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Disclaimer

Information supplied by the member companies of the MYOB group (whether in user documentation and other literature, video or
audio material, training courses, websites, advice given by staff, or provided by other means) is intended only to illustrate general
principles, and may not be complete, accurate or free of error. As accounting standards, taxation requirements, legislation and the
circumstances of individual businesses vary widely, this information cannot be considered authoritative and may not apply to your
specific situation. You should obtain competent advice from a qualified accounting, taxation, information-technology or legal
professional before acting on such information. To the extent permitted by law, member companies of the MYOB group are not liable
for any special, consequential, direct or indirect damages arising from loss of function, profits or data resulting from your application
of such information. In the event that any of the above limitations are found to be unenforceable, the MYOB member company's
liability is limited to the return of any fees or monies paid for the purchase of the product or service.
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MYOB RetailManager Licence Agreement

IMPORTANT - SOFTWARE LICENCE AGREEMENT, READ THIS AGREEMENT CAREFULLY. This Software Licence Agreement
defines the terms of sale and use of the MYOB RetailManager software and related User Guide and explanatory materials (‘the
Product') and is the Licence referred to on the packaging of the Product. HOWEVER, if the Licence Agreement contains anything
of which you were not aware prior to purchasing the Product or do not agree to be bound by, DO NOT INSTALL THE SOFTWARE
but return the Product to the reseller in its entirety and a full refund of the purchase price will be made. For the purpose of this
agreement the Product shall include any modified versions and upgrades subsequently licensed to you. By installing and
retaining the Product you are confirming that you have purchased the Product subject to this Licence and are bound by its
provisions.

Part Number: RMP12001/v12.55
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Scope of Licence

MYOB Technology Pty Ltd (‘MYOB') through its local publishers, and distribution agents, hereby grants to you, the original
purchaser, a paid-up, personal, non-exclusive and non-transferable Licence to use the Product subject to the terms and
conditions of this Agreement.

a Single Computer Network You may use the Product on only one computer network that you own or operate at a single
physical location and only then in respect of data files created by you or by another licensed user. You may transfer the Prod-
uct from one computer to another that you own or operate on this network provided that you do not use or permit the
usage of the Product on more than the licensed number of computers or computer terminals at a time, nor permit the
usage of the Product on more than one network at any one time, nor permit the Product to be used in respect of data files
not created by you or by another licensed user. In the event of an upgrade or product exchange the Licence hereby granted
is automatically transferred to the new version or product. All rights in respect of the original product shall lapse and no
further use of same shall be permitted.

b Copies You may not copy or duplicate the Product, except as necessary solely for archival purposes, Product error
verification, or to replace defective storage media, provided you keep the original and the copies. You may not alter,
decompile or disassemble the Product. You may not make copies of the related explanatory materials.

c Transfers You may not sub-license, lease, rent or lend the Product or otherwise transfer any of your rights under this
Agreement. Subject to the prior written consent of MYOB and the agreement of the transferee to be bound by the terms of
this Agreement, you may permanently transfer the Product (together with any backup copies you have made). However,
you may not retain any copies of the Product.

d Term The Licence granted in this Agreement is effective until terminated. You may terminate it at any time by destroying
the Product, together with all copies, or by returning them to MYOB. If you fail to comply with any term or condition of this
Agreement, this Licence will terminate and, upon any such termination, you agree to immediately destroy the Product,
together with all copies, or to return them to MYOB. Termination of this Licence shall be in addition to and not in lieu of any
other remedies available to MYOB. Where you have entered into a Subscription Agreement with MYOB in respect of your
use of the Product, the Licence granted in this Agreement will terminate if the Subscription Agreement terminates.

e Protection and Security You agree to use your best endeavours and to take all reasonable steps to safeguard the Product
to ensure that no unauthorised person has access to the Product and that there is no unauthorised copying or distribution
of the Product.

f Subscription Sale If purchased under a subscription sale the right to use the software relies on you continuing to pay the
monthly subscription fee.

Product Support

Where purchased under a Subscription Sale in respect of your use of the Product, your payment of the monthly subscription fee
entitles you to ongoing support for the current version of the Product. The initial purchase price may include a period of
support notified to you by MYOB. On the expiration of this period, further support can be obtained at your expense.

Limited Warranty and Disclaimer

MYOB warrant that the media on which the Product is provided are free from defects in materials and workmanship under
normal use for a period of 90 days from the date of your original purchase. Except for the limited warranty described above, the
Product is sold 'as is', and you are the entire risk as to its quality and performance. It is your responsibility to verify the results
obtained from the use of the Product.

If during the 90-day limited warranty period, you discover physical defects in the media on which the Product is supplied, MYOB
will replace it at no charge to you, provided you return the item to be replaced with proof of purchase to MYOB. THIS IS YOUR
SOLE REMEDY. IN NO EVENT WILL MYOB BE LIABLE TO ANY PERSON FOR ANY DIRECT, INDIRECT, SPECIAL, INCIDENTAL,
CONSEQUENTIAL OR SIMILAR DAMAGES, EVEN IF MYOB HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Some jurisdictions do not allow the exclusion or limitation of implied warranties or of liability for incidental or consequential
damages, so the above limitations or exclusions may not apply to you. This warranty gives you specific legal rights and you may
also have other rights that vary from state to state. In the event that any of the above limitations or exclusions referred to in this
section 3A or section 3B are held to be unenforceable, MYOB's total liability shall not exceed the amount of the Licence fee you
paid.

Australian Consumer Law
If you purchase the Product in Australia, this Agreement does not exclude, restrict or modify:

a the application of any provision of the Australian Consumer Law (whether applied as a law of the Commonwealth or any
state or territory of Australia) (‘'ACL');

b the exercise of any right or remedy conferred by the ACL; or
c the liability of MYOB for a failure to comply with any applicable consumer guarantees where to do so would:
i. contravene the ACL; or
ii. cause any part of these provisions to be void.
Entire Agreement
This Licence (and Subscription Agreement if applicable) constitutes the entire agreement between MYOB and you and any prior

representations, statement or undertaking howsoever made are expressly cancelled. No amendment or modification to this
Licence shall be valid unless it shall be in writing and signed by an authorised representative of MYOB.T
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Setting Up

Welcome to MYOB RetailManager, the advanced point-of-sale software that helps you take control of
your cash register and retail system. Whether you are a small retailer with a small number of daily
sales, or a larger retailer with multiple cash registers, a high rate of sales and extensive inventory
management, RetailManager offers you the features to get the best results.

The RetailManager User Guide provides detailed information about the features, functions and
capabilities of RetailManager. It is designed to be used as an everyday reference as well as a reference
for periodic routines such as file maintenance tasks and exporting to an accounting system.

This chapter describes how to set up RetailManager for your business.

Overview

Setting up involves tasks which you need to perform to get your MYOB RetailManager software up and
running and customised to suit your needs. As your business changes, you can change how your
RetailManager software works.

See ‘Implementing MYOB RetailManager’ on page 12 for detailed information about setting up
RetailManager for your business.

Technical support

Our technical support team can offer assistance with installing, using and troubleshooting MYOB
RetailManager. However, support cannot be provided on issues arising from hardware or operating
system faults, or incompatible hardware or software. You may need to contact an MYOB
RetailManager Professional if these issues arise.

The following support information is outlined in this section:

m  ‘Technical support phone numbers and charges’ on page 10
= ‘Support plan for MYOB RetailManager’ on page 10

= ‘MYOB Point Of Sale (POS) Consultants’ on page 11

= ‘Support notes’ on page 12

m  ‘Send us your feedback’ on page 12.




10

Technical support phone numbers and charges

Support plan Phone number Available times Charges

MYOB Cover 1300 555 115 We're open seven days Local call charges
a week (except for
National holidays).
Check our website for
opening hours.

Pay-Per-Call Support 1300 555 128 We're open seven days Local call charges and
If your introductory support a week. Check our Pay-Per-Call charges.
period has expired and you are website for opening To find out what our
not subscribed to MYOB Cover. hours. current Pay-Per-Call

charges are, call
1300 555 115.

NOTE: Call charges For information about call charges, contact technical support or visit myob.com.au.

Support plan for MYOB RetailManager

Registering your MYOB RetailManager software and subscribing to MYOB Cover entitles your business
to technical support, the latest version of RetailManager, the latest tips and techniques, and
information about how any changes in the business and legislation environment might affect your
business.

For more information, see your RetailManager Getting Started guide.

For the terms and conditions of MYOB Cover, visit myob.com.au/cover and select MYOB
RetailManager.

Subscription version of RetailManager The following links only apply to users of the subscription
version of RetailManager:

= Subscription Version window

= |dentifying your primary computer.
Subscription Version window

NOTE: Subscription version of MYOB RetailManager This section only applies to users of the subscription
version of RetailManager.

The Subscription Version window appears when confirmation is due for your MYOB RetailManager
subscription. The window will indicate the number of days you have to complete the confirmation.

If you don’t enter the confirmation code within the limit specified, you will still be able to open your
shopfront, view records and print reports. However, the Transaction menu will be disabled and you will
be unable to enter new transactions into your shopfront until you enter the code.

CHAPTER 1 SETTING UP
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To confirm your subscription

1 Call MYOB on the number displayed in the Subscription Version window and obtain your
confirmation code.

2 If you are using RetailManager on a network, you will need to enter the confirmation code on the

computer that has the primary network licence.

If you do not know which computer this is, see ‘Identifying your primary computer’ on page 11.

3 Start RetailManager and open your shopfront. The Subscription Version window appears.

You can also open this window by going to the Help menu and choosing Confirm Subscription.

4 Enter your confirmation code in the Enter Confirmation Code field and click Confirm.

How often will | have to confirm?

Initial confirmation You will be prompted to complete your initial confirmation six months after
registering RetailManager.

Subsequent confirmations Subsequent prompts to confirm will appear at regular intervals that are

determined by the terms of your subscription license.

NOTE: Avoid changing your system date If you change your system date, a prompt to immediately confirm
your RetailManager subscription may appear when you open your shopfront. If this occurs, you will need to
call MYOB to obtain a new confirmation code.

Identifying your primary computer

NOTE: Subscription version of MYOB RetailManager This section only applies to users of the subscription
version of RetailManager.

The primary computer is the one on which you first registered RetailManager.

To identify your primary computer

1 Start RetailManager and connect to your shopfront.

2 Goto the Help menu and choose Company Details. The Company Details window appears.
= If the word Primary is displayed next to the unlock code, you are working on the primary
computer.
= If the word Network is displayed next to the unlock code, you are working on an additional
terminal. Repeat these steps on another computer until you identify your primary computer.

MYOB Point Of Sale (POS) Consultants

MYOB POS Consultants provide independent on-site assistance with MYOB RetailManager and
associated products and services, including:

= Retail business systems needs and analysis
= RetailManager installation, setup and implementation

= Point-of-sale hardware and peripherals solutions

TECHNICAL SUPPORT

11
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= On-site training and support for RetailManager

= RetailManager database maintenance

= Integration with MYOB business management software.

As independent businesses, MYOB POS Consultants offer a range of services.

To discuss your retail needs with an MYOB RetailManager Professional near you, visit myob.com.au
and click on Partners.

Support notes

You can access a wide range of technical support notes at myob.com.au/supportnotes

Send us your feedback

We welcome your suggestions for improvements and changes to RetailManager. Go to
myob.com/ideas and complete the online form, or go to the Help menu and click Send Product
Suggestions.

Implementing MYOB RetailManager

Before you start

Before you can implement MYOB RetailManager, you need to perform the following steps:
1 Install and register RetailManager as described in the RetailManager Getting Started guide.
2 Back up your registered database after installation.

When you have installed and registered RetailManager, we recommend that you back up your
database files: recent.mdb, archive.mdb and config.mdb. You can do this by going to the File menu
and selecting Backup. See ‘Performing a backup’ on page 278 for more information.

A backup of your registered database is important if you need to restore from your backed up
config.mdb database. You will not have to reregister if you have a backup.

3 Setyour regional settings. See ‘Setting your regional settings’ below.

CHAPTER 1 SETTING UP
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Setting your regional settings
In Windows, make sure your system settings reflect the following:

Numbers tab ¢ Decimal symbol is set to a decimal point
e No. of digits after decimal is set to 2
* Digit grouping symbol is set to a comma
* Negative number formatis setto-1.1

Currency tab e Currency symbol is setto $
e Decimal symbol is set to a decimal point
* No. of digits after decimal is set to 2
¢ Digit grouping symbol is set to a comma

Date tab e Short date style is set to dd/MM/yyyy

To set your regional settings

1 Open your Region and Location Control Panel.
2 Click Additional Settings.

3 Click the Numbers tab and set the following:
= Decimal symbol to a decimal point
= No. of digits after decimal to 2
= Digit grouping symbol to a comma
= Negative number format to-1.1

f* Custormize Forrat @

Numbers | Currency | Time | Date |

Example

Positive:  123,456,784.00 Negative:  -123,456,730.00

Decimal symbal:

[

Mo, of digits after decimal:

0

Digit grouping symbal:

Negative sign symbol: - -
Negative number format:
Display leading zeros:
List separator: . -
Measurement systerm:
Standard digits:
Use native digits:

Click Reset to restare the system default settings far
nurmbers, currency, time, and date,

4 Click the Currency tab and set the following:
= Currency symbolto $
= Decimal symbol to a decimal point
= No. of digits after decimal to 2

IMPLEMENTING MYOB RETAILMANAGER
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= Digit grouping symbol to a comma

Mumbets | CUFFENCY | Time | Date

Example

Positive:  $123,456,769.00 Megative:  -$123,456,789.00

Currency symbol:

Pasitive cutrency format: 1

Hesstecumeneyformas 11 () 7]

“| ==
]

Decimal symbol:

Mo, of digits after decirnal;

Digit grouping symbal:

Digi grauping: e ()

|

1\

Click Reset to restare the system default settings for
numbers, currency, time, and date.

) 0
:

[ ok J[ caneel || moov |

5 Click the Date tab and set the short date format to dd/MM/yyyy.

Example
Short date: T308/2011
Long date: Tuesday, 23 August 2011

Date formats
Short date:

Long date: dddd, d MMMM yyyy -
Wrhat the notations mean:

d, dd = day; ddd, dddd = day of week; M = month; y = year

Calendar

Wihen a two-digit year is entered, interpret it as a year between:

and 029

First day of week: | Monday -

Click Reset to restore the system default settings for
numbers, currency, time, and date, ==
ok [ cancel || weph |

6 Click Apply and then click OK.

14 CHAPTER 1 SETTING UP



Steps to implement MYOB RetailManager

NOTE: MYOB RetailBasics users See ‘Steps to implement MYOB RetailManager if you previously used
MYOB RetailBasics’ on page 16.

If you are new to MYOB RetailManager, use the table below to implement RetailManager for the first
time. This is only intended as a guide—your procedure may vary according to the requirements of your
business.

S Details

1 Createa See ‘Creating a new shopfront’ on page 17.
shopfront
2 Setupyour Install retail hardware such as cash drawers, docket printers, bar code scanners, EFTPOS
retail terminals and pole displays.
point-of-sale
hardware NOTE:  Except for USB docket printers, most devices do not require special

drivers. They all work directly from MYOB RetailManager.

See ‘Setting Up Hardware’ on page 371 for full instructions on setting up standard retail

hardware.
3  Setup You can customise a number of settings in RetailManager. For example, you may want to set
RetailManage up your own payment types and specify the printer you want to use print dockets and
r options transaction documents.

To set these options, go to the Setup menu and choose Options. Review and set each option
as required. See ‘Customising MYOB RetailManager’ on page 21 for instructions.

4  Setuptax Tax codes for the GST (Goods and Services Tax) system have automatically been set up in
codes RetailManager. Before you make any transactions in RetailManager, you should review the
existing tax codes and create any additional tax codes your require.
Make sure you also check your default sales, purchases and freight tax codes. See ‘Tax codes’
on page 54 for instructions.

5  Enter staff RetailManager requires that you set up at least one staff member before you can enter sales,
information goods received, and so on. You can also create more staff records.
See ‘Staff” on page 81 for instructions. If you want to control staff members’ access to
RetailManager features, see ‘Security’ on page 285.

6 Create Suppliers are the companies from whom you order inventory. See ‘Maintaining supplier
supplier details’ on page 90 for instructions on creating your supplier records.
records

7  Create In RetailManager, you can organise stock into departments just like you do in your shop.
departments RetailManager also allows three category classifications for items within a department. Using
and categories departments and categories to group items in your inventory can provide greater detail in

reporting, and will help you streamline stock searching and stocktaking.
We recommend that you develop departments and categories in writing before entering
them into RetailManager. See ‘Stock’ on page 87 for more information.

8  Create stock You can create stock items from the Stock window, the Create New Stock Item window or the
items Goods Received window.
See ‘Creating a new stock item” on page 106 for more information.

9 Create RetailManager supports detailed customer information, including account information, set
customer pricing information, ‘preferred’ customers, purchase and payment records and more.
records See ‘Customers’ on page 223 for instructions on entering customer information.

IMPLEMENTING MYOB RETAILMANAGER
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Depending on your setup, you may also want to:

= Create pricing rules—This is a powerful feature that lets you establish global and category rules to
generate useful default pricing. It includes up to five pricing grades per item—which matches the
grade set in a customer’s record. MYOB RetailManager Professionals can assist with creating
pricing rules. See ‘Pricing grades’ on page 137 for more detailed information.

= Enter accounting export information—RetailManager can export accounting information to
MYOB Accounting 10.5 & above and MYOB Premier 4.5 & above software—you do not have to
manually enter cashup information. You need to enter the appropriate account codes and create
payment groups if required.

You need to ensure that the export is performed correctly, and you may need to check that
information has been accurately entered into RetailManager. See ‘Exporting RetailManager
accounting data to your MYOB business management software’ on page 303 for more information.

Steps to implement MYOB RetailManager if you previously
used MYOB RetailBasics

If you previously used MYOB RetailBasics, you can import staff, stock and customer records from
RetailBasics into MYOB RetailManager. However, this is just one part of the RetailManager setup.

Use the table below to assist you to move from RetailBasics to RetailManager.

Step Details

1 Createa See ‘Creating a new shopfront’ on page 17.
shopfront

2 Setup your retail You will need to set up your hardware in RetailManager. Your RetailBasics settings are not
point-of-sale automatically brought over to RetailManager.
hardware See ‘Setting Up Hardware’ on page 371 for full instructions on setting up standard retail

hardware, including docket printers, bar code scanners, cash drawers, EFTPOS terminals
and pole displays.

3 Setup RetailManager has a number of options which significantly affect the way you will use
RetailManager RetailManager in your business.
options These may include preferences such as those found in the Customise Settings and

Setup and Maintenance windows of RetailBasics. For example, you may want to set in
RetailManager the rounding rules and lay-by preferences you had set in RetailBasics. You
may also need to create the same payment types.

To set these options, go to the Setup menu and choose Options. Review and set each
option as required. See ‘Customising MYOB RetailManager’ on page 21 for instructions.

4 Import staff, stock Import staff, stock and customer records into RetailManager using the RetailBasics
and customer Importer. Tax codes are imported automatically when you import stock.
records from For more details, see ‘lmporting data from MYOB RetailBasics into RetailManager’ on
RetailBasics page 313.

5  Create supplier To use the purchase-tracking features of RetailManager, you will need to create supplier
records in records. See ‘Maintaining supplier details’ on page 90 for instructions on creating your
RetailManager supplier records.

6  Edit departments RetailManager allows three category classifications for items within a department. Using
and create departments and categories to group items in your inventory can provide greater detail in
categories reporting, and will help you streamline stock searching and stocktaking.

If necessary, edit the departments that have been imported from RetailBasics, and create
categories and category values. See ‘Stock’ on page 87 for more information.
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Step Details

7  Assignstockitems Assign your stock items to the appropriate departments and categories using the
to departments Reassign Stock Items feature.
and categories See ‘Reassigning stock items’ on page 104 for more information.

8  Edit the imported Edit each stock item using the Goods Received or Stock window in RetailManager. For
stock items each stock item imported from RetailBasics, we recommend that you:

e enter cost price details in the Purchases (Cost) fields

e select the supplier for the item

e set the minimum and maximum quantities that you want to have on hand.
See ‘Updating stock item details’ on page 118 for more information.

9  Setup staff Re-create the staff security options you had in RetailBasics. See ‘Security’ on page 285.
security

Creating a new shopfront

Your MYOB RetailManager shopfront is the database you create for your retail business. The shopfront
comprises four database files: recent.mdb, archive.mdb, mirror.mdb and offline.mdb. When you
create a new shopfront, a folder with the shopfront name is created. This folder contains the four
database files and is located in your RetailManager program folder.

You can create additional shopfronts, if required. For more details, see ‘To connect to more than one
shopfront’ on page 20.

NOTE: Multiple shopfronts Having more than one shopfront means that you are effectively keeping more
than one set of books.

To create a new shopfront

1 In RetailManager, click File and then click Configuration. The following message appears.

(i) MYOE RetailManager Question =]
‘P Avre you sure you wish to close your current
LJ shopfrant ?
es

All shopfronts must be closed before a new shopfront is created.

CREATING A NEW SHOPFRONT
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2 Click Yes. The Shopfront Configuration window appears.

(i Shopfront Configuration =]
Shop Name: Daatahsse Path .
Cleatwater Pty Ltd C:\RetsibdClearwster Pty Ltdy =
Shopfionts | Maintenance |

New Shophiont Add a new shophiont (smply database]
Renams Shop Flename sristing shopfrant
Netwark To Connects to an stisting shoplrant
Disconnect Discannects an ssisting shoplant

The top section of the window lists your current shopfronts, with their paths on your hard drive.
The bottom section of the window changes according to the tab selected (Shopfronts or
Maintenance).

3 Make sure the Shopfronts tab is active and then click New Shopfront. The Shopfront Name
window appears.

() Shopfrent Name ==

Please enter your Shop Mame
I =]
WARNING:

This name will appear on your docksts and
invaices, so choose carculy..

Continue

4 Enter the name of the new shopfront you want to create, and click Continue.
Note that the shopfront name you enter will be the name that appears on your receipts and
reports.

NOTE: Windows file and folder naming conventions The Windows operating system restricts you
from typing certain characters (/ \:*?”<>) in your file and folder names. As a result, RetailManager does
not allow you to use these characters in your shopfront name.

The new shopfront is now listed below the existing shopfront in the Shopfront Configuration
window. The new shopfront file is stored in the C:\RetailM folder by default.

If you make a spelling mistake, or want to rename the shopfront, highlight the shop you want to
rename and click Rename Shop.
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9

CREATING A NEW SHOPFRONT

Close the Shopfront Configuration window. The Shopfront Selection window appears.

(] Shopfront Selection

Please sslect a shopfront -

==

Shop Name

Clearwater Phy Lt

Path

ChRetailbiCleamater Phy Ltch

m

Tea and Sympathy

chiRetailmiTea and Syrmpathy,

Click the shopfront you just created. The About MYOB RetailManager window appears.

Click OK. A message asking if you want to create a new database appears.

Click Yes. A new database for this shopfront is created.

However, a shopfront must contain at least one staff member, so the following message appears.

(i) MYOE RetailManager Information

i This shopfront does not have any staff records
\‘J) - please create atleast one staff member,

=]

Click OK. The Staff window appears.

By Staff 55
st | [ ] Sumame [ ] Given Names [>]
Position [ ] DocketMame [ ] status
General
Address [»] HideinSearches / Reparis
J==31 {1 commission =
[»]  iPaid on percentage of Gross Frofil
Subutb [=] sae L= e o i =
Post Code [=]
Phone [>] Mobie [ emai >
Custom 1 >1
Custom 2 >
[ Tnput the stalf number ar name, F2 ta Search, FG for New 4 sonBe. || Commi-Fl0 |

NOTE: Want to import staff records from MYOB RetailBasics? If you previously used MYOB
RetailBasics and want to import staff records from that software, close the Staff window. Then, go to the
File menu and choose RetailBasics Importer. For detailed instructions on how to use the importer, see
‘Importing data from MYOB RetailBasics into RetailManager’ on page 313.
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10 Enter a staff number or identifier. If you want to specify a staff ID for a staff member, enter it in the
Staff field, making sure that you are not duplicating an existing one, and press ENTER. A question
window appears.

(L) MYOB RetaillManager Question =

b ] Ma matching Staff found
\‘) Do you wish fo try searching by Surname?

(b inserting an = before the search texi)

[ wes | [ Mo | [ Creste |

11 Click Create. However, if you want RetailManager to automatically allocate a unique staff number,
press F5. The word ‘<New>' is displayed in the Staff field. The staff number will be allocated when
you commit the transaction.

The minimum information you need to complete at this stage to create a shopfront is the staff
member’s Surname and Given Names, as these fields are mandatory.

12 Enter the staff member’s surname and given name in the respective fields. You can enter either the
staff member’s surname, or given name, or both. If you want a different name to appear on the
docket, enter that name in the Docket Name field.

13 If you want, you can complete the Staff window. As you enter text (or select options) in each field,
a description of the field is displayed in the long text field at the bottom of the window.

For more information about entering staff details, see ‘Creating and editing staff records’ on
page 82.

To connect to more than one shopfront

If you have a single shopfront you connect to, this shopfront is automatically loaded when you start up
MYOB RetailManager. This applies regardless of whether you run RetailManager on a single computer
or on a network.

RetailManager allows you to connect to multiple shopfronts. This can be useful, for example, if you
want to stay connected to the Clearwater sample shopfront that comes with your RetailManager
software and to your own shopfront. Only one shopfront can be displayed at a time, so when you start
up RetailManager you must first specify which shopfront you want to connect to.

The following procedure describes how to connect to another shopfront located on a single computer.
1 Start RetailManager. The Shopfront Selection window appears.
2 Click the required shopfront.

A blank screen appears with the RetailManager menu bar at the top of the screen. If you have
selected the Always Display Sales Window option in the Sales view of the General Options
window, the Sales window is loaded for the selected shopfront.

If you are running RetailManager on a network and you want to connect to an external shopfront (a
shopfront on another computer), see ‘Connecting to an external shopfront’ on page 397.

For instructions on how to set up RetailManager on a network, see ‘Setting up a RetailManager
network’ on page 395.
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Customising MYOB RetailManager

MYOB RetailManager has a range of options that can be customised to suit the needs of your retail
business.

Some of these options simply affect the way RetailManager behaves, such as skipping fields in the
Sales window that may not be relevant for your business. Other options such as specifying your docket
printer and report printer are mandatory to get up and running with RetailManager. These options are
summarised as follows:

Option Description

General Enable you to set the default behaviour of RetailManager, including choosing to display such
information as history details and whether to activate automatic reminders when stock is
running low. You also use these options to affect the look and performance of a number of
windows such as Sales and Goods Received, and to set the quote expiry and ‘lay-by due by’
time periods. For more details, see ‘General options’ on page 22

Payment Type Enable you to modify each payment type with options that include editing, deleting, setting
rounding, making active, making electronic, and allowing cashout if electronic. For more
details, see ‘Payment Type options’ on page 28.

Printing Select the printer for your receipts, reports, bar codes, invoices, orders, lay-bys,
goods/returns, quotes, sales orders, cashup and payments, and to specify the number of
copies you require. For more details, see ‘Printing options’ on page 31.

GST Record your ABN and ACN. You can then choose to print your invoices and dockets in
standard GST format and include your ABN and ACN. For more details, see ‘GST options’ on
page 36.

Message Define staff prompts, invoice and receipt messages and packing slip instructions, along with

the quote, sales order, lay-by and account terms and conditions used by your business and
printed on invoices and statements. For more details, see ‘Message options’ on page 38.

Custom Set the names of custom fields available in RetailManager, the colour schemes for
RetailManager windows, and to set how RetailManager handles capitalisation. For more
details, see ‘Custom options’ on page 39.

Accounting Define the way RetailManager exports information to accounting systems, including setting
your exporting method—either Accrual or Cash. If you are unsure which method to use,
please consult your accountant. Exporting accounting information from RetailManager to
your business management software reduces the need for daily accounting journals and
greatly simplifies data entry. Banking options within your accounting options are used to
define the way transactions are reported to your accounting system. For more details, see
‘Accounting options’ on page 41.

Serial Number Enable you to enforce unique serial numbers, and control the way RetailManager prompts
for serial number information and prints serial number information on receipts. For more
details, see ‘Serial number options’ on page 51.

Alerts Enable you to show or hide alert messages, such as reminders to back up your shopfront. For
more information, see ‘Alerts options’ on page 52.

Email Default Enable you to specify the default text you want to use when you email transaction
documents and customer statements. For more information, see ‘Email options’ on page 52.

Email Program Enable you to select your default email program. For more details, see ‘Email options’ on
page 52.

CUSTOMISING MYOB RETAILMANAGER
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Setting options on a network Note that in a network environment, some of these settings will apply
globally to every workstation connected to your shopfront. See ‘Shopfront options’ on page 398 for
more information.

General options
General options are used throughout MYOB RetailManager and include options that apply to the

information displayed on your transaction screens as well as the touch screen display. You can also set
fields that can be skipped during a transaction.

