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Orientation to POS

If you are running POS Pro for the first time or you have logged out, you will need to log in.
To do so, in POS Pro:

1. Find and then tap your username.
2. Enter your password and tap Log In.

Alternatively, you can type in your username and password in the corresponding fields and
then tap Log In.

3. Tapping Log In will open the app’s Home Screen:

9:41 AM 100% m—

Settings

Status

Vv

100% Synchronized
Everything is up to date

Sync Now

XI5 3¢

Sales Summary: Today

Catalog Shipments Adjustments

Sales Summary: Yesterday
Sales Summary: This Week
Associate Performance: Today

Associate Performance: Yesterday

ﬂ Home

From the Home Screen, it is possible to access the following areas:

e Catalog: to search for and manage items, check item availability, print tags, etc.
e Shipments: to receive, return, and transfer items, manage shipping documents, etc.
e Adjustments: to adjust item quantities if items are lost, stolen, or found.

To view sales summary or associate performance reports, tap any option in the Report section
on the right.

Additionally, tapping your username in the upper left corner of the app’s Home Screen will
open the menu, from which it is possible to:

- configure user options

- add or change your photo
- update your password

- logout

Source: POS version 6.12 2
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Checking item availability for company

The information on item quantities that are available for the whole company can be found in
the Availability area of POS Pro. To access the area:

1.
2.

On the app’s Home Screen, tap Catalog. Tapping Catalog will open the Item Search screen.
Search for the required item.

There are two ways you can search for an item:

a. In the Item Search field, enter the item’s UPC, PLU, CLU, or your item’s description.
b. Tap the barcode scanning icon to scan the item’s tag.

8:57 AM  Wed Nov 27

Close L [tem Search

Once the input has been made, the items matching the search criteria will display. You can
sort to find the required item by tapping any of the columns’ headers.

8:57 AM  Wed Nov 27

Close LN

DCSS PLU UPC Store Description Attributes Offer Price
27 items found

PTT 12202 3528 3585212491251 MY PANTS 244 PANTALON 2188, 36 €0.00

PTT12202 3529 3585212491268 MY PANTS 244 PANTALON 2188, 38 €0.00

PTT 12202 3530 3585212491275 MY PANTS 244 PANTALON 2188, 40 €0.00

Tap the required item to open the Availability (Real Time Availability, or RTA) view.

In Availability, you can find item quantities distributed by various attributes for the
whole company.

8:58 AM  Wed Nov 27

Close Availability...

Additionally:

From Availability, you can print tags. To do so, tap Print Tag in the top right corner of the screen.

In the Print Tags dialog that opens, you can configure printing settings. It is possible to select a
printer, choose a template for your tag as well as specify the number of copies you want to print.

Having configured the settings, tap Print.

In Availability, you can change the default name of the columns (for example, 2188 or 3075 in the
screenshot above). To do so, tap Options in the upper right corner of the view.

Then, in the Options dialog that opens, select the column’s alias.

Tap Done for the changes to take place.

Source: POS version 6.11.64 3
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Checking item availability for company’s locations

The information on item quantities that are available for other locations can be found in the
Availability area of POS Pro. To access the area:

1. Onthe app’s Home Screen, tap Catalog. Tapping Catalog will open the Item Search screen.

2. Search for the required item by manually entering your item’s UPC, PLU, CLU, or any part of
the item’s description in the Item Search field.

Alternatively, tap the barcode scanning icon next to the Item Search field and
scan your item’s tag. —

Once the input has been made, the items matching the search criteria will display. You can sort
to find the required item by tapping columns’ headers.

3. Taptherequireditem to open the Availability (Real Time Availability, or RTA) view.

4. In Availability, tap the required quantity to see its breakdown by locations.

Close Ava||ah|||ty_ Print Tag Options

F \
/ Code Location Available Commit On Hand Incoming Distance \

PDEDO04  FERME - PDEDO04 FRANCFORT
PBEDO03  FERME - PBEDQO3 FORT JACO
PBEDO0O4  FERME - PBEDO04 GENT_KOES
PFREQO5  PFREQOS5 GL SAS

3051 PTT - Wissous KN

PFRAOOO  Location Bis

SALESHIST SALESHIST

PFRD0O55  PTT CANNES ANTIBES 3 0 3 0 /

In the bottom section, tap any column header to sort the list by that

column. Di \/‘
Istance
To hide the section, tap the down arrow button.

To see detailed information on a location, such as its phone
number, address, etc., tap the required location row in the grid.

Source: POS version 6.11.64 4
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Orientation to Shipments

In the Shipments area of POS, you can manage your store’s incoming (for example, Purchase
Receipts, ASNs, etc.) and outgoing (for example, Ship Memos, Transfer Orders, Purchase
Returns, etc.) documents.

