S

BUSINESS SOLUTIONS LLC.

V6 MANUAL

V6 POS Manual



ARS Retail Solutions Support
V6 POS Manual

Published by ARS Business Solutions, LLC. All Rights Reserved.

A solid support partner is critical for a successful software implementation, and a well informed, helpful
support staff is vital to satisfied long-term customers. In today's computerized world, it is common for
customers to be forced into impersonal web support or bounced around in time consuming voice mail jail.

At ARS, support is a comerstone component of your partnership with us. Our support personnel provide
retailers with efficient, experienced, industry-leading personal attention. We still answer our phones and do not
outsource support overseas. Whether you are a new customer installing ARS solutions or a long-standing
advanced user, ARS support will be with you every step of the way.

Support Contracts

ARS brings a refreshingly unique outlook on support minutes that you are sure to love. With ARS, support
minutes purchased via a contract do not expire year-over-year. Unused minutes at the end of the year are
simply rolled over to the next year. No penalties, no lost minutes. And there are no minimum minutes per call
when you have a support contract. ARS offers many different levels of pre-paid support contracts. To purchase
a Support Contract call us at (800) 547-7120.

Support Hours

ARS is proud to offer industry-leading extended support hours.

ARS support staff is available from
Monday - Friday, 8 am to 9 pm Central Time
Saturday - Sunday, 8 am to 5 pm Central

If a critical problem occurs outside of these hours that hinders your business's ability to process incoming
funds, an answering service is available to alert an ARS support team member of an emergency situation, who
will then contact you as soon as possible.

Technical Support Number: (800) 322-4219 x3
E-mail: support@arss.com
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Introduction 7

1 Introduction
200 0©

There is so much your system will be able to do for you! Accurate data entry is key. We
have made every effort to give you the details you need to operate your POS to its fullest
potential.

During training on your new system, you may email ARS at training@arss.com with any
questions.

In this section, there is basic information about the POS system. Click on any of the
links to see the information provided.

¢ Welcome to POS Version 6/
e Overview| s
e Getting Started[ 7

11  Getting Started

; 2000

Ready to begin? Of course, you are!
Double-click on the POS icon on your desktop, and we'll get started!

When the POS opens, you will have the following options available to you:

F1 F2 F3 F4 F& F& F7 F& F8 F10 F11 F12
Paoint
-0t
Sale

Dawn

-load Gt

) Go
Help Repotts Relndex Setup Repair onling Toggle

You may press the F12 Toggle key to see a second set of options:

F1 F2 F3 Fa F& F& Fr F& ] F10 F11 F12

Serial

i@ HML Tran

Help [tetn Info | Mail Infa | Gift Infa AR Info | Layaway Errors Toggle

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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1.2

One more press of the F12 Toggle key will take you back to the first set of options.
F1 Help (on either of the screens) will give you this:

Casposeo |

AR.S ARS Point-of-Sale 6.0
w21 Copyright 2000-2009

Yersion: 6.0.5379

ARS Remote Support

To look up information on items, mail list, gifts, serial, A/R or layaways - use the F2 - F7
keys on the second second set of options.

If you are new to the ARS system, use the Training Modelssto practice entering basic
transactions and to become more familiar with the locations of different functions.

Using Point-of-Salel o7 will help on using the first set of options.

**NOTE: Anytime there is a link (blue underlined text), it may be clicked to access
more information on that topic.

" 2000

There are a few basics which must be in place before you may operate the POS.

Overview

1) Each clerk must have a unique clerk number established in the IMS.

2) In order to use certain functions within the POS (i.e. layaways, sales orders/special
orders, global suspends), your POS must be online with your IMS. (This requires that
FOM is enabled with a green arrow and your POS shows a green dot after sign-in
and mail number entry.)

3) Although it is ideal to have all of your non-serialized inventory received into your IMS
system BEFORE you sell it at the POS, it is not necessary. You may sell any item with
an existing item code in the system whether it has gone through the receiving
process, or not.

With those things in mind, we will try to help you get up and running as quickly and easily
as we can!

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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1.3 Welcome to POS Version 6

" 2000

Thank you for choosing ARS to handle the data portion of your business! As a new
user, you have quite a bit to learn about this powerful system in order to use it to its
fullest potential. Version 5 users will find that the switch to Version 6 is an easy one with
several wonderful improvements! Now you can do a firearm multi-sale to a customer
without re-entering the same information for each gun; the system will auto-fill the
information for you. There are some wonderful new Advanced Search options available
on Version 6, also. We're sure that you will enjoy the new features.

2 Using Point-of-Sale
0P ©

Getting started with POS needs to start with the Basics/[ 101,
Once that is taken care of, choose from any of the following to get going:

e FOM[11

o Gifts[+3]

e Infol 6]

e Layawayl+e)

e Mail Numberl24]

e No Salelss]

e Paid Outlss]

o Receiptgﬂ

e Receive on Accountlss]
e Rentall 3]

e Reports/43]

¢ Reprint Invoice[4s)
e Returns|+s)

e Searchl«]

e Serialls2]

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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2.1

e Setupls4]

e Special Orderles)

e Style Lookup|77]

e Suspend Transactions[77)
e Tax Shift[s2]

e Tender Transactionlss]
e Training Modelss!

e Transaction Entrylss)

e UDF/o3]

e Validate[es)

e Void Transaction[ss!

e Work Orderls]

Basics
A 200 0©

Before entering the Point-of-Sale (POS), FOMI[111 should be turned on at the server. (If
FOM[11lis not running, your POS is still able to run as a stand-alone register. You will
not have the ability to access data from the IMS -i.e. A/R, Special Orders]es), Layaways
m, Serial. You will not be able to use Global Suspendsml either. Gift[+3] balances will
not be updated until the next time that FOM[:is turned on.)

At the IMS, itis necessary to go to Utilities and Build POS Data to update the POS
with the most current information. Do this at the start of the day. (ltis suggested that it
should be done periodically throughout the day.)

F1 F2 F3 E4 Fa FE F7 E& Fg F10 F11 Fi12
Faint
-0f-
Sale

Go
Online

Daown

- Quit

Help Fepors Relndex Setup Repair Toggle

At the POS, press F6 Download after the IMS has finished building POS Data. This
must be done at each individual register.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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2.2

iy ARS Point-of-5ale |

Diwenload POS data from:
CADOCUMEMTATIOMNARSAPPSUMS SADATAIR IS

Mo
Click Yes.
F1 F2 F3 F4 Fa F& FT F8 Fa F10 F11 F12
et Dawn Go
Help -af- Reparts Relndex | Setup Repair Qi ; Taggle
Sale -load Online

Press F11 Go Online.

You are now ready to go into the POS by pressing F2 Point-of-Sale on the main
screen.

FOM

- 2000

When FOM is OFF, the main screen F11 key will say Go Online. The POS will not go
online when FOM is off.

F1 F2 F3 E4 Fa F& F7 E& Fa F10 F11 F12
Point Daown Go

Help -0f- Fepors Relndex e Setup Repair Quit anli Toagle
Sale =l nlinge

When FOM is OFF and the user is in the Point-of-Sale entering a transaction, there will
be a red circle:

Point-of-Sale

Enter tem Code I % | Clerk Clerk T.
Customer
]

Reg MNo. 1 %3

When FOM is ON, the main screen F11 key will say Go Offline. The POS will respond
to the Go Offline command even if FOM is on.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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F1 F2 F3 E4 Fa FE F7 E& Fg F10 F11 Fi12
Faint
-0f-
Sale

Go
Offline

Daown

- Quit

Help Fepors Relndex Setup Repair Toggle

When FOM is ON and the user is in the Point-of-Sale entering a transaction, there will
be a :

Point-of-Sale

Enter tem Code | % Clerk Clerk T.
Customer
]

Reg MNo. 1 ﬂﬁ

If FOM is not running on the server (or main IMS computer), go to that computer and
double-click the FOM icon. (FOM should also be located in the ARSAPPS folder.)
Click the Enable button.

4y FoM |

General | Backups |

ﬁ!q Enahle

Data Directory | CADOCUMENTATIONIARSAPPSUMSSIDATA)

Blweays On Top T

. Activity Close Window Exit Form

The button will gray-out with the word 'Working' init. The red circle will change to a
green triangle.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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23 FOM |

General | Backups |

L] ;
Nﬁﬁ Disable

Diata Directory I CADOCLUMENTATIONARSARPSUMSSIDATAL

Always OnTop [

. Activity Close Window Exit Farm

Click the Close Window button. The screen will close, but a small FOM icon with the
green triangle, indicating that the program is still running, will be visible on the taskbar
near the time. **A note of caution: NEVER have more than one FOM running at any
given time.**

Exit Fom will close FOM. FOM is a separate program from the POS and IMS which
works to allow communication between the POS and IMS. If the FOM program is
exited, FOM is off. When the server is restarted, FOM needs to be manually restarted
and enabled.

23 Gifts

- 2000

Gift certificates may be issued for any dollar amount.

Stores have the option of refunding the gift balance when it falls below a specific amount
which is specified by the store. The default value is $5.00. See Setup Tenderlss1to
change the value. [f the default value is unchanged, customers will receive cash back for
any gift balance under $5.00. (i.e. Joe has a $25.00 gift certificate. He buys a few
items totalling $20.01. The register will show change of $4.99. The certificate will now
have a $0.00 balance.) It may be better to change the amount to $1.00 or even $0.00 in
order to assure that more of the gift money is actually being spent at your store.

Go to Sell Gifts[ 141 for information on processing a gift certificate sale.

Go to Gift Redemption[ 41 for information on redeeming a gift certificate.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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231 Gift Redemption
A
Th
200
After the transaction has been entered and totalled, and the customer is paying with a
gift certificate, press F5 Gift.
F1 F2 F3 F4 F& F& F7 F& F§ F10 Fi1 F12
Help Cash Check Charge Gift YWoid Tran %raerdcit Fareign Lvwary Dehit Ié?l;lse Toggle
Credit
Scan the barcode (the cursor should be in the white box under Enter Gift #), or type the
number of the gift certificate in the white box.
A ARS Point-of-Sale E |
Enter Gift #
List Ol Cancel
Press Enter or click OK.
23.2 Sell Gifts

"~ 20 ©

Selling a gift certificate can be done as a single transaction with or without other items.
To sell the gift certificate, press F11 Sell Gifts.

F1 F2 F3 F4 Fa FE F7 F8 FY F10 F11 F12
lterm Rec on . ) Return Style ) )
Search account | FAid Out Mo Sale | Yoid Tran [ Lookup Qi Sell Gifts | Toogle

Press F11 Issue Gifts Credit.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.



Using Point-of-Sale 15

F1 F2 F3 F4 Fa FE F7 F& Fg F10 F11 Fi12
Issue
Gifts
Credit

Credit
Card

Help Cash Check Charge Gift Yoid Tran

Fareign Lvway Cebit Toggle

Click in the white box, and enter or scan the gift certificate number. Press Enter (or
click OK). Click Cancel only to exit the screen without entering any information.

& ARS Point-of-5ale |
Enter Gift #

0] Cancel

Enter New Gift information.

T T |

Gift# (gag75

First Marme I

Last Marme I

F'hl:unel ..

