it is attached. A button with a“W” will appear
next to the quantity box after choosing a port.

Buantity
W 1

To retrieve the weight, click on this button and then proceed with the invoice as if it were a normal
guantity.

Pole Display Type: Use this option to select what type of Pole Display you are using. Click on General
for ageneral poledisplay or click on Casio for a Casio SA-5100 Pole Display.

Touch Screen

Department Selection: When this option is enabled, only the departments will be displayed in Touch
Screen Invoicing, not the entire inventory. To display all the items under a certain department, touch the
corresponding button. When department selection is disabled, the entire inventory will be displayed.
Displaying only departments helps keep your Touch Screen more organized. To change your settings for
this feature, click on the Touch Screen tab in the Setup Screen, and then click on YES to enable
department selection or NO to disableiit.

Display Modifier Items. When thisis option enabled, all of the different modifiers for preparing an item
are displayed in Touch Screen invoicing. Y ou may wish to disable this option if you want to minimize the
number of items displayed in Touch Screen invoicing. To change your settings for this feature, click on
the Touch Screen tab in the Setup Screen, then click on YES to display modifier items or NO to only
show the regular inventory.

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

Printer Setup

This screen allows you to select the types of printer you will use with Cash Register Express. To change
your printer type, click on the Printer Setup tab in the Setup Screen. Next, select the type of printer you
have for receipts and reports - Receipt printer, Laser Printer/HP DeskJet, Epson Receipt Printers, Epson
TMU 295, or SCP 700 - by clicking on that name or circle. Choose Laser Printer/HP DeskJet for all
laser printers, bubble jet printers, and ink jet printers. In addition, if you have a Monarch 9820 printer,
select a port for the Monarch Ticket Printer and/or the Monarch Voucher Printer. If you are using an
Epson TM 300 or a Barcode Blaster, chose a port for these printers as well.

Credit Card Processing

Cash Register Express allows you to process credit card transactions either manually or via the I1C
VERIFY credit card processing software system. Express Manual Processing allows you to record an
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invoice as a credit card purchase without having to enter the credit card information. The credit card type
will be recorded as "None". To change how you process your credit card transactions, click on the CC
Processing tab in the Setup Screen, then select the option you wish to use for credit card processing. If
you areusing IC VERIFY, see Chapter 7: Using IC VERIFY with Cash Register Express.

Additional CC Types: This feature allows you to define your own credit card types in CRE 2000, such as
American Express. The credit ID may only have four characters. These credit card types can only be
used in manual processing. To enter an additional credit card type, click on +, enter the desired four
character 1D, then click on OK or press<ENTER>.

I nvoice Settings

Prompt Cashier 1D - When this feature is enabled, the cashier is prompted to enter his Cashier ID or
swipe their ID card upon completion of atransaction. This option may be useful if numerous cashiers are
ringing up people on the same machine. To change your settings for this feature, click on the Invoice
Settings tab in the Setup Screen. Click on YES to enable this feature or click on NO to disableiit.

Combine Lines — When this function is enabled, multiple entries for the same item will be combined on
one line. For example, if Hamburger, French Fries, then Hamburger are entered, the screen and receipt
will show Hamburger 2 @ Price, French Fries1 @ Price instead of Hamburger 1 @ Price, French Fries 1
@ Price, Hamburger 1 @ Price.

Default Payment Type: This option allows you to automatically set the default payment type to “on
account” when you select a customer.

Stock Prompt: When this option is disabled, CRE will no longer prompt for backorders if an item is not
in stock.

Prompt Salesper son: When this option is enabled, you will be prompted to enter a salesperson ID at the
end of an invoice. This alows you to track one person getting credit for a sale and another ringing it up
on the register. NOTE: Salespeople must be set up as cashiers for this option. When prompted,
enter the salesperson’s Cashier 1D or swipethe employee’s|D card.

Last Price Lookup: When this option is enabled, a customer will automatically be rung up at the last
price they paid for an item. For example, if an item is normally priced at $10.00 but you sdll it to a
customer for $9.00, the customer will be rung up automatically at $9.00 the next time they purchase that
item.

Round Invoice: If this option is enabled, all extended line totals will be rounded to the nearest $0.05,
$0.10, or $1.00, depending on your selection. This is useful if your tax is built into your price so you
won’'t have to deal with pennies.

Prompt Amount Tender ed: Disable this option if you don’t want CRE to prompt you to enter the amount
tendered. Thisisuseful if you want to eliminate a few keystrokes by doing the math in your head.

Idle Log Out: Usethis option to automatically log out after a certain amount of time of being idle.

Prompt Zip Code: If this option is enabled, you will be prompted to enter a zip code at the end of each
invoice. You can then run a report to see how many sales were processed in each zip code, therefore
generating regional salesfigures (see Chapter 5: Reports: Sales Reports). Thisinformation is useful for
advertising budgeting.
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I nventory

Auto Cost Percentage for Non-Inventory Items - This feature automatically cal culates the cost of a non-
inventory item based on the price entered in the Non-Inventory Item screen. For example, suppose the
cost percentage is set for YES and 33%. If you add a non-inventory item to the invoice and enter a price
of $5.00, CRE will automatically calculate the cost as $1.65. If you set this option to NO, the cost will be
whatever you enter it as. To change your settings for Auto Cost Percentage, click on the Inventory tabin
the Setup Screen.

Average Cost Method - If you receive an item into stock at a new cost, CRE 2000 will automatically
change the cost of this item to the average cost you have paid if this feature is enabled. This method is
used when receiving stock from instant purchase orders through the Inventory Maintenance screen and
also within the main Purchase Orders screen. To enable the Average Cost Method, click on the circle
next to Enabled on the Invoice Tab of the Setup Screen.

Company Information

"Company Info

FPC America

60 Horth Harrison Avenue

Suite 410

Congers HY 10920

Tax ID:

This is the name, address, and telephone number that will appear on every invoice, receipt, report, or
statement. PC America s company information is the default company name, address, and phone number.
To enter your own company information, click on the Company Info tab in the Setup Screen. Use
<TAB> to move from field to field, and then replace the old company information with the desired
company information. Click on Update to store the new company information. You must enter
information on al four lines.
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Account Control

Deadbeat Control:

Deadbeat Control

Deadbeat Control

Item Humber | Item Name | Current_Customer_Number | Due_Date
FAh6123 Casablanca | 1234567 8/12/94

When this feature is enabled, a screen will appear listing all the items that are currently rented by the
customer when you pull up his account. To change the settings for deadbeat control, click on the Account
Control tab in the Setup Screen, then click on Enabled or Disabled.

Max Balances. This feature allows you to set a maximum balance for on account customers. When
enabled, customers will not be able to charge any amount on their account greater than their maximum
balance.

Referral Source: This feature allows you to record where a customer heard about your company and
report on it (see Chapter 5: Reports: Reporting Screen: Customer Reports for more information on
this report). To add a referral source type, click on + and enter the desired four character 1D (ex: EMIL
for email). Next, enter the customer reference description (ex: Magazine). For more information on
recording a customer’ s referral source, see Chapter 3: Customer M aintenance.

Restaurant Features

Print Tip Line on Credit Card Invoices: When this function is enabled, a line to enter atip amount will
print on credit card invoices. This option allows customersto put thetip on their credit card as well asthe
entireinvoice. To change your settings for this feature, click on the Restaur ant Featurestab in the Setup
Screen. Click on YESto enable thisfeature or click on NO to disableiit.

Auto Tipping: This feature will automatically apply atip to parties over a specified size if you are using
touch screen invoicing. When you choose “ $$$” from the touch screen for a party larger than the set
limit, you will be asked if you want to add the specified percentage to the order asatip. To change your
settings for this feature, click on the Restaurant Features tab in the Setup Screen. NOTE: Enter the
percentage asan integer. For example, enter 15 for 15%.

Info Prompt E2

@' ‘wiould pau like to autamatically apply a tip of 15,0027

Prompt Table #: If this option is enabled and prompt Cashier ID is disabled, you will only be prompted
to enter the table number. This allows for faster invoicing in instances where cashier tracking is not
necessary.

Print Modifierson Receipt: Enable this option to print modifiers for an item on the receipt.
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I nternet Features

File Transfer E-mail Address: Invoice export files created through the ASCII Transfer screen can be
automatically e-mailed to the e-mail address specified here. For more information on creating an invoice
export file, see Chapter 6: CRE Tools: ASCII Transfer. See Chapter 6: CRE Tools: Send to Host for
more information on sending export files.

NOTE: You must have a MAPI Compatible e-mail client installed and set up to send and receive
e-mails.

Receipt

Receipt Size: Use this option to select the paper size to be used for invoice receipts from the following
selections: Receipt, Full, Full Professional, or NEBS 9245-4. To change your receipt paper size, click
on the Receipt tab in the Setup Screen. Full Professional is designed to print on a standard laser printer.

If you select Full Professional, the Prof Logo option is displayed. You may choose to include a picture,
company info, or both a picture and company info on the receipt. NOTE: The selected picture must be
a.jpgor .gif file.

If you select Receipt and your receipt printer is defined as Generic under Windows, use the Windows
printer setup option to indicate No Page Breaks to ensure that the printer will not gect a full page when
each receipt is printed. CRE automatically prints a few blank lines to allow tearing between receipts.

If you select NEBS 9245-4, you must set the paper size as User Defined in the Windows printer setting.

Print Invoices. Use this option to indicate whether invoices should print automatically or if you should be
prompted to print each invoice. To change your Print Invoice settings, click on the Receipt tab in the
Setup Screen. Select YES to automatically print out an invoice upon completion of a transaction. Select
NO if you don’t want invoices to print at all. Select PROMPT if you only want invoices to be printed at
certain times. You will be prompted to print an invoice each time you end a transaction. Select CC Only
to only print areceipt for credit card invoices.

Display Equals: If you sdlect Yes for this feature, the line of equal signs separating the items from the
rest of thereceipt will print.

Print Amount Saved: Enable this option to print the total difference between your selling price and the
retail pricefor theinvoice. Thisisfor non-NEBS receipts.

Validate Checks: When this function is enabled, the invoice number, date and grand total will print on
the back of checks. You can only use this function if you have an Ithaca dip printer.

Print Kit Items: Disabling this option means that the individual items 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 balance will print on receipts for “on
account” customer.

Number of Copies: This function allows you to specify how many copies of the receipt will print when
you end a transaction.

Print Full Size Info To: This function allows you to choose an alternate location to which you can print full size
invoices.
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Station Specifics
Print Extra Order Copy: When this option is enabled, an extra copy of the receipt will print to the

specified location or the Order Filling Screen. For example, a restaurant station dedicated to deliveries
might want to print an entire receipt to the kitchen so it can be attached to deliveries.

Couponing

This function allows you to enter text to appear as a coupon on the bottom of each receipt. In order to use
this function, you must be using an Epson TMT-88 printer.

Scale
Scale Feature Setup Screen

~ Scale Feature Options |
(® Activate
! Deactivate

LCancel

This button allows you to activate or deactivate the Hobart Weight Scale. The scale creates a bar code to
be scanned at checkout that indicates a calculated price based on weight. To change the settings for this
scale, click on the Scale button, then on the desired option, then on Done to save the new settings.

Modifier Printers

. Local Pninter Mapping [_ [O] ]
Station 10 Im
MNetwork address | Local Address
Hzerver/kitchen

/fzerver/bar

Add Local LPT Port | Add Local COM Port
Delete Port |
Ok

This function alows you to specify a networked port address (ex: //server/hp4000) for local LPT and
COM ports on each Station ID. This allows greater flexibility in printer placement and setup, especially
in restaurant environments.

In Inventory Maintenance, you may specify a location for a remote printer for an individual item to print
to (See Chapter 2: Inventory Control). Thisis used when you want to have the item printed to a remote
printer (for restaurants). When the printer is located on a network, it is given a network address. The
computer that the remote printer is attached to locally needs to trandate that network address to a local
COM or LPT port.
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Register
Select this option to register your copy of Cash Register Express. To access this option, select Register

from the File menu (Modern) or Setup menu (Traditional). The phone number and address for PC
America will appear, followed by your activation number. Call PC America with this activation number,

and then enter the number they tell you.

Enable Multiuser Edition

This function allows multiple Station IDs in Cash Register Express. To access this screen, select Enable
Multiuser Edition from the Log-in Screen File menu. To run Cash Register Express on a network, you
must add a Station ID for each PC workstation (each cash register) that accesses the CRE system. You
must obtain a Network Support Password from PC America to add additional cash registers.

PC America:  1-800-PC-AMERICA  1-800-722-6374

Outside of US:  1-845-267-3500

Fax: 1-845-267-3550

Once you have entered a valid password, you will be able to create additional Station IDs. See Add
Station in this chapter for more information on adding Station I1Ds.
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The Invoice Screen

Modern
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Cash Register Express
wor kswith or without
amouse. You can
access every aspect of
Cash Register Express
using an ordinary
keyboard.

After successfully entering your password, you will enter the Invoice
Screen.  Everything you will need to do in CRE works from this one
screen. Every aspect of Cash Register Express works with or without a
mouse. You can move around the entire screen using either <TAB> or
any of the numerous <AL T> shortcut keys. Y ou can bring up additional
Cash Register Express screens using the <CTRL > shortcut keys.

Any underlined letters on the screen are <ALT> shortcut keys. For
example, look at the word Invoice in the menu bar. You can access
Invoice either by clicking your mouse on the word Invoice or by
pressing the <ALT-V> shortcut keys (press <ALT> and V
simultaneoudly).
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You can dso use another. Press <SHIFT> and <TAB> smultaneously to go backwards.
<TAB> to go from one For details on the Invoice Screen, see Chapter 4: Creating Invoices.
section of the screen to

Menu Bar

Modern

File Toolz Inwoice Help

ﬁ F1 - Help F2 - Inventory F3 - Clock In\Dut F4 - Customers F5 - Price Check FE - Cash Sale
F7 - Check Sale F8 - CC Sale F9 - On Account F10 - Cashier Fxns F11 - Invoice Info F12 - Item Options
Traditional

Setup  Inventory Customes Sales Infoomabion Heposts (100 Tax Tools Est Help

l-?* @ =1 = e E

'ﬂlj|

|

Accessthe Menu Bar by You can access the Menu Bar by using a mouse or your <ALT>
using the <ALT> keysor a key. You can access each menu listed on the menu bar by
mouse. simultaneoudly pressing <ALT> and the underlined letter in the
menu title. To leave the menu bar, press <ESC> or press another

For example: <AL T> key to reach another part of the main screen.

<ALT-V> = Inyoice You can also press <AL T> to access the menu bar and then use the

<ALT-H> = Help left and right arrow keys (<? > and <? >) to move from one menu
- to another. Press <?> to display the highlighted menu.
You may use lower or

upper case letters. You may also use your mouse to click on the buttons (Modern) or
pictureicons (Traditional) that execute many of the functionsin the
<ALT-T>=<ALT-t> drop down menus. As you move your mouse across a picture icon

in the Traditional Invoice Screen, its function will appear in the
bottom left hand corner of the screen.
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Options Menu

The Options menu accesses many of the different functions available in Cash Register Express. It isonly
viewablein the Modern Invoice Screen. To access this menu, click on the Options button or press <AL T-
O> in the Modern Invoice Screen.

Below you will find a brief description of each menu listed in the Options Menu. More detailed
descriptions will be found in future chapters.

The Cashier Functions menu accesses functions used by cashiers while
processing an invoice. For more information on the functions listed in this
menu, see Chapter 4: Creating Invoices. Cashier Functions.

The Invoice Properties menu accesses functions to be applied to invoices, such
as discounts and tax exempt status. For more information on the functions
listed in this menu, see Chapter 4: Creating Invoices. I nvoice Properties.

The Tools menu contains several tools to use with Cash Register Express. For
more information on the functions listed in this menu, see Chapter 6: Cash
Register Express Tools: Tools Menu.

The Setup menu allows you to change important information used by Cash
Register Express. For more information on the functions listed in this menu,
see the next section, Chapter 1. Setting Up Cash Register Express. Setup
Menu.

The Administrative menu accesses functions used by administrators to manage
Cash Register Express, such asinventory and customer maintenance. For more
information on inventory maintenance, see Chapter 2: Inventory Control.
For more information on customer maintenance, see Chapter 3: Customer
Contral.
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Setup Menu

Modern

&, Options

Customer
Bonus

Discount General
Levels Invoice Notes

Quick Books

Setup Tax Rates

Set Default
Printer

Traditional

Gy Irentory  Customer  Sales Informat
- Display Setup...
Options Screen...

--'Eﬁange Cashier ID
Ehaﬁga Cashier Cash Drawer Location.

Discount Levels
Quick Books Setup
Get Tax Rate
:Egnerd lrm:iiu:e?'hjaféa
Customer Bonus

Set Default Printer
Dpen Cash Drswer

Registe

The Setup menu alows you to change important information used by Cash Register Express. To access
the Setup menu in the Modern Invoice Screen, click on Options, and then click on Setup. You can
quickly select a menu or function by pressing the shortcut key shown in its upper left-hand corner. Click
on Done to exit the Setup menu. To access the Setup menu from the Traditional Invoice Screen, click on

Setup or press<ALT-U>,
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Cashier Casn Drawer Location
This feature allows you to change the location of the cash drawer for the current cashier.

To change the location of the Cashier Cash Drawer:

?? Select Cashier CDL (Modern) or Change Cashier Cash Drawer Location (Traditional)
from the Setup menu.

?? Typein the Administrator’s password, then click on OK or press<ENTER>.

?? Typein the number corresponding to the desired location of the cash drawer.

Info Prompt

Flease enter cashier 01's new cash drawer location: 0E

- Default to station settings
- COMT Cancel

e LI — O
(]
=
=
%

Cost Markup Percentage

Info Prompt E3

Your current cost mark up percentage is 0%, Fleaze 0k
enter the new percentage:

Cancel

|7.00%

This feature allows you to set the default price for an item as a certain percentage more than the cost of
the item. When adding the item to the inventory, the price will default to the cost markup percentage.
The default price may be changed at any time. To set a value for the Cost Markup Percentage, select Cost
Markup (Modern) or Cost Markup Percentage (Traditional) from the Setup menu. Typein the desired
percentage then click on OK or press <ENTER>. For example, if you want to set the cost markup
percentage at 50%, you should type 50, not .5. Click on Cancel to quit without selecting a percentage.
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Customer Bonus

Customer Bonus Card

Help
m # Bonus Points RBequired | [v¥ Activate Bonus [ Tax1
1 | (10 - Tax2
[ Tax 3
Bonus Description Cost Quantity Price
FREE CAR WASH $0.00 1 $0.00

Update

The Customer Bonus screen allows you to define a bonus that a customer will receive once a specified
number of bonus points have been accumulated. The Activate Bonus field must be checked in order for
CRE to award bonus points and determine if a customer has accumulated enough bonus points to qualify
for the bonus described. To access the Customer Bonus screen, select Customer Bonus from the Setup
menu. Use <TAB> or the mouse to move to the desired field, then typein the desired information. Click
on Update to save any changes made or click on Cancel to ignore any changes.

NOTE: Bonus descriptions, cost, quantity, price, and taxable status may be overridden prior to adding the
bonus item to the invoice. Also, the customer may select not to take the bonus item at the time it is
offered.

BonusID: Thisisthe default ID assigned by CRE. It cannot be changed.

# Bonus Points Required: This indicates the number of bonus points that a customer must accumulate to
receive the bonus described. Once the specified number of points has been accumulated, the bonus is
added to the customer’s invoice - the cashier will be asked to accept (Add to Invoice) or reject the bonus
(Cancel). If accepted, the customer’s bonus points will be decreased accordingly.

Activate Bonus: If this box is checked, bonus card information will be reviewed and applied by CRE for
customers who are Bonus Plan Members.

Tax: Thisindicates which tax isto be charged when the price of the bonus item is greater than 0.

Bonus Description: Thisisthe description that will appear on the invoice for the bonus item.

Cost: Thisisthe actual cost of the bonusitem. Bonusitems are tracked under a Non-Inventory number.
Quantity: Thisisthe number of bonusitemsto be given.

Price: Thisisthe priceto be charged for the bonusitem. You can enter aprice or O for no charge.
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Discount Levels

. Setup Discount Levels

This feature allows you to set up discount levels for customers. To choose a discount level for a customer,
type the letter corresponding to the desired discount level - A, B, C, D, or E - in the Discount Level field
of the Customer Maintenance Screen (See Chapter 3. Customer Control). The default customer
discount level is A. The selected discount is automatically applied for each new inventory item added.
You will be able to customize the discount levels on particular items (See Chapter 2: Inventory
Contral).
NOTE: Inventory Level overrideswill take precedence over customer discount levels.
To change the value of a discount level:

?? Select Discount L evels from the Setup menu.

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

?? Enter in the new discount percentage level.

?? Click on Update to save the new values or click on Cancel to ignore any changes.

NOTE: Each discount level MUST have a value.
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Display Setup

Click on the options you want displayed |

[X Toolbar
[X Customer Display
Select Invoice Screen to Use

* Modern
= Traditional

Set Form's Background Color >>

updale o |

The Display Setup screen allows you to change the appearance of the CRE Invoice Screen. You can
choose not to display the Toolbar or the Customer Display box. To change your display setup, select
Display Setup from the Setup menu. X indicates that the option is displayed. To disable an option, click
on that box to remove the X.

The Display Setup screen allows you to change which Invoice Screen will appear upon logging into CRE.
To select the Modern Invoice Screen, click on the circle next to Modern, or click on the circle next to
Traditional to select the Traditional Invoice Screen.

You can also change the color of the background of the Invoice Screen by clicking on Set Form's
Background Color >> and then on the desired background color.

When you are finished, click on Update. You may click on Cancel to ignore all changes.

General Invoice Notes

Inwnice General Motes

|I)cm't- forget our Fourth of July Sale! All |

|j.'.lJ."lDEIS in the store will be marked down |

|1ux| |

OE Emnul|

This function allows you to add notes that will appear on the bottom of every receipt. These notes could
be a notice or a reminder about a sale date or a special offer. You may enter up to ten lines of up to 42
characters each. To access this screen, click on General Invoice Notes in the Setup menu. Use <TAB>
or the mouse to move to each line. Click on OK to save any changesin thetext or click on Cancel.

Setup Screen

The Setup Screen alows you to customize Cash Register Express with your computer system setup. To
view the Setup Screen, select Setup Screen from the Setup menu. For more information on each of the
different settings, see Chapter 1: File Menu: Setup Screen.
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Quick Books Setup

Help

Soles Tot Ageney Nome
Sales Tax Agency Account Name:|Sales Tax Payable:CRE Sales Tax Payable

Solos Tan 2 Agency Namelvs ]
Sales Tax 2 Agency Account Mame:|Sales Tax Payable:CRE Sales Tax 2 Payable

Saes Tan s Agency Name Vs
Sales Tax 3 Agency Account Mame:|Sales Tax Payable:CRE Sales Tax 3 Payable

The QuickBooks Setup allows you to identify the location of QuickBooks on your system and to specify
account name information required to create a QuickBooks import file from your CRE Sales data. To
access this screen, select Quick Books Setup from the Setup menu.

The import file posts totals to Undeposited Funds, Sales Income, and Sales Tax accounts. A customer
name and sales tax agency must also be identified. The accounts and names must be defined in
QuickBooks prior toimporting files generated by CRE.

QuickBooks Directory: Thisisthe name of the directory in which QuickBooksis located.