To display the General options tabs

1 Goto the Setup menu and choose Options. The General Options window appears.

(2] options =1
Transaction Windows | Sales | Other |
Payment Type Skip Fields Display the following Qty's
Prirting \: | Discaunt fin Transation Windows] @stock Fllavhy [FSdes drde
GST [ Freight fin Gioods Received / Retum)
Message 7] $ell Price fin Transaction Windaws)
Custom
Accaunting el Quantiy Field
Serial Number [T] Bar code in Transaction Windows) [7] Display Sum of Duantity
Alerts [ Categories (in Transaction Windows)

Ernail Defaults 7] T Cade in Transaction Windows)
Email Program
Touch Sereen Identical ltems

=
] Enable Touch Scresns Ot e v

[ 0K Cancel Apply

The General Options window is divided into three tabs: Transaction Windows, Sales and Other.
2 Click the tab in which you want to set options.
The options in the tabs of the General Options window are described in the following sections.
= ‘The Transaction Windows tab” below
= ‘The Sales tab’ on page 24
= ‘The Other tab’ on page 26.

The Transaction Windows tab

The Transaction Windows tab allows you to select options that apply to the look and operation of your
transaction windows. These windows include Sales, Goods Received, Returned Goods, Quote
Converter, Purchase Orders, Lay-by Payments and Sales Order Payments.

NOTE: These options do not apply to the Debtor Payments transaction window Options that you select
apply to all transaction windows that you access via the Transaction menu, except the Debtor Payments
window.
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Transaction Windows tab options

The Transaction Windows tab is divided into several groups of options:
= Skip Fields

Hide Fields

Touch Screen

Display the Following Qty’s

= Quantity Field

= Identical Items.

Refer to the following sections for details of the options in each of these groups.

Skip Fields This group contains options that allow you to nominate fields to be skipped when you
use the TAB key to move between fields in RetailManager. See ‘Moving between fields in a window’ on

page 68 for more information. The following table provides details for each option in the Skip Fields
group.

Skip Fields group options Select this option to...

Discount (in Transaction skip the Discount field in transaction windows. You can still select this field using

Windows) your mouse, SHIFT+TAB or F12 to go back to the field.

Freight (in Goods Received skip the Freight field in the Goods Received and Goods Returned transaction

/ Returned) windows. You can still select this field using your mouse, SHIFT+TAB or F12 to go back
to the field.

Sell Price (in Transaction skip the Sell Price field in transaction windows. You can still select this field using

Windows) your mouse, SHIFT+TAB or F12 to go back to the field.

Hide Fields This group contains options that enable you to hide fields in transaction windows. That
is, you can select fields that you do not want displayed in transaction windows. The following table
provides details for each option in the Hide Fields group.

Hide Fields group options Select this option to...

Bar code (in Transaction Windows) hide the Bar code column in transaction windows.
Categories (in Transaction Windows) hide the Categories columns in transaction windows.
Tax Code (in Transaction Windows) hide the Tax column in transaction windows.

Touch Screen The Touch Screen group contains one option, Enable Touch Screens. If this option is
selected, touch screen layouts will be displayed when subsequent windows are opened in
RetailManager. For more information about touch screen layouts, see ‘Touch screens’ on page 76.

CUSTOMISING MYOB RETAILMANAGER
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Display the following Qty’s This group contains options that enable you to display quantities of
items in stock, on lay-by and sales order. The following table provides details for each option in the
Display the following Qty’s group.

Display the following

Select this option to...

Qty’s group options

Stock display the quantity of an item you have in stock in the Description field of transaction
windows.

Lay-by display the quantity of an item you have on lay-by in the Description field of

transaction windows.
Sales Order display the quantity of an item you have on sales order in the Description field of

transaction windows.

Quantity Field The Quantity Field group contains one option, Display Sum of Quantity. If this option
is selected, then the sum of items displayed in the entered items list of a transaction window appears
in the quantity field. Note that weighted items and fractional quantity items are counted as single
items.

Identical Items This group contains one option, One display line per item. If this option is selected,
you are restricted to a single-line description for each item, i.e. long descriptions are truncated.

The Sales tab

The Sales tab allows you to select options that apply to the look and operation of your Sales window in
MYOB RetailManager. The options available on the Sales tab are described in the following section.

Sales tab options

The Sales tab is divided into two groups of options—Sales Window and Sales Window Customer
History. Refer to the following sections for details of the options in each of these groups.

(1] Options =
[€] Transaction Windows  5ale | Other |
Payment Type Sales Window
Printing Always Display Sales Window
GsT At Check - Customer Credit Limit
Message [Z] Prompt for Receipt at Time of Sale
Custom [~ Round Sell Price to 2 Decimals
Accounting [T Skip Custom Field
Serial Number [T $kip Customer Field
Alerts [7] Scan Individual Units for Fractional Quantities

Email Defaufts Sales Window Customer History
Email Program Disabls Customer History

Only Disable Account Information
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Sales Window  Use this group to select options that apply to your Sales window in RetailManager.
The following table provides details for each option in the Sales Window group.

Sales Window group

options

Select this option to...

Always Display Sales
Window

Auto Check - Customer
Credit Limit

Prompt for Receipt at
Time of Sale

Round Sell Price to
2 Decimals

Skip Custom Field

Skip Customer Field

Scan Individual units for
Fractional Quantities

automatically display the Sales window whenever RetailManager is started (if you have
more than one shopfront, you first have to select your shopfront).

run an automatic credit check when you make an account sale. The credit check is
made against the credit limit set within the customer account section in
RetailManager.

display a window prompting you to print a receipt when you commit a sale. You can
choose to either print or not print a receipt.

display the sell price with two decimal places.

skip the Custom field in the Sales window. You can still select this field using your
mouse, press SHIFT+TAB or F12 to go back to the field.

skip the Customer field in the Sales window. You can still select this field using your
mouse, press SHIFT+TAB or F12 to go back to the field.
You might choose to select this option if the majority of your sales are cash sales.

NOTE: Transactions that must have a customer number You must enter
a customer number if you are processing a lay-by sale, sales order, quote,
deposit, account sale or special order, or issuing a credit note or gift voucher.

set the default selling quantity for items that can be sold in fractional quantities to 1.
You may want to select this option if you are more likely to sell these types of items as
whole units.

If this option is not selected, you will need to manually enter the quantity each time
you select an item that can be sold in fractional quantities.

Sales Window Customer History This group allows you to choose how much, if any, customer
information you want to display when performing a sale. The following table provides details for each
option in the Sales Window Customer History group.

Sales Window
Customer History
group options

Select this option if...

Disable Customer
History

Only Disable Account
Information

you do not want to view a customer’s recent purchases, account status and available
credit.

For example, you should select this option if your business doesn’t record customer
information when making a sale, or if the majority of your sales are cash sales.
These details are normally displayed in the Sales window.

you want to display a customer’s recent purchases, but do not want to display account
information (account status and available credit).

CUSTOMISING MYOB RETAILMANAGER
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The Other tab

The Other tab allows you to set various options that apply to MYOB RetailManager. The options
available on the Other tab are described in the following section.

Other tab options

The Other tab is divided into several groups of options. These groups are:
= Miscellaneous

= Lay-by Options

= Quote Options

= Default Staff.

Refer to the following sections for details of the options in each of these groups.

Transaction Windows | Sales Dther
Hiscellaneous Layby Options
Pririting [] Accept Leading Zeros on Bar codes [] Lay-by Due in 0[] weeks
asT [] Allows Diecimals in Reports [] Print Signaturss on Lay-by
7] Auto Rremind - Low Stack
Message E:”k‘i""?St iws °°I Guate Options
Custom ok -ast Stok Supplet [ Quotes Expirein 0 [ o> |weeks
Accounting [] Drildawans show Cost/Sell Tax Inclusive
Serial Number [ include Tax in Costs (in GR, RG & FO) D
Alerts 7] Print Bar codes with Goods Received [=]
Ernail Defaults Riepeat Description for Mew Stock in GR lin Sales, Debtars, LB, 50 and Quates)
Email Program [ Show Outstanding Credit Note Values Lok St (Sl o
[ —— ook Staft Mo [Sales and Payments]
] Display Sign-on Methad window
[ Use cunent cost convesting 5/Qrders
[] Use cunent cost in Goods Retumed

Miscellaneous Use this group to select miscellaneous general options that apply in RetailManager.
The following table provides details for each option in the Miscellaneous group.

Refer to the following table to complete the Other tab. Tick the checkbox of an option to select it.

Miscellaneous . .
Select this option to...

group options

Accept Leading Zeros record and print leading zeros on your bar code labels. If deselected, leading zeros on bar
on Bar codes codes will be omitted.

Allow Decimals in display decimal values in reports.

Reports

Auto-Remind — Low display a RetailManager warning when the stock level of an item is below the threshold
Stock quantity set in the Stock window.

Check Last Stock display a RetailManager warning if you receive an item from a supplier who is not the
Supplier default supplier of that item.

Drilldowns show display the tax inclusive Cost/Sell price in windows that allow you to drilldown to a
Cost/Sell Tax transaction window. For example, the Purchases tab in the Customers window or the
Inclusive Orders tab in the Stock window.

Include Tax in Costs select the Costs include Tax option by default in the Goods Received, Returned Goods
(in GR, RG & PO) and Purchase Orders windows, and to display the tax-inclusive cost in the Cost column.
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Miscellaneous . .
Select this option to...

group options

Print Bar Codes with load bar codes in the Print Custom Bar Codes window for items entered in the Goods
Goods Received Received window. You can then print the group of bar codes from the Print Custom Bar
Codes window.

Repeat Description repeat the description you enter for a product when receiving it into stock in the

for New Stock in GR Description field of the next product to be received. This is useful when, for example, you
are entering the same product in different sizes, or colours. You can still edit the
description of the new product.

Show Outstanding display credit note, deposits and gift voucher values on the Sales, Lay-by payment, Debtor
Credit Note Values payment, Quote and Sales order transaction windows.
Use Average Cost average the cost price where an item is received into the system with a different cost price

from the same items previously received.

If this option is not selected, the new cost price of the stock item will be assumed to be
valid for the same items previously received. A stock variance will be posted if there is a
difference between the new and previous purchase price.

Display Sign-on display the Sign-on Method window when you open your shop front.
Method window

Use current cost use the current cost of the item (as per the Stock window) when converting a sales order
converting Sales to a sale.
Orders If this option is not selected, the original cost price (the cost price as per the Sales Order

creation) will be used.

Use current cost in use the current cost price (as per the Stock window) when committing a Returned Goods
Goods Returned transaction. The Goods Received invoice associated with this stock item cannot be
selected.

If this option is not selected, the Goods Received invoices for the item can be selected and
the original cost price will be used on the Returned Goods statement.

Lay-by Options Use this group to set options that apply to lay-bys. The following table provides
details for each option in the Lay-by Options group.

Lay-by Options group

Select this option to...

options

Lay-by Due in...Weeks specify a due date for lay-bys, and choose or type the number of weeks when the
lay-by is due.

Print Signatures on Lay-by print a signature field on the hard copy record of the lay-by.

Quote Options The Quote Options group contains one option, Quotes Expire in... weeks. Select this
option to specify an expiry date for quotes. Select or type the number of weeks before a quote expires.

Default Staff Specify a default staff number to appear automatically in the sales and payments
windows. This feature is useful where just one staff member enters transactions in RetailManager
most of the time, saving them from having to key in their number before each transaction. You can also
lock the staff number field, so the field only displays the default staff number and cannot be edited.

To set the default staff number, enter the required staff number in the Default Staff field. Press F2 or
click the search icon ([ » ]) to retrieve the staff number from the Search For window.

Select the Lock Staff No. (Sales and Payments) option to lock the staff number field.
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Payment Type options

You must set up each type of payment your business will accept as a payment type. For example, you
can exclude cheques as a method of payment by not making cheques a payment type.

You set up each of the payment types by using the Payment Editor window.

MYOB RetailManager can handle transactions on lay-by, quotes, sales order, account sales, customer
special orders and credit notes. In addition to these, you can also issue gift vouchers and record
deposits for special orders. Each transaction you record in RetailManager can be viewed in the
Customers window.

These payment methods may not all be relevant to all businesses. For example, it is unlikely a coffee
shop would use lay-bys, whereas a bookshop would almost certainly use all eight transaction types.
You can simply turn each of these options on or off as required.

NOTE: Cash Out It’s a good idea to create a payment type called ‘Cash Out’ or ‘Petty Cash’, for those
situations when you need to give a tradesman cash, or buy some milk, and so on. Make sure you put the
receipt in the till to balance the till at the end of the day.

You can perform the following operations on payment types from the Payment Type Options window:
= Create a payment type
= Edita payment type
= Promote a payment type
= Demote a payment type
= Reset all edited or customised payment types.
NOTE: MOTO and eCOMMERCE payment types There are two payment types, MOTO and
eCOMMERCE, that you only use if you have an Ingenico EFTPOS terminal used directly from

RetailManager. For more information about these two payment types, consult the financial institution
that you use for EFTPOS transactions.

To create a payment type

1 Gotothe Setup menu, and choose Options. The Options window appears.

2 Select Payment Type. The Payment Type window appears.

(] Options ==

[Cesh ]
oo
GST Chequs
Biank Card
Custom Visa
Ancounting pmex E E
iners
Serial Number Credit Note
Deposit
Alerts GiftVoucher
Email Defaults Special Order

Acoount
Layby
Sales Order
Quote

Email Program

MaTO
e-COMMERCE
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Click Create. The Payment Type Properties window appears.

[L Payment Type Properties

This payment type is active

Allow cash out
Found to nearest
@ $0.0m

) $0.05
010

) $1.00

-(190f19) =]

User Diefined19 [>]

[7] This papment type is electronic

-

Type the name of the new payment type you want to create.

Select the This payment type is active option.

If the payment is to be electronic (if you want to use EFTPOS for this type of payment), select the

This payment type is electronic option.

NOTE: Electronic

cash out option to enable cash out for the payment type.

Cash Out You can allow cash out for electronic payment types. Select the Allow

Choose the appropriate rounding precision that you want to apply to the payment.

Click OK to complete adding your new payment type to the list of payment types.

Click Apply to save your settings and changes.

To edit a payment type

1

2

3

CUSTOMISING MYOB RETAILMANAGER

Go to the Setup menu and choose Options. The Options window appears.

Select Payment Type. The Payment Type window appears.

(] Options

General

Printing

GST

Message
Custom
Accounting
Serial Number
Alerts

Email Defaults
Email Program

EFTPOS
Cheque
Bank Card
Master Card
Visa

Amex

Diners
Credit Mate
Dicposit

Gift Voucher
Special Order
Account
Layby
Sales Drder
Quote

MOTO
e-COMMERCE

==

Apply

Select the payment type you want to edit from the list box and click Edit. The Payment Type
Properties window appears.
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4 Change whatever details are necessary:
= Select the This payment type is active option to make the payment type active or deselect this
option to make the payment type inactive.
= If the payment is to be electronic (if you want to use EFTPOS for this type of payment), select the
This payment type is electronic option.

NOTE: Electronic Cash Out You can allow cash out for electronic payment types. Select the Allow
cash out option to enable cash out for the payment type.

= Choose the appropriate rounding precision that you want to apply to the payment.

5 Click OK to complete editing the payment type and to return to the Payment Type Options
window.

6 Click Apply to save your settings and changes.

To promote or demote a payment type

You can set the order in which payment types are displayed by moving payment types up (promoting)
in the list of displayed payment types, or by moving payment types down (demoting) in the list of
displayed payment types. It is best to have your most common payment types at the top of the list of
payment types as they are easier to select from this position when you are performing a transaction.

1 Go to the Setup menu and choose Options. The Options window appears.
2 Select Payment Type. The Payment Type window appears.

3 Click the payment type you want to promote or demote.

] Opticns =l

General

=

Printing = e

GST Cheque
Bank Card

Message Master Card

Custom

Accounting SK“E"

. iners

Serial Humber Credit Nots
Depusit

Alerts Gilt Voucher

Email Defaults Special Order

Account
Lay-by
Sales Order
Quote

MOTO
e-COMMERCE

Email Program

b

4 Click the up arrow to promote or the down arrow to demote a payment type in the list of payment
types.

5  Click Apply to save your settings and changes.
6 Click OK to close.

7 Click OK to the information message.
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To reset payment types

NOTE: Before you begin Note that resetting your payment types will remove all new payment types you
have created and return the provided payment types to their original default settings.

Go to the Setup menu and choose Options. The Options window appears.
Select Payment Type. The Payment Type window appears.

Click Reset. A warning message appears informing you that the operation you are about to perform
cannot be undone.

(& options =]
General
Printing Eatle. Creale
GST Cheque
Bank Card [—]
Message Maanrp. ?’ard Edit
Custorn (@ MYOB RetailManager Question =]
Accounting

Alerts remove all custom payments
Email Defaults Do you wish to continue 7
Email Program

Serial Number \"2 This operation cannot be undone and will
. |

Yo

MOTO
&-COMMERCE

[ 0K Cancel Apply

Click Yes to continue. All provided payment types are returned to their default settings, and all new
payment types you have created are removed.

Click OK to commit the information.

Click OK to the information message.

Printing options

MYOB RetailManager gives you the flexibility to print only the receipts, invoices and orders your
business requires. For this reason you need to specify a printer in the Printing Options window for each
type of docket you want to print, and for printing bar codes and reports.

The Printing Options window is used to:

specify the printer to which your various docket types (receipts, payments, invoices, lay-bys,
quotes, sales orders, purchase orders, goods/returns, special orders, cashup), reports and bar
codes will be printed

specify the number of copies of each docket type that you want to print
specify only docket types that you use.
NOTE: Changing print options during a transaction. You can change your printer settings and packing

slip settings during a transaction by clicking Print/Email Options in any of the transaction windows. For
more information, see ‘Print and Email Options window’ on page 261.

CUSTOMISING MYOB RETAILMANAGER
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There are three tabs in the Printing Options window:
= ‘The Setup tab’ below

= ‘The Settings tab’ on page 33

= ‘The Address tab’ on page 36

To display the Printing options tabs

1 Go to the Setup menu and choose Options. The Options window appears.

2 Select Printing. Three tabs are displayed—Setup, Settings and Address.

(2] options ==
[General | Seup | Settings | Address |
Payrment Type _ _
@40col A4 1 x Docket Printer - Hardware options> Dockets
GST @ 40col A4 1 xfDocket Printer - Hardware options> Papments
Message Cd0col @&t 1 w] Inwoices
Custom ©aead @A 1 4] Lavbys
Accounting : _
Serial Nurtper Ol @A 1 x| Sales Order
Alerts O 40col @a4 1 x| Quates
Email Defaults Cdlcol @as 1 u] Purchase Orders
Emall Program | o ygco @a4 1 #] Gioods / Felums
Cdical @ad 1 ] [35]
Ol @a¢ [Tk
|
00 Bl

3 Click the tab for which you want to set options.

The options on each of the tabs are described in the following sections:
= ‘The Setup tab’ below

= ‘The Settings tab’ on page 33

= ‘The Address tab’ on page 36.

4 Once you have made your changes, click Apply to commit the information.

The Setup tab

The Setup tab allows you to select or specify the printer that you want to use for reports, receipts and
invoices and the number of copies of each docket type you want RetailManager to print.

The Setup tab also allows you to select the format in which you want to print price and GST information
on your bar codes.

Docket printer Make sure you have set up your docket printer in RetailManager before you select it
in the Printing Options window. See ‘Setting up a docket printer’ on page 373 for full instructions on
how to set up your docket printer.

You can print the following invoice and receipt types on your docket printer: sales receipts, payments,
invoices, lay-bys, quotes, sales orders, purchase orders, goods/returns, special orders, and cashup
(except Detailed Transaction Summary). In the Printing Options window, you can select your printer for
a particular receipt or invoice type by selecting the option next to the receipt or invoice type.

RetailManager displays ‘<Docket Printer - Hardware Options>’ as a reminder to set up your docket
printer in the Hardware Options window (go to the Setup menu and choose Hardware, and then click
the Docket Printer tab).
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‘@ 40 col Ad 1 % [<Docket Printer - Hardware options> Dockets

In the above example, all dockets and payments will be printed to the docket printer.

A4 Printer If you intend to print to an A4 printer, for example to print your reports and bar codes,
make sure you have already set up your A4 printer. For full instructions on how to set up your A4
printer, refer to your printer documentation.

You can use a conventional A4 printer to print your reports and bar codes.

You can also print your other docket types, such as invoices, orders, and payments, to an A4 printer.
RetailManager allows you to print your sales dockets to an A4 (80 column) printer; however, you
cannot use the shortened docket option if you choose to print to an A4 printer.

In the Printing Options window you can select an A4 printer for a particular docket type, report or bar
code. The button for the docket type is enabled when the A4 option is selected. For example, if you
choose A4 for Sales Orders, the Sales Order button is enabled.

When you click this button, the Windows Printer Setup window appears, where you can select your A4
printer. The selected printer name appears as shown below.

O 40cal & 44 1 | % |HP Laser)et 4250 PCL 6 Sales Order

Quantity You can change the number of dockets that print for any receipt or invoice type by entering
the required number in the data field next to that receipt or invoice type.

Printing price and GST information on bar codes The Setup tab includes a drop-down list that you
use to select the format for printing sell price and tax information on your bar codes.

$11.00 v

$11.00 inc GST
$10.00 + $1.00 GST
$10.00 + GST

Click the down arrow beside the text box to choose the format you want.

The Settings tab

The Settings tab allows you to select options including whether or not to print a receipt for particular
transactions, and what content and layout you want for particular receipts, orders and invoices.

Settings tab options

The Settings tab is divided into several groups of options. These groups are:
= Select to Print

= Packing Slip

= PC-EFTPOS/Tyro IP EFTPOS

= Dockets

= Miscellaneous

= Categories.

Refer to the following sections for details of the options in each of these groups.

CUSTOMISING MYOB RETAILMANAGER
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Select to Print  Use this group to select which receipts, orders and invoices you want printed. Select
an option from those displayed to print the associated invoice order or receipt.

You can choose to print:

= Sales Dockets

= Lay-bys

= Invoices

= Sales Orders

= Quotes

= CSO (Customer Special Orders)
= Payments

= Orders

= Goods Received

= Returned Goods.

Packing Slip  Use this group to select the transactions for which you want to print a packing slip. You

can also select options that enable you to choose what information you want to display on a packing
slip. The following table provides details for each option in the Packing Slip group.

Packing Slip group

Select this option to...

options

Print with Sale print a packing slip when a sale is committed.

Print with Lay-by print a packing slip when a lay-by is committed.

Print with Invoice print a packing slip when an invoice is printed.

Print with Sales Order print a packing slip when a sales order is printed.
Include Static Items include static items with your packing slip information.
Include Freight Items include freight items with your packing slip information.

PC-EFTPOS/Tyro IP EFTPOS Select the Use Docket Printer for Signature Slip option if you have an
Ingenico PC-EFTPOS or Tyro - IP EFTPOS terminal and a docket printer, and you want to print your
signature slips on the docket printer instead of the default printer selected in the Setup tab.

Note that the docket printer must be set up in the MYOB RetailManager Hardware window before you
can print to it. See ‘Setting up a docket printer’ on page 373 for more information.

Dockets Use the options in this group to select options that apply to the receipts that you print. The
following table provides details for each option in the Dockets group.

Dockets group options Select this option to...

Use Short Sales use a shortened sales docket when printing receipts. For more
information see ‘Shortened dockets’ on page 35.

Use short Lay-by use a shortened docket when printing lay-by payment receipts. For
Payment more information see ‘Shortened dockets’ on page 35.
Include RRP include the Recommended Retail Price on invoices and receipts.
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Dockets group options Select this option to...

Include Custom Field include the label and contents of the Custom field in transaction
windows on invoices and receipts. For more information on the
Custom field, see ‘Custom Field Labels’ on page 39.

Include Ext. Description include extended item information on invoices and receipts.

Shortened dockets

The shortened docket:

= excludes the extended stock item description and the message at the bottom of the docket that is
included on the standard docket

= includes the full address details of your business
= does not print your company name in double-width

= includes all the GST information displayed on a standard docket (if you are printing dockets in GST
format).

NOTE: Shortened lay-by docket The shortened lay-by docket also excludes quantity, sell price and
terms and conditions information.

Miscellaneous Use the options in this group to select miscellaneous printing options, including
choosing to print shading on A4 receipts, orders and invoices, and whether you preview the receipts,
orders and invoices before you print them. The following table provides details for each option in the
Miscellaneous group.

Miscellaneous group

Select this option to...

options
Don’t use Shading (on A4) print invoices and receipts on your A4 printer without shading.
Preview All Transactions display a print preview of your transactions after processing.

Categories Use the options in this group to include the department and categories of items on
invoices and receipts.

Categories group

Select this option to...

options

Include Department include an item’s department on invoices and receipts.
Include Category 1 include an item’s category 1 on invoices and receipts.
Include Category 2 include an item’s category 2 on invoices and receipts.
Include Category 3 include an item’s category 3 on invoices and receipts.
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The Address tab
The Address tab enables you to set which of your addresses you want to set as the default for different
transactions, and to set the default delivery address for purchases.

The Address tab is separated into two sections: Default Address when Printing and Default Delivery
Address On Purchases.

& options [zl

General Setup | Settings  Addiess |
Payment Tvpe Default &ddiess when Printing
M Purchases Sales Orders
asT @ Stieet address (Shop) @ Stieet address (Shop)
Message ) Postal address ) Postal address
Custom Sales Statements
Accounting *) Street address (Shop] @ Stieet address (Shop)
Serial Number @ Postal address ) Postal address
Alerts Laybys Customer Special Orders
Ermail Defaults @) Street address [Shop) @) Street address [Shop)
Ernail Program ) Postal address ) Postal address

Default Delivery Address On Purchases

@ Stieet address (Shop)

) Postal address

=

Default Address when Printing  For each type of transaction, select the address you want to display
on the form. For example, you might select to have your street address displayed on your purchases,
but your postal address displayed on your sales.

Tea and Sympathy

ABN.
23 Main Rd Melbourne VIC 3001

Purchase Teaand Ssympathy

PO Box 370 Melboume VIC 3000
Phone: 0399958999

[ Order Details |
[ | |

Sales Docket

Default Delivery Address on Purchases Select which address you want to set as the default to
display in the deliver to section of your purchase orders.

GST options

GST options enable you to record your ABN or ACN for display on receipts, invoices and orders, and to

select the way in which you display GST information on invoices and receipts printed in MYOB
RetailManager.

To display the GST options

1 Goto the Setup menu and choose Options. The Options window appears.
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2 Click GST. The window listing the options appears.

U Options @
General
Payrment Type ABN JACN.
PrinTincI; 12345673910 =] N
Message G5T Dptions S
Custom Frint [nvoice/Dockets in GST Format
Aocoun‘(ing Include Customer's 4.B.M. on Invoice/Dockets
Serial Number Frint Invoice Details Inclusive of GST H+B
Alerts Print 5 ales Docket Details Inclusive of GST
Email Defaults Print Goods/Orders Details Inclusive of GST
Email Program [] Suppress Tax Caleulation on lrvoices/Dockets
0K ] [ Cancel Apply

A ABN/ACN

B GST Options

e Print Invoice/Dockets in
GST format

¢ Include Customer’s ABN
on Invoice/Dockets

e Print Invoice Details
Inclusive of GST

e Print Sales Docket Details
Inclusive of GST

Enter your ABN or both your ABN and ACN in the ABN/ACN field.
If you are entering both your ABN and ACN, enter your ABN first in
the ABN/ACN text field. For example, If you want to list both your
ABN and ACN on your dockets and invoices, you can enter
12-345-678-932; ACN: 123-456-789.

Use the options in this group to specify how GST information is
displayed on your invoices and receipts.

Select this option to print invoices in GST format. If you select the
Print Invoices/Dockets in GST format option, when you
receive goods from a supplier who is not registered for GST, these
goods will display the GNR (GST Non-Registered) tax code in the
Goods Received window. This is to alert you to the fact that the
supplier does not have an ABN or that you have not recorded their
ABN in RetailManager (see ‘To set up supplier details’ on page 61).
You may need to quote a supplier’s ABN to claim GST credits for
your purchases from the ATO. If you do not record an ABN for a
supplier then GST will not be calculated.

Select this option to print your customers’ ABN on invoices and
receipts. This option is only available when the Print
Invoice/Dockets in GST format is selected.

Select this option to provide sell price details inclusive of GST on
your invoices. This option is only available when the Print
Invoice/Dockets in GST format is selected.

Select this option to provide sell price details inclusive of GST on
your sales receipts. This option is only available when the Print
Invoice/Dockets in GST format is selected.
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e Print Goods/Orders Select this option to provide purchase price details inclusive of GST
Details Inclusive of GST on your received/returned goods and order invoices and receipts.
This option is only available when the Print Invoice/Dockets in GST
format is selected.

e Suppress Tax Calculation Select this option to print dockets and invoices without GST
on Invoices/Dockets calculations.

3 Click Apply to commit the information.
4 Click OK to close.

5  Click OK to the information message.

Message options

Message options enable you to create, select and modify printed messages for receipts and invoices.
These printed messages include messages you want printed out on your sales receipts, and terms and
conditions you want printed out on your lay-by, quote, account sale, and sales order dockets and
instructions you want printed with packing slips.

