Special Orders

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

Description

SCAN: |
| | = eh
< ¥
| > | gt || wemsn el
| Quantity | Price | Dsc.% | Total

Bl To | hip To | Hote |

Quick Sale

E] Show Mare
B Options [F2]
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 create special orders, 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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K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

Special Orders

e
< -
Coffes
Coffee Small Large
S| @2
Breeze Breeze i
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

IN TOUCH SCREEN SALES MODE:
To create special orders, you must go to Manager Mode.

1.

Touch Manager Button

Adjust
Quantity

Pink. Kiwi
Lemondade Strawbermy
Mare

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

Coupon

=
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Special Orders

EEX

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price
— r
SKU Description
Quantity Price Disc. Total .
Goto Sales
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
P Time Clock
: Manager Mode <
Quick Sale
LineT otals: SubT otal:
Taxable: - Coupon:
SalesT ax: - Deposit
Item Count: Total:
Cursor Down Cursor Up

ON MANAGER BUTTON SCREEN:

1. Select Manager Mode Button
(NOTE: Only Teachers & Managers will have access to Manager Mode)



K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

| e ¥ Transactions

K~ Inventory Center,

General

Summary

Detail

fd anagement

Stock Manager
SkU Manager
Picture Manager
Frama Pricing
Frice Breaks
Item Maotes
Wendorg

Item Activity
Documents

Actions

To Order List
Change Dept/Catg
Weify [rventan
Cost Werfier
Physical Inventary

Global Frice Changes

Purchasing

Accounting

E-Commerce

Manageme

nt

Maintenance

: emal Orders

& (7)) 5] ] [(a)(@)(mE] @]' Sl It Now [F4] close ||

T SKU « | Description Our Price Feq. Price Total Stack Az
FOOTBALL JERSEY BLUE LARGE 30.00 0.00 =
[ ] n CFJEM FOOTBALL JERSEY BLUE MEDILUM 30.00 30.00 0.00
7 B CFiBS FOOTBALL JERSEY BLUE SMALL 30.00 30.00 0.00
7 Il CRIBXL FOOTBALL JERSEY BLUE XLARGE 30.00 30.00 0.00
1 0B CRIBxL FOOTBALL JERSEY BLUE #<LARGE 30.00 30.00 0.00
bl
Showing &ll Departments e = i
Showing &ll Categories ’JJJ Copy ” b Aw ” & Ed ] [x EEEE ]
CFJEL Dept APFAREL Al Active Inventory

|FDDTBALLJEF\SEY BLUE LARGE |

|FDDTBALLJEHSEY BLUE SMaLL

Specials:

Current Promos:
Mone

[ Show Inactive Oy

Catg: Football Jersey

Standard |tem

Notes:

Sub-Categories Lo

v

Bins: | | ocation Stock. -~
v

=1

SPECIAL ORDER CENTER:

Typically if you are selling a one-time special order item such as a yearbook, varsity jacket, or an apparel item personal-

ized for a specific customer, then Orders fit the bill perfectly.

A second use for the Order function will be with sales from a “Satellite” location, such as an athletic venue, the cafeteria,
a hallway, or any location outside of your store without using your POS station(s) for sales.

Before ringing in a custom order, you need to add the item to your inventory. See the In-

ventory PDF (Or use Misc. Apparel button w/notes detail underneath.)




Special Orders

K= Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

a @‘J’ a a L} :-*_j 30 ! = | a = Transactions Purchasing Acc ti E-C o M t i e
7]

Pending Special pen Balance
Orders Orders Cash Drawer

House
Department b Inventory Accounts

| Purchasing e
B & Receiving Credit Cards

Graphs & Invoice
Spreadsheets History

wes

| EEmw

= Setup & Marketing -
POS Tips POS Info Utiiit?es Lessons POS Help Contact Us

N Y

Manager
Mode

IN MANAGER MODE:
To create New Orders, go to Special Orders

1. Select Special Orders Button

Note: For Touch Screen users, we will be using the keyboard sales order screen.



6

Special Orders

K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price
a {.J K} ﬁ | & :| T 3] :l - a 5  Transactions Purchasing Accounting E-Commerce M t i e

Pending ‘Special _ Open Balance
Orders Orders Cash Drawer

Employees it | | Name
. | :Apple, Sue
/ | (JOMES, SALLY

it Jones, Tom
’ 4|4 | mith, Jane

_Email Smith, Jil
Marketing | §
11 TEACHER, MA.

Jane Smith
Foom 1234
Clarkston, M| 48346

Home: 333 444-5454
ork:

Account: 4 Code: 4

L]
L ey

B Find &uthorized Buyer [ A T@ Edt || MoeDeta ,
Contact Us

Special
Orders

SPECIAL ORDER CENTER:
Your Customer List will appear...

1. Locate the Current Customer from the list and click the Select button.
2. If the Customer is new, click the Add button to add them to your list.
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K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

Purchasing Accounting

E-Commerce

Management

Maintenance

Special Orders

| th =
¥
| L°°[f'r595']tem Menu [ESC]
Skl | Description | Guantity | Price [ Dsc% | Total | -
]
Ei\Ta Jﬁhip To |r_~lote | % g
Jane Smith A~ D <"> <m @
Foam 1234 =1 Show Moare Select Bil To Custamer L IF5
Clarkstan, M| 48345 E) Optians [F2] [F3] History [F4] | Legaut[FS]
Horme: 333 444-5454 [ ' 5 $
; X
whork: B <.'> ] Yod
Account: 4 Code: 4 e ! T'mFF%lDCk Dizcount [F2] T[aTE‘;Tt'Dn'
LineT otals: 0.00 | SubTotal: 0.00
Taxable: 0.00| - Coupon: 0.00 ﬁ
SalesTax: 0.00)| - Deposit 0.00
Item Count: 0.00| Tota: 0.00 Lave Bl

SPECIAL ORDER CENTER:
On the Order Screen

1. The Customer Name appears in the blue area on the lower left.



Special Orders

: POS Date: 2/01/2011 Register: 1 - PL: Our Price

Purchasing Accounting E-Commerce Management Maintenance

SCAN: | |

ﬁ EE; L‘i.l
€ Brock: 0.00 | Held: 0.00 | Availahle: 0.00 ¥
: | L°°[f'r595']tem Menu [ESC]

[ 5KU | Description | Quantity | Price | Dsco | Total [T ~

FJBL FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.00 3000 Y =
CMFE CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00 Y

1 Enter, Note
| v Custarner Nurnber 26|
e
2
)

Bil o | 3hip T | Mote | v ok | [X cancel | g T
Jane Smith ;@i
Foom 1 51 = e Show More Select Bil Ta Custorner Logaut [F5]
Clarkston. M| 48346 B Options [F2] History [F4] - Logout [F5]
Home: 333 4445454 2] = --.'

L L 1=} [ﬁ $ o Mod
Account: 4 Code: 4 - TImFF%Iock Discount [FE] .Im_m_ﬁg,;] fion
LineT otals: 36.00 | SubTotal: 38.16

Taxable: 36.00 | - Coupon: 0.00 ﬁ

SalesTax: 2.16|| - Deposit 0.00
Item Count: 200 Tota: 38.16 Lave Bl

SPECIAL ORDER CENTER:
On the Order Sales Screen:

1. Scan or type in the Special Order ltems SKUs for the Order

2. Add a Note (Ctl N) to list the specifics for any line item such as the jersey number or name to appear
on the back of the customer’s order.
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Special Orders

K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

Purchasing Accounting E-Commerce Management Maintenance

SCAN: | | B ﬂi‘

5

#h

< ¥
| | L°°[f'r595']tem Menu [ESC]
Skl | Description | Guantity | Price [ Dsc% | Total | -
| yrCFJBL FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.0o 30.00
1 CNFB CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00 Y
Customer Number 26
CHAME CUSTOM NAME BAGK 1.00 5.00 0.00 5.00 Y
MName Lewis

]
BillTo |Ship To | Note | % g
Jarie Srith A~ D <"> <m @
Foam 1234 =1 Show Moare Select Bil To Custamer L IF5
Clarkstan, Ml 45345 E Dptions [F2] [Fal History [F4] | Logaut(Fs]
Home: 333 444-5454 . . [ﬁﬁ 3
; X
ork: | 4 :> : Woid
Account: 4 Code: 4 \:! TImFF%lOCk Discount [F8] Trarhs:;?tlon.
LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00
Item Count: 300 Total 44.52 Lavel Bl

SPECIAL ORDER CENTER:
On the Order Sales Screen:

1. Details for the Special Order now appear on the Invoice.
2. Touch the Save button or the F10 key to save and place the order



10

Special Orders

Purchasing Accounting E-Commerce

Order: 527 By: POS Date: 2/01/2011 Register: 1 - PL: Our Price

k= Calendar

~ - Dizplay: | |' | () Date Placed (3) Date Due =
View 2 5 '  OK[FIO) J‘L—.‘." .
Technician: &l v | Status: [al v]| ]T =
Date Selected: 2/18f2011
Fieference By Flaced Due Total -~
ol
(€ 3 January - March, 2011 =
[ sun [ mon [ Tue | wed [ Thu Fri sat A
30 31 1Febru 2 3 4 3
v
7 8 -} 10 11 12
14 15 16 17, 18 19 wark:
— =l Fax:
T T—T—>
)
B 2 3 24 ] 26 Sku Drescription ~
I
28 1 Marcl 2 3 4 5
il —

Taxable: 42 00 - Coupon: 0.00
SalesTax: 2.52|| - Deposit 0.00
Item Count: 3.00 Total: 44 52

SPECIAL ORDER CENTER:
A calendar will pop up with the current month. Future months are also available to select from.

1. Project a Delivery Date and highlight it in yellow.
2. Select it by touching the OK button or F10 key.
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Purchasing Accounting E-Commerce Management Maintenance

sca: | | x|

#h | E

< >
| | L°°[f'r595']tem Menu [ESC]
Skl | Description | Quantity | Price [ Dsc% | Total | ~
CFJBL FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.00 3000 Y =
CNFB CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00 Y
Customer Mumber 26
CHAME CUSTOM NAME BACK 1.00 5.00 0.00 5.00 Y
Marme Lewis
POSitive Alert
3{) Apply Payment?
1 es J [ Mo ] [ Cancel
o)

Eil Ta 1§hip To!r_»lote ] % g :
Jane Smith A E] <"> <m @
Foom 1234 — Show More Select Bill To Customer Logout [F5]
Clarkstan, M| 4346 E F] History [F4] | Legaut[FS]
Home: 333 4445454 3 ] x
B = - $ ; _'_'Va‘d o
;A'c:couﬁt 4 Code: 4 | TlmFF%Iock Discourt [F8] Tra{ﬁiztlon.

LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00

Item Count: 3.00[ Tota: 4452 Lave Bl

SPECIAL ORDER CENTER:
A Positive Alert will Appear asking to Apply a Payment. Most schools require a partial or
full payment at the time of the order..

1. Select Yes to Apply Payment
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Special Orders

K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

_| ﬂ 5  Transactions Purchasing Accounting E-Commerce Management Maintenance

SCAN: | | # o v x|
< ¥ )
| | L°°[f'r595']tem Menu [ESC]
Skl | Description | Guantity | Price [ Dsc% | Total | -
CFJBL FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.0o 30.00 =
CNFE CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.0o 6.00 Y
Customer Number 26
CHAME CUSTOM NAME BAGK 1.00 5.00 0.00 5.00 Y
MName Lewis

Enter the total amount to be paid. Thiz amount
cannot exceed the tatal amount due.

// _____
1

i€

BillTo |Ship To | Note |

o A

Jane Smith ~l D <">
Foom 1234 — Show More Select Bill To Customer L IF5 —
Clarkstan, Ml 45345 E Dptions [F2] [Fal History [F4] | Logaut(Fs] 2

Home: 333 444-5454

ﬁ $ v’gd

whork: <.'>
; - = Time Clack : Trarsaction
Account: 4 Code: 4 \:| 0 7l Dizcount [F2] Fal
LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00
Item Count: 3.00[ Tota: 4452 Lave Bl

SPECIAL ORDER CENTER:
A Positive Alert will Appear asking to Apply a Payment. Most schools require a partial or
full payment at the time of the order..

1. When Prompted Enter the Deposit Amount
2. Click OK to accept the deposit amount.
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Special Orders

K~ Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

_| ﬂ 5  Transactions Purchasing Accounting E-Commerce Management Maintenance

SCAN: | | o ﬁg =
‘| il O

Sk | Descriptio T F ) S
CFJBL FOOTEAL [kt - E
CNFB CUSTOM :
Custamer Curency Gift Cert. Balance / 0K [F10]
CHAME CUSTOM [F2] [F3] - /]
MName L 3
Balance Due:
Amaount |
1 | kﬂ_—
Check 0.00
Yis 0.00
—MasterCard 0.00 T
\ Tatal: .
Discover 0.00 ,F o Lo
American Express 0.00 =
| | s
2 —] b -Eredits:l 0.00]
- Gift Cert: |
Total Due:
: ]
Eil Ta Jﬁhip To]r_»lote | % g
Jane Smith e I“B e : @
Foom 1234 frE= 4 elect Bill To ustormer
Clarkstan, Mi 48345 @ Cadinfie ) History [F4) || Legaut[Fa]
Haorme: 333 444-5454 Press ESCAPE Tao Cancel [F
ork: [ﬁ $ V’gd
Time Clock : Trarsaction
Account: 4 Code: 4 ) ] [ e ImFF?]DC Discount [F8] rarhs:;? ion

LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00

Item Count: 3.00[ Tota: 4452 Lave Bl

SPECIAL ORDER CENTER:
If you take a Deposit the Tender screen appears.

1. Select the tender type from the list presented. Click until the tender line appears blue and yellow.
2. Click Enter to accept the default tender amount, or enter the amount if different.
3. Click OK F10 to accept the tender.
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Special Orders

I Invoice: 1990 By: POS Cashier: POS Date: 2/01/2011 Register: 1 - PL: Our Price

El - B 5  Transactions Purchasing Accounting E-Commerce M

SCAN: | | # = | x|

Lor ™™ || menu(Esey
SkU | Description | Quantity | Price | Dsco | Tatal [T Ig!
CFJBL FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.00 30.00 =
CNFB CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00 Y
Customer Number 26 |
CHAME CUSTOM NAME BACK 1.000 5.00 0.00 5.00 Y
Marme Lewis

1 ,E@ Fint [F7] ”H il HX Fes l

Bil To |Ship To | Note |

= m% @
Show Mare Select Bil To Custamer
E]

Options [F2] [F3] History [F4]

Eg & | ¢

T'”’FF%'“" Discount [FE]
LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00
Item Count: 3.00[ Tota: 4452 Lave Bl

SPECIAL ORDER CENTER:
When the Print option appears.

1. Click Yes to Print 2 Receipts - one for the customer and one for your records.
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Special Orders

Accounting E-Commerce Management Maintenance
SCAN: | | __, v | x
| - I -
£
Locate Item
[INS] Menu [ESC]

CFJBL - s -

CNFE of 1 )|
Customer Number 26 e

CHAME 1.00 CUSTOM NALME B .00 6.00

Name Lewis

SubTotal: 4z .00

DD SalesTax: ZEE
Total: S

Total Deposit: 44 .52
Balance: 0.0o0

111 Specisl Orders mwust be paid in full
30 days pricr to receiving the item.
No returns accepted on any special i

Eill Ta 1§hip To]r_»lote ] orders. @
Jane Smith @

Floom 1234 ustorner Logaut [F5]
Clarkstan, M| 48345 story [F4] | Legaut [Fa]

mo@n:z;_esa 4445454 @g E z Z E $ .-\,’;d-_

Account: 4 Code: 4 - ] count [FE] Tra{ﬁiztlon.
LineT otals: 42.00) SubTotal: 4452
Taxable: 42 00 - Coupon: 0.00 ﬁ
SalesTax: 2.52|| - Deposit 0.00
Item Count: 3.00[ Tota: 4452 Lave Bl

SPECIAL ORDER CENTER:

Note: It is best to have a special policy statement which pertains to Special Orders. See Policy
Statements PDF.