Gift Type | GIFT CERT

Elalancel 0.0 Amount $  0.00
UDF G5 |
UDF D2 | [

Ok Cancel

The only field which MUST have information entered into it is the Amount field. The
customer may specify any amount for a gift certificate. Itis beneficial to have the

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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24

2.5

recipient's name entered into the information screen if the certificate should become
lost or misplaced.

When the fields have been completed, press Enter or click OK.

Tender Transactionlss] as usual.

- 2000

The Info screen gives several options for locating data. Press F12 Toggle until the Info
screen appears.

Info

F1 F2 F3 Fa F& F& F7 F& ] F10 F11 F12

M | eminfo | Mailinfo | Gttt | Sonal

Search Info AR Info | Lavaway Errors | XML Tran| Togaole

F1 Item Search - see Searchls]for more details

Layaway

; 2000

Layaway is a function which will only work if the POS is online. The POS needs to be
able to communicate with the IMS.

There are several layaway functions available:

e Create a New Layaway@

e Void a Layawayl23]

¢ Accept an additional layaway depositm
e Layaway pickup by the customer] 3]

e Layaway Setupm to add a Layaway policy which will print on customer receipts

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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2.51

Layaway Deposit

; 200 ©

Additional Layaway Deposits may be applied to an existing layaway. (This first option
will be reported on the Daily Info report in a different location from the second option.)
Choosing one method is recommended. (Scroll down for Option 2). For Option 1,
press F2 Rec on Account.

F1 F2 F3 E4 F5 FG F7 F& ES F10 F11 Fi2
Iterm Rec an . ) Return Style ) )
Search PEEGIT] Paid Ot Mo Sale | woid Tran [ Lookup it Sell Gifts Togale

Press F9 Lway.

F1 F2 F3 F4 F& F& ET F& F8 F10 F11 F12
ltern Special
Charge Order Lwway Toggle
Search Deposit

Click List to select the layaway or enter the layaway number in the white box.

& ARS Point-of-5ale |
Enter Layaway #

List 0] Cancel

The Layaway screen will be displayed with the customer's information along with the
deposit total and balance due on the layaway. Enter the amount the customer is paying
into the white box labeled RA Amount.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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;aLayaway R/A Eq |

Lanweay # |nn1 4760019

First Wame IJnhn

Last Marne ||:|.;.E

Address 1 |1234 Anywhere

Address 2

City, StZip |USA Town

Date IEH 712010

Deposit |

|u5 |12345
F'aﬁ,rmentl B T2010
2500 Balance | 225 00
RA Amount $ 0.00
]4 Cancel

Press Enter or click OK. Select the method of payment for the amount received on
account. The account is updated at the POS.

Option 2 for receiving a Layaway Deposit:

Press F12 Toggle two times (twice) to access the 'Recall' options. Press F9 Recall

Layaway.
F1 F2 F3 F4 Fa FE F7 F& Fg E1j0 F11 F12
It Recall Recall Recall Recall Recall Recall Void = I
Se?:;h Suspend| Suspend Glohal Special Wiark Resene La glwa I_aeaf:via Toggle
i 2 Suspend|  COrder Order Rental EiEy EWEY

Click List to select the layaway or enter the layaway number in the white box.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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% ARS Point-of-5ale E3 |

Enter Layaway #

List ] Cancel

The Sales Entry screen will be displayed. The layaway may be modified (add items,
delete items, change quantities).

Press F10 Total to receive the deposit. Enter the deposit amount and the tender
method (cash check, credit card, etc.).

Press F9 Layaway to update the account.

2.5.2 Layaway Pickup

"~ 20 ©

At the POS, press F12 Toggle two times (twice) to access the Recall buttons. Press
F9 Recall Layaway.

F1 F2 F3 Fa F& F& F7 F& F4 E10 F1i F12

Recall
Suspend
1

Recall
Resemne
Rental

Recall
Wark
Order

Recall
Specia
Order

Recall
Globa
Suspend

Recall
Suspend
2

Iterrn
Search

Woid
Layaway

Recall

Layamay Toggle

Click List to select the Layaway from the list or enter the Layaway number (This
number is printed on the customer's receipt. Prior to starting the Layaway recall, it may
also be found by pressing F12 Toggle to get to the Infol+6] F-keys. Choose Layaway.)
Press Enter or click OK.

i3 ARS Point-of-5ale E3 |

Enter Lavaway #

List 0] 4 Cancel

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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The sale grid shows the item(s) placed on Layaway. Additional items may be added to

the sale before

itis completed.

Enter item Code | E | Subtotal

Units 1.00

QoH -12.00

250.00 Clerk Clerk T.

Customer John D.

Req Ma. 1 "pﬁ_;a

Testitem

Met Sale Taxc|Desc?

280,00 0

Discount
0.00

Crantity
1.00

4]

Pressing the Sub-Total key will show the total sale amount of any newly added items. It
will not show or include the amount for the Layaway.

Subtotal

o.ooo0 Tax T

Discounts 0.00 0.0000 Ta 2
00000 Tax3

Units 2.00 Total

Fareign Currency

0.00 Clerk Clerk T.
0.00 Customer John D.
.00
0.00 ]
0.00 Reg No. 1 8
324.9900

Press the Total key to get the complete total with the deposit(s) which will be listed
under Amount to Tender. (Since the system already included the layaway item(s) in
sales on the day they were put on layaway, the total of the layaway items will not show in
the sales total amount.) The deposit amount and remaining balance due are listed on

the grid.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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Eriter Arnount Tender § 000 Subtotal 0.00 Clerk Clerk T.
Tax 1 0.0a Customer John D.
Amount to Tender 225.00 Tax 2 0.00
Tax 3 0.00 ]
Foreign Currency  324.9900 Total 0.00 Reg Ma. 1 2y
Foad Stamp o Previous Balance 225.00
Type Amount 1=
Frevious Bal -225.00
Deposit 25.00
« bl

Tender Transactionlss] as usual.
253 Layaway Setup
M3 _
20 ©

In IMS, under Data>Functions>Letters, a new letter called 'Layaway' (or a name of your
choosing) should be created if a layaway policy is to print on the customer's receipt at
the POS. Once the policy is created at IMS (along with Build POS Datal 9 1and
Download| s at POS havi ng been done), the policy can be linked to layaways at the
POS.

At the POS, go to Setuplss). Click the Messages@ tab. Click the arrow next to the
Lay-a-way field. The available letters will show in the drop-down screen:

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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254

i Setup A
General | Frinting | Tenderl Fole Messages | Srale | Pin Pad | Becurit'g.rl
FPreamble Letters
| POINT-OF-gALE Sale
I Return
Fostamhle Charge
| THANK vOU Lay-asway
I Work Order
; Layaway
[~ Check Endarsment Resgervation s
I Gift Receipt -
I Special Order j
I Paost Signature j

ik | Cancel

Select the name for the letter to be used with Layaways. Click OK.

The POS will print the letter on Layaway receipts. The letter may be modified at any
time by accessing it in IMS, building POS data and downloading at the registers.

- 200 ©

To place item(s) on Layaway, enter item(s) in the sale grid (see Transaction Entry)@.

New Layaway

To Tender Transaction@, after selecting F10 Total, enter the amount of the deposit;
select method of payment for the deposit (cash, check, credit card, etc.).

Press F9 Lway.
Follow the screen prompts for Mail Numberl24), etc.

The system will automatically assign a layaway number.

**Note: The sales tax on Layaway items will be treated as a cash sale for tax payment
purposes.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.
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2.5.5

Void Layaway

; 20 ©

Many stores will charge a re-stocking fee for cancelled/voided layaways. That re-
stocking fee may be handled by

1) creating an item code at the IMS for re-stocking fees

2) creating a Re-stocking Fee Tenderls4] keyin POS Setuplss).

To VOID a layaway, press F12 Toggle two times (twice). Press F8 Void Layaway.

F1 F2 F3 F4 Fa F& F7 Fa F3 10 F11 F12

Click List to select the layaway or enter the layaway number in the white box.

Recall
Resere
Rental

Recall
Work
Order

Recall
Specia
Order

Recall
Gloha
Suspend

Recall
Suspend
2

Recall
Suspend
1

Void
Layamiay

Recall
Larpanmeay

Iterm

Search Toggle

& ARS Point-of-5ale E3 |

Enter Layaway #

List 0] Cancel

Refund full deposit amount (no re-stocking fee)

The Tender screen will be displayed showing the layaway amount and the deposit
amount. The Amount to Tender shows the deposit amount. To refund the entire
amount (in cash), press F2 Cash.

Re-stocking fee with Item Code

If using an item code for re-stocking fees, press F2 Cash. Enter a new transaction
using the re-stocking fee code. Enter the amount of the re-stocking fee. Press F10
Total. Enter the TOTAL amount of the refunded deposit amount. Press F2 Cash. The
register will tell the clerk how much to refund to the customer.

Re-stocking fee using designated Tender key

If a Tenderls41 key has been designated for re-stocking fees, press F12 Toggle once to
access that key. Enter the amount of the re-stocking fee, and press the re-stocking key.
The Amount to Tender is reduced by the re-stocking fee. Press F2 Cash to refund
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2.6

2.61

the balance in cash.

Mail Number
A 2000

The mail number identifies each individual customer. More documentation on mail
number can be found in the IMS manual.

At the POS, there are several functions available for Mail Number.

e Advanced Lookup2]
e Duplicate Mail Entrylzs]
e Edit Mail Record|2s]

e Enter Mail Numbers1
e Mail List Lookupls3]

e Mail Number Setup/s4]

Advanced Lookup
2 ~

To use the Advanced Lookup feature for the mail list:
Click on List at the Enter mail number to begin screen.

iy ARS Point-of-5ale |

Enter mail number tao begin.
-

<

List 0] Cancel

Select Advanced Lookup at the bottom of the pop-up screen.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.



Using Point-of-Sale 25

Mail # (Shift + M) [Name (Shift + M) Phone (Shit|« |
Doe, John 555-555-551
1234567880 [Doe, Jane 123-456-78¢

i1| | v

Advanced

Laokup 0] cancel

If the Interface Setup screen appears,’_x%)u may select OK or Cancel to continue. To
adjust the settings, see Interface Setuplz7|under Mail Number.

Enter data in ANY field to start the search. The search will begin when you tab, enter or
click in another field (unless Incremental Search has been turned on in Interface Setup).

The fields are not case-sensitive.
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iy Advanced Mail Lookup 1]
b ail # First Mame Ml Last Name Phaone Email &ddress
I I I_I I I Clear
Address 1 Address 2 City State Zip Fields
b ail LIDF C1 Mail UDF C2 Mail UDF C3 kail JDF C4 il UDF C5

hail # First Marme hl Last Mame Phone Ermail Address Address [=
FER5565584 John Coe A5A-555-5655 1234 Any

TR e
Sort Grid By... |Mail # =l =] -

Setup Ok Cancel

Clear Fields - resets the fields to blank; all original entries are restored.

Sort Grid By... - click the arrow in the field to see the drop-down menu options.

First Marme
Middle Mame
Last Mame
FPhone #
Ermail Address
Address 1 -

Setup - see Interface Setupl271to change settings.