You can also create and modify a Sales Prompt message that appears as a separate window in the Sales
window when any staff member enters their staff number and then presses ENTER. This message can be
used to prompt sales staff to remind customers about a forthcoming promotion or sale.

NOTE: RetailManager on a network if you are running RetailManager on a network, these message
options all apply globally to any workstation connected to your shopfront. See ‘Shopfront options’ on
page 398 for more information.

To create and modify a message

1 Goto the Setup menu and choose Options. The Options window appears.

2 Select Message. The Message window appears.

(] options [zl

General
Payment Type
Printing Select Message to Edi

GST [sales Prompt ] (Promts Staifon Sales Window)

Custom

Accounting
Serial Number
Alerts

Email Defaults
Email Program

anaan

3 Select the message that you want to create or modify from the Select Message to Edit list. A
number of message lines are enabled, depending on the message type you select.

4 Type the text of the message in the text area below the selected message.
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5 Click Apply to commit the information.
6 Click OK to close.

7 Click OK to the information message.

Custom options

Custom options enable you to label the custom fields that are displayed in your Stock, Staff, Suppliers
and Customer information windows, and also to label the Custom field in the Sales window.

Custom options also enable you to set the highlight and grid line colours of MYOB RetailManager
transaction windows. You can also set rules for capitalisation within RetailManager from the Custom
Options window.

To display the custom options

1 Go to the Setup menu and choose Options. The General Options window appears.

2 Select Custom. The Custom window appears.

(] Options =
General Custom Fisld Labels
Payment Type Stock - Custom 1 Cigstom 1 [»] Suppliers- Custom! Custom1 ]
Frinting Custom 2 Custom 2 =] Custom 2 Cugtom2 [ 2]
GST —_—
Staff - Custom 1 Cigstom 1 Customer - Custom 1 Cystom 1
Message [=] L1
Cutom? Cygomz [ 2] Custom? Cygomz [ ]
Accournting Stalus  Status >] Status  Status ]
Serial Number Sales- Custom  Gurvey =1
Alerts
Miscellaneous Colours Capitals
Email Defaults [ Highigh _
gl @
Emnail Program ® Hone
[T Alemate Grid line i
) Initial Caps
[ Highight Serial Grid fine
) Upper Case
Fleset Defauls © Lower Case

fonh

The Custom Options window contains three groups of options:

= Custom Field Labels

= Miscellaneous Colours

= Capitals.

Refer to the following sections for details of the options in each of these groups.

Custom Field Labels Use the options in this group to customise special fields to suit the needs of your
business. The Custom 1 and Custom 2 fields appear in the Stock, Staff, Sales, Suppliers and Customer

windows as data entry fields and can be used to enter additional information about a record; the
Status field appears as an option and can be used to flag a record.

To customise a custom field

1 Inthe Custom Options window, type the label in the field you want to customise. What you type
here will appear in the relevant window.

2 Click Apply to apply the changes.
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In the following example, the Stock Custom 1 and Custom 2 fields have been labelled Feature 1 and
Feature 2, and are used to record distinguishing features of a stock item.

Custom Field Labgls

=]

l Stock @
Barcode | Ih Stock: 1] Cs0: ]
Lay-by: 1] On Order: a
Description El \Order i}
Departrent Category 1 Categom 2 Category 3
Track Serial Mumber Package Static Quantity Freight Item Fractional Cluantities Uze Scale
General
Unit of Measure | Each Extended Descripti
Purchases [Cost] Sales [ RRF El 17/ Feature 1 El
Tax Code El El Feature 2 El
Ex Tax .00 | 0.00 (I

In the following example the Staff Status field has been labelled Part-time and is used to flag part-time
staff members.

Staff - Custom 1 Cystom 1 E
Custom 2 Cystam 2 [ZI

Status

Eg: Staff

Staff | ]z] Surname ]E Given Mames

Pasition ]E Docket Mame

RetailManager allows you to run reports using the customised fields and options as report selection
criteria. For example, you can run a staff commission report and find out the commission earned by
only your part-time staff members.

Miscellaneous Colours Use the options in this group to set colours that apply to fields and
non-transaction windows in RetailManager.

The following table provides details for each option in the Miscellaneous Colours group. For more
information about setting colour options, see ‘To select a colour’ on page 41.

Miscellaneous
Click to...

Colours options

Highlight set the background colour of a selected field, such as the Description field. This colour
indicates that a field is selected and ready for input.

Alternate Grid line set the background colour of alternate grid lines as displayed in lookup windows.

Highlight Serial set the colour that indicates a line is selected and ready for input within a serial number grid
Grid line such as the Stock Information Serial Numbers window.

Reset Defaults return the colour selection(s) to the default colours.
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To select a colour

1 Inthe Custom Options window, click the coloured square beside a colour option. The Color
window appears.

2 Select the colour you want for this option from the Basic colors or Custom colors grid, or use your
mouse to select a colour from the colour selection box.

3 Click OK to apply your selected colour to your selected colour option.
4 Click Apply when you have completed selecting your custom colour options.

Capitals Use this group to set the capitalisation rules that you want to apply to text entered in
RetailManager. The following table provides details for each option in the Capitals group.

Capitals options Select this option to...

None display text exactly as it is entered.For example, ‘ADaM SmITH bOOkseller’.

Initial Caps display text so that the first letter of every word is capitalised. For example, ‘Adam
Smith Bookseller’.

Upper Case display text so that every letter is capitalised. For example, ‘ADAM SMITH
BOOKSELLER'.

Lower Case display text so that every letter is in lower case. For example, ‘adam smith
bookseller’.

Accounting options

The RetailManager accounting export function eliminates the need to enter data separately into your
MYOB business management software. The information that you need to export will usually include
changes in stock value, amounts owed by debtors, and details of lay-bys and other transactions. See
‘Exporting RetailManager accounting data to your MYOB business management software’ on page 303
for information about performing an accounting export.

NOTE: MYOB business management software versions MYOB business management software refers to
MYOB Accounting 10.5 & above, MYOB Accounting Plus 10.5 & above, MYOB Premier 4.5 & above, MYOB
AccountEdge 2 & above, and MYOB AccountRight v19 & above (including AccountRight 2011 & above). If you
use an older version, you can use Generic Journal Entries to transfer data.

Task See

Set up RetailManager to enable it to export to your MYOB ‘Setting up RetailManager to export to your
business management software. business management software’ on page 42
Select the accounting package you use and the data you ‘The Export tab’ on page 42

want to export.

Set up RetailManager account codes to match the account ‘The Chart of Accounts tab’ on page 46
codes in the General Ledger of your MYOB business
management software.

Set up RetailManager export tax codes to match the codes ‘Exporting tax information” on page 56
of your MYOB business management software.

Set up your MYOB business management software to ‘Setting up your MYOB business management
enable it to recognise the RetailManager import file. software to import from MYOB RetailManager’ on
page 50
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When you have completed the set up tasks, you can export your accounting information from
RetailManager and then import this information into your business management software. For more
information, see ‘Exporting RetailManager accounting data to your MYOB business management
software’ on page 303.

NOTE: You may not need to export accounting information from RetailManager Many retailers use the
cashup/end-of-day reports for all their banking and accounting information. If you don’t want to export
accounting information, set the Accounting Package option in the Accounting window to ‘None’.

Setting up RetailManager to export to your business management software

You use the options in the Accounting Options window to set up RetailManager to export information
to your business management software.

To display the Accounting options tabs

1 Go to the Setup menu and choose Options. The General Options window appears.

2 Select Accounting. The Accounting Options window appears.

(L] Options (===
General Export | Chart of Accounts | Banking Export |
Payrment Type Accounting Package & Export Directory
Printing -
asT Package: | MYDB Accounting 12 & above, Premier 6 & above, AccountEdge 2 & above ~ |
Message Path:  C:\Program Files\MYOB [>]
Custom
Information to Expart Expotting Method Taw Code [f rone assigned)
Serial Number S @ Acousl
Alerts :
Purchases ® Cash Job Mumb
Ernail Defaults o ember
Ernail Program 7] Joumal Eniries 55 [=]

Export Detailed Joumnals

Use Clearing Account

OK J [ Cancel | [ Appl

Three tabs are displayed (Export, Chart of Accounts and Banking Export).
3 Click the tab for which you want to set options.

See ‘The Export tab’ on page 42, ‘The Chart of Accounts tab’ on page 46 or ‘The Banking Export tab’
on page 48 for more information.

The Export tab

The Export tab contains options that enable you to select the business management software to which
you export your RetailManager data.
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Accounting Package and Export Directory Choose your business management software from the
drop-down list in the Accounting Package & Export Directory group.

(2] options ==

General Export | Chart of Accounts | Banking Export |

Payment Type Accounting Package & Export Directary
Printing

GST Package: [MY0B Accounting 12 & above, Premier & & above, AccountEdge 2 & above ~

[0
Message Path:  MYDOB Accounting 10.5/11 & Premier 4 5/5
Generic Joumal Entries

N
Information w Crper oy mer 1 o L o e sy

RetailManager provides different options for exporting data depending on which package you choose
from the drop-down list. The following table provides details for each accounting package you can
select.

Accounting Package
i & Description

selection

AccountRight Online API This selection allows you to export your RetailManager data to MYOB AccountRight
files that are stored online. The export uses an Application Programming Interface
(API) which allows data to be sent automatically. It’s the easiest way to transfer your
RetailManager data.

AccountRight [Standard, This selection allows you to export your data to MYOB AccountRight v19. Exporting

Plus, Premier, Enterprise] allows you to take advantage of extra options such as selecting the information you
export, selecting the method you use to export (cash or accrual), and applying a
default tax code.

MYOB Accounting 12 & If you are using one of these accounting packages, you are able to take advantage of
above, Premier 6 & the options detailed below for earlier versions of MYOB business management
above, AccountEdge 2 & software, plus extra options such as assigning a Job Number to your export, and the
above option of exporting detailed journal entries.

MYOB Accounting 10.5/11 This selection allows you to export your data to MYOB Accounting v10.5 and v11 and

& Premier 4.5/5 Premier v4.5 and v5. Exporting to these versions of MYOB business management
software allows you to take advantage of extra options such as selecting the
information you export, selecting the method you use to export (cash or accrual), and
applying a default tax code.

Generic Journal Entries This selection will enable you to export your RetailManager data in a text file format.

None Use this selection if you do not want to export accounting information from
RetailManager.

Choosing your export directory Click Browse to locate your business management software’s
program folder (directory). This is the folder where RetailManager will store the export file and where
your business management software will look for a file to import.

NOTE: AccountRight Online APl If you’re using the AccountRight Online API, the path is selected for you.
As your retail data is sent directly to your AccountRight file, no export file is created or imported. However, if
an error occurs when sending data, you'll find details of the error in a log file located in this folder.

Enter path to export folder here.

Accounting Package & Export Directony

Packane: [MYDE Accounting 12 & above, Figmier 6 & above. AccountEdge 2 & above = |

Path: C:“Program Files\Mv OB \AccountRight
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Additional export fields

Depending on the package you select, additional groups will appear.

If you’ve selected Then these groups appear:

AccountRight Online API ¢ Information to export
e Exporting Method
e Tax Code (if none assigned).
You’ll also see an API Configuration section. See ‘AccountRight Online API
configuration’ below for more information.

MYOB Accounting/Plus 12 and ¢ Information to export
above, Premier 6 and above, and e Exporting Method
AccountEdge 2 and above e Tax Code (if none assigned).

e Job Number
e Export Detailed Journals.

MYOB Accounting 10.5/11 & ¢ Information to export
Premier 4.5/5 e Exporting Method
AccountRight (Standard, Plus & e Tax Code (if none assigned).
Premier)

Refer to the following sections for details of the options in each of the above groups.

Information to Export Use the options in this group to select the information you want to export
from RetailManager.

Select any or all of the Suppliers, Purchases and Journal Entries options to include this information in
your export.

NOTE: If you do not use MYOB business management software If you do not use MYOB business
management software, but still want to export data to your business management software, select to export
to Generic Journal Entries.

Exporting Method Select the Exporting Method—either Accrual or Cash. If you are unsure which
method to use, please consult your accountant.

Tax Code (if none assigned) Use the down arrow to select a default tax code from the list of available
tax codes. This tax code will be applied to lines on a journal entry that do not already have a tax code
assigned. Choose a default tax-code to ensure that journal lines are not marked as exceptions by your
MYOB business management software.

Job Number Use the input field to type a code to apply to your exports. You can use this option to
easily identify your export in your MYOB business management software. For example, if you have
multiple shopfronts in RetailManager, you can use the Job code as an identifier for each shopfront.

Export Detailed Journals Select the Use Clearing Account option to use a clearing account
specifically set up for RetailManager. You set your clearing account for RetailManager in the Chart of
Accounts tab of your Accounting Options window.
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AccountRight Online API configuration

If you’re using AccountRight and you store your company file online, you can use the AccountRight
Online API to connect your RetailManager file and your AccountRight company file. All you need to do
is select the AccountRight Online API Package and then configure some settings to get both programs
to talk to each other.

To configure your AccountRight Online API settings

1 Select the AccountRight Online API package. The APl Configuration section appears.

2 Click Configure. A sign-on window appears.

[ Remember me Forgot password

3 Enter the MYOB account details you use to sign-in to your AccountRight company file. (These are
also known as your my.MYOB account details.)

4 Select your online company file.

'] Please Select Your Company Dota Fic i |

Uses Harme: - Audbrarmshster []
Passwont []

Tast Connassiion Teraated
0 Cancel

5 Enter your AccountRight company file User Name and Password.
6 Click Test Connection to check that the details have been entered correctly.
7 When the connection test is successful, click OK.

Your RetailManager and AccountRight software are now talking. Any exports you make from
RetailManager will be sent directly to AccountRight and updated in your company file.
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The Chart of Accounts tab

In RetailManager setting up your accounting and banking options allows you to perform bookkeeping
tasks with ease. Use options within the Chart of Accounts tab to assign account numbers to your
business data such as assets (Bank account, Inventory account, Trade Debtors account), liabilities
(Credit Notes issued, Deposits received, Gift Vouchers issued), and income (Sales, Freight on Sales).

NOTE: Account numbers for sock items The sales income account and cost of goods account shown in this
tab are default accounts. You can set different income and cost of goods accounts for each stock item, see
‘Creating a new stock item’ on page 106 for more information.

Chart of Accounts tab options

The Chart of Accounts tab is divided into several groups of options:

= Asset

= Income

= Cost of Sales

= Expense

= Liability

= Clearing Account (if you are using MYOB Accounting 12 & above, Premier 6 & above or
AccountEdge 2 & above or an AccountRight version.

In the appropriate fields, enter the account numbers for the MYOB accounting accounts (Asset,
Liability, Income, Cost of Sales, Expense) that you want the export file to be allocated to.

Make sure you specify an account number for every active field of the Chart of Accounts.

Unlike MYOB business management software, which includes hyphens in account names, the account
names in RetailManager do not include hyphens. For example, if your bank account number in your
MYOB business management software is 1-1100 you should enter it in RetailManager as 11100.

NOTE: MYOB business management software account numbers Refer to the MYOB Accounts List for a list
of accounts used in your MYOB business management software. Ensure that you use the correct accounts
when exporting. Your accountant or consultant can provide professional advice on ensuring your accounts are
set up correctly in your MYOB business management and RetailManager software.

MYOB Asset account numbers begin with ‘1’
MYOB Liability account numbers begin with 2
MYOB Income account numbers begin with ‘4’
MYOB Cost of Sales accounts begin with ‘5’
MYOB Expense account numbers begin with ‘6’

Refer to the following sections for details of the fields in each of these groups.

Asset Use fields in the Asset group to assign asset accounts. The following table provides details for
each field in the Assets group.

Asset options Use this account to...

Bank Account record your daily takings.

Inventory record changes to the value of your stock.
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Asset options Use this account to...
Trade Debtors record how much money is outstanding on accounts from your customers.
Pre-Paid GST record the GST you have paid as part of sales order payments.

Liability Use fields in the Liability group to assign liability accounts. The following table provides
details for each field in the Liability group.

Credit Notes Issued record the amount of outstanding credit notes issued to customers.

Deposits Received record the amount of outstanding deposits received from customers.

Gift Vouchers Issued record the value of outstanding gift vouchers issued to customers.

Lay-by Payments record the value of lay-by payments received from customers until the goods are
collected.

Sales Order Payments record the value of sales order payments received from customers until the goods are
collected.

Income Use fields in the Income group to assign income accounts. The following table provides
details for each field in the Income group.

Income options Use this account to...

Sales record income received from all sales, including standard and account sales, credit notes
and gift vouchers redeemed, lay-by sales when finalised and deposits used.

Freight on Sales record income received from sales of stock marked as a Freight item.

Expense Use fields in the Expense group to assign expense accounts. The following table provides
details for each field in the Expense group.

Expense options Use this account to...
Account Sales Discount record the discounts given on account sales.
Till Shortage record the total amount of all till differences for the day (or session).

Cost of Sales  Use fields in the Cost of Sales group to assign cost accounts. The following table
provides details for each field in the Cost of Sales group.

Cost of Sales

Use this account to...

options

Cost of Goods record the value of stock that was sold in a day (or session).

Last Cost record the changing value of your stock (the stock variance). This is not recorded if you selected
Variance Average Cost in the General Options window.

Cost of Freight record the total cost of freight for the day (or session) of stock marked as Freight items.

Clearing Account The Clearing Account group contains one field that allows you to set the clearing
account number for RetailManager.
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The Banking Export tab

The Banking Export tab allows you to set up appropriate groups of payment types to be associated
with specific accounts in your business management software. For example, you might want to have a
specific account for cash and cheques that is updated with your daily physical banking transactions.

Export groups explained

When you make a sale, there are a number of payment methods by which the customer can pay for the
goods. The customer may pay by cash or cheque, payment methods which are usually banked daily, or
by credit card or another method which is usually banked periodically.

In RetailManager, export groups are used to group together payment types (such as cash and cheques)
and to export them independently to the corresponding Payment Type account used in your MYOB
business management software. This allows you to assign payment types to the export groups based
on the frequency with which you bank those payments.

NOTE: Set up export accounts before export groups You can only create export groups if you have
completed the details in the Accounting window. See ‘Setting up RetailManager to export to your business
management software’ on page 42 for more information.

An example export group In your MYOB business management software you may have an account
called ‘Bank Account’, account number 11000, which you use for all your cash and cheque payments. In
RetailManager, you would create an Export Group called ‘Bank’, give it the same account number,
11000, and then assign the payment types Cash and Cheque to it. In this way only cash and cheque
payments are exported to your ‘Bank Account’ in your MYOB business management software.

If in your MYOB business management software you had another account solely for Visa and
MasterCard payments, in RetailManager you would then create a second Export Group called
‘CCARDY’, give the group the same account number and assign the payment types Visa and MasterCard
toit.

NOTE: Export groups are not compulsory If you bank all your takings into the same bank account, then
there is no need to set up Export Groups. In this situation, all payment types are exported to the bank account
specified in the Bank Account field in the Accounting window.

You can define as many Export Groups as you want—one for each payment type if you want. Any
payments you don’t assign to an Export Group will by default be exported to the account number
specified in the Bank Account field in the Accounting window. We recommend that you enter the
MYOB business management software account number for your cash and cheque payments in the
(mandatory) Bank Account field, and then create an Export Group with the Cash and Cheque payment
types using the same account number.

Each Export Group can use any account code. When RetailManager exports information, a journal
entry is created for each Export Group, against the account code defined for that Export Group. The
account numbers you specify for each Export Group must correspond to accounts in your MYOB
business management software, or the export will fail.

Before you set up your Export Groups, make sure you have:

= entered all your export accounts in the Accounting window

= entered your export account for tax on sales

= specified the MYOB business management software you use in the Accounting Package field

= specified the location in which you want to save the export files.
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To create an export group

1

2

3

Go to the Tools menu and choose Options. The Options window appears.
Select Accounting. The Accounting window appears.

Click the Banking Export tab. The following window appears.

(] Options =
General Export | Chart of Accounts  Banking Expart \
Payment Type
Printing Export Group: |
GST I
Message

Payment Groups Associated Payment Types fwailsble Payment Types
Custom

unting

Amex
Bank Card

Serial Number Cash
Chedue
Alerts [I] Diners
Email Defaults E-FETDP%ASEHEE
Email Program [I] Master Card
MoTD

Wisa

oK. ] [ Cancel ] [ el

Your payment types (set up in the Payment Types Options window) are listed in the Available
Payment Types group in the right section of the window.

Click Create. The Export Group window appears.
Enter a name for the Export Group, such as ‘Cash’ or ‘EFTPOS'.

Click the Account field and enter the account code to which you want to export these payments in
your MYOB business management software.

The same naming rules apply as in the Accounting window—omit any hyphens, and make sure that
the Export Group account code you enter corresponds to the account number specified in your
MYOB business management software for the payment type(s).

Click OK. The new export group is displayed in the Payment Groups field.

To associate a payment type with a new export group

1

In the Available Payment Types field, highlight the payment type that you want to associate with
an export group and then click the left arrow ([ « ]) to move the payment type to the Associated
Payment Types list, and the right arrow ([» ]) to move them back.

When you have associated the required payment types with this new export group, click Create to
add the next export group.

As you create multiple export groups, you can click each Export Group in your list in the Payment
Groups list, and the associated payment types are displayed in the Associated Payment Types list.
You can still at this point use the left and right arrows to change which payment type you want in
which Export group.

Click Apply.

To delete an export group

1

2

From the Payment Groups field, select an export group.

Click Delete.
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To set up tax codes for export

For more information about setting up tax codes, see ‘Creating tax codes’ on page 57.

1

Go to the Admin menu and choose Set Tax Codes. The Tax Codes List window appears.

(L] Tax Codes List [zl
Tax Code” Description® Tax Type" Rate” -
FRE _ |GST Free Goods & Services Tan | 0.00%
GNR__|GST [NonRegitered) Input Taved 0.00%
GST | Goods and Services Ta Goods & Services Tan | 10.00%
INF___[Input Taned Input Taved .00
NT_ [MoTa Goods & Services Tan | 0.00%
50 Sales Tan 0% Sales Tan 0.00%
512 [Seles TaniZx Sales Tan [
522 [Seles Tanex Sales Tax 22003
New Ta Code - F5 Default Tax Code for Purchases [G8T -
Default Tas Code for Freight—~ [GST |
Fiint T ax Codes List Detault Tax Code for Sales 55T -
[ Select an item from the st ta edi. ar select New Tas Cade'ta create Chse |

Compare this list of tax codes with the tax codes used in your MYOB business management
software.

Adjust the tax code list items in your MYOB business management software to include the codes
used in RetailManager if necessary.

NOTE: More information on setting up tax codes For more information on setting up tax codes, see
your MYOB business management software documentation.

Ensure that an MYOB business management software account number is entered into the A/C for
tax on Sales field for each of the RetailManager tax codes (without the hyphen).

NOTE: Supplier names If you’ve been using MYOB business management software in conjunction with
RetailManager, you need to make sure that the names of suppliers used in RetailManager exactly match
the supplier names shown on Supplier Cards in your MYOB business management software. Names are
case and space sensitive.

Setting up your MYOB business management software to

import from MYOB RetailManager

1

2

NOTE: Using the AccountRight Online API?  If you’re using the AccountRight Online API, you don’t need to
complete these steps. Your file is automatically set up to import from RetailManager.

To enable your MYOB business management software to import from RetailManager, you need to set
a preference in the Preferences window, so that your MYOB business management software looks for
a RetailManager import file on startup.

Start your MYOB business management software.

Go to the Setup menu and choose Preferences. The Preferences window appears.
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3 Inthe System tab, select the | Use MYOB RetailManager option.

1 Preferences [a]®@ =]

[EEEE| windows || Reports & Forms | Banking || gles | Purchases | Inventory || secuity |

I Use MYOE RetailManager [System-wide]
(L1 Prefer to Use Help From the Internet, Rather Than My Computer
[ Wiarn if Jobs Are Not Assigned to All Transactions [System-wide]

[ Turn on Category Tracking: Categories are ot Require | on All Transactions [System-wide]

Close

4 Click OK.

Serial number options

Serial number options enable you to set parameters for how serial numbers are handled in
RetailManager. Serial numbers can be used for warranty tracking and inventory control.

See ‘Serial numbers’ on page 160 for information about working with serial numbers in RetailManager.

To display the serial number options

1 Goto the Setup menu and choose Options. The General Options window appears.

2 Select Serial Number. The Serial Number Options window appears.

2] options =]

General
Payrment Type
Printing

GST

Message -
Custom ] Prompt for S erial Number Entry

Accoum\ni [7] Enforce Unique Serial Numbers

S For al Stock ltems
Alerts

Email Defaults For same Product Items
Email Program

[2] Print \w/ arranty Date on Aeceipts
] Prift Serial Numbers with Gaods Recsived

For same Supplier ltems

[ O Cancel Apply

Refer to the following section for details of the options in the Serial Number Options window.
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Print Warranty Date on Receipts Select this option to print the warranty date associated with a
serial number on your receipts.

Print Serial Numbers with Goods Received Serial numbers entered in the Goods Received Serial
Number window will be printed on the Goods Received docket.

Prompt for Serial Number Entry For stock items that have the Track Serial number option selected,
RetailManager will prompt you to enter a serial number for the selected item.

Enforce Unique Serial Numbers The Enforce Unique Serial Numbers option directs RetailManager
to ensure that serial numbers are not repeated. You can choose to have unique serial numbers for your
complete inventory, for same stock items or for a particular supplier. Choose the appropriate option to
select the method of enforcing unique serial numbers.

Alerts options

You can set options in the Alerts tab of the Options window to display or not display alert messages in
RetailManager.

The alert message options are:

Prompt for data backup when closing Select this option to display the database backup message
when you close your RetailManager shopfront.

Prompt for data backup when opening Select this option to display the database backup message
when you open your RetailManager shopfront.

Prompt for Stock Security settings Select this option to display the alert message detailing the
windows affected by security restrictions applied to the Stock window.

Display Partial Stocktake Sheets Prompt Select this option to display a message asking if you want
to print out stock sheets during a partial stocktake.

Email options

You can specify email options in both the Email Defaults tab and the Email Program tab of the Options
window.

Email Defaults

You can specify the default subject and message text that you want to use when you email your
transaction documents and customer statements. Note that you can change this text before you send
an email.

The default email message text includes email tags. You can use these tags to personalise the email
message. For example, to start your email with “Dear Mrs Jones”, use the [Salutation] and [Surname]
tags. Note that you can add and remove tags as required.

NOTE: Blank fields in the customer’s record The details for email tags are taken from the customer’s
record. If the details in the customer’s record are blank, the tag will be left blank in the email. Check that the
customer’s record is complete before sending the email.
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For transaction documents, you can also select an option to include the document number in the email
subject.
To set your default text for emailing transactions and customer statements

1 Go to the Setup menu and choose Options. The General Options window appears.

2 Select Email Defaults. The Tax Invoice tab is displayed.

(] options =]
General Tax Inwoice | Sales Orders | ©5 Oiders | Quotes | Lawbys | Puchases | Customer Statements |
FTEnLLype Subi From Clearwater Pty Ltd

3 + rom Llgamater
Printing T -
GST [7] Inchude Tax Invaice No. in Subject
Message Message:  Dear [Salutation] [Given Name] [Surame] [Company Name], 3
Custom Flease contact us immediately if you are unable to detach or download pour tax
Accounting Thaityod
Serial Number

Alerts

Email Defaults
Email Program

4| n 3

How can | personalise the message?

[ K. | [ cancel | [ Aok

3 Specify the subject and message text you want to use when you email tax invoices.

4 If you want to add an email tag, right-click where you want the tag to appear. From the menu that
appears, select Insert personalised tags and then select the tag you want to use.

Paste

Salutation

Given Mame

Surname
Company

5 Click the Sales Orders tab and repeat from step 3 above.
6 When you have specified details in each of the tabs, click Apply and then click OK.

When an information window appears, click OK.

Email Program

If you have more than one email program installed on your computer, you can select the program you
want to use to email your customer statements, transaction documents and customer contact groups.

If you use an email program that uses Simple Mail Transfer Protocol (SMTP), such as Yahoo, Hotmail
and Gmail, you can set up your email program to work with RetailManager.
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To set your default email program

1 Goto the Setup menu and choose Options. The General Options window appears.

2 If you're using a desktop email program such as Microsoft Outlook, select Email Program and
select your email program.

(i) options [=

General
Payrnent Type
Printing Select Defavlt Email Program
GST
Message Emai Program | Microsaft Outlack -
Custom
Accounting
Serial Humber
Alerts

Email Defaults

Ermnail Program

[ 0K, [ cancel | [ Apol

3 If you're using an SMTP email service:
a Select the SMTP email program option.

b Enter the mail server details. You may need to contact your email provided for configuration
details.

4 Click OK.

Tax codes

MYOB RetailManager is designed for the Goods and Services Tax (GST) system. Under the GST system
every stock item either attracts GST or is GST-free and should be assigned a tax code in RetailManager.

Basic tax codes have been set up in RetailManager, and are described in the following table.

Tax code Use...

FRE if you are operating under the GST system, for items that are GST-free such as some
(GST-Free) types of food, medical supplies, educational material, etc.

