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IN KEYBOARD SALES MODE:

To return a item, you have a few options.

Option 1— When using the Hot Keyboard,

With the sales invoice screen,
1. Push the Void/Return hot key on your POS Keyboard
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K~ POSitive Retail Manager - The Bluetigue - Station: 1

Returns

CEX

File Edit Window Help

Invoice: 1581 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

o

SCAN: | | = & |2
< ¥

| Sy | Merw st el || i
Description | Quantity | Price | Dsc.% | Total E

Bl To | hip To | Hote | K
Quick Sale
E] @ Show Mare R eturn Fram
E] Options [F2] Invaice [F4]
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Taotal: 0.00

IN KEYBOARD SALES MODE:
Option 2— Access the returning function in Sales Invoice Screen by pressing F4 on your keyboard.
1. Select Show More Options or [F2]
2. Select Return from Invoice or [F4]



Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1

<
| > | gt || wemsn el
Description M Find Original Invoice Dsc.% | Total ]

Enter the Invoice Number of the item(s)
being returned, or choose an option
| helow.

1 \-_\_’ Inwoice Number: || |

’ Search All Invoizes [F3] ‘4—/"

‘%’ Can't Find/Choose Fram List [F4]

| |
Bl To | hip To | Hote |
Huick Sale
Show Mare
/ ‘ x Options [F2]

R eturn Fram
Irvoice [F4]

Ok [F10]

Cancel

LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:
Locate the original sale by one of three methods. Use the screen tabs provided

1. Enter the invoice number from the original sale if known.
2. Look up the invoice from when the customer purchased the item(s)
3. If either of the above are unknown, enter the SKU for the item being returned.



Returns

1 B of 1
| ~
**Reprint®*
Beceipt: 1569 12/17/2010
/ﬁRegister: 1 PO3 1=2:34FH
The EBluetigue
Manheim Township High School
1 1 School Road
Lancaster, P4 17a01
Phone:717-560-3097
ory Description Price Total
1.00 GY¥M SHORTS GR 19.50 Ak s
SubTotal: 55
ZalesTax: 1.05
Total: 15.60
Total Paid: 0.00
On Account: 15.60

QA W <« »

IN KEYBOARD SALES MODE:
If you have the original sales receipt (option 1)

1. Locate their invoice number at the top and enter it, when prompted (see previous page)

2. Note the method of payment —Cash, check, credit, house account, etc.

Note: You may want to have a return policy statement at the bottom of your receipt.



Returns

M Invoice History

Yiew

Locate: |

Reference #

i Irwoicedt = Station| Status Date Time Custorner Invoice Total | Total (No Tax)
el v 1574 1 Invoice 124720010 205 PM Quick Sale 282 262
Purchaze Order # :
T L4 1563 1 Irevoice 12472010 1234 P SALLY JONES 18,60 17.55
enal Nurmber
v 1863 1 Irevnice 127720010 11:57 AM SALLY JOMES 17.49 16.50
Order Mumber 3 %
1 — L4 1556 1 Invoice 12472010 11:48 &M Quick Sale 200 200
p ] £ P
Properties a [ 1 ) w

i SEU Description Gnty B'Order Frice: Disci Total T

Bill To/Ship To + 5454545 AP CHEMISTRY LAR NOTE BOOK 1.00 0.00 1650 000 16,50 Y
hefiors + CC CANDY MIS Comeeeemmreeemeeeemeens 1.00 0.00 200 000 200 M
Prompts 78548 SHORTS GREEM 1.00 0.o0 1493 000 14,93 Y

General Ledger
Tranzaction Log

Service History

Drocumnents

HE

) ¥, = ltem returned on anaother Invoice
Actions

Make 4R Payment il .TD: Tender Amount
: Quick 5 ale = Cazh 35.38
E-tdail |
Header e =
Change PO Mumber T - SubTotal: 3343
o Time: [5:47FM | Terms: [NONE | S alosT ax 183
e Cashier: |POS | Salez ID: [POS | Total 3538
Register: | 1] PO: [ | [ Show Costs
Converted: |No [ Show Woids/Unused
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Taotal: 0.00

IN KEYBOARD SALES MODE:
Option 2: Hunt for the Receipt in Invoice History
An Invoice History Screen will appear. Arrow up or down to view sales detalils.

1. Choose the particular sale that contains the item being returned.
2. Once identified (highlighted), hit the select button.



Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1 |;||E|E|
File Edit Window Help

I

| NI = =
< ¥
Lacate Item Suspend Fecall
[INS] hi=nu[E= [Pause] Suspended
Description £ Locate ltem SEE3]  Tetal E
Locate: | | @ G l v Select ] lx Cancel ]
Description Frice Available |
1 M SHORTS BLUE AL =
OB 123456 GYM SHORTS GREEMNA<xL 19.50 22.00
78 10GSHAL GYM SHORTS Mawsy AL 19.50 0.00
O oz HOODIE MASCOT LOGO BLACKALARGE 20.00 0.00
OB 145267 OTIS COOKIES 0.62 20.00
v
(¢ T ) (18 (5 e DOEE@
Grt SHORTS Navy AL
Department: APPAREL 2
Categony: Shorts & Pants
v
= Current Prarmos: ==
BilTo 1§hip To{fjote ] Mone
Huick Sale
R eturn Fram
Irvoice [F4]
[ Show I Stock Only - Department: Shawing All Departments l [ Add ] l B Edt ] l Wore Detail ]
[] Show Inactive Only  Category: Shawing All Categaries =
] et ]

LineT otals: 0.00| SubT otal: 0.00

T axable: 0.00| - Coupon: 0.00

SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:

Option 3

An inventory list screen (all inventory items) will appear if invoice # is unknown to locate the specific
SKU(s).