Customer Name: This is the customer name identified as responsible for sales income. The default
customer name is CRE customer (a single customer who represents all customers which made purchases
viathe CRE system).

Undeposited Funds Account Name: If the name you sdlect is a sub account of ancther account, place a
colon “:" between the main and sub account. In the example:

Main Account - Undeposited Funds
Sub Account - CRE Undeposited Funds
Enter - Undeposited Funds:CRE Undeposited Funds

Sales Income Account Name: If the name you select is a sub account of another account, place a colon
“:" between the main and sub account. In the example:

Main Account - Sales
Sub Account - CRE Sales Income

Enter - Sales:CRE Sales Income
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Sales Tax Agency Name: Thisisthe Sales Tax Agency associated with taxes passed to QuickBooks.

Sales Tax Agency Account Name: If the name you select is a sub account of another account, place a
colon “:” between the main and sub account. In the example:

Main Account - Sales Tax Payable
Sub Account - CRE Sales Tax Payable
Enter - Sales Tax Payable:CRE Sales Tax Payable
Control Buttons:
Update - Click on thisto exit and save all the changes in the QuickBooks Setup information.

Cancel - Click on this to exit without saving any changes made in the QuickBooks Setup

information.
Set Tax Rate
| Deszchnption | | OId Rate | | Mew Hate |
First Tax Rate:| |Taxl L._00X% EE
Second Tax Rate:| [Tax? 7.25% 7.25%
Third Tax Bate:| |Tax3 7.25% 7.25%

This screen allows you to change the tax rate and the descriptions of each tax rate. The default tax rateis
5% and the default description for each tax rate is Tax1, Tax2, and Tax3. To access this screen, select
Tax Rates (Modern) or Set Tax Rate (Traditional) from the Setup menu.

To change the tax rate:

?? Select Set Tax Rate from the Setup menu.

?? Use <TAB> or the mouse to move to the desired field, then type in the new information.
NOTE: Enter therate asa percentage. For example, enter 5.00% for five percent.

?? Click on OK to save the changes or click on Cancel to ignore any changes.
NOTE: Any changes in the descriptions of a tax rate are reflected on the printed receipts, and you must

enter rates for all three tax levels. Example: Canadian users may wish to label the first tax rate as GST
and the second tax rate as PST, or liquor storeowners may want to designate the second tax as Liquor Tax.
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Set Default Printer

Print Setup

— Printer
Properties |

M ame: HF Lazerlet Series ||

Statuz: Ready
Type: HF Lazerlet Senies ||

Where:  LPT1:
Comment:
= Paper — rientation
Size: ILetter 81211 in ll % Portrait
Source: iUpper bray _‘J " Landscape

]S I Cancel

Use this function to specify the default printer. You may change the default printer to send invoices and
reports to a different printers based on your requirements. To access this screen, select Set Default
Printer from the Setup menu.

The print setup in Cash Register Express is identical to the print setup in Windows. Therefore, if you
already set the printer in the Control Panel from Windows, you don’t need to set the printer here, and vice
versa.

TIP: If you are using a standard receipt printer (Star, Citizen, Epson, etc.), then select the driver
“Generic/ Text only” for receipt printouts.

Cash Register Express 36



Chapter 2:

Inventory Control



Chapter 2: Inventory Control

Y
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Bar Code Overview

Cash Register Express works with any type of wedge barcode device.
A wedge barcode device plugsinto a” Y” type connector that allows the
simultaneous use of a keyboard and barcode device using a single
keyboard port.

The best type of barcode device to use is a Laser type scanner that can
read barcodes at a distance of up to 1 foot away without touching the
barcode. A Laser scanner costs about $500. A CCD type barcode reader
is a handheld device that must touch the barcode or be within %2 of an
inch of it. A CCD barcode scanner costs approximately $300. The least
desirable type of barcode scanner is a barcode wand that must actually
be rubbed against the barcode to read it. A barcode wand costs
approximately $200.

A barcode device is a simple instrument to use with Cash Register
Express and it makes invoicing much easier. For example, a 16-ounce
bottle of Diet Coke has the barcode number 049660. With Cash
Register Express, you can either enter 049660 manually, or you can very
quickly scan the number, just like in the supermarket.

Cash Register Express
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. Inventory Maintenance

Info

Inventory Maintenance

Inventory Maintenance

= 0] x|

Add General Igptionall Special F'ric:ing! Qiscnunts] Fatrix Infoi Modifiersl Erintersl Sales Histany
— General
Update Department Item Mumber
J100
Drinks =
Pasta Dezcription
Duplicate Sandwiches iHarnb‘u_rger
Salads
Cost Frice Retail Frice In Stock
Instant PO I $125 I $225 | 40,00 | 3924
— Tax Preferred Yendor Reorder Level
eorder
Report g EH% iD
e Reorder Quantity
[ Tax3 i—-
Delete u
Profit % 800% Location # of Barcodes
Retail Dizcount 0% ig
LCancel Gross Margin - 44.444 2
. 1 Search by Item MName
Exit | l— : _I

Current itern: 1007
Harnburger

The Inventory Maintenance screen allows you to add items to your inventory as well as edit existing
inventory items. To access this screen from the Modern Invoice Screen, select Inventory Maintenance
from the Tools menu or from the Administrative menu under Options. To access this screen from the
Traditional Invoice Screen, select I nventory Maintenance from the Inventory menu. You can also press
<F2> in either Invoice Screen.

Once you have accessed the Inventory Maintenance screen, you can use <TAB> or the mouse to move
from one field to another. To add an item, click on Add or press <ALT-A>. Enter the desired
information, then click on Save or press <ALT-S> to save the new item. To update a selected item,
change the desired information then click on Update or press <ALT-U>. To exit without making any
changes, click on Exit or press<ALT-X>.

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

General Info
To access the General Info page, click on the General Infotab or press<ALT-G>.

Department: This allows you to sdlect a department for the inventory item. Scroll through the
Department list by using the cursor keys (<? >, <?>, <? >, <?>) or by clicking on the up and down
arrows with your mouse. Highlight the desired department, then press highlight the desired department.
NOTE: The Department must first be added through Department Maintenance under Departmentsin
the Inventory menu. For more information on creating departments, see Chapter 2: Inventory Control:
Department M aintenance.
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[tem Number: This is where you enter the unique identifier for an item. It can be up to 18 characters
long and consist of any combination of letters and numbers. However, if you are using barcodes, as is
recommended, you may only use numbers in the item number. NOTE: Do not use any punctuation or
spaces, except for the underscore (1), as part of the item number.

Description: This is the description of the item that will appear on invoices and reports. It can be up to
30 characters long and consist of any upper and lower case letters, numbers, punctuation, or spaces.
NOTE: Do not usethe asterisk (*) as part of the item name.

Cost: Thisishow much you paid for the item.

Price: Thisishow much you are selling the item for.

Retail Price: Thisisthe manufacturer (or vendor’s) suggested retail price. Thisfield isfor informational
purpaoses only.

In Stock: This displays the current number of thisitem that isin stock. It isautomatically updated after
an invoice and can be changed manually at any time.

Tax: Thisindicates which tax(es) should be charged to thisitem. Click on the box next to the desired tax
level(s) to choose the type of tax to be applied to thisitem.

Preferred Vendor: This allows you to select a preferred vendor for an item. Scroll through the vendor
list by using the cursor keys (<? >, <?>, <? >, <?>) or by clicking on the up and down arrows with your
mouse, then highlight the desired department. This vendor will be the default vendor for purchase orders
of thisitem. NOTE: The vendor must first be added through Vendor Maintenance under Vendorsin
the Inventory menu. For more information on adding vendors, see Chapter 2: Inventory Control:
Vendor Maintenance.

Reorder Level: Thisis the quantity at which you will be alerted to re-order the item. It can beup to 5
digitslong.

Reorder Quantity: Thisisthe default quantity that will be placed on a purchase order for thisitem. This
quantity can be modified at any time.

# of Barcodes: This allows you to mark the item for barcode printing through Bar Code Express. Enter
the number of bar codes that you want to print for thisitem here.

Profit %: This displaysthe profit percentage for the displayed item.
Retail Discount: This displays the retail discount percentage for the displayed item.

Gross Margin: Thisisthe percentage of the selling price that is profit.
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Optional
To access the Optional page, click on the Optional tab or press<ALT-O>.

General  Optional | Special F'riu:ingl Qiscnunts! b atrix Infu:ul Mudifiersl Erinters! Sales History

—Optional
M adifier |bern Buto Weigh Serial Mumbers

[rays Valid Bonus Points & No & No & No

ID ID T Yes " Yes  Yes
|P S ) Addiional SKU's  add | Del |
Commizzion

I‘Z on Gross ;”U.UUZ

Days Valid: Thisisfor how many days an item isvalid. It isusually used for tickets and vouchersand is
for informational purposes only.

Bonus Points: This specifies how many bonus points a bonus plan member will receive when purchasing
thisitem.

Modifier 1tem: A modifier item is an item that accents another inventory item. For example, if you
ordered a hamburger, ketchup would be considered a modifier item. To mark an item as a Modifier Item,
select Yes.

Auto Weigh: When this option is enabled for an item, CRE automatically takes the weight from the ECR
Loc scale when the item is added to the invoice. NOTE: You can enter a different tear values for
different items.

Serial Numbers: Select Yes if you want to have serial numbers for this inventory item. At the time of
sale, you will be prompted to enter a serial number. The maximum is 20 characters and it may contain
both letters and numbers.

Part Number: Enter the preferred vendor’s item number for the item here. This field is useful for
purchase orders since they will show the vendor’ s item number in addition to your own.

Commission: This option allows you to determine how much commission is earned when this item is
sold. You can choose from % of gross, % of net, or a direct dollar amount. To learn more about
generating a report which lists al of the commissions earned by a salesperson, see Chapter 5: Reports:
Reporting Screen: Employee Reports.

Additional SKU’s: This option allows you to have more than one barcode associated with each item. For
example, for a Coke, you can have the usual barcode and also add a SKU “COKE”. Y ou can then invoice
under either number. To add a SKU for an item, click on Add then enter the alternate SKU. To deletea
SKU for an item, select the desired SKU then click on Del.
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Special Pricing
To access the Special Pricing page, click on the Special Pricing tab.

Eenerall Optional  Special Pricing Igiscnuntal A atri Infu:ul Mudifieral Erintersl Sales History

Ending

I?MJIZI'I

— Special Fricing
Special Pricing
Sale Pricing Time-Based Pricing Add | Del |
% off |10 $1.50 on Tuesday -~ 12:00:00 Pk - 3:00:00 P
Starting  [7/4/01

Bulk Pricing  4dd | Del |
2 tar $3.50

Sale Pricing: This function allows you to place an item on sale for certain dates. Enter the percent you
want the item to be marked down in the % off field. Enter the beginning date in the Starting field and
the ending date in the Ending field. NOTE: To place an item on sale for only one day, enter the same
date in both date fields.

Bulk Pricing: This function allows you to sl items in bulk for a price different than selling the same
amount of itemsindividually. To set up a bulk price for an item, click on Add, enter the quantity needed
to be purchased for bulk pricing, and then enter the new price. To remove a bulk price for an item, select
the desired sale price then click on Del.

Time-Based Pricing: Thisfunction allows you to offer alternate prices on certain days within certain time
ranges. For example, a bar may offer a beer during happy hour on Fridays from 4PM to 6PM for a sale
price of $2.00 while the normal priceis $4.00. To enter time-based price for an item, click on Add, select
the day on which you want to offer the sale price, and then enter the start and end times. To remove a
time-based price for an item, select the desired price then click on Del.
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Discounts
To access the Discounts page, click on the Discountstab or press <ALT-D>.

Eenerall thiu:unall Special Pricing  Discounts IMatri:-: Infu:u! Mu:u:lifiers! Erintersl Salez ﬂistu:ur_l,ll

—Dizcount Levels

Level Price  Percent(rn) Enabled
Fiy | $228 | noox T3
B | $214 [ 500% 3
(& | $203 | 1000 v
D | $19 | 1500 v
E | $1.80 | 2000 v

Discount Levels: These are the discount percentages and the respective discount price for an item. The
discount prices are displayed once a price has been entered for an inventory item. When the price is
changed, the discount information is updated to reflect the change. If the discounted price or percent is
different than those from Setup discount levels, the inventory levels will take precedence. If you enter a
discount price, the percent will be updated. If you enter a percent, the discount price will be updated.
NOTE: The levelswill default to the Setup discount levels, but these may be changed at any time.

For an item to be discounted for one or more customer discount levels (A-E), the level must be enabled for
the item. To enable a discount level, click on the box under Enabled in that discount level’srow. If a
discount level is not enabled, customers with that level will be charged full price.
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Matrix Info

To access the Matrix Info page, click on the Matrix Info tab or press <ALT-M>. This tab will only
appear if no department has been selected or if the selected department is not arental department.

Eenerall thiu:unall Special F'riu:ing! Dizcounts  Matrix Info |Mu:u:|ifier3l Erintersl Sales ﬂi&tu:ur_l,ll

- b atrix Info

Fleated Skirt
Jeans

Group: Thisfunction allows you to select a group for the inventory item. A group isaway to classify an
item that has different styles. For example, you may have a long skirt that comes in four colors (white,
blue, black, and purple) and three sizes (Small, Medium, and Large). In order to keep track of how many
of each color and size you have, you need to use a group, such as Long Skirt. Each size in each color can
have its own item number, and you can keep track of how many ribbed shirts you have. Scrall through the
Group Name list by using the cursor keys (<? >, <?>, <? >, <?>) or by clicking on the up and down
arrows with your mouse. Once the desired group name is highlighted, select it by either pressing <TAB>
or clicking on the next field with the mouse. NOTE: The group name must first be added through Group
Maintenance in the Administrative menu of the Setup Screen (Modern) or the Inventory menu
(Traditional). For more information on adding group names, see Chapter 2: Inventory Control: Group
M aintenance.

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

Color: Thisisthe color of theitem. If you have an item that comesin several colors (such as Black,
White, and Blue), you can use this field along with a group name to create a different item number for
each color.
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Rental Info

To access the Rental Info page, click on the Rental Info tab or press <ALT-R>. This tab will only
appear if the selected department is arental department.

# Days Rent: This is the number of days the item can be rented for without incurring any late charges.
The maximum number of digitsistwo.

Daily Late Charge: Thisishow much the customer will be charged per day once the item is overdue.
Rating: Thisistherating of the movie (Example: G, PG, PG-13, R, or NC-17).

Item Approval Code: This field is for informational purposes only. You may enter an item approval
code for arental itemin thisfield.

Actor Name: If therental item isamovie, you may enter the leading actor’s namein thisfield.

Actress Name: If therental item isamovie, you may enter the leading actress namein thisfield.
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Modifiers
To access the Modifiers page, click on the M odifierstab or press<ALT-M>.

Eenerall thionall Special F'riu:ingl Qiscuuntsl Matrix Info  Modifiers |Erinters| Sales History

— bodifiers
[rteentony List dodifier List
Ketchup Lettuce
Lettuce h apa
b apo Tomato
Muztard fdd 5 |
Orioh

<4< Femove |

This function allows you to select which modifiers will be displayed when theitem is added to an invoice.
To select an item as a modifier for another inventory item:

?? Use <TAB> or the mouse to move the cursor to the Inventory List, then use <?> and <?> or the
mouse to highlight the modifier item you wish to add to the M odifier List.

?? Oncetheitem is highlighted, click on Add to add the item to the Modifier List. Repeat thisfor
every item you want to add as a modifier.

?? Toremove an item from the Modifier List, use <TAB> or the mouse to move the cursor to the
Modifier Ligt, then use <?> and <?> or the mouse to highlight the modifier item you wish to
remove. Oncetheitem is highlighted, click on Remove.
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Printers
To access the Printers page, click on the Printerstab or press<ALT—P>.

Eeneral! thiu:unall Special F'riu:ingl Qiscuunts! b atri= Infu:ul Modifiers Brinters | Sales ﬂistu:uryl

— Frinters

7 LPT1
Add Monitor COMA

&dd LPT Port

Add COM Fort

Add Port
Addrezs

Add Windows
Frirter

Remowve Port

SID = Station (D

This function allows you to select which printer(s) an item will print on and/or which monitor(s) an item
will be displayed on. For example, if a customer orders a Coke and a hamburger, you can print the soda
order at the bar at COM1 and the hamburger at the grill at COM2.

Add Monitor: Use this button to send an item to a monitor at a specified Station ID instead of (or in
addition to) a printer. The order can then be displayed on the selected station by choosing Order Filling
from the File menu on the Restaurant Pro Express Login Screen.

Add LPT Port: Usethis button to select an LPT port for theitem.

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 address (ex: //server/hp4000) for an item.
This allows for much greater flexibility in printer placement and setup for restaurant environments.

Add Windows Printer: Use this button to specify any printer that is set up in the Windows printer setup
folder.

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

printers. Even if you don’t choose a printer, a receipt will print to the default printer if Print Invoicesis
set to YES in the Setup screen.
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SalesHistory

To access the Sales History page, click on the SalesHistory tab or press <ALT-H>.

General | Optional | Special Pricing | Discounts | Matix Info | Modifiers | rinters Safesﬂmcimj

~ Sales Histary-
lrm::-~ Dotz [Tme  [Custh  [Quamiy JCost  JPries |
1018 3/6/01 G:2354PM 101 1.$0.25 $1.00 '
1015  3/6/01 SE013PM) 0] 24025 $1.00
A014]  3/6/01 53355 PM 0] 14025  $1.00
1008  3/6/01 41055PM 7226374 14025  $1.00
1007]  3/5/01 10:2415PM Am 13025 4075

This screen displays all of the invoices on which the selected item was sold.
Number, Date, Time, Customer Number, Quantity, Cost, and Price.

It displays the Invoice
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Control Buttons

Add: This will add the item to your inventory. NOTE: Once an item has been added to your
inventory, you cannot change the item number and it can only be deleted if it hasn’t been used in a
previousinvoice. However, you can edit the item name.

Update: Thiswill save any changes made to the current item.

Duplicate: If you have more than one of a particular rental item, you can use Duplicate to copy all of the
information from one item number to a new item number. This allows you to have the same information
on more than one rental item without manually entering the information for each one.

Instant PO: This allows you to generate an instant purchase order for the item.

Reorder Report: This report displays a list of inventory items that have fallen below their respective
reorder levels, separated by department. The report contains the following information about each item:
I[tem Number, Item Name, Department Number, Vendor Number, Vendor Name, Part Number, Cogt, In
Stock, Value, Price, Reorder Level, and Reorder Quantity.

Delete: Thiswill delete the current item from your inventory. NOTE: An item can only be deleted if it
hasn’t been used in a previousinvoice.

Cancel: Click on this button to cancel the current data entry.

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

g ‘ Search by [tem Mumber E ‘

Use the arrow buttons to scroll through your inventory item. The Left arrow will display the previous
item and the Right arrow will display the next item.

To search for an item, type the item number or item name in the Sear ch by Item Number or Search by
[tem Name field, or click on the down arrow to display alist of all the inventory items. Y ou can also use
the up and down arrows, <?> and <?>, to scroll through the inventory when that field is highlighted.
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Department Maintenance

. Department Maintenance = B
Infa

Department 1D

Add
P |1[IEID

Department Descrnption
Update IElurgers

Department Type:

* Hegqular ¢~ Hental ~ Employee
Delete

[~ Display on Touch Screen
Search by Dept Name
Exit @ I B $

A department is a way of grouping inventory items into different categories. The Department
Maintenance screen allows you to create or update departments. To access this screen, select Department
Maintenance from the Administrative menu in the Options Menu (Modern) or from the Inventory
menu (Traditional).

To create a department:

?? Click on Add or press<ALT-A>.

?? Typein the new department ID in the Department 1D field. NOTE: Do not use an asterisk, *,
in the Department ID.

?? Use <TAB> or the mouse to move the cursor to the Department Description field, then typein
the description of the new department.

?? Click on the Department Type. Select Rental to create a rental item department. Select
Employee to create an employee department. Select Regular for all other types of departments.

?? Click on Save or press <AL T-S> to add the department. Click on Cancel or press<ALT-C> to
quit without creating a department.

To update or delete a department:

??7Select the desired department. Scroll through your departments by using the arrow buttons. The
Left arrow will display the previous department and the Right arrow will display the next
department. To search for a department, type the department 1D in the Search by Dept 1D
field, or click on the down arrow to display a list of all the departments. Once this field is
highlighted, you can also use the up and down arrows <?> and <?> to scroll through the list.

?2Change the desired information, then click on Update or press <ALT-U>. Click on Exit or
press <AL T-X> to quit without saving any changes.

?? To delete the selected department, click on Delete or press <ALT-D>. All of theitemsin the
deleted department will show a blank department field.

NOTE: To change the department ID for a department, select Change Department ID from the
Department Maintenance Info menu. You can aso change the department sorting order by selecting
Toggle Sort Order.
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Kit Maintenance

Help

Add Dept Search Descrip Kit Number
: General ltem |I:||:|j.25
Hot Ent
ot Entrees Kit Name
Wraps ; lSm Spaghetti Meal
Delete Cold Sandwiches __i ( _ :
Calc Cost Per Calculated Price Price Ovemde Tax
| 3360 3555 :r.o5 ¥ Taz 1
Search by Item # oo
I Tax 3
Update I LI
Item ¥ |ItEl Hame | L3 |Disc|Pric:E |
03403 Sa. Spaghetti H. 1 1] $4 95
00602 Bread 1 1] $0.75
Sales 00607 Sm. Soda 1 1] 50 .85
Summary
3
Exit Search by Kit #
Brevious I j Next

A kit isagroup of inventory items that is sold as one item. Each kit will have its own unique kit number,
but it is considered a group of inventory items. Kits are a faster method of adding individual items of a
group to an invoice. When a kit is added to an invoice, all of the inventory items associated with that kit
number will be automatically placed on the invoice. You may also specify a price for the kit that is
different than thetotal of all the prices of the included inventory items.

The Kit Maintenance screen allows you to add items to your inventory as well as edit existing inventory
items. To access this screen, select Kit Maintenance from the Administrative menu in the Options
Menu (Modern) or from the Inventory menu (Traditional).

Once you have accessed the Kit M aintenance screen, you can use <T AB> or the mouse to move from one
field to another. To add akit, click on Add or press<ALT-A>. Enter the desired information, then click
on Save or press <AL T-V> to save the new item. To update an item, change the desired information then
click on Update or press <ALT-U>. To exit without making any changes, click on Exit or press <AL T-
X>,

NOTE: Kit Number and Kit Name are required fields. You MUST enter a kit number and kit
name for each item.
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Chapter 2: Inventory Control

Department Search Description: This allows you to select a department for the kit. Scroll through the
Department list by using the cursor keys (<? >, <?>, <? >, <?>) or by clicking on the up and down
arrows with your mouse. Highlight the desired department, then press highlight the desired department.
NOTE: The Department must first be added through Add New Department under Departments in the
Inventory menu. For more information on creating departments, see Chapter 2: Inventory Control —
Departments.

Kit Number: This is the unique identifier for the kit. It can be up to 18 characters long and consist of
any combination of letters and numbers. However, if you are using barcodes, as is recommended, you may
only use numbers in the kit number. NOTE: Do not use any symbols, punctuation, or spaces, except
for the underscore (), aspart of the item number.