GNR if you are not registered for GST (i.e. if your annual turnover is less than $75,000 or
(GST Non-Registered) if you are a non-profit organisation).

GST if you are operating under the GST system, for items that attract GST.

(Goods & Services Tax)

INP if you are operating under the GST system, for input taxed supplies such as finance
(Input Taxed) charges and residential rents.

N-T for items that are out of scope of GST, such as salaries and wages and security
(No tax) deposits, etc.
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NOTE: Using tax codes If you are unsure about the tax applicable for an item, check with your tax
consultant or your local taxation office. You can change the default tax code for sales and purchases.

In addition to the tax codes listed, you have the option to add new tax codes depending on the needs
of your business. See ‘Creating tax codes’ on page 57 for more information.

The following topics are included in this section.

Topic See
Setting up default tax codes below
Exporting tax information page 56
Creating tax codes page 57
Editing tax codes page 58
Deleting tax codes page 59
Setting up item tax codes page 59
Recording a customer’s tax terms page 60
Setting up supplier details page 61

Setting up default tax codes

Default tax codes can be set for sales, purchases and freight (in Goods Received).

When you set up default sale and purchase tax codes, any new stock item you create in RetailManager
will be assigned these default tax codes. The default tax code you set for freight will appear in the
Freight field in the Goods Received and Returned Goods windows.

NOTE: Freight Note that freight attracts standard GST.

Make sure the default tax codes you enter reflect the tax code of the majority of your stock items. For
example, the majority of items that a gift shop purchases and sells will attract GST—therefore the
default purchase and sale tax codes should be set to GST. On the other hand, a fruit shop should
probably set the purchase tax code to FRE (as fruit is GST-free), and default sale tax code to FRE, as fresh
food does not attract GST.

You can change an item’s default tax codes in the Stock window. You can also change an item’s sale tax
code at the point of sale, and the purchase tax code when receiving the item into stock in the Goods
Received window.
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To set up default tax codes

1

2

Go to the Admin menu and choose Set Tax Codes. The Tax Codes List window appears.

Set the default tax codes for Purchases, Freight and Sales by clicking in each field and selecting the
required code from the displayed list.

(1] Tax Codes List

Tax Code”
FRE

GST Free

Description*

Tax Type*
Goods & Services Tax

MR

GST (Non-Registered)

nput T axed

Hi

Goods and Services Tax

Goods & Services Tax

MF

Input Taxed

nput T axed

N

Mo Ta

Goods & Services Tax

50

Sales

axn 0%

Sales Tax

512

Sales

an12%

Sales Tax

I
S|R|RR
I
m

522

Sales

an 22%

Sales Tax

Mew Tax Code - F5

Default Tax Code for Purchases

Default Tax Code for Freight m
ST -

[T -]
Close

Detfault Tax Code for Sales

Frint Tax Codes List

| Select an item from the list to edit, or select New Tax Code'to create I

Set default tax codes here

3 Click Close.

Exporting tax information

If you plan to export information from MYOB RetailManager to your MYOB business management
software, note the following:

= Each tax code must be assigned an export tax code. MYOB Accounting and MYOB Premier use
3-character tax codes.

= Each tax code must be linked to the appropriate tax collected on sales account in your MYOB
business management software.

= If you create additional tax codes in RetailManager, make sure you create the same additional tax
codes in your business management software.

The following table lists and describes tax-related accounts in your GST-ready MYOB business
management software. This will give you an idea of what accounts are required to link the GST codes in
RetailManager. You could also simplify this account structure and create just one account called GST
Collected & Paid if you want.

Account
Number

Account Description

Account Name Account Type

This account reports a total figure for the
detail GST accounts listed below this header
account.

2-3000 GST Liabilities Header
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Account

Account Name Account Type Account Description
Number yp P
2-3100 GST Collected on Sales Detail Account This account records any GST you have
(Postable) collected from your customers.
2-3200 GST Paid on Purchases Detail Account This account records GST you have paid to
(Postable) your suppliers and vendors.

To set up export information

1 Gotothe Admin menu and choose Set Tax Codes.
2 Select a tax code from the displayed list by clicking it.
3 Enter the correct export tax code in the Export Tax Code field.

4 Inthe A/Cfor tax on Sales field enter the account number used by your business management
software to record tax collected from sales.

In the following example, the account for tax on sales is account 23100, which is the default GST
Payable Control Account in MYOB business software; the export tax code is GST.

() Tax Code Information =]

TeCods: BT [ ] ExpnltTaxEnd

Description:  Goods and Services Tax

Tax Type: Goods & Services Tax

Rate [%] 10 =]
A/C for tas on Sales : 25500 ]
Delete Code_| Cancel | Commit-F10_|

5 Click Commit - F10 or press F10 to commit the information.

Creating tax codes

In addition to the existing tax codes, you can create your own tax codes, depending on the needs of
your business.

Export sales If your business sells goods overseas, you may need to set up a separate tax code such as
EXP to record export sales. Export sales do not attract GST and therefore should show a GST rate of 0%.
Note that the tax code ‘FRE’ which is set up by default in RetailManager is used for goods which are
GST-free such as food and medical supplies, and should not be used for export sales.

Setting up a separate tax code for export sales will enable you to identify sales made to overseas
customers through RetailManager reports and help you complete the Business Activity Statement for
your business correctly.

NOTE: Charging freight on export sales If your business charges freight on export sales, see ‘Setting up a
freight item’ on page 114 for more information.
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To create a new tax code

NOTE: Tax Codes report You can run the Tax Codes report for a list of all your tax codes including the
type, rate and export account for sales. See ‘Reports’ on page 267, for more information on generating a
report.

1 Go to the Admin menu and choose Set Tax Codes. The Tax Codes List window appears.

2 Press F5 or click New Tax Code - F5. The Tax Code Information window appears.

(i) Tax Code Information =]
TaxCode:  GST [ ] Expon TaxCode: GST [ ]
Description:  Goods and Services Tas =]
Tax Type: Goods & Services Tax
Rats(z): 10 [ =]

A/C for tas on Sales 25500 >]
Delete Cade | Cancel | Commit-F10_|

3 Enter the tax code you want to create in the Tax Code field. This code can be up to three
alphanumeric characters.

4 Enter the export tax code. This field defaults to the tax code you just entered. See ‘Exporting tax
information’ on page 56 for more information.

5 Enter a description for the tax code in the Description field.

6 Select the tax type by clicking in the Tax Type field and choosing from Goods & Services Tax, Input
Taxed, and Sales Tax.

7 Enter the tax rate in the Rate field.

8 If youintend to export information from RetailManager to your business management software, in
the A/C for tax on Sales field enter the account number used by your business management
software to record tax collected from sales. See ‘Exporting tax information’ on page 56 for more
information.

9 Click Commit - F10 or press F10 to commit the information.

Editing tax codes

RetailManager allows you to change a tax code’s description, type, rate, export code and account
information.

NOTE:  You cannot change the tax type if the tax code has been used in a transaction, assigned to an item,
or set up as a default tax code.

To edit a tax code

1 Inthe Tax Codes List window, click the tax code you want to edit. The tax code details are displayed
in the Tax Code Information window.

2 Make the required changes.

3 Click Commit - F10 or press F10 to commit the information.

CHAPTER 1 SETTING UP



Deleting tax codes
If you created a tax code by mistake, you have the option to delete it.

NOTE:  You cannot delete a tax code that has been assigned to an item, used in a transaction, or set up as
the default tax code.

To delete a tax code

1 Gotothe Tax Codes List window. Select the tax code you want to delete from the list by clicking it.

The tax code details are displayed in the Tax Code Information window.

2 Click Delete. The tax code is removed from the list.

Setting up item tax codes

You can change the purchase or sale tax code of an existing item.

You should take care to ensure your items use the correct tax codes. If your business deals with fresh
food, while you may have some items which will attract GST, most of your items may be GST-free.

To set up item tax codes

1 Go to the Information menu and choose Stock.
2 Enter the stock item bar code to display the item record.
3 Adjust the tax codes used in Purchases and Sales.

This illustration shows the Purchases (Cost) and Sales tax codes set to GST.
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Recording a customer’s tax terms

RetailManager allows you to record an ABN for customers who are registered for GST.

To record a customer’s tax terms

1 Go to the Information menu and choose Customers.

2 Ensure the General tab is selected.

3 If applicable, select the Customer Registered for GST option and enter the customer’s ABN in the

Phone
Hohile

03 3785 3827

[] Fax  D3gvesaera

=]

ABN field.
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Contact Details 7] Customer Registersd for GST
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NOTE: Displaying a customer’s ABN on invoices and dockets.

If you want the customer’s ABN to

appear on tax invoices and dockets, you must select the Include Customer’s ABN on Invoice/Dockets
option in the GST Options window. For more information, see ‘Customising MYOB RetailManager’ on

page 21.

Whether or not you use this feature will depend on your local taxation laws. For example, certain
taxation laws may stipulate that over a certain value of sales, the invoice must show the customer’s
name, address and ABN. Check with your tax consultant or the taxation office about these rules.

The ATO have stipulated that:

= if a customer is making a purchase of $1,000 or more inclusive of GST, then the invoice must

show either the customer’s name and address, or ABN

= ifthe saleis $55 or more and less than $1,000 including GST, the invoice does not need to show

the customer’s name and address or ABN

u ifthesale is less than $50 including GST an invoice does not need to be provided.

If your customer is a foreign business, deselect the Customer Registered for GST option and select
the Overseas Customer option. Note that in RetailManager, a customer cannot be both registered

for GST and be a foreign business.

4 Click Commit - F10 or press F10 to commit the information.

CHAPTER 1

SETTING UP



Setting up supplier details

RetailManager allows you to record whether a supplier has registered for GST and if so, it allows you to
record their ABN.

When you set RetailManager to print invoices and dockets in GST format, a number of GST-related
changes occur in your shopfront. One of these changes protects you from recording a purchase of an
item including GST when GST is not included in the price. If an item’s tax code when purchased is set to
GST and you are purchasing the item from an unregistered supplier (you have not recorded the
supplier’s ABN in RetailManager), RetailManager will change the tax code from GST to GNR as GST has
not been included in the purchase price.

To set up supplier details
1 Go to the Information menu and choose Suppliers.
2 Ensure the Contact 1 tab is selected.

3 Select the Supplier Registered for GST option for your suppliers who collect GST, and enter their
ABN in the ABN field.
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4 Click Commit - F10 or press F10 to commit the information.
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Getting to know
RetailManager

This chapter describes basic MYOB RetailManager functionality such as navigation, searching, and the
use of touch screens.

You should be familiar with the Windows operating system, including standard mouse conventions
such as double-click, right-click and so on. See ‘Navigating in MYOB RetailManager’ on page 64 for an
explanation of some terms used in this manual. If you need help using the Windows operating system,
please see your Windows documentation.

About MYOB RetailManager

MYOB RetailManager is an inventory-based retail system Some retailers may not use inventory
management. Restaurants, cafés, and some service-based retail businesses are examples of retail
organisations that may not require full inventory management.

A RetailManager stock item can be defined with a static quantity, meaning that inventory records are
not kept, and the quantity of the stock item currently in stock will not be adjusted when sold. For
example, you could define the following food and drink items with static quantities:

11 Flat White $2.00
22 Machiatto $1.80
33 Cappuccino $2.20
77 Entree $4.95
88 Main Meal $9.95

You can mix and match items. For example, an electrical retailer will be using extensive inventory
management features most of the time, but will have several items listed as static quantities—labour,
service fees, and so on, while a hairdresser may have additional inventory-based items for sale, and a
café may have every item listed with static quantities.

Sales information recorded by MYOB RetailManager The RetailManager sales transaction can
utilise complete sales information—including customer number, selling price, tax code and discount.

Many retailers do not use all of these fields. The Skip Fields options can be set so that some or all of
these fields are skipped by default when making a transaction, resulting in a quicker transaction with
fewer required keystrokes.
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For example, it is unlikely that a coffee shop would require customer records, so the Skip Customer
Number option can be set to omit—skip— the Customer field in the Sales window.

You can also customise the windows using programmable POS keyboards and macro keyboard utilities.

Recording the staff member making each sale When a sale transaction is made, the current staff
number is recorded along with the sale. This is useful for any organisation that works with sales
commission, monitors sales performance by staff, or needs to track staff against specific sales. You can
make your staff records as brief or as comprehensive as you require. RetailManager’s summary and
detail Commission reports allow you to see exactly who makes the sales and the profit in your
business.

Some retail businesses may not want to use the complete set of staff management features. If you
don’t need to record the individual staff members, you can create a single staff number—for example,
‘1’—to be used as the default.

In addition, if you use a programmable POS keyboard or a retail key macro utility, you will usually
pre-define standard sales to include the default staff person.

Navigating in MYOB RetailManager

It is quick and easy to navigate in MYOB RetailManager. If you’ve used Windows before, you will
already be familiar with most of the techniques you will need to get around in RetailManager.

NOTE: Keyboard shortcuts You will be told throughout the User Guide of the various keyboard keys that
you can use in different situations. Keyboard shortcuts are also printed on the back cover of the User Guide.

You can navigate in most of the RetailManager windows with only the keyboard, using a combination
of shortcut keys, function keys, and other keyboard keys. Only some of the windows that are used for
more advanced functions in RetailManager—for example when looking at graphs or reports—might
require a mouse.

This chapter covers all the basics you need to know to get around in RetailManager, and includes the
following topics:

= ‘Types of fields’ below
= ‘Function and keyboard commands’ on page 67

= ‘RetailManager help options’ on page 70.

Types of fields

There are several types of fields used in MYOB RetailManager, which you will already be familiar with if
you’ve used Windows before. The different field types, and how each of them work, are explained
below.

Data entry fields Data entry fields are used throughout RetailManager to enter data. These are not
‘free text’ fields; you either have to enter a valid value, or create a new value.

From a data entry field you can press the F2 function key to display a ‘search for’ list of the available
values for that field. For example, in the Sales window, press F2 when the cursor is in the Staff field to
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display the Search for Staff No. window, listing all the available values for this field. Alternatively, you
can click the search icon () next to a data entry field with the mouse or, if you have a touch screen,
touch it with your finger.

Staff |3 | | Gina Campbell |

Text fields Text fields are used to enter free-form text. There are generally few restrictions on what
you can enter in a text field, however, it is recommended that you only use alphanumerics. Some fields,
however, will only allow you to enter numbers, for example when you are specifying a date range for a
report.

Invoice No. | A125443 |

Buttons Buttons are sometimes used in RetailManager, such as the Commit - F10 button, which
appears at the bottom of several windows, and is used to commit (save) transactions. The button can
often be greyed out, indicating that you haven’t entered enough data to carry out the function of the
button.

Arrow buttons The right and left arrow buttons are used to move values from one list to another. You
can find these buttons in the Banking Export tab of the Accounting Options window.

(D]

The up and down arrow buttons are used to move values up and down the list. You can find these
buttons in the Payment Type Options window.

(<]~}

Show Me How buttons You can use the Show Me How buttons in RetailManager to view tutorials
about RetailManager features. These buttons are usually displayed on information messages that
describe new features.

(L MY OB RetailManager Information [=]

° Use Dspartments and Categories to aroup stock items

l in your inventory.
\—

[ Dior't shaw me this again

[ showMehow.. | [ clse

Message bars A Message bar is incorporated at the bottom of most RetailManager windows, and
displays either description or instruction information relevant to the field in which the cursor is
currently positioned.
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Grids A Grid is a frame containing a list of data; grids appear in several RetailManager windows. Data
can often be selected from grids.

W |rclude | Customer Mo.* | Given Names™ | Sumame* Company Name” Sale Amount | Quantity” | No. of Sales” G.P~
[m] 1 Cash Customer $379.94 4 12 $12281
[m] 2 David Bates $635.64 ] 5 $22274
[m] 3 Sandia Whatson Finnata Services Pty Ltd $951.48 n 3 $333.45
[m] 4 Donald Sundstupe Kenton Cleaning Pty Ltd $0.00 a 0 $0.00
[m] 5 Alison Patterson $0.00 a 0 $0.00
[m] 3 Lonaine Gibson $1.22857 17 4 $422.83
[m] 7 Tilki's Takeaway $788.95 10 4 $264.68
] 8 Steve Fuller $2.293.57 13 3 $558.54

Most grids have column headings with asterisks (*), which indicates that you can click the column
heading to sort the grid by that heading. For example, you can sort the grid above by description and
cost by clicking the Description* or Cost* column heading.

You can left-click the heading to sort the list in ascending order, and right-click the heading to sort the
column in descending order. Where a column appears in yellow, you can directly edit values within that
column.

Drop-down lists Drop-down lists show a list of available options for a field. To display a drop-down
list, click the arrow to the right of the field. Use the scroll bar to move up and down the list; click the
value you want to select, or highlight the value and press ENTER.

Sales Frompt ~

Customer Message
Quate Terms & Condiions
Lay-by Terms & Condtions
Account Terms & Conditions
Sales Order Tems & Conditions
Packing Slip Instructions

Checkboxes Checkboxes are used to select a value. Click the checkbox with the mouse (or press the
SPACEBAR) to select and deselect the value.

[ Dizcount (in Tranzaction Windows)
[ Freight (in Goods Received / Return)
[ 5ell Price [in Transaction ‘Windows)

Radio buttons Radio buttons are used when you can select only one option from a list. Click the
radio button with the mouse (or press the SPACEBAR) to select and deselect the option.

() For all Stock ltems
() For same Product Items

() For same Supplier ltems

Tabs Tabs can typically be found at the top of a window, such as in the Options window. Each tab is
labelled, the label effectively being a window title; you can view the window by clicking the tab.

Transaction Windows l Sales] Dther]

Assist icons  Assist icons appear next to date and numeric fields and make data entry easier. If you
have a touch screen, you can touch the assist icon with your finger.
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Assist icons next to fields where a numeric value is required—such as the Discount and Sell
fields—display the calculator.

Dizcount | $D'DD|

Assist icons next to date fields display the calendar.

Invoice Date | 8/01/2009 |

Search icons Search icons adjacent to fields such as the Staff, Customer or Bar Code field let you look
up a list of valid values from which you can locate and select a value.

In some fields, search icons let you enter part of the value so that it is easier to locate it in a list. If you
have a touch screen, search icons in these fields will open a Virtual Keyboard that you can use to enter
text.

st (1) |

Record selector buttons The Record Selector button appears in information windows—Customers,
Staff, Suppliers, and Stock—and is used to scroll through the list of available records in the order you
specified. For example, to view a list of all your stock items (records) in order of bar code, click the Sort
By button and select Barcode from the displayed list. Then use the arrows on either side of the Sort By
button to scroll through the list of bar codes sorted in numeric, alphanumeric or alphabetical order
(depending on your naming convention).

4| Sart By .. |P‘|

Function and keyboard commands

Most MYOB RetailManager functions can be performed using function, shortcut keys and the standard
keyboard commands.

They are used primarily for opening new windows, for certain functions within windows—such as
committing a transaction—or for moving to fields within a window, depending on the data you want to
enter.

An example of a function key is F12, which takes you back one step in a window.
An example of a shortcut key is F6, which opens a new Sales window.

The standard keyboard commands include SHIFT+TAB. This is the equivalent of the F12 function key,
which takes you back one step in a window.

Where to find these commands

A list of function keys and keyboard commands used in RetailManager can be found on the back cover
of the User Guide. This list includes function keys, shortcut keys, menu command keys and the standard
keyboard commands.

You can also access these keyboard commands in RetailManager from:

= the menus at the top of the window, which give shortcut keys for selected menu items

NAVIGATING IN MYOB RETAILMANAGER
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= the message field at the bottom of a window, which advises how you can navigate from field to
field

= thelabel on a button, for example, the Commit - F10 button in the Sales window.

Opening the till drawer

The shortcut key for opening the till (cash) drawer is CTRL+Z.

Moving between fields in a window

You can move the cursor from one field to the next either by pressing TAB or ENTER. To move back a field,
hold down SHIFT and press TAB, or press F12.

Moving between windows

As you can have any number of windows open at once in RetailManager, allowing several sales people
to use the same till, you need to be able to move quickly between the windows. To move between
windows:

= press CTRL+TAB to cycle between windows, or

= press ALT+W to open the Windows menu at the top of your screen to view a list of open windows.
Then, either use the arrow keys to move down to the window you want and press ENTER to select it,
or type the number of the window you want.

Closing windows

To close a window:
= click the close icon () in the top right corner of the window if you are using a mouse, or

= press the Esc key—if you have data displayed, press Esc twice, as the first time will clear the
transaction details, the second time will close the window.
MYOB RetailManager calculator

The MYOB RetailManager calculator is used throughout RetailManager to make it easier and quicker to
calculate numeric values such as discounts and sale prices.

[ Virtual Keypad X

I [
JEaan

EpEnn
ann
K .

Cancel | |

Notice the three extra keys— | \ —on the calculator. When the cursor is positioned in the
Sell field in the Sales window, you can display the calculator and then press Cost or Sell, to display the
cost price or the sell price of the item, making it easier for you to calculate any discount on the item. To
give a customer a 10% discount on an item that you usually sell for $20, enter Sell - 10% in the
calculator. The Sell field displays $18.
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The T button can be used in the field to calculate the quantity when selling an amount worth of a
product. For example, if the customer wants to purchase $23 worth of lollies (tax inclusive), display the
calculator and enter T23. The Qty field will display the number of lollies the customer can buy for $23
(tax inclusive).

You can also use the T button to round a sale total in the Discount field. For example, if the total sale
amount is $1340.85 and you want to round it down to $1300, press T1300 and click Enter in the
calculator. The Discount field displays $40.85.

Note that in fields where you cannot use the Sell, Cost and T calculations, these buttons will be greyed
out. The Cost button will also be greyed out if you have password-protected Cost Pricing details. See
‘Security’ on page 285 for more information about password protecting fields.

Activate the calculator by pressing F2 when the cursor is in the field or by clicking or touching the assist
icon (J&l).
Windows calculator

You can also use the standard Windows calculator from within RetailManager. To activate the
calculator, go to the Tools menu and select Calculator, or press CTRL+A from anywhere in
RetailManager.

NOTE: Windows calculator You must have the Windows calculator installed on your computer for this
function to work.

MYOB RetailManager calendar

You can activate the RetailManager calendar from fields that require you to enter the date. To display
the calendar either press F2, or click or touch the assist icon ( ~ ) when the cursor is in a date field.

[0 Date Selection =]
N May 2011 June 2011 i |
75 265 27 28 29 A 1 12 3 4 5
203 4 5 6 7 8 B 7 8 9§ 101 12
310 11 12 13 14 15 13 14 15 16 17 18 19

16 17 18 19 20 21 22 20 21 22 23 24 25
23 024 025 X% 27 28 239 27 2 29 30

Ei|
July 2011 August 2011
12 3 1 2 3 4 & B 7
405 6 7 8 9 10 8 3 10 11 12 13 14

1 12 13 14 15 16 17 15 16 17 18 13 20 21
19 19 20 21 22 23 4 28D B X 7 %
25 26 27 2 23 30 3 29 30 3 1 2 3 4

5 B 7 8 9 11

T Today: 23/08/2011

| Select month with PgUp/PgDown, select day with Anows. Select

Selecting a date

= Use the mouse and click the date and then Select, or

= Use the PAGE Up/PAGE DOWN keys to select the month, and the arrow keys to select the date, and
press ENTER.

NAVIGATING IN MYOB RETAILMANAGER
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RetailManager help options

RetailManager Help

You can open the RetailManager Help from within RetailManager in the following ways:
= Go to the Help menu and choose Help Topics, or
= Press the F1 key from any window while you are working in RetailManager.

RetailManager Help provides specific, procedural help to the window you are viewing. By pressing F1in
the window you need help with, you can view the procedures you can complete in that window, and
tips or important information that you need to know.

RetailManager User Guide (PDF version)

You can access a Portable Document Format (PDF) version of the User Guide by doing the following:

K3

+* Gotothe Help menu and choose User Guide.

RetailManager Learning Centre

The RetailManager Learning Centre window automatically appears when you open a shopfront. If you
don’t want this window to appear, select the Don’t show me this again option. If you do this, you can
still access this window by doing the following:

K3

+* Go to the Help menu and choose RetailManager Interactive Help.

In the RetailManager Learning Centre, you’ll find tutorials demonstrating how to use many
RetailManager features. You can also view a video about acquiring and retaining retail customers. You
can view the following tutorials:

= Organising and grouping stock

= Entering multiple items of stock

= Creating duplicate stock items

= Moving stock to new departments
= Emailing statements to customers
= Emailing promotional material.

You can also access RetailManager tutorials from the Show Me How buttons in some RetailManager
windows.

Searching in MYOB RetailManager

There are five basic methods you can use in MYOB RetailManager to search for a record, whether it be
a customer, supplier, or previous transaction.

These methods are:
= ‘Using search criteria in a field’ on page 71

= ‘Using wildcards’ on page 71
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= ‘Using the Search for window’ on page 72
= ‘Using the Current Values list’ on page 73
= ‘Using the Lookup Transactions window’ on page 74.

The search method you find most useful will, in part, depend on personal preference, but also on the
information you have on hand.

You can also hide records that you want to exclude from searches and reports. For more information
see ‘Hiding records in searches and reports’ on page 75.

Using search criteriain a field

When you don’t know the bar code or ID of a record, you can search for it using this method by entering
the equal sign ‘=" in the field, and then entering the name or description of the record. The equal sign
tells RetailManager that the letters that follow are not part of the record ID but the name or description
of the record.

If you don’t remember the entire name or description of the record you can enter the first few letters
of it to help narrow your search.

You can also use wildcards directly in the field. See ‘Using wildcards’ below.

The following examples illustrate some situations in which you can enter search criteria directly in a
field.

Example 1 If the customer’s name is Andrews, type ‘=Andrews’ in the Customer field and press TAB or
ENTER. A list showing all the customers named Andrews appears. If there is only one Andrews on file,
then this record appears.

Example 2 If you didn’t hear the customer’s name properly, but thought the first few letters were
‘Fit’, type ‘=Fit’ directly in the field and press TAB or ENTER. A list showing all the customers whose names
begin with ‘Fit” appears. If there is only one customer whose name fits this criteria, then this record is
retrieved and displayed in the current window.

Example 3 If you didn’t hear the customer’s name, but thought that it ended with ‘pen’, then use the
wildcard technique, by typing ‘=*pen’ in the field and pressing TAB or ENTER. A list showing all the
customers whose names end with ‘pen’ appears. If there is only one customer whose name fits this
criteria, then this record is retrieved and displayed in the current window.

Using wildcards

Wildcards are special characters that can be used to stand for any missing letters or numbers in the
word for which you are looking. Wildcards can be used together in any combination.

Wildcards are a powerful tool for searching for a record, such as a stock item in a large inventory.
Wildcards are most commonly used to narrow the results of a search, often retrieving several records
as a result of your wildcard entry. This makes it easier to browse through a short list to locate the
required record.

If there is only one matching record retrieved, it appears in the field from which you initiated the
search.

For example, if you are only sure of the first three letters of the stock item description, you can enter
the ‘=" sign, then the three letters followed by the “*’ sign. The Search for Stock No. window displays
only those stock items with a description starting with those letters.

SEARCHING IN MYOB RETAILMANAGER
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You can use the following wildcards in MYOB RetailManager.

Wildcard Description Example

* Stands for one or more characters. f*g will find frog and fig, but not fish.
? Stands for one character only. f?g will find fog but not frog.

# Stands for one number only. fi#g will find f3g but not fog.

Using the Search for window

The Search for window is used to search for a record. You can go to this window from a data entry field
by pressing F2, by clicking the search icon (EJ) next to the field with the mouse or by touching the icon
if you have a touch screen.

The Search for window displays a list of all records available for the corresponding bar code, supplier,
customer or staff member field.

You would use this search method if you want to scroll through a list of the valid records, or you
anticipate that it might take you a few attempts to find the required record.

You can further narrow your search by entering only the first few letters or numbers of any part of the
record you are looking for, to retrieve only those records starting with those letters or numbers. The
more letters or numbers you enter, the more targeted your search. If you are searching for stock in the
stock Search For window, you can narrow down your search by selecting a department or any of the
category values from the drop-down lists.

If there is only one record matching your search criteria, it appears in the field from which you initiated
the search.

To search for a record

1 Click (or if you have a touch screen, touch) the assist icon next to a data field, or position the cursor
in the data field and press F2. The Search for window appears. If you entered any search criteria
before clicking the assist icon, the window displays only those records that match your search

criteria.
[ Search for Custorner No.., =]
* Sunams ] lke=
[ Use as detault [¥] Auto-nad customers [ Use predictive searching
| Customer No* | Sumame® Given Names™ Company Name* _ Phone#
2 Bates David 02 9375 8393
1 Cash Customer
8 Fuller Steve 0297723628
& Gibson Larraine 029394 2855
5 Pattersan Alisan 02 9437 3910
4 Sundstiupe Danald Kenton Cleaning Pty Lid 07 9275 3945
7 Tiki's Takeaway 02 9423 7350
3 Watson Sandia Pinnata Services Pty Lic 03 9765 3827
8 ltemls]
|8 ltemis) Close
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NOTE: Search for window title The title of the Search for window changes depending on the field or
window you were in when you pressed F2 or clicked the assist icon. For example, if you pressed F2 in the
Customer No. field, the Search for Customer No window appears.