1. To open the area, tap Shipments on the iPad POS app’s Home Screen.

The badge app icon (red circle) next to the Shipments button shows
the number of outgoing documents that require your attention.

B

Once the Shipments button is tapped, the documents will appear in Shipments
the Shipments area.

The Shipments area consists of three tabs:

a. Outgoing: contains documents with items that go out from your location
b. Incoming: contains documents with items that your store is receiving
c. History: contains both incoming and outgoing documents that are finalized

00 AM Wi Nay 27

Close Outgoing (8)° Incoming (4) Histary (1)

Mew Outgoing . Search i}

2. Torefresh the information in any of the above tabs, pull the page down. e
3. To configure a document’s default printing options, tap Print Options in
the upper right corner of the screen. The settings are configured for a specific Print Options

document type.

4. To search for documents, use the Search field under the Print Options LT
button. You can manually enter Document #, Order # or any other
descriptive element to identify the document. Alternatively, it is possible to use the device
camera or scanner.

5. Filtering is available in the History tab. By default, the documents that were created within
the last 30 days are displayed.

To change the time span, tap Filter next to the Search field.

6. If you’'ve opened a document in Shipments el
and need to put down your device for a while, Clos: Lock Screen
you can lock the screen.

Document

To do so, when viewing any document, tap Lock
Screen.

On tapping, you’ll be logged out, while the document will remain open.

When you return, just log back in and you will be brought back to wherever you left in the
document.

Source: POS version 6.11.64 5
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Incoming — Transfer In

Transfer In is used to receive items sent from another location. To update your location
guantities, it is required to finalize a Transfer In.

To do so, in POS Pro:

1.Tap Shipments on the app’s Home Screen.

Fir)

2. In Shipments, tap Incoming at the top of the screen.

Shipments

3. In the Incoming tab, find the required Transfer In (T-IN) and tap to open it.

If the Transfer In has a carton number, scan it or enter in the search field to
find an exact match. Alternatively, scan or enter the number of the associated Transfer Order to
see all the Transfers In related to it.

4, Tap Items at the top-right of the screen.
Tapping Items will open the list of merchandise that has arrived from another location.

3:27 AM FriDec 13

For each item on the list,
the Pack Qty column
displays what the other
location has sent to you.

5.Then, you need to
receive the items. To do
so, perform one of the
following:

e |n the Item Search field
(see the screenshot)
enter the item’s UPC,
PLU, or ALU

e Scan the item’s barcode

Receiving the item using
any of the above
methods will increase

Close Lock Screen

Document

Receive All Clear All

Item

3415180676384
FONTPELLIER

0027 36

Incoming - Transfer In
1100000004

Iltems (16)

omm{ Q Item Search LT

Attri...1 (A1) Attribute 2  Attribute 3 Pack Qty In Qty Difference

0027 34 12 0 0

0 Clear  Print Tag | Edit

Print on Finalize

FINALIZE

that item’s In Qty value by 1.

Alternatively, to receive all the Transfer In items at once, tap the Receive All button (Tapping
the button will automatically match the values of Pack Qty and In Qty). The button is located
on the left above the item list. S

Also, it is possible to change the item’s In Qty manually. To
do so, swipe the item row left and tap Edit. In the Edit
dialog that opens, change the In Qty value and tap Save in

the top right corner.

6. Tap Finalize to update the quantities at your location.

Source: POS version 6.12

Cancel Edit Save
FONTPELLIER
UPC: 3415180676391 PLU 2
STYLE: C0006510

Pack Qty a4
In Qt

y 'p.
Difference Qty 0
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Outgoing — Transfer Order

Transfer Order is a request to your location to send out inventory to another location.

To confirm changes in item quantities and finish processing a Transfer Order, you will need to
finalize it.

To do so, in POS Pro:

1. Tap Shipments on the app’s Home Screen. 5

In the Shipments area, tap Outgoing at the top of the screen. S

2
3. Inthe Outgoing tab, find the required Transfer Order (TO) and tap to open it.
4

In the Document tab of the Transfer Order:

3:46PM Wed Dec 11

e select a ship method Close Lok screen Outgoing - Transter Ocer
(required) bocument s
e enter the tracking number et
of your transfer (required) Tyee Transfer Order
Order # 516
5. Then, tap Items located at ™ ot e Locsin
the tOp rlght Of the Screen. Transfer Reason Select (required)
. . . Ship Method Selec!
Tapping Items will display the m:kmg . :
list of items that are to be sent N T T

out to another location.