1. Locate (find by description) the item(s) being returned or scan the SKU (Barcode)
Note: If you scan, make sure you click SKU Column as default lookup



Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1 |;||E|B|

SCAN: | | " h hed ]
| > | gt || wemsn el
Description | Quantity [ Price | Dsc.% | Tetal E

Tag Items to Return

Skl Description Gnty Frice Dsc Total
1 FmE4545 AP CHEMISTRY LAE NOTE BOOK 1.00 1650  0.00 16.50

| [T 5454547 AP BIOLOGY LAE NOTE BOOK 0.00

Bl To | hip To | Hote | o
R (¢ IssUnTagispace) || Tao#iF7l | [ UntagallFs]
urn From
joice [F4]
‘ ¢ Frocess [F10] ‘ ﬂ Cancel
\&
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:
Option 1 & 2
Once the invoice has been identified, the Customer Invoice History screen will appear. Ar-

row up or down to view sales details.
1. Choose (highlight) the specific item(s) being returned. Check or tag them.
2. Once identified (tagged), hit the process (F10) button.



Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

CEX

Invoice: 1581 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

=]

SCAN: .
| | = eh
<
| > | gt || wemsn el
Description | Quantity [ Price | Dsc.% | Total E
Return From Invoice: 1516 T
-16.50

AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00

Bl To | hip To | Hote |

&0
o

Quick Sale
Show Mare R eturn Fram
Options [F2] Irvoice [F4]
LineT otals: -16.50 || SubT otal: -17.49
T axable: -16.50| - Coupon: 0.00
SalesT ax: -0.99| - Deposit 0.00
Item Count: 0.00 Taotal: -17.49

IN KEYBOARD SALES MODE:
The item selected will appear on the invoice screen.

1. Notice the negative amount in the quantity column
2. Also a negative amount will appear in red in the invoice total box



Returns

K= POSitive Retail Manager - The Bluetigue - Station: 1 |;||E|E|
File Edit Window Help

Invoice; 1581 By: POS Cashier: POS Date; 12/17/2010 Register: 1 - PL: Our Price Al=3

SCTN: | | [ g = a |l
<

Sy | Merw st el || i
Description | Quantity | Price | Dsc.% | Total E
Return From Invoice: 1516
AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50

Bl To | hip To | Hote |

Buick Sale E] ‘ @ Shaw More R eturn From
E] Options [F2] Invaice [F4]
LineT otals: -16.50 || SubT otal: -17.49
T axable: -16.50| - Coupon: 0.00
SalesT ax: -0.99| - Deposit 0.00
Item Count: 0.00 Taotal: -17.49

IN KEYBOARD SALES MODE:
If the returned item will have no further adjustment, the transaction will result in a negative sale.

1. The negative amount in red will be the amount of the refund.
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Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Invoice: 1581 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

__

SCAN: | ' —
| | ith B Eh
< Ft,ock: 11.00 | Held: 15.00 | Awailable: -4._00 | ¥ Lacate ltem Suspend Recal
[INS] Menu [ESC] [Pavse] Suspended
1 Description | Quantity [ Price | Dsc.% | Total E
Return From Invoice: 1516
\AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50
AP CHEMISTRY LAB NOTE BOOK 1.00 16.50 0.00 16.50
Bl To | hip To | Hote | 5
Huick 5 ale E] @ Show Mare R eturn From
B Options [F2] Invaice [F4]
LineTotals: 0.00| SubTotal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 1.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:
If a similar new item will be purchased in place of the returned item,
1. Scan the item or enter the SKU to have the item appear on the invoice

2. Note the net amount due is zero, due to the even exchange.
Note: You can also sell them a gift card for the balance due so net amount is $0
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Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

CEX

Invoice: 1581 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

=]

SCAN: | ' —
| | ih = %ﬂ
< Ft,ock: ZZ2.00 | Held: 1.00 | Awailahle: Z1.00 | ¥ Lacate ltem Suspend Recal
[IN5] MetUESE] [Pause] || Suspended
1 Description | Quantity [ Price | Dsc.% | Total E
Return From Invoice: 1516 T
\AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50
GYM SHORTS GREEN/XXL 1.00 19.50 0.00 19.50

Bl To | hip To | Hote |

&0
o

Quick Sale
Show Mare R eturn Fram
Options [F2] Irvoice [F4]
LineT otals: 3.00| SubT otal: 3.18
T axable: 3.00| - Coupon: 0.00
SalesT ax: 0.18| - Deposit 0.00
Item Count: 1.00 Taotal: 318

IN KEYBOARD SALES MODE:

If a new item will be purchased in place of the returned item, either for more or less than the original,

1. Scan the item or enter the SKU to have the item appear on the invoice
2. Note the net amount due for the exchange



12

Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

CEX

Invoice: 1581 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

=]