2 Ifthe Search for window displays a long list of records or if you want to narrow your search, use the
following options:

|" Description j like = || Search

= Select the attribute you want to search within (such as Description) and type the first few letters
or numbers in the like = field. Click Search or press ENTER.

= Select Use predictive searching if you want RetailManager to complete the entry as you type.

= You can sort your selections by clicking a column heading. For example, in the staff Search For
window, clicking the Surname column heading sorts the displayed surnames in alphabetical
order. Clicking the Staff No column heading sorts the records in numerical order. Right-clicking
the column heading sorts the categories in reverse numerical or alphabetical order.

The records in RetailManager that match your criteria are retrieved.

3 If you are in the stock Search For window, you can narrow down your search by selecting the
department and category values from the drop-down lists and clicking Search.

Department; |FE - Categaory 1 |<All> - Categary 2 | <Al - Category 3 | <Al -

e |

Bar code”™ [ [Qefaults Cat 1* Cat 2¢ Cat 3* Cost® RRP*| Gk A
9 Appliances <NAA> | <NAAs | <NAA $10.00]  $1200) 0

2 rdoerr?i‘;\‘:: aker Brvite | <MA&: | <WdA» | $72273) 4893.00) 1

5 ComeE TECmatorn Brvite <MAA <MAA $71.36| $123.00[ -2

4 Food Mixer Broite | <MNAa> | <M/b> $92.73| #$159.000 2

1 Frying Pan K.chef Alumin | 10inch $20.00 $35.000 0

4 When you have located the record in the list, click on it or select it and press ENTER.

NOTE: Scrolling through the list If you have still retrieved a long list of records, you can scroll through
the list by either pressing the arrow keys on your keyboard or clicking the arrows on the scroll bar.

Using the Current Values list

The Current Values list is accessed from certain data entry fields, and is similar in purpose to the Search
for window described on page 72—it is used to retrieve a valid value for the field you are in. However,
unlike the Search for window, the Current Values list only displays the values that have previously been
entered in that specific field. For example, a value entered in the City field in the Suppliers window,
cannot be retrieved in the City field in the Customers window.

To use the Current Values list, do one of the following:

= Press F2in the field to display the Current Values list and select the required value using the arrow
keys.

= Click or touch the assist icon next to the field to display the Current Values list, and use the arrow
keys to retrieve the value.

= Type part of the word in the field and the rest will be completed for you. Note that you don’t have
to type in the equal sign before you enter part of the word.
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Using the Lookup Transactions window

The Lookup Transactions window gives you quick access to your transactions in MYOB RetailManager.

You can search for and view a single transaction in detail, or view a summary list of several transactions
that fit your search criteria.

Transactions are grouped by the following types: sales, credit notes, goods received, returned goods,
lay-bys, payments, purchase order, customer special order, sales orders and quotes.

The following example shows how to view a sales transaction. For information about viewing other
transaction types, see the RetailManager Help.

To view a sales transaction

1 Go to the Lookup Transactions window from anywhere within RetailManager by pressing CTRL+L.
This window is not dependent on any other field or window.

(2] Lookup Transactions = |
Sales | Credit Notes | Goods | Rstums | Lay-bys | Payments | Orders | Special | Sales Orders | Quotes |
Date” Tm* | Docket” Stalf* Cust” Toiah | eGP% +
22/08/2011 11 I C[1]  |Patterson. Alson $879.45] 33.09%
/03/2005 A PE (4] |Bates, Dawid $159.00( 36.95% =
/03/2005 FL C[1) |<Defadk
/03/2005 FL PE(4] | <Defaul
/03/2005 & PE (4] | Tiki's Takeaway
5 & PE (4] | Tikis Takeaway
/02720051235 | 54 C[1) | Cash Customer
/02720051235 | 54 AG (21| Tiki's Takeaway
/02720051234 | 5h JP(E]l | Cash Customer
/02720051233 | 5A 1 PE (4] | Cash Customer &
Showall | Show Last Sale [ 28 kansactions returmed ) Update Grid - F10
Feriod - from | 1/01/2008 | to | 23/08/2011 + | Docket-min ma
Staff No [=] Survey
Customer Mo [=] Total § - min max
Bar code [=]

2 Select the type of transaction you want to look up—sales, credit note, goods received, returned

goods, lay-bys, payments, orders, special orders, quotes and sales orders—by clicking the tab of
the required option. For this example, click Sales.

3 Toview:

the last sales transaction, click Show Last Sale. The original transaction window appears.

an older transaction or list of transactions, enter the relevant search criteria. You can enter
multiple search criteria to help narrow your search. RetailManager will display only those
transactions that meet those criteria you have entered. The search criteria vary for each type of
transaction. Described below are some of the filters for entries in the Sales tab.

Period (from To search by date, enter the date range in which the transaction occurred in the Period
and to) from and to fields. If you are searching for a single transaction and know the exact date of
the transaction, enter this date in both Period fields.

Docket (min Enter a docket number range in the Docket min and max fields to search for transactions
and max) within this range. If you are searching for a single transaction and know the docket
number of the transaction, enter this number in both fields.

TIP: Docket numbers Aseach docket number is unique, the fastest way to
view an original transaction is to enter the docket number.

Staff No Enter the staff number to search for transactions by staff member.
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Customer No Enter the customer number to search for transactions by customer.

Bar code Enter the bar code to search for transactions by stock item.
Total $ (min Enter a dollar range in the Total $ min and max fields to search for transactions with an
and max) amount within this range.

4 After you enter your search criteria, click Update Grid - F10 or press F10.

5 If your search returns more than one record, for example, more than one sale, these are displayed

in the grid. You can:

= use the arrow keys to find the required transaction. To display the original transaction, highlight
the transaction line in the grid using the arrow keys and press ENTER. Your transaction will be
displayed in the respective window—for example, a sale will be displayed in the Sales window.

= click Show All to view in detail all the transactions listed in the grid. The original transaction
window displayed has a transaction selector at the bottom of the window. Click the arrow buttons
in the transaction selector to view in detail each transaction on the list.

(4] «]_s&m0 [w[»]

To view comments for a particular transaction, press F3.

Close the window by pressing Esc, or by clicking the close icon () in the top right corner of the
window.

Hiding records in searches and reports

MYOB RetailManager gives you the option to hide your stock, staff, customer, or supplier records in
searches and reports. You can hide records you use infrequently, thereby making your search lists
shorter and making it easier for you to find a record.

You can hide a customer, supplier, staff or stock record simply by selecting the Hide in
Searches/Reports option for that record in the respective window. A hidden record is an inactive one;
it does not appear in search windows or reports, and cannot be used in any transactions.

For example, if you hide a stock item, you will not be able to order, receive, return or sell this item in
RetailManager. You would only want to hide records that you use infrequently. Possible uses for this
feature are listed below:

= Some items in your shop are seasonal—fruit, Easter eggs, swimwear, Valentine cards—and you
don’t sell them at other times of the year.

= You hire extra help during Christmas and these staff members don’t work in the shop the rest of the
year.

= You only buy seasonal items from a particular supplier and don’t use this supplier at other times.

To hide a record

Display the record details in the appropriate window—staff record in the Staff window, stock record in

the Stock window and so on—select the Hide in Searches/Reports option and commit the transaction.

You will now be able to retrieve this record only in this window. RetailManager does not recognise the
record ID from any other window.

You can generate the Hidden Records report to view a list of hidden records.

SEARCHING IN MYOB RETAILMANAGER
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To activate a hidden record

Display the record in the appropriate window—staff record in the Staff window, customer record in the
Customers window—and deselect the Hide in Searches/Reports option.

Touch screens

MYOB RetailManager touch screens are designed to make your point-of-sale operations easier. You can
perform transactions from a touch screen without needing to use either a keyboard or mouse, thereby
freeing up valuable counter space and enabling till-based operations to be performed smoothly.

Touch screens are primarily used from a point-of-sale location for cashup, sales and sales-related
transactions. It is recommended that other functions (for instance, receiving goods, account payments
and similar transactions) are performed using a keyboard and mouse.

For details about the transaction based touch screens, see ‘“Touch screen layout and features’ on
page 77.

To enable touch screens

You enable touch screens by setting the Enable Touch Screens option, within the General Options
settings.

1 Go to the Setup menu and choose Options.
2 Click General in the side menu and click the Transaction Windows tab.

3 Locate the Enable Touch Screens option.

& options [=]

Transaction Windows | Sales | Other |

yment Type Skip Fislds Display the following Qty's
[ Discount in T tion Wind o o o

Printing L [l On e [ Stock [ Layby (7] Sales Order

asT [ Freight (in Goods Received / Retum)
| Sell Price (in Transaction Windows]

Message [ sell Price fin T Windows]

Custom

Accounting HiE Quantiy Field

Serial Number [ Bar code [in Transaction Windaws] ] Display Sum of Quantity
| Cateqaties (in Transaction Windows]

Alerts Flc (inT windows]

Email Defaults
Email Program

Touch Seresn Idertical ltsms
Enable Touch Screens : ]
[¥] One display line: per item

[ 0K, [ cancel | [ Apol

7] Ta Code fin Transaction Windows)

4 Select the Enable Touch Screens option.

When Enable Touch Screens is selected, windows that you open within RetailManager are
displayed with larger buttons and, in some cases, a different layout.

5 Click Apply to set your changes.
6 Click Close and then OK.
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NOTE: Enable Touch Screens only applies to RetailManager windows opened after this option is set

If you already have windows open in RetailManager when you either select or deselect the
Enable Touch Screens option, these windows will keep their original layout.

Touch screen layout and features

The following diagram represents the Sales window with touch screen layout. Touch screen features
for other transaction screens such as Lay-by Payments, Sales Order Payments, and Quote Converter
windows are identical. Specific features are detailed in the following section.

T VYO8 Rarbaringer - Clearmates Py L1 [EICE]
fie_Trancwcion intcm: ot Manage 2ct Marageman Adman_Tooli rhp Window Hp
Sales
s y st [ ] Tumaday, 2 et 2011 unm
Customer .
s o] E—— — e

Hemn
detaits

pasers| ] [oeee el e = |
ity (P —) [Fo== O —

[ g s o s rame, F 2 S ] -
||
Sekes [=]

Transaction touch screen features The four main transaction windows for touch screen use are the
Sales, Lay-by Payments, Sales Order Payments and Quote Converter windows. The touch screen
features are the same for each window.

TOUCH SCREENS
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Refer to the following diagram and table for a description of the touch screen features.

Item Selection Line B

gt e stall ruasbes o4 e, P20 Seasch.

H G FE

A Press Search for lookup. The touch screen lookup window appears.

[ search for Seaff Ha, =)
* Sumame | lke= [»] [ Seach
Useasdefault (V] Autorload staff Use predictive sarching
Staff No* ‘ Sumame* Given Names* ‘ Docket Mame* | Phone #* | Mohile t|
-1 Aland Douglas Daugie 02 9528 4923
| - Campbe| Gina Gina 02 9534 8295
| 1 Cutler Erian Brian 0234357828 041147
I 4 Evang Peta Peta 0295421844 041218
| 2 Ganham Blistan Al 0294328739 041213
| ] Paisson Jean Jean 02 3410 2848
£ ltemis)
[Jean  Closs |
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B Use the virtual keyboard button for the Custom field. The virtual keyboard appears.

(0 Virtual Keyboard =]

|

it “

Cancel Cammit
C  Pressthe plusicon to add an item from the Item Selection Line (refer to diagram) to the Entered Item List (refer to
diagram).
D  UseEntered Item List scroll bar to scroll through a list of items, if there are more items than can be displayed in the
Entered Item List.
E  Press Profit to display information about profit for the current transaction. Information appears in the payment
details frame of the transaction window. See the example below.
Sale Pt e~
= K — [~ B o
e e m
F

Press Tax to display information about tax for the current transaction. Information appears in the payment details
group of the transaction window. See the example below.

Sak T r
p || e ¥
5 1 R =

m m — m
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G

J

K

Press Comment to record a comment for the current transaction. Use the assist icon to display the touch screen
text input window (virtual keyboard). Press Finalise Transaction to return to the transaction.

(D OB RersBariger - Clenrmter Pry 114

e Trnmscton detomaton  Sack Mamgemant ComtactMaragemant  Becorckabon Adman Tooll ety Window  Halp

Sales
a7 | Aot G |
Cuptornsr ¢ Dhonaid Sunchina - Fanion Cleanng Py Lid || Dt |
Commarts

| Tuestay B2 || 157043 |

Sury ]

o

[ o ]
LI

u- [t st i e o

T ——

Press Delivery to display the Delivery Details window. The Delivery Details window allows you to enter the
address and delivery dates for the items in this transaction. Note the Delivery button is only active if you have
selected a customer for this transaction. See ‘Delivery address’ on page 185 for more information.

Press Finalise Transaction to display and select payment types and enter numeric payment information. The
Payment Details group and numeric input screen are displayed in the Product Details area of the transaction
window. The Finalise Transaction button is replaced with a Return to Transaction button that allows you to return
to the transaction and continue adding or deleting items if required.

(I MHOB RerniBdarger - Clearmter Py Ltd

e Trnmscton detomaton  Sack Mamgemant ComtactMaragemant  Becorckabon Adman Tooll ety Window  Halp

Sales
g ] | Tustay Bapman || 15120 |
Comiomes [ Dorukd Sunchtnpn - anton Cisarng Py Lid |[ owmn | Survny '

u- [t st i e o

etsa

Press the assist icon beside an item in the Entered Item List to move it to the Item Selection line. This allows you to

change the quantity, sell price and so on for this item.

Press the minus icon to remove an item from the Item Selection line.
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Staff

Each sale or sale-based transaction performed in MYOB RetailManager must be associated with a staff
member. Staff member information can be as simple as a name and a number, with only one staff
member defined for all transactions, or it can be detailed information, including contact numbers and
addresses, and information such as whether a staff member is employed full-time or part-time.

With consistent use of the RetailManager staff features, you can perform staff reporting and
information tracking tasks. You can record and report on staff commission on sales across your whole
range of stock items or for specific items.

Details of transactions (sales, lay-bys, goods received, payments, orders, special customer orders, sales
orders and quotes) that a staff member has processed can also be recorded.

Overview

MYOB RetailManager assumes that you have defined a staff member for each person who will be
making a sale, receiving goods, and so on.

The staff number is a unique ID you enter in a transaction window. It can be alphanumeric and up to 15
characters. The staff number is used when making sales and receiving goods, for example. The name of
your staff member appears on the transaction docket when it is printed.

If, for security reasons, you don’t want employees’ real names appearing on dockets, or if the employee
prefers to be known by a nickname, you can specify a docket name for the staff member. This name will
appear on all transaction dockets.

You need to define at least one staff member to use RetailManager. If a single staff member uses the
system most of the time, you have the option of setting a default staff number, which will appear
automatically in the Staff Number field each time you open a transaction window. See ‘The Sales tab’
on page 24 for more information.

If you have several staff members but don’t want to create a record in RetailManager for each of them,
you can create a generic staff number such as ‘Sales’ which every staff member will use when making a
sale.
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Staff commissions on sales

In MYOB RetailManager, staff can earn commission on sales globally and also on sales per product. You
can set the percentage commission rate earned by staff globally, that is on all sales made, in the Staff
window. In addition to this you can set an extra bonus commission amount on sales of a specific
product in the Stock window.

See ‘Creating and editing staff records’ below for instructions on how to set the staff commission rate
on all sales for a staff member. See ‘Creating a new stock item’ on page 106 for instructions on how to
set the bonus commission rate for a stock item.

If your staff receive a bonus commission when a sales target for the store has been reached, use the
Sales Period report to monitor sales on a weekly basis.

Viewing accrued staff commissions

To view the commission earned by staff, run one of the Commission reports. These reports can be run:

= for all staff, for individual staff members, or for those staff members you have flagged using the
custom option in the Staff window. See ‘To customise a custom field’ on page 39 for more
information

= for commissions accrued in any specified period
= inadetailed version, or in summary version per day, week or month.

See ‘Reports’ on page 267 for more information on generating a report.

Maintaining staff details

The following topics are included in this section.
= ‘Creating and editing staff records’ below

= ‘Viewing staff transaction details’ on page 85.

Creating and editing staff records

Staff records are created and edited in the Staff window. If you're creating individual staff records for all
your members of staff, it’s a good idea to enter as much information as possible and keep the
information up to date.
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To create a staff record

1

2

Go to the Information menu and choose Staff, or press CTRL+F. The Staff window appears.

B Staff =]
7 Staff [ ] suname 2] Given Names [=]
Fosilion ] DocketName [ ] Parttime

General |

Address IE Hide: in Searches / Reports
5] || | Esiaion [ =
[ (Paid on percentage of Grass Profit]
Subuh 1 st [ =
Post Cods (53|
Phane ] Mabie [ ] Email (BN
Custom 1 (BN
Custom 2 (BN
[ Tnput the staff rumber or name, F2 ta Search, F5 for New | Sort By |»]| _ Commit-Fin_|

Enter a staff number or identifier. If you want to specify the staff ID for a staff member, enter it in
the Staff field, making sure that you have not already used it, and press ENTER. A question window
appears.

(L) MVOE RetailManager Question 3 |

b Mo matching Staff found
\‘) Do you wish to try searching by Surmame?

(by inserting an = before the search text)

[ wes | [ Na | [ Creats |

Click Create. Alternatively, if you want RetailManager to automatically allocate a unique staff
number, press F5. The word ‘<New>' is displayed in the Staff field. The staff number will be
allocated when you commit the transaction.

NOTE: Default staff number To make a staff number the default, so that the most commonly used
staff number is automatically displayed in every transaction window, see ‘Default Staff’ on page 27. You
can still override the default staff number in transaction windows.

Complete the Staff window. As you enter each field, a description of the field is displayed in the

long text field at the bottom of the window.

= Enter the staff member’s surname and given name in the respective fields. You can enter either
the staff member’s surname, or given name, or both. These fields are mandatory. If you want a
different name to appear on the docket, enter that name in the Docket Name field.

= Inthe Position field enter the staff member’s position, or area of work, such as ‘sales’.
Alternatively, if current values exist for this field, press F2 and choose the required position from
the displayed list.

= Select the Hide in Searches/Reports option if you don’t want this staff record to appear in
search lists and reports. See step 5 on page 75, in ‘Hiding records in searches and reports’ for
more information.

= In the Commission field enter the commission percentage for the staff member, or leave the
field blank if you do not use commission. The percentage you enter here is of the gross profit on
sales; when you run the Commissions report, this is the percentage that will be printed for the
staff member, and used as the basis for the commission calculations.

MAINTAINING STAFF DETAILS
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NOTE: More on staff commissions
information.

See ‘Staff commissions on sales’ on page 82 for more

= Select the Status option if you want to flag this staff member. For example, you can change the
name of the Status field to ‘Part-time’, so you can flag all your part-time staff. See ‘Custom
options’ on page 39 for more information.

= Complete the custom fields as required. See ‘Custom options’ on page 39 for more information.

By staff =]
| Stf 5 [ | Sumame Aland [>] GivenNames Douglas >]
Position  Assistant [>] Docketame Dougie [ | Parttime ]
General | Sdes | Laptys | Goods | Betums | Bapments | Orders | £S0 | Sales Order / Quotes |
Addiess 12 Bruzzano Place [»]  HideinGearches / Repotts B
|| e 2 %
[»1  (Paid on percentags of Grass Profit)
Subwb  CAOVDONPARK [ | Stale  NSW =] E— e |
Fost Code 2133 =]
Phone 0295284323 [ » | Mobie [ Emai ]
Custom 1 ]
Custom 2 ]
[ Entter the stalf member's sumame 4| sonBy.. [®|  commiFi0 |

Once you have entered enough staff information, click Commit - F10 or press F10 to commit the

information.

To edit a staff record

Note that to change the staff number of an existing staff member you must reallocate the staff number.
See ‘Reallocating staff, customer or supplier IDs” on page 277 for more information.

1

2
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Go to the Information menu and choose Staff, or press CTRL+F. The Staff window appears.

Enter the staff number in the Staff field. If you don’t know the staff number, press F2 or click the
search icon ([»_]) and select the required staff member from the list displayed. See ‘Searching in
MYOB RetailManager’ on page 70 for more information.

When you have the staff member’s record displayed in the Staff window, you can change the staff

member’s details as you require.

Notice as soon as you change any of the information, the Commit - F10 button becomes active,
indicating that you can now commit the changes.

Click Commit - F10 or press F10 to commit the information.
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Viewing staff transaction details

MYOB RetailManager maintains a detailed record of transactions made by each staff member,
including sales, lay-bys, goods received and returned, payments, customer special orders (CSOs), sales
orders and quotes.

To view staff transaction details

1 Goto the Information menu and choose Staff, or press CTRL+F. The Staff window appears.

2 Enter the staff member’s number in the Staff field and press ENTER. The staff member’s details are
filled in.

3 Click the required tab.

In addition to the General tab (which is described in ‘To create a staff record’ on page 83), the Staff
window displays the Sales, Lay-bys, Goods, Returns, Payments, Orders, CSO and Sales Order/Quotes
tabs. Each tab is described below.

NOTE: Costcolumn The Cost column may not be displayed in these views if you belong to a staff group
with restricted access privileges. For more details about setting up access privileges, see ‘Security’ on
page 285.

Viewing sales details Click the Sales tab to view a list of products sold by the staff member and
shows the date and time of the sale, docket number, the quantity, cost and sell price of the product and
the estimated gross profit percentage on the sale.

To view the original transaction, Click a column heading that has an asterisk next to it
press ENTER or the SPACEBAR, or to sort the grid by that heading. Right-click to sort the
double-click the line. column in descending order.

[rate® Docket* Product Qt_lJ" Cost [ex]*| Sell [ex]*| eGP%Z  »
22/08/2011 11:23 28 Box of Chocolates 55 $9.00[  $1454] 3810
158/02/2005 12:35 22 Food Miser 1 $92.73| $14455| 3585
15/02/2005 1235 22 Freight 15 $0.00 $9.09] 100.00
15/02/2005 1210 4 Milk. 2 $2.27 $2.95] 2308
15/02/2005 1210 4 Bread 2 $2.20 $2.75) 2000 |-
15/02/2005 1210 4 Salami 05 $7.50 $9.93] 2492 |

O Tau Inclusive @ TaxExclusive
Select the Tax Inclusive option Select the Tax Exclusive option
to view cost/sell price tax to view cost/sell price tax

Viewing lay-by details Click the Lay-bys tab to view a list of items the staff member has placed on
lay-by. Each line shows the date and time of the transaction, the lay-by number and status, and the
quantity, cost and sell price of the item on lay-by.

Viewing goods received details Click the Goods tab to view a list of goods received into stock by the
staff member. The date and time, supplier number, docket number, invoice number, the unit cost and
quantity are listed for each item received.
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Viewing returned goods details Click the Returns tab to view a list of goods returned to suppliers by
the staff member. Each line shows the date and time of the transaction, the supplier number, RA
number, unit cost and quantity of items returned.

Viewing payment details Click the Payments tab to view a list of lay-by and invoice payments
processed by the staff member. The grid displays the date and time, customer number, invoice, sales
order or lay-by number, payment reference number, transaction type, payment method and amount
paid, for each payment.

Viewing orders details  Click the Orders tab to view a list of items ordered by the staff member. The
grid displays the date and time, order ID, suffix, the name of the supplier, the cost of the stock item and
the quantity ordered, together with the status of the purchase order.

Viewing customer special order details Click the CSO tab to view a list of customer special orders
processed by the staff member. The date and time, customer name, sell price, quantity ordered and
order status are shown for each item on order.

Viewing sales orders and quotes Click the Sales Order/Quotes tab to view a list of the sales orders
and quotes processed by the staff member. The date, product name, customer name, sell price,
quantity and status of the sales order are shown for each item ordered or quoted.
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Stock

Managing your stock is a fundamental part of running a good retail business. MYOB RetailManager
gives you complete control of your stock and provides you with many tools to maintain your inventory.
Not only can you set the code, description and price of an item, you can also set the required stock
levels, tax codes, default supplier, departments and product categories, commission level, minimum
stock level and more.

When you make a sale, RetailManager automatically adjusts your stock levels to reflect the sale. From
the time of delivery (goods received) you can record stock into your inventory, and with the use of
serial numbers, you can track the movement of a stock item from goods received through to sales and
beyond, helping you maintain warranty and returned goods records.

RetailManager provides you with a complete system to create, print and recognise your own bar codes,
or use the bar codes already belonging to a product.

RetailManager lets you combine products into packages, where you can sell a number of individual
stock items together under a single price. You can also define a stock item and sell it in portions, or by
weight.

Stocktake functions, particularly with the addition of a bar code scanner, are simple to perform, and
added functionality such as using serial numbers means you have access to a high-powered inventory
control system as part of your retail software.

Overview

Stock management is split into several functions that reflect the requirements of an efficient
retailer—creating and editing an item, creating purchase orders, receiving goods, managing bar codes,
returning goods and stock adjustments (including single item, partial and complete stocktakes).

Inventory records should be kept by retail businesses that:

= receive products from suppliers and then sell these products unchanged—that is products that are
sold as supplied

= receive raw materials from suppliers, manufacture products on-site, and sell these products.
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Before you use inventory

Before setting up or using your inventory, you should consider and plan your approach to the following
areas:

= suppliers and default suppliers

= product departments, categories and category values
= setpricing

= taxcodes

= customer grades.

Suppliers

Inventory items are normally associated with different suppliers. RetailManager reports the purchases
and items to be ordered, listed by supplier. You can then create purchase orders in RetailManager to be
sent to each supplier.

When you receive a stock item into stock, you receive it from a specific supplier, but the stock item
itself is not linked to the supplier. This allows you to associate one or more suppliers with each stock
item.

Default suppliers If you receive a particular product from one supplier most of the time, you have
the option to link the supplier to the product by making them the default supplier. RetailManager will
allow you to receive this product from other suppliers as well.

If you are not using RetailManager for supplier management, then you will need to set up a generic
supplier to enable you to receive stock items into stock.

NOTE: When the supplier is not the default supplier If you select the Check Last Stock Supplier option in
the General Options window, RetailManager will display a warning when you receive a product from a
supplier who is not the default supplier of that item.

For more information, see ‘Maintaining supplier details’ on page 90.

Product departments, categories and category values

In RetailManager, you can organise stock into departments just like you do in your shop. RetailManager
also allows three category classifications for items within a department. Grouping stock items into
departments and assigning them different category values lets you take advantage of the inventory
management features of RetailManager. Using departments and categories to group items in your
inventory can provide greater detail in reporting, and helps you to streamline stock searching and
stocktaking.

The expanded stock classification system includes the Departments & Categories Assistant, the
Reassign Stock Items feature, the Select Multiple Stock feature and the Duplicate Stock items feature.
These new features help you set up a new stock classification system from scratch or help you expand
your current stock classification.

For more information, see ‘Maintaining stock items’ on page 93.

Reassign stock items The Reassign Stock Items feature lets you quickly assign current stock to new
departments and categories.

CHAPTER 4 STOCK



You can search for stock items using the department name or category value filters, and then assign
them, either individually or in bulk, to new departments and categories. Using the Reassign Stock Items
feature, you can change the classification of a large number of stock items in a single operation. This is
useful if you have imported a large amount of stock from a different application or even a previous
version of RetailManager.

For more information, see ‘Reassigning stock items’ on page 104.

Set pricing

MYOB RetailManager has a set pricing structure that allows you great flexibility in setting up a
customer discount structure or similar program for your retail business. Such programs can be a great
incentive for your customers to do more business with you. RetailManager’s set pricing structure gives
you the flexibility to set up customer discounts to accurately reflect your business requirements.

At the highest level, the global pricing level, you can set up five customer grades that will apply to all
your stock items universally, regardless of the terms and discounts at which the stock was supplied to
you.

You can then make exceptions to this global pricing structure on a category or stock item level; for each
of these, you can set up new discounts for each of the customer grades that will override the global
pricing structure.

NOTE: Customer records Customers must have customer records before you can assign them a grade.

Common examples of pricing grades at work involve terms such as recommended retail price, trade
price, and preferred customer discount.

For example, in a hardware store you might decide that on the global level you will give your A-grade
customers the maximum discount of 15%. If your suppliers give you a lower margin for hand tools, you
can then create a new set of rules for the hand tool category in which you give your A-grade customers
10% off purchases of hand tools. However, there may be a specific hand tool that is supplied to you at
a greater discount; you can set up another set of pricing rules for this stock item alone, which will
override the hand tool category pricing rules and the global pricing structure.

For more information, see ‘Pricing grades’ on page 137.

Tax codes

Every item you buy or sell will either attract GST or be GST-free, and therefore, should be assigned a tax
code in MYOB RetailManager.

NOTE: Tax code for freight RetailManager has a default tax code for freight on Goods Received.

You can set default tax codes for sales and purchases in the Set Tax Codes window, so that every time
you sell or purchase an item, the default tax code is automatically displayed.

If required, you can override an item’s default tax codes in the Stock window. You can also override an
item’s sale tax code at the point of sale and the purchase tax code when receiving the item into stock.