Click to highlight the entry you are wanting. Click OK to continue or Cancel to backup a
screen.

If you click OK, the New Mail screen will pop up with the customer's information:
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i [New Mail Ef |

hail # | 1234567890
First Mame |Jane Middle |

Last Marne ||:|.;.E

Address 1 | 9876 Over There
Address 2

City, 5t Zip ISDmewhere |u5 IEIETEE
Phane |123-455-?39n

Email

Status 1 1] 2| 1

UDF C5& |
UDF D2 |::

MAGEZD
READER 0] Cancel

You may make corrections or changes to the customer's mail account, if needed. Click
OK to proceed.

]

When doing an advanced lookup in the mail list, you may see the Interface Setup
screen. This screen may also be accessed by clicking on Setup in the Advanced Mail
Lookupl24]screen.

i Interface Setup

Grid Row Height |ET -
Incremental Searching [~

Utilize "Sounds Like" [~

0134 Cancel
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2.6.2

Grid Row Height - increase/decrease the size of the grid row and the font

Interface Setup 1]

Grid Row Height -

Incremental Searching 20

25
30
35
40

Incremental Searching - check this to search as you type; each keystroke triggers a
query. Uncheck to turn this off. When off, you will need to exit the field (i.e. tab or click in
another field) in order for the search to begin. **NOTE: Using Incremental Searching
may slow the system down. [f this happens, you may want to turn it off.

Utilize "Sounds Like"

Ok | Cancel |

Utilize "Sounds Like" - check this to see all entries which may have different spellings
but the sounds may be similar (e.g. Smith, Smyth, Smythe).

Duplicate Mail Entry
[24y -
20 0©

If the system detects a possible duplicate entry, you will see this screen:

3 Possible Duplicate Mail Entries

First Name Middle Marme Last Mame Phione Ermail Address [~
Johin Doe

o
| KT — b

Use Existing Keep MNew
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The possible duplicate mail account(s) will be displayed.

Use Existing - Select the account from the list (it will be highlighted); click Use Existing. The new
entry will be aborted, and the existing account which you select will be used instead.

Keep New - Click the Keep New button to continue with the new entry.

2.6.3 Edit Mail Record
24 —
0P ©

When the POS is online with IMS, AND POS Mail Edits is checked under the clerk's
permissions in the IMS, the clerk may edit a customer's mail record at the POS.

g ARS Point-of-5ale |

Enter mail number ta bedgin.

List 0] Cancel

Enter the mail number for an existing customer or choose them from either the list (see
Mail List Lookup@ ) or the Advanced Lookup@ list. This screen will be displayed:
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i [New Mail Ef |

hail # | 5555555555
First Mame IJDhn Middle |

Last Marne ||:|.;.E

Address 1 |1234 Anywhere
Address 2

City, 5t Zip IUSATDwn |u5 |12345
Phane |555-555-5555

Email

Status 1 1] 2| 1

UDF C5& |
UDF D2 |::

MAGI20 Edit Mail

READER Record Cancel

Click on Edit Mail Record to access the edit screen.
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! New Mail Ef |

hail # | 5555555555
First Mame IJDhn Middle |

Last Marne ||:|.;.E

Address 1 | 1234 Anywhere

Address 2
City, 5t Zip IUSATDwn |u5 |12345
Phane |555-555-5555
Ermail
Status 1 ] 2| 1}
UDF CA |
LIDF D2 |::
MaGi2D | |Bave Mail]  cancel

READER| |i Record |  Edit oK Cancel

After the changes are made, click Save Mail Record. The previous screen will be
displayed with the changes made. More editing may be done by clicking on Edit Mail
Record. When finished, click OK.

To return to the previous screen, click Cancel Edit.

2.6.4 Enter Mail Number
24 —
200 0©

After entering your clerk number, the first screen you will see is (unless you have
changed the default):
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¢ ARS Point-of-5ale

Enter mail number to begin.

List

O

Cancel

One way to build your customer list is to add them to your mail list from this screen. If
your customer is already in the system, you may look them up by clicking List (see Mail
List Lookupl s3] ) and selecting the name from the list, or you may enter their mail number

(e.g. 10-digit phone number).

To add a NEW customer: Enter their mail number. The system will recognize the
number as a new entry. The New Mail screen will pop up:

i Mew Mail

Mail # | 1234567800

FirstNameI

Middle |

LaStNamel

Address 1

Address 2

City, St Zip | |

Fhaone | - -

Email

Status 1 0 EI I}

UDF G5 |

UDF D2 |rr

MAGIZD
READER

Ok

Cancel

Complete the customer information manually, or use the MAG/2D Reader button to
swipe an ID with current information onit. Click OK when finished. If there is a possible

duplicate entry, see Duplicate Mail Entry|?s'1 .
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2.6.5

MAG/2D Reader - for electronically adding data from a valid ID using the magnetic strip
or bar code. (This function works for many of the state-issued IDs and Driver's
Licenses.) Click in Mag Swipe Valid ID before swiping ID in magnetic reader. Click
in Bar Code Scan Valid ID before scanning ID. (ARS will need to tell you what will
work in your state. At the time of this writing, Canada cannot use this function.)

i Please Supply a value E |

Mag Swipe Yalid [D

Bar Code Scan Yalid 1D

[
[~

]2 Cancel

If you choose not to add customers to your mail list, you may bypass the Enter Mail
Number to Begin screen by pressing Esc on your keyboard. You may also change
the settings by going to Mail Number Setuplas].

**Advantages to using the mail list: You may now track your customer purchases and
visits. Your mailing list is being built, as well as your email list.

- 200 ©

Click on List at the Enter mail number to begin screen.

Mail List Lookup

i} ARS Point-of-5ale |

Enter mail numkber to bedgin.
.l

<

List ] Cancel
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The Mail List will show ALL of the customers you have in your database.

T |
mail # (Shift + MY |Mame (Shift + K FPhone {Shiﬂ|;|

Doe, Jahn 555-555-554

w
i4| | v

Advanced
Lookup

] Cancel

Sort Mail # by clicking on any data under that field name and holding Shift + M together.
Sort Name by clicking on any data under that field name and holding Shift + N together.
Sort Phone by clicking on any data under that field name and holding Shift + P
together.

Select the customer by selecting it in the list. Click on OK to proceed or Cancel to

back up one screen.

After selecting OK, a data screen will open with the data for the customer you selected.
If it is not the correct customer, click Cancel to back up one screen.

See Advanced Lookupm for information on that function.
2.6.6 Mail Number Setup

- 20 ©

There is the option of having the Prompt for Mail Number
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1. Never (the pop-up screen is off)
2. Beginning of a sale (default screen)
3. End of a sale

To change the settings, open POS and press F7 Setup. Atthe Setup screen, click the
arrow to select from the drop screen.

-y Sebup [_ o] =]
Geners ‘ Prntng | Teacer | Pole | Messages | Scale | PinPag | secant |
Register ko, Promgs for Mail Number /
|1 IElégnnlr; of 3 sale :]
IMS Catla Path [DownloacT O or ARSFIR) It Age
[.: DOCUMENTATIOMERSAFFSUMSSDATS, | | 2
Update Fath FOM Timeaut
| CADOCUMERTATIOMNERSAFFSIEYETERNP L 30
Credt Card Processing I Checks I Login Each Transaction
I I™ Trainng Moda Availabia
. I Remcte Segiste
Dcprocessor | MINE j
Demodam IC am -
POS Backpround Image |
Ocinit |

Cancel

2.7 No Sale

- 2000

The F5 No Sale key may be pressed to return to the sign-in screen or start screen
(depending upon how your preferences are setin Setup)|?s'7 with no transaction having
taken place. The No Sale will show up in Transaction History at the IMS. [f the clerks
have their own individual login, No Sales can be tracked to individuals as a security

measure.
F1 F2 F3 F4 F& F& F7 F& F& F10 F11 F12
Item Rec on . ) Return Style ) )
Search o Paid Ot Mo Sale | Woid Tran [, Lookup Quit Sell Gifts Togale
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2.8 Paid Out
N 20 ©

In the IMS, a clerk must have authorization in order to do a Paid Out at the register.

Press F3 Paid Out.

F1 F2 F3 E4 F5 FG F7 F& ES F10 F11 Fi2
Iterm Rec an . ) Return Style ) )
Search e Paid Ot Mo Sale | woid Tran [ Lookup it Sell Gifts Togale

Enter the amount in the white box labeled Enter Amount Tender.

Paid Out

Enter Amaunt Tender % 000 Clerk Clerk T.

Comment

Total 0.00 RegMo. 1 T

Type Armount ;l

L o

Press F8 Comment to input a short description of the Paid Out. This comment will
print on the Paid Out receipt and is displayed under '‘Comment' on the screen.

F1 F2 Fa F4 E& Féi FT Fa F4 Fi0 F1 F12

Choose F2 Cash or F3 Check. Press F10 Total.

Help Cash Check Commeni Total Toggle
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2.9

2.9.1

2.9.2

Receipt
A 20 ©

The Receipt printer may be turned on or off by pressing F12 Toggle six (6) times.
Press F5 Off Receipt or F5 On Receipt to turn the Receipt print off/on.

F1 F2 F3 F4 F5 FG F7 F& F& E1j0 F11 Fi2
. : Sarial .
Iterm ) Off Reprint Reprint Rental Gift
Seatth ‘ validate | poioint | Receipt | Invoice | Returns Trgr;ger Receipt | |oddle

There are two special receipt functions:
e Gift Receipt(s7]
¢ Reprint Receipt|?7'1

Gift Receipt

- 2000

As soon as a transaction has been completed, a gift receipt may be printed at that
register.

Press F12 Toggle until these options appear. Press F11 Gift Receipt.

F1 Fz Fa Fd F5 F& FT Fg Fa Fi F11 F12
: . Setial .
Iterm ) Off Reprint Reprint Rental Gift
Seatth ‘ validate | poioint | Receipt | Invoice | Returns Trgr;ger Receipt | |oddle
Reprint Receipt

7 2000

As soon as a transaction has been completed, a duplicate receipt may be printed.

Go to the Printing tab under Setup@ to turn on/off 'DUPLICATE COPY" on the reprinted
receipt.

Press F12 Toggle until these options appear. Press F6 Reprint Receipt to print a
duplicate receipt.
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F1 F2 E3 F4 Fa FE F7 F& Fg E1j0 F11 Fi12
. : Serial .
Iterm ) Off Reprint Reprint Rental Gift
Search ‘ Vel Receipt Feceipt Invoice Returns Trgr;tsefer Receipt T
210 Receive on Account

; 2000

Receive on Account is used for accepting payments on sales orders (which are
initiated at the IMS), layaways and special orders.

Press F2 Rec on Account to get started.

F1 F2 F3 F4 F5 F& F7 F8 FY F10 F11 F12
Item Recaon ) : Return Style : :
Search account | A Out Mo Sale | Yoid Tran [ Lonkup Quit Sell Gits | Toogle

Press F4 Charge to receive money on account for a sales order. (See Special Order
Depositm or Layaway Depositm for F5 and F9 keys.)

F1 F2 E3 F4 Fa F&i BT E& Fg E1j0 F11 Fi12
ltam Special
Charge Order Lwvay Toggle
EpiE Deposit

Choose the customer's name from the List. The Account Tender screen will ask for the payment
amount. Enter it into the white box labeled RA Amount.
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:x Account Tender B3 |

Account # Iz

First Wame IJnhn

Last Marne ||:|.;.E

Address 1 |1234 Anywhere

Address 2
City, StZip |USA Town |us 12345
Credit Limitl 0.0 Elalancel 170.50

Status |GDOD

FA Amaunt § 000

Ok Cancel

Press Enter or click OK to advance to the tender screen. Tender Transaction[s3)as usual. The
account will be updated.

2.11 Rental

- 2000

Certain items may be rented using the POS system. The system uses the Serial Log at
the IMS to track the items as they are rented and returned. (This function is intended for
items which are leaving the store for a period of time to be returned at a later date. Itis
not recommended that this function be used for range gun rentals.)

Click on any of the following links for further information:
e Rental Pickupl4o]

e Rental Returns|41]

e Reservation Rentall+2]
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2111 Rental Pickup

@ 2000

At the Sales Entry screen, enter the item code for the rental item in the Enter Item
Code box. (This item code must be designated as rental item by having the rental box
checked under Setup in IMS.) Edit the return date/time in the box which appears.
Press Enter or click OK.

& ARS Point-of-5ale E3 |

Enter Return DatelTime

0972002010 04:32:40 P

0] Cancel

Enter the Log number for the item. Press Enter or click OK.

A ARS Point-of-Sale E |
Enter log #
List ]34 Cancel

Enter the mail number for the person renting the item, or choose them from the List.

& ARS Point-of-5ale E3 |

Enter mail number for serial controlled items.

List ] Cancel
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The customer information and rental date and time for return may be edited in the Serial
Info screen. Press Enter or click OK.

;2 Serial Info [ ] |
Log# | 1002

Cesc 1 ICanne
Dest 2|

First Hame IJnhn

Last Marne ||:|.;.E

Address 111234 Anywhere
Address 2

City, St Zip | USA Town |us [12345
Phore | 565-555-5565
UDF 05|
UDF D2 | /4

Return Date | 9i20/2010 4:32:40 PM

0] Cancel

Regular items may be added to the sale grid. Complete the transactionlss] as usual.

2.11.2 Rental Returns

@ 2000

Press F12 Toggle until these options appear. Press F8 Rental Returns.

F1 F2 F3 Fa F& FB F7 F& F8 E1i0 F11 F12
’ ) Serial ;
Item ) it Reprint Reprint Rental Gift
Search ‘ Validate Receipt Receipt Invoice Returns Trgr;tsefer Receipt Toggle

Enter the Item Code and Log Number as indicated on the grid. Press Enter. The
rental item is displayed in the grid.

© 2011 ARS Business Solutions, LLC. All Rights Reserved.



42 V6 POS Manual
Itern Code F Clerk Clerk T.
Enter Log # [}
0 Reg Mo, 1 ﬂ‘ﬂ
Log# Return Last Mame Description 1 ;l
1002192002010 4:32:40 PM{Doe Canoe
L -
Press F10 Exit.
F1 E2 Fa Fa F& E& ET F& F4 Fi10 E1i F12
Help ‘ ‘ ‘ ‘ ‘ ‘ ‘ Exit Toggle
The return has been completed, and the item is available to be rented again.
2.11.3 Reservation Rental

[3

200 0©

A reservation for an item is set up at the IMS. The reservation is recalled at the POS to
be processed.

Press F12 Toggle until you have reached these 'Recall' buttons. Press F7 Recall
Reserve Rental.

F1 F2 F3 F4 Fa FE F7 F& Fg E1j0 F11 F12
It Recall Recall Recall Recall Recall Recall Void = I
Se?:;h Suspend| Suspend Glohal Special Wiark Resene La glwa I_aeaf:via Toggle
i 2 Suspend|  COrder Order Rental EiEy EWEY

Enter the Reservation Number, or select it from the List.
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% ARS Point-of-5ale

Enter Reservation #

List

)4

Cancel

The customer information screen allows for information to be edited. Click OK.

¢ Serial Info

Log # I 1002

Desc 1 ICanne

Desc EI

First Hame IJnhn

Last Marne ID.;.E

Address 111234 Anywhere

Address 2

]|

City, Bt Zip | USA Town

|u5 |12345

Phaone |555-555-5555

UDF 05|

UDFDEI I

Return Date | 9;30,2010 4:32:40 PM

0]

Cancel

The rental is entered into the Sales Entry screen. Complete the transactionlss|as

usual.

212 Reports

200 0©
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2121

At the main POS screen, press the F3 Reports button:

F1 F2 F3 E F& F& F7 F& F4 F10 F11 F12
Point Down Go

Help -of Reports Relndex - Setup Repair Quit online Toogle
Sale

These report options will open:
F1 F2 F3 F4 E5 F& F7 Fa F4 F10 F11 F12
Credit

Dept. Sales FrevZ Prev £ Prey £ Prey 2 )

el Sales Info soeanrg Dept Sales | Adjust | Journal (et ‘ TEEE

See Daily Reportsm for Z-out reports which must be run daily.

See Previous Reports|75'7for information on reprinting reports from earlier periods.

Daily Reports
F1 F2 F3 F4 ] F& F¥ F8 Fa F10 E11 F12
el Dept Sales %;Srdc:t PrevZ | PrevZ | Prevz | Prevz auit Toasl
S Sales Info Setle Dept Sales Adjust Journal a nogle

At each individual register, the following reports must be run every night (or first thing in
the morning):

F2 Dept. Sales - Zout Deptartment Sales? Yes
F3 Sales Info - Zout Sales Information? Yes  Take z-count from this total.

F8 Prev Z Adjust - Enter z-count from F3 Sales Info when prompted.

If you have credit card processing set up with the ARS system, you must also press F4
Credit Card Settle to start the settlement process of your credit cards.

Press F10 Quit to exit POS.
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212.2 Previous Reports

- 2000

F1 F2 F3 F4 =G ] F7 Fg F4 F10 F11 F12
Credit
Dept. Sales Prev £ Prev £ Prev £ Prev £ )
Help Sales Infa E.?:ﬂrg Dept Sales Adjust | Joumal i Toggle

If reprints of any previous Zout reports are needed, they are available for up to 99 days
using the F6 - F9 keys.

Press F10 Quit to exit POS.

; 2000

Press F12 Toggle until these options appear. Press F7 Reprint Invoice to reprint an

213 ReprintliInvoice

invoice.
F1 Fz Fa Fd F5 F& FT Fg Fa Fi F11 F12
: . Setial .
Iterm ) Off Reprint Reprint Rental Gift
Seatth ‘ validate | poioint | Receipt | Invoice | Returns Trgr;ger Receipt | |oddle

214 Returns

- 2000

To return a purchased item, press F7 Return Items. (There may already be regular
sale items in the Sales Entry grid.)

F1 F2 F3 Fa F& F& F7 F& ] F10 F11 F12

tern Rec on Return Style

Search account | A Out Mo Sale | Yoid Tran [ Lonkup Quit Sell Gits | Toogle

The F7 key now shows F7 Sale. (Pressing F7 Sale will take the register out of Return
mode.)
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Just like a sales transaction, enter the item code, scan the barcode, or select the item
from ttem Searchlss ). It will be highlighted on the sale grid in red.

salesntey .
Enter ltem Code | E | Subtotal -25.00 Clerk Clerk T.
Customer

Units 1.00 QoH -8.00 Reg Mo, 1 ﬁ‘ﬂ
Discount Crantity Met Sale TaxciDesc?

Test item 25.00 -25000

At this point, the transaction may be totalled and tendered, or:
More Return items may be added.
F7 Sale may be pressed to exit Return mode so that sale items may be added.

215 Search

- 2000

1) tem Infolso] - uses a grid which displays a list of all of the items in the system

2) Advanced ftem Searchlss) - uses data in any field(s) to help locate the item

2.15.1 Advanced Item Search

“ 2000
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Select F1 Item Search from ANY of the toggled screens in POS. (The F1 Help button
has been replaced with the F1 ltem Search button.)

F1 F2 F3 F4 F5 F& F7 F8 FY F10 F11 F12
Item Recaon ) : Return Style : :
Search account | A Out Mo Sale | Yoid Tran [ Lonkup Quit Sell Gits | Toogle

(The Interface Setup@ screen may show first. Completing setup will stop this screen
from appearing each time.) This screen will appear with a listing of every item code in

your system:
iy Advanced Item Lookup 1]
|tern Code Description 1 D epartment Class
I I I Yalue I Yalue :
Description 2 P MFG tdodel Size Colar Other
ltern Code Description 1 Departrment Class Retail |Last QoH|~

L | LILI
Sort Grid By... | j| j| -

Fefresh
ZoH

Copy to

Clip Close

Setup

Pick any field for entering search data by clicking in the white box of that field. The
Value button may be clicked to view the options available for Department or Class. You
may also type in the Department and Class fields.

Click Clear Fields to clear all of the fields and start fresh.
Sort Grid By... - click the arrow to see the drop-down screen options.
Setup - access Interface Setup [49).

Refresh QoH - When FOM is off, this will be grayed-out. When FOM is on, it will be
available:
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iy Advanced Item Lookup 1]
|tern Code Description 1 Department Class
I I I Yalue I value| Clear
Fields
Descriphion 2 JPC MFG tdodel Size Colar Other
ltem Code Description 1 Department Class Retail |Last QoH|[=
L | LI_I
sort Grid By - - -
. I J I J I Saty Refresh | Copy to cl
. QoH Clip nse
To update the QoH at the POS between downloads, click the Refresh QoH button.
Advanced Item Lookup |

\i:) Full Item List {es), or This Single Item (Mo)

Yes | Mo |

Select Yes to update ALL QoH for every item. (This selection may take more time.)
Select No to update the selected (highlighted) item only. **Note: The update will only
show at the register where the update was initiated.

Once the wanted item has been located (highlighted), it may be added to the
transaction by clicking Copy to Clip. The Advanced Item Search screen disappears.

Click the 'paste’ button to add the item to the sale grid:

Point-of-Sale

Enter ltem Code Ii E|

Clerk Clerk T.
Customer

Reg MNo. 1 ﬂﬁ
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Sales Entry grid:

(Effey (a7 Wit | B | Subtotal 15.00 Clerk Clerk T.
Customer John D.
| ]
Units 1.00 @oH -3.00 Reg Mo. 1 ﬁg

Discount Crantity

Met Sale Taxc|Desc?
15000

Test item

15.00

.
“| | »

Click Close to exit at any time.

2.15.1.1 Interface Setup

The Interface Setup screen allows for customization:

iy Interface Setup

Showe Price in Grid |[FEEel]
Grid Row Height | 20 -
Show Avg. Cost[™

Incremental Searching [~

Ok | Cancel |

Grid Row Height - increase/decrease the size of the grid row and the font
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4 Interface Setup

Incremental Searching 2U

24
a0
35
40

Incremental Searching - check this to search as you type; each keystroke triggers a
query. Uncheck to turn this off. When off, you will need to exit the field (i.e. tab or click in
another field) in order for the search to begin. **NOTE: Using Incremental Searching
may slow the system down. [f this happens, you may want to turn it off.