Kit Name: This s the description of the kit that will appear on invoices and reports. It can be up to 30
characterslong and consist of any upper and lower case letters, numbers, punctuation, or spaces. NOTE:
Do not use the asterisk (*) aspart of the item name.

Calc Cost Per: Thisisthe calculated total cost of all the inventory itemsin the kit. Thisis a read-only
field. You cannot enter information in this box.

Calculated Price: Thisis the calculated price of the individual inventory items together in the kit. This
isaread-only field. You cannot enter information in this box.

Price Override: Thisisthe price that will override the calculated price for the kit. Even if the prices of
theindividual items change, the price override will remain the same.

Tax: Thisindicates which tax(es) should be charged to thisitem. Click on the box next to the desired tax
level(s) to choose the type of tax to be applied to thisitem.

Search by Item Name/Number: Thisis where you enter the item name or item number of the items that
will be part of the kit. Y ou may scan or type in this information.

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

To create akit:
?? Click on Add or press<ALT-A>.

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

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

?? To delete an item from a kit, position the cursor on the desired item, and then press <CTRL-—
DEL>.

?? Once you have finished entering all the itemsin the kit, click on Save or press <ALT-V> to add
the kit to your inventory. Click on Cancel or press <AL T-C> to quit without adding the kit.
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Control Buttons

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

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

Update: Thiswill save any changes made to the current kit.

Sales Summary: This will display a summary of sales per month of the current year for the kit. The
summary will display the total sales, cost, and quantity for each month.

Next and Previous. These buttons allow you to scroll through your kits. Next will display the next kit
while Previous will display the preceding kit.

Exit: Click on this button to exit without adding or updating akit.
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Group Maintenance

SEJIECtI-G—'-.[O:up __Add | Géniarf;fl:ﬂn'ﬂider-l ol '--]nslari-.l,P_:D -
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Single-Click to display information. Double-Click to place on purchase order

A group is away to classify an item that has different styles. Group Maintenance allows you to create
groups for inventory items.

To create a new group:

?? Select Group Maintenance from the Administrative menu in the Options Menu (Modern) or
from the Inventory menu (Traditional).

?? Click on Add or press <ALT-A>. Typein the new group name. The group hame can contain
any alphanumeric characters. Click on OK or press <ENTER> to create the group. Click on
Cancel to quit without creating a group.

When you highlight a group in the Select Group ligt, al of the sizes and colors available for the group
will be displayed in the grid. Click on a cell in the grid to display information about that item. The item
number, description, and current quantity in stock will appear in the General Tab. The On Order tab
displays any open purchase orders for the selected item.

General | On Orcer | General O Order |

PO# Quantity  |Vendor & | Due Date
' 101 25 5651212 3/22/00
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Group Maintenance also allows you to generate and receive purchase orders for group items.
To generate a purchase order for an item:

?? Double-click on the desired item. Enter the amount that you would like to place on order then
click on OK or press<ENTER>.

Info Prompt

Haow many would vou like to place on onder?

15
?? Click on Generate PO or press <ALT-G>. The item will appear on the Purchase Order grid
with the entered quantity. Modify any fields that may need to be changed, and then click on
Create.
To receive an item from an existing purchase order:

?? Click on the desired item to select it, then click on Receive from PO or press<ALT-R>.

Info Prompt

How mary would pou lke to receive?

15

?? Enter the quantity received, then click on OK or press <ENTER>. Your inventory will be
updated.

Toreceive an item that does not have an existing purchase order:
?? Click on the desired item to select it, then click on Instant PO or press <AL T-P>.

. Instant PO M= E3

Enter item #:
|204

[uantity received:
i'l 5

Cazt Per Beceive |
!$1 2.50

Tl
Yendor il |

Mohe
E xit |

?? Enter the amount received and select a vendor (if any), then click on Receive or press<ALT-R>.
Click on Exit or press <AL T-X> to quit without receiving any items.
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Express Input

[Fveertorny

Departrnent [tern Murnber Itern M ame =

1234 336003 H amburger % alue Meal

1234 986004 Cheezeburger Walue

2345 987034 lced Tea [UnSweet)

2345 987095 |zed Tea [Sweet]

2345 9370596 Lemonade

2345 987097 Ginger Ale

2345 9av0ss Cola

2345 9870595 Diet Cola

2345 937100 Foot Beer

2345 983710 Fink Lemonade —I

2345 937456 Spring 'w ater 160z

2345 987604 Spring ‘W ater 240z =
o 5

Exit

Express Input allows you to add or edit inventory items quickly because the screen is laid out in
spreadsheet form. To access this screen, select Express Input from the Administrative menu in the
Options Menu (Modern) or from the Inventory menu (Traditional).

Only certain fields are visible in Express Input: Department, Item Number, Item Name, Cogt, Price, Retail
Price, In Stock, Tax, Vendor, Reorder Level, Reorder Quantity, and # Bonus Points. To edit any field of
an item, use <T AB> or the mouse to move the cursor to the desired box, then type in the new information.
To add an inventory item, use <TAB> or the mouse to move the cursor to the line marked with an asterisk
‘*’ then type in the information. Your inventory will be updated automatically when you enter or change
data. Click on Exit or press <AL T-X> to exit the Express Input screen.
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Vendor Maintenance

WVendor Maintenance

Help

Vendor Maintenance

VYendor Humber Company Hame

|1(H]1 ISparkling Stream Beverages

Contact First Name Contact Last Name Tax ID

|:rohn ISmith I123—45—6?39
Update |

Street Address Telephone Humber

|1234 Main Street |(123}456—?89l]
s | Extended Address Faz Number

| |(123)456—?339

E it | City State Zip Code Social Secunty #

|Sparkling Stream |MI |12345 |
Terms Comizgion % Flat Rent Rate
IND Ship Chy |u |$ 0.00

@ | Igeamh by Vendor # 5 ':> |

A vendor is a person or company from whom you purchase items in your inventory. The Vendor
Maintenance screen allows you to create or update vendors. To access this screen, sdect Vendor
Maintenance from the Administrative menu in the Options Menu (Modern) or from the Inventory
menu (Traditional).

To create a vendor:
?? Click on Add or press<ALT-A>.

?? Type in a vendor number in the Vendor Number field. You may wish to use a telephone
number as a vendor number. NOTE: Do not use an asterisk, *, in the vendor number.

?? Use <TAB> or the mouse to move the cursor to each field to enter the vendor’ s information, then
click on Save or press <ALT-S> to add the vendor. Click on Cancel or press <ALT —C>to
quit without creating a vendor.

To update or delete a vendor:

?? Select the desired vendor. Scroll through your vendors by using the arrow buttons. The L eft
arrow will display the previous vendor and the Right arrow will display the next vendor. To
search for a vendor, type the vendor name or vendor number in the Sear ch by Vendor # field, or
click on the down arrow to display a list of al the vendors. Once this field is highlighted, you
can also use the up and down arrows <?> and <?> to scroll through thelist.

?? Change the desired information, then click on Update or press <ALT-U>. Click on Exit or
press <AL T-X> to quit without saving any changes.

?? Todeetethe selected vendor, click on Delete or press<ALT-D>. NOTE: Only vendor sthat
arenot preferred vendorsfor an item may be deleted.
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Purchase Orders

. Purchase Orders =]

Dptions.
Purchase Orders

t) Duﬂa{ﬁfﬁfa i'b’éé[éc!fﬁarcﬁasé'-l:j;‘dEI- s i'fiaw:'_ﬂrpi'an Pls - ilfiaw.g.a-s‘eé PO

[Po# Dals [Ref®  [Vendor® |DusDale [Stalus | Total Cost
il AT 1001 7A15/01 0 $525.00

M add ltem#  [Description |Guan [ Cost [ExtCost  [#Recd
AR ; _ 1001 Hamburger | BO0| $1.25 [$625.00 | [
Update
Close
Cancel
Exit

The Purchase Orders screen allows you to create and update purchase orders. To access this screen, select
Pur chase Orders from the Administrative menu in the Options Menu (Modern) or from the I nventory
menu (Traditional).

The main screen displays all open purchase orders:

PO #: Thisisthe purchase order number. It is assigned by CRE after the purchase order is created and
cannot be modified.

Date: Thisisautomatically set to the current date. It cannot be modified.
Ref # Thisisan optional field and is assigned by the user.

Vendor #: You must enter a vendor number for each purchase order. Thisisthe vendor from whom you
are purchasing the order.

Due Date: You must enter a due date for each purchase order. Thisisthe date by which the order should
be received.

Status. This is the current status of the purchase order: O-open purchase orders, C-closed purchase
orders, or V-voided purchase orders.

Total Cost: This is the total cost of the order. It is automatically calculated by CRE and cannot be
modified.
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To create a purchase order:
?? Click on Add or press<ALT-A>, then enter the desired information:
?? Once all of the information has been entered, click on Save or press <ALT-S> to save the

purchase order. Click on Cancel or press <ALT-C> to quit without saving the new purchase
order. You will be asked if you would like to print a copy of the purchase order after saving it.

To update a purchase order:
?? Double-click on the desired purchase then make any necessary changes.

?? Click on Update or press <AL T-S> to save your changes. Click on Cancel or press <ALT-C>
to quit without making any changes.

To close a purchase order:
?? Double-click on the desired purchase order.
?? Click on Close or press <AL T-L> to close the current purchase order. Click on Cancel or press

<ALT-C> to quit without closing the purchase order. NOTE: Closed purchase cannot be
reopened.

General Information

TGeneral information ] Add lters |

Select Vendor Ship Yia Ship T
IUPS IF'C Amefica
Seimenced lED Morth Harrison &ve
T [Suite 40
ol [E NY 10920

ongers,

Instructions [Nt 30

Dus Date [1-800-722-6374

|26/

Select Vendor: You must select a vendor for each purchase order. Thisis the vendor from whom you are
purchasing the order. Use the mouse to click on the desired vendor.

Instructions: You may enter instructions for the purchase order in thisfield.

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

Reference #: Thisisan optional field and is assigned by the user.

Terms: Thisisan optional field. It isautomatically entered if there are terms present for the vendor. The
user can override thisinformation. (Example: Net 30)

Due Date: You must enter a due date for each purchase order. Thisis the date by which the order should
be received.

Ship To: Thisisan optional field and the user may modify it. The default Ship To Addressis the address
located in the Company Infor mation screen. Y ou may add additional linesfor Attn:, phone number, etc.
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Add Items

General Information. Add ltems l

Select Wendor N
o ora Rearder Paint [ ‘with Open PO's __ Findltem |
Inventary
[temMum ItemM ame In_Stack | rder_Level | =1 Quantity] Cost Mendm_'Numj
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Update
Close
Cancel
Exit

Select Vendor: You can select a vendor by typing the entire vendor name then pressing <ENTER>. You
can also type the first few characters of the vendor then use the mouse to click on the down arrow to
display a list of vendors beginning with those characters. Use the up and down arrows, <?> and <?>, to
scroll through the vendors when that field is highlighted.

At Reorder Point: To display only items that have reached their reorder points, click on thisbox. Leave
this box empty to display all items even if they have not reached their reorder points.

With Open POs:. To display only items that have open purchase orders, click on thisbox. Leave this box
empty to display all inventory items.

Find Item: Click on this button to find an item by item number.

Inventory Selection Grid: This displays the items that can be added to a purchase order. Double-click on
an item to add it to the purchase order. The grid displays the Item Number, Item Name, quantity in stock,
reorder level, reorder quantity, reorder cost per item, Vendor Number, Part Number, and Department |D
for each item.

Added Inventory Grid: This grid displays the items that have been added to the purchase order. The
grid displays the Line Number, Item Number, Description, reorder quantity, reorder cost per item, total
cost, and number received. Once an inventory item is selected and added to a purchase order, the quantity
and cost may be modified. To delete an item from the purchase order, press <CTRL-DEL > while the
cursor is positioned on the item.
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To receive items on a purchase order:
?? Double-click on the desired purchase order.

?? To receive one item on the purchase order, click on Receive Item or press <ALT-1>. To receive
all of the items on the purchase order, click on Receive All or press<ALT-A>.

?? If you choose to receive a single item, you will be prompted to enter the line number of the item
toreceive. Enter the desired line number then click on OK or press<ENTER>.

Info Prompt E3
What ig the line number of the item you would like ko ok
receive?

Catcel
|3

?? Next you will be prompted to enter the quantity received of that item. Enter the received amount
then click on OK or press<ENTER>.

Info Prompt
How mary of thiz item would you like to receive’? 0K
Cancel
{250

?? Click on Update or press <AL T-U> to update the purchase order and the inventory.

To print a purchase order:
?? Double-click on the desired purchase order.

?? Click on Print or press<ALT-P>.

Control Buttons

Add: This creates a new purchase order.

Update: This updates any changes made to the displayed purchase order.

Close: This closesthe displayed purchase order. NOTE: Closed pur chase order s cannot be r eopened.
Cancel: This exits the edit mode without saving any changes made.

Exit: Click on thisto exit the Purchase Orders screen.
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Instant PO’s
. Inztant PO [_ [ =]

Enter item #:

Guantity received:

{100
Cozt Per Receive
[$1.00
Wendor Clear
Mone
Sparkling Stream E it

This feature allows you to generate an instant purchase order for an item. You can use this function to
add additional stock at a new cost and CRE will automatically calculate the average cost of this item if
Average Cost Method is enabled in the Setup Screen. To generate an instant purchase order, select
Instant PO’s from the Inventory menu (Traditional only). Enter the purchase order information then
click on Receive or press <AL T-R> to receive the purchase order. Your inventory will automatically be
updated. Click on Clear or press <ALT-C> to clear the entered information. To quit without receiving
the purchase order, click on Exit or press<ALT-X>.

Enter Item #: Enter the item number of theitem being received here.
Quantity Received: Enter the received quantity of the item here.
Cost Per: Enter the cost per item in thisfield.

Vendor: You may select a vendor for the purchase order here. Select None if thereis no preferred vendor
for thisitem.
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Back Orders
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This screen displays either the items that are currently on backorder for a selected customer or the
customers for whom a particular item is on backorder. The grid displays the date the backorder was
placed, customer number, item number, item name, the quantity placed on backorder by the customer, the
current quantity in stock, amount paid, whether or not the backorder was prepaid, and the invoice number.
To access this screen, select Back Order s from the Administrative menu in the Options M enu (Modern)
or select Display Backorder s from the I nventory menu (Traditional).

To view items on backorder for a customer:
?? Typethedesired customer number in the For Customer # field.

?? Press <TAB> to move the cursor to a new field. Only backorders for the entered customer will
be displayed.

To view which customers have placed a certain item on back order:
?? Typethedesired item number in the For Item # field.

?? Press <TAB> to move the cursor to a new field. Only backorders for the entered item will be
displayed.

There are three options for displaying backorders. Select All Open Backordersto display al backorders
that have not yet been filled. Select Backorders Covered by Stock to only display backorders for items
that are currently in stock. Select Backorders Not Covered by Stock to only display backorders for
itemsthat are not in stock.

To fill a backorder, either double click on the desired backorder or highlight the desired backorder then
click on Fill Backorder or press <ALT-F>. Theitem will be added to the current invoice. Click on Exit
or press <AL T-X> to exit without filling a backorder.
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Inventory Sort Order

You can choose to sort your inventory items and kits by either item name or by item number. To change
the way you sort your inventory in the Modern Invoice Screen, select Toggle Item Sear ch from the Tools
menu or press <SHIFT-F2>.

In the Traditional Invoice Screen, sort your inventory by item name by clicking on Inventory/Kit Sort
Order in the Inventory menu then select Sort by Item Name, or press <SHIFT-F7> in the Invoice
Screen. To sort your inventory by item number, click on Inventory/Sort Order in the Inventory menu
then select Sort by Item Number, or press <SHIFT—8> in the Invoice Screen. A check will appear
next to the current manner of sorting inventory.
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Chapter 3: Customer Control

Customer Maintenance

Every transaction in Cash Register Express uses a specific customer, and each customer must have a
customer number. The default customer is Customer #101 (Cash Customer). Businesses who are
running a cash business, such as a convenience store, that don't need to store customer names or
addresses should use Customer #101. However, stores such as video stores or restaurants may want to
keep their customers names, addresses, and telephone numbers on file. These stores should use
Customer Maintenance to add and edit customers.

NOTE: The Cash Customer is a necessary customer to have. Do not edit this customer. If this customer
gets edited or in any way deleted, you must replace it by running the Check Database utility in the File
menu of the Login Screen (See Chapter 1: Setting Up Cash Register Express).

im. Cuzstomer M aintenance O] =]
Info - Print Custamer Labels

General Info |.-‘-‘-.gu:-:|unt Infu:ui E:-:tendedlnfu:ul ShipTo Inf-:ui [ otes I

Cuztomer # First Mame Last Mame

|7226374 {Jchn { Smith

Compaty M ame Prirmary Phone Mumber

|PC America {300-722-6374

Street Address Alternate Phone Mumber

{E0 Morth Harrizon dve Suite 40 |245-267-3500

City State Zip Code

|Congers [N {10320

Dizcount Level CaLinkry

I,.-:-., vI [~ TawExempt T

Search by Customer # Mt S
[~ Select for current invoice I —I 2dd Update
Delete E xit

Customer Maintenance allows you to create and update customer numbers for a customer. To access this
screen from the Modern Invoice Screen, select Customer M aintenance from the Tools menu or from the
Administrative menu under Options. To access this screen from the Traditional Invoice Screen, select
Customer Maintenance from the Inventory menu. Y ou can also press <F4> in either Invoice Screen.

Once you have accessed the Customer M aintenance screen, you can use <TAB> or the mouse to move
from one field to another. To add a customer, click on Add or press <ALT-A>. Enter the desired
information, then click on Save or press <ALT-V> to save the new customer. To update a selected
customer, change the desired information then click on Update or press <ALT-U>. To exit without
making any changes, click on Exit or press <AL T-X>.
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General Info

The General Info screen is displays all the general information about a customer, such as name, address,
and phone number. To access this screen, click on the General Info tab or press<ALT-G>.

Customer Number: Thisisthe unique identifier for a customer. Every customer MUST have a customer
number. Customer #101 is the default cash customer and cannot be changed. Customer humbers can be
up to 10 digits long and can contain any a phanumeric characters. Some common customer numbers are
phone numbers or a zip code followed by the first three letters of the customer’s last name. NOTE: Do
not use any punctuation or spaces, except for the underscore (), aspart of the customer number.

Discount Level: Thisisthe selected discount level for the customer. Click on the arrow to drop down the
box for more choices. The default discount level is“A”. The discount levels correspond to the levels
specified under the Setup menu. Each time an inventory item is selected for a customer invoice, the price
will be based upon the customer’s discount level. NOTE: You can override Setup discount levels for an
inventory item.

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

Account Info

General Info - Account [nfo I Extended Info | Ship To Infu:ul M otes I

Open Account Date Cloze Account Date Balance Due
EZzz—I g $735.00
Authonzed Memberz kemberzship E=piration Date

i Detailed
by S mith | 1z L |
Jozeph Smith J Account Info

Bonuz Paints Achieved

{250 Card SwipeIDs Dl | Add |
Crefault 5 alesperson b ax Balance 722B374
|on =] [s100000

¥ Member Bonus Plan

The Account Info screen displays all the information about a customer’s account. To access this screen,
click on the Account Info tab or press<ALT-C>.

Open Account Date: This is the date that the customer’s account opened. A customer with an open
account may pay for invoices On Account. To open an account for a customer, click on the O to theright
of the Open Account Date field. The current date will appear in the Open Account Date field. Y ou may
also manually enter an open account dateif it is different than the current date.

Close Account Date: Thisisthe date that On Invoice payment for the customer was terminated. To close
a customer’s account, click on the C to the right of the Close Account Date field. The current date will
appear in the Close Account Date box. You may also manually enter a close account dateif it is different
than the current date.

Authorized Members: Enter all membersthat are authorized to charge on account under this customer.
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Default Salesperson: If CRE is set to prompt for the salesperson ID, the default salesperson 1D entered
here will be the default for the prompt box for this customer.

Member ship Expiration Date: Thisis the date when the customer’s club membership expires. This date
bears no relation to On Account info or the Bonus Points Plan.

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

Max Balance: This is the maximum amount a customer may charge to their account. If Max Balance is
enabled in the Setup Screen, customers will not be allowed to charge any amount on their account greater
then their max balance.

Member Bonus Plan: If a Customer Bonus Plan is activated, this indicates whether the customer is a
member. Click on the box to enroll the customer in the plan. Leave the box empty if the customer isnot a
bonus plan member.

Customer Balance: Thisisthe current on account balance for the customer.

Detailed Account Info: Click on this button to display the Accounts Receivable screen. NOTE: You can
also access the Accounts Receivable Screen by selection Accounts Receivable from the Info menu on
the Customer Maintenance screen. For more information on this screen, see Customer Maintenance —
Accounts Receivable.

Card Swipe IDs: This function can only be used with magnetic-swipe membership cards. The swipe ID
serves as an alternate lookup for these customers.
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Extended Info

General Infu:u! Account Info - Extended [nfa l Ship Ta Infu:ul Haotes I

Credit Card Type Credit Card Mumber  Espiration
[1234567391234567 | |0502

Referral Source

e [Vagazine -]
Ewent Date Ewent Description E -mail Addrezs

J3:11/01 {Birthday |POSN 0w @Eal.com

Muabile Phone Fax

|345-267-3543 |345-257-3550

The Extended Info screen displays information about the credit card most often used by the customer.
CRE automatically inserts this information into the CRE Credit Card Processing screen for manual
processing or processing via IC VERIFY. To access this screen, click on the Extended Info tab or press
<ALT->.

Credit Card Type: Choose the type of credit card most often used by the customer. Y ou can choose from
MasterCard, Visa, American Express, and Discover. If the customer does not have a credit card, choose
None.

Credit Card Number: Enter the credit card number without any spaces.

Credit Card Expiration: Enter the expiration date of the credit card in the format MMY'Y.

Referral Source: This field allows you to record where the customer heard about your company. To
choose a referral source, click on the arrow and select the desired source. NOTE: Referral sour ces must
first be entered in the Account Control tab of the Setup Screen.

Event Date: You may enter an event date for a customer, such as a birthday or anniversary, in this field.
You can then print labels for a specified range of event dates. See Print Customer Labels for more

information.

Event Description: Thisis the description for the event date entered in the previous field. You can then
print labels for a specified event description. See Print Customer L abels for more information.

E-mail Address. Enter the customer’s e-mail addressin thisfield.
M obile Phone: Enter the customer’s mobile phone number in thisfield.

Fax: Enter the customer’s fax number in thisfield.
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Ship ToInfo

General Inh:ul Account Inh:ul Extended Info - Ship Talnfa I Motes I

First Mame Lazt Mame
John |Smith
Company Mame Phone Mumber
|FC America |300-722.6374
Street Address City

]EEI Martk Harrizon Ayve Suite 40 ]Enngers
Extended Address Shate

| Wy

Zip Code Country

10920 Jusa

The Ship To Info screen allows you to create a Ship To address for the current customer. Customers can
choose to have their items from an invoice sent to their Ship To address. To access this screen, click on
the Ship To Infotab or press<ALT-S>.

NOTE: To add the Ship To address to an invoice being processed, click on More Info in the Invoice
Screen, and then check the Send To Ship To Address box.

Notes

The Notes screen displays notes about the customer. To access this screen, click on the Notes tab or press
<ALT-O>.