For more information, see ‘Setting up default tax codes’ on page 55.

Customer grades

Each customer can be assigned a pricing grade in the Customers window.

For more information, see ‘Maintaining customer details’ on page 224.
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Maintaining supplier details

The Suppliers window is used to record all the relevant details about your suppliers. It also records
every transaction you have performed with each supplier, including all goods received and returned
goods transactions.

It is not mandatory to use the Suppliers window. For retail businesses which receive the stock they sell
from suppliers, keeping track of suppliers is essential. For retail businesses where the supplier supplies
the raw materials for making the stock, such as in the food industry, inventory records of each stock
item (such as food dishes) are not kept, as the stock items are made on site. Therefore the inventory
level for each stock item is set to ‘static’.

The following topics are included in this section:
= ‘Creating and editing supplier records’ below

= ‘Viewing supplier transaction details’ on page 92.

Matching supplier names in RetailManager with supplier names in your MYOB business
management software The first time you export accounting information (for example, detailed
purchases) to your MYOB business management software, the suppliers you have set up in
RetailManager will also be exported. Any suppliers that don’t already exist in your MYOB business
management software will be created for you automatically. For subsequent exports, ensure that the
name of each supplier in your MYOB business management software matches the name in
RetailManager exactly—including the same capitalisation and case.

NOTE: Supplier Registered for GST  If your supplier is registered for GST, make sure you select the Supplier
Registered for GST option in the Suppliers window. You then need to record the supplier’s ABN. You must
quote the supplier’s ABN to claim GST on your purchases.

Creating and editing supplier records

Supplier records are created and edited in the Supplier window.

Note that you cannot delete supplier records in RetailManager. You can, however, hide records that
you don’t want to appear when searching or generating reports. For more information, see ‘Hiding
records in searches and reports’ on page 75.
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To create a supplier record

1

Go to the Information menu and choose Suppliers or press CTRL+P. The Suppliers window appears.

. Suppliers =
Supplier | [] Mame
@ Grade Nol Graded Delivery Delay [ des [Dsiiveres are Freight Fiee
Custom 1 [] Custom 2 [»]
Cortact 1 Contact 2 |
Main Contact Address
Position [»]
Phone
Fai Suburb [32] state [»]
Email Post Code Country [=]
purchass orders
Automatically Fisject Back Drd
Supplier Registered for GST womaliesly Hefeet Hack Hriers
Hide in Searches / Reports
ABN
[ Input supplier number or name, F2 to Search, F5 for New | Sort By | »] _ Commit-F10_|

Enter the supplier number in the Supplier field and press ENTER

If you want RetailManager to automatically allocate a unique supplier number to a supplier, press
F5. The word <New> will be displayed in the Supplier field.

NOTE: Minimum information When you enter the supplier name, the Commit - F10 button at the
bottom of the window becomes active, meaning you can now commit this information.

Complete the Suppliers window. As you enter each field in the window, a description of the field is

displayed in the long text field at the bottom of the window.

= Enter the grade of the supplier in the Grade field. This allows you to grade a supplier as a high or
low priority vendor.

= Enter how many working days you estimate it takes for goods to arrive from your supplier(s) on
average, in the Delivery Delay field. This calculated date will default in the Due Date field in the
Purchase Orders window to save you having to enter the due date; you can override the date if
required.

= [f deliveries from the supplier are freight-free, select the Deliveries are Freight Free option by
pressing the SPACEBAR, or select the option with your mouse.

= If your deliveries are free from this supplier, a warning will be displayed when you attempt to
enter a freight charge. You can then claim credit from the supplier.

= Complete the custom fields and supplier contact information.

= Select the method for sending purchase orders to the supplier. You can email, print, or print and
email purchase orders.

If applicable, select the Supplier Registered for GST option, and enter the supplier’s ABN field.

Select the Automatically Reject Back Orders option if you want RetailManager to reject back
orders from this supplier. When you receive part of an order through the Goods Received window,
RetailManager will reject the rest of the items and cancel the order.

Select the Hide in Searches/Reports option if you don’t want this supplier to appear in search lists
and reports. You can still display the supplier’s record in the Suppliers window.

Click the Contact 2 tab if you have a second contact, and complete the fields.

Click Commit - F10 or press F10 to commit the information.
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To edit a supplier record

The process for updating supplier details is essentially the same as adding a new supplier. Any
information in the Contact 1 and Contact 2 tabs can be updated. Note that you cannot rename a
supplier with an existing supplier name.

1 Gotothe Information menu and choose Suppliers, or press CTRL+P. The Suppliers window appears.
2 Enter the supplier number in the Supplier field.

3 When the supplier’s record is displayed, press ENTER to move through the fields and make the
required changes to the details.

Notice that as soon as you change any of the information, the Commit - F10 button becomes
active, indicating that you can now commit the changes.

4 Click Commit - F10 or press F10 to commit the information.

Viewing supplier transaction details

MYOB RetailManager maintains a detailed record of transactions made by each supplier, including
stock items supplied, goods received, goods returned and stock items on order.

To view supplier transaction details

1 Gotothe Information menu and choose Suppliers, or press CTRL+P. The Suppliers window appears.
2 Enter the supplier number in the Supplier field.
3 Click the required tab.

In addition to the Contact 1 and Contact 2 tabs (which are described in ‘To create a supplier record’ on
page 91), the Suppliers window displays the Stock, Received, Returned and Orders tabs. Each tab is
described below.

Click a column heading that has an asterisk next to it to sort the

grid by that heading. Right-click to sort the column in
descending order.

Click a transaction line or

AN Date” Stalf” Irv/RA B Order #° Total -~
highlight itand pressENTER 1 g | ine |oo0mi15 $155.45
to view the original 25/08/2011 Alistair_| 2608114 $150.00
transaction in detail. 19/02/2011 Brian | None - 19/02/05 32591

19/02/2011 Biian | None - 19/02/05 $2531 |
Tan Inclusive @ Tax Exclusive
Click here to view cost/sell price tax Click here to view cost/sell price tax
inclusive. exclusive.

Viewing stock item details The Stock tab lists all the stock items supplied by the supplier, together
with the cost, and date and quantity supplied.

NOTE: Cost column The Cost column may not be displayed if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.
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Viewing goods received details The Received tab lists your goods received transactions with the
supplier. This list is sorted by the date of the transaction, and also displays the name of the staff
member who received the goods into stock, the invoice number, the purchase order number and total.

Viewing goods returned details The Returned tab lists your goods returned transactions with the
supplier. This list is sorted by the date of the transaction, and also displays the name of the staff
member who processed the transaction, the Return Advice number and total.

Viewing ordered items details Click the Orders tab to view the items on order from this supplier. The
grid lists for each item on order, the date, order number, suffix, cost, quantity on order and status of the
order.

NOTE: Cost column The Cost column may not be displayed if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.

Maintaining stock items

MYOB RetailManager allows you to tightly control of your inventory and add detailed information
about stock items. For each stock item, you can assign:

= the department
= categories

= abarcode

= adescription

= anextended description.

Departments and categories

Departments You can use the Departments & Categories Assistant to create departments that are
used to organise and group stock. Departments make it easier for you to locate stock. You can also filter
sales and inventory reports on the basis of departments, and perform partial stocktakes for all the
items in a department.

Categories RetailManager also allows a category classification for items within a department.
Categories are used to describe characteristics that are common to a set of items.

For example, the Menswear department of a clothing store stocks shirts, t-shirts and trousers. All these
items will have the following characteristics:

= Style—such as formal or casual.
= Colour—such as black, blue, green, white or other colours.
= Size—such as 38, 40, 42, 44, 46 or S (small), M (medium), L (large) and XL (extra large).

These characteristics (style, colour and size) can be represented in RetailManager as categories of the
Menswear department. You also define the different values that each category can have. In our
example, the Style category will have the values Formal and Casual, the Colour category will have the
values Blue, Green and White, and so on.
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When you add a ‘shirt’ stock item to your inventory, you assign it to the Menswear department and
choose the category values that define it. If we were to represent the different stock items in a table, it
would look like the following:

Menswear Department

Stock Item

Shirt Formal Blue 42
Shirt Formal White 44
T-shirt Casual White S
Trouser Casual Black 42
Trouser Casual Blue 38

The following tables represent examples from other businesses that may help you understand how
departments and categories work.

Example 1:

Paper Department

Stock Item Brand (Category 1) Sheets (Category 2)
Copier Paper Roflex 50

Copier Paper Folio 100

Photo Paper PCraft 25

In the example above, there are only two categories—Brand and Sheets. Depending on your business,
you may decide to only have two categories.

Example 2:

Shoes Department

Stock Item Gender (Category Type Size
1) (Category 2) (Category 3)
Shoes Women Runner 8
Shoes Women Party 9
Shoes Men Runner 10
AJ145 Women Party 10

Most businesses may not need more than three categories. However, if you need to represent more
information, you can use a complex item name. In the example above, one of the items (AJ145) has a
complex name—AJ may represents the name of the brand (Ashley Jane), and 145 may be a code for the
style.

Note that you cannot use this information to break up the information in RetailManager reports. In the
example above, it is easier to determine the sales of all party shoes (since ‘party’ is a category value) as
compared to the sales of all Ashley Jane shoes.
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Category headings and category values In RetailManager, the categories, such as Size or Colour, are
called category headings. The values they can have, such as 10 (for Size) or Blue (for Colour) are called
category values.

NOTE: Maximum length for category values In RetailManager, category values can only be
six alphanumeric characters in length. If you have a longer value, such as the colours ‘Magenta’ or ‘Navy-blue’,
you may have to shorten them to something like ‘Mgenta’ or ‘Nblue’.

Why use departments and categories?

Using a department and categories classification provides these advantages:

Locate and track stock items more easily You can locate and track stock items more easily by
specifying the department or category value. So you can, for example, track how many size 42 formal
shirts or how many white shirts you have in stock.

Filter reports to a greater level of detail You can filter RetailManager reports to show department
and category to analyse, for example, which department or shirt colour sells the most. This, in turn, will
help you decide what type of stock you need to reorder.

Perform partial stocktakes for a particular department or category value You can perform
stocktakes for all the items in a department, or all the items that have a specific category value (such as
shirts of size 42). Doing a partial stocktake is useful when you need to order stock from suppliers.

Deciding on your departments and categories

Before you start creating departments and categories in RetailManager, it may help to design your
system on paper. You can use a table similar to the examples provided in the previous section. Getting
your design right will make it easier for you to track your stock, perform stocktakes and obtain useful
information from your reports. You should refine your departments, categories and category values
until you are satisfied that the structure represents your business.

In deciding how to use this system, ask yourself the following questions:

Do most of my stock items come in different flavours or varieties? For example, if you sell bread,
you could have white bread, multigrain bread, raisin bread and so on, so you could have a category
called Grain. In a hardware store, tools like pliers could come in flat-nosed and round-nosed
varieties, so Shape could be a category. Brand is a fairly common category for many products.

The order forms you use for ordering items from suppliers may provide a clue to category
classification. Shoe stores, for example, may have an order form that requires them to list the size
and gender for each item they order. Fashion stores use a matrix that specifies the style, colour and
size of every item.

Remember that categories are not sub-departments.

Do | want to filter sales reports to the level of departments and categories? If it is important to
your business to determine which brand or size, for example, sells the most, these characteristics
may be the categories you need to create.

Do | want to locate stock and perform stocktakes on the basis of departments and categories?
Using departments and categories means that it becomes easier to locate stock. You can also
perform partial stocktakes for all the items in a department, or all the items having a specific
category value. This, in turn, helps you when you need to reorder items from suppliers.
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Reports that use departments and categories

You can specify a department and/or category as a report filter in several MYOB RetailManager
reports. This allows you to closely target the data you want to report.

For example, in a corner store, you might create a department for magazines, and categories for the
various types of magazines such as Automotive, Sport, Women'’s, Gardening, and so on. RetailManager
reporting capabilities let you to track the sales of each department, category and category value, so
you know exactly which type of magazine sells the most.

The following reports allow you to filter data by department or category:

Report category Report name

Sales reports Sales Period
Sales Period Avg
Sales Period Avg (inc. Lay-bys)

What'’s Selling
Profit reports Profit by Product
Stock reports Manual Stocktake

What'’s In Stock
What’s In Stock Detailed

Customer reports Price List

You can also view the Profit by Category report to view the profits for different categories.

Partial stocktake for a department or category

The MYOB RetailManager Stocktake window allows you to run a partial stocktake for a specific
department or category or single item. You can then count and update your stock figures for specific
sections of your stock at a time.

If you have a particularly high turnover section of your store that you want to monitor closely, you can
run regular partial stocktakes for just that department or category.

NOTE: Manual stocktakes using departments and categories You can also run a manual stocktake for a
specific department or category. Stocktake sheets can be printed out listing stock items supplied by a specific
supplier.

If you have set up your departments or categories by supplier or brand name, you can run a partial
stocktake for just the relevant category before a sales representative’s visit. That way, you know exactly
what you currently have in stock and what you need to order.

If you need to regularly perform stocktakes for different suppliers, then your product categorisation
should reflect this. For example, in a chemist store you might have a department called PainRelief and
a Brand category. For each brand in your store, you could then stocktake the categories whenever the
representative from a specific supplier visits you. See ‘To run a partial stocktake’ on page 173 for more
information.
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Departments & Categories Assistant

When you initially set up your inventory, you will probably create your departments and categories as
you enter your stock. Product departments and categories are set using the Departments & Categories
Assistant, or when you receive goods into stock, either in the Goods Received window or the Create
New Stock Items window.

You can use the Departments & Categories Assistant to:

= create, edit and delete departments

= create and edit up to three categories (called category headings) for each department
= create, edit and delete the values for each category.

You can open the Departments & Categories Assistant from the Stock Management menu. It can also
be launched from the Stock, Goods Received or Purchase Orders windows.

To create departments and categories

1 Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

(&0 Department and Categaries Assistant =

m Welcome to Department and Categories Assistant

The Department and Categories Assistant guides you through setting up classification
levels you use to group stock items in vour inventory. Lising departments and
categories to group items in your inventory helps you to sieamling stock reporting,

A depsrtment is the Frst lewel classification  searching and stocktaking

you use 1o group Btock ez in your

inventory.

What is a department?

Example: Menswear, Childrens, Footwear Set up a Department

what is a Category heading? a
gory N Set up Category Headings

A cateqory groups similar items within 2

department,

Example: Style, Colour, Size could be three Set up Category 1 Values
categories in the Menswear department.

What is a Category value? Set up Category 2 Values

Category walues distinguish stodk items
within a tateqory.
Set up Category 3 Values
Example: Purple, Vellow, Black could be
some category walues under the Golour

category heading in the Menswear
department, Summary

¥ Show me 3 completed erample

NOTE: Launching the Departments & Categories Assistant You can also launch the
Departments & Categories Assistant from the Stock, Goods Received or Purchase Orders windows.
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2

3

Set up a Department

Click Next. The Set up a Department window appears.

D Department and Categaries Assistant [zl
m -
Set up a Depariment

What is a department?
A depanment is the first level classification
you use ta group stack iterns in your
inventary. -

Department Mame | -
Example: Menswear, Childvens, Footwesr

I warnt ta set up category fields
How do I edit a department?
lick the down amow beside the
Department Name field. Delete Edit
Select the deparment you want to edit
i the drop-down list,
click Edit.
Type wour changes to the department
BB Show me how
Fetum towelcome screen et > Finish

Select <Add New> from the Department Name list. The Add Department Name window appears.

() Add Department Name  [Eas]

——1

Enter a department name and click OK.

NOTE: Department and category name lengths Department and category names can be up to
10 alphanumeric characters in length.

Select one of the following options:

= If you do not want to set up any categories at this time, click Finish. Ignore the rest of this
procedure.

= If you want to set up categories for the department you created, select the number of categories
you want to set up from the | want to set up [...] category fields drop-down list. You can have a
maximum of three categories.

Department Name  Footwear -

1 want to st u cateqon felds
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Set up Category Headings

6 Click Next. The Set up Category Headings window appears.

D Department and Categories Assistant (=l
Set up Category Headings

What is a category heading?

4 cataqory heading is the name you give to
a category.

Example: Style, Colour, Size Depatment

Category 1

How do I edit a category heading?

Click the d beeside the Cats
en s sl the Categery Category 2 Category 2 -

Salect the category heading you want to
edit from the drop-down lst.

Click Edit. Category 3 Categom 3
Type your changes to the category heading,

Edit

B Shows s b
Returm to Walcome screen [ cBack ][ Mewr | [ Finsh ][ Cancal |

7 Select <Add New> from the Category 1 drop-down list. The Add Category 1 Heading window
appears.

8 Enter a category heading and click OK.

9 Repeatstep 7 and step 8 for the other categories you want to set up and then click Next. The Set up
Category 1 Values window appears.

Set up Category Values

(&0 Department and Categaries Assistant =

Set up Category 1 Values
What is a category value?

Gategory walues distinguish stock items
within & categary.

Example: Purple, Vellow, Black. Depattment

Gender
How do I modify an existing
cateqory value?

Select an existing category value from the
list bax. Add
Click Edit.

Type your changes to the category value.

Edit

How do I delete a category value? Delete

Select an existing category value from the
lst bax.

Click Delete to remowe the selected
category value.

3 Show me how
Bietunto Welcome screen [ <Back | Mewr | [ Finsh |[ Cancel

10 Click Add. The Add Category window appears.

(2 Add Category (=l

B —

11 Enter a category value and click OK. The category value appears in the list. Repeat step 10 and this
step for as many category values as you want to enter.
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12

13

14

15

NOTE: Maximum length for category values In RetailManager, category values can only be
six alphanumeric characters in length. If you have a longer value, such as the colours ‘Magenta’ or
‘Navy-blue’, you may have to shorten them to something like ‘Mgenta’ or ‘Nblue’.

Click Next.

= If you set up only one category, the Summary window appears. Go to step 13.

= If you set up more than one category, the Set up Category 2 Values window appears. Repeat
step 10 and step 11 for Category 2 and click Next. (If you set up a third category, you need to
repeat step 10 and step 11 for Category 3 as well, and then click Next.) The Summary window
appears.

() Department and Categories Assistant ==
m o
Summary
What is a category value?
Category values distinguish stock items
within 2 category.
Example: Purple, Yellow, Black. Depattrent
Gender Style Size
How do 1 modify an existing
category value? Female Casual 10
Select an existing category walue from the Hals Farmal 11
fist box. Sport 5
Click Edit. 7
Type your changes to the category value. 3
9

Hou do T delete a category value?
Select 3 existing categery walus from the
fist box.
Click Delete to remove the selected
category value.

1 Show me o completed example

R —— <Badks [ e

Summary

In the Summary window, check that the department, categories and category values you have set
up are correct. If you need to make any changes, click Back. Otherwise, click Finish. A question
window appears.

0 MYOB RetailManager Question ==
3) Do waouwant to create a stock item?
-
es

If you want to create stock items now, click Yes and then see ‘Creating a new stock item’ on
page 106. Otherwise, click No to return to the Welcome to Department and Categories Assistant
window.

Click Cancel to return to the main RetailManager window.
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Editing a department, category heading or category value

The simplest way to edit a department, category heading or category value is using the Departments &
Categories Assistant.

To edit a department

1

Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

Click Next. The Set up a Department window appears.

Select the department to be changed from the Department Name drop-down list and click Edit.
The Edit Department Name window appears.

Make the required changes and click OK.

If there are any stock items already assigned to this department, a message appears indicating that
they will be reassigned to the new department. Click Yes to continue.

() MYOE RetailManager Question =

" All stock assigned to department 'Shoes' will
LJ be reassigned to depatment 'Footwear' -
Continue?

es

Click Finish.

To edit a category heading

1

Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

Click Next. The Set up a Department window appears.

Select the department that contains categories that need to be changed from the Department
Name drop-down list and click Next. The Set up Category Headings window appears.

Select the category to be changed and click Edit.

If there are stock items already assigned to this category, a confirmation message appears.

() MYOE RetailManager Question =

3) All stock assigned to category heading 'Style'
-

in all departrments will be reassigned to the
new category name - Continue?

es

To confirm that all stock should be assigned to the new heading, click Yes to the message and make
the required changes. Or, if you do not want to continue, click No.

Click Finish.
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To edit a category value

1

Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

Click Next. The Set up a Department window appears.

Select the department that contains categories that need to be changed from the Department
Name drop-down list and click Next. The Set up Category Headings window appears.

Select the category that contains the value that you want to change and click Next.
Select the category value to be changed and click Edit.

Make the required changes and click OK. If the category value is used in more than one
department, a confirmation message appears.

[i MYOB RetailManager Question

Do youwish to change this value in all
departments or in this department anly?

All Depattments ‘ This Department ‘

Proceed with one of the following:

= To change the value in all departments where it is used, click All Departments.
= To change the value in the selected department only, click This Department.

= If you do not want to continue, click Cancel.

Click Finish.

Deleting a department, category heading or category value

Deleting a department The simplest way to delete a department is by using the
Departments & Categories Assistant. Deleting a department has the following effect on stock items
and categories:

Stock items are reassigned to the <Default> department.

Stock items retain the first two category values (such as the colour Blue or the size 12), but these
values are assigned to the default headings Category 1 and Category 2 (instead of say, Colour and
Size).

NOTE: If you have an item that has a third category value If you have an item that has a third
category value, such as Formal, this will be retained and assigned to the default Category 3 heading.
However, since the <Default> department has only two categories, this value will become read-only,
meaning that you will not be able to change it even though it will appear in the windows. If you want to
use this value, you will need to either edit the <Default> department to have three categories, or create a
new department for these items.

Deleting category headings You cannot delete a category heading. However, if you delete the
department that the category heading belongs to, the category heading will no longer be visible in
RetailManager windows such as the Stock window. The heading will still be listed in the Departments
& Categories Assistant as an available heading and you will be able to re-use it in a new department,
but it will not appear elsewhere.
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Deleting category values You can delete a category value using the Departments & Categories
Assistant.

To delete a department

NOTE: Before you delete a department Keep in mind that the department’s stock items will be assigned to
the <Default> department and their category values will be assigned to the
Category 1 and Category 2 category headings. For details, see ‘Deleting a department’ on page 102.

Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

Click Next. The Set up a Department window appears.

Select the department to be deleted from the Department Name drop-down list and click Delete.
A confirmation message appears.

(L] MYOB RetailManager Question (=l
b ] Deleting a deparment will transfer its
L] categories to the 'Default’ department. The
stock items will retain the same categories

Are you sure you want to delete department
'Footwear'?

T

Do one of the following:

= To confirm the deletion and reassign the items in the department to the <Default> department,
click Yes.

= If you do not want to continue, click No.

Click Finish.

To delete a category value

1

Go to the Stock Management menu and choose Departments & Categories Assistant. The
Welcome to Department and Categories Assistant window appears.

Click Next. The Set up a Department window appears.

Select the department that will have the change from the Department Name drop-down list and
click Next. The Set up Category Headings window appears.

Select the category contains the value you want to delete and click Next. The Set up Category [...]
Values window appears.

Select the category value to be deleted and click Delete. The following message appears.

[i MY OB RetailManager Question

Do youwish to delete 'Steel' from all
departments or from this department onby?

All Departments This Department | { Cancel ]
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6 Do one of the following:
= To delete the value in all departments where it is used, click All Departments.
= To delete the value in only the selected department, click This Department.
= If you do not want to continue, click Cancel.

7 Click Finish.

Reassigning stock items

The Reassign Stock Items feature lets you quickly assign current stock to new departments and
categories.

In previous versions of RetailManager, you could assign a stock item to a category and a sub-category.
In this version, a stock item can be assigned to a department and up to three categories. (For more
information, see ‘Maintaining stock items’ on page 93.)

If you upgraded to RetailManager from a previous version, and intend to organise your stock items by
department and category, you can use the Reassign Stock Items window to do so.

When you upgraded to this version, all the stock items in your shopfront were automatically assigned a
department called ‘default’. If you had previously assigned them a category and subcategory, those
were retained. For example, a bookstore has assigned the book Bali on a Budget to the ‘Travel’
category and the ‘Asia’ subcategory. Upon upgrade, the book retained these two categories; it also
acquired an additional (third) category and was assigned to the ‘default’ department. The bookstore
can now use the Reassign Stock Items window to reassign the book to a new department they have set
up, say ‘Reference’, and to assign it a third category, such as Author or Publisher.

Before you begin reassigning stock items to departments, make sure you have set up departments. See
‘Departments & Categories Assistant” on page 97 for more information.

To reassign stock items

1 Go to the Stock Management menu and choose Reassign Stock Items. The Reassign Stock Items
window appears.

() Reassign Stack Items ==
Ta change the current department or category information assigned to a stock item ar multiple stock items.
Depatment | ~  ‘What is a Department?

Categary 1 Category 2 Category 3 Load

B | Bar code” Description” Depattment* | Categom1° | Categoy2* | Categom I

No items listed

Oltems | Peassion Depatment & Categories

Commit - F10 Cancel

2 Select <Default> from the Department drop-down list.

3 To reassign stock items by category, select the categories from the category drop-down lists. For
example, if the bookstore wants to reassign all their travel books on Asia first, they would select
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‘Travel’ from the Category 1 list and ‘Asia’ from the Category 2 list. If you want to list all items, select
<All> from the category lists.

Click Load. All the stock items belonging to the categories you selected in step 3 appear in the list.

(2] Reassign Stock ems [=]

To change the cunent depatment or category information assigned to a stock item or multiple stock. items,

Department  Groceries v Whatis a Department?
Categoiy 1 <All> - Categoy 2 <All> +  Calegoy3 [<All [ Load
Bar code” Deseription” Department | Category 1 | Categoy 2 |
21 Bread Groceries FOOD BREAD
22 Damper Groceries FOOD BREAD |~
23 Tortilas Groceries FOOD BREAD
3 Ham - sliced Groceries FOOD MEAT
2 Beef - sliced Groceries FOOD MEAT
3 Salami Groceries FOOD MEAT
O 34 Chicken - sliced Groceries FOOD MEAT
ki Meat Pie Groceries FOOD MISC =
22 Items FReassion Department & Categaries

Select the items you want to reassign by clicking the option next to each item in the Select column.

Change the department and category values for the selected items:

a If you want to reassign only one item, you can change the departments and categories for the
item by clicking in the appropriate field and modifying the value. Proceed to step 12.

b If you have more than one item, click Reassign Department & Categories. The Select to
Reassign window appears. Proceed to step 7.

[ Select to Reassign =]
Department -
Categary 1 Categary 2 Categary 3
OK Cancel

From the Department drop-down list, select the department you want to reassign the selected
items to.

From the categories drop-down lists, select the categories you want to assign to the items.

(] Select to Reassign [zl
Department  Groceries -
Category 1 : Category 2 v Category 3
<Add Mew
<MARy
FOOD

If you want to create a new category, select <Add New> from the list. See ‘To create departments
and categories’ on page 97.

Click OK. Note that the selected items have been reassigned to the new department and
categories.

Repeat step 3 to step 8 for the other stock items you want to reassign. Any stock items you have not
reassigned will remain assigned to the <Default> department.

Click Commit - F10 or press F10 to commit the information.
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Creating a new stock item

There are three methods of creating a new stock item in MYOB RetailManager: in the Stock window, in
the Create New Stock Item window (which looks similar to the Stock window), and directly in the
Goods Received window.

You can also create duplicates of stock items in the Duplicate Stock window, which can be opened from
the Stock window, the Goods Received window or the Purchase Orders windows.

The method you select to create a new stock item depends on the type of transaction you are
performing in RetailManager and the kind of information you want to record for the item.

Creating an item in the Stock window The Stock window is used mainly for creating items that don’t
require purchase details or the stock quantity to be recorded—for example, items such as labour and
freight. You also create packages in the Stock window.

If you don’t have your inventory details in a format that can be imported into RetailManager, you can
use the Stock window to enter each item of inventory in RetailManager at the outset; the quantity of
each item in stock can then be entered by performing an opening stocktake.

Creating an item in the Create New Stock Item window This window can only be opened from
another window such as Goods Received or Purchase Orders. You use this window to create a new
item when you order it or receive it into stock. You can enter detailed information about the stock item
in this window.

NOTE: The Stock and the Create New Stock Item windows The fields in the Create New Stock Item
window are identical to the fields in the Stock window.

Creating an item in the Goods Received window You create an item directly in the Goods Received
window if you are receiving the item into stock and want to record the minimum amount of
information about the item. This is useful if you have received a large number of products and want to
enter them in RetailManager quickly. You can enter the remaining product details at a later time.

Creating an item in the Goods Received window allows you to enter the purchase details and received
quantity for the item. See ‘Receiving goods’ on page 131 for more information about the Goods
Received window.

Creating duplicate stock items in the Duplicate Stock window Duplicate items have the same
department and pricing information but can belong to different categories or have different bar codes
and descriptions. The Duplicate Stock window can be opened from the Goods Received window and
the Purchase Orders window. You can also open this window from the Stock window if you choose to
create more than one duplicate. For details on creating duplicate stock items, see ‘To add duplicate
stock items in the Goods Received window’ on page 136, ‘To create a purchase order’ on page 127 or
‘To create more than one duplicate stock item’ on page 113.
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To create a new stock item

1

10

Go to the Information menu and choose Stock, or press CTRL+0. The Stock window appears.

