.~ Purchasing & Receiving

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

Invoice: 1373 By: POS Cashier: POS Date: 11/08/2010 Register: 1 - PL: Our Price

SCAN: e
| | | | i e %ﬂ
<
Lo | et i et
Description | Quantity [ Price | Dsc.% | Total E
i
Bl To | hip To | Hote | | 1
Quick Sale
E] @ Show Mare
[E) Options [F2]
2
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:

To view Purchasing & Receiving, you must go to Manager Mode.

1. Select Show More Options Button (F2)

2. Select Manager Mode Button(F9)

(NOTE: Only Teachers & Managers will have access to Manager Mode)
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Purchasing & Receiving

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

e
< -
Coffes
Coffee Small Large
S| @2
Breeze Ereeze
Freeze Freeze Cinnaman Extra Cream
Srmall Large Bun Cheeze
Feserve E verything French
Touch Bagel Toast Bagel
. ‘ Choc. Chip Blueberry
1 Eaokie 2 Cookies Muifin Muiin

Customer
List

Retrieve

|

Invoice
Prompt

1 Amnold
Palrner

2-Amold
Palmers

SKU Description
Quantity Price Disc. Total
Quick Sale
LineT otals: SubT otal: —a
Taxable: - Coupon:
SalesT ax: - Deposit
Item Count: Total:
Cursor Down Cursor Up

IN TOUCH SCREEN SALES MODE:

To view Purchasing & Receiving, you must go to Manager Mode.
1.

Touch Manager Button

Adjust
Quantity

Pink. Kiwi
Lemondade Strawbermy
Mare

Coupon

=




. Purchasing & Receiving

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

EBX
— r
SKU Description
Quantity Price Disc. Total .
Goto Sales
I‘\
Balance Daily Sales Gift PRt
Req. Summary Cerlificates EditBil To
0| @ «
Invoice Make &R ’
Histary Papment Mate Edit Motes
gg Price Check I
Feport Fieturn Fram
Center Irrvoice
Show Costs
Time Clock
: Manager Mode <
QAuick Sale
LineT otals: 5 SubT otal:
Taxable: 5 - Coupon:
SalesT ax: k - Deposit
Item Count: E Total:
Cursor Down Cursor Up

ON MANAGER BUTTON SCREEN:
1. Select Manager Mode Button
(NOTE: Only Teachers & Managers will have access to Manager Mode)
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£~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help
a @} ﬁ a U a 30 j =1 ] ‘ =[ Transactions l Purchasing Accounting E-C € M Maintenance
g a B 4 = | 9 inquiy Vi | J Hinvoice History T3, Clock In/Out
l = % Open Register
Customer Quick Return Exit Manager AR D Retrieve Clsate Penvdinq Calevndal a Balance Register ‘ Logout Eselﬂials
le Sale Mode Payments
Sales Pending Actions Summary

@ o O ? n | €
[ (' } =
Kayboas;d Open Balance
Sales Cash Drawer Cash Drawer

House
Accounts

Department Vendors

- H Purchasing L b
E-Commerce & Receiving Credit Cards

_Email
Marketing

Graphs & Invoice
ik History Voids

Time Clock Spreadsheets

N

[ |
L e

Setl & Marketing
i Lessons POS Help Contact Us

Mﬁlrg}ad%ler P;}St‘l‘ips POS Info Utilities

IN MANAGER MODE:
Go to Vendor Center, to print a Vendor Re-Order Report

To view Purchasing & Receiving, go to VENDORS

1. Select Vendor Button
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Mook kb | E ‘= =1| | @ 7| Transactions | Purchasing Accounting E-Commerce Management Maintenance |
s ﬁ ﬁ ® = ' Inquiry 4 | | Hlnvoice History i3 Clock In/Qut |
Y = £ 14! 4% Open Register
Customer Quick Return Exit Manager AR D Retrieve Crgate Penvdirlq Calevndar &a Balance Register a Logout Essegtiais
Sale Sale Mode Payments
Sales Pending Actions Summary
prr—,