Control Buttons

Next and Previous. These buttons allow you to scroll through your customers. Next will display the next
customer while Previous will display the preceding customer.

Add: This creates a new customer number.
Update: This updates any changes made to the customer information.
Delete: Thiswill delete the displayed customer number from your database.

Exit: Click on this button to exit from the Customer M aintenance screen. All unsaved information will
belost.

Search by Customer #/Last Name: To search for a customer, type the customer number or last namein
the Search by Customer # or Search by Last Name field, or click on the down arrow to display a list of
all customers. You can also use the up and down arrows, <?> and <?>, to scroll through customers when
that field is highlighted.

Select for Current Invoice: Click on this box to select the current customer for the current invoice.
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Accounts Receivable

The Accounts Receivable screen allows you to update and manage a customer’s account. To access this
screen, select Accounts Receivable from the Info menu or press <CTRL-A> in the Customer
M aintenance screen.

Invoices
. Account Details _ O] x|
Invnices |'Payments|
~ Display
& Alllnvaices  © Openlnvoices  © Paidinvaoices Recalllnvoice |
Invoice # [ Date [Total |BalDue  [&mt Applied [Paid?

1027|  7/14/01 $367.50 36750 3000 Mo
1028)  7/14/01 $367.50 $26750  $100.00 Mo

TI26374 Balance Due:

John Smith

PC America $63500

Select Transaction Twpe  [Selectinv#  |PayBy ] Amaunt -
Standard Payment Oldest =] |cash =] $0.00

Payment.. Thank Youl

Apply Payment |-

The Invoices tab allows you to make payments on a customer’s account. To access this screen, click on
the Invoices tab.

To make a payment on an account:

?? Sdlect the desired customer in the Customer Maintenance screen, and then sdlect Accounts
Receivable from the Info menu.

?? Seect the transaction type (Standard Payment) by clicking on the arrow next to the Transaction
Type field and highlighting the desired method.

?? Select which invoice to which you would like to apply the payment. Y ou may choose Oldest to
apply the payment to the oldest invoice, or you can choose a specific invoice number. Select an
invoice number by clicking on the arrow next to the Select Inv # fidld and highlighting the
desired invoice number.

?? Choose the payment method (Cash, Check or Credit) by clicking on the arrow next to the Pay
By field and highlighting the desired method.

?? Enter the amount for the transaction in the Amount field.
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?? If you make a mistake, you can click on Clear or press <ALT—-L> to clear any information that
has been entered. You can aso click on Exit or press <ALT-X> to exit the Accounts
Receivable screen.

?? Click on Apply Payment or press <AL T-A> to apply the payment. If the form of payment is by
check, you will be prompted to enter the check number. If the form of payment is credit card and
no credit card information is entered in the Customer Maintenance screen, you will be
prompted to enter the credit card number and expiration date.

NOTE: If Prompt Cashier ID isset to Yesin the Setup Screen, you will be prompted to enter your
Cashier 1D when entering a payment.
To print a statement:

?? Click on Statement or press <AL T-S> from the Invoices.

?? Enter the starting and ending date for the transactions for which you want to print a statement.
NOTE: Statements are formatted so that the address appears in the window of standard mailing

envelopes.

Payments

Date  [Amaunt  |Balfter
7A401 $12500  $460.00
FA4/01 45000 | $585.00
7A4/01 10000 | $635.00

The Payments screen allows you to view al the transactions made on the customer’s account. To access
this screen, click on the Payments tab.

Date: This column shows the date that the transaction was compl eted.
Amount: This column shows the amount for the payment.

Bal After: This column shows the balance after the payment was applied.
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Change Customer Number

Info Prompt
Enter new custonmer H#: ok
Cancel
|5551212

This function allows you to change the customer number for any given customer. To use this function,
select Change Customer # from the Info menu in the Customer Maintenance screen. Enter the new
customer number, then click on OK or press <ENTER>. Click on Cancel to exit without changing the
customer number. NOTE: You cannot change the customer number for Cash Customer .

Print Customer Labels

Frint Cuztomer Labelz

Current Cuztormer — Chil+L
All Cuztomers Chrl,
Bonuz Point Bange  Chl+B
Event Bange Chi+E

Print Customer Labels allows you to print labels for a customer on a Barcode Blaster labdl printer. You
can choose to print alabel for the current customer, all customers, customers who satisfy a specified bonus
point range, or customers who satisfy a specified event description and date range. Each label has the
customer number as a barcode and displays the customer name, address, city, state, and zip code. To
access this menu, click on Print Customer Labels in the Customer Maintenance menu bar or press
<ALT-L> whilein the Customer Maintenance screen. To print alabel for the current customer, select
Current Customer or press <CTRL-L>. To print a label for all customers, select All Customers or
press <CTRL-A>. To print alabel for all customers who satisfy a specified bonus range, select Bonus
Point Range or press <CTRL-B>. You will be prompted to enter the lower and upper limits for the
bonus point range. To print a label for all customers who satisfy a specified event date and description,
select Event Range or press <CTRL-E>. You will be prompted to enter an event description and the
upper and lower limits for the event date range. To include all event descriptions in your range, enter ‘*’
for the event description.
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Chapter 4: Creating | nvoices

The Invoice Screen is where all of your daily invoicing will be done. Administration tasks such as
Reports, Accounts Receivable, Purchase Orders, and Inventory Control are performed in different

The Invoice Screen

Modern
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screens in Cash Register Express and are explained in other chapters.

Before you begin processing invoices, you must manually enter your inventory items into CRE. Y ou may
want to enter just a few items at first so you can get a feed of how the program works, and then
progressively add more items. Refer to Chapter 2: Inventory Control for more information on adding

inventory items.
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Cashier Functions

. Options

Change ClockIn/
Caghier ID Clock Out

Recall
On-Held
Invoice

Display On
Hold IDs

Look Up
Customer

Print Last Print Docket

Hold and Print Receipt {no prices)

The Cashier Functions screen displays functions used by cashiers. To access the Cashier Functions menu
in the Modern Invoice Screen, click on Options, and then click on Cashier Functions, or ssmply press
<F10> in the invoice screen. You can quickly select a menu or function by pressing the shortcut key
shown in its upper left-hand corner. Click on Done to exit the Setup menu.

Change Cashier 1D

Cre2000 [ x|

Please Enter Cashier 1D:

Cancel |

[iE
This screen allows you to change the ID of the current cashier without exiting the program and logging in
again. Invoices are tracked by Cashier ID, and any settings saved for the Cashier ID will be automatically

recaled. The administrator may enter the administrator password to override any functions that are
locked out to the cashier.

To change the current Cashier ID:

?? Select Change Cashier |ID from the Cashier Functions screen (Modern) or select Change
Cashier 1D from the Setup menu (Traditional).

?? Typein the new Cashier ID, then click on OK or press<ENTER>.

?? Enter the password for the specified Cashier ID.
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Open Drawer
This function lets you open the cash drawer with the administrator password. You can also use this
function to verify that your cash drawer is functioning properly. To open the cash drawer, select Open

Drawer from the Cashier Functions screen (Modern) or select Open Cash Drawer from the Setup
menu (Traditional). Typein the administrator password, then click on OK or press<ENTER>.

Clock In/Clock Out

im. Time Clock 2=

ClockIn Clock Out

Cancel
2/27/01 -- 10:33:22 PM

This function allows employees to clock in or clock out. Restaurant employees are prompted to enter the
amount of tips they collected when they clock out. To access this screen, select Clock 1n/Clock Out from
the Cashier Functions screen (Modern) or select Clock 1n/Clock Out from the Tools menu. To clock in,
click on Clock In or press <ALT-1>. To clock out, click on Clock Out or press <ALT-O>. Click on
Cancel or press<ALT-C> to quit without clocking in or out.

Recall Invoice

This function allows you to display a completed or voided invoice. To view an invoice, select Recall
Invoice from the Cashier Functions screen (Modern) or sdect Recall Invoice from the Sales
Information menu. To reprint the invoice from this screen, click on Print Invoice or press <ALT—P>.
Once you are done viewing an invoice, click on End Display or press <ALT—E> (Modern) or Done or
<ALT-D> (Traditional) to exit this screen.

NOTE: When you recall an invoice, you cannot edit it in any way, nor can you delete it.
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Recall On Hold Invoice

Yiew Previous Invoice

Enter the number of the On Hald ID for the invoice you

wolld like bo e
Cancel |

{1234

This function alows you to recall an on hold invoice by the Hold 1D that you entered when you originally
put it on hold. Once you recall an on hold invoice, you can process it to completion, void it, modify it, or
put in on hold again. To access this screen, select Recall On-Hold I nvoice from the Cashier Functions
screen (Modern) or sdect Recall On Hold Invoice from the Sales Information menu. For more
information on placing an invoice on hold, see Chapter 4: Creating Invoices: Dissecting the Invoice
Screen.

Display On Hold ID Numbers

9r10J00
OnHold ID Date  Time Invoice MNumber Cashier ID
Mk, BIZ200 11:36:41 81 1 01
321 B3100 6:30:03F1 58 01
A5 BE100 6:31:31PM 59 01
1234 D000 11:2636F 63 01

This function displays an on screen report of al the invoices currently on hold. The report also shows the
corresponding On Hold ID, invoice number, as well as the date and time that the invoice was placed on
hold. You can use this report if you forget the On Hold ID for an invoice. To access this screen, select
Display on Hold Ids from the Cashier Functions screen (Modern) or select Display On Hold ID
Number s from the Sales Infor mation menu (Traditional).

L ook Up Customer

This function allows you to display and sdlect from a list of all invoices processed for a particular
customer. To access this screen, select Look Up Customer from the Cashier Functions screen (Modern)
or select Look Up Customer in the Sales Information menu or press <CTRL-U> (Traditional). Once
you enter the customer maintenance screen, locate the correct customer by either entering the customer
number or last name or by using Next and Previous. Once the desired customer is displayed, click on
Select or press <ALT—L> to view the Invoice Screen. Click on the down arrow in the Select Invoice to
View field to view alist of invoices for the selected customer. The invoices are marked as ‘O’ (on hold),
‘V' (void), or ‘C’ (completed). Usethe mouse to click on the invoice you wish to view or use the arrow
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Price Check

. Price Check

Scan or enter item number:

Item Number: 0280000107 7%

Description: Baby Ruth 2.10z
Bar

Price: $ 0.75
Tax1: % 0.08

Total: $ 0.83

This function allows you to view the description, price, tax, and total of a particular item without adding it
to the invoice.

To do aprice check:

?? Select Price Check from the Cashier Functions screen (Modern) or select Price Check in
the Inventory menu (Traditional). You can aso press <F5> in either screen.

?? Scan or typein the item number, then press <ENTER> to display the item information.

?? Click on Exit or press<ENTER> or <AL T—X> to exit.
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Return Rentals

Date Returned: | [item Number: |
8/10/98 | |
D epartment: Item Number: |
1234 456123
Item Hame: Status: Exit |
Casablanca | s —

Cash Register Express allows for items to be rented if they are in a Rental Type Department. When a
customer returns an item that has been rented, select Return Rentals from the Cashier Functions screen
(Modern) or select Return Rentals from the Inventory menu or press <CTRL-F1> (Traditional) to
return the item to the store.

Toreturn arented item:

?? Select Return Rentals from the Cashier Functions screen (Modern) or sdlect Return
Rentals from the I nventory menu or press<CTRL—F1> (Traditional).

?? Typein the item number of the item being returned, then press<ENTER>.

?? CRE will display the Department, Item Number, Item Name, and Status of the returned item
that was just entered.

?? Click on Exit or press <AL T—X> to exit.

Hold and Print

This function prints the invoice and puts it on hold. You will be prompted to enter an On Hold ID of up
to 4 characters. To use this function, select Hold and Print from the Cashier Functions screen (Modern)
or select Print On Hold I nvoice from the Invoice menu (Traditional).

Print Last Receipt

This function allows you to print a receipt for the last invoice that was processed. If an item is added to
the current invoice, the function changes to Print Receipt and you can print a receipt for the current
invoice. To access thisfunction, select Print Receipt from the Cashier Functions screen.

Print Docket

This function allows you to print a receipt without prices. To access this function, select Print Docket
from the Cashier Functions screen.
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Dissecting the Invoice Screen

Modern I nvoice Screen

Item Search

Search By Item Number Quantity

| | I

Item Search is the section of the Invoice Screen where you ring up the items that the customer wants to

purchase. You can search for inventory items by item number or by item name. You can set this
parameter by selecting Toggle Item Sear ch from the T ools menu.

To add an item to the current invoice using the bar code scanner, scan the bar code of an inventory item
when the cursor is blinking in the Search by Item Number box. The number will appear on the grid. If
you are entering the number by hand, you must press <ENTER> after typing the number. You can also
partially enter an item number and then press the down arrow key <?> to get a listing of al items
beginning with those numbers. For example, if you know that the item number of a can of Coke begins
with 0112 but don't know the rest, you can type 0112 then press <?> and all the items whose numbers
begin with 0112 will be displayed.

If the quantity for an item you are adding to the invoice is different than one, you may change it prior to
scanning or entering the item by pressing <ALT-Q> or clicking on the Quantity box. Note that the
guantity can be negative and it does not need to be a whole number. If the customer is returning an
item, use a negative quantity. This will add a negative amount to the current total as well as
properly update the in-stock amount of the inventory item once the transaction is completed.

Once all of theitems have been added and you have selected the payment method (cash is the default),
press <AL T-E> or click on End Transaction to complete the invoice.

Totals

Running totals are kept for the current invoice. Each time you add a new inventory item to the invoice,
the totals portion is updated. If you are using a pole display, it will be updated as well.

Sub Total: This line displays the total amount of all the items in the invoice added together before taxes
or discounts.

Tax: Thisline displaysthe total amount of tax for the invoice before any invoice discounts.

Grand Total: Thisline displaysthe invoice total after taxes but before any invoice discounts.
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Invoice Grid

# [tem Mumber [uattity Price| -
Dezcrption

1 1001 1 $2.25
Hamburger

2 a0m 1 $0.99
Small Friez

2l A001 1 $1.00
Cola- 16 oz

I E ;FI
The Invoice Grid shows all of the items that are in the current invoice. Four columns are always in view:
Line #, Item # and Description, Quantity, and Price. Scrolling to the right by clicking on the right
arrow in the bottom right-hand corner of the grid reveals additional information about theitem. NOTE:

A cashier can only scroll to reveal additional information about an item if both Add Inventory/Kits and
Update Inventory/Kitsareset to“ Yes' in the Per missions tab of the Employee M aintenance screen.

Item Options

X = v\l} A’G- Quan Erice

Delete Discount Change | Change
Ctxl + Del Control+ L Do Up

Use the Item Options to change information on an invoice. Select Item Options from the I nvoice menu
or press <F12> to display these buttons

Delete: Click on aline on the Invoice Grid then click on Delete or press<CTRL-DEL > to delete an item
from the invoice.

Discount: This function allows you to apply a discount to a specific line of the current invoice. Click on a
line on the Invoice Grid then click on Discount or press <CTRL-L> to apply the discount. You will be
prompted to enter the percentage off.

Up/Down: Use these buttons to move the highlighted cursor in the Invoice Grid. Click on Up or press
<AL T-U> to move the cursor up to the previous item. Click on Down or press <AL T-D> to move the
cursor down to the next item.

Quantity Change: To change the quantity of an item once it has been added to the invoice grid, click on
the desired item, then click on Quan Change or press <ALT-U>. You will be prompted to enter the new
guantity.
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Price Change: To change the price of an item once it has been added to the invoice grid, click on the
desired item, then click on Price Change or press <ALT-P>. You will be prompted to enter the new
price.

I nvoice Options

v

End Tranzaction

Wl 2 4| F

Woid rvioice Haold Irvoice Pavmnent
Contral + % Contral + H Cptionz On Options

Use Invoice Options to end, void, or hold an invoice, modify the payment options display, or change the
properties of the entire invoice.

End Transaction: Once all of the items have been added to the invoice, click on End Transaction or
press <AL T-E> to complete the invoice.

Void Invoice: To void the current invoice, click on Void Invoice or press<CTRL-V>.

Hold Invoice: This function allows you to place the current invoice on hold. Hold Invoice could be used
if the cashier began ringing up an order but then the customer realized that he forgot to pick up something
on hislist. The cashier could place the invoice on hold and ring up other customers in line while the
original customer gets the forgotten item. To place an invoice on hold, click on Hold Invoice or press
<CTRL-H>. You will be prompted to enter an On Hold ID of up to 4 characters to use later to recall the
invoice.

Info Prompt

Please enter an on hold 1D [maximurn 4 characters]:

Cancel |

{1234

NOTE: To recall an on hold invoice, select Recall Invoice from the Cashier Functions menu in the
Options menu. You will be prompted to enter the Hold ID that you originally entered when you placed
the invoice on hold.

Payment Options: Click on this button to display payment options buttons on the Invoice Screen. Click
on the button again to remove the buttons.

Options: Click on this button to display the Options menu. See Chapter 1: Setting Up Cash Register
Express. Options M enu for more information on this screen.

Cash Register Express 84



Current Customer

Customer Info . ”!u"” Customer Info \ ”!u””
@ 101 -- Cazh Customer i @ 7226374 -- John Smith g
Ciuick P America Cluick
Find S Find Ph: 800-722-6374 Search

The default customer for each invoice is 101 Cash Customer. You can also keep track of your customers
by creating a customer number for each customer and then selecting it for the current invoice (creating a
customer is explained in detail in Chapter 3: Customer Control). There are two ways to sdlect a
customer for an invoice, Quick Search and Find. Quick Search allows you to select a customer by
entering his number while Find allows you scroll through your customer records.
To select a customer for the current invoice when you know the customer number:

?? Click on Quick Search or press<ALT-K>.

?? Typein the customer number, then press<ENTER> or click on OK.

?? If the customer number isvalid, that customer will appear in the current customer box.
To select a customer for the current invoice when you don’t know the customer number:

?? Click on Find or press<ALT—>.

?? Click on Next or Previous (or use <AL T-N> and <AL T—P>) to scrall through the customer
records.

?? Oncethe desired customer’s record is displayed, click on Select or press <ALT—-L > to select
the customer.

?? Click on Exit or press <AL T—X> to exit without selecting a customer.
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Traditional I nvoice Screen

|tem Search

“Item Search

Search by ltem Mumber Buantity
|I v! 1

Item Search is the section of the Invoice Screen where you ring up the items that the customer wants to
purchase. You can search for inventory items by item number or by item name. You can set this
parameter by selecting I nventory/Kit Sorting Order from the Inventory menu.

To add an item to the current invoice using the bar code scanner, scan the bar code of an inventory item
when the cursor is blinking in the Search by Item Number box. The number will appear on the grid. If
you are entering the number by hand, you must press <ENTER> after typing the number. You can aso
partially enter an item number and then press the down arrow key <?> to get a listing of al items
beginning with those numbers. For example, if you know that the item number of a can of Coke begins
with 0112 but don’t know the rest, you can type 0112 then press <?> and al the items whose numbers
begin with 0112 will be displayed.

If the quantity for an item you are adding to the invoice is different than one, you may change it prior to
scanning or entering the item by pressing <ALT-Q> or clicking on the Quantity box. Note that the
guantity can be negative and it does not need to be a whole number. If the customer is returning an
item, use a negative quantity. This will add a negative amount to the current total as well as
properly update the in-stock amount of the inventory item once the transaction is completed.

Totals
“Totals Totals

Grand Grand
Total $ 5667 Total $5667
Sub Total $ 5397 Sub Total $53.97
=T ax $270 *Tax $£2.70
Dizc % 10.00%
Disc Total $48. 57
*Tax $2.43
D Total $51.00

Cash Cash

Running totals are kept for the current invoice. Each time you add a new inventory item to the invoice,
the totals portion is updated. If you are using a pole display, it will be updated as well.

Grand Total: Thisline displaysthe invoice total after taxes but before any invoice discounts.

Sub Total: This line displays the total amount of all the items in the invoice added together before taxes
or discounts.

Tax (1%): Thisline displays the total amount of tax for the invoice before any invoice discounts.
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Disc %: This line displays the discount percentage applied to an entire invoice. This line only appears
when the discount is applied to the entire invoice by selecting | nvoice Discount from the I nvoice menu or
pressing <CTRL-D>.

Disc Total: Thisline displaysthe new Grand Total due to the invoice discount percentage.

Tax (2"%): Thisline displays the total amount of tax for the invoice after any invoice discounts.

D Total: Thisline displaysthe invoicetotal after taxes and invoice discounts.

Invoice Grid
Item # | Description | Quantity| Price | Ext Price
Line # 1 1239765 Hamburger 1 '1$2.25 '1$2.25
Line # 2 1239766 Small Fries 1 '|$099 '|$099
Line # 3 987098 Cola 1 |$1.00 |$1.00
4 3

The Invoice Grid shows all of the items that are in the current invoice. It is located in the bottom half of
the Invoice Screen. Five columns are always in view: Item #, Description, Quantity, Price, and
Extended. Scrolling to the right by clicking on the right arrow in the bottom right-hand corner of the
grid reveals additional information about the item, such as the tax, discount levels, serial number, and
bonus points. NOTE: A cashier can only scroll to reveal additional information about an item if both
Add Inventory/Kits and Update Inventory/Kits are set to “Yes’ in the Permissions tab of the
Employee M aintenance screen.

If you need to change information on an invoice, press <CTRL-G> to move the cursor to the invoice
grid, then use the arrow keys to move to the invoice you wish to change. Y ou may change the quantity or
price of an item, or you can delete the item by pressing <CTRL-DEL >.

I nvoice Options

End Transaction:

End Transaction

Once all of the items have been added and you have selected the payment method (cash is the default),
press <AL T-E> or click on End Transaction to complete the invoice.

Void Invoice: To void the current invoice, sdect Void This Invoice from the Invoice menu or press
<CTRL-V>.

Hold Invoice: Thisfunction allows you to place the current invoice on hold. To place an invoice on hold,
select Put Invoice On Hold from the Invoice menu or press <CTRL-H>. You will be prompted to enter
an On Hold ID of up to 4 characters to use later to recall the invoice. NOTE: To recall an on hold
invoice, select Recall Invoice from the Sales I nfor mation menu. Y ou will be prompted to enter the Hold
ID that you originally entered when you placed the invoice on hold.

87 Cash Register Express



Chapter 4: Creating Invoices

Current Customer

" Cument Customer
|1 01
{Cash Customer

Eind

Quick Search

More Info

The default customer for each invoice is 101 Cash Customer. You can also keep track of your customers
by creating a customer number for each customer and then selecting it for the current invoice (Creating a
customer is explained in detail in Chapter 3: Customer Control). There are two ways to sdlect a
customer for an invoice, Quick Search and Find. Quick Search allows you to select a customer by
entering his number while Find allows you scroll through your customer records. More Info displays the
customer number, discount level, and address of the current customer. It also gives you the option of
having the current invoice sent to the customer’s Ship To Address. NOTE: Cash customer cannot have
a ship to address.
To select a customer for the current invoice when you know the customer number:

?? Click on Quick Search or press<ALT-K>.

?? Typein the customer number, then press<ENTER> or click on OK.

?? If the customer number isvalid, that customer will appear in the current customer box.
To select a customer for the current invoice when you don’t know the customer number:

?? Click on Find or press<ALT—F>.

?? Click on Next or Previous (or use <AL T-N> and <AL T—P>) to scrall through the customer
records.