I Stock =
Barcode | [] In Stack; 0 cso: @
Layby 0 OnOder 0
Description [=] S/Drder 0
Department Category 1 Category 2 Categor 3
Track Serial Mumber Package [ Static Buantiy ] Fieight ltem Fractional Quantities Use Seale
General
Unit of Measure | Each Extended Deseiption
Puichases (Cost]  Sales(|  FRF )| Custom 1 [»]
Tax Code E| E| Custom 2 E‘
ExTa 000 [l B |
Sals Prompt
Inc Tax 0.00 0.0
L L Sale Bonus [§] ]
Supplier [»]
Min Dty W My s [ [ Fieadweight
Change Desciption at POS
Hide in Searches / Reports Serial No, Duplicats Bar cods
["Tnput the bar code/desaription, F2 ta Seaich, F5 for New 4| sotby . |®| Commit-F10 Cancel

Scan or enter the bar code of the item in the Bar code field (you can enter alphanumeric characters
in this field). In the message window that appears, click Create.

Or, if you want RetailManager to assign a bar code, press F5. <New> will be displayed in the field
and a numeric bar code will be assigned to the item once the item is committed.

Enter the description of the product in the Description field. This is a mandatory field.

NOTE: Minimum information When you enter the description, the Commit - F10 button at the
bottom of the window becomes active, meaning you can now commit this information.

Enter the department and categories of the product in the Department and Category fields. If you
are not assigning categories for your stock items, select <N/A> for these fields.

For more information on setting up departments and categories, see ‘Departments & Categories
Assistant’ on page 97.

Enter an extended description for the product in the Extended Description field.

Select the Track Serial Number option if you want to track serial numbers for this stock item. See
‘Serial numbers’ on page 160 for more information about serial numbers.

Select the Package option if this item is a package. See ‘Packages’ on page 115 for more
information on creating a package.

Select the Static Quantity field if you don’t want to reduce the quantity of a product when it is sold.
For example, this would be useful when there is a freight charge, where the charge has a cost but
no obvious quantity. All other aspects of the transaction are recorded.

The In Stock, Lay-by, On Order, CSO and S/Order fields are display-only fields, which will display ‘0’
when entering a new product.

Select the Freight Item option if you are creating a stock item for freight. See ‘Setting up a freight
item’ on page 114 for instructions on creating a freight item.

Select the Allow Fractional Quantities option if you buy or sell part quantities of this item. This
allows you to enter decimal values and fractions in the Qty field in transaction windows.

NOTE: Serial Numbers You cannot apply serial numbers to items sold in fractional quantities.
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To set tare weight

Select the Use Scale option if this stock item is a weighed item and you have set up scales as a
hardware option with RetailManager.

When you select the Use Scales option:

= the Allow Fractional Quantities option is automatically selected and locked
the Track Serial Numbers, Package and Freight options become unavailable
= the Unit of Measure is set to Kilograms (kg)

the Tare Weight field becomes available.

NOTE: Unit of measure field locked If you selected the Use Scales option, the Unit of Measure field
displays Kilogram (kg) and is locked. You cannot change the unit of measure from kilograms when you use
the scales hardware option with RetailManager.

Place the container in which the stock item will be weighed onto the scale and click Read Weight.
You can also directly enter the weight of the container in the Tare Weight field.

The container’s weight will automatically be deducted from the total weight when you weigh
portions of this stock item.

If you want to record the item as a measured item (that is, you want to receive goods and record
sales of this stock item using a unit of measure such as grams, kilograms, litres or millilitres), select
the appropriate unit of measure from the Unit of Measure drop-down list.

Enter the following purchase information for the product in the respective Purchases (Costs) fields.
a Enter the purchase tax code in the Tax Code field or press F2 to select from the list of tax codes.

b Depending on the information you have at hand, enter either the tax exclusive unit cost in the Ex
Tax field, or the tax inclusive unit cost in the Inc Tax field and press ENTER. RetailManager will
automatically fill in the other field.

NOTE: Purchases (Costs) fields The Purchases (Costs) fields may not be displayed if you belong to a
staff group with restricted access privileges. For more details about setting up access privileges, see
‘Security’ on page 285.

Enter the following sale information for the product in the respective Sales (RRP) fields.

a Enter the sales tax code in the Tax Code field or press F2 to select from the list of tax codes.

b Enter either the tax exclusive sell price in the Ex Tax field or the tax inclusive sell price in the Inc
Tax field and press ENTER. RetailManager will automatically fill in the other field.

Enter a supplier number or click the search icon ([ »_|) to display the list of suppliers. Select the
supplier from the list. See ‘Maintaining supplier details” on page 90 for information about suppliers
and creating a new supplier record for this stock item.

Enter the minimum stock quantity you want to hold of the product in the Min Qty field. When the
stock level of the product drops below this quantity, not including lay-bys, this product will appear
on the What Needs Ordering report.

Enter the quantity of the product you want to keep in stock all the time, in the Max Qty field. You
will reorder the product to this quantity level.

Enter a sale prompt in the Sale Prompt field. The message you enter here will appear each time this
item is selected for sale in the Sales window.
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NOTE: Sale prompt The sale prompt can be used to remind staff to promote other stock items,
including those related to a particular item—for example, you might want to create a sales prompt for a
kettle item, asking if the customer would be interested in purchasing a set of cups.

Enter the amount that can be earned with each sale in the Sale Bonus field, if your staff receive a
bonus on the sale of this stock item.

NOTE: Sale Bonus and Staff Commission See ‘Staff commissions on sales’ on page 82 for more
information.

Select the Hide in Searches/Reports option, if you don’t want this stock item to appear in search
lists and reports. See ‘Hiding records in searches and reports’ on page 75 for more information.

Select the Allow Description Change at POS option to enable editing of the item description at the
time of sale. For example, an item called ‘labour’ could be described more specifically as ‘installed
air conditioner’.

To add account details

Click the Accounts tab and enter the income account and cost of goods sold account for this item.
If you don’t set an account for the item, the default accounts you set in your accounting options tab
will be used to record income and cost of sales (see ‘Accounting options’ on page 41).

When you have finished entering all the information, click Commit - F10 or press F10 to commit
the information.

B stock ==
Bar code [»] In Stack 0 Cso: 0

Lapby 0 OnOder 0
Desciiption Green Tea - Loose lsaf [»] S /0rder 0

Department  Groceries - Category 1 FOOD - Category 2 DRINK - Category 3
[ Track Serial Number — [| Package [ ] Static Quantity  [7] Fraight Item [ Fractional Quantities [F1Use Scale

General e —

Unit of Msasuie [Each +| || Estended Dessiiption

Purchssss [Cost)  Saes|  PRP 1 Custom 1 [=]
TaxCode FRE [»|[0%  FRE [»][ 0% cystom2 ]
Ex Tax EE | R |

Sale Frompt
Inc Taw 350 700
L L Sale Bonus (3] [ ]

Supplier [ Eﬁeemanwoskmmud
Min Gty R || [ [ Fead wieiaht
[ Change Description at POS )
[F] Hide in Smarches / Repotts SerialNo. | Duplicate Bar code

| Input the bar code /description, F2 to Search, F5 for New | SolBy. ‘P Commit - F10 Caneel

Naming your stock items

When using MYOB RetailManager it is important that you decide on your naming conventions for stock
items at the outset, and that you are consistent when naming your stock items. This will help maximise
the benefit from reporting, make receiving goods into stock as quick and easy as possible, reduce the
likelihood of stock item duplication in your inventory, and make searching for stock items in
RetailManager easier.

The fields you have at your disposal when naming a stock item are the 15-character Number field, the
40-character Description field, the ten-character Department field, and the six-character Category
fields.
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You can enter alphanumeric characters in all of these fields. Remember that when a staff member is
searching for a product, it is the first few letters of the description that they will most likely use as
search criteria, so enter the most important information first in the stock item Description field.

The category information doesn’t need to be duplicated in the stock item description. See ‘Maintaining
stock items’ on page 93 for important information about setting up departments and categories.

Example

For example, a hardware store might have the description of a galvanised nail start with FH for flat head
or JH for jolt head, followed by the length of the nail. Therefore, a galvanised flathead 75 mm nail would
have a stock item ID or description of ‘FH75". If all staff are aware of the naming convention, searching
for this stock item will be relatively simple.

Assigning a unit of measure

MYOB RetailManager allows you to assign a unit of measure to your stock items. The unit of measure
defaults to Each (equivalent to a count of the item) when you first create a stock item. If you use scales,
connected to your RetailManager computer, you can classify a stock item as a weighed item. When an
item is classified as a weighed item, the unit of measure is set to Kilogram (kg).

Units of measure available for stock items include:
Each
Kilogram (kg)
Gram (g)
Pound (Ib)
Ounce (0z)
Litre (1)
Millilitre (ml).
When an item is selected as part of a transaction, the unit of measure associated with the item is

displayed in the Qty column in the entered item list of the transaction window.

Using Each as a unit of measure The unit of measure ‘Each’ is the default unit of measure when you
create a stock item. When you use Each, the Qty column in the entered item list of a transaction
window displays the number of units of the stock item selected for the transaction.

Changing the unit of measure Once you commit a transaction (such as a sale or lay-by) on a newly
created stock item where you have set a unit of measure other than that of Each, you cannot change
the unit of measure for this item.

Until you commit a transaction, you can change the unit of measure as often as you like.
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Adding pictures to stock items

You can add pictures to stock items in the Stock window. You can add pictures in .jpg, .gif and .bmp file
formats. Note that stock pictures do not appear in transaction windows or stock reports.

When you add a picture to the Stock window, a copy of the picture is saved to your
C:RetailM\<shopfront name>\Pictures folder. If you delete or merge a stock item, you need to
manually delete the picture file from this folder.

To add a picture to a stock item

1 Gotothe Information menu and choose Stock, or press CTRL+0. The Stock window appears.

2 Enterthe bar code of the product in the Bar code field and press ENTER. The details of the stock item
appear.

3 Click the Picture tab.

B stock ==
Bar code E‘ In Stock: 0 C50: 0

Lapby 0 OnOder 0
Desciiption Green Tea - Loose lsaf [»] S /0rder 0

Department Groceriss v Category1 FOOD v Categoy2 DRINK »  Categon 3| <hiss
[ Track Serial Number — [| Package [ ] Static Quantity  [7] Fraight Item [ Fractional Quantities [F1Use Scale

General -
Pricing

Accounts
Components
Sales

Audit Trail
Packages (|
Serial Audit
Suppliers

Supplier Codes
Purchase Orders
Special Orders

Sales Orders Inseit Picture
Quotes =

[ Tnput the bar code/description, F2 o Search, F5 far New 4| SotBy. |®| Commi F10 | Cancel

4 Click Insert Picture. The Load Image window appears.

5 Select the picture file you want to add and click Open. The Stock window reappears with the
picture.

To remove a picture from a stock item

1 Gotothe Information menu and choose Stock, or press CTRL+0. The Stock window appears.

2 Enterthe bar code of the product in the Bar code field and press ENTER. The details of the stock item
are displayed.

3 Click the Picture tab and then click Remove Picture. A confirmation message appears.

4 Click Yes. The picture is removed.

For information about viewing picture details for a stock item, see ‘Viewing picture details’ on
page 120.
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Creating duplicate stock items with a single bar code

Using MYOB RetailManager you can create duplicate stock items with a single bar code. This can be
useful, for example, when a single item is sold in different quantities but with the same bar code.
Another situation in which this would be useful is when you have bought an ex-demonstration item
and a new item; each item would be likely to have a different unit cost and retail price.

NOTE: The bar code must already exist. You can only create duplicate stock items using a bar code that
already exists in RetailManager. You cannot create duplicate stock items using a new bar code.

To create duplicate stock items with a single bar code

1 Go to the Information menu and choose Stock, or press CTRL+O. The Stock window appears.

NOTE: Single duplicate stock items You can also create single duplicate stock items from the Goods
Received and Purchase Orders windows.

2 Scan or enter the bar code you want to use for the duplicate items. The details of the existing stock
item are displayed.

3 Click Duplicate Bar code (bottom right of the Stock window). A message appears asking how many
duplicates you want to create.

(1) MYOE RetailManager ==
® . Doyouwant to create one duplicate or many duplicates of the
A ) semeiem?
.

[ oneDuplcate | [ Many Duplicates | [ Cancel

4 Do one of the following:
= To create a single duplicate stock item with a copy of the information of the original item, click
One Duplicate. Follow the steps in ‘To create a single duplicate stock item” below.
= To create more than one duplicate stock item with a copy of the information of the original item,
click Many Duplicates. Follow the steps in ‘To create more than one duplicate stock item’ on
page 113.
= If you do not want to continue, click Cancel.

To create a single duplicate stock item

1 If you chose to create a single duplicate in step 4 above, a message appears asking if you want to
also duplicate the information in the original item.

(i MYOB RetailManager Question =]
3) Duplicate appropriate information also?
-
ez

Do one of the following:

= To create a duplicate stock item with a copy of the information of the original item, click Yes.

= To only duplicate the information in the Bar code field, click No. The Create New Stock Item
window appears. Notice that the Bar code field displays the bar code of the first stock item—this
cannot be edited.
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2 Enter the details of the stock item. See ‘Creating a new stock item’ on page 106 for full instructions
on completing the fields in this window.

3 Commit the transaction by clicking Commit - F10 or by pressing F10. If the product description and
category combination is the same as the original item, you are prompted to continue with the
transaction. Click Yes. You are returned to the window that displays the original stock item.

In the Sales window, when you scan a bar code which has duplicate stock items attached to it, a pop-up
window appears, listing the attached items from which you can make a selection.
To create more than one duplicate stock item

1 If you chose to create more than one duplicate in step 4 on page 112, the Duplicate Stock window
appears. The item details appear in the top part of the window.

[ Duplicate Stock =]
Create another item that has ths same department and pricing information but where ane or mars categoies is different
Bar code ]
Depattment Categony 1 Category 2 Categony 3
Purchase Tax Code Purchase Cost (Inc) FRF Tax Code Sales RAF (Inc)
Increment Bar code by 1 Nurber of duplicates [1 —] Duplicate
» N plicates =l Duplicate
W Select | Bar code” Description” Category 1% | Categoy 2| Categop 3| Oty
Na items listed
Oltems Clear &l

If you want to enter your own bar code for the item or you want to retain the same bar code for all
the duplicates, deselect the Increment Bar code by 1 option. If the option is left selected, a new
bar code will be generated automatically by incrementing the original item’s bar code by 1.

2 Inthe Number of duplicates field, enter the number of duplicates you want to create.

3 Click Duplicate. The duplicate items appear in the list.

(L) Duplicate Stack =]
Create anather item that has the same department and pricing information but where ane or more categories is different
Barcode 6 [52] Green Tea- Loose leaf
Department  Groceries Categorp 1 FOOD Category 2 DRINK Categary 3 <MN/8>
Puchase TanCode | FRE | Purchase Cast [Inc] $350 ARP TaxCode FRE | SalesARP inc) $7.00
[] Increment Bar sods by 1 Mumber of duplicates 3 ] Duglicate
M| Select | Bar code® Desciption Category 1* | Categoy 27| Qi |~
(R Green Tes - Loass leat FOOD DRINK 1
[ Gireen Tea - Loose leal FOOD DRINK 1|8
(R} Green Tes - Looss leat FOOD DRINK 1
|m]
[m]
O =
3lems [ Clearall |

4 If necessary, you can assign different category values or modify the Bar code and Description for
each item. Click in the field you want to modify and change the value.
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5 Select the Select option next to each of the duplicates you want to create. To select all items in the
list, click the Select column heading.

6 Click OK to duplicate the selected items. You are returned to the Stock window.

In the Sales window, when you scan a bar code which has duplicate stock items attached to it, a pop-up
window appears, listing the attached items from which you can make a selection.

Setting up a freightitem

MYOB RetailManager allows you to set up a stock item as a freight item. If your business charges freight
on sales, you will need to create one or more ‘stock items’ for freight in the Stock window. Freight stock
items can be ‘purchased’ and ‘sold’. RetailManager does not differentiate between income from
normal sales of stock items and income from freight items.

When performing an accounting export, however, the income collected from freight items is separated
from normal sales income and the cost of selling the freight item is also separated from the normal cost
of sales. See ‘Setting up RetailManager to export to your business management software’ on page 42.

You may or may not know the cost of freight at the point of sale. If you do know the cost—for example,
your courier has given you the rates for different package sizes and weights—you can set up multiple
freight items for each size or weight and ‘sell’ the freight item appropriate for the sale.

If you intend to charge freight on goods returned to suppliers, you will need to set up a freight item and
‘return’ this item to the supplier.

Example

A business purchases Express Post envelopes that they use to send goods to their customers. They
charge their customers $10.00 postage when an envelope is used. The business would record a goods
received entry for these envelopes at the purchase value of the envelopes. When they record a sale
that requires postage they ‘sell’ the envelope to the customer as a separate item on the invoice.

NOTE: Cost price on freight If you don’t enter a cost price for freight, your gross profit on freight will
appear as 100 per cent.

Note about the GST Since freight attracts GST, you need to set the freight sale tax code to GST 10%.
Freight charged for goods returned is considered a returned purchase; therefore, if you are returning
goods to a supplier, you will need to set the freight purchase tax code to GST 10%.

Freight is GST-free for the overseas component of export sales. If your business sells goods overseas,
you may need to set up a separate freight item to be used in these instances, and assign it a GST-free tax
code. For more information, see ‘Creating tax codes’ on page 57.

To create a freight item

1 Goto the Information menu and choose Stock, or press CTRL+0. The Stock window appears.

2 Enter a descriptive code such as ‘Freight’ in the Bar code field. A message appears stating that no
matching bar codes were found.

3 Inthe message window, click Create to create the new item.
4 Complete the Description, Department and Category fields as required.

5 Select the Freight Item option.

CHAPTER 4 STOCK



6 Select the Static Quantity option if freight has no quantity (for example, courier charges). Do not
select this option if you want to track freight quantity (for example, prepaid envelopes).

7 If applicable, enter the purchase tax code and sale tax code in the appropriate fields.
8 Enter the cost price if known in the Ex Tax field of the Purchases window.

9 Enter the amount you charge for freight in the Ex Tax field of the Sales window. You can override
this amount in the Sales window.

10 Click Commit - F10 or press F10 to commit the information.

Packages

In MYOB RetailManager you have the flexibility to sell a product as a single item, and as part of a
package. A package consists of several stock items that are grouped together and sold as a single unit.

For example, a confectionery store wants to sell a multipack of several kinds of chocolate which they
also sell as individual items. The multipack consists of two packets of Almond Crunch, one box of
Nougat, two bars of Raspberry Riot, and six ChocMint Swirls. In RetailManager a stock item called
Variety Pack is created in the Stock window and flagged as a package. Then the individual stock
items—Almond Crunch, Nougat, Raspberry Riot and ChocMint—are added as components of this
package.

Setting the package sell price In RetailManager, the sell price of a package is the total of the sell
price of each of its components. If you want to adjust the price of the package, you need to do so at the
component level by adjusting the price of one or more of the components.

Assigning a tax code You must either assign a tax code to the package or specify that tax will be
charged at the component rate. An example of when you would charge GST at the component rate
would be when selling a food hamper where some items in the hamper, such as fresh fruit, are free of
GST, while other items, such as bottles of wine, attract GST.

To create a package

1 Gotothe Information menu and choose Stock, or press CTRL+O. The Stock window appears.

2 Enter the bar code you want to use for the package in the Bar code field and press ENTER.
Alternatively, press F5 in the Bar code field if you want RetailManager to assign a bar code.

3 Enter a description, department, categories and extended description for the package.
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4

Select the Package option to flag this item as a package.

I Stock ==
Barcode [} [»] InStock: 0 £so 0
Layby: 0 OnGider 0
Description ¥mas hamper [»] SiOider 0
Department v Categon1 - Calegoy2 - Categoy3d -
Track Serial Humber  (([9] Package ) (7] Static Quantiy [ Freight ltem Fractional Quanities Use Seale
General
Unit of Measwe | Each Evtended Desciption
Puchases (Cost]  Sales[  RAP )| Custom1 ]
Tax Code E‘ E‘ Custom 2 E‘
ExTax o.00 [l oo [l
Sale Prompt
Ine Tax 000 0l
L L Sale Borus [§) N
Suppliet B
Min Bty W Mt | e e [ [ Fiescveiant
Change Dieseription at POS
[T Hide in Searches / Reports Serial No Duplicate Bar code
[ Input the bar code/description, F2 to Search, F5 for New | Soby. |W| Commit-F10 \ Cancel

Enter the Sales tax code in the Tax Code field.

Complete the remaining fields as required and click Commit - F10 or press F10 to commit the
information. See ‘Creating a new stock item’ on page 106 for more information on completing
these fields.

NOTE: Adding components to a package To add components to the package, open the Stock window
by pressing CTRL+O and enter the bar code of the package you just created in the Bar code field.

Click Components in the views list. (You may need to choose the stock item again by entering the
bar code or searching for the item.)

Enter component details.

NOTE: Package components must exist The components you want to add to the package must already
exist in the system. You cannot create a new stock item in the Components window.

a Enter the bar code or search for the stock item that you want to add to the package, in the
Component field.

b Enter the quantity of this item you want in the package in the Quantity field.
¢ Adjust the unit sell price as required.
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d Click the add icon ([+]) to add the component to the package. The component appears in the
grid.

B stock ===
Bar code E‘ In Stock: 0 C50: 0
Laghy 0  OnOder O

Description Xmas hamper [»] S /0rder 0
Department  <Dsfault> ~  Category1 <M/ *  Category 2 <N/A> - Catsgory 3 | <HAA>

Track Serial Number Package [/] Static Quantity Fisight tem Fractional Quantities Use Scale
General ~  Companents Quantity Unit Sell Total Sell
Picture +
Pricing IE‘ E E E
Accounts Bar code” Description” Tax' | Oy | Sellfinc [BC[ Totaf
Con rits Box of Chocolates GST 10.0 10.00
Sales
Audit Trail L £
Packages 1
Serial Audit
Suppliers -
Supplier Codes
g”mhafeoafdmf @ Tawlnclusive ) Tax Exclusive

ecial Urders
Sgles Ordars || Charge GST at Comporents' rates Total 10.00
Quotes + [C] Print Comporents on Receipt
[ Tnput the bar code/description, F2 o Search, F5 far New 4| SotBy. |®| Commi F10 | Cancel

Repeat from step 7 to add the rest of the components to the package.

The Total field displays the package sell price (which is the total sum of the component sell prices).
If you want to adjust the package sell price, you need to do so by adjusting the price of one or more
of the components.

If the unit sell price you entered for a component is below cost, RetailManager alerts you to that by
displaying an asterisk in the BC column.

Select the Charge GST at Components’ rates option if you want RetailManager to use the

components’ tax code when selling the package, and not the tax code you specified for the package
in step 5.

Select Print Components on Receipt if you want the components of the package to be listed on
receipts.

NOTE: Docket Printer You must have a docket printer set up before selecting this option. If you do not
have a docket printer set up, you will not be able to commit your changes. See ‘Docket printer’ on
page 32 for more information about setting up your docket printer.

Click Commit - F10 or press F10 to commit the information.

To update package details

You can add a component to a package, or edit or delete an existing component from a package in the
Stock window.

1

2

Go to the Information menu and choose Stock, or press CTRL+O. The Stock window appears.

Enter the bar code of the package in the Bar code field.

Click Components in the views list. A list of components contained in the package appears in the

grid.

= To add a component, enter the bar code of the component in the Components field, enter the
quantity of the item you want to include in the package and click the close icon ([£3).

= To edit a component, select it in the grid. The component details are removed from the grid and
displayed in the Components fields line above the grid. Edit the line as required and click the
closeicon ().
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= To delete a component, select it in the grid. The component details are removed from the grid
and displayed in the Components fields line above the grid. Press DELETE then click the close icon

(£

Note that the sell price of the package changes automatically to reflect any changes you have
made at the component level.

NOTE: Add, edit or delete in an existing package When you add, edit or delete in an existing
package, any changes you make are automatically saved to your shopfront database, so the
Commit - F10 button is inactive. Click the close icon (ﬂ) to leave the window.

For information about viewing component and package details for a stock item, see ‘Viewing
component details’ on page 120 and ‘Viewing package details’ on page 120.

Updating stock item details

Stock item details are updated in the Stock window. The following instructions are for updating general
stock item details.

= Toadd a picture to a stock item, ‘Adding pictures to stock items’ on page 111.

= To update components in a package, see ‘Packages’ on page 115.

= To update stock item level pricing, see ‘Single-item pricing’ on page 142.

To update stock item details

1 Goto the Information menu and choose Stock, or press CTRL+0. The Stock window appears.

2 Enterthe bar code of the product in the Bar code field. The details of the stock item are displayed.
The cursor is positioned in the Description field.

I Stock ==
Bar code [»] InStock: 12 £so 0
Lay-by: 0 OnQidec 0
Description lron [ side 0
Department White Good v Categoy1 ELECT  ~  Categow2 ELECT  «  Categorp3 ELECT  ~
[*] Track Serial Mumber  [[] Package [ Static Quantity  [] Freight ltem [ Fractional Quartiies 7] Use Seale
General -
Picture Unit of Measure Extended Desciption
Pricing
Accounts Purchases (Cost)  Sales(  RRF )| | Custom1 ]
gDImPD"Eﬂ'S TasCods G5T [»][10%2 637 [&][10% || rugome ]
ales

Audit Trail L ExTa 27203l 2363545 [l

£ Sale Prompt
Packages T 00l S [l
Serial Audit Sale Borus [§) $0. EDE
Suppliers 2
Supplier Codes Supplier 7 [»][Sterey and Assaciates T
Purchase Orders | MOy 10 [ MOy 20 [ @eveRrt M [Aeedvein
Special Orders
Sales Orders [] Change Deseription at POS
Auntes + | [EHide in Searches / Reparts Serial No Duplicate Bar code
[ Input the bar code/description, F2 to Search, F5 for New | SoBy.. |W| Commit-F10 \ Cancel

3 Update the product details as required. See ‘Creating a new stock item’ on page 106 for full

instructions on how to complete the fields in the Stock window.

NOTE: Purchases (Costs) fields The Purchases (Costs) fields may not be displayed if you belong to a
staff group with restricted access privileges. For more details about setting up access privileges, see
‘Security’ on page 285.

4 Click Commit - F10 or press F10 to commit the information.
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Viewing stock item details

MYOB RetailManager maintains a detailed record of stock items, including:
= general details (see below)

= picture details (see page 120)

= pricing details (see page 120)

= account details (see page 120)

= component details (see page 120)

= sales details (see page 120)

= audit trail (see page 120)

= package details (see page 120)

= serial numbers (see page 120)

= supplier details (see page 121)

= supplier codes (see page 121)

= order details (see page 121)

= customer special order details (see page 121)
= sales orders (see page 121)

= quote details (see page 121).

To view stock item details

1 Gotothe Information menu and choose Stock, or press CTRL+0 to display the Stock window.
2 Enter the bar code of the required item in the Bar code field.

3 Notice the fourteen views in the list in the Stock window. The name indicates the type of
information each view contains about the stock item. The information in the General, Picture,
Pricing and Components views can be edited; the other views are display only.

B stock [
Bar code E| In Stack: 12 Cso 0
Layby 0 OnGOider O
Description  Iron E S/Order: 1}
Department ‘hite Good — +  Catsgory 1 ELECT v Catsgory 2 ELECT v Category3 ELECT -
[ Track Serisl Mumber  [] Package [~ ] Static Quantity  [] Fraight Item [ | Fractional Quantitiss [T Use Scale
Unit of Measure |Each ||| Extended Description
Accounts Purchases [Cost]  Sales{ RAP )| Custom1 E|
g;{;?mems TasCode 65T [»][10% 65T [»][10% || custam2 =
Audit Trail | EwTa 27273 [l 36.3545 [l
E Sale Prompt
Packages Ine Tax 2500 [l 39,99 [l i
Serial Audit Sale Banus ($) $0.50 [l
gﬂgg::zﬁ:ades Suppier 7 [][Storey and Associates ——
Purchase Orders Min Oty 10 [l Maow o [ e O [Readweight
Special Orders
Sales Orders [ Change Description at POS :
NQuaotes [ Hide in Searches / Reports Serial Mo Duplicate Bar code
[ Tnput the bar code/description, F2 to Search, F for New 4| SotBy.. W] Commit F10 |[ Caneel |

Viewing general details The Stock window defaults to the General view, which displays general

information about the stock item such as pricing and stock holding quantities. The five fields at the top
tell you at a glance the quantity of the item in stock, on lay-by, on order, on customer special order and
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on sales order. See ‘Updating stock item details’ on page 118 for instructions on how to update general
stock item details.

NOTE: Purchases (Costs) fields In the General view, the Purchases (Costs) fields may not be displayed if
you belong to a staff group with restricted access privileges. For more details about setting up access
privileges, see ‘Security’ on page 285.

Viewing picture details Click Picture to view a picture of the stock item. For information about
adding or deleting a picture to a stock item, see ‘Adding pictures to stock items’ on page 111.