I~ Vendor Center

2 Locate: | |m @ [/
View

1 General Wendaor + | Mendor D Phohe Account ”

Details [ Casco COSCO
Contacts ¢

Shippitig Addrezzes [T Mo Yendor . El
Rchesa s [ Norhside Faods NOR
LElEh 1 Otis Cookies oc

w

‘Wendar Payments

2 Ezt::ments [ﬁ Add ] l B Edt ”m Delete ] I;

Actions

Wendor [nformation E-Mail Address: | |

Wweh Addiess: | | @

Wendar [nventory

PO History Phone:
Fau .
Fapables E-Mail: I;

Prirt List
Print 5 elected

Wendar Terms

Internal 10: 1

VENDOR CENTER:
Choose the VENDOR that you need to order from:

1. Highlight the VENDOR on your list
2. Click Vendor Inventory button
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K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

Moo ks kb |5 E 3 = =111 @ 7| Transactions | Purchasing Accounting E-Commerce Management Maintenance
8 s_ i i a @ ' Inquiry 4 HInvoice History i3 Clock In/Qut
Y = £ 14 J 4% Open Register
Customer Quick Return Exit Manager AR D Retrieve Crgate Penvdirlq Calevndar &a Balance Register a Logout Essegtiais
Sale Sale Mode Payments
Sales Pending Actions Summary

k= Vendor Inventory List

Locate: | - (A [] Hide: Matrix Children [Headers Ol

View

Details Janspont Apparel Yendor M =Meeds to be re-ardered P = Purchasze Orders in process B = AMAs in process
Current Stock M P R Vendor SKL Description Cost Last Recwd AL
Current POs ' J 0L . ; oo, B K
PO Histary O5IHGL i O5JHGL JANSPORT HOODIE GREEM/LARGE 10.00
Fitdasz 10G5Bs-L 10G5E=L Gt SHORTS BLUE <=L 14.00
10GSML 10G5MxL GvM SHORTS Mavy L 14.00
Actions 123456 123456 Gt SHORTS GREEM &L 14.00
Print List 78545 78545 SHORTS GREEM XL 10.00 I’
Frirt Labelz .
Edit ltem Tope: [ltem | [ 4dd |[B Edt |[® Delete |
To Order List
o I Stack 1500 OnOrder 000 MinStack 000 [ OurPrice 2000

InfoBar Held 000 Committed 000 Min.Order 0.00
Available 0.00 Pre-Sald 0.00 Cost 10.00 \ I;
Eutra 0.00 \

Janzport dpparel Yendor

Phorne:
Fax:
Contact:
Account #:

VENDOR CENTER:
You will view all the items that this Vendor sells you.

1. View details of each item below
2. Click Print List link to view vendor’s inventory and print a Vendor Re-Order Report (i.e. Shopping List)

Unitz Per 1.00 Sold By EACH Order By EACH [
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I~ POSitive Retail Manager - The Bluetigue - Station: 1
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ﬁ ‘LS} ﬁ 8 |_ @ Ej 30 _ni] = | a - | Transactions l Purchasing Accounting E-Commerce Management Maintenance
8 a H g < Inquiry P HinveiceHistery | % ClockIn/Out |
: |l : & Open Register |
Customer Quick Return  Exit Manager AR [ Retrieve I Cre;ate Penvdinq Caievrlda: Il “ Balance Register i. i Logout -EESSED‘.FBIS
| Sale Sale Mode ' Payments | Il | | |
sales. | Pending | E Adions 1 Summary

I~ ¥endor Inventory List

Locate: | @ (A [] Hide Matrix Children [Headers Qi)

Jansport Appare,

View

Details

Current Stack N P R Wendor SH
Current POz [5IHERL 1 GE
PO History DBJHGL — EN/LARGE
Ribds 1065
T0GS ML
Actions 123456
Frint List 78545
Frint Labels

Edit ltem Type: [ltem [ 4dd |[B Edt |[® Delete |

To Order List

»

poltieelt S ek In Stack ( Price 20.00
InfcBar Held \
Available 7]
Columns Printed \.
Urits Per o Item SKU. Itern Description, Pricel. Cost, Total Stock, Last T—— 1
Received
Sork Order

Jansport dpparel Ve Drefault sort arder.