In Items, you can do the

3:54PM Wed Dec 11

Close. Lock Screen Ohtaoia iersfer Order following:
Dot e e Tap Transfer All to include all
[ e ey ] optons: (S w | the Transfer Order quantities
Iltem Attri...1 (A1) Attribute 2 Attribute 3 Ord Qty Rej Qty  Out Qty Difference (OUt Qty Wl | | eq ua I ord Qty for
[ - I
rt sleeves 0009 38 2 0 0 -2 Clear  Print Tag Edit . .
e Tap Reject All if you are
3415180637873 .
DURANT Shirt Short sieeves 357 a0 1 0 0 “| unable to transfer any items
(Rej Qty will equal Ord Qty for
each item)

Quantity modifications are available for individual items as well. Scan in your item or enter the
item’s UPC, PLU, or ALU into the Item Search field. If the item is found, the item’s Out Qty value
will be increased by 1.

Also, it is possible to swipe the item row left and change Out Qty, Reject Qty, and Reject
Reason. Once done, tap Save in the Edit dialog.

6. Tap Finalize.

Source: POS version 6.11.64 7
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Outgoing — Creating a Transfer Out

Transfer Out contains items that your store is sending to another location. In POS Pro, it is
possible to create a Transfer Out without a Transfer Order.

To do so, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

12:34 PM  Wed Nov 20

Close Outgoing ®)°®

2. Inthe Outgoing tab, tap New Outgoing.

3. Inthe New Outgoing dialog that opens, define New Outgoing
the target location and tap Create in the upper
right corner.

4. Once the Transfer Out has been created, its Document tab will display. In that tab, indicate:

117 PM Wed Nov 20

e transfer reason
e ship method
e tracking number

Close Lock Screen Outgoing - Transfer Out

Document

Details

5. Tap Items to open the
Items tab. Initially, the
Items tab contains no items. There are two ways you can add items to the list:

Type Transfer Out

e scantheitem’s barcode (preferred)
e enter the item’s UPC, PLU, CLU, or your item’s description in the Item Search field

6. You can scan each item (multiple quantities), or once an item has been added, you can
manually configure its Out Qty. To do so, swipe the required item row left and tap Edit.

0027 36 Il Remove Print Tag | Edit

7. If necessary, to print tags for all items or a mailing label, tap Print at the bottom of the
screen.

Also, to automatically print a transfer memo on finalizing, turn the Print on Finalize switch
on.

[ HOLD l[[ Print ] Print on Finalize ] FINALIZE

8. Tosave the Transfer Out without finalization, tap HOLD at the bottom-left. On tapping, the
Transfer Memo Out is automatically sent to the email address defined for that location in
CHQ.

9. Tap Finalize.

Source: POS version 6.11.64 8
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Incoming — Purchase Receipt without Purchase Order

A Purchase Receipt (PR) is used to add items received from a vendor to inventory.

Usually, a Purchase Receipt will be created automatically once a Purchase Order (PO) is
finalized. In that case, the resulting PR is associated with that PO.

In POS Pro, however, it is possible to create and finalize a new PR without an existing PO.
To do so, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

2. InShipments, tap Incoming at the top of the screen.

3. InlIncoming, tap New |
Purchase Receipt. ST o semrch
Tapping the button will

open the Vendor dialog.

History (1)

4. Inthe Vendor dialog, find and then tap the required vendor. Once selected, you will be
redirected to the Incoming — Purchase Receipt area.

5. Under Incoming — Gome tocksenan oo puchese
Purchase Receipt, tap Items. Daciment Transer

6. Add the items to the
Purchase Receipt by scanning their bar codes.

Alternatively, enter the item’s UPC, PLU, or CLU in the Item Search field.

Receiving the item
via any of the 10036000002
above methods will Pocument Transfer J
increase that item’s | femoveal Ommns[ “ Pants ]
Receive Qty by 1. tom e S

2188 36 il Remove Print Tag | Edit

Incaming - Purchase Receipt

Also, you can
change the item’s
Receive Qty manually. To do so, swipe the item row left and tap Edit.

In the Edit dialog that opens, change the Receive Qty Cancel
value. After that, tap Save in the top right corner of the

A MY PANTS 244 PANTALON
dialog. UPC: 3585212491251 PLU: 3528

Additionally, you can transfer all the items right from
the Purchase Receipt to another location.To do so, tap Transfer. Then, in the Transfer tab that
opens, turn the e -
Automatically Transfer Out

switch ON and fill out the ,
required fields (To, Ship Method, Tracking #).

The above allows for the automatic creation of a Transfer Out upon the Purchase Receipt’s
finalization.

Incoming - Purchase Receipt
10036000002

7. Tap Finalize.

Source: POS version 6.11.64 9
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Incoming — ASN

Advanced Shipping Notice (ASN) contains merchandise that a vendor is sending to your store.
On finalizing an ASN, a Purchase Receipt associated with that ASN is created.

To finalize an ASN, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

2%

2. In Shipments, tap Incoming at the e
top of the screen. S —

3. In the Incoming tab, find the
required ASN and tap to open it.

4, Tap Iltems at the top of the screen.
Tapping Items will open the list of merchandise that has arrived from the vendor/manufacturer.
For each item on the list, the Pack Qty column displays what the vendor/manufacturer has sent to you.

5. Then, you need to confirm
receiving the items. To do so, perform
one of the following:

Incoming - ASN
1100000084

Items Transfer

0 'c{ ! K
ribute 3

e In the Item Search field enter the 3415180749439 o .

item’s CLU, UPC, or PLU R o ﬂ]
Receiving the item via any of the
above methods will increase that
item’s Receive Qty by 1.

e Scan theitem’s barcode

6. Alternatively, to receive all the
items at once, tap the Receive All
button on the left above the item list.

HOLD Print Print on Finalize

Tapping the button will automatically
match the values of Pack Qty and Receive Qty.

7. Also, it is possible to change the item’s Receive Qty manually. To do so, swipe the item row
left and tap Edit. In the Edit dialog that opens, change the Receive Qty value and tap Save in the
top right corner.

Additionally, you can transfer all the items right
from the ASN to another location. To do so, tap
Transfer. Then, in the Transfer tab that opens, e Gonr o
turn the Automatically Transfer Out switch ON

and fill out the required fields (To, Ship Method, Tracking #).

The above allows for the automatic creation of a Transfer Out upon the ASN’s finalization.

8. Tap Finalize.

Source: POS version 6.11.64 10
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Outgoing — Purchase Return

Purchase Return (RET) is used to remove items from inventory for shipment back to the vendor.

To create a Purchase Return, in POS Pro:

9:00 AM Wed Nov 27

1. Tap Shipments on the app’s Home Screen.

Close Outgoing (6).

2. InShipments, tap Outgoing at the top of the screen. Now Oulgoms

3. In Outgoing, tap New Outgoing.

4. Inthe New Outgoing dialog that opens, select
Purchase Return in the Type field. Then, select the
vendor and tap Create in the upper right corner. Type Purchase Return

Cancel New Outgoing Create

5. Once the Purchase Return has been created, its
Document tab will display. In that tab, indicate the
required ship method and tracking number.

Vendor PTT

6. Tap ltems at the top-
right of the screen.

Decument

7. Initially, the ltems tab
contains no items. There are two ways you can add items to the list:

e scantheitem’s barcode (preferred)
e inthe Item Search field, enter the item’s UPC, PLU, CLU, or your item’s description

8. You can scan each item (multiple quantities), or once an item has been added, you can
manually configure its Return Qty. To do so, swipe the required item row left and tap Edit.

Remaove All Options 2 Pants HLTTH

ltem Attribute 1 Attribute 2 Attribute 3 Return Qt
2188 36 S Remove Print Tac = Edit

9. If necessary to print a Purchase Receipt or tags for all items, tap Print at the bottom of the screen.

10. Also, to automatically print any of the above on finalizing, turn the Print on Finalize switch on.

HOLD { Print ] Print on Finalize m

11. Tap Finalize.

Source: POS version 6.11.64 11
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Incoming — Purchase Receipt on Purchase Order

A Purchase Receipt is automatically created on finalizing the receipt of merchandise on a
Purchase Order (PO). The resulting Purchase Receipt is associated with that Purchase Order.

To receive against a Purchase Order, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

905 AM Wad Nov 27

2. In Shipments, tap 5 |
Incoming at the top of the
screen.

History (1)

New Purchase Receipt 1 Search i

3. Inthe Incoming tab, find the required Purchase Order and tap to open it.

4. Tapltems atthe top of FEEEEE incoming -0
the screen. .
" Document Items Transfer
Tapplng Items Wi” Open [ Receive All a\earAll @ Item Search
th e I | st Of merc h an d | se upC Description 4 Attribute 1 Attribute 2 Attribute 3 Pack Gty Recewe Gty Difference
that has been ordered ssap212amas ot e o0 w00-a 1
from th even d or. B Ao HEN 282 95-8 1 0 Bl Clear Print T:g | Edlit
8000000582409 YELLOW BRA 1000 B85-B 1 0
5. The n, you nee dto 3585212407832 e 1007 95-B 1 0 -
confirm receiving the s BUERSIE oy g : .
items. To do so , perform 3565212427557 e 282 908 5 0 -5
one of th e fol |0W| ng: 3585212408129 gﬁgﬂg&fﬁﬂm 2000 85-B 5 0 5

e Scantheitem’s
barcode (preferred)

e Intheltem Search
field, enter the item’s

UPC, PLU, or ALU "o | [ |

Receiving the item via any of the above methods will increase that item’s Receive Qty by 1.

Alternatively, to receive all the items at once, tap the Receive All button on the left above the
item list. Tapping the button will automatically match the values of Order Qty and Receive Qty.

6. Also, it is possible to change the item’s Receive Qty manually. To do so, swipe the item row
left and tap Edit. In the Edit dialog that opens, change the Receive Qty value and tap Save in
the top right corner. >

Additionally, you can transfer Document tems Transfer _
all the items right from the . .
Purchase Receipt to another location. To do so, tap Transfer. Then, in the Transfer tab that
opens, turn the Automatically Transfer Out switch ON and fill out the required fields (To, Ship
Method, Tracking #).

The above allows for the automatic creation of a Transfer Out upon the Purchase Order’s
finalization.

7. Tap Finalize.

Source: POS version 6.11.64 12
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In the Adjustments area of POS Pro, it is possible to create and manage Adjustment Memos.
Adjustment Memo allows you to change quantities of your store’s merchandise that has been

stolen, damaged, found, etc.

To access the Adjustments area in POS Pro:

1. Tap Adjustments on the app’s Home Screen.

Once the icon is tapped, the list of existing Adjustment Memos will open.

2. Torefresh the information displayed, pull the page down.

3. To create a new
Adjustment Memo, tap New
in the upper left corner.

4. To search for memos, use
the Search field in the upper
right part of the screen. You
can scan in the memo or
manually enter your
document’s Memo # or
Universal #.

5. To select the time span

for which historical
Adjustment Memos  will
display, tap Filter next to the
Search field. By default, the

Memo'#
Last 30 days
231

230

229

1233456789012

227

Universal #

1233456789874

1233456789111

1233456789999

1233456789044

Date/time

5 documents found

12/12/2019 12:35PM

12/12/2019 12:35PM

12/12/2019 12:35PM

12/12/2019 12:35PM [ Posted ]

12/12/2019 12:35PM

Status

Awaiting Disposition

[ Editiog J

&

Adjustment

Sarah

BLUs Netary |

memos created within the last 30 days are displayed.

6. Adjustment Memos are available with the following statuses:

e Held: displays if a document is held; it is possible to edit and discard such memos

e Posted: displays if a document is finalized; it is possible to only view such memos

e Editing: displays if the document has been opened for editing and not closed; it is
possible to edit such memos

To view, edit, or discard a memo, swipe that memo’s row left and tap the corresponding button.

7. To configure the memos’ default printing options, tap Print Options in the upper right corner

of the screen.

Source: POS version 6.11.64
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Adjustment Memo creation

Adjustment Memos are used to record changes in quantities of the merchandise if, for
example, some of your store’s items have been stolen, damaged, found, or returned to another
store.

To create an Adjustment Memo, in POS Pro:

1. Tap Adjustments on the app’s Home Screen. a1

Adjustments

2. Inthe Adjustments area, tap New at the top-left.

3. Ontapping New, select the required adjustment reason.
Once the reason is selected, the Document tab of the created Adjustment Memo will open.

3:55PM Thu Dec 12

4, Tap ltems at the top-
right.

Close Lock Screen AdJustnments

Document

Initially, the Items tab

contains no items. There B Options Q@ Search i
are tWO Ways you cana dd Item Attribute 1 Attribute 2 Attribute 3 Adjustment Qty
items to the list: 3415180676391 0027 36 NO VALUE 2

FONTPELLIER

e scantheitem’s

0676407
ELLIER

barcode (preferred)

0027 38

NO VALUE

=

e enter the item’s UPC,
PLU, CLU, or your
item’s description in
the Item Search field

5. To manually specify
Adjustment Qty,
swipe left the item’s
row and tap Edit.

HOLD Print

Print on Post O POST

Once the quantity is indicated, it is possible to set the value to be positive or negative. To do so,
in the Edit dialog, tap the +/- button on the numeric keyboard.

Once done, tap Save.

Alternatively, to set the item value to either positive or
negative by default, tap the Options button next to the
Search field. In the Default Item Value field of the
Options dialog that opens, select the required option.

Items

| Options F Search {LITN

6. Ifrequired, to print the Adjustment Memo, tap Print at the bottom of the screen.

Also, to automatically print the Adjustment Memo on posting, turn the Print on Post switch on.

7. Tap Post.

Source: POS version 6.11.64 14



Outgoing — Store Pickup finalizing

4

A Store Pickup Memo (PKUP) contains merchandise that a customer will pick up

from your store.

To finalize a Store Pickup Memo, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

2. In Outgoing, find the required Pickup Memo (PKUP) and tap to open it.

3. Tapltems atthe
top of the screen.

Tapping Items opens
the list of merchandise

that the CUStomer WI” ltem Attribute 1 Attribute 2 Attribute 3 Ord Qty Ship Qty Rej Qty
pick up.
3415180676407
. FONTPELLIER NO SLEEVES D... 02/ = NOVALYE 3 ! 0
4. Mark the items
; ; 10676391
either as picked up B crrveen, 97 3 NO VALUE 2 1 Wl reicct | l
or rejected. S
2415180670304 0027 34 NO VALUE 1 0

To do so, at the top

2:48 PM  FriNov 29

Close Lock Screen

Document

PickUp All Reject All ]

FONTPELLIER NO SLEEVES D...

Outgoing - Ship Memo
1000000093

Items(3)

Options

PickUp

TEAMWORK

COMMERCE

Shipments

left of the screen, tap
PickUp All to mark all
the Pickup Memo
items as picked up or
Reject All to reject
those.

Print on Save C Pickup Ready

On tapping Reject All, \

the Pickup Memo will be saved with the “Rejected” status.

Alternatively, it is possible to pick up or reject each item manually. To do so, swipe an item’s
row left and tap Edit.

In the Edit dialog that opens, define Ship Qty, Reject Qty and Reject Reason.

5. Tap Print at the bottom of the screen to select and print one of the documents: a Pick List,
Packing Slip, or Pick Up Label.

To automatically print the selected document on saving, turn the Print on Save switch on.

Additionally

When the merchandise is being collected, it is possible to capture the customer’s signature. To
do so, tap PickUp at the top-right of the Outgoing — Ship Memo screen. Then, in the PickUp
tab, select Tap to Capture Customer Signature. Once a signature is drawn, tap Done.

6. Tap Pickup Ready once the order has been prepared and is ready for pick-up.
Tap Picked Up once the order has been picked up by the customer.

Source: POS version 6.11.64 15
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Outgoing — Ship Memo finalizing

A Ship Memo (SHIP) contains merchandise that needs to be shipped to a customer.

To finalize a Ship Memo, in POS Pro:

1. Tap Shipments on the app’s Home Screen.

15

2. In Outgoing, find the required Shipment Memo (SHIP) and tap to open it. S

3. Tap Items at the top of the screen.

Tapping Items opens the list of merchandise that needs to be shipped to the customer.

4, Mark the items EEOmET

Outgoing - Ship Memo

either as Shlpped or Gloss: ook Seen 1000000123
reJected . Document Items(3) Shipment
TO do so’ at the top Ieft Ship All Reject All ] Options Q Search i
of the screen, tap Ship , , ,
" to mark a” the shi ftem Attribute 1 Attribute 2 Attribute 3 Ord Qty Ship Qty Rej Qty
A
T P 3415180676452
Memo items as FONTPELLIER 3¢23 i 0 ROVALE ! ! 2
shipped or Reject All oz a T S .
to reject those. e
. . 3415180676407
On tapping Reject All, FONTPELLIER aéiié o ¥ NRNAEUS C ) .

the Ship Memo will be
saved with the
“Rejected” status.

Alternatively, it is
possible to ship or

reject h item ‘ I
eJec eac € ‘ Print Print on Save C

manually. To do so,
swipe an item’s row left and tap Edit.

In the Edit dialog that opens, define Ship Qty, Reject Qty and Reject Reason. Once done, tap
Save to confirm changes.

5. TapStipmentatthe [ o | o

top-right of the
screen. If your Delivery Method is “Manual Ship”, define Ship Method and Tracking #. If
“ShipStation” or “ShippyPro”, define the weight and dimensions of the package and tap Get
Label.

6. Optionally, tap Print at the bottom-left of the screen to select and print one of the
documents: a Pick List, Packing Slip, Shipping Label, or Mailing Label.

To automatically print the selected document on saving, turn the Print on Save switch on.
7. Tap Shipped.

Source: POS version 6.11.64 16
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Outgoing — Creating multiple Transfers Out against a Transfer Order

Transfer Out (T-Out) contains items that your store is sending to another location. In POS Pro, it
is possible to create multiple Transfers Out on finalizing a Transfer Order (TO).

The resulting number of Transfers Out will be the same as the number of cartons on the
document that you define for packing the merchandise.

To assign a carton number to an item:

1. On Home Screen, tap Shipments.

.g

2. In Outgoing, find and tap the required Transfer Order (TO). Stipmes

3. Tap Items at the top-right.

4. Swipe left the row of the item you are assigning a carton number to and tap Edit.

=

On tapping, the item Edit dialog opens. Cancel Edit Save
Firstly, in the # of Cartons field, define the total | itemsStoreDescriptionField

number of cartons in which that item will be | urc:01234s67890123 PLU: 12254
packed (valid values are 1 to 999). IR
Then, in each Carton # field, define the sequence || *° &t !
number of a carton (valid values are 1 to 999). Carton # Quantity 0
One sequence number can be assigned for two Order Oty 100
different items on the document. However, it’s not . .

L
possible to use one sequence number twice for one !
item Reject Qty 4]

Also, in each Quantity field, define the item quantity that will be packed in the corresponding
carton. The sum of all Quantity fields displays in the Out Qty field below. If Out Qty is less than
Order Qty, you will need to define a reject reason.

5. Once done, tap Save in the upper right corner of the dialog. The assigned cartons display in
the item’s row:

tem Arr (AT) A2 Ord Quy Re| Oty Out Qny  Difference
UPC

————Bwsoripijon 4 White ed 9,999,999 99099999 9999999 9,999,999
Carton #; 1,2

6. To print multiple Transfer Memos on finalizing, in the Items tab, turn the Print on Finalize
switch on.

7. Inthe ltems tab, tap Finalize at the bottom-right.

Source: POS version 6.12 17
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Finalizing documents with acknowledgement

In POS Pro, finalizing certain documents may require entering your credentials (manager
override) and/or capturing your signature. Such documents include Transfer Order, Transfer In,
and Transfer Out, Purchase Order, Purchase Receipt, and Purchase Return as well as
Adjustment Memo.

To finalize a document when acknowledgement is required:
1. Tap Finalize or Post in the document (depending on your document type).

On tapping, the Acknowledgement dialog with several acknowledgement statements displays:

Cancel Acknowledgement Continue

Acknowledgement Statement

Select one of the required acknowledgement statements from the
list below.

2. Select the required statement and tap Continue in the upper right corner of the dialog.

3. Then, if manager override is required, the Manager Override dialog displays. In the dialog,
enter your username and password and then tap Log In.

Please note that to perform the manager override, you must be granted with the Allowed to
acknowledge transaction right.

4, |If capturing signature is required, the dialog for drawing a signature displays next:

A signature is required to finalize the transaction.

In the dialog, draw your signature in the blank space.

5. Once done, tap Finalize or Post (depending on your document type) at the bottom of the
dialog. Alternatively, tap Clear Signature to start the signature over.

Source: POS version 6.12 18
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Orientation to Count Memos

In the Count Memos area of POS Pro, you can view, create, edit, and archive Count Memos. A
Count Memo (CM) is a document that records changes in merchandise quantities for the
initialized location.

To open the Count Memos area in POS Pro:

Count Memos

1. Onthe app’s Home Screen, tap Count Memos.

On tapping, the list of all Count Memos for the initialized locations opens.

2. Torefresh the
information displayed,
pull the page down.

Bt AK

Count Memos

New Count Mema a i

3. Tocreate a new

COU nt M emo ta p N ew Count 1D Description Court Dataftime Status tams ftem Differences
’
_ ) . 1212/2013
. BE3AWE  Winter 2010 Sweaters B [ Exitirg ] ADD a
Count Memo in the left 235
upper corner ATTRTE  Winter 2018 Coats & Scarves ?f_':'f:img 267 12
12/12/2013
h f 2:56Y9  Mens Accessories _,,:'Igc M Finalzed 812 24
4. Tosearch for —
NQZML  Fal 2019 Tennis Shoes 15;‘3; .',2:]19 Adjusted 166 7
Memos, use the Search ==

field in the right upper
corner. You can search
by Count ID and
Description.

5. Count Memos are
available with the
following statuses:

e Open:the memo has been just created

e Editing: the memo is being edited

e Finalized: the memo has been finalized

e Adjusted: an Adjustment Memo has been created for that Count Memo

6. To edit a Count Memo, tap the row with that memao.

If you try to edit a memo that is open on another device, the Document is Being Edited dialog
displays.

In the dialog, if you select Continue to Edit, changes made to the memo on another device will
be lost.

Source: POS version 6.12 18



Count Memo creation

A Count Memo (CM) is a document that records changes in merchandise quantities for the
initialized location.

In POS Pro, to create a Count Memo:

1. Onthe app’s Home Screen, tap Count Memos.
2. Once the list of Count Memos is open, tap New Count Memo in the upper left corner.

In the New Count Memo dialog that opens, fill |[R&E pepCauie =T
out the fields in the FILTER section to only include | ===
items with specific properties into the memo. ot 1007 Crammtersiore

Description |

Alternatively, leave the fields blank to include all | _ _
catalog items in the memo. Stle

Department Select

Once finished, tap Save in the upper right corner.

Class Select

3. Once the resulting Count Memo opens, tap [ ®&==" Selet
Items at the top. In the Items tab, there are two ways to search for an added item:

e enter that item’s ID in the Item
Search field in the upper right

CO r n e r Document ftems Scans Zones Unrecognized

e tap the barcode scanning button
and Scan an Item tem Attr] (A1) Attr2 edger Oty Count Override Qty  Difference

urc

- White had 969,999 999,999 999,899 999809
Description 4

To filter items by quantity difference or

override quantity, tap Filter nexttothe | ® twes Back Moo 0 0 0
q Yy, tap
Item SearCh fIEId' t g:s(::llplionAFie\dlhausreally\o... s Med 00 ! 100
4. In the Items tab, you can only edit w e s v . w
Override Qty and delete item scans.

& v . Bue Med 100 0 100
To do so, tap the required item row. | szur P Pev Page 3o 9 N Lax
Once the Edit dialog opens, in the |/ . | cocimmen aize ) (IR

Quantity tab, enter the required
Override Quantity. Please be advised that Override Quantity is given priority over the count
qguantity when quantity difference is determined.

To delete an item scan, in the Edit dialog, tap Scans. In the Scans tab, tap the required item row
and then tap Delete Scan. Once done, tap Save in the upper right corner.

5. ltis possible to delete all item scans associated with one zone in the Zones tab. To do so, in
the Zones tab, tap the required row and then select Delete Zone Scans.

6. Once finished configuring the memo, tap SAVE at the bottom to save changes and close
the memo.

To assign the Finalized status to the memo (no further edits will be possible), tap Finalize.
To archive the memo (an archived memo can only be viewed), tap Archive.

Source: POS version 6.12 2
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Performing adjustments from Count Memo

In POS Pro, it is possible to create an Adjustment Memo from a Count Memo. The Adjustment
memo updates the stock ledger quantities based on the Count Memo item difference.

To create an Adjustment Memo from a Count Memo:
1. Onthe app’s Home Screen, tap Count Memos.
2. In Count Memos, tap the required Count Memo to open it.

3. Intherequired Count Memo, tap Create Adjustment at the bottom. On tapping, the Create
Adjustment dialog opens:

This will create an Adjustment Memo for the differences identified
in the count memao.

Items L]
Quantity 23
Items 12
Quantity B2
Adjustment Memo reason Select
Automatically archive count memao L)

In the Create Adjustment dialog that opens:

e the Items fields show the number of PLUs affected
e the Quantity fields show the total item quantity being adjusted

To define a reason for adjustment, tap Select in the Adjustment Memo reason field (required).

Optionally, to archive the Count Memo on creation of the Adjustment Memo, toggle the
Automatically archive count memo switch on.

Once done, tap Create in the upper right corner of the dialog.

Source: POS version 6.12 3
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Finalizing Ship Memos with ShippyPro integrated

A Ship Memo can have ShippyPro defined as the shipping service. Then, in the Shipment tab,
ShippyPro displays as Delivery Method.

To finalize a Ship Memo with ShippyPro:
1. On Home Screen, tap Shipments.
2. Once the Outgoing area of Shipments is open, find and tap the required Ship Memo.

3. In the Ship Memo, tap Shipment on the upper-right.

In the Shipment tab, enter the weight of your package in the “
Weight fields (required).

Options

—)

To select weight units, tap Options on the upper-right.
ShippyPro

Then, enter the size of the package in Dimensions (required).

Alternatively, to automatically fill out Dimensions, tap the required label of a default box size:

Dimensions 0 0 0

-
[ Box Label 1 ] [ Box Label 2 ] [ Box Label 3 ] [ Box Label 4 ] [ Box Label 5 ] [ Box Label 6 ] [ Box Label 7 ] [ Box U

\

4. To change the ship-to address of the Ship Memo, tap Edit Ship To. It is only possible to edit
the ship-to address before the shipping label is retrieved.

Ship From Labeal
Store Mame

Address 1 Cormpany MName

Address 2 Address 1

5. Then, tap Get Label. On tapping, both shipping label and return shipping label are retrieved.

On retrieving, in the Label section, a
preview of the shipping label displays.

Ship To
6. To void labels and edit the Weight and st Moo Lact Norme
Dimensions fields again, tap Void Labels in Corpary Name
the TraCking # fleld ?Zgirgf:éﬂ:mvinne Postal Code
Country
7. To print the shipping label or return

shipping label, tap Print on the bottom-left.

8. Once finished, tap Shipped on the bottom-right to finalize the Memo.

Source: POS version 6.12 4