Viewing pricing details Click Pricing to view your global, category, and single-item pricing levels.
Single-item pricing levels are set in this window. See ‘Pricing grades’ on page 137 for more information.

Viewing accounts details Click Accounts to enter or view the income account and cost of goods sold
account for this item. You can set different accounts for different items. If you don’t set an account for
the item, the default accounts you set in your accounting options tab will be used to record income and
cost of sales (see ‘Accounting options’ on page 41).

Viewing component details If the stock item is a package, click Components to view a list of
components contained in the package. See ‘Packages’ on page 115 for instructions on how to update
components.

Viewing sales details Click Sales to view sales of the product for a specific period—hourly daily,
weekly, or monthly. Select the period by clicking the appropriate button at the bottom of the window.
The number of sales, the average sell price and estimated gross profit percentage for the specified
period appear in the grid on the right. The bar graph displays the number of sales for the selected
period.

NOTE: eGP% column The eGP% column may not be displayed if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.

Viewing audit details The Audit Trail view displays the full transaction history of the stock item,
including receiving new stock from suppliers, sales, lay-bys, sales orders, a change in sell price, a
change in cost, and so on. The date, type of transaction, transaction code, and the quantity moved in or
out of stock are listed for each transaction.

To view the original transaction, click a transaction or use the arrow keys to highlight the transaction
and then press ENTER.

NOTE: Variance column The Variance column may not be displayed if you belong to a staff group with
restricted access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.

Viewing package details Click Packages to view a list of the packages in which this stock item is a
component. For each package, you can view the package sell price, the component sell price and the
quantity of the stock item in the package. See ‘Packages’ on page 115 for more information.

Viewing serial numbers If you are tracking the serial number for this stock item, the Serial Audit
view displays the audit date, the serial number, warranty date, the transactions on the item, the
transaction ID (docket number) and the movement of the item (for example, from Lay-by to Sold). You
can view the record by clicking a transaction or by highlighting it using the arrow keys and pressing
ENTER
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Viewing supplier details Click Suppliers to view a list of suppliers you received this stock item from,
the date you received the product and the unit cost. You can use this window to compare the cost of
the product by supplier.

NOTE: Cost column The Cost column may not be displayed if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.

Viewing supplier codes Click Supplier Codes to view the supplier codes for this stock item.
RetailManager obtains this information from the Purchase Orders window, where you are required to
enter the supplier’s code for the product.

View the cost tax inclusive or tax exclusive by selecting the appropriate option at the bottom of the
window.

Viewing purchase order details Click Purchase Orders to view purchase order details for this stock
item. The date, order number, suffix, supplier, cost, quantity on order and status of the order are listed.

To view the original purchase order, click a transaction, or highlight it using the arrow keys and press

ENTER. For more information on creating purchase orders, see ‘To create a purchase order’ on page 127.

NOTE: Cost column The Cost column may not be displayed if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Security’ on page 285.

Viewing customer special order details Click Special Orders to view customer special order details
for this stock item. The date, customer, sell price, quantity on order and status of the order are listed.

To view the original customer special order, click a transaction or highlight it using the arrow keys and
press ENTER

NOTE: Creating customer special orders For more information on creating customer special orders, see
‘Customer special orders’ on page 203.

Viewing sales orders and quotes Click Sales Orders to view sales order details or Quote to view
quotes details for this stock item. Sales order or quote information such as the date, customer quantity
type and status is displayed.

View the cost tax inclusive or tax exclusive by selecting the appropriate option at the bottom of the
window.
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Merging stock items

Merging stock items is a useful way to correct the accidental duplication of stock items, and to merge a
new bar code with an old bar code to maintain the same stock item record.

Merge stock items when you have two existing stock item records. If you want to change the bar code
of a stock item to a new bar code, you need to reallocate the bar code. See ‘Bar codes’ on page 152 for
more information.

Before you begin merging stock items, note the following:

= You cannot merge two stock items if only one of them has the serial number tracking feature
enabled.

= You cannot merge two stock items if the unit of measure is not the same.
CAUTION: Merging records will close your shopfront Once you have completed the merger,

RetailManager closes your shopfront to complete the operation. Ensure that all other connections to your
shopfront are closed before merging records.

To merge stock items

1 Goto Admin menu and choose Merge/Delete Records. The Merge/Delete Records window
appears.

2 Click the Select records from drop-down arrow and choose Stock from the list.

[Z) Merge/Delete Records =]

Select records from

Old Bar code

[»] Dlate Record

New Bar code

B Merge - F10

3 Enter the old bar code in the Old Bar code field.
4 Enter the new bar code in the New Bar code field.

5 Click Merge - F10 or press F10. A confirmation message appears.

(i MYOB RetailManager Question =]
" Are you sure you wish to merge the stock
L] halding of
(10 Bread
inta (21) Bread ?
s

6 To continue, click Yes to the confirmation message. Or, if you do not want to continue, click No.
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7  Continue to merge other records, or click the close icon ([£3) or press Esc to close the Merge/Delete
Records window. An information window appears, informing you that RetailManager will close and
reopen your shopfront.

(L] MVOE RetailManager Information 3

i “ou have altered records with this shopfrant.

\“J) M OB RetaillManager will need to close and
re-open this shopfront before you can use it
again

8 Ensure that no other terminals are connected to the shopfront and click OK. Your shopfront closes
and the staff or customer records are merged from RetailManager.

If you have a single shopfront, RetailManager will reopen your shopfront. If you have multiple
shopfronts, select the shopfront you want to open.

Once you have merged the stock items, the old bar code is cleared and can be used again for a new
stock item.

Deleting stock items

The Delete Records function is useful for deleting stock items that have been entered in MYOB
RetailManager by mistake or items that you no longer require in the system. If you have more than one
stock item to delete, you can use the Bulk Delete feature (see ‘To delete stock items in bulk’ on

page 124).

NOTE: Track Serial Numbers You cannot delete a stock item that has the serial number tracking feature
enabled.

RetailManager creates an ‘item’ called <Deleted> the first time you delete a stock item and merges
your stock item record into this item. All stock items that you delete subsequently are merged into the
<Deleted> item.

You cannot delete the following:

= anitem thatis currently in stock, or that has a negative quantity (only items with zero quantity can
be deleted)

= anitemon order.

Before you delete items Once an item is deleted, you will not be able to access the item record.
Make sure you are deleting the correct item. Consider doing a backup before you delete any records.
See ‘Performing a backup’ on page 278 for more information about backing up your database.
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To delete a stock item

1

2

Go to the Admin menu and choose Merge/Delete Records.

Click the Select records from drop-down arrow and choose Stock from the list of available options.

[Z) Merge/Delete Records =]

Select records from

Old Bar code

[»] Dlate Record

New Bar code

B Merge - F10

Enter the bar code of the item you want to delete in the Old Bar code field.

Click Delete Record. You are asked if you want to merge the item with the <Deleted> item. Choose
Yes.

Continue to delete other records, or click the close icon () or press Esc to close the Merge/Delete
Records window.

An information window appears, informing you that RetailManager will close and reopen your
shopfront.

(i) MYOB RetailManager Information =]

MY OB RetailManager will need to close and
re-open this shopfront before you can use it
again.

i “ou have altered records with this shopfrant
P

Ensure that no other terminals are connected to the shopfront.
Click OK.

Your shopfront closes and the stock records are merged from RetailManager. If you have a single
shopfront, RetailManager will reopen your shopfront. If you have multiple shopfronts, select the
shopfront you want to open.

Once you have deleted the stock items, the old bar code is cleared and can be used again for a new
stock item.

To delete stock items in bulk

1

Go to the Stock Management menu and choose Bulk Delete Records. A message appears
informing you that you must close all connections to your current shopfront.

NOTE:  Ensure no other terminals are connected to your shopfront if you are using RetailManager on a
network.
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Click Yes. The shopfront closes and the MYOB RetailManager Bulk Delete window appears.

B MYOB Retaittarager Busk Delete

Erter your Hiaks st b sock
Shoch Fitess
Srarch * Dnserpben -
Dépaament Al v
Categeep @b+ Chegoy? GAD + Calsgend G =
Last ueed bndcen =
Inehn Inactrve Stock irchatn Sinck wih Trncked Srsal Numbers Snach

ey = Drscrplen =] Depi ~| Cal =] Ca2 | Cat3 v Packoge = | Inectvn .

No two libed

Ditems

Select 3 field bo search on Cloie.

In Stock Filters, select your search criteria for the items you want to delete. Use the Search field to
search by classification (such as stock description or bar code).

You can filter the items list according to department, category or date the item was last used (not
including stocktakes), or use a combination of filters to narrow down a search. For example, if you
want to find out what stock hasn’t been sold for over a year, so you could filter by date last used,
then further refine your search by selecting a category or department.

Select Include Inactive Stock to include inactive stock in your search.

Select Stock with Tracked Serial Numbers to include stock with a serial number that you track.
When you select this option, a warning message appears regarding warranty on items with tracked
serial numbers. Click OK.

Click Search. The stock items matching your criteria appear.

Select the items you want to delete by clicking in the Select column next to the item. If you want to
delete all items, click the Select column heading.

Click Commit. A confirmation message appears.
Click Yes. The items are deleted.

Click Close to close the MYOB RetailManager Bulk Delete window, or set new search criteria to
delete more items.
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Purchase orders

Unless you manufacture your products on site using your own raw materials, you probably purchase
your stock items or raw materials regularly from your suppliers. You can use the Purchase Orders
function to create purchase orders for each supplier, listing the stock items and quantity you require
and the price you expect to pay.

The following topics are included in this section.
= ‘Creating purchase orders’ below

= ‘Editing and cancelling purchase orders’ on page 130.

Creating purchase orders

When you create a purchase order, MYOB RetailManager keeps track of the status of the order. The
order remains outstanding until you receive the items and enter them in the Goods Received window.
You can enquire into purchase orders by supplier in the Suppliers window or by stock item in the Stock
window.

The What’s On Order report lists all the products on order for each supplier and the expected date of
the order. The report can be filtered by supplier, department, category or expected date. The Indent
Order report lists all your pending orders for the next twelve months.

It is not mandatory that you create purchase orders in RetailManager. You have the option of ordering
your items separately and entering them in RetailManager using the Goods Received window when
you receive them.

Standard shop orders When you create a stock item, you have the option to set the threshold
quantity for that item (see ‘Creating a new stock item’ on page 106 for more information). Before you
create a purchase order, you can run the What Needs Ordering report to find out which items are
below the threshold quantity and need to be reordered.

If a stock item that is below threshold quantity has been assigned a default supplier, entering that
supplier’s number in the Purchase Orders window will cause a prompt window to be displayed, asking
if you want to load standard orders. Click Yes to populate the Purchase Orders window with standard
order stock.

Customer special orders You can use the Purchase Orders function to place a one-time customer
special order. If you have allocated a supplier for the special order, entering that supplier’s number in
the Purchase Orders window will automatically prompt you to load shop orders. Click Yes and the shop
orders are loaded.

Supplier codes In the Purchase Orders window you are prompted to enter a supplier code for a
product the first time you order it from a supplier. RetailManager will remember this code and insert it
automatically in the Supplier Code field the next time you order the product from this supplier. (If a
supplier code has not been entered previously for a product, RetailManager displays the product’s bar
code in the Supplier Code field.)

RetailManager allows for different supplier codes. If you subsequently order the product from another
supplier, you will need to enter their code in the purchase order. The Codes tab in the Stock window
lists all the supplier codes for a product.
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To create a purchase order

1 Go to the Transaction menu and choose Purchase Orders, or press F9. The Purchase Orders
window appears.

[ MVD8 Retsibamages - Clesswates Pty Lnd (==
Fibe Tramschon infsmmuscn Ademin ook fetep Winde beelp
i | ot ke T
Suppien
[ Sup Code Descrpinn Catreries Tam Ex Cont [
=] =]

[ Sotect Mt sioc | g e Siock

Cemwerty Evgancind Teta o T 3000
Epected Tolai e Tas) 30

Due Die. B

e =3

|” ™ | Puactaon oo |

2 Enter your staff number in the Staff field. If you have outstanding customer orders you will be
prompted to process them.

NOTE: Tax inclusive/exclusive The Costs include tax option is selected if you selected this option in
the General Options window. If you want the cost to be tax exclusive, deselect this option before you
enter any item details.

3 Enter the supplier number in the Supplier field or, to create a new supplier record, press F5 (for
more information, see ‘Maintaining supplier details’ on page 90).

4 If astock item from this supplier needs reordering or if you have allocated a customer order to this
supplier, a message appears asking you if you want to populate the window with that order.
= Click Yes if you want to place either a standard shop order or a customer special order. The
product details are displayed in the Purchase Orders window. Check the order and edit it if
required.
= Click No if you want to order other products.

5 Toadd an individual item to the order:

a Enter the bar code of the product in the Bar code field and press ENTER. If the product is assigned
to another supplier, an alert message appears displaying the name of the default supplier.

b Tab through each of the item fields, and change any information if required. When you tab out
of the Qty field, this product line is moved into the list, and the cursor is positioned at the
beginning of a new line.

To create a new item:

¢ Enter a new bar code and press ENTER. A message appears stating that no matching bar codes

were found.
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d Click Create to create the item. The Create New Stock Item window appears. See ‘Creating a
new stock item’ on page 106 for full instructions on how to complete the fields in this window.
When you commit the transaction, you are returned to the Purchase Orders window, with the
product you just created displayed in the entered items list.

e Inthe Purchase Orders window, enter the supplier’s code, expected cost and required quantity
for this new item. When you tab out of the Qty field, this product line is moved into the list, and
the cursor is positioned at the beginning of a new line.

6 Toadd multiple stock items to the order:
a Click Select Multiple Stock. The Select Multiple Stock window appears.

[ Select Multiple Stock =]
Load items based on a department and categony selection. Items selected will be Ioaded into the Purchase Order window.
Department <Al - Supplier  Sampson Supply Company Pry Ltd -

Categom 1 <All> - Category 2 <4l - Category 3 <Al - Load |
W Select [Barcode” | Deseription® Categor 17| Categorp 2 | Categoy 3| Costt | Oy
Mo items listed
0 ltems

b Select the Department that you want to load stocks from. If you want to see stock items from all
departments, select <All>. The Category fields associated with the selected department will
appear. Select any category values you want to use or use the default <All>.

¢ If required, select a different Supplier (the default is the Supplier you are ordering from). If you
want to see stock items of all suppliers, select <All>.

d Click Load to see the stock items. The stock items are displayed in the grid.

e Click the Select option next to each item you want to order. To select all items in the list, click the
Select column heading.

f Click OK to add the selected items to the order. If the default supplier for these items is different,
a window appears asking you to reselect the items. Select the items again and click OK.

You are returned to the Purchase Orders window, with the products displayed in the items list.

7 You can also add stock items that are duplicates of another item—duplicate items have the same
department and pricing information but can belong to different categories or have different bar
codes and descriptions. For example, you could make duplicates of a shirt, with only the size and
colour being different.
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To create one or duplicates of an item:
a Click Duplicate Stock. The Duplicate Stock window appears.

(& Duplicate Stock =]
Create another item that has ths same department and pricing information but where ane or mars categoies is different
Bar code ]
Depattment Categony 1 Category 2 Categony 3
Purchase Tax Code Purchase Cost (Inc) FRF Tax Code Sales RAF (Inc)
Increment Bar cods by 1 Nurber of duplicates [1 —] Duplicate:
" M plicates =l Duplicate
W Select | Bar code” Description” Category 1% | Categoy 2| Categop 3| Oty
Na items listed
Oltems Clear &l

b Enter the Bar Code of the item or click F2 to search for it. The item details appear in the top part

of the window.

¢ If you want to enter your own bar code for the item or you want to retain the same bar code for
all the duplicates, deselect the Increment Bar code by 1 option. If the option is left selected, a
new bar code will be generated automatically by incrementing the original items bar code by 1.

d Inthe Number of duplicates field, enter the number of duplicates you want to create.

e Click Duplicate. The duplicate items appear in the list.

(& Duplicate Stock

Barcode BB

Depatment  Groceries

[»] Green Tea- Loose leaf
Category 1 FOOD

Purchase TaxCode  FRE | Purchase Cost (Inc]

Create another item that has ths same department and pricing information but where ane or mars categoies is different

=]
Cateqory 2 DRINE Categom 3 [cHAss
$350 FRF TaxCode | FRE | Sales RRF (inc) $7.00
Number of duplicates 3 j Duplicate

Bar code®
&7
[:t:]
]

Description”
Green Tea - Loose leal
Gresn Tea - Looss leaf

Green Tea - Loose leaf

Cetegory 1* | Categom 2| Oty | =
FOOD DRINK 1
FOOD DRINK 1
FOOD DRINK 1

3tems [ Cleardll |

f If necessary, you can assign different category values or modify the Bar code and Description for
each item. Click in the field you want to modify and enter or select the value.

g Select the Select option next to each of the duplicates you want to use. To select all items in the

list, click the Select column heading.

h Click OK to duplicate and add the selected items to the order. You are returned to the Purchase

Orders window.

8  When you have finished adding all the items to the order, tab to the Order Suffix field and enter a
code—for example, a reference number or your name—that will help you identify the purchase
order. What you enter here will appear in the Order No. field in the Goods Received window when

you display this order.
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NOTE: Expected Total and Due Date fields The Expected Total fields display the expected total for the
order including and excluding tax.

If you recorded the number of delivery days for the supplier in the Suppliers window, the Due Date field
displays the date you can expect the goods from the supplier. You can change this date if you want.

9 Tochange the delivery address:

a Click Delivery. The Delivery Details window appears.
b Inthe Deliver to field, select where you want your goods delivered.

(2 Delivery Details (=l
Deliverta [StestAddiess [Shop) +

Street Address (Shoy

Customer
Custamer Address

Location et fddress

Details

Attention

Addess 23 Main Rd

Subub  Melboumne []
St VIC []

Phane 0333338933 Country lz‘

Post Code 3001

Commit - F10 Cancel

¢ Ifyou are delivering the items directly to a customer, select the customer and their location.
d Click Commit - F10 to return to the purchase order.

10 Click Commit - F10 or press F10 to commit the purchase order information.

Purchase orders are printed to the printer you specified.

Editing and cancelling purchase orders

You can edit a purchase order in MYOB RetailManager. You might do this if, for example, you notice an
error in the order after you print it out, or the supplier informs you that some items on order are out of
stock. You can edit the supplier code, expected cost, tax code, and quantity of a product on order, and
change the suffix and due date if required.

You can also cancel an outstanding purchase order.

To edit a purchase order

1 Go to the Transaction menu and choose Purchase Orders, or press F9. The Purchase Orders
window appears.

2 Enter the Staff number and the Supplier number in the appropriate fields.
3 Click Edit Purchase Order. A list of purchase orders for this supplier is displayed.
4 Select the required purchase order. The products on order appear in the grid.

5 Select the product line you want to edit by highlighting it and pressing ENTER The product details
shift to the first line.
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6 Edit the order as required and click Commit - F10 or press F10 to commit the information.

When you print out the purchase order, a revision number will appear on the order.

To cancel an outstanding purchase order

See ‘Cancelling orders’ on page 272 for full instructions on how to cancel an entire purchase order or an
individual item on order.

Receiving goods

The Goods Received window is used to receive goods into stock from a supplier’s invoice. New
suppliers and new stock items can also be quickly created from this window.

NOTE: Troubleshooting See ‘Goods received and returned goods’ on page 365 for troubleshooting
information about receiving goods in RetailManager.

When you are receiving goods in the Goods Received window, you have two methods for creating new
stock items. You can either create the new stock item:

= inthe Goods Received window, which only requires the minimum amount of information about
the product, or

= inthe Create a New Stock Item window (accessed from the Goods Received window), which is
used to add more detail about the stock item and set your stock levels.

You can also create duplicates of a stock item from the Goods Received window—duplicate items have
the same department and pricing information but can belong to different categories or have different
bar codes and descriptions.

Before you create a new item, see ‘Naming your stock items’ on page 109 for important information
about how to name your stock items in RetailManager. Also see ‘Maintaining stock items” on page 93
for important information about defining product categories.

NOTE: Record supplier’s ABN If the supplier from whom you are receiving goods is registered for GST,
select the Supplier Registered for GST option in the Suppliers window. Then, record the supplier’s ABN.
Otherwise, RetailManager will assume that the supplier is not registered for GST and assign the GNR (GST
Non-Registered) tax code to all items you receive from this supplier. Note that you must quote the supplier’s
ABN in order to claim GST from the ATO on your purchases.

The following topics are included in this section.
= ‘Receiving goods on order’ on page 132
= ‘Printing bar codes for goods received’ on page 137

= ‘Calculating discounts’ on page 137.
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Receiving goods on order

When you place a purchase order in RetailManager and receive the goods, you can display the order in
the Goods Received window. Each product on the order is displayed, saving you having to enter the
received products manually. If there is a discrepancy between your purchase order and the supplier’s
invoice, for example, you expected to pay $20 for a product but the supplier charged you $22, you can
adjust the expected cost for the stock item as required in the Goods Received window.

NOTE: Assigning serial numbers on receipt of goods You can use the Serial Number option in the Goods
Received window to assign serial numbers to stock. For more information, see ‘Serial numbers’ on page 160.

Receiving part of an order If you received only part of an order, for example, you ordered 6 squash
racquets and 50 pairs of running shoes, but the supplier sent you only 30 pairs of shoes and no
racquets, you can delete the squash racquets line in the Goods Received window and change the
quantity of shoes to 30. The purchase order will be outstanding until you receive the remaining 20 pairs
of shoes and the squash racquets. However, if you have selected to automatically reject backorders
from this supplier (see ‘Maintaining supplier details’ on page 90), the outstanding items will be deleted
from the purchase order and the order will be cancelled.

To receive goods into stock

1 Gotothe Transaction menu and choose Goods Received, or press F7. The Goods Received window
appears.

Fibt Tramaction ifirmation Stock Mimagement_ Contict Minagemert _ Reconciiution Took Setup Window Help

sn | Costs inchude Tax Frcag. 26 dusgast 2011 WIEE
Sueger ] v Dot ]
Cvcies Ho, Irvvcce Ho

Comments G Tty Sublstal o
ExTan 0 Foscht [ 55T vl
= sm —— |
e Tan 00 ctabind 30,00

[EEIEIET | ot e st e o e

|_ St [Efptare oot i ] GootPecenet )

D E F G H
A Load PO Click to load the purchase order. Load order first before entering other goods.
B Costsinclude If selected, the cost is tax inclusive. Select or deselect this box before receiving goods.

Tax
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C Stock grid Enter goods received here.

D Goods Totals Displays tax information for the selected line or for the total transaction.

E Select Multiple Click to add multiple stock items at one time. For more details on this feature, see ‘To add
Stock multiple stock items in the Goods Received window’ on page 135.

F  Duplicate Stock Click to create and add duplicates of a stock item. For more details on this feature, see ‘To

add duplicate stock items in the Goods Received window’ on page 136.
G Freight Enter freight tax code here.

H Expected Enter the supplier’s invoice total here.

Enter the staff number in the Staff field.

NOTE: The date field The date in the Date field defaults to the current date, and can’t be changed.

Enter the supplier number in the Supplier field. If this is a new supplier, press F5 to create a new
supplier. Refer to ‘Maintaining supplier details’ on page 90 for more information.

CAUTION: IMPORTANT The Invoice date (not the Goods Received date) is used if you export your
information to MYOB business management software. See ‘Accounting options’ on page 41 for details.

If you have any outstanding orders for this supplier, a window appears, asking you if you want to
select one. Click Yes if you have a purchase order for the received goods and choose the order from
the displayed list. Alternatively, click Load PO. The products on order are displayed in the grid. Edit
the product details if required.

Enter the invoice date and invoice number in the appropriate fields.

Scan the bar code or enter the product code of the item you are receiving into stock in the Code

field and press ENTER.

= If you are receiving a product that you have had in stock before, the product details are displayed.
The cursor is positioned in the Unit Cost field, ready to enter any change in unit cost. Go to
step 8.

NOTE: Use Average Costs If you have selected the Use Average Costs option in the General
Options window, the average cost will already be displayed in the Unit Cost field, calculated from the
unit costs entered when receiving the stock item into stock.

= If you are receiving a new product, a question window appears. Click Create. A question window
appears.

(i) MYOE RetailManager Question =]

3) “You can only enter basic stock details in this
L

window.

Woule yiou like to enter full details?

es

NOTE: Serial numbers require full details to be entered If you want to enable serial numbers for a
new stock item, you must choose to enter full details by clicking Yes.
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10

11

12

= Click No if you want to record the minimum amount of information about the product. Go to
step 7.

= Click Yes to enter detailed information about the product. The Create New Stock Item window
appears. See ‘Creating a new stock item’ on page 106 for full instructions on completing the
fields in this window. When you commit the stock information, you are returned to the Goods
Received window. The details of the product you have just created are displayed. The cursor is
positioned in the Unit Cost field. Go to step 8.

You can also add items by clicking Select Multiple Stock and Duplicate Stock. For details, see ‘To
add multiple stock items in the Goods Received window’ on page 135 and ‘To add duplicate stock
items in the Goods Received window’ on page 136.

Enter the product details:

= Enter a product description in the Description field. This is a mandatory field.

Choose the product Department.

= Choose the values for the product Categories in the field.

= Enter the correct tax code for the item.

Enter the unit cost, the RRP (including tax), and the quantity being received of the product in the
respective fields.

You can use the calculator in the Unit Cost field to calculate the discount you received for a specific
stock item, or enter a formula directly in the Unit Cost, RRP or Qty fields. For example, by entering
a quantity of 5, and entering T300 in the Unit Cost field, the Unit Cost is automatically calculated as
$60 for each item. See ‘Calculating discounts’ on page 137 for more information. The total cost is
automatically calculated and displayed in the Ext. field.

Press ENTER. Once you have received the product, this stock information line is displayed in the
entered items list, and the cursor will return to the Code field ready for you to receive the next
item.

Repeat these steps for each product on the invoice you are receiving into stock. As you receive each
product, you will notice that the Subtotal and Total fields are updated as you go.

When you have entered all the goods received on the invoice, and the cursor is positioned at the
beginning of another blank line, press ENTER again to go to the Freight field.

NOTE: Freight field If this supplier has been set up as ‘freight free’ in the Suppliers window, a warning
will be displayed if you enter an amount in this field.

Enter any freight amount you have been charged in the Freight field.

If tax is charged on freight, press F12 to go to the freight tax field, and enter the correct tax code.
(This field displays the default tax code set in the Set Tax Codes window. See ‘Setting up default tax
codes’ on page 55 for more information.) Use the up/down arrow keys to find the required tax code
or press F2 to view a list of tax codes.

Enter the total showing on the supplier’s invoice in the Expected field. RetailManager will check
that the expected total equals the total of the line items (plus freight) in the Goods Received
window. If there is a discrepancy, you will receive a message informing you of the difference. If the
difference appears to be due to rounding, you will be prompted to commit the transaction.
However, if there is a significant difference between the invoice total and the line item (and freight)
total, you will be required to enter the reason for the discrepancy in the Comment field before you
can commit the transaction.
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NOTE: Exportinformation When you export your data to MYOB business management software,
goods received appear as purchases. Note that the calculated total (not the expected total) is exported to
your MYOB business management software.

Enter any comments about the invoice such as damaged stock received in the Comments field.
If you want to print your goods received prior to committing the transaction, press F4.

The RetailManager report viewer displays the Goods Received report. You can print the report
from this window. Note that the Goods No. or GR No. (goods received invoice number) is displayed
as a negative one (-1). This number only becomes positive and reflects the actual number of goods
received in this report once you have committed the goods received transaction.

Click Cost Price Adjustment to adjust the cost total of goods received.

Cost price adjustment evenly apportions an adjustment amount across product lines, entered in
the Goods Received window. This can be used for freight and other surcharges and can also be
used for negative adjustments for early settlement discounts and other discounts.

Click Commit - F10 or press F10 to commit the information.

To add multiple stock items in the Goods Received window

This procedure describes how to add multiple stock items in the Goods Received window.

1

In the Goods Received window, click Select Multiple Stock. The Select Multiple Stock window
appears.

d sefection, ems Gioods P
Diepariment <l - Sugpler  Samgsen Sunols Compary Py LI -
Catngory 1t *  Cainguy 2 (Al *  Caiegupd A - Lead
W Select | Da code’ | Deacrption® Categony 1" | Category 2° | Category T | Cour* | FARP* oy
Har e bt
0
Cancel

Select the Department that you want to load stocks from. If you want to see stock items from all
departments, select <All>. The Category fields associated with the selected department will
appear. Select any category values you want to use or use the default <All>.

If required, select a different Supplier (the default is the Supplier you are receiving from). If you
want to see stock items of all suppliers, select <All>.

Click Load to see the stock items. The stock items are displayed in the grid.

Select the Select option next to each item you want to receive. To select all items in the list, click
the Select column heading.

Click OK to add the selected items. If the default supplier for these items is different, a window
appears asking you to reselect the items. Select the items again and click OK.

You are returned to the Goods Received window, with the products displayed in the items list.
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To add duplicate stock items in the Goods Received window

This procedure describes how to add duplicