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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

SCAN: i v | x
| [ o & |
< ¥
| > | 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
| P
**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
3
QA W <« » B o

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

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

M Invoice History

Yiew

Locate: | | =

Reference #

i Irwoicedt = Station| Status Date Time Custorner Invoice Total | Total (No Tax)
2 < 1574 1 Invoice 12472010 205 PM Quick Sale 262 262
Purchaze Order # :
R L4 1569 1 Invoice 12A7/2010  12:34 PM SALLY JONES 18.60 17.55
enal Nurmber
v 1563 1 Invaice 12A7/2000  11:57 AM SALLY JOMES 17.49 16.50
Order Mumber 3 %
1 —— N 1 Invoice 12/17/2010 11:48 AM  Quick Sale
z 1 5:47 PM | Qui
Properties

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 details.

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 ] l x Cancel ]
Description Frice Available |
1 Gk 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 In Sthk Only  Department: Showing &Il Departments l [ Add ] l B Edt ] l More Detail ]
[] Show Inactive Only  Category: Shawing All Categaries
I

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: ' v | x
| | | | &y |2
< ¥
Lacate Item Suspend Fecall
[INS] hi=nu[E= [Pause] Suspended
Description | Quantity [ Price | Dsc.% | Tetal E
Tag Items to Return x|
Skl Description Gnty Frice Dsc Total
1 G545 AP CHEMISTRY LaB MOTE BOOK 1.00 16.50 000 16.50

| [T 5454547 AP BIOLOGY LAE NOTE BOOK 0.00

Bl To | hip To | Hote |

R (¢ IssUnTagispace) || Tao#iF7l | [ UntagallFs] W

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

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

Description

| Price | Dsc.% |

Return From Invoice: 1516

Bl To | hip To | Hote |

AP BIOLOGY LAB NOTE BOOK -1.00 16.50 0.00

[uick Sale E]
E)
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.



10

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 AEE3
SCAN: | | " = %ﬂ v | x|
< Ft,ock: 11.00 | Held: 15.00 | Awailable: -4.00 | ¥ Lacate ltem Suspend Recal

INS] Menu [ESC] [Pauss] 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]
LineT otals: 0.00 | SubT otal: 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



11

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




Returns

CEX

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

File Edit Window Help

oice: 1 By: PO! ier: POS D _HTHI
SCAN: | | 5, |-l
< Ft,ock: ZZ.00 | Held: 1.00 | Awailable: | ¥ Locﬂtem : Sund Frecal
INS] Menu [ESC] [Pauss] Suspended
Description BEG Total E

Return From Invoice: 15

Invoice Tender

AP BIOLOGY LAB NOT| () 54 et
GYM SHORTS GREEN

/
/

| ma

| | Balance Due:

19.50

=

American Express

-

\.@

Total Due:

318
-Deposit: | 0.00]
- Coupans: 0,00

-Credits: [ 0.00]

oon|

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]
—
LineT otals: 3.00| SubT otal:
T axable: 3.00| - Coupon: ﬁ
SalesT ax: 0.18| - Deposit Terder
Item Count: 1.00 Total: [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

File Edit Window Help

Returns

1 / / American Express

0.00

| | Balance Due:

Bl To | hip To | Hote |

To Refund

Tatal: | _'I_?_:lgi
- Coupans: 0,00
- Gift Cert: | fn'_i

Paid; 0.00]

voice: 1381 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PI
SCAN: | v | x

- S & |~
< tock: 7.00 | Held: 1.00 | Awailable: &.00 ¥

el )| e s il Wt
Description o —— =3 Total
Return From Invoice: 15
Baerce || /7 ok -16.50

AP BIOLOGY LAB NOT| () 54 et

Armount

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

File Edit Window Help

Returns

SCAN: |

< Ft,ock: 11.00 | Held: 15.00 | Awailable: -4._00
Description Quantity | Price | Dsc.% |
Return From Invoice: 1516
AP BIOLOGY LAB NOTE BOOK
AP CHEMISTRY LAB NOTE BOOK
M Transaction finalizing...
Change Due:
E-tdail [F5]
Bl To | hip To | Hote |
uick Sale E]
B

LineTotals: 0.00| SubTotal: 0.00

T axable: 0.00| - Coupon: 0.00

SalesT ax: 0.00| - Deposit 0.00
Item Count: 1.00 Taotal: 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




Returns

17
K~ POSitive Retail Manager - The Bluetigue - Station: 1 |;||E|E|
File Edit Window Help
Invoice: 1582 By: POS Cashier: PO5S Date: 12/17/2010 Register: 1 - PL: Our Price _urﬂl
SCAN: ' v | x {l
| | | | g = & |
‘ ? | Locatelt Suspend Riecal
“Ng) || Menu [ESC] Pavee] sl
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

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

1. Select Customer History (F4).
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Returns

IN KEYBOARD SALES MODE:
Your Invoice History will appear

1. All returned invoices will have a red arrow in front of them.



Returns

IN TOUCHSCREEN SALES MODE:

1. Select Manager



Returns

IN TOUCHSCREEN SALES MODE:

1. Select Return from Invoice



Returns

1 \2

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.



Returns

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.



Returns

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 details.

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



Returns

1/

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

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.



Returns

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



Returns

IN TOUCHSCREEN 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.



Returns

1>~

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



Returns

1>~

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,

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



Returns

3\

A

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



Returns

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.



Returns

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



Returns

IN TOUCHSCREEN 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



Returns

A
=

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.



Returns

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

1. Select Manager Button



Returns

[

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

1. Select Customer History button



38

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.