SCAN: | ' _
| | ih = %ﬂ
< Ft,ock: ZZ.00 | Held: 1.00 | Awailable: Z1.00 | ] Lacate ltem Suspend Recal
[INS] Menu [ESC] [Pause] Suspended

Description | Quantity [ Price | Dsc.% | Total E
Return From Invoice: 1516 T
AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50
GYM SHORTS GREEN/XXL 1.00 19.50 0.00 19.50

Bl To | hip To | Hote |

Buick Sale E] ‘ @ Shaw More R eturn From
E] Options [F2] Invaice [F4]
LineT otals: 3.00| SubT otal: 3.18
T axable: 3.00| - Coupon: 0.00
SalesT ax: 0.18| - Deposit 0.00
Item Count: 1.00 Taotal: 318

IN KEYBOARD SALES MODE:

To complete the Return Function

1. Proceed to the Tender Function, either by clicking the tender button, hitting the F10 key, or if positive
tender is due, the appropriate tender hot key.



Returns

13
K~ POSitive Retail Manager - The Bluetigue - Station: 1 |;||E|E|
File Edit Window Help
SCAN: ' v | x
| [ g || = & |2
< tock: ZZ.00 | Held: 1.00 | Awailable: 21.00 ¥
: > | gt || wemsn el
Description | Quantity [ Price | Dsc.% | Total &
Return From Invoice: forumms NEE 3
AP BIOLOGY LAB NO -16.50
GYM SHORTS GREEl  [Regeon Rl 19.50
VOID MISTAKE Will be Retumned To Stock
Itern Did Mot Work Will NOT be Returmed To Stock
Clstomer Changed Mind Will be Returned To Stock d
Did Mot Suit Customer's Needs  Will be Returned To Stock
Gift- Did Mot Want'Already Had - Will be Returned To Stock
>
b
Bil To |Ship To | Note | @ E [ Enter Rieason Not Listed [F5] “ =
i Fieturn From
Irvoice [F4]
LineT otals: 3.00| SubTotal: 318
T axable: 3.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.18| - Deposit 0.00 Terder
Item Count: 1.00 Total: 318 [F10]

IN KEYBOARD SALES MODE:
A return reason screen will appear. Identify the reason for the return.

1. Select from one of the 5 return reasons listed on the default list, or
2. Select to enter a new reason not listed (F5)
3. After reason is highlighted, hit the select tab to process
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Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1 |;”E|E|
File Edit Window Help

th

Invoice: 1381 By: PO5 Cashier: PO5 Date: 12/17/2010 Register: 1 - PL: Our Price _urﬂl
SCAN: | | = ‘ %ﬂ | x|

< Ft,ock: ZZ2.00 | Held: 1.00 | Awailahle: Z1.00 | ¥ Lacate ltem Suspend Recal
[INS] Menu [ESC] [Pavse] Suspended
P e ~
Description | Sm——— AER Total E
Return From Invoice: 14
AP BIOLOGY LAB NOT| () 54 ne v o -16.50
GYM SHORTS GREEN 19.50
| | Balance Due:
| _ Amaunt
Check 3
Yisa
Maste 0.00 =
! Tatal: i
- _Biscover 0.00 ,' Dfa %‘
1 / American Express 0.00 ; - Deposits: | 0.00]
a !5-4 - Coupans: _U_,_EIJ
| i - Credits: | 0.00]
2 — - Gift Cert: 0.0
Total Due:
Paid: 0.00] M
Bl To | hip To | Hote | |
Quick Sale
Prirter Selected: Return From
Generic Fecsipt Prinker Irreice [F4]
é Change Press ESCAPE To Cancel
Printers [F9]
| —
LineTotals: 3.00| SubTotal: 318
T axable: 3.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.18| - Deposit 0.00 Terder
Item Count: 1.00 Total: 318 [F10]

IN KEYBOARD SALES MODE:
A tender screen will appear. If tender is due from a positive exchange, the amount will appear in green.

1. Identify the tender type for a positive sale
2. Enter the amount tendered and hit enter to process the sale.
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K~ POSitive Retail Manager - The Bluetigue - Station: 1

Returns

File Edit Window Help

voice: 1381 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PI
SCAN: | ' v | x
| | - & |~
< Ft,ock: 7.00 | Held: 1.00 | Awailable: &.00 | ¥ Lacate ltem Suspend Recal
INS] Menu [ESC] [Pauss] Suspended
Description | Sm——— AER Total E
Return From Invoice: 11 _ i
AP BIOLOGY LAB NOT| () F5™™ e Brce ||/ orrro -16.50
T Al | | Balance Due:
/ - : ot | _1_?_‘_@}
] s
1 / American Express 0.00
- Coupans: 0,00
2 —1 - Gift Cet | 0.0
To Refund

Bl To | hip To | Hote |

Paid; 0.00]

Quick Sale
Prirter Selected: Return From
Generic Fecsipt Prinker Irreice [F4]
é Change Press ESCAPE To Cancel
Printers [F9]
|

LineT otals: -16.50 || SubT otal: -17.49
T axable: -16.50| - Coupon: 0.00
SalesT ax: -0.99| - Deposit 0.00
Item Count: 0.00 Taotal: -17.49

IN KEYBOARD SALES MODE:

If tender is owed to the customer, a refund or negative exchange, a tender screen will appear with the

refund amount appearing in red.

1. Identify the tender type (cash) for a negative sale.

Note: It is best practice to give a gift card for the negative sale amount.
1. Accept the default dollar amount, hit enter (F10) to process the sale.
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Returns

CEX

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

SCAN: | | " = %ﬂ v | x|
< Ft,ock: 11.00 | Held: 15.00 | Awailable: -4._00 Lacate ltem Suspend Fecal
[INS] Menu [ESC] [Pavse] Suspended
Description Quantity | Price | Dsc.% | Total E
Return From Invoice: 1516
AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50
AP CHEMISTRY LAB NOTE BOOK 1.00 16.50 0.00 16.50
M Transaction finalizing...
Change Due:
E-bail [F5] Helpﬁ []F?] DK [F10]
Bl To | hip To | Hote | :
Buick Sale E] ‘ @ Shaw More R eturn From
B Options [F2] Invaice [F4]
LineTotals: 0.00| SubTotal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 1.00 Total: 0.00

IN KEYBOARD SALES MODE:

For Even Exchanges, the change due screen will appear (Skipping the tender screens). No tender is

owed or due, the cash drawer will not open.

1. Click OK (F10) to totally complete the sale



17

Returns

K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help
roice: 1 By: PO5 Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price ,EH
SCAN: | | = =]
<
| > | gt || wemsn el
Description | Quantity [ Price | Dsc.% | Total E
Return From Invoice: 1563
AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00 -16.50
1 \\ B Transaction finalizing...
\*Change ” _
— 2
: =/
E-bail [F5] Reprint [F7] DK [F10]
B,
Bill o | Ship To | Hote | |
SaLly JOMWES
ROOM 123 E] <'> Show Maore Retun From
E] Options [F2] Invaice [F4]
Home:
wiork:
Account: 2 Code: 2
Temms: 30
I
LineTotals: -16.50| SubT otal: -17.49
T axable: -16.50| - Coupon: 0.00
SalesT ax: -0.99| - Deposit 0.00
Item Count: 0.00 Taotal: -17.49

IN KEYBOARD SALES MODE:

The Change Due screen will appear. If tender is owed to or due from the customer, the cash drawer

will open.

1. Give the customer the refund amount due (displayed) or collect sale due
2. Click the OK button (F10) to totally complete the sale.
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Returns

K~ POSitive Retail Manager, - The Bluetigue - Station: 1
File Edit “Window Help

Invoice: 1731 By: POS Cashier: POS Date: 1/04/2011 Register: 1 - PL: Our Price

=
[EEH
E

Menu [ESC]

&h

Locate Item
[IN5]

<| ‘)

Eh
Suzpend Recall
[Fauze] Suspended

Description | Quantity [ Price | Dsc.% | Total [&

53

50

BilTo WghIDTDINUlE ] /
uick Sal= <1> ﬁa g @
Show More | Select Bill Ta Custamer
£ Options [F2] [F31 Histary [F4] Logout [F5]
| = ¢ 3
;- [ﬁ oid

@ A i Time Clack s Transaction
5 o 6] F71 Dizcount [F8] Fa]
LineT otals: 0.00 | SubTotal: 0.00
Taxable: 0.00 |- Coupon: 0.00 &
SalesTax: 0.00| - Deposit 0.00 Tonder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:

To see any returned invoices...

1. Select Customer History (F4).
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Returns

0Sitive Retail Manager
File Edit “Window Help

The Bluetigue - Stati

05 Date: 1704/

5 | ‘ * Locate tem Susy
pend Recall
1I45] et 2] [Pause] || Suspended
Description | Quantity [ Price | Dsc.% | Total
B Invoice History ‘ [
.View [ﬁ LClone Brint ” ¥ Select H ﬂ Close l
Reference #
Invoicett Station  Status Date Time Customer Invoice Total | Total [Mo Tax) Tax1 Tar2
Customer E -
- i 1.00
Furchase Order #
e 4 1718 1 Invoice 1/03/2011 474 PM Guick Sale 7150 F0.00 1.50 0.00
efial
it < 1717 1 Invoice 1/03/2011  413PM Quick Sale 50.00 0.00 000 000 —
rder Humbe
“ 1715 1 Invoice 1/03/2011  413PM Quick Sale 5E.56 54.43 207 000
’ L4 1714 1 Invoice 1/03/2011 47171 PM Quick Sale 56,17 5293 318 ooo
Properties 2]
B SkU Drescription Gnty B'Drder Price Disc Total T
Bill To/Ship To b Return Fram Invoice: 1711
Motes o Mz HOODIE MASCOT LOGO BLACKALARGE -1.00 0.00 2500 000 -26.00 M
Prompts
A
/ General Ledger
1 Transaction Log
Service History
Documents
~ o = Item returned on another Invoice
Actions
Make AR Papment e .TU' Tender Amount
Quick Sale Cash Refund 25.00
E-Mail
Header
Woid : T SubTotal -26.00
R Time: |7.02 PM Tems: [NONE S:Ie;:x i s
ange umber :
Bl To |Ship To | Note | e 2 et Sales 1D Total 2500 g @
Lin
TS Res: it PO: [ ] [ ShowCosts
— 1l
Converted: [No [1 Show Voids/Unused ‘;SO,TE;L] Logout [F5]
$ 1
@ Void
Time Clack s Transactian
IF7] Dizcount [F8] Fa]
LineT otals: 0.00 | SubTotal: 0.00
Taxable: 0.00 |- Coupon: 0.00 ﬁ
SalesTax: 0.00| - Deposit 0.00 Tonder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:
Your Invoice History will appear

1. All returned invoices will have a red arrow in front of them.
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K= Invoice: 1584 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

Returns

1. Select Manager

IN TOUCHSCREEN SALES MODE:

SKU Description - Customer
Quantity Price Disc. Total - o List
offes
Coffee Small Large b
™ Suspend
Breeze EBreeze
Freeze Freeze Cinnamaon e —
Srmall Large Bun Cheeze
Retrieve
@ @ ] ) —— ||
Feserve E verything French ' f
Touch Bagel Toast Bagel Tvwiiie
Frompt
@ & = —
— s
B Choc. Chip Bluebermy
1 Eaokie 2 Cookies Muifin Muiin ok
1 Ameld 2Amald = ‘
Palrner Palmers |
PFink
Lemondade Strawbery
: Aefust .
Quick Sale Quartity 2 3
Mare
LineT otals: [SubTotal:
Taxable: - Coupon:
SalesT ax: - Deposit
Item Count: Total:
Cursor Down Cursor Up
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SKU

Description
Quantity Price Disc.

Total

)

®

Returns

K= Invoice: 1700 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price

Goto Sales

@

Balance Daily Sales Gift il
Reo. Summary Certificates Edit Bil To
Invoice Make AR
Histary Payrnent Note Calendar
Price Check
Repart Fieturn From
Center Irrvoice
Shaow Costs
Time Clock

Quick Sale

LineT otals:
Taxable:
SalesT ax:
Item Count:

SubT otal:
- Coupon:
- Deposit

Total:

Cursor Down

Curzor Up

IN TOUCHSCREEN SALES MODE:

1. Select Return from Invoice

Manager Mode




22

Returns

= e
E= Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price (=13

| Enter the Invaice Mumber af the item,

(=)
being returned, or choose an option h
below.

Invoice Number: | |

SKU Description
Quantity Price Disc. Total

[

1

_ Search All Invoices [F3] J\
Can't Find/Choose From List [Fi I

ﬁf‘
“‘E:-:’B% |

i ‘I -' ||

//

|

Quick Sale

LineT otals: 0.00 |SubTotal: . 1
Taxable: 0.00 |- Coupon: L
SalesT ax: 0.00 | - Deposit 5
Item Count: 0.00 Total: A
Cursor Down Cursor Up
 —eep B»pr’ b o ownn Yo-» ---- ---.------.---:--H inr»smpHts P ° isvascs“ac/ sunpnhhn-a-- .- ro

IN TOUCH SCREEN SALES MODE:
Locate the original sale by one of three methods. Use the screen tabs provided

1. Enter the invoice number from the original sale if known.
2. Look up the invoice from when the customer purchased the item(s)
3. If either of the above are unknown, enter the SKU for the item being returned.
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Returns

1 B of 1
| ~
**Reprint®*
Beceipt: 1569 12/17/2010
/ﬁRegister: 1 PO3 1=2:34FH
The EBluetigue
Manheim Township High School
1 1 School Road
Lancaster, P4 17a01
Phone:717-560-3097
ory Description Price Total
1.00 GY¥M SHORTS GR 19.50 Ak s
________________________________________ |2
SubTotal: 55
ZalesTax: 1.05
Total: 15.60
Total Paid: 0.00
On Account: 15.60
3
QA W <« » B o

IN TOUCHSCREEN SALES MODE:
If you have the original sales receipt (option 1)

1. Locate their invoice number at the top and enter it, when prompted (see previous page)

2. Note the method of payment —Cash, check, credit, house account, etc.

Note: You may want to have a return policy statement at the bottom of your receipt.
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Returns

E Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price 9(=1(t3

I
Description ‘__ ,
Quantitv Price Disc. Total .
Reference ¥ | Station Date Time Total 2 r ~ N . Goto Sales
1 1/03/2011 | 11:37 AM 2067 8 a -
1693 1 10372011 11:17 Akd 45.00
Page Up
1681 1 12/29/72010  4:29 FM n.oa m—— p—
1677 1 12/29/2010 4:21 PM 0eE | [ = "N ) % ﬁ
1676 1 122972010 4:20 P 25.00 w <.> Gift Bl
1873 1 12/29/2010 4713 PM 1860 etificates Heilte
B _ Page Down Down
/, 1672 1 12/29/2010 412 P 54.60 —— —
v
1 SKU Description Gnty B'Order Price Disci Total @ |gg|
123456 Gt SHORTS GREEM 9L 1.00 0.00 195 000 18.50
Maote Calendar
i ice Check @
) 2 T Retur From
Cluick Sale J Ireeoice / 2
Seaich. ow Costs
=
3 ' 3 e
Quick Sale
— 4
1
8| LineT otals: 0.00 Select
Taxable: 0.00 —
SalesT ax: 0.00 CrEPOEIC oow w: 1 L
Item Count: 0.00 Total: 0.00
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:

Option 2, Hunt for the receipt in Invoice History
An Invoice History Screen will appear. Arrow up or down to view sales detalils.

1. Choose the particular sale that contains the item being returned.
2. Once identified (highlighted), hit the select button.
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Returns

= e
E= Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price (=13

. .
Description ‘__ |
Quantity Price Disc. Total E .
|Sorted By Description | - Goto Sales
SKU Diescription/Long Description | Available l Price ]'_‘ 4
5454547 AP BIOLOGY L&B NOTE BOOK 5.00 16.50
AP CHEMISTRY LAB WOTE BOOK. ;—.’ % ﬁ
/"5454545 AP CHEMISTRY LAB MOTE BOOK 0.00 18.50 <.>
Gift s
AP CHEMISTRY LAB WOTE BOOE. Cettifilcates Edit Bill To
A, PSSR c— -1.00 0.00 Do
_— Il Apparel Mise . b
BE BEVERAGE MIFCorooreereennes 13.00 0.00 -~ @ 112
Beverages Misc T Fage Up
S Mate Calendar
cC CANDY MIGCeneeveerroers e 0.00 0.00 e
Candy Misc ;
79456 CHEEZE IT5 302 -1.00 1.00 g
Page Dovn ; <
CHERRY SLUSHIE — Price Check
| P 3 Return From
1123 CHER SHIE 4 Invoice 2
S /
(i) Dretailz
Find at beginring ————
s it e =
ﬁ ﬁ % Show Costs
Search ’
search KU | Description ) w
- Find Arywhere
; fis S R — - — - —
Quick Sale J
N — N R ° MJ ﬂ\
Search ‘ Search Long
LineT otals: 0.00 Search SKUS | Descrption) | Descripti e Sirc.. ) Selei | Elos_e
Tazable: 0.00 | R -
SalesT ax: 0.00 |- Deposit 0w v "W
Item Count: 0.00 Total: 0.00
Cursor Down Cursor Up
— s —

IN TOUCHSCREEN SALES MODE:

Option 3

An inventory list screen (all inventory items) will appear if invoice # is unknown to locate the specific
SKU(s).

1. Locate (find by description) the item(s) being returned or scan the SKU (Barcode)

Note: If you scan, make sure you click SKU Column as default lookup



Returns

K= Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price

SKU Description

Quantity

SKU
| W 5454547
[ 72548
[ 723456

(lagx’u nla

| [Gpace]

Quick Sale

LineT otals: 0.00 |SubTotal:
Taxable: 0.00 |- Coupon:
SalesT ax: 0.00 | - Deposit

Item Count: 0.00 Total:

IN TOUCHSCREEN SALES MODE:
Option 1 & 2
Once the invoice has been identified, the Customer Invoice History screen will appear.

Arrow up or down to view sales details.
1. Choose (highlight) the specific item(s) being returned. Check or tag them.
2. Once identified (tagged), hit the process (F10) button.

Flip the tag on this item

AP BIOLOGY LAE NOTE BOOK

y

Jnisaeilli

)
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Returns

K= Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price

B(=1ES
— f
SKU Description [
Quantity Price Disc. Total .
4 Return From Invoice: 1633
Goto Sales
« 78548 SHORTS GREEN 3
« -1.00 14.99 0.00 -14.99
Balance Daily Sales Gift i
Req. Summary Cerlificates EditBil To
) A1
Invoice Make &R
Histary Payrment Note Calerdar
<
Price Check 3
Report Fieturn Fram
Center Irrvoice
Shaow Costs
Time Clock
Quick Sale
LineT otals: 14.99 [SubTotal = i !
Taxable: -14.99 |- Coupon: L
SalesT ax: -0.90 | - Deposit E
Item Count: 0.00 Total: -
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:
The item selected will appear on the invoice screen.

1. Notice the negative amount in the quantity column
2. Also a negative amount will appear in red in the invoice total box
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Taxable:
SalesT ax:
Item Count:

-14.99
-14.99
-0.90
0.00

SubT otal:
- Coupon:
- Deposit

Total:

SKU Description
Quantity Price Disc. Total
4 Return From Invoice: 1633
« 78548 SHORTS GREEN
-1.00 14.99 0.00 -14.99
Quick Sale
LineT otals: [

IN TOUCHSCREEN SALES MODE:

Returns

K= Invoice: 1704 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price

I{' "
Goto 3 aIesJ
L
Balance Daily Salex Gift il
Reo. Summary Certificates Edit Bil To
Invoice Make AR
Histary Payrnent Note Calendar
Price Check
Repart Fieturn From
Center Irrvoice
Show Costs

Time Clock

Curzor Up

)

Manager Mode

If the returned item will have no further adjustment, the transaction will result in a negative sale

1. The negative amount in red will be the amount of the refund.
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K= Invoice: 1706 By: POS Cashier: POS Date: 1/03/2011 Register: 1

Returns

-
‘\_ -
Coffes
Coffee Small Large
=
EBreeze
Freeze Cinnaman
Large

Extra Cream
Cheese

EEX

E verything French

Bagel Toast Bagel

m
=
=

‘ Choc. Chip

2 Cookies Muifiry

Cr—

o - -
[ Seemml

by 4
Bluebermy
M uffin

I

Srnall

SKU Description ]
Quantity Price Disc. Total =
4 Return From Invoice: 1633
< "78548 SHORTS GREEN
1 — -1.00 14.99 0.00 -14.99
> [« T8545 SHORTS GREEN XL
1.00 14.99 0.00 14.99
¥
Quick Sale
3| LineT otals: 0.00 [SubTotal: 0.00 1
Taxable: 0.00 |- Coupon: 0.00 <"> | @ l
SalesT ax: 0.00 | - Deposit 0.00
Item Count: 1.00 Total: 0.00
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:

Pirk. Fiwi

Lemondade Strawbery

Iini belts

2

3 | @

Mare

Customer
List

Retrieve

Invoice
Frompt

M anager

If a similar new item will be purchased in place of the returned item,

1. Scan the item or enter the SKU to have the item appear on the invoice

2. Note the net amount due is zero, due to the even exchange.

Note: Or sell them a gift card for the balance due so net amount is $0.




30

K= Invoice: 1706 By: POS Cashier: POS Date: 1/03/2011 Register: 1

SKU Description ]
Quantity Price Disc. Total £
4 Return From Invoice: 1633
< "78548 SHORTS GREEN
1 — -1.00 14.99 0.00 -14.99
> (o 123456 GYM SHORTS GREENIXXL
1.00 19.50 0.00 19.50
¥
Quick Sale
LineT otals: 451 [SubTotal: 4.78 1
Taxable: 451 |- Coupon: 0.00 <"> | @ l
SalesT ax: 0.27 | - Deposit 0.00
Item Count: 1.00 Total: 478
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:

If a new item will be purchased in place of the returned item, either for more or less than the original,

Returns

-
‘\_ -
Coffes
Coffee Small Large
. - s .' :,‘\
= &
Breeze Breeze o
Freeze Freeze Cinnaman Extra Cream
Srmall Large Bun Cheeze
Feserve E verything French
Touch Bagel Toast Bagel
i T .
@ ‘ ®
B Choc. Chip Bluebermy
1 Eaokie 2 Cookies Muifin Muiin

Adjust
Quantity

Pink.
Lemondade

Strawbery

2

3 | @

Mare

1. Scan the item or enter the SKU to have the item appear on the invoice
2. Note the net amount due for the exchange

EEX
; ;

Customer
List

Invoice
Frompt
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E Invoice: 1706 By: POS Cashier: POS Date: 1/03/2011 Register: 1 9((=1(c3

[tern Did Mot YWark

| Custorner Changed Mind
Did Mot Suit Customer's Needs
Gift- Did Mot Want/Already Had

=
SKU Description ] Custamer
Quantity Price Disc. Total List
4 Return From Invoice: 1633 5 g
« "78548 SHORTS GREEN
-1.00 14.99 0.00 -14.99
o 123456 GYM SHORTS GREENIXXL Estra Cream - =
1.00 L T — Cheese
= Retrieve
Reason Result _—
YOID MISTAKE Will be Returned To Stock —_—

Will MOT be Returned To Stock
Will be Returned To Stock
Will be Returned To Stock
Will be Returned To Stock

Bluebermy

Invoice
Frompt

I

~

Coupon

M uffin

3\.

\\

)]

Quick Sale ['

l Enter Reason Mot Listed [F5]<']—

wi
luberry

Adjust
Qualﬁzty 2 3

LineT otals: 4.51 |SubTotal: 4.78 i !
Taxable: 4.51 |- Coupon: 0.00
SalesT ax: 0.27 | - Deposit 0.00
Item Count: 1.00 Total: .
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:
A return reason screen will appear. Identify the reason for the return.

1. Select from one of the 5 return reasons listed on the default list, or
2. Select to enter a new reason not listed (F5)
3. After reason is highlighted, hit the select tab to process
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312011 Register: 1.

SKU Description ]
Quantity Price Disc. Total E
4 Return From Invoice: 1633
« 78548 SHORTS GREEN
-1.00 14.99 0.00 -14.99
« 123456 GYM SHORTS GREENIXXL
1.00 19.50 0.00 19.50

Total Due: 4.78 ___JJ]

/
|
|
L

1. Enter Amount Tendered
2. Select Type of Tender

|

If Tendering the exact Amount
Diue, just select the Tender Type.

Quick Sale

LineT otals: 4.51 |SubTotal: .

Taxable: 4.51 |- Coupon: L

SalesT ax: 0.27 | - Deposit E

Item Count: 1.00 Total: .
Cursor Down Cursor Up

IN TOUCHSCREEN SALES MODE:

A tender screen will appear. If tender is due from a positive exchange, the amount will appear in green.

1. Identify the tender type for a positive sale
2. Enter the amount tendered and hit enter to process the sale.
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[

Description
Quantity Price
Return From Invoice: 1633

Disc. Total

< 78548 SHORTS GREEN

-1.00 14.99 -14.99

0.00

| e
(]

jen
=
N

[==}
=

=
=
=

1. Enter Amount Tendered
2. Select Type of Tender

If Tendering the exact Amount
Diue, just select the Tender Type.

Quick Sale

LineT otals: -14.99 |SubTotal: =
Taxable: -14.99 |- Coupon: L <"> ‘

SalesT ax: -0.90 | - Deposit
Total:

Cursor Down

Item Count: 0.00

g o
IN TOUCHSCREEN SALES MODE:

If tender is owed to the customer, a refund or negative exchange, a tender screen will appear with the

refund amount appearing in red.

1. Identify the tender type (cash) for a negative sale.
2. Accept the default dollar amount, hit enter (F10) to process the sale.
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Returns

K= Invoice: 1706 By: POS Cashier: POS Date: 1/03/2011 Register: 1

IN TOUCHSCREEN SALES MODE:

SKU Description
Quantity Price Disc. Total
4 Return From Invoice: 1633
< "78548 SHORTS GREEN
-1.00 14.99 0.00 -14.99
« 78545 SHORTS GREEN XL
1.00 14.99 0.00 14.99
Quick Sale
8| LineT otals: 0.00 |SubTotal:
Taxable: 0.00 |- Coupon:
SalesT ax: 0.00 | - Deposit |
Item Count: 1.00 Total:
| Cursor Down
A 7\

Curzor Up

CEX

e _ ‘

| il [FEIJ Hapunt[FE’

=

0K [F—1 U]\

For Even Exchanges, the change due screen will appear (Skipping the tender screens).
owed or due, the cash drawer will not open.

1. Click OK (F10) to totally complete the sale

No tender is
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Returns

E Invoice: 1707 By: POS Cashier: POS Date: 1/03/2011 Register: 1 - PL: Our Price 9(=1(t3
SKU Description .
Quantity  Price  Disc. Total Change Due:
4 Return From Invoice: 1697 1
« 123456 GYM SHORTS GREEN/IXXL
-1.00 19.50 0.00 -19.50 - ———
& | (- Qf
: =) - —
l AT [FE]JJL.Hmint.[E?JJ 0K [F10] [~ 2
Quick Sale
3| LineT otals: -19.50 |SubTotal:
Taxable: -19.50 |- Coupon:
SalesT ax: -1.17 | - Deposit
Item Count: 0.00 Total:
Cursor Down

IN TOUCHSCREEN SALES MODE:
The Change Due screen will appear. If tender is owed to or due from the customer, the cash drawer

will open.

1. Give the customer the refund amount due (displayed) or collect sale due
2. Click the OK button (F10) to totally complete the sale.
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K= Invoice: 1729 By: POS Cashier: POS Date: 1/04/2011 Register: 1 - PL: Our, Price

Description
Quantity

Price Disc. Total

i

|

Breeze
Freeze
Small

Coffee Small

Returns

Large

EBreeze
Freeze
Large

Cinnamon
Bun

Eztra Cream
Cheese

Everuthing

Y

Rezerve French
Touch Bagel Toast Bagel
B 0 Choc. Chip

1 Cockie 2 Cookies Muffin

Custarner
List

Invoice
Frompt

1 &rnald
Palrner

2érnold
Palmners

Quick Sale

[ LineTotals: 0.00 [SubTotal:

Taxable: 0.00 |- Coupon: l]:l]l]
SalesTax: 0.00 | - Deposit 0.00
Item Count: 0.00 Total: 0.00

Curgor Dawn

IN TOUCHSCREEN SALES MODE:

To see any returned invoices...

1. Select Manager Button

Curzor Up

Adjust
Quantity

Pink
Lemondade

K
Strawberry

2
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Returns

I Invoice: 1729 By: POS Cashier: POS Date: 1/04/2011 Register: 1 - PL: Our Price

SKU Description
Quantity Price Disc. Total
Daily Sales Edit
Summary Customer
ustomer Make AR Digital Sign
Histary Payment Slides
& @
—1 Repart . Return Fram
1 Center Price Check Invoice
>
Time Clock Show Costs
Cluick Sale
[LineTotals: SubTotal:
Taxable: - Coupon:
SalesTax: - Deposit
Item Count: Total:
Curzor Down Cursor Up

IN TOUCHSCREEN SALES MODE:
To see any returned invoices...

1. Select Customer History button
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Returns

" Invoice: 1729 By: POS Cashier: POS Date: 1/04/2011 Register: 1 - PL: Our Price

Description
Quantity Price Disc. Total

Feference | Station Date Time Taotal )} T ~ Wi
1 1/03/2011 25 00 15 7=
1718 1 /0372011 414 P 71.50 il
Uil 1417 1 1032011 413 PM 50.00 —— J
1 —] 1715 1 1/03/2011 413 PM EREE | [ < T o
1714 1 1/03/2011 411 P 56.17 w Customer
1713 1 1/03/2011 410 Pid 38.10 Gl
1712 1 1/03/2011 410 P 40.74 2 -
v
Skl Dezcription Gty B'Order Frice Digci Dig..;;;l-;ign
Feturn From Invoice: 1711 Slides
/,y mz2 HOODIE MASCOT LOGO BLALCI -1.00 0.0 250 000
> —1 :
Fieturn Fram
£ || > ce Check Invaice
Quick Sale r )
_Seach
o Costs
e =S T —=
éJ
Quick Sale ) \—
LineT otals:
Taxable:
SalesTax:

Item Count:

EursorDownI Curzar Up Il

IN KEYBOARD SALES MODE:
Your Invoice History will appear

1. All returned invoices will have a negative amount in the Total Column.
2. In the Reference box, the description will state that this is a return.



