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1) Login with your User ID & password.
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2) Key in or scan the product barcode

a) Scan printed 13-digit barcode

b) Key in 9-digit barcode

c) Key in 12-digit barcode with the last 3 digits for color code

[image: image15.jpg]d)  If the product is attached with colors, but you only key in 9-digit barcode without color, you will be prompted to choose appropriate color code.
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3) NETT items will be marked in the first column.


a) You may right click on a row to show additional functions



1) Check Price – to check cost, minimum price, DW price, retail price, etc.



2) Remove – to remove the product from the cash sales



3) Edit Quantity



4) Edit Price



5) Edit Discount

b) You may also double click the Price, quantity or -% cell to edit the respective values.

4) Set Customer – attach customer information for the cash sales. This is optional.

5) Switch Price Type – you may choose from Retail Price and DW Price. This option should be set before you start to key in products for a cash sale. Default is Retail Price.
6) Press F6 or click the Pay button to conclude a cash sale.
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7) Receipt number is shown in the title bar.

8) Press Enter Key will move your input to the next text box, with the remaining amount auto-calculated and filled in the box. 
9) Press Up/Down arrow key to move your input to upper or lower box. And the values in the boxes are unchanged.

10) When the remaining amount is zero, and you press Enter, if
a) You key in any value for cheque or voucher – you are moved to the payment reference box for cheque number or voucher number

b) You key in a value for credit card – you are prompted to choose a credit card type


c) Otherwise, the cash sales in confirmed
11) Receipt will be printed and if there is any cash payment, the cash drawer will be opened.
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12) Press Enter or click the Close button the close the cash sales and start a new one.

Inter-branch/HQ Communication
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1) HQ Users need to have a role MENU – POS to see the POS menu.
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2) Example of stock transfer – PW request stock from HQ

a. PW go to Stock Transfer Request to create a request and choose the Transfer From as 01/HQ
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b. After save the transaction, PW may choose to click the Data Sync button to transfer the request to HQ immediately, otherwise the Data Synchronization will be scheduled after 11pm everyday.
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c. After synchronization is done, HQ will see the record at Stock Transfer Request List and Stock Transfer link is enabled in blue color. Click the link to create a stock transfer.

i. If it is a branch to branch transfer, the branch that is being requested to issue stock needs to download the request by clicking the Data Sync button to see the record in the Stock Transfer Request List.

ii. You may print a paper copy for delivery.

iii. Please note Data Sync button is not available at HQ as it is not required.
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d. Upon receiving the goods, PW goes to Stock Transfer and find the transaction to do the Stock Receipt.

e. If it is the same day transfer, PW may need to click Data Sync to download the Stock Transfer.
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