Utilize "Sounds Like"

Ol | Cancel |

Utilize "Sounds Like" - check this to see all entries which may have different spellings
but the sounds may be similar (e.g. Smith, Smyth, Smythe).

2.15.2 Item Info
[461 .
20 ©

Iltem Info shows a grid with a list of all of the items in the system:

ig Please Supply a value E2 |
[termn # (Shift+} |Desc1 (Shift+D) Gty On Hand |Price |~
M2 Testitem 0.00joooo0

K
Qick Scan Search

I Advanced| CopyTo
Lookugp Clip
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There are two places to access the F2 Item Info button (to display the Item Info
screen).
When POS is started, press F12 Toggle once. (This is the first place):
F1 F2 F3 F4 Fa ] F7 F& EY F10 F11 F12
Help | Iteminfo | MWailinfo | GiftInfo Sli?ua' AR Info | Layaway ‘ Erors | ¥MLTran| Toggle

After entering the POS, press F12 Toggle four times to see this screen. (This is the

second place):

Fi F2 F3 F4 F&

Item
Search

Serial

Wail Info Infa

Iterm Info Gift Info

Fi FT7

AR Info

Layaway

F&

F4

Errars

Fi0 F11

#ML Tran

F12

Toggle

(Notice that the F1 key is the only difference between the two.)

Press F2 Item Info from either place to access the Item Info screen:

| gPleasesupplyavae
[tern # (Shift+l) |IDescl (Shit+0) Gty On Hand (Price| =
M2 Testitern 0.00(000o
K1
Cuick Scan Search
I Advanced| CopyTo
Lookup Clip

Advanced Lookup - see Advanced ltem Searchlas) .
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Copy to Clip - When the item is located, select it from the grid. Click Copy to Clip.
The grid will close. Click the paste button.

Point-of-Sale

Enter ltem Code | % | Clerk Clerk T.
Customer

Reg Mo, 1 | 5
The item will be entered into the sale grid.
salesgntey .
Enter tem Code Ii % | Subtotal 15.00 Clerk Clerk T.
Custamer John D.
]
Units 1.00 GoH -3.00 Red Mo, 1 ﬁxa

Met Sale Taxc|Desc?
15000

Discount Cuantity

Testitemn 1.00

.
| 3

The transaction may be completed as usual.

216 Serial
A 2000

A Serial item is an item which has been designated as part of a particular Serial Group
in the IMS.

When anitem is serialized, it will be assigned a log number. Ilts unique serial number is
part of its personal identification within the system. When selling a serialized iteml[s31,
the log number and the serial number are needed to complete the transaction.

You may also check the Serial Transfer Date[s410n a sold serialized item.
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2.16.1 Sell Serial ltem
[5A

20 0©

When the item code for a serialized item is entered in the Enter Item Code box, the

Enter Log # box will appear:

B ARS Point-of-5ale |
Enter log #
List 0] Cancel

Enter the Log Number or choose it from the List. Customer informationis entered/

verified.

< Serial Info

FirstNameIJDhn Middlel

Last Mame |D.;.E

Address 1 |1234 Amywhere
Address 2

City, St Zip IUSAann |u5 |12345
Phane |555-555-5555
Birthdate | ¢

Legal Id
MICs I

Transfer Datel [
FFLI44T3|

]|

UDF C5 |
UDF D2 |rr

Ok

Cancel
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2.16.2

Enter/correct customer information. This information will be entered into the Serial Log
atthe IMS. Make absolutely sure that the information is accurate! Press OK. The Sale
Entry Screen shows the serial item and any other items being sold.

More serialized items may be added to the sale without having to re-type the customer
information.

Complete the sale as usual.

Serial Transfer Date

- 2000

Press F12 Toggle until these options appear. Press F9 Serial Transfer Date.

F1 F2 F3 F4 F5 FG F7 F& F& E1j0 F11 Fi2
. : Sarial .
Iterm ) Off Reprint Reprint Rental Gift
Seatth ‘ validate | poioint | Receipt | Invoice | Returns Trgr;ger Receipt | |oddle

Enter the tem Code of the serialized item.

& ARS Point-of-5ale E3 |

Enter lterm Code:

0] Cancel

Enter the Log number of the previously sold serialized item.
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i3 ARS Point-of-5ale E3
Enter log #
0
List Ok Cancel

The Serial Info screen appears allowing information to be edited.

¢ Serial Info

Log Ma. |1EIEIE

Desc IAEIC Gun

Serial 123221

First MWame IJnhn

Last Narne | Dinge

MNIC |aaa1111

Transfer Date |ngr1 202010

FFL|2222

]|

UDFCSI

UDFDEIH

0]

Cancel

Click OK.

217 Setup

200 0©
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2171

Setup will allow the user to do basic POS training@. There are many options available

to the store through POS Setup.

At the POS opening screen, press F7 Setup:

Faoint
-of-
Sale

Daown

Relndex e

Help Fepors

F1 F2 F3 F4 F& F& F7

Setup

F11 F12

Go

online | 1099l

Choose the appropriate tab:

e Generallss]

o Messages@

e Pin Padlss]

e Pole[ss]

e POS Background Imagelso]
o Printingm

e Scalele2]

e Securityle3]

e Tenderles]

General

The Setup screen will open to the General tab:

20 0©
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ik Setup M [=] B3
General |F'rin1ing | Tenderl Paole | Messages | Scale | Pin Fad | Becurit'g.rl
Redister Mo Prampt for Mail Mumber
|1 IEIeginning of a sale j
IS Data Path (Download!/FOM or ARSFt Id Age
I CADOCUMEMTATIONWRSAP P SUMSSIDATAL _| I 0
lJpdate Fath Fom Timeout
I CADDCUMEMTATIONMWRSAPPEVSYSTEMPC I an
Credit Card Processing———1 Checks — I™ Login Each Transaction

I [~ Training Mode Available

[T Rermote Register
Deprocessor | MOME j 4
Demodern | SOMI j
FOS Backoround Irmage
Dicinit

(a]" Cancel

Eleginning of a sale
End of a =ale

Id Age can be set to any number you choose. Leaving it at O tells the system not to
check age. For this function to work properly, the IMS must also have the proper data
entered for each customer in the Mail List.

FOM Timeout should be left at the default unless otherwise instructed.

Login Each Transaction should be checked to lock any unauthorized personnel from
accessing the register and to provide and audit trail of clerks and their transactions.
This is recommended for registers which are utilized by multiple clerks.

Stores with a single cashier assigned to a register may want to uncheck the Login
Each Transaction box. The cashier signs in once and remains signed-in until

- 2000

Under Setup@, clicking the Messages tab will bring you to this screen:

217.2 Messages
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ik Setup a0
General | Printing | Tenderl Pole Messages | Srale | Pin Pad | Becurit'g.rl
Preamble Letters
| POINT-OF-gALE Sale -
I Return j
Fostamhle Charge j
| THANK vOU Lay-asway r
I Wiark Order j
™ Check Endorsment Reservation J
| Gitt Receint j
Special Order j

|
I Post Signature
|

ik | Cancel

Preamble - prints at the top of all POS receipts
Postamble - prints at the end of all POS receipts

Check Endorsement - needs the proper equipment and setup to print the information
on checks

Letters - The body of each of the letters must be created in IMS and selected in this
Setup screen in order to have it print on the customer's receipt when it is appropriate.

217.3 Pin Pad
583y )
200 0©
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i Setup M =] B3
General | Printing | Tenderl Pale | Messages | Scale
Fin Fad
Com Port
INnne j
Baud Rate
ik | Cancel
2174 Pole

- 2000

The Pole tab in Setup allows the user to change the message which scrolls across the
Pole display. Put the message in the 'Message' box. The Pole display installed on the
register will be identified under 'Type'.
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i Setup M =] B3

| Messages | Srale | Pin Pad | Becurit'g.rl

General | Printing | Tender

rPole Display
Windows Mame Message
[None _I | POINT-OF-5ALE
T'g.pr
IND Pole -

ik | Cancel

217.5 POS Background Image

- 2000

On the General tab in Setup, there is a POS Background Image button.
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ik Setup M [=] B3
General |F'rin1ing | Tenderl Pale | Messages | Scale | Pin Fad | Becurit'g.rl
Register Na. Prormpt far Mail Mumber
|1— IEIeginning of a sale j
M5 Data Path (Download/F O or ARSFp) I Age
I CADQCUMENTATIOMARSAPP SUMSSDATAL _| I 0
Update Fath Fiom Timeout
I CADOQCUMERNTATIOMARSAPPSWSYSTEMIPC I 3o
rCredit Card Processing———— Cheacks — I™ Login Each Transaction
I [~ Training Mode Available
Depracessor | NONE j T Rermote Register
Demodern | SOMI j
POS Background Image
Drcinit
(a]" Cancel

Clicking the POS Background Image button will open a window. Locate the image for
the POS Background. **Important Note: The image may be in .bmp, .gif or

Jpg format. The size of the image cannot exceed 247 H. x 600 W. If the image is
larger, it may be clipped.

2.17.6 Printing
58
Th

The Printing tab under Setup allows for setup of printers for the POS.
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3 Setup I [=]
General |Tender| Pale | Messages | Scale | Pin Fad | Becurit'g.rl
rReceipt Printer - -
ywindows Mame Cutter Disabled
INnne | ™ Reprint Receipt (F6) Prints
"DUPLICATE COPY" on Receipt
Type ¥ Print Exp. Date
|N|:| Printer j Saving Message
[T Omit Letters I
rlnvoice Printer
Windows Mame ¥ House Charge ¥ Ris House Charge
INDne | mllere e v RiA Lay-a-way
= ¥ Ri& Special Order
U I Retums [v Print Exp. Date
INIj Printer j v Serial Invoice Copies
[~ Ormit Letters v ‘work Order IG
ik | Cancel

The installed printer(s) will be listed. Preferences may be set by checking (or
unchecking) boxes.

217.7 Scale
53 .
2000
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ik Setup M [=] B3
General | Printing | Tenderl Pole | Messages 5 | Pin Pad | Becurit'g.rl
Scale Interface
Com Port
INnne j
Baud Rate
Parity Data Bits Stop Bits
Ok | Cancel

217.8 Security

200 0©

The Security tab under Setup allows the user to set up a security camera which will
respond to certain POS actions.
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i Setup M =] B3
VWeb Camera
I j [ Mo Sale [ Id Check Bypass [ Price Cwerride
[~ Return Item [ Discount
Test Camera | [ Regular Sale ™ Transaction Yaid

YWideo Qutput Device

Mone |

ik Cancel

Set preferences by checking and unchecking boxes.

217.9 Tender
58 _
20O

The Tender tab under Setup allows customization of certain Tender keys in the POS.
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218

i Setup M =] B3
General | Printing E
Tender Key Captions
Cash [Cash Tendert | coupon 1
Check ICheck Tenderl ICnupDn 2
Account |Charge Tendera |Cit'g,r Bucks
¥ Print Balance Tenderd | Traveler Checks
Gift i
IGlﬂ Tenders I'l‘,rame Coupan
Gift Bal 5.00 v UPC Coupan
Dehit IDebit Tenderd IE}{tended Coupons
Cradit ICrEdit Card ¥ UPC Extended Coupon
Layaway [Coay Fd St | Food Stamp
FOreion | Foreign
Cur Rate | 1.444400
ik Cancel

All of the white fields may be customized.

Gift Bal - The default for this field is $5.00. See Gifts[+3] for more information.

Tender 1 - 6 may be customized to reflect a particular promotion your store is running.
It will print on the customer's receipt offering more clarification for the customer as well

as the store.

If there is a field which does not apply to your particular business (e.g. Fd Stmp), you
may opt to change the field to something else (e.g. Santa Cash).

- 2000

To add a Special Order policy to the POS so that it will print on the customer receipts,
go to Special Order Setup|_ﬁ>'1

Special Order

A Special Order item is not a regular inventory stock item (unless inventory has been
depleted). The Special Order function allows the user to accept a depositm for goods
without processing a sale.
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Once the deposit has been received, a Special Order number is generated for the
customer. That number connects the deposit amount to the specific customer. It also
allows for the special item to be linked to that customer's Special Order. (Linking of the
item is done at the IMS).

When the item is received, it may be sold at the POS (see Special Order Pickupl74] ).
In order to process any Special Order transactions, FOM[111 must be on.

**Note: The sales tax on Special Order items will not be treated as a cash sale for tax
payment purposes until the item has been paid in full

Special Order functions:

¢ Creating a new Special Orderl71]
¢ Receiving an additional depositfes |
e Cancel a Special Orderles)

e Customer pickupl74]

o Setup@

Additional Deposit

m 200 ©

To make an additional deposit to an established Special Order, press F2 Rec on
Account. (The process is very similar to establishing a new Special Order.)

F1 F2 F3 F4 Fa F& F7 Fa E4 F10 F11 F12

Return
Iterms

Rec an
Account

Item
Search

Style

Lookup i

Faid Cut ko Sale | %oid Tran Sell Gifts Toggle

Press F5 Special Order Deposit.

F1 F2 F3 F4 F& Féi ET F& Fa E10 F11 F12

Click on List to select the Special Order from the list. Press Enter or click OK to
continue.

Special
Order
Deposit

Item

Searth LRy

Charge Toggle
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A ARS Point-of-Sale | x| |
Enter Special Crder #

S01440003%5

List ] Cancel

At the Special Order R/A screen, the deposit amount is displayed. Enter the additional
deposit amount into the RA Deposit box. In the large white box, enter notes (i.e.
Additional Deposit) related to the transaction. (Remember that notes are printed on the
receipts.)

¢ Special Order B/A

Order# |sn1 4400035

First Mame IJl:uhn
Last Mame |D.;.E

Address 1 |1234 Anvwhere

Address 2

CiW.STZiHIUSATDwn |u5 |12345

Deposit | 20.00 RA Deposit § 000
0]:4 Cancel

Click OK. The R/A Payments screen allows the transaction to be tendered. (See
Tender Transactionlss1)
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R/A Payments

Enter Amount Tender | % 000 Clerk Clerk T.
Amount to Tender 20.00
[ ]
Total 20.00 Reg No. 1 =2
Twpe Armount ;I

L o

2.18.2 Cancel Special Order
[65" -
2000

If the customer cancels a Special Order after the item has arrived, the deposit (or a
portion of it) may be retained as a re-stocking fee or forfeited deposit fee (according to
the store policy). That re-stocking fee/forfeited deposit fee may be handled by
1) creating an item code at the IMS for re-stocking fees or forfeited deposit fees
’_2% creating a Re-stocking Fee or Forfeited Deposit Fee Tenders4] keyin POS
Setuplssl.

To CANCEL a Special Order, press F2 Rec on Account.

F1 F2 F3 Fd F& F& F7 F& Fg F10 F11 F12
Item Rec on . ) Return Style ) )
Search o — Paid Ot Mo Sale | Woid Tran lterns Lookup it Sell Gifts Togale

Press F5 Special Order Deposit.

F1 = i F4 Fa F& F=7 F8 Fa 10 E11 F12
e Special
Search Charge Order Loy Togule
Deposit

Click on List to select the existing Special Order to be cancelled. Press Enter or click
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OK to continue.

:x Special Order R /A

Order# |sn1 4400035

First Wame IJnhn
Last Mame ||:|.;.E

Address 1 |1234 Anywhere

Address 2
CiW.StEiHIUSAann |u5 |12345
Deposit | 20.00 RA Deposit §0.00

=)

[

0] Cancel

The Special Order screen shows the customer's name and total deposit amount.
Special Orders are cleared when the Deposit is equal to $0.00. In the RA Deposit box,
enter the amount shown in the Deposit box, then press '-' (the minus sign). In the large
white box, enter 'cancel special order' and/or any important notes related to the
cancellation. **The minus sign must be entered AFTER the amount has been entered.
The system will not recognize the minus sign ifitis entered before the amount. Also
note that the system will display the minus sign before the amount once it has
recognized it.
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:x Special Order R /A

Order # ISEH 4400035
First Mame IJnhn

Last Marne ||:|.;.E

Address 1 |1234 Anywhere

Address 2
CiW.STEiHIUSATDwn |u5 |12345
Deposit | 20.00 RA Deposit | § -20.00
Cancel Special Order ﬂ
]4 Cancel

Press OK.

Refund full deposit amount (no re-stocking fee/forfeited deposit fee)

The Tender screen will be displayed showing a negative TOTAL amount. The Amount
to Tender shows the deposit amount. To refund the entire amount (in cash), press F2
Cash.

Re-stocking fee/Forfeited Deposit Fee with Item Code

If using an item code for re-stocking fees/forfeited deposit fees, press F2 Cash. Enter
a new transaction using the fee code. Enter the amount of the fee. Press F10 Total.
Enter the TOTAL amount of the refunded deposit amount. Press F2 Cash. The
register will tell the clerk how much to refund to the customer.

Re-stocking fee/Forfeited Deposit Fee using designated Tender key

If a Tenderls+1 key has been designated for fees, press F12 Toggle once to access that
key. Enter the amount of the fee, and press the fee key. The Amount to Tender is
reduced by the fee. Press F2 Cash to refund the balance in cash.

The Special Order will still show at the IMS with a deposit amount of zero. Once this
has been verified, the Special Order may be deleted. NEVER delete a Special Order
with a balance on it (whether positive or negative).
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2.18.3 Special Order Deposit

* 20 ©

To Special Order anitem, press F2 Rec on Account to get started. (If the Special
Order [eslis already established, and you are receiving an additional deposit[es] on the
account, follow the link for Additional Deposit@.)

F1 F2 F3 F4 F5 F& F7 F8 FY F10 F11 F12
Item Recaon ) : Return Style : :
Search account | A Out Mo Sale | Yoid Tran [ Lonkup Quit Sell Gits | Toogle

Press F5 Special Order Deposit. The system will automatically assign a Special
Order number.

F1 F2 E3 F4 Fa F&i BT E& Fg E1j0 F11 Fi12
ltam Special
Charge Order Lwvay Toggle
EpiE Deposit

The system will generate a Special Order number, or the user may input a number.
Press Enter or click OK to continue. (If the Special Order was created at IMS, enter its
unique number, or select the order from the list which will show the name as Special
Order Deposit.)

& ARS Point-of-5ale E3 |

Enter Special Order #

S014400035

List 0] Cancel

Enter the customer's mail number, or select it from the list. Atthe Special Order R/A
screen the deposit amount will be entered for the Special Order.
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:x Special Order R /A

Order # ISEH 4400035

First Wame IJnhn

Last Marne ||:|.;.E

Address 1 |1234 Anywhere

Address 2

City, StZip |USA Town

Deposit I

|us 12345
1] FA Deposit F 0.00
~l
=
Ok Cancel

The deposit amount is entered in the RA Deposit box. The larger white box is used for
notes about the Special Order item. The notes will also print on the receipt.
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:x Special Order R /A

Order # ISEH 4400035

First Wame IJnhn

Last Marne ||:|.;.E

Address 1 |1234 Anywhere

Address 2
City, StZip |USA Town |us 12345
Deposit | 0 RA Deposit | § 20.00
paticular iterm description ﬂ
Ok Cancel

Click OK. The R/A Payments screen allows the transaction to be tendered. (See
Tender Transactionlss] )

R/A Payments

Enter Amount Tender % 000 Clerk Clerk T.
Amnountto Tender 20.00
1}
Total 20.00 Rz R2. 4 "
Type Amount ;I
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At the IMS, the special order item must be linked to the Special Order transaction.

(See IMS manual for details.)

Special Order Pickup
653

20 0©

Once the Special Order item has been received at the IMS, it is ready for customer
pickup. The receiving clerk will need to know the item code associated with the Special
Order. (The store may use a generic code like '99' or it may use the actual item code
depending upon the situation and store policy.) When the item was linked at the IMS to
the customer's Special Order, the Special Order should have been printed. (Thisis a
full sheet showing the details of the order, not a register receipt.) The item number is
specified on that sheet. It may be a good practice to have the receiving clerk attach the
Special Order sheet to the item once it has been received into the system.

Special Order# S014400036
AR S Business Solutions, LLC

Fram:

Doe, John
1234 Anywhere

USA Town, US 12345

Mail #: 5555555555

Foid Hete ARAcct# 100

Clerk# 2

Bill To: 555-555-5545

Orler Date 83152010
PO # Page 1

Itern # Description 1

Order Qty Frice Ext Disc  MNet Sale

a4 Special Order ltem

1 200.00 .00 200.00

At the POS, press F12 Toggle two times (twice) to access the Recall buttons. Press

F5 Recall Special Order.

Recall
Special
Order

F1 F2 F3 F4 Fa
It Recall Recall Recall
SBZI:;h Suspend | Suspend Glohal
1 2 Suspend

F&

Recall
ok
Order

F7 F& Fg E1j0 F11 Fi12
Recall .
Resere Lvmd LRecaII Toggle
Rental AAway Ay

Click List to select the Special Order from the list, or enter the Special Order number
from the print-out (including the letters SO and no spaces). Press Enter or click OK.
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A ARS Point-of-Sale | x| |
Enter Special Crder #

List ] Cancel

The sale grid shows the item linked to the Special Order. Additional items may be
added to the sale before itis completed.

Sub-Total will show the total sale amount. The Deposit amount will only be figured in
once the Total key has been pressed. Tender Transactionlss] as usual.

2.18.5 Special Order Setup

@ 2000

Each store should have its policy for Special Order transactions entered into the IMS
under Data>Functions>Letters. At the POS, the Letter must be linked to Special
Orders so that the policy will print on customer receipts when a Special Order Deposit
is received.

At the POS opening screen, press F7 Setup.