Phorne:
Fax:
Contact:
Account #:

Vendors

VENDOR CENTER:
To Print a VENDOR RE-ORDER REPORT....

1. Click Select For a Shopping List
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Purchasing & Receiving

ﬁ HeH .’] g E @ | 3 _ni] = 1@~ | _Transactions l Purchasing

| Customer Quick Return Exit Manager |

Sale Sale Maode
sales.

AR
Payments

[] Retrieve | Cre;ate Penvdinq Caievnda: i “ Balance Register I # Logout
Il Il

Accounting E-Commerce Management Maintenance
< Inquiry J E HinveiceHistery | % ClockIn/Out |
£ & Open Register |

| [Essentials
| | i
Pending Il Adions | summary

I~ ¥endor Inventory List

Locate:

| @ [ [] Hide Matrix Children [Headers Orily)

View

Details Janspont Apparel Yendor M =Meeds to be re-ordered P = Purchase Orders in process B = BMAs in process
Current Stock M P R Vendor SKEL - | SKU Description Cost Last Recwd el
PO Histary O5JHGL Il 05HGL JANSPORT HOODIE GREEN/LARGE 10.00
Fitdasz 10GSBAL B 10GSEs=L Gt SHORTS BLUE A<+l 14.00
10GS ML N 10GSMRL Gt SHORTS Mawy L 14.00
Actions 123456 ) 123456 Gt SHORTS GREEM AL 14.00
Frint List 78543 POSitive Alert! EMN XL 10.00
Frirt Labelz =
Edit Item Type: |Item \?) Include Inactive Inventary in report? [& Add ] [ Edit ] [m Delete ]
To Order List
poltieelt S ek In Stack 15.00 [ v [ Ho_ % poo||[ OuPice 20.00
InfaBar Held 0.00 ;
Lvailable 0.0 Pre-Sold 0.00 Cost 10.00 \
Esha 0.00 \
Unitz Per 1.00 Sold By EACH  Order By EACH I
Janzport dpparel Yendor
Phorne:
Fax:
Contact:
Account #:

Vendors

VENDOR CENTER:
To Print a VENDOR RE-ORDER REPORT....

1. Click NO to inactive inventory

(NOTE: Click Yes if you want the report to include discontinued items)
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ﬁ 13} ﬁ Q |_ @ E 130 _ni] S L | a B | Transactions l Purchasing Accounting E-Commerce Management Maintenance
8 a H g < Inquiry J HinveiceHistery | % ClockIn/Out |
| : & Open Register |
Cielomes Blitick Refoirn T Exit Manaer AR [] Retrieve | Cre;ate Penvdinq Caievnda: Il “ Balance Register I il Logout 'iEsseDﬁBk
| Sale Sale Mode ' Payments | I | | |
Sales | Pending | < Adions )1 Summary
I~ ¥endor Inventory List |:||§| |X| I
Locate: | @ [ [] Hide Matrix Children [Headers Qi)
View x
Details Janspont Apparel Yendor M =Meeds to be re-ordered P = Purchase Orders in process B = BMAs in process
Current Stack N P R Wendor SKU ~ SKU Description Cost Last Recvd =1L
Current POs :--: [JENSPORTHODDIES BLUEALARGE | om0 & 7
PO Histary USLIETN & Saved Queries |§| N/LARGE 10.00
Fibis == 14.00
165Nl |Query D escription Hew.. € mo— ||l 3
Actions 123456 L 14.00
Print List 78545 1000 b
v
Frirt Labelz -
-_Eename...
Edit Item Type: |ltem Add ||& Edit Delete
=
To Order List BREE
Werify/Adiust Stock I Stack r Price 200
InfoB ar Held
Available ﬂ
L
. _ . — 1
-'H = H
.'_r.i-' r-_J . Jansport &pparel Yendor \
S Al ;¢ —
B ] FPhone:
Fax:
Contact:
U : d Account #:
| ] )

VENDOR CENTER:
You can print a VENDOR RE-ORDER REPORT 2 ways

1. Select a query “Less than 2” if you wish to only see a short shopping list of items that have 1 or 0 in
stock.

2. Select Close to print all the inventory the vendor sells

(NOTE: Inventory items can be shared by two or more vendors)
3. Or create a new query



. Purchasing & Receiving

Ml Report Preview

File
(W[ e ®RIE @@ swl= |
Pages To Print: i @\ | Copies: | |
Page  Size ad
"""" SHOPPING LIST
Date: 1/27/2011 442 PM R Jansport Apparel Vendor
Iterm SKU Itern Description Pricel Cost Total Stock  Last Received
O5JHGL JANSPORT HOODIE GREEM/LAR 20.00 10.00 1.0000 i)
10GSEHL G¥h SHORTS BLUEAHL 25.00 14.00 0.0000 i
10GSMREL Gl SHORTS MNAYY ML 19.50 14.00 0.0000 i
JAN-2000063-h JANSPORT HOODIE M123-h-Whit 14,99 10.00 1.0000 14032011
JAN-200007 3-M JANSPORT HOODIE M123-¥L-Red 14.99 10.00 0.0000 i
JAN-2000075-h JANSPORT HOODIE M123-::L-B1 14.99 10.00 0.0000 i
bt
£ >
- |Zoom: 962 | 1 pages, 10.2Kb

VENDOR CENTER:
By Printing or VIEWING a VENDOR RE-ORDER REPORT....

- Review items that need ordering (Total Stock)
- Review items that have not been ordered in awhile and should be liquidated. (See Last Received)
« Due to price changes, review costs with Vendor. You may have to adjust retail $$.
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a {.‘3'} & a U a 30 j =1 ] ‘ =[ Transactions l Purchasing Accounting E-C € M Maintenance
g a ﬂ < Inquiry [ IJ M Invoice History i~} Clock In/Qut
S | = % Open Register
Customer Quick Return Exit Manager D Retrieve Clsate Penvdinq Calevndal a Balance Register ‘ Logout Esesltials
Sale Sale Mode Payments
Sales Pending Actions Summary

@ o
TTTT o
b i3

Open Balance
Cash Drawer Cash Drawer

Touch Screen Keyboard
Sales Sales

Employees $ :

House
Accounts

Marketing E-Commerce

' =
Purchasing —

Labels & Receiving Credit Cards

Graphs & :
Spreadsheets Voids

N

Ma nager ' POS iﬂ‘fo
Mode

EE
L e

Setup &
Utilities

Marketing
Lessons POS Help Contact Us

After you have your shopping list....
IN MANAGER MODE:

Go to Purchasing & Receiving Center, to Record Physical Inventory arriving at your store.
To view Purchasing & Receiving, go to PURCHASING & RECEIVING

1. Select Purchasing & Receiving Button
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K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Moo ks kb |5 E 3 = =111 @ 7| Transactions | Purchasing Accounting E-Commerce Management Maintenance

i : ; == | ingiy ; Hinvoice History T, Clock InfOut
T — G bt
| 8 a ﬂ % £ 14 i = Open Register
Customer Quick Return Exit Manager AR [] Retrieve Crsate Penvdinq Calevndar &a Balance Register itags Essegtiafs

Sale Sale Mode Payments
Sales Pending Actions Summary

5 AddMNewPO | & Place/Edit M vaidPD

M Purchase Order Center

Locate: |

| :J Send To

View x

Samsz Club Total To Place 16.00  Total Count: 2
POs to Place
PO i “Wendor PO Mumber & Wendor Created Expected Total Entered By
2 o Receive B
1 = _ S e 10 ol 10272000 6 ’

Acti Otiz Cookies &= 8 Otiz Cookies 12/29/210 12/30/2010 10,0000 | Teacher-Adrmin
clions 4

Samsz Club

E-tail PO
Export PO
Frint PO

InfoBar

Wendors
Send To Label List

Wendor SKU Your SELU Description Gty Cost Total
1234567 SUPER WATER 1202

Show x

Details
Documents

You can place a PO 2 ways:

1. Place a PURCHASE ORDER ahead of the delivery (pro-active)

« This involves several steps and would allow you to fax or email a PO to the VENDOR.
2. Receive Driver by creating a PO on the fly (reactive)

» Most school stores choose this option, because it's faster and more convenient.

» Click Receive w/o PO
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E ..:j:f "j ﬁ\ | 1 5 30 _ﬂl =111 a =| Transactions | Purchasing Accounting E-Commerce Management Maintenance

8 gi Ei E«:i ' Inquiry Vi - HInvoice History i3 Clock In/Qut

£ & Open Register |

Customer Quick Return Exit Manager AR D Retrieve Create  Pending  Calendar u Balance Register a Logout [Essentials|
Sale Sale Mode Payments | id - L Il ki

Sales | Pending 1 Actions 1! summary | |

M Purchase Order Center

Locate: | 5 AddMewPO Place/Edit M voidPO
Yiew %
POs to Place Receive Without PO |__| |§ | 6.00 Total Count:
PO to Receive Total Entered By

Yendor [D: - E]"

Actions 25 10,0000 | Teacher-Admin

Receive w/o PO
E-tail PO

Export PO

Frint PO

B ar PO Mumber: :l Date Placed:  |1/27/2011 4 D
e Invoice Number: [ ] Date Arived:  [1/27/2011 3| []
Send To Label List - Shipping 1D l:l D Invoice Date:  [1,27/2011 B
Terms: _ E] Freight Invoiced:
Show 2 Confirmation #: :l Freight COD:

Details Tax On Order:
Documents Tawx On Freight:

‘\/ oK [F10] H X Cancel

Purchasing

% Receiving
PURCHASING & RECEIVING CENTER:
Receive Without PO

* The title is misleading, because we will create a Purchase Order & Receive the items at the same
time.

1. Select a VENDOR by clicking browse button (F5)
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B o s kb | 15 E 3 w1 =11 1 @ 5| Transactions | Purchasing Accounting E-Commerce Management Maintenance
8 gi Ei @ ' Inquiry /s HInvoice History i3 Clock In/Qut |
£ m & Open Register |
Customer Quick Return Exit Manager AR D Retrieve Create  Pending  Calendar u Balance Register a Logout [Essentials
Sale Sale Mode Payments L - L p—
Sales Pending 1 Actions | summary | |

M Purchase Order Center

View #) K- Locate Vendor

POz to Place

POz ta Receive

Locate: |

Total Entered By
Yendor Code | Vendor Mame

Phane e | 10,0000 | Teacher-4dmin

Actions
B Coke Cala 1-877-271-3730
Recei fo PO

BOEVE WD cosco
E-tail PO

Frint PO
Morthside Foods
InfoBar

Wendors
Send To Label List

Details

Documents

(B add | [@ Edi || MoreDetol |

PURCHASING & RECEIVING CENTER:
Browse your Vendor List and Highlight the desired VENDOR

1. Click Select
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G =! Transactions | Purchasing Accounting E-Commerce Management Maintenance

Hiwa 1 BE

7o =]
| . ¥ e
E=  © lhquiy . Bylnvoice History | (% ClockIn/Out
8 ﬁ E % - 14 & Open Register
AR

[] Retrieve Creste  Pending Calendar || 14 Balance Register # Logout Essentials

Customer Quick Return Exit Manager
Sale Sale Mode Payments
| Sales Pending Actions Summary

1 View
Ll |§| 6.00 Total Count: 2
POz to Place (|

POz ta Receive

Receive Without PO

- Total Entered By
Wendor ID: _ [L.] [ansport Apparel Yendor 1 B m

N

3 1] 10,0000 | Teacher-Adrmin
Actions

Account:

Export PO
Frint PO

InfoBar FO Number: Date Placed:  [1/27/2011 % (]
‘endars Invoice Murber: Date Arived: = -
Send To Label List Shipping [D: D Irweoice D ate: E]
Terms: _ E] Freight Invoiced: L
Show 2 Confimation#: [ Freight COD: [ 0.00] T o
Details Tax On Order:
Documents Taw On Freight:

Jansport Apparel Yendor

v

PURCHASING & RECEIVING CENTER:
Once you have selected a Vendor

1. A sequential PO# will appear. You can type in your own PO# if you wish.
2. Enter the Invoice #

3. Option—-> If there is a Freight Fee ($10.00), you can add it here.

4. Ignore all other fields. Click OK (F10).
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Ao BER g
8 g g o) 2, Inquiry § Dinvoice History | 12 Clock In/Out
- e - 1i; 7 Open Register
Customer Quick Return Exit Manager AR [] Retrieve Crgate Penvdirlq Calevndar &a Balance Register i) Logout Essegtials

Sale Sale Mode Payments
Sales Pending Actions Summary

_| ﬂ | Transactions | Purchasing Accounting E-Commerce Management Maintenance

Properties @) | [ Add/Laokup INS) ]v\ £ Save/Past PO [F10]

1 endar

Details Jansport Apparel Vendor (=

FO Histary Your SKU Drezcription Guantity Recwd Units “Wieight Cost Tatal
Ship Too
Mote
Senial #z

11| =

Actions

Feceive all [F9]
Irnpiort

Frint

Y oid

InfoB ar

Frint Labels

v
Tl @E[E Line “Mate ] ’i “Discount b

Sort PO Additional Charges

Freight Invoiced: 10.00

Wendor Mame Last Date Cost Freight COD: 0.00

Tawx On Order: 0.00{

Tax On Freight: D-@l
PO Total:
Received:

Order History -

GrandTotal:

PURCHASING & RECEIVING CENTER:
You are now ready to create & receive a Purchase Order (PO)

1. You can Scan a SKU (UPC Barcode) of Inventory ltem (or package-box that it is delivered in)
2. If you don’t have a scanner handy, click Add button (Keyboard shortcut = Insert button)
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Moo ks kb |5 E 3 = =111 @ 7| Transactions | Purchasing Accounting E-Commerce Management Maintenance |
s s_ i i a @ ' Inquiry 4 | | Hlnvoice History i3 Clock In/Qut |
Y = £ 14! 4% Open Register
Customer Quick Return Exit Manager AR D Retrieve Crgate Penvdirlq Calevndar &a Balance Register a Logout Essegtiais
Sale Sale Mode Payments
Sales Pending Actions Summary

Properties SKU: | | [ Add/Lookup INS] | '133”'“1 B Save/Post PO [F10]
Wendor
Details Janspart Apparel Vendor [« [=
FO Histary Your SKU Description Guantity Recwd Units ‘wheight Cost Tatal ] |’
Ship T =
Hote PO Details
Senial #z
Your SEL: |0BIHGL
Actons Desciption: | JANSPORT HOODIE GREEN/LARGE
Receive All[F3] Vendor SKU:  [06IHEL 7]
Irnpiort
Frint
1 Woid L9 Guantity To Order Guantity Received ozt Tatal ‘wieight
InfaBar [ 400 %] [ 400 %] [ 4000002 | 0.0000 £/ 2
Frint Labels Units:
[ior el | 1.00 £|/[EAPH | (Change Units [F5 ER ] [m Delete ] b
Sort PO =53
nvoiced: 10,00
[./ Ok [F10] ”x Cancel ] bt COD: 0.00
o o ’ n Order: 0.00
Tax On Freight:
4 PO Total:
Received:
GrandTotal:

PURCHASING & RECEIVING CENTER:
Once you have inserted a SKU, a PO (ltem) Details Prompt Screen appears....

1. Insert the QTY to ORDER you are receiving (either in Each or in Case Packages), hit ENTER on keyboard.
2. The QTY Received field will show the same QTY, hit ENTER on keyboard.

3. The COST field will show current Cost (Each or Case). You may change it to match Vendor’s Invoice $.

4. Click OK (F10) to save line item. Repeat for all items delivered.
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ii 107t i T :-. o = ¥ | Transactions | Purchasing Accounting E-Commerce Management Maintenance
Lt " ] ) B =
8 s a i_ 3 @ ' Inquiry # Fm HInvoice History i~ Clock In/Qut
- e £ 1i; &7 Open Register
Customer Quick Return Exit Manager AR [ Retrieve Crgate Penvdirlq Calevndar &a Balance Register 0 Logout Essegtials
Sale Sale Mode Payments
Sales Pending Actions Summary

Bh Save/Post PO [F10]

SKU: | | [ Add/Lockup ING] | hot
i3]
Yendar
Details Jansport Apparel Vendor [« [=
FO Histary Your SKU Drezcription Guantity Recwd Units Wieight Cost Tatal ~
Mote

Senial #z

Actions

Feceive all [F9]
Irnpiort

Frint

Y oid

InfoB ar

Frint Labels

~
Tl @E[ Line “Mate ] ’i “Discount ] b
Additional Charges

Sort PO :
Order History - JANSPORT HOODIE GREENILARGE R

Wendor Mame Laszt Date Coszt Freight COD: m

Jansport Apparel Yen H 10.00 Tax On Order: 0.00{
Tax On Freight: 0.00|

PO Total:

Received:

GrandTotal:

PURCHASING & RECEIVING CENTER:
Once you have finished your Receiving process:

1. The Grand Total should equal the Total $ of the Vendor’s Invoice & Freight Fee.
2. Click Save/Post PO button (F10)
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Riwa TE

7o =]
| . ¥ e
E=  © lhquiy . Bylnvoice History | (% ClockIn/Out
8 ﬁ E % - 14 & Open Register
AR

Customer Quick Return Exit Manager D Retrieve Crgate Pe"vqu Cafevndar u Balance Register e Logout Essegtiais
Sale Sale Mode Payments
| Sales Pending Actions Summary

G =! Transactions | Purchasing Accounting E-Commerce Management Maintenance

. oixl;

Properties SKU: | | [ Add/Lookup INS] | i B SavesPost PO [FI0]
Yendar
Details Janspart Apparel Vendor [« (=)
FO Histary Your SKU Drezcription Guantity Recwd Units Wieight Cost Tatal (] |’
Mote
Senial #z
Actions
a2l POSitive Alert! 1 b
Irnpiort
IFH P | ‘You can save this PO for processing later, of receive this P aze Order now
Wioid - and move it into wour PO Historny,
InfoB ar 7
Eifint Labels [ Save | [ Receive Mow ] [ Cancel ]
tem Deta H&E T ) b
Sort PO : Additional Charges
Order History -
ry - JANSPORT HOODIE GREENILARGE Froight lnveicsd ST
Wendor Mame Last Date Cost Freight COD:
Jansport Apparel Yen H 10.00 Tax On Order:
Tax On Freight:
PO Total:
Received:
GrandTotal:

PURCHASING & RECEIVING CENTER:
Once you clicked Save/Post button (F10), a prompt alert screen will appear:

1. Click Receive Now.
2. Only Click Save if you are not finished receiving order.
« This will give you the opportunity to finish the PO later (see: Purchase Center #3 Receive PO’s)



. Purchasing & Receiving

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

ﬂ ': [ ~_| | —| _| G | Transactlons , Purchasmg Accounting E-Commerce Management Maintenance
[ 8 a ﬁ % ' Inquiry 4 :_5 Invoice History i3 Clock In/Qut
| EE - 1&] = Open Register
| Customer Quick Return Exit Manager AR D Retrieve Create  Pending  Calendar u Balance Register ﬁ Logout Essentials
Sale Sale Mode Payments 4 - i i
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PURCHASING & RECEIVING CENTER:
A PO Receive Summary screen will appear:
« Here you will have the opportunity to Print Labels,
» Review Price Changes & Print them for Receiving Clerk
« Review how Vendor Freight Fees effected the final costs (Landed Cost) of items

1. Click Complete to Complete.
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IN MANAGER MODE:

To see the results of your purchasing history, go to Inventory Center.....
To view Inventory Center, go to INVENTORY.

1. Select Inventory Button
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INVENTORY CENTER:

Highlight the ltem Received.

Under View Action Bar, Click Stock Manager

Under Current Stock tab,, view PO History or to reprint
Click view PO to see PO details

o~
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REPORT CENTER:
For any Purchasing Report, Go to the Report Center

1. Click on Purchasing Reports, Under Report Type.
2. You will have access to multiple reports.