?? Oncethe desired customer’s record is displayed, click on Select or press <ALT—-L > to select
the customer.

?? Click on Exit or press <AL T—X> to exit without selecting a customer.
To use the Ship to Addressfor a customer:

?? Click on MorelInfoor press<ALT-M>.

?? Click on the Send to Ship to Address box.

?? Click on OK, and then continue with the invoice.

NOTE: In order to use the Send to Address, you must first enter one in the Customer M aintenance
screen.
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Payment Options

To choose cash as the form of payment for an invoice, click on the Cash button (Modern) or
select Cash Payment from the Invoice menu (Traditional). You can also press <F6> in
either screen.

Check

To choose check as the form of payment for an invoice, click on the Check button (Modern)
or select Check from the Invoice menu (Traditional). You can also press <F7> in either
screen.

Credit Card

To choose credit card as the form of payment for an invoice, click on the Credit button
(Modern) or sdect Credit Card from the Invoice menu. You can also press <F8> in ether
screen.

et Lol Trpe: Dot G Wb

A #
WIEA AMER

Engitis diwy En iy Vs

DISC  OTHER MONE iDB ﬂ|m i]

e Lo Tearncnon T

ECH'EE-EEE}IT

ﬁ?ﬁ?ﬁ # |
_OK | Cancel |

Credit Card Type: Enter the information about the card being used for thisinvoice. Choose the type of
credit card (Master Card, Visa, American Express, Discover, Other, or None). To enter the credit card
number and expiration date, click on the field and type. If you are using a touch screen, you may also
press the number sign to use an on-screen number pad. Enter the credit card number with no spaces and
the expiration month and year as two digits.

Credit Card Transaction Type: Choose Force if the card information is processed through an outside
terminal. You will be required to enter an approval code. Choose Sale to process this transaction as a
sale automatically through 1C VERIFY. Choose Credit to process this transaction as a credit through 1C
VERIFY.

Once al the information has been entered, click on OK or press <AL T—O> to process the invoice as a
credit card sale. Click on Cancel or press <AL T-C> to exit without saving information.

On Account

On Account allows a customer to put the invoice on his account. Only customers who have
an open account can choose this form of payment. To choose On Account as the form of
payment for an invoice, click on the Account button (Modern) or select On Account from
the Invoice menu. You can also press <F9> in either screen. NOTE: You cannot choose
On Account asa form of payment for Cash Customer #101.

89 Cash Register Express



Chapter 4: Creating Invoices

Split Tender

Payment Information

$2.50
$0.00

Amount Due

~d
oo
KO

xS
[
(o)

N
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[

Amount
Tendered

Arnourt $O - OO

Remaining

Split Tender allows a customer to pay for an invoice using two or more forms of payment. To use split
tender on an invoice, enter the amountsin the corresponding fields (Modern) or select Split Tender from
the Invoice menu (Traditional). Select the forms of payment by clicking on the corresponding field or
using the shortcut keys. Press <ALT-C> for cash, <ALT-H> for check, <ALT-R> for credit card,
<ALT-A> for on account, or <AL T-G> for gift certificate. Enter the amount using either the keyboard or
the on-screen number pad. Once you have made your sdlection, click on OK or press <ALT-O>. You
can click on Cancel or press <AL T—E> to exit without choosing a form of split tender.
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Invoice Properties

oy & [ i}
Tax Exempt
Inwvoice
] ; I |
lax Exempt ; : :
Lastiny Desired Grand
i

The Invoice Properties menu allows you to access different functions that are applicable to an entire
invoice. To access this menu, select Invoice Properties from the Options menu or press <F11>.

Discount

This function allows you to apply a specific discount amount to the current invoice. To apply a discount
percentage to an invoice, click on Discount. Enter the discount amount as a percentage (ex: 15 for 15%),
then click on OK or press <ENTER>. Click on Cancel to quit without applying a discount. To access
this function from the Traditional Invoice Screen, sdect Invoice Discount from the I nvoice menu or press
<CTRL-D>.

Notes
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Invoice Notes allow you to establish a personal relationship with each customer. Additionally, such notes
can be used to track specific information associated with an invoice. These notes can be viewed whenever
theinvoice isrecalled or reprinted. To add a note to an invoice from the Modern Invoice Screen, click on
Notes. To access Invoice Notes from the Traditional Invoice Screen, select Invoice Notes from the
Invoice menu or press <CTRL-T>. You can type up to five lines with 42 characters each per note.
NOTE: Notes can be changed for On Hold Invoices, but once an invoice is processed to completion,
the notes cannot be changed.
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Tax Exempt Invoice/Tax | nvoice
By default, Cash Register Express applies tax to each invoice. To bypass taxing taxable items on an
invoice from the Modern Invoice Screen, click on Tax Exempt Invoice. To re-apply tax to an invoice,
click on Tax Invoice. To choose no tax for an invoice from the Traditional Invoice Screen, select No Tax

This Order from the Tax menu or press<CTRL-X>. Totax aninvoice, select Tax This Order from the
Tax menu or press <CTRL-0O>.

Tax Exempt Additional Items

When this option is selected, additional items added to the invoice will be tax-exempt. To access this
option from the Traditional Invoice Screen, select Exempt Additional Items from the Tax menu.

Last I nvoice Processed

Run Time Support

'(\i) Last invoice processed; 1007

This function displays the invoice number of the last invoice processed on that computer. To access this
screen from the Modern Invoice Screen, click on Last Inv Processed in the Invoice Propertiesmenu. To
access this screen from the Traditional Invoice Screen, select Last Invoice Processed from the Sales
Infor mation menu or press <CTRL-F8>.

Desired Grand Total

This function allows you to manually change the grand total for an invoice. For example, let’s say that a
customer purchases an item and the total comes to $10.23. The customer pays $10.00 but can’t find any
change so you decide to just charge him the $10.00. You can click on Desired Grand Total to change
the grand total of the invoice to $10.00 and CRE will automatically cal culate and apply the proper
discount. To usethisfunction, click on Desired Grand Total in the I nvoice Properties menu.
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Non-Inventory ltem

Description Cost Quantity Price Taxable
in Di | [15.99 | | | [2199 | ¥ Taxl
[ Tax 2
Add To M Tax3
; Cancel
Invoice

This feature allows you to add an item to an invoice that is not part of your inventory. To access this
screen, select Non-Inventory Item from the Invoice menu (Modern) or the Inventory menu
(Traditional). You can also press<CTRL—-N> in ether Invoice Screen.

To add a non-inventory item to an invoice:

?? Enter the description, cost, quantity, and price of the non-inventory item. Click on the box next
to the desired tax level(s) to choose the type of tax to be applied to thisitem. If Auto Cost % is
set to Yesin the Setup Screen, CRE will automatically calculate the cost once the price of the
non-inventory item is entered.

?? Click on Add To Invoice or press <AL T-A> to add the item to the invoice. Click on Cancel or
press <AL T-C> to quit without adding the item to the invoice.

Void Invoice

To void the current invoice, select Void Invoice (Modern) or Void This Invoice (Traditional) from the
Invoice menu or press<CTRL-V>.

Generate Pull Order

This feature allows you to put an invoice on hold and print an order sheet. Thisfeatureis useful for stores
that stock many items and only retrieve them upon purchase. For example, if a customer places an order
over the phone, the cashier can click on Generate Pull Order and print an order in the warehouse so that
the items can be pulled out of stock. The cashier can then recall the pull order when heisready to end the
transaction. To use this function, select Generate Pull Order from the Invoice menu (Modern Invoice
Screen only).

Print Ticket/Voucher

This feature allows you to print additional tickets or vouchers for an item (Traditional Invoice Screen
only). You must enter the administrator password before printing additional tickets or vouchers.
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Steps for Invoicing an Order

1. Select Customer (Chapter 4: Creating Invoices):
?? Usethe default Cash Customer (#101)
Or
?? UseFind or Quick Search to select a customer
2. Tax (Chapter 4: Creating Invoices):
?? Usethedefault Tax Invoice
Or
?? Select Tax Exempt Invoice

NOTE: In the Traditional Invoice Screen, you must select No 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 4: Creating Invoices):
You can either scan in the item number with a bar code scanner or manually enter the item number or
item name. If you don’t know the entire number for an item, you can type the first few characters

then click on the down arrow to display all the items beginning with those characters.

A. Select Maodifiersfor an item (Chapter 2: Inventory Control):

Modidies Seleclion

If you selected modifiers for an item in the Inventory Maintenance screen, a screen like this will
appear when the item is sdected for an invoice. Select modifiers by clicking on the
corresponding boxes with the mouse or use <TAB> to move to the desired box then type ‘X’.
Selected modifiers are indented below the item in the inventory grid.
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11.

B. Non-Inventory Items (Chapter 2: Inventory Control):

If you wish to add a non-inventory item to the invoice grid, select Non-Inventory Item from the
Invoice menu (Modern) or the Inventory menu (Traditional). The Non-Inventory Item screen
will appear. Enter the required information, then click on Add to Invoice or press <AL T-A> to
add theitem to the current invoice. To quit without adding an item, click on Cancel.

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

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

To delete an item from the invoice, highlight the item to be deleted, and then click on Delete
(Modern) or press <CTRL-DEL> (Modern and Traditional). The item will be deleted from the
invoice grid.

Changing the Item Quantity on the Invoice Grid (Chapter 4: Creating Invoices):

You may change the quantity for an item once it has been added to the invoice grid. In the Modern
Invoice Screen, position the cursor on the desired item then click on Quan Change. In the
Traditional Invoice Screen, position the cursor on the desired quantity then press <BACK SPACE>.
Enter the correct quantity once the prompt appears, then press <ENTER> or click on OK, or click on
Cancel to exit without changing the quantity.

Changing the Item Price on the Invoice Grid (Chapter 4: Creating Invoices):

You may change the price for an item once it has been added to the invoice grid. In the Modern
Invoice Screen, position the cursor on the desired item then click on Price Change. In the
Traditional Invoice Screen, position the cursor on the desired price then press <BACK SPACE>.
Enter the correct price once the prompt appear, then press <ENTER> or click on OK, or click on
Cancel to exit without changing the price.

Repeat steps 3-6 for all items pur chased.

I nvoice Notes (Chapter 4: Creating Invoices):

Add notes to an invoice by selecting Notes from the Invoice Properties screen (Modern) or Invoice
Notes from the I nvoice menu (Traditional).

I nvoice Discount (Chapter 4: Creating Invoices):

Apply a specific discount amount to the entire invoice by selecting Discount from the Invoice
Properties screen (Modern) or Invoice Discount from the I nvoice menu (Traditional).

Line Discount (Chapter 4: Creating Invoices):

Apply a discount to a specific line number of the invoice by clicking on Discount (Modern) or
selecting Line Discount from the I nvoice menu (Traditional) or by pressing <CTRL-L > (Both).

Put Invoice On Hold (Chapter 4: Creating Invoices):

Place an invoice on hold by clicking on Hold I nvoice (Modern) or by selecting Put Invoice On Hold
from the Invoice menu (Traditional). Y ou will be prompted to enter aHold ID of up to 4 digits.

95 Cash Register Express



Chapter 4: Creating Invoices

12. Recall On Hold Invoice (Chapter 4: Creating Invoices):
To recall an On Hold Invoice, sdlect Recall On Hold Invoice from the Cashier Functions screen
(Modern) or the Sales Information menu (Traditional). You will be prompted to enter the Hold ID
that you originally entered when you placed the invoice on hold.

13. Select Payment Method (Chapter 4: Creating Invoices):

There are five payment methods:

?? Credit Card:  You will be prompted to enter credit card information for the sale

?? Cash: Thisisthe default payment method.

?? Check: Y ou will be prompted to enter the check number.

?? Split Tender:  This uses a combination of two or more payment methods.

?? On Account: Thisform of payment can only be selected if the customer has an open account.

14. End Transaction (Chapter 4: Creating Invoices):

Once al of the items have been added and you have selected the payment method, click on End
Transaction or press <AL T—E> to complete the invoice.

15. Amount Tendered:
This is the amount of money that the customer gave to the cashier. Enter the correct amount
tendered, then click on OK or press <ENTER> to complete the transaction. Click on Cancel or
press <AL T-E> to exit without completing the transaction.

16. Receipt Prompt:

Receipt Prompt

'{\?E) Wiould you like ta print & receipt?

If Print Invoicesis set to Prompt in the Setup Screen, this screen will appear. Click on Yesor press
‘Y’ to print areceipt, or click on No or press ‘N’ if you do not want to print a receipt.

Change:

Thisisthe amount that the customer should receive back based on the amount tendered and the grand
total of theinvoice. Click on OK, press<ENTER>, or press <AL T-O> to clear the screen for a new
invoice.
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Reporting Screen

T

| [3/6/01
Irveertory | Grand Totals by Payment Method -

| Daily Total: : ; :
Customer . Detﬁiled Daily Repart End Date End Time
| 5 ales by Wendor [ 23/5/01 117:59:59 P

Employes | Grand Totals by D ate

Restaurant

Criteria

Fentals

ot Wendor

Cash Register Express offers you the ability to generate a wide variety of reports. The following are brief
descriptions of all the reports. Many of the reports require parametersin order to run them, such as a date
range, and most of the reports can be displayed on the screen and then printed from there. Some reports
can only be printed to receipt printers. To access this screen, select Reporting Screen from the Tools
menu (Modern) or Reports menu (Traditional) in the Invoice Screen menu bar or press <ALT-R> in the
Invoice Screen. Once a report is selected and the parameters are entered, click on Display or press
<ALT-D> to view the report. Click on Print or press <ALT-P> to print the report. To exit without
generating areport, click on Exit or press<ALT-X>.
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Sales Reports

I nvoice Totals Report

This report prints detailed information from invoice processing. You can view an Invoice Totals Report
for all cashiers or for a specific cashier. You can also choose to view either complete, on hold, or voided
invoices. You can select any date range you wish. To view a single day, use the same start and end date.
The report displays the following information about an invoice: Date/Time, Invoice Number, Customer
Number, Cashier ID, Payment Method, Total Cost, Total Price, Tax, Grand Total, and Gross Profit. It
also displays the total number of invoices processed and the grand totals. To view this report, select
Invoice Totals Report from the Reporting Screen.

I nvoice Totals by Customer

This report displays all invoices in a given date range. It is sorted by customer last name. To view a
single day, use the same start and end date. The report displays the following information about an
invoice: Customer Last Name, Customer First Name, Invoice Number, Date/Time, Customer Number,
Total Price, and Grand Total. It also displays the total of all invoicesin the specified date range for each
customer and a grand total of all invoices. To view this report, select Invoice Totals by Customer from
the Reporting Screen.

Grand Totals by Payment Method

This report breaks down the invoices by their payment methods. To view thisreport, select Grand Totals
by Payment M ethod from the Reporting Screen.

Daily Totals

Thisreport isasummary of al theinvoicesfor al cashiersfor the specified date. This report will print on
a standard receipt printer. To print this report, select Daily Totals from the Reporting Screen.
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Detailed Daily Report

Detailed Daily Report

| Cashier | Station | Start Date | EndDate |
7118401 7118401
Start Time | End Time |
12:00:00 AM 11:59:59 PM

[X Breakdown by Payment Type

[X Breakdown by AR Payment Type

[® Breakdown by Department

X Breakdown by Items Sold

[ Include Costs [B0 column printers] ~ Report
[ List ¥endor Payouts Print |
[T List Line Discount Totals

[T Use Z-0Out features

E xit

The Detailed Daily Report (DDR) lists the sales totals for the day on a receipt printer. You can also get a
breakdown by payment type, accounts receivable payment type, department, or item. You can choose to
print for al cashiers or for a particular cashier, as well as for all stations or for a particular station. You
can also choose Include Costs if you have an 80 column printer. This will print the cost, extended cost,
gross margin, and gross margin %. If the Line Discount Totals feature is selected, the DDR will list the
total dollar amount of line discounts given for each department and overall. You may also chooseto List
Vendor Payouts on the DDR (see Chapter 6: CRE Tools: Tools Menu: Vendor Payouts for more
information on this feature).

The Z-Out feature can only be used when the DDR is printed for an individual cashier. When this
option is selected, CRE will record the time and date of when you printed the report for that particular
cashier. When you next print that cashier’s DDR, CRE will default the start date and time to whenever
you last printed the report. The end date and time will default to the current date and time. This ensures
that you will always print the Z-Out for the last shift of information, with no overlap.

To print thisreport, select Detailed Daily Report from the Reporting Screen, select the desired cashiers,
date, and breakdown, and then click on Print or press <ALT—P>. Click on Exit or press <ALT-X> to
exit without printing the report.
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Sales by Vendor

im, Sales by Yendor Beports [_ O]
(& Sales by Vendor Select Vendor
~ Summarized Report
" Detailed Statement BEE1212
" Sales By Yendor Profits
Start O ate
IE-"'E-'"D'I Generate
End D ate :
[278/01 el

This report displays a breakdown of sales during a specified date range for each item by vendor. You can
choose to generate this report for either a specific vendor or for al vendors. The report displays the
following information: Vendor Number, Date, Item Number, Item Name, Quantity, and Extended Price.
To display this report, select Sales by Vendor from the Reporting Screen, enter the desired information,
then click on Generate or press <ALT-G>. Click on Exit or press <AL T-X> to exit without generating
this report.

Grand Totals by Date

Grand Total by Date

r\l) Grand Tatal for 346200 - 346400 11:59:59 PM:  $2.467.80

This function displays a message box with the selected day’s grand total. To access this screen, select
Grand Totals by Date from the Reporting Screen and enter the desired date.
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Grand Totals by Salesperson
ii. Totals by Salesperson M=l E
Select Salezperson
Start D ate
|3/12/00 Generate
End Date :
[3/12/00 Eat

This report prints the grand total for each salesperson for a specified date range. You can choose to
generate this report for either a specific salesperson or for all salespeople. To print this report, select
Grand Totals by Salesperson from the Reporting Screen, enter the desired information, then click on
Generate or press<ALT-G>. Click on Exit or press <AL T-X> to exit without printing this report.

Grand Totals by Department

Lalez Information

'f:;l- Tatal department sales: § 21.25

Total Mumber of [temz Sold in Department; 25

This function displays a message box with the grand total for the specified department as well as the
amount of items from that department that were sold. To access this screen, select Grand Totals by Dept
from the Reporting Screen, then enter the desired department, starting date, and ending date.

Grand Totals by Item

Sales Information

Ir\:;la) Total itemn zales: $ 7025

Total Mumber of [tem Saold;: 15

This function displays a message box with the grand total for the specified item as well as how much of
that item were sold. To access this screen, select Grand Totals by Item from the Reporting Screen, and
then enter the item number, starting date, and ending date.
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Grand Total of Tax Exempt Sales

Salez Information =
@‘) Total of Taved Sales: $138.52
Total of Mon-Taxed Sales; $0.00
Total of Tax Exemnpt Sales: $71.96
Total Sales: $210.48

This function displays a message box with the total of taxed sales, the total of non-taxed sales, the total of
tax exempt sales, and the total sales all before taxes were applied. To access this screen, sedlect Grand
Total of Tax Exempt Sales from the Reporting Screen then enter the starting and ending dates.

Daily Gross Profits
Grosz Profits

(i Total Sales: § 246279
\\’) Total Cost @ $1.367.33
Grozs Proft:  $1.094.80

This function allows you to quickly see the gross profit for the specified date. To access this screen, select
Daily Gross Profits from the Reporting Screen and enter the desired date.

Check Sales

This report lists the check numbers and amounts for each check sale. This report contains the following
information: Date, Cashier 1D, Customer #, Check #, Invoice #, and Amount. To view this report, select
Check Salesfrom the Reporting Screen.

Sales by Zip Code

This report lists the number of customersin each zip code. This report allows you to see how many sales
were processed for each zip code, therefore generating regional sales figures. This information can assist

in advertising budgeting. To view thisreport, select Salesby Zip Code from the Reporting Screen.

NOTE: To set up CRE to prompt you to enter a zip code at the end of each invoice, check the box
next to Prompt Zip Code on the Invoice Settings tab of the Setup Screen.
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I nventory Reports

List Alphabetical

Thisreport displays alist of all theitemsin the inventory in alphabetical order by item name. The report
contains the following information about each item: Item Name, Item Number, Department, Cost, In
Stock, Value, and Price. The items on the report are divided by Department. To view this report, select
List Alphabetical from the Reporting Screen.

List Numerically
Thisreport displays alist of all theitemsin the inventory in numerical order by item number. The report
contains the following information about each item: Item Number, Item Name, Department, Cost, In

Stock, Value, and Price. The items on the report are divided by Department. To view this report, select
List Numerically from the Reporting Screen.

Reorder Report
This report displays a list of inventory items that have fallen below their respective reorder levels. The
report contains the following information about each item: Item Number, Item Name, Item Name,

Department, Cost, In Stock, Value, Price, Reorder Level, Reorder Quantity, Vendor Number, Company,
and Part Number. To view thisreport, select Reorder Report from the Reporting Screen.

Matrix Quantity

This report displays how many items of a particular group are in stock. You can see how many of a
certain color or size are in stock from this report. To view this report, select Matrix Quantity from the
Reporting Screen.

Daily Itemized Sales

Item # 3001

Q) Totsl Sold: 54

This function displays a message box with the total number sold of a particular item on a particular date.
To access this screen, select Daily Itemized Sales from the Reporting Screen, and then enter the item
number and the desired date.
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Daily Sales by Department

Dept # 1234 [ <]

aCh
'-\;lf) Taotal Sold on 941300 53

This function displays a message box with the total number of items sold from a particular department on
the selected day. To access this screen, select Daily Sales by Department from the Reporting Screen,
and then enter the department number and the desired date.

I nventory Sales Summary

This report lists a monthly breakdown of quantity sold, total cost, total sales, and gross profit for every
inventory item. Theitems are listed by item name. To view this report, select Inventory Sales Summary
from the Reporting Screen.

Serial Number Sales

This report lists all the serial numbers sold for a specified range of dates. The following information is
displayed in the report: Invoice Number, Date, Serial Number, Item Name, Item Number, and Customer
Name. To view this report, select Serial Number Sales from the Reporting Screen, and then enter the
desired dates.

Department Listing

This report generates a complete listing of all the Department IDs with their corresponding descriptions.

To view thisreport, select Department Listing from the Reporting Screen.

| tems by Department

Departments There are 8 itemsz([s] in the department: 1234

Diet Cola

2345

3845 Ginger Ale
h478 Iced Tea
6385 Lemonade

Beport | Department { Inventory Specific Reports LCancel |

This report displays information about inventory in a specific department. The following information is
displayed in the report: Item Name, Item Number, Department, Cogt, In Stock, Value, and Price. To view
this report, select Items by Department. Use the mouse or the arrow keys to highlight the desired
department. Click on Report or press <ALT—R> to display the report. Click on Cancel or press<ALT—
C> to exit without viewing the report.
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Vendor Listing
This report generates a complete listing of all the vendors and their corresponding vendor number. The
following information is displayed in the report: Vendor Number, Contact Name, Company Name, City,

State, Zip Code, and Phone Number. To view this report, sdlect Vendor Listing from the Reporting
Screen.

| tems by Vendor
This report lists items for a specified vendor in numerical order by item number. The following
information is displayed in the report: Item Number, Item Name, Department, Cost, In Stock, Value, and

Price. To view this report, select Items by Vendor from the Reporting Screen then enter the desired
vendor number.