F1 F2 F3 F4 F& F& F7 F& F8 F10 F11 F12
Paoint
-0t
Sale

Dawn
-load

Go

Relndex Online

Help Repots Setup Repair Quit Toggle

Click onthe Messagesm tab.
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ik Setup a0
General | Printing | Tenderl Pole Messages | Srale | Pin Pad | Becurit'g.rl
Preamble Letters
| POINT-OF-gALE Sale -
I Return j
Fostamhle Charge j
| THANK vOU Lay-asway r
I Wiark Order j
[~ Check Endorsment Reservation J
| Gitt Receint j
I Special Order j
I Paost Signature j
Ok | Cancel

Click on the arrow to the right of Special Order to see the drop-down list of available
letters.

i Setup A
General | Printing | Tenderl Pole Messages | Srale | Pin Pad | Becurit'g.rl
Preamble Letters
| POINT-OF-gALE Sale -
I Return j
Fostamhle Charge j
| THANK vOU Lay-asway r
I Wiark Order j
[~ Check Endorsment Reservation J
I Gift Receipt -
I Special Order I—L,
I Post Signature
Layaway
I Special Order
Ok Cancel
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Select the letter which was created for Special Orders by clicking on it from the drop-
down menu. Click OK.

219 Style Lookup

- 2000

Style Lookup is another search category option. ftems in the IMS must have a value
entered under 'Style' in order for this function to have any value at the POS.

Press F8 Style Lookup at one of the menus (It is available in two different menus).

F1 F2 F3 Fa F& F& F7 F& ] F10 F11 F12

tern Rec on Return Style

Search account | A Out Mo Sale | Yoid Tran [ Lonkup Quit Sell Gits | Toogle

Enter a value for 'Style'.

iz ARS Point-of-5ale |
Enter Style

0] Cancel

Press Enter or click OK. A window will open with a list of all the items with the 'Style'
value entered. Choose from the list.

2.20 Suspend
A 20 ©

There are two ways a transaction can be suspended (put on hold).

1. Locallsr] - transaction can only be recalled at the register where it was
originally suspended
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2. Globall7s) - transaction can be recalled from any online register in the store

Global Suspendl7s] will allow the most flexibility. If the register is offline, Local Suspend
[elis the only option.

Global Suspend

" 2000

Global Suspend allows for a transaction to be 'put on hold' so that it may be recalled at
ANY register. Global Suspend may be done from any online register (FOMm must
be on) or from the PDA (handheld device). **Note: When a sale is going to be put on
Global Suspend, mail infol241 will be lost. Mail info should be added when the
transaction is recalled(7s] for the last time with the intention of completi ng the sale.

Enter your sales item(s) (see Transaction Entry@ for more info).

Enter tem Code I % | Subtotal 26.20 Clerk Clerk T.
Customer

Units 1.00 @oH -4.00 Reg Mo. 1 "3{4

Quantity
1.00

MNet Sale Taxc|Desc?

26.20 0

Discaunt
0.00

Testitemn

4| [

Press F9 Subtotal.

F1 F2 F3 F4 Fa FE F7 F& Fg F10 F11 F12
lterm ) ) . ) Return Style
Search Guantity | Discount | OverRide Clerk Yoid ltem [ Lookup Subtotal Total Journal Toggle
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Press F5 Suspend.

F1 F2 F3 F4 F& F& = F& F§ F10 Fi1 F12
% OFPEM AR ) Sale
Help Discount| Discount BSFEmT| | (WE0d SR ‘ Entry Total Togyle

Press F4 Global Suspends. (Suspend 1 and Suspend 2 are local suspends ONLY
to the register in which they originate.)

F1 F2 F3 Fa s FE = F& ] E10 F11 F12

Give the Suspend a name (e.g. customer's first name).

A ARS Point-of-Sale E |

Suspend transaction as:

Glabal
Suspends

Suspend
1

Suspend

3 tail Mo,

Help Tax Shift Toagle

0] Cancel

Press Enter or click on OK. The register will suspend the transaction to be recalled
later (see Recall Global Suspend)|7sl.

- 2000

Log in at the register. If the sale is going to be tendered|ss), mail infol24] may be
entered. (If the transaction is going to be modified and placed back on Global Suspend
Hﬂ, mail infol241 will be lost. Mail info will need to be re-entered when the transaction is
going to be tendered in order for it to be linked to a customer's history.)

2.20.1.1 Recall Global Suspend

Press F12 Toggle two (2) times. Press F4 Recall Global Suspend.
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F1 F2 E3 F4 Fa FE F7 F& Fg E1j0 F11 Fi12
It Eecall Recall Recall Recall Recall Recall vaid Recall
o emh Suspend|| Suspend Glohal Special Wiark Resene L ol L Era Toggle
Barc 1 2 Suspend Crder Crder Rental ayaway Yy

In the white box, type the name/value given to the Global Suspendmﬁ or click List to
select the name.

& ARS Point-of-5ale E3 |

Recall a suspended transaction:

List ] Cancel

If List is used, click on the name to highlight it, and press Enter or click OK.

#Please Supply a valuclEd |

[~

] Cancel

The transaction grid will be displayed with the sale item(s) displayed. The transaction
may have more items added or items deleted. The item can be suspended or
tendered.
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2.20.2 Local Suspend

” 2000

Local Suspend 1 or Suspend 2 can only have one transaction suspended to it ata
time (unlike Global Suspend which will hold multiple trransactions).

Enter your sales item(s) (see Transaction Entry@ for more info).

Enter item Code | % | Subtotal 26.20 Clerk Clerk T.
Customer
r
Units 1.00 @aH -4.00 RegMo. 1 '3}3

Discaount
Test item 26.20 0.00

Quantity Met Sale
1.00 26200

4| o

Press F9 Subtotal.

F1 F2 F3 F4 F& F& F7 Fg F9 F10 F11 F12
Itam . ) . ) Return Style
Search Quantity | Discount| OverRide Clerk Yoid ltem [ ‘ Lookup Suhtatal Total Journal Toagle
Press F5 Suspend.
F1 F2 F3 F4 F& F& R F& F3 F10 F11 F12
% OPEN AR . Sale
Help Diszawi | | B Suspend| “oid Sale ‘ Entry Total ‘ Toggle

Press either F2 Suspend 1 or F3 Suspend 2 for a local suspend. The local suspend
cannot be used again until it has been recalled. (If one of the local suspends is used, it
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2.20.2.1

2.21

will be grayed-out.)

F1 F2 F3 F4 E& Féi ET Fa F4 E10 F11 F12

Gloha
Suspends

Suspend
1

Suspend

7 Tax Shift

Help Mail Mo. Togole

Recall Local Suspend

" 2000

The Recall of a Local Suspend MUST be done at the same register where the
transaction was originally suspended. In order to recall the transaction at any register,
a Global Suspendi7s| must be used instead of a Local Suspend. (The suspend is local
unless it says 'Global'.)

Log in at the register. If the sale is going to be tendered|s3), mail infol24] may be
entered. (If the transaction is going to be modified and placed back on Suspend[77),
mail infol24 | will be lost. Mail info will need to be re-entered when the transaction is
going to be tendered in order for it to be linked to a customer's history.)

Press F12 Toggle two (2) times. Press F2 Recall Suspend 1 or F3 Recall Suspend
2. (If there is nothing in suspension, it will be grayed-out.)

F1 F2 F3 Fa F& F& F7 F& F4 F10 F1i F12

Recall
Wark
Order

Recall
Resemne
Rental

Recall
Specia
Order

Recall
Globa
Suspend

Recall
Suspend
2

Recall
Suspend
1

Waid
Layaway

Recall
Layanmay

Iterm

Search Toggle

The sale grid will be displayed. ltems may be added or deleted The transaction may
be suspended or completed.

Tax Shift

- 2000

Tax Shift allows the tax on the last item entered to be changed. If an item was entered
as a taxable item, but it should be a non-tax item, it can be corrected at the POS using
this option.

Tax Shift also allows for different tax rates to be used for out-of-state sales or other
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2.22

unique situations.

Press F12 Toggle until these options appear. Press F10 Tax Shift.

F1 F2 F3 F4 Fs5 F& F7 Fg Fg F10 F11 F12
Itern Edit Recall | Recall | Recall
Search | 7" Deset | Seetial [ work | Reserve | ail No. Tax Shif Toggle
Order Order Rental

Click in the appropriate box. (Tax Rates are set at the IMS under Data>Functions>Tax
Rate.)

iz Please Supply a value B |

Tax 1
-

Tax 2

Tax 3

Cancel

Click OK.

Tender Transaction

- 2000

Once the transaction has been entered (see Transaction Entrylss]) and totalled, the
transaction must be tendered or voided.

shortcut: If the entire amount is to be paid using the same tender, a dollar amount
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2.221

does not need to be entered in the Enter Amount to Tender box. The entire amount
will be tendered using the tender selected. If more than one tender type is going to be
used, an amount must be entered.

F1 F2 F3 F4 Fa F& F7 F& Fa F10 F11 F12
Issue
Gifts
Credit

Credit

Cash card

Help Check Charae Gift “oid Tran Fareian Luway Dehit Toaole

F2 Cash - for cash transactions

F3 Check - for amounts paid using a check

F4 Charge - to be used if a charge account has been established
F5 Gift - see Gift Redemptionm

F6 Void Tran - see Void Transaction[ss]

F7 Credit Card - swipe or key-in (no spaces) the credit card number; follow the on-
screen prompts

F8 Foreign - will prompt for amount of foreign currency
F9 Lway - applies the balance to Layaway; see Layawaym

F10 Debit - swipe or key-in (no spaces) the debit card number; follow the on-screen
prompts; customer enters pin number at pin pad

F11 Issue Gifts Credit - see Sell Gifts[14]

if a Coupon, Food Stamps or Travelers' Check is being used, press F12 Toggle to
view more tender options. This is also needed for a Tax Exempt[s«1transaction.

Tax Exempt
A

200 0©

After F10 Total has been pressed, press F12 Toggle once more to access more
options.

For a Tax Exempt sale, press F10 Tax Exempt. Enter the Tax ID when prompted.
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2.23

F1 F2 F3 F4 Fa FE F7 F& Fg F10 F11 Fi12
Hal Coupon Coupon City Traveler Yalue Extended Food Remaove Tax Invoice Tl
M 1 2 Bucks Checks Coupon | Coupons Stamp Tender Exempt QN ag

Press F12 Toggle two times more to return to the Tenderlss] options.

- 2000

Training Mode allows transactions to be created without being saved in the transaction
history at the IMS as an actual transaction. Not all of the POS functions can be used in
Training Mode due to the communication which must take place between the POS and
IMS in order for certain types of transactions to occur.

Training Mode

To enter Training Mode from the POS opening screen, press F7 Setup.

F1 F2 F3 Fd F& FB F7 F& F8 F10 F11 F12
Point
-of-
Sale

Go
Qnline

Down

- Quit

Help Reports Relndex Setup Repair Toagle

Enter your P.LN. number. (This number is assigned in the IMS under Clerk. If clerk
numbers have not been assigned, SUPERUSER is the default.) Press Enter on the
keyboard or click OK.

i3 ARS Point-of-5ale |

Enter P.L.M. numhber

0] Cancel

The Setup screen will appear with the General tab open.
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ik Setup M [=] B3
General |F'rin1ing | Tenderl Pale | Messages | Scale | Pin Fad | Becurit'g.rl
Register Na. Prormpt far Mail Mumber
|1— IEIeginning of a sale j
M5 Data Path (Download/F O or ARSFp) I Age
I CADQCUMENTATIOMARSAPP SUMSSDATAL _| I 0
Update Fath Fiom Timeout
I CADOQCUMERNTATIOMARSAPPSWSYSTEMIPC I 3o
rCredit Card Processing———— Cheacks — I™ Login Each Transaction
I [~ Training Mode Available
Depracessor | NONE j T Rermote Register
Demodern | SOMI j
POS Background Image
Drcinit
(a]" Cancel

By clicking in the Training Mode Available box, Training Mode is turned on.

< Setup =] B3
General |F'rin1ing | Tenderl Pale | Messages | Scale | Pin Fad | Becuritg.rl
Register Mo. Prormpt far Mail Mumber
|1 IEIeginning of a sale j
IM5 Data Path {Download/F O or ARSFip) Id Age
IC:IDOCUMENTATIONMRBAPPBIIMBEIDATAI | I 0
Update Path Fond Timeout
I CADOCUMENTATIONARSAPFSWSYSTEMIPC I 3
-Credit Card Processing———  Checks — [ Login Each Transaction
I V¥ Training Mode Available:
" Remote Register,
Depracessar | MOME j 2
Dermodern | COMI j
POS Background Imagel
Dinit

Ck | Cancel

© 2011 ARS Business Solutions, LLC. All Rights Reserved.



Using Point-of-Sale 87

Click OK. A new set of options is displayed. Press F8 Training Mode.

F1 F2 F3 F4 F& F& F7 F& F8 F10 F11 F12
Paoint
-0t
Sale

Go
Offline

Dawn
-load

Training

Mode Gt

Help Repots Relndex Setup Repair Toggle

A confirmation screen will tell you that you are in Training Mode.

i Training Mode |

YOU
ARE
IN
TRAINING
MODE

Cancel

Press Enter or click OK. The POS is now allowing transactions to be entered in
Training Mode. The clerk who is training must enter his/her P.I.N. number. (A
manager may also use his/her number for training purposes.)

i3 ARS Point-of-5ale |

Enter P.L.M. numhber

0] Cancel
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2.24

2.241

After entering the P.LLN number, press Enter or click OK.

The next screen is Enter mail number to beginm. (Click on this link to learn more about
mail numbers.)

FOM/[111should be off when in Training Mode to assure that the register does not go
live with the IMS.

To exit Training Mode, the F10 Exit key may be pressed at any time. The POS will
return to the opening screen.

Transaction Entry
o ._
NE =13

Entering a sale at the register begins with entering a basic transactionlef]and may
include any or all of the following:

e Changing the Clerk/ss]
e Discountles]

e Price Overrideloo]

e Quantity changes/ec]

e Void an item[e2]

Change Clerk

” 20 ©

To change a clerk during a transaction. press the F5 Clerk button.

F1 F2 Fa F4 F& Fi FT7 Fa Fa Fi0 F11 F12

Item
Search

Return
Iterns

Style

Discaunt Lookup

Quantity OverRide Clerk Yoid ltem Suhtatal Total Journal Toagle
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2.24.2

Enter Clerk Number in the box. Press Enter or click OK.

CyCommission 3|

Enter Clerk Mumber

] Cancel

Discount

* 20 ©

When a customer is receiving a discount off the regular price of anitem, the F3
Discount key is used. Make sure that the item is highlighted in the grid. Press F3
Discount.

F1 F2 F3 F4 Fa F& F7 F& Fa F10 F11 F12
Itern ) ) . ) Return Style
i —. Quantity | Discount | OverRide Clerk Yaid ltem [ Lookup Suhtotal Total Jaurnal Toaole

The discount options are displayed. Choose the correct discount option. Once the key
is pressed, the system automatically calculates the discount and enters it in the sales
grid. (The discount key values may be changed at the IMS under Properties>POS.)

F1 F2 Fa F4 F& Fi FT7 F& F4 1 F1 F12

40.00 %
Discaount

% OFPEM
Discaourt

& OPER
Discount

10.00 %
Discaount

20.00 %
Dizscount

30.00 %
Discount

Item

Search TEEEE

F6 % OPEN Discount - Any % amount may be entered.

F7 $ OPEN Discount - Any dollar amount may be entered.

AFTER the F9 Subtotal key is pressed, there is another opportunity to do a % OPEN
Discount. This discountis applied to the entire Subtotal instead of to one particular
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2.243

2244

item. Press F2 % OPEN Discount. Enter the discount percentage.

F1 F2 F3 F4 F& F& = F& F§ F10 Fi1 F12
% OFPEM AR ) Sale
Help Discount| Discount BSFEmT| | (WE0d SR ‘ Entry Total Togyle

Complete the transaction as usual.

~ 20 ©

OverRide allows for a price to be changed at the POS. Make sure that the item is
highlighted in the grid. Press F4 OverRide.

Override

F1 F2 F3 F4 F5 FG F7 F& F& F10 F11 Fi2
Iterm ) ) . ) Return Style
Seatch Guantity | Discount| OverRide Clark waid Item [ Lookup Subtotal Tatal Journal Togale

Enter Price for Iltem in the box. Press Enter or click OK.

& ARS Point-of-5ale E3 |

Enter Price for ltem 2

] Cancel

The price is changed in the Sales Entry grid.

" 200 ©

When a customer is purchasing more than one of the same item, the F2 Quantity key
may be used. Make sure that the item is highlighted in the grid. Press F2 Quantity.

Quantity
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F1 F2 F3 F4 Fa FE F7 F& Fg F10 F11 Fi12
Iterm ) ) . ) Return Style
e —. Quantity | Discount | OverRide Clerk Yoid ltem [ Lookup Subtotal Total Journal Toggle

Enter the quantity. Press Enter or click OK.

& ARS Point-of-5ale E3 |

Enter Guantity
|_m

0] Cancel

The quantity amount will be updated in the Sales Entry grid for that item.

2.24.5 Sales Entry

~ 20 ©

The system default will ask for a clerk login and a mail number entry@. Once these
tasks are completed, a sales transaction may be entered.

The Enter Item Code screen is ready for barcodes to be scanned or item codes to be
entered. (The cursor must be in the white box in order for the system to accept scanned
or typed data.)

Point-of-Sale

Enter tem Code I % | Clerk Clerk T.
Customer

Cash Change: $0.00
|

Change: $0.00 Reg Mo 1 ﬂ;q

Once the firstitem has been entered, the Sales Entry screen will be displayed with a
list of the items entered.
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(Effey (a7 Hnie | B2 | Subtotal 26.20 Clerk Clerk T.
Customer
_I
Units 1.00 @oH -4.00 Reg Mo. 1 "‘},3

Met Sale Taxc|Desc?

26.20 0

Discount
0.00

Cuantity
1.00

Testitemn

-

4| M

More items may be added in the same manner. The Quantitym, tem Discount@,
Price OverRidels0), Change Clerk[ss), Void ltem[s2), and Return tems)4s) keys may be
utilized at this point. To complete the transaction, press F9 Subtotal.

F1 F2 F3 Fa F& FB F7 F& F8 F10 F11 F12
Itern ) ) . ) Return Style
S—— Guantity | Discount| OverRide Clerk Yaid ltem [ Lookup Suhtotal Total Journal Toagle ‘

At this point, more items may still be added to the sale. To add more items, press F9
Sale Entry. Press F9 Subtotal after the new items have been added.

F1 F2 F3 F4 Fa F& = F& F§ F10 Fi F12
% OPEM AR ) Sale
Help Discount| Discount BsEEmg| | (We0dEE ‘ Entry Total Togyle ‘

Press F10 Total to finalize the transaction. (Once the TOTAL key has been pressed,

the Sale Entry screen is no longer accessible. The sale must either be completed or

\|Q'i1ded.) Go to Tender Transactionlss] to complete the transaction or Void Transaction
931].

2.24.6 Void Iltem

” 200 ©
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A single item may be removed from a sale without having to void the entire sale. Make
sure that the item is highlighted in the grid. Press F6 Void ltem.

F1 F2 F3 Fa F& F& F7 F& F4 F10 F11 F12

Iterm Return Style

Search Guantity | Discount | OverRide Clerk Yoid ltem [ Lonkup Subtotal Total Journal Toggle

The item is removed from the Sales Entry grid.

2.25 UDF
N 200 ©

UDF is the acronym for 'User Defined Field'. These fields may be used by the store
(user) to customize data as needed.

The UDFs at the POS correlate with the UDF fields at the IMS.

2.26 Validate
A 2000

Use this function for check validation. The receipt printer needs to be capable of
validating.

Press F12 Toggle until these options appear. Press F4 Validate.

F1 F2 F3 F4 F5 FG F7 F& F& E1j0 F11 Fi2
. : Sarial .
Iterm ) Off Reprint Reprint Rental Gift
Seatth ‘ validate | poioint | Receipt | Invoice | Returns Trgr;ger Receipt | |oddle

2.27 Void Transaction

- 2000

Once the transaction has been entered (see Transaction Entry@ ) and totalled, the
transaction must be tendered or voided.

Press F6 Void Tran.
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F1 F2 F3 F4 F5 F& F7 Fg F3 F10 F11 F12
Credit Issue
Help Cash Check Charge Gift Yoid Tran card Foreign Lwvay Dehit Gifts Toggle
Credit

The transaction has been voided. The receipt printer will who the void on the receipt.

2.28 Work Order
A 2000

A Work Order is originated at the IMS. Processing it through the POS allows for
payment to be received for the work on the item.

Press F12 Toggle until these Recall F-keys have been accessed. Press F6 Recall

Work Order.
Fi F2 F3 F4 F5 F& FT F3 Fa Fi0 Fii Fi2
ltern SRecalld SRecalld gf?l: SRECE"”| T-\.l;acak” RRecall \oid Racall
uspen USpEn oba pecia ar BSENE Toogl
SRR 1 7 Suspend|  Order Order | Rental | COYEWaY | Layaway o9
Enter the Work Order number or choose it from the List.
& ARS Point-of-5ale B |
Enter wark Order #
List ] Cancel

Complete the transactionlss] as usual. If there is a serialized iteml[s3), follow the prompts
on the screen.
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3 Troubleshooting
20 0©

Most POS issues can be resolved b[xjmaking sure that FOM[111is turned on and by
checking that the POS is not Offline|os 1.

You may also get a report of errors/es ).
To contact ARS Techinical Support, you may call or email:
Call 800.547.7120 and select 3 at the auto attendant.

Email support@arss.com

3.1 Errors
- 2000

The F10 Errors key will show system error details which can be used by ARS to resolve
system errors.

F1 F2 F3 F4 Fa F& F7 Fg E4 F10 F11 F12

Item
Search

Serial

Itern Info Info

Mail Info Gitt Info AR Info Layaway Errors HML Tran Toggle

3.2 Offline
h 2000

If the POS is offline and the F11 Go Online key doesn't work, check FOMI 1.

Is the network down? The router may need to be reset. (This may be accomplished by
turning the power switch off on the router - or unplugging it if there is no power switch.
Turn the power back on after 30 seconds.)
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