Current Value
Cre2000

Value of lnventony iz ;. $76.457.50

This function displays a message box with the current value of your inventory. To access this screen,
select Current Value from the Reporting Screen.

Current Items

This function displays a message box with the current number of valid items. To access this screen, select
Current Items from the Reporting Screen, then enter the start and end date of the desired date range.

Received Items

This report displays a list of all items received into your store via purchase orders or instant purchase
orders. To view thisreport, select Received Items from the Reporting Screen.

Top Sellers

This report lists the 25 top selling inventory items during the specified date range. To view this report,
select Top Sellersfrom the Reporting Screen then enter the start and end date of the desired date range.
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Customer Reports

Accounts Receivable Summary

This report displays a summary of all customers and their current balances. The following information is
displayed in the report: Customer Number, Last Name, First Name, Company Name, and On Account
Balance Due. To view this report, select A/R Summary from the Reporting Screen. You can choose to
sort by Customer Number or by Last Name.

Accounts Receivable Statement

This function prints a detailed statement listing purchases and payments for either all customers or a
specific customer. To print a statement for all customers, select A/R Statement from the Reporting
Screen then select All Customers. You will be asked whether or not to print statements for customers
that have a total balance due of $0.00 and to enter the starting date of transactions. To print a statement
for a specific customer, select A/R Statement from the Reporting Screen and choose Specific Customer,
then enter the customer number. NOTE: Invoices that have been fully paid appear on the statement
for 30 days.

Aging By Company

This report displays a list of all customers, their current balances, and for how long the balances have
been outstanding. Overdue balances for each customer are listed in periods of 1-30 days, 31-60, 61-90
and 90+. To view thisreport, select Aging By Company from the Reporting Screen.

Membership

This report generates a list of all the customers who have an active club membership. The report lists the
Customer Number, Full Name, and Membership Expiration Date. To view this report, select
Member ship from the Reporting Screen.

Purchasers of Item

This report displays a list of all customers who purchased a specific item. The following information is
displayed in the report: Date, Time, Customer Number, First Name, and Last Name. To view this report,
select Pur chaser s of 1tem from the Reporting Screen.
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SalesHistory

i, Customer Sales History

Customer Selection

49713700 @ All Customers

O.Spe_cilic Quéiomel Mumber

|

T

This report displays the sales history of either all customers or a specific customer for a specified range of
dates. The report shows every invoice and every item sold to the customer along with how many bonus
points were earned. Each customer record appears on a separate page. To view this report, select Sales
History from the Reporting Screen. Enter the start and end date, select either all customers or enter a
specific customer number, and then click on Display or press <ALT-D>. Click on Exit or press <ALT-
X> to exit without viewing the report.

Most Frequent Buyers

This function displays a message box with the top ten frequent buyers for a specified date range. To
access this screen, select Most Frequent Buyer s from the Reporting Screen, then enter the start and end
date of the desired date range.

Phone Listing

This report generates a list of customers and their phone numbers. You can sort the list by either
customer number or customer last name. The following information is displayed in the report: Customer
Number, Last Name, First Name, Company Name, Phone Number, and Alternate Phone Number. To
print a Customer Phone List by Customer Number, select Phone Listing from the Reporting Screen, type
‘1’, then click on OK or press <ENTER>. To print a Customer Phone List by Customer Last Name,
select Phone Listing from Reporting Screen, type ‘2’, then click on OK or press<ENTER>.

Ship To Info

Thisreport generates a list of customers and their Ship To addresses. All customer information, including
credit card information, isprinted. To print this report, select Ship To Info from the Reporting Screen.

Customer Referral

This report allows you to view a listing of all the referral sources for your customers. To view this report,
sdlect Customer Referral from the Reporting Screen. For more information on this feature, see
Chapter 3: Customer Control.

Employee Reports
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Hours and Wages

i, Tips and Wages Report 1O x
(] .El.!apmt b Depﬁrﬂl_ment Select Cazhier
ki e _
)
0z d|
Start Date
IEI.f‘l 2400 Generate |
End Date

[3/12/00 Ext |

This report displays the total wages earned and tips collected in a specified date range. Y ou can choose to
generate this report for a specific cashier or employee department. To display this report, select Hours
and Wages from the Reporting Screen, enter the desired information, then click on Generate or press
<ALT-G>. Click on Exit or press <AL T-X> to exit without generating this report.

Server Tips

This report lists all of the server tips for credit card purchases during a specified time range. The report
lists the Server ID, Date, Time, Invoice #, and Tip Amount and is sorted by Server ID. To view this
report, select Server Tipsfrom the Reporting Screen.

Commissions

This report lists al of the commissions earned by a salesperson. This report lists the Salesperson 1D,
Date, Invoice #, Total Price, and Commission. To view this report, select Commissions from the
Reporting Screen.

Restaurant Reports

Number of People Served

This function displays a message box showing how many people were served within a specified time range
when recorded through touch screen invoicing in Restaurant Pro Express. You will be prompted to enter
the start date and the end date of the desired range. To access this screen, select # of People Served from
the Reporting Screen

Server Tips
This report lists all of the server tips for credit card purchases during a specified time range. The report

lists the Server 1D, Date, Time, Invoice #, and Tip Amount and is sorted by Server ID. To view this
report, select Server Tipsfrom the Reporting Screen.
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Rental Reports

Late Rentals

This report lists rentals that are currently overdue. To print this report, select Late Rentals from the
Reporting Screen.

Currently Rented

Thisreport listsitemsthat are currently rented. The following information is displayed in the report: Item
Number, Item Name, and the Customer Number, Customer Name, and phone number of the customer
currently renting theitem. To view thisreport, select Currently Rented from the Reporting Screen.

In Store

Thisreport lists rental items that are currently in the store. The following information is displayed in the
report: Item Number, Item Name, and the Customer Number, Customer Name, and phone number of the
last customer to rent theitem. To view thisreport, select In Store from the Reporting Screen.

History

Date Invoice i Customer # Price

History
9/4/98 DE 1234567890 % 3.00
Exit |
Item Humber # of Rentalz: (Money from
Rentals
963852 % 3.00

This function displays the rental history of arental item. Thetop grid contains the following information:
Date the item was rented, Invoice Number, Customer Number that rented the item, and Price. The bottom
grid contains the following information: Item Number, Total Number of times that the item has been
rented, and the total amount of money from the rental (not including tax). To view this screen, select
History from the Reporting Screen. Click on Select or press <ALT-S> then enter the item number.
Click on Exit or press <AL T—X> to exit the Rental History screen.
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Sample Report

|1| 4 | 1ofd b | b|| -| %|@| ISEZ v[ Total11 1003 11 of 11

EEEELESESESELES LS EEEEE LR ERERESES LS EEE EEEEEEEEEEEEEEEEE S EEEEEEELEEEEEEEEEEEE SRR

Inventory List (Alphabetical Order)  9/13/00 Page# 1

o sk b b e e e e ke el ke e ok sk sk s b e e e e ke e e e e ke sk o s ok s b b e e e e ke e ke e e sk sk ok s o o e e e e ke e e e sk o sk R R R R e e e ek

Item Name Item Number Departmen Cost In Ztock Value Price
#kkkk ey dezoription *#kkEE Mon_Imrentory (rone) $0.00 99292500 $0.00 $0.00
TOTALS: $O00 99999500 $0.00 $0.00
Cola SETO9E 1234 $0.50 10000 5000 $1.00
Diet Cola T 1234 $0.50 100.00 $50.00 $1.00
Ginger Ale 57097 1234 $0.50 10000 $50.00 $1.00
Iced Tea QETO9S 1234 $0.50 100.00 $50.00 $1.00
Lemonads QETO9E 1234 $0.50 100.00 $50.00 $1.00
Pink Lemonade 987101 1234 $0.50 10000 $50.00 $1.00
Foot Beer SET100 1234 $0.50 10000 $50.00 $525
Spring Water 240z Bottle 7456 1234 $0.50 100.00 $50.00 $1.00
TOTALS: $4.00 S00.00 $400.00 $1225
Cheeseburger 10326497 1373 $1.75 25000 $437.50 $2.75
Hamburger 1239783 1373 $1.50 25000 $375.00 $2.25
TOTALS: $3235 S00.00 $812.50 $5.00

TOTAL INVENTORY VALUE: $1,21250

The above is a sample Cash Register Express report. At the top of each report view screen there are
several command buttons with specific functions:

I | M Use these buttons to go to the first and last pages of the displayed report.
4 } Use these buttons to the previous or next page of the displayed report.

% Click on this button to print the current report. You may print the whole report or a selection of
pages.

@ Click on this button to export your report to another program. The following are your choices of

format: Lotus 1-2-3 spreadsheet, Excel spreadsheet, Word for Windows, Crystal Reports, Data
Interchange Format, HTML, Record Style, character-separated values, comma-separated values, paginated
text, rich text format, text, tab-separated values, and tab-separated text. You must save the export fileasa
disk file (default) or Microsoft Mail (MAP).
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Chapter 6: Cash Register Express Tools

Tools Menu

Modern

i, Options

Labor

Scheduler | Falm Invoicing

Send Send
Inventory to CustiCashier
Palm to Palm

Load Current
Palm Invoice

Wage Quick Books
Calculator Sales Pass

Send Data to Vendor Serial Number
Host Payouts Tracking

Traditional

Eat Help
Touch Screen
\.'.ﬁj-ErEi.I .Trans:jer-
‘Send Data ta Host
Scheduler :
Mendor Payouts

Llock InClock Out
Labor Scheduling
‘wiage Calculatar

Psion ,[fnp_D[ﬁrjg‘:-;E =porting

Palm Invoicing

Load Current PalmPilet Invaice

Send Inxrgrifg:iry_,t_u-:u PalmPilat

‘Send Customers & Cashiers to PalmPilot

The Tools menu contains several tools to use with Cash Register Express. To access this menu, click on
Toolsin the Options menu (Modern) or on the Invoice Screen Menu Bar (Traditional).
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ASCII| Transfer
I mport I nventory

w, ASCII Transfer =] E3
Elmpurtlnventnry Expnrtlnvnicesl Impurtﬁccuuntﬂ.di!

= Irnport [nventon

[ Delimiker Used

f* Replace In Stock
0 Add ta ln Stack

Irnpirt |

Import Inventory allows you to import delimited or non-delimited text. The text must in the following
order: Item Name, Item Number, Cogt, In Stock, Price, Department, and Retail Price. You are aso
allowed to select a default tax rate for all the items being imported. To import text, select ASCII
Transfer from the Tools menu. To use a delimiter, click on the box next to Delimiter Used or press
<ALT-D>. Choose either Replace in Stock or Add to In Stock by clicking on the appropriate circle or
pressing <ALT—R> for replace or <ALT-A> for add. Click on Import or press <AL T—I> to import the
text. You will be prompted to choose a tax rate and to choose your import file.

Export I nventory

w. ASCIl Transfer =] B3
Irport [rventany ” Export Invoices | Import Account Ad) !

— Export [mvoices
Start Date | |[Expott |
5/13/00 Al Invoices

& |nvoices not vet exparted
Dt Al Pavments
9/13/00

= Payments not yet exporked
Erxport |

Export Inventory allows you to export invoice information to another program. Enter a start date and an
end date for the invoices you would like to export, then choose to export either all invoices or payment or
only those invoices or payments that haven't yet been exported. Click on Export or press <ALT-E> to
export the selected invoice information.

115 Cash Register Express



Chapter 6: Cash Register Express Tools

Import Account Adjustments

Import Account Adj allows you to import customer account balances and balance adjustments from
another program. Choose Overwrite to overwrite the current account balance information with the
imported information, or you can choose Adjust to adjust the current account balance information based
on the imported information. Click on Import or press <ALT—I> to import the customer balance

information.

September 2000 |September *| (2000 ~|

i, ASCI Transfer M=l E3

Impart Inwventon | Export Invoices II Import Account Adj

— Import Account Adjustmentz

lsccount balances

= Owenurite
& Adjust

Irnpirt |

Labor Scheduling

D

Start Time  |End Time | Ho

1]

2t

02

Sun | Mon | Tue | Wed | Thu Fri | Sat
27 25 24 1] 31 i 2
3 4 5 g 7 g ] g
10 .11 12 13 15 | 16
17 .18 19 20 21 22 | 2
24 .25 26 27 28 29 | a0
1 2 3 4 8 = . T
Wiew Schedule For: Select Department;

&+ Emplovees it Departrment:

" Specific Emplopes

03

Schedule

3:00:00 AM | 5:00:00 P |
11:00:00 Ak | 7:00:00 P |
4:00:00 P |1 2:00:00 A

Unzchedule | E nit |

Labor Scheduling allows you to create work schedules for your employeesin CRE.
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Schedule

To schedule an employee:
?? Select aday by clicking on a day on the calendar.
?? Click on Schedule or press<ALT-S>.

?? Enter the desired information then click on Done or press<ALT-D>.

Start Time End Time Select Employes:
|a0000aM | |500:00PM [0
End Date 03

IEIE'I 500

Unschedule
To unschedule an employee:
?? Click on the event that you wish to cancel.

?? Click on Unschedule or press <AL T-U> to unschedul e the employee.

View Schedule
To view aday’s schedule:
?? Select aday by clicking on a day on the calendar.
?? Choose which schedules to display, either Employeesin Department or Specific Employee.

?? Select ALL to display all employees in all departments, or select a specific department or
employee to display.

?? The Employee ID, Start Time, End Time, and Hour/Min for the selected employees will appear
in the grid.
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Palm Invoicing
Palm Invoicing allows for remote invoicing. You can do invoicing away from a computer and then

transfer data to the main database at a later time. To use this function, select Palm Invoicing from the
Tools Menu.

Load Current Palm Pilot I nvoice
This function allows salesman to do invoicing on the go with their Palm Pilot and transfer all their

invoices to CRE 2000 when they return. To use this function, select Load Current Palm Invoice
(Modern) or Load Current Palm Pilot Invoice (Traditional) in the Tools M enu.

Send I nventory to Palm Pilot

This function allows you to import your inventory onto a Palm Pilot. To use this function, select Send
Inventory to Palm (Modern) or Send Inventory to Palm Pilot (Traditional) in the Tools M enu.

Send Customers & Cashiersto Palm Pilot

This function allows you to import your customers and cashier IDs to a Palm Pilot. To use this function,
select Send Cust/Cashier to Palm (Modern) or Send Customers & Cashiersto Palm Pilot (Traditional)
in the Tools Menu.

Wage Calculator

i, Wage Calculator M= E3
Select Emplayee: Tax Hate
1 | 0728

o3 Start Date
[9/11/00

End ['ate
|9/17/00

LCalculate E xit

Wage Calculator allows you to calculate an employee’ s wages for a specified range of dates based on the
hourly wage entered in Employee Maintenance. To calculate an employee’s wages, sdect Wage
Calculator from the Tools M enu, select the employee, enter the tax rate and range of dates, then click on
Calculate or press<ALT-C>. Click on Exit or press <AL T-X> to exit without calculating wages.
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QuickBooks Sales Totals Pass

Setup  Help
|Hislory - Sales Totals Passed To Quick Buoks|
Date QB File Name |CRE Undep. Funds | CRE Sales Income | CRE Sales Tax
§/31700 | C:\cre710MIB310800.1IF 0.75 |-0.75
8/31/00 | C:\cre710\QB310800LIIF 2 65 |-1.78
== NEW |FILES ===
9/10/00 | C:\CRE710\3B100900.11 14.79 -13.99

Pass Sales Totals |

Date CRE Sales Income |CRE Sales Tax | CRE COGS-Info only

9/10/00 $113.99 '$3.80 '$71.14

Cancel Invoke Quick Books

Select ‘Create Quick Books File
9710700 9710700

Exat |

The QuickBooks Sales Interface allows you to pass sales and tax totals to QuickBooks. A separate pass
file is generated for each day or range of days sdected. To access this screen, select Quick Books Sales
Pass from the Tools menu (Modern) or Quick Books Sales Totals Pass from the Sales Information

menu (Traditional).

You must define your QuickBooks accounts and names through Quick Books Setup in the Setup menu

prior to creating your QuickBooks import files.

History of each day’s sales and tax totals passed is maintained for your review. Import files are placed in
your CRE2000 directory as an .IIF file. These files may be deleted once you have imported them to

QuickBooks.

History — Sales Totals Passed to Quick Books

This grid displays the QuickBooks import files that have been created.
Date: Thisisthe date that the import file was created.

QB File Name: Thisisthe location and name of the import file.
CRE Undep. Funds: Thisisthe amount of undeposited funds.

CRE SalesIncome: Thisisthe amount passed to Sales Income.

CRE Sales Tax: Thisisthe amount passed to Sales Tax.
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Pass Sales Totals

Date: Thisisthe date that the CRE Sales and Tax were accumulated for the Import File.
CRE SalesIncome: Thisisthe amount that will be passed to Sales Income.

CRE Sales Tax: Thisisthe amount that will be passed to Sales Tax.

CRE COGS-Info Only: Thisisthe Cost of Goods Sold for this day’'s sales. It isan information only field
and is not passed to QuickBooks.

Start Date: Thisisthe beginning date for which you wish to create sales total import files.

End Date: Thisisthe end date for which you wish to create total import files.

Control Buttons

Select: This button selects sales information for the specified date range and places this information in the
Pass Totals grid.

Create QuickBooks File: This button creates a separate import file for each pass file in the Pass Sale
Totals grid. These files are stored in the CRE directory as an .1IF file. This also creates a history record
indicating that a file was created on this date. NOTE: CRE uses the following notation for naming
QuickBooks files: QB<ddmmyy>.IIF. If the specified date range were September 1, 1998 through
September 3, 1998, CRE would create three files: QB010998.11F, QB020998.11F, and QB030998.11F.
Cancel: This button clears the Pass Sales Totals grid.

Invoke QuickBooks: This button loads QuickBooks so you can import the files created.

Exit: This button exits the QuickBooks Interface screen.

To create a QuickBooks file:
?? Enter the Start Date and the End Date of the desired range.

?? Click on Select or press <ALT—S> to place an entry in the Pass Sales Totals grid for each day in
the specified range.

?? Click on Create QuickBooks File or press <ALT-B> to create a QuickBooks file for each day
in the specified range. You can verify that the file was created in the History — Sales Totals
Passed to QuickBooks grid. NOTE: Every QuickBooksfile that you create will be stored in
the History grid for reference purposes.
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Scheduler

. Scheduler

R =
EE _EEEF

Scheduler allows you to schedule events under different Cashier IDs. To use this function, select
Scheduler from the Tools menu.

Select Specific Date
Select this option to move to a specific date on the calendar (Example: 7/2/01 for July 2, 2001)

Info Prompt
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Schedule Event
To schedule an event:

?? Select aday by either clicking on a day on the calendar or selecting a date using Select Specific
Date.

?7? Select the start time of the event by clicking on the appropriate box under the desired Cashier ID.

7/2/98 il 0z
| 9:30:00 AM
9:45:00 Ahd [
10000 AM| 7226374
10:15:00 Ahd|*
0:30:00 Ab|*
10:45:00 Ahd|* |
11:00:00 AM _ 101
11:15:00 AM i
11:30:00 A [*
11:45:00 AM [*
12:00:00 Ph|
12:15:00 P
12:30:00 PM
12:45:00 Phd
1:00:00 PM
1:15:00 P
| 1:30.00 PM
1:45:00 PM
20000 PM| _
| 2:15:00 PM [ . Jid

?? Click on Schedule Event or press<ALT-S>. This screen will appear.

& Eventino WS

Customer # Mary Smith

[5551212 8 B
Start Date © ErdDate
[7/2/93 [7/2/93

Stant Time End Time

[10:00:00 AM [11:00:00 AM
Eies_u:r_]ptiqn :

|F'erm and Colar

ak

?? Select a customer by clicking on Sor by pressing <ALT-S>. Then enter the correct end time of
the event and description.

?? Click on OK or press <AL T-O> to schedule the event or click on Cancel 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 use the arrowsto highlight the desired event.

?? Click on Unschedule Event or press <AL T-U> to unschedule the event.

Mass Unschedule

M ass Unschedule unschedules all past scheduled events. To do this, click on Mass Unschedule or press
<ALT -M>.

Send Data to Host

is. Send to Host [_[O] ]

Destination E-mail Address:

[POSHOW@adl.com

Send Mow Exit

This function allows you to automatically e-mail invoice export files created through the ASCII Transfer
screen to the address specified in the Internet Featur es tab of the Setup Screen. To access this function,
select Send Data to Host (Modern) or Send to Host (Traditional) from the Tools Menu. Click on Send
Now or press <ALT-S> to send a file immediately. To send the file at a later time, click on Export
Infor mation At, enter the desired time for transfer, then click on Activate Timer or press<ALT-A>.
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Vendor Payouts

. Yendor Payouts [_ O]

Select Yendor

#E5561212
Skints Etc. John Smith

Payout

Exit

This function allows you to pay vendors on the fly with cash from the cash drawer when they deliver
shipments to your store. CRE will deduct the amount paid from cash in the Detailed Daily Report (DDR).
You can also choose to list vendor payouts in the DDR (see Chapter 5: Reports. Reporting Screen:
Sales Reports: Print Detailed Daily Report for more information). To use this function, select Vendor
Payouts from the T ools menu.

Serial Number Tracking

Date Invoice #
9/10/98 1015
Bill To: | Ship To: |
7226374
Hohn Smith
PC America
60 Morth Harrizon Ave Suite 40
Congers NY 10920 [(B00) 722-6374
[Serial Humber: [0064549785122 |
|Item Humber: |1 239765 |
Item Hame: 10-Speed Bicycle Hext: Erevious !
[Price: | $ 75.99| Exit |

This function alows you to track a serial number for an item that was purchased. To track a serial
number, select Serial Number Tracking from the Tools menu, click on Track, enter the serial number,
then click on OK or press <ENTER>. The serial number will appear, as well as the associated item
number, item name, price, invoice number, date that the invoice was processed, and the customer who
purchased theitem. If the serial number has been used more than once, you can use Next and Previous to
track all the occurrences of that serial number until the correct oneis displayed.
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Chapter 7: Using IC Verify with Cash Register Express

Setting Up IC Verify for DOS in Windows 95
or 98 to work with Cash Register Express

Click on the Start button and select Run. Type command to go to the DOS prompt.

?? Type CD\ at the DOS prompt to go to the root directory (C:\).

?? Type MD\MULTI to create adirectory called C:\MULTI.

Type CD\ICVERIFY torelocate to the ICVerify directory.

?? TypelCVerify to run ICVerify, then test the program by running a credit card through ICVerify.
Test ICVerify without Cash Register Express running to be sure that the program is running

properly by itsalf.

NOTE: If there are problems running ICVerify in DOS, ICVerify will not work properly with
Cash Register Express.

?? Typeexit to exit from the DOS prompt and return to Windows.
Create a shortcut for ICVerify on the Windows Desktop.
?? Right click on the desktop to display a menu of options for the desktop.

Arrange lcone k
Ling up lcons

Easte

P

Easte Sharteut

I e »

Fropertiez

?? Sdect New then select Shortcut.

Folder
Shartcut

Wiave Sound

WinZip File

Test Document

Bitmap Image

ticrozoft PowerPoint Prezentation
Briefcase

Microsoft Access 2.0 Databaze
Conference Frame

Wizual Basic Project

Internet Phone Llser

Adobe Photoshop Image
ticrozoft Ward Docurment
Microgoft Excel Worksheet
ticrozaft Publizher Document
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?? For the command line, type c:\icverify\icverify.exe /n/o/m c:\multi, then click on Next.

Type the location and name of the item pou want to create
a shortout to, Or, search for the item by chicking Browse.

1 Sezconcaesane

& Command line;
[ T = v

121 B
1 e

||::Hiu:verify'\.iu:verify.e:-:e Andodm o mlk

Browsze... |

= QTR

< Eack I MHext » I Cancel

4. Launch Cash Register Express. At the Login Screen, click on Setup then select Setup File
Locations. You will be asked to enter the drives that the CRE database, Windows, and IC Verify are
on. Besurethat the drive specified for IC Verify isthe same as the one the IC Verify is actually on.

?? Launch IC Verify in Windows then launch Cash Register Express. Test that IC Verify works
with CRE by processing a credit card transaction.
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Setting Up IC Verify for Windows 95 or 98 to
work with Cash Register Express

1. LoadthelC Verify Setup program.
?? Click on Start, and then sdlect Programs, IC Verify for Windowsthen |C Verify Setup.

2. Click on Merchant Information and make sure that Evaluate Rsp is set to ‘Y’ for short response.
Save the changes, then exit.

3. Load theIC Verify Multi User Processor.

?? Click on Start then sdect Programs, IC Verify for Windows then IC Verify Multi User.
Make sure that the Request Directory isset to C:\MULTI.

4. Click on Initialize and wait for IC Verify to report DLL Successfully Initialized. Run Cash Register
Express without exiting the IC Verify Multi User File Processor. Cash Register Express is now
ready to work with 1C Verify.
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Chapter 8: Restaurant Pro Express

Log-In Screen
Logn |

File

Server ID Table Number

CLEAR
|u1

Delete

<l2]l0|®
N | X |0 |X

|u1
B| C| D| E
J K L | M
R ST QgU
2|34 5]
---- Enter

The first screen that appears when you run Restaurant Pro Express is the Log-in Screen. To log in to
Restaurant Pro Express, enter your Server ID and Table #, then click on Enter or press <ALT-E>.
Click on Delete or press <AL T-D> to backspace or click on Clear or press <ALT-C> to clear the entire
field.
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File Menu

File
Select Industny
Select DB Location
Compact & Bepair DB
Check DB
Clear DB
Backup DB

Emploves Mantenance
Change Faszswords

Add Station
Set Station |D
Setup Screen
Crder Eilling

Fegizter
Wiew Options Screen

E zit

Several of the functions listed in the Restaurant Pro Express File menu have the same functionality in
Cash Register Express.

For more information on the following functions, see Chapter 1. Setting Up Cash Register Express:
File Menu:

Select Industry

Select Database L ocation
Compact & Repair Database
Check Database

Clear Database

Employee Maintenance
Change Passwords

Add Station

Register

IIIIIIIIN

For more information on Setup Screen, see Chapter 1: Setting Up Cash Register Express: Setup
Menu: Setup Screen.
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Set Station ID
Info Prompt
Please enter the station |0 for thizs station:
Cancel |

[

This function allows you to set station I1Ds for different stations once they have been created using Add
Station. To access this function, select Set Station ID from the File menu. For more information on
adding station IDs, see Chapter 1: Setting Up Cash Register Express: File Menu: Add Station.

Order Filling
. Dider Fillimg Skalion
Fending
OIS0 Siaton 01 | 1 | Statione 11 |1 | No Order | 3 | No Order g:l
EETIN E e BT
Mo Order 5 | Mo Order ﬁ I Mo Order I | Mo Order & |

This screen displays all orders sent to this Station ID as designated in the Printers tab of Inventory
Maintenance. Each tile shows a different invoice and they are displayed in the order in which they were
placed. When an order has been completed, click on No Order or the corresponding number or press
<ALT-#> toremoveit from the active orders.

View Options Screen

This function allows you to view the Options Screen for more setup options. These options include:
adding inventory (See Chapter 2: Inventory Control) and adding customers (See Chapter 3: Customer
Contral). To display the Options screen, select View Options Screen from the File menu.
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Invoice Screen

Touch Screen Invoicing -- Station 01

Caola Diet Caola Ginger Ale
Delete
Fink Line
Bewverages lced Tea Lemonade e e
Foot Beer g #
VWater 1oz
Extra
L@,
Cuizt
%
Oft
[ =
|
Check
b ark. i
for | ok @ E:; ‘
S plit Prev | Mest ime

Table #

Server D

12 ]
Harmburger
Lettuce
b ayio
Tomato
Small Fries
Cola

Option

N/A
1 $225
1 $0.00
1 $0.00
1
1
1

0] :{
$0.00

$0.99
$1.00

ghy

Fres

Mext

U

| 5

The Invoice Screen is where all of your daily invoicing will be done. Administration tasks such as
Reports, Accounts Receivable, Purchase Orders, and Inventory Control are performed in different
screens. Select View Options Screen from the File menu in the L og-1n screen to access these functions.
Further explanations on these functions can be found in earlier chapters.

Before you begin processing invoices, you must manually enter your inventory items into RPE. You may
want to enter just a few items at first so you can get a fed of how the program works, and then
progressively add more items. Refer to Chapter 2: Inventory Control for more information on adding

inventory items.

NOTE: For Restaurant Pro Express, all items MUST be entered into a department to appear on the

I nvoice Screen.
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Dissecting the Invoice Screen

Totals

Running totals are kept for the current invoice. Each time you add a new inventory item to the invoice,
the totals portion is updated. If you are using a pole display, that will be updated as well. The top number
isthe Grand Total. Thisline displays the invoice total after taxes. The second lineisthe Tax Amount.
Thisline displays the total amount of tax for the entire invoice.

Invoice Grid
Hamburger 1%225 &
k.etchup 1000
Lettuce 1 $0.00
Tomata 1) $0.00
Small Fries 1 $0.99
Cola 1 $1.00

el

The Invoice Grid shows all of the items in the current invoice. The first column shows the item
description. The second column indicates the quantity of that item, and the third column indicates the
total pricefor that line. Use the arrows on the side of the grid to scroll up and down. The selected line of
the invoice is highlighted yellow. To sdlect aline, use the Prev and Next buttons below the grid to move
the marker to the desired line or click on the desired line with the mouse.

Cash Register Express 134



Departments

o

All of the departments are listed in alphabetical order on the left side of the screen. Up to seven
departments can be displayed on the screen at one time. Use the corresponding Prev and Next buttonsto
scroll up and down through the list of departments. To select a department, press the desired button.
Once the department is selected, the button will be alighter color and al the itemsin that department will
appear on the screen.
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Items

Cala Diet Cola Ginger Ale

Fink

lced Tea Lemonade
Lemonade

2prng
Root Beer | SWater 2doz
Bottle

Once a department has been selected, all of the itemsin it will be displayed. Up to twenty-one items can
be displayed on the screen at one time. Use the corresponding Prev and Next buttons to scroll left and

right through thelist of items.

Prew | MNest

To select an item, press the desired button. Once an item has been selected, it will appear on the Invoice
Grid. NOTE: To enter a multiple quantity for an item, you must press the # button and enter the

appropriate quantity BEFORE sdecting the item. For more information on the # button, see the
following section.
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Additional Invoice Screen Buttons

Delete: Click on this button to delete a line from the current invoice. To delete a line, use
Prev and Next to highlight the desired line, then click on the Delete button. You will be
Delete| pPrompted to enter the administrator password before being able to delete aline.

Line Discount: Click on this button to discount a line in the current invoice. To discount a
"I—"'r.-"E line, use Prev and Next to highlight the desired line, then click on the Line Discount button.
LNSC Enter the percentage (not the decimal value) to be discounted then press OK to apply the

discount. If you make a mistake, you may press Clear to re-enter a percentage or press Cancel
to exit the screen without applying a discount.

Quantity: Click on this button to enter a multiple quantity for an item. Enter the desired
# quantity then press OK. If you make a mistake, you may press Clear to re-enter an amount or
press Cancel to exit without choosing a quantity. Once the quantity has been entered, select the
desired item. NOTE: You must enter the appropriate quantity BEFORE selecting the

Extra Item: Click on this button to add a non-inventory item to the invoice. Enter the dollar
amount of the non-inventory item then press OK to add the item to the invoice. If you make a
mistake, you may press Clear to re-enter an amount or press Cancel to exit the screen without
adding an item. Theitem will appear as Extra Item in the Invoice Grid.

: Customer: Click on this button to select a customer for the current invoice. This will bring up
" P the customer selection screen:

Cust

Customer Selection

Selected Customer:
| ~| 72263714 DL:A Cust #
John Smith
PC America
@ 60 North Harrison Ave Suite 40
Congers NY 10920

CLEAR

ENTER &
A

E| F| G

B

J

R
2|
=]

To search for a customer, partially enter a customer number and then press the down arrow key <?> to get
a listing of all customers beginning with those numbers or letters. You can aso use the left and right
arrows to scroll through your customers. Click on Select to select the customer for the current invoice.
You can also click on Add or Edit to open the Customer Maintenance screen (See Chapter 3:
Customer Contral).

C
K
Q S
]
e]7]ls]
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::}-‘ Invoice Discount: Click on this button to discount an entire invoice. Enter the discount
5 percentage (not decimal) for the invoice. Press OK to apply the invoice discount or press
l:lﬂ‘ Cancel to exit without applying a discount. Press Clear to re-enter a percentage.

Check: Click on this button to print a check for the current invoice.

Check.

Time: Click on this button to clock in or clock out. For more information on this function, see
Chapter 6: CRE Toals: Clock In/Clock Out.

kark  Mark for Split: Highlight the desired item then click on this button to select the items to split
Far onto another check using the split check feature.

: Split Check: Click on this button to split the current check into multiple checksin the instance
Split  that the customers decide to pay separately. NOTE: The items highlighted using the Mark
for Split option will be moved onto a new check.

Option
Option

Click on this button to view more additional options— L ast Receipt, Open Drawer, and Party Size.

Last z“J\ Cpen

Sisielon - (e Drawer

Farty Size {k' Cancel

Last Receipt: Click on this button to print a copy of the last receipt printed at this station.

Open Drawer: Click on this button to open the cash drawer. You will be prompted to enter the
administrator’ s password.

Party Size: Choose this option to enter the number of people in the party for the current invoice. Enter
the correct number of people then press OK. If you make a mistake, you may press Clear to re-enter an
amount or press Cancel to exit the screen without entering a party size.
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Done

Click on this button to display options for exiting the invoice screen — Hold, Void Invoice, Last Receipt,
and Exit.

F'reu

. - et

End Transaction: Click on this button to end a transaction. If Prompt Amount Tendered is set to Yes
in the Setup Screen, the amount tendered screen will appear:

Payment Information

$5.00 Amount Due
——— I
$0.00
$0.00
$0.00

Remaining

Enter the amount tendered in the correct field(s) (Cash, Check, Credit Card, On Account, or Gift
Certificate). You can enter the amount using either the keyboard or the on-screen number pad. Once
you have made your selection, click on OK or press <ALT-O>. You can click on Cancel or press
<AL T—E> to exit without ending the transaction.

~d
Qo
KO

|—L
[p®]
€

o

— =
g g .....
o -~
® 35
ml-h
a
Ho
ICn
I

Amount Due: Thisisthe amount due from the customer for the current invoice.
Amount Tendered: Thisis the payment received from the customer.

Amount Remaining: Thisisthe amount still due on the invoice. Parentheses indicate a negative
amount remaining (i.e. change to the customer).
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Void Invoice: Click on this button to void the current invoice. You will be prompted to enter the
administrator password.

Last Receipt: Click on this button to print a copy of the last receipt printed.

Exit: Choose this option to exit the RPE Invoice Screen and return to the RPE Log-In Screen.

Payment Options

Click on this button to display payment options for the current invoice —-CC Info, On Account, No Tax

ThisOrder.
- Mest -

CC Info: Click on this button to choose Credit Card as the form of payment for the current invoice. You
will be prompted to enter the credit card information.

No Tax ThisOrder: Click on this button if tax should not be applied to the current invoice.

On Account: Click on this button to choose On Account as the form of payment for the current invoice.
Y ou must select a customer before choosing this option.

Hold

Click on this button to place the current invoice on hold. You will be returned to the Restaurant Pro
Express Log-In screen.

Invoice Information

T able # Server D Farty
| 12 | m | [Smith)

This box shows information about the current invoice — Table #, Server 1D, and Party.
Table #: Thisisthe table number where the party is seated.
Server ID: Thisisthe Server ID of the employee serving this party.

Party: Thisisthe party name. If a customer is selected, the customer’ s last name will appear here,
otherwise N/A.
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Restaurant Invoicing Tips

Server IDs

?? When assigning Server IDs, make sure that they are easy to remember, such asthe server’s
initials.

Item Numbers
?? When assigning item numbers to items, have all similar items start with the same number.
For example, have all burgers start with 1000 (Hamburger — 1000, Cheeseburger — 1001,
BLT — 1002, etc.). Thiswill make reports much more organized and easier to read.

Departments
?? When assigning a department 1D to a department, select a number that is similar to the items
in that department. For example, if you were to create a department called “Burgers’, you
would assign it Department ID 1000 since all of the burgers have item numbers that begin
with 1000.
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Appendix

A Quick Tutorial of Cash Register Express

This quick tutorial is designed to familiarize you with Cash Register Express. For this tutorial, we will be
adding inventory, departments, and customers for a fictitious company. We will also process some
transactions to get a feel for the invoicing process.

Add a Department

1. To add a department, select Department Maintenance from the Administrative screen in the
Options menu (Modern) or from the Inventory menu (Traditional).

2. A window entitled Department M aintenance will appear on your screen, as shown below:

. Department Maintenance = =]

Info

Department 1D
11 iy

Department Description
Update iHardware

Department Type:

+ Reqular i~ RBental ¢ Employee
Delete

[~ Diszplay on Touch Screen

Search by Dept ID
Exit @ | H E>

3. Click on Add.

4. For Department |1D, enter 1000.

5. Use<TAB> to move from Department 1D to Department Description.
6. For Department Description, enter Hardware.

7. Choose the Department Type as Regular.

8. Click on Save. You havejust entered a department.
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Add a Vendor

1. To add avendor, sdlect Vendor Maintenance from the Administrative screen in the Options menu
(Modern) or from the I nventory menu (Traditional).

2. A window entitled Vendor M aintenance will appear on your screen, as shown below:

Yendor Maintenance

Help

Vendor Maintenance

Yendor Humber Company Hame
.............. ﬁ dd Iiﬁﬂi! IPC T
..................................... Contact First Hame Contact Last Hame Tax ID
iJuhn ’Emith I
IIpdate
Street Address Telephone Humber
iﬁl] Horth Harrison Ave ’300—722—63?4
Delete Extended Address Fax Humber
ISuite 40 ’914—26?—3550
Exit City State Zip Code Social 5ecurity #
’Cungers iuz 110920 I
Terms Comizzion % Flat Bent Hate
I ;u ]5 0.00
Search by Yendor #
& | | -] o |

3. Click on Add.
4. For Vendor Number, enter 1000.
5. Press<TAB> to movethe cursor to the Company Name field. Type PC America.

6. Press <TAB> to move the cursor to the Contact First Name field. Type John. Press <TAB> to
move the cursor to the Contact L ast Name field then type Smith.

7. Press <TAB> to move the cursor to the Address fields. Type 60 North Harrison Ave. in Street
Address and Suite 40 in Extended Address. Move the cursor to the City field then type Congers.
Move the cursor to the State and Zip Code fields then type NY and 10920.

8. Move the cursor to the Telephone Number field then type 800-722-6374. Press <T AB> to movethe
cursor to the Fax Telephone Number field then type 914-267-3550.

9. Click on Save. You havejust added a vendor.
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Add an Inventory Item

1. To add inventory, click on the Inventory menu, then select Inventory Maintenance. The screen
bel ow should appear:

i, Inventory Maintenance M=l E3
Info

Inventory Maintenance

Save General |thi0nal| Special F'ricingl Qiscuunts! td atrin InfuI Mu:u:lifiersl Erintersl Salez History
— General
Department Item Mumber
Update | | e
. {10
2000 s
2000 [Dezcrption
Huplizate 4000 Ehvies avar
5000 =] !
Cogt Price Retail Price I Shock
stant | $175.00 | $27500 | %300.00 | 100
= Tax Preferred Yendaor Reorder Lewvel
EOTHE
FEemmt 4 F'H-IE 125
[ Tax2 Feorder Quantity
[~ Tax23
[Ielete IED
Profit 32 57143 % Location # of Barcodes
Retail Digcount 8,333 % ID
LCancel Grozz Margn 26364 X
; Search by ltem Mumnber
Exit <: | J d}

- = =2

2. Click on Add.

3. Click on the department that you created earlier in Department Maintenance. It is listed in the
Department field at the upper left-hand corner of the screen.

4. Press <TAB> to move the cursor to the [tem Number field, or click on that field with the mouse.
Type 101.

5. Press<TAB> to movethe cursor to the Description field. Type Buzzsaw.

6. Press <TAB> to move the cursor to the Cost field. The Cost is how much the item cost to purchase
from the vendor. Type 175.00.

7. Press <TAB> to move the cursor to the Price field. The Price is for how much the item is being
sold. Type 275.00.

8. Press <TAB> to move the cursor to the Retail Price field. The Retail Priceis a reference field. It
can be used to record how much theitem in question is going for in the market. Type 300.00.

9. Press<TAB> to move the cursor to the In Stock field. Thisfield specifies how much of theitem you
havein stock. Type 100.
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10.

11.

12.

13.

14.

Click on Tax 1.

Select the vendor that you added in Vendor Maintenance by clicking on it or using the arrow keys to
highlight it.

Press <TAB> to move the cursor to the Reorder Level field. This field specifies how much the In
Stock amount should be reduced to before needing to reorder thisitem. Type 25.

Press <TAB> to move the cursor to the Reorder Quantity field. This field specifies how much of
theitem should be reordered at atime. Type 50.

Click on the other tabs to display more options for an inventory item. Enter information as needed.
Once you have finished entering al the information for an item, click on Save. You have just added
an item to your inventory.
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Add a Customer

1. Toadd acustomer, select Customer M aintenance from the I nvoice menu (Modern) or the Customer
menu (Traditional). The Customer M aintenance screen, shown below, should appear:

. Customer Maintenance O] x|
Info  Print Customer Labels

General Info IAgcounllnfol Extended lnfol Ship Tolnfol Haotes I

Cugtorer # Firzt Mame Last Mame

|7226374 JJohn |Deoe

Company Hame Primary Phone Mumber

|PC &merica |800-722-6374

Street Address Alternate Phone Mumber

|60 Morth Harrison &ve Suite 40 |B45-267-3800

City State Zip Code

|Congess [n [10a20

[igcount Level Country

m ™ TaxErempt |
Coment Balnce: 46000 ﬁeamh 2 Deonel? E o | B |
™ Select for curent invoice Add | Lipdate |

Delete | Exit |

2. Click on Add.

3. Assign a Customer Number in the Customer Number field. It is recommended that you use the
customer’ s telephone number. For this customer, type 2673500.

4. Press<TAB> to movethe cursor to the First Name field. Type John.

5. Press<TAB> to movethe cursor to the Last Name field. Type Smith.

6. Press<TAB> to movethe cursor to the Company Namefield. Type PC America.

7. Press<TAB> to movethe cursor to the Primary Phone Number field. Type 914-267-3500.

8. Press <TAB> to move the cursor to the Street Address field. Type 60 North Harrison Ave Suite
40.

9. Press<TAB> to movethe cursor to the Alter nate Phone Number field. Type 800-722-6374.
10. Press<TAB> to movethe cursor to the City field. Type Congers.

11. Press<TAB> to movethe cursor to the State field. Type NY.

12. Press <TAB> to move the cursor to the Zip Codefield. Type 10920.

13. Click on the arrow next to the Discount Level field and choose B.
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14. Click on Save. You have just added a customer with only the basic customer information. Y ou may
need to enter the information in other fields later on down the road. NOTE: CRE does not require
you to enter customers. The default will always be Cash Customer .

Process a Cash Transaction

Processing a cash transaction involves selecting the customer who wishes to make a purchase and finding
theitem that the customer wants to purchase.

To select a customer (Chapter 3: Customer Control):
1. There is a group of buttons under the heading Customer Info (Modern) and Current Customer

(Traditional). These buttons are Find, Quick Search, and More Info. These buttons are shown
bel ow:

Modern
Customer Info . ”M""
@ 107 -- Cash Customer ool oy
Cluick
Find Search
Traditional
'IEunent Customer
101 : N
!Eash Cirtomer Eind | Quick Search| More Info

2. Clicking on Find will take you to the Customer M aintenance screen.

3. To find the customer that you want, click on the Next button until the desired customer is on the
screen.

4. Oncethedesired customer is on the screen, click on Select. You will see the customer information in
the window to the left of the Find button.

5. You can aso sdect a customer using Quick Search if you know the customer’s Customer Number.
Click on Quick Search, enter the customer number, and then click on OK. The customer
information will appear in the window to the |eft of the Find button.

6. Click on More Info to display the complete customer information (Traditional).

7. Next, we need to find the inventory that the customer wishes to purchase. There is ancther area
entitled Item Search. Thisiswhere we choose the item and the quantity to be purchased.
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To choose an inventory item:

1. Click on the down arrow in the Search by Item Number/Name area. A list with all of the inventory
items should drop down. Double click on the desired item. You can also scan in the item number or
enter it in by hand.

Modern
Search By Item Number Quantity

| N

Traditional

“Item Search

Search By Item Number Buantity
|| :] 1 End Transaction

2. Theitem will appear in theinvoice grid.

3. You may change the quantity for an item once it has been added to the invoice grid. In the Modern
Invoice Screen, position the cursor on the desired item then click on Quan Change. In the
Traditional Invoice Screen, position the cursor on the desired quantity then press <BACK SPACE>.
Enter the correct quantity once the prompt appears, then press<ENTER> or click on OK, or click on
Cancel to exit without changing the quantity.

4. You may change the price for an item once it has been added to the invoice grid. In the Modern
Invoice Screen, position the cursor on the desired item then click on Price Change. In the
Traditional Invoice Screen, position the cursor on the desired price then press <BACK SPACE>.
Enter the correct price once the prompt appear, then press <ENTER> or click on OK, or click on
Cancel to exit without changing the price.

5. Click on End Transaction. You will be prompted to enter the amount tendered. Enter the amount
tendered if it is different than the amount displayed, and then click on OK.

6. A window will appear displaying the change for the customer. Click on OK when you are finished.
You have just processed a cash invoice.
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Shortcut Keys

These shortcut keys only work from the main Cash Register Express invoice screen. |f any control has an
underscore (_) under a letter, that option can be activated by pressing <ALT> + <LETTER WITH
UNDERSCORE>. For example, the menu command Exit can be activated by clicking on Exit or by

pressing <AL T—-X>.

Modern

Cashier Functions

Clock In/Out

Customer Maintenance
Delete Item

Discount — Invoice Discount
Help — Invoice Screen Help
Inventory Maintenance
Inventory — Toggle Item Search
Invoice — Hold Invoice
Invoice—Void Invoice
Invoice Properties

[tem Options
Non-Inventory Item
Payment — Cash

Payment — Check

Payment — Credit Card
Payment — On Account
Price Check

<F10>

<F3>

<F4>
<CTRL-DEL>
<CTRL-L>
<F1>

<F2>
<SHIFT-F2>
<CTRL-H>
<CTRL-V>
<F11>
<F12>
<CTRL-N>
<F6>

<F7>

<F8>

<Fo>

<F5>
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Traditional

Customer Maintenance

Customer — Look Up Customer

Daily Gross Profits

Department Maintenance

Discount — Invoice Discount

Discount — Line Discount

Help — Invoice Screen Help

Inventory Maintenance

Inventory/Kit Sort Order — Sort by Item Name
Inventory/Kit Sort Order — Sort by Item Number
Invoice — Invoice Notes

Invoice—View LineInfo

Invoice—Void This Invoice

Kit Maintenance

Non-Inventory Item

Payment — Cash

Payment — Check

Payment — Credit Card

Payment — On Account

Price Check

Purchase Orders

Return Rentals

Sales Information — Last Invoice Processed
Sales Information — Print Last Invoice Processed
Sdlect Invoice Grid

Tax —No Tax This Order

Tax — Tax This Order

<F4>
<CTRL-U>
<SHIFT-F1>
<F3>
<CTRL-D>
<CTRL-L>
<F1>

<F2>
<SHIFT-F7>
<SHIFT-F8>
<CTRL-T>
<CTRL->
<CTRL-V>
<SHIFT-F3>
<CTRL—N>
<F6>

<F7>

<F8>

<F9>

<F5>
<CTRL-P>
<CTRL-F1>
<CTRL-F8>

<SHIFT-CTRL-F8>

<CTRL-G>
<CTRL—X>
<CTRL-O>
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Common Questions and Answers

Q: I'm running Cash Register Express on a fast computer. Why does it take so long to add an item
to my invoice?

A: The most efficient retail store will have an item number label on every item in the store. Your
Inventory Sort Order should be set to Sort By Item Number in the Inventory menu, and Bar Codes
should be set to Enabled in the Inventory menu. Aslong as you know the item number and the above
two parameters are set, you should be able to have instant lookup by either typing in the item number or
scanning in theitems' bar codes from the Sear ch by Item Number box.

Q: | often get messages that | should register within the next 100 invoices, but | never got around to
it. Now | get a message that says the 200 invoice limit was exceeded and | can no longer get into
Cash Register Express. What do | do now?

A: Call your dealer. They will help you on the proper registration process.

Q: | often get messages that SHARE.EXE is not loaded properly but | installed it before | ran the
program. Why do | still get this message?

A: SHARE may not have been installed properly. SHARE must be specified in ether your
AUTOEXEC.BAT or CONFIG.SYS files, but not both. Make sure to use the proper spelling and
specify the proper directory. The most common way to load SHARE is to put the following line in your
AUTOEXEC.BAT: C:\DOS\SHARE.EXE /L:500. You do not need SHARE if you are using Windows
for Workgroups or Windows 95.

Q: | am using a barcode reader or wand. When | scan the barcode, either no numbers show up or
not all the numbers show up. Why isthis happening?

A: Your barcode reader or wand is probably not set up correctly. To test this, try scanning a barcode in
DOS or in a smple program such as Microsoft Notepad. If the numbers on your barcode are not
showing up correctly, your barcode reader or wand is not set up properly. Check the manual of your input
device for help with setting up your barcode reader or wand.

Q: | accidentally added the wrong item onto an invoice. How do | get thisitem off of the invoice?

A: Press <CTRL-G> to set the focus to your invoice grid. Use the arrow keys to move the box onto the
line of the item you would like to delete from your invoice. Press <CTRL-DELETE> to delete the item
from your invoice.

Q: My customer bought something and now wantsto return his purchase. How do | dothis?

A: Todo areturn in CRE, all you have to do is create a new invoice in which you add the items to the
invoice with a negative quantity. For example, if a customer bought two boxes of diskettes from you, you
would add —2 boxes of diskettesto the invoice. CRE will automatically take money out of your profits and
update the quantity.
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Q: | get a message stating the Database has been corrupted when starting Cash Register Express.
How do | fix this?

A: Your database may have been corrupted for a number of reasons. Perhaps you had a power outage, or
maybe you turned off your computer before exiting CRE. The way to fix your database isto select Repair
Database from the Utility menu in the Log-in Screen.

Q: Why can’t | enter departmentsin the Inventory screen?

A: You must enter your departments in the Department M aintenance screen and then they will be made
available for selection from the Inventory M aintenance screen.

Q: What isthe ****non-inventory**** item for and can | deleteit?

A: No, you should not delete it or modify it. You will need this item in your inventory in order to add
Non-Inventory items to your invoice. If this item is delete, the Non-Inventory feature will not work

properly.

Q: Which printer driver should | use for my receipt printer?

A: Generic/Text Only istherequired printer driver and isincluded with Windows. It can be set from the
Set Default Printer option from the Setup menu of the Main Invoice Screen.

Q: How can | enter additional Cashier IDs?

A: To add a Cashier ID, sdlect Employee Maintenance from the File menu in the Log-In Screen. You
will be prompted to enter the administrator’s password. Click on Add or press <ALT-A>. Enter the new
Cashier 1D and the employee' s information. When you are finished, click on Done or press <ALT-D>.
To quit without adding a Cashier 1D, click on Cancel or press <ALT-C>. NOTE: Cashier IDs must be
two characterslong. The default password for new cashiersis Cashier. You may change this password
in Employee M aintenance or by selecting Change Password in the File menu.

Q: Where does Cash Register Express store all of my information?

A: All of your information (invoices, customers, vendors, inventory, etc.) is stored in one Microsoft
Access-compatible file. The file is labded CRE2000.MDB. It is stored within the DATA2000
subdirectory of the CRE2000 main directory.

Q: Why can't | delete inventory items?

A: If an inventory item has never been used in a past invoice, you are free to deleteit. However, if an item
has been used in a past invoice, you cannot delete it. An extra few items will not take up space or slow
you down in any way. Also, if you are trying to get a detailed sales history, it is important that all the
proper information is there to recall when it is needed. If the item were deleted, you could not get an
accurate report.
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Cash Drawer Test

Testing a Cash Drawer Connected to a Star Parallel Printer

1. GototheDOS prompt (C:\)

2. TypeCOPY CONLPT1l: <ENTER>

TypeA <ENTER>

Type<CTRL>Z <ENTER> (Your cash drawer will open)

An Alternate Test:

1. Gointoyour DOS directory (for example, DOS, CD\DOS)

2. Gointo QBASIC (Type QBASIC <ENTER>)

3. Press<ESC> to clear the QBASIC screen.

4. Enter thefollowing simple QBASIC program:

OPEN “LPT1" FOR OUTPUT AS#L:PRINT #1,CHR$(7):CLOSE

For Epson (TM300 ONLY) use OPEN “LPT1” FOR OUTPUT AS #LPRINT
#1,CHR$(& H1B);” p” ; CHR$(0); CHR$(25); CHR$(250);

5. Press<SHIFT —F5> to run your program. Y our drawer should open now.
6. Pressany key to continue.
7. Repeat step 5 as often as you want to test your cash drawer.

8. Press<ALT —X>toleave QBASIC and return to DOS.

Testing a Cash Drawer Connected to a Serial Port

1. GototheDOS prompt (C:\).

2. TypeMODE COM1:300,N,8,1 <ENTER>

Type COPY CON COM1: <ENTER>

Type A <ENTER>

Type<CTRL>Z <ENTER> (Your cash drawer will open)

* Type MODE COM2:300,N,8,1 <ENTERS> if you are using COM2.
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Appendix

Logic Controls Pole Display Test

The following test sequence will verify that your pole display is properly working. Before you start the
following procedure, you must install the pole display correctly as outlined in the Pole Display manual.
Thistest procedure assumes that the pole display is plugged into the COM1 port of your computer.

If COM2 is used, substitute COM2 for COM1 in Step 2.

1. GototheDOS prompt (C:\).

2. TypeMODE COM196,N,82<ENTER>

Type TYPE CON>COM1 <ENTER>

Type“ ABCDEFGHIJKLMNOPQRS’ <ENTER>

If the following characters are shown on the display, your poleisworking:
ABCDEFGHIJKLMNOPQRS

3. Type<CTRL — C> to return the computer back to the normal display mode.

If you are using Windows 95 or Windows 98, your communication port settings should match the
following:

Communications Port [COM1] Properties

General ! Part Settingsl Diriver I Hesuurcesl

.\> Communications Port [COM1]

Device type: Parts [COM & LPT]
b anufacturer; [Standard part types]
Hardware version: Mot available

— Device statuz
Thiz device iz dizabled. [Code 22.)

 Device usage

Place a check mark nest to the configuration(z] where this
device should be used.

OF I Cancel
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| Communications Port [COM1] Properties

After changing the settings, Windows 95 or Windows 98 may prompt you to reboot your computer.
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Mailing Labels

Z* CRE 2000 Mailing Labels Utility

Exit Help

“Databasze Location | [ Labels Per Page
& 1 Acrozs - 10 down

= 2 Acrozs - 10 down

" Customer Selection

Select Your Databaze
= 3 Acrozs - 10 down

{~ Certain Customers

“Print Destination

E:hcre20005DATAZ000ACre200 &+ Printer

= One Specific Customer

{" Screen

Start |

Mailing Labels allows you to print a label for each customer that you have set up. To use this function,
select Programs from the Start M enu, select CRE2000, and then select M ailing L abels.

Toprint labels:

” Click on Select Your Database or press <AL T-E>, and then select the CRE2000 database file.
” Select the proper label format in the Labels Per Page field.

” Specify the destination as either a printer or the screen in the Print Destination field.

” Choose for whom you wish to print labels (All Customers, Certain Customers, or One Specific
Customer) in the Customer Selection field.

” Once you have made all your selections, click on Start or press<ALT-S>.
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Installation Notes:
Using WinZip to Unzip a Zipped Version of
CRE

The following are instructions on how to install a zipped version of Cash Register Express. The
instructions are assuming that you already have WinZip installed on your computer. If you don’t have
WinZip, you can download it from the Download page on the PC America web site. The address is
http:\\www.pcamerica.com.

1. Open thefolder where the zipped fileis.

2. Double-click on the icon of the zipped file. A screen will appear and you will be prompted to enter
where you wish to unzip the file. Y ou should unzip to the default folder unless that particular directory is
located on a different drive. For example, if your CRE2000 directory is located on your D drive, type
d:\cre2000. It isrecommended that you only change the drive, not the name of the directory

Winip Self-Extractor [creZ000p. exe]

To unzip all files in cre2000p. exe to the zpecified
folder prezs the Unzip buttan. —

IUnzip To Folder: RunWindip
Cloze
W Dvenwrite Files ‘Without Prampting
Abot
Help |
2 Mizo kak Computing, Inc. WAL WINZID. Com

3. Click on Unzip once you have specified the destination folder. WinZip will unzip the selected file to
the designated folder.

4. Once the file has been unzipped, WinZip will display a message stating that the file was extracted
successfully. Click on OK or press<ENTER>.

5. Click on Close to exit WinZip.
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Appendix

Troubleshooting

Error 5 lllegal Function Call — Accounts Receivable Section. The Balance due does not equal the total of
the invoices in the Accounts Receivable Section. A possible remedy is to change the balance due in
Microsoft Access to the correct amount or to do a Balance Adjustment in the General screen.

Error 7 Out of Memory. Exit Cash Register Express and close down all other applications that are
running in Windows. Then, restart Cash Register Express.

Error 13 This error often occurs when ending transactions using Discount Level Pricing. One possible
explanation for this error isthat the pole display is causing the error when the COM port isdisabled. This
error could also occur dueto the international settings of a computer. Check the international settings for
things like a period not really being a period.

Error 48 Error Loading DLL.

Error 57 Device 1/O Error. Check to see that your Pole Display, Cash Drawer, and/or Printer are
properly connected. If you are not using these peripherals, be sure that No is selected for this devicesin
the Setup screen. Another possible reason this error would occur is that the cash drawer is set to COM1
rather than LPT1 when using a cash/Star 212 parallel combination. The reason this error would occur is
that CRE tried to send a signal to the COM port but there was no device connected to it.

Error 75 Thiserror can occur for a number of reasons:

1. Fird, verify that the database file location is correct. You can check this with Setup File
Locations. The default is C:\CRE2000\DATAZ2000. If thelocation is correct, then check to see
if the files CRE2000.M DBand CRE2000.L DB actually reside in the C:\CRE2000\DAT A2000
directory.

2. Check that the files CRE2000.MDB and CRE2000.LDB exist. If they don't, delete the
subdirectory \DAT A2000 and the file CREDBL .PCA and re-run Cash Register Express.

3. Thefile server may be shared as read only instead of full access.
Error 76 Path Not Found. This error can occur for a number of reasons:

1. Check that the directory \WINDOWS exists on the drive that contains Windows. If not, create a
new directory called WINDOWS.

2. Thiserror usually occurs when CRE can'’t find the database. Use Setup File L ocations to make
sure that you are specifying the correct location of the database.

Error 91 This error involves Cash Register Express — Network Version and could be a possible Sharing
Violation. You may have more than one computer on the network and did not assign each a separate
Station ID. Another possible reason for this error is if you upgraded from an earlier version and you
conducted the automatic conversion with backing up the database and compacting it.

Error 94 Thereisanull (blank) valuein your information somewhere. If, for example, you get thisin the
Vendors screen, review your entries to make sure that you are not missing any required values. Also, it is
important to check that thereis no punctuation in certain fields because thiswill also cause this error.
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Error 340 Invalid Property Value. This error often occursin Bar Code Express. Try changing the font
names in the design label screen to a more standard format.

Error 482 Printer error. This error indicates that there is a problem that prevents printing. Some
possible causes are that you have selected the wrong default printer or none at all, your printer is not
online, or your printer isjammed or out of paper.

Error 3000 Thiserror can occur for a number of reasons:

1. Cash Register Expressis currently in use by another user or session. Y ou need to close down the
other session before beginning a new one. Or, the database file may be currently in use by
Microsoft Access.

2. Undefined Access Error. This error can usually be fixed by running the Compact & Repair
Database utility. If you get an error 3000 while repairing, try rebooting the computer first.

Error 3008 Cash Register Express still loaded in memory. This error usually occurs when you are trying
to convert your database. Rebooting your computer will usually solve this problem.

Error 3018 You are missing a data field. This error is most likely caused if you have upgraded to a
newer version of CRE and have not used the Conversion Utility. You can run the Conversion Utility by
selecting Conver sion Utility from the CRE2000 folder in the Windows Start Menu.

Error 3021 No current record. Try repairing and compacting your database.

Error 3022 Duplicate key. This error occurs when you are trying to create an item (such as a customer,
inventory item, kit, invoice, etc.) with a duplicate value of the indexed filed. (Example: duplicate
customer number, item number, invoice number, etc.).

Error 3037 Seeerror 7.

Error 3040 Disk 1/O error. When this error is followed by error 91, repair your database. Repairing the
database should correct this error.

Error 3041 Incompatible Database Version. Try renaming the file VBDB300.DLL in your
C:\WINDOWS\SY STEMdirectory to VBDB300.0OL D and reinstall Cash Register Express.

Error 3044 Data file not found. This error usually occurs when CRE cannot locate the database. Use
Setup File Locations to make sure that you are specifying the correct location of the database.

Error 3049 The database file has been corrupted. This error is usually a result of a power failure or
turning off your computer before exiting CRE or Windows. You can repair your database by using
Compact & Repair Database.

Error 3075 Invalid charactersin item. This error usually occurs when an apostrophe (*), pound sign (#),
asterisk (*), or ampersand (&) appears in an item name or item number. Try changing the problem item
then reprocess the invoice.

Error 3077 Error occurs when searching for an item. An item in the inventory may have a quotation or
some other punctuation mark in its item name or item number. Try re-entering the item in the inventory
without using any punctuation.

Error 3078 Couldn’t find atable. See error 3049.
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Error 3163 Data too long to be entered into the database. This error usually occurs with non-inventory
items. The item description may contain too many characters. Try shortening the description.

Error 3167 Record already deleted. The error occurs because CRE istrying to access a deleted item. To
fix this, run Compact & Repair Database and Backup Database.

Error 3183 Not enough space on temporary disk. Free up hard drive space by deleting unwanted or
unnecessary files and/or directories.

Error 3196 CRE is currently in use by another user or session. You must close down the other session
before beginning a new one.

Error 3197 Corrupted database. Run Compact & Repair Database.

Error 3356 Currently locked by another user. When repairing database, make sure that all other stations
are turned off before attempting repair database, then try to repair database while all other computers are
turned off.

Error 20504 Crystal Report *.RPT file not found. This error occurred because you are missing one of the
crystal report filesin your install directory. Reinstall CRE to fix this problem.

Error 20525 Unable to load report. This error means that there is some error in loading the report
because the report is probably corrupted. Reinstall CRE to fix this problem.

Error 20526 This error occurs if you are printing a report and have not yet specified a default printer.
Specify a default printer by selecting Set Default Printer from the Setup menu in the Main Invoice
Screen.

Error 20529 This error usually occurs when trying to print reports. This error indicates that your hard
disk is full and there is not enough space to either load or export the report data. Try freeing up some
hard disk space.

Error 20533 Unable to open database file within Crystal Report. Contact PC America with the report you
are trying to run. Crystal sometimes generates this error when the database structure has changed, so it
has to be updated.

Error 20534 Error in Crystal Report DLL. This error occurs when one of the DLL fileis corrupted. You
should rename it and then reinstall CRE to replace the corrupt file. Check for DLL files with wrong
dates, times, and/or sizes (especially with a size zero).
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Technical Support

If you have any problems or questions and you cannot find the answers in the help section or in the
manual, PC Americawill be happy to give you technical support.

Technical support is FREE for 90 days after your purchase. Including upgrades, Technical Support is
$300 (single user) or $499 (multi user) per year after your initial free period. Technical support is
available 9 am to 6:00 pm EST Monday through Friday. 24 Hour Technical Support Contracts are
available for an additional $395 per year. 24 Hour Technical Support Contracts must be arranged at least
one week prior to usage.

CRE software upgrades are available from the Internet at http://www.pcamerica.com. Call Technical
Support or your sales person to get the necessary password for any upgrade. All upgrades require WinZip.
If you do not have WinZip, it is also available on the PC America web page. Upgrades are also available
on CD for $10 plus the appropriate shipping charge. Additional or new copies of the manual are available
for $25 each.

We also welcome any comments or suggestions about our software. You can reach our technical support
representatives at:

Voice: 845-267-3549
Fax: 845-267-3550

Mail:  PC America
Attn: Technical Support
60 North Harrison Avenue
Suite 40
Congers, NY 10920

If you are faxing or mailing any questions, comments, or suggestions to us, please include your name,
phone, and/or fax humber, the name of the company that you own or for which you work, the name and
version of the program you are using, and a detailed explanation of your questions or comments so we can
help you most effectively.
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CASH REGISTER EXPRESS 8.xx SUPPORT OPTIONS

NEW Cash Register Express 8.xx Update. The new 8.0 Update is available NOW. The 8.xx Update is FREE on
theinternet if you purchased Cash Register Express within the last 90 days. If you purchased Cash Register Express
or technical support within the past 12 months, a partial credit is available towards the purchase of updates and
technical support options below.

New Cash Register Express owners receive 90 days of FREE Technical Support and Updates.
P ease choose a technical support plan below and fax your technical support contract back to 845-267-3550.

&1 Year Single User Upgrades and Incoming Technical Support ($300). Technical support contract includes
10 incoming telephone calls (you call us) or a maximum of 120 minutes (whichever comesfirst). Technical
support is available 9 AM — 6 PM EST, M-F by calling 845-267-3549.

& &1 Year Multiuser (2-5 stations) Upgrades and Incoming Technical Support ($499). Technical support
contract includes 10 incoming telephone calls (you call us) or a maximum of 120 minutes (whichever comes
first). Technical support isavailable 9 AM —6 PM EST, M-F by calling 845-267-3549. Add $100 per station
for updates and technical support for each station above 5 users.

& #Add $100 for Outgoing Technical Support. Call PC America at 1-800-PC-AMERICA or 1-800-722-6374
X502 and receive a callback within 3 business hours available 9 AM — 6 PM EST.

& #Add $395 to any of the above contractsfor 24 Hour Extended Technical Support. Technical support
contract includes up to 10 telephone callsincluding 5 emergency incidents up to 120 minutes. If your system is
down, thisis considered an emergency incident. Standard technical support isavailable9 AM —6 PM EST, M-
F. Emergency technical support is available 24 hours per day by calling 1-800-PC-AMERICA or 1-800-722-
6374, choosing option 3 and leaving an emergency message. A technical support person will be paged a call you
back (limited to U.S.A. 50 states).

Name on Credit Card

Company Name

Street Address

City, State and Zip Code

Credit Card Number

Credit Card Expiration Date Today' s Date

Signature




PC AmericaTechnical Support Frequently Asked Questions

& #Busy Signalswhen calling for technical support. Our technical support lines are free at least 40% of the day
between 9 AM and 6 PM, EST, M-F. We do not place callersin a queue to wait for the next available support
person. If you get a busy line, keep trying. Mogt callers can use *66 on their telephone to automatically keep
caling until thelineis not busy....or, try one of the tech support alternatives listed below.

& &L ive Online Support. You can now reach the technical support department live9 AM —6 PM, EST, M-F by
using America Online Ingtant Messenger (AIM). You do not need America Online to use this service. Anyone
with Internet Access can use AIM free of charge. Go to www.aol.com and download America Online Instant
Messenger. Our online chat name is POSNOW.

& &sSupport Via Email. You can get support at no charge by writing to posnow@aol.com. This email addressis
monitors 3 times per day, 5 days per week. You will normally receive areply the same day.

& &Support on the Internet. Any question you may have, has probably been answered already. Prior to calling,
you should try looking at our support page at www.pcamerica.com.

& #sNetwork Problems. If you have two or more computers connected via a network and you did not purchase your
Network from PC America, we cannot support your network at no charge. Our technician will ask you to
confirm that your network isworking by using Network Neighborhood to test your connection. If you network is
not connected, you must seek help from the person who installed your network...or, PC America can help you
get your network working via a $99 Network surcharge.

& #0Other Hardwar e Problems. If you purchased your hardware from a company other than PC America, we
cannot give you hardware support at no charge. We have methods of testing most of your hardware. If you
hardware isworking properly, we will support your hardware with CRE2000. If your hardware is not working
properly, you must go back to your original hardware supplier for support or pay a surcharge for support from
PC America. 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 paralld port.

&1 C Verify Credit Card Processor Problems. If you have purchased IC Verify from PC America or any other
source, you must first get 1C Verify to work all by itself, independent of CRE2000. To get support with IC
Verity, you must call Cybercash for assistance. The phone number isin your 1C Verify Manual). If you want
PC Americato help you to get IC Verify to work, there is a $99 tech support surcharge. Most problems related
to IC Verify are caused by having the wrong bank credit card phone number for processing, incorrect modem
strings (which can be reset automatically within IC Verify), conflict with fax software, or use of the wrong serial
port. Once you have IC Verify working independently, we can help you to get it to work properly with CRE2000
(or just look in the manual).

s #Jpgrades. Upgrades to a new version are $300 Single User and $495 Multiuser. Upgrades through the Internet
are FREE with sdelected technical support contracts when purchased within 30 days of the expiration date of
your tech support contract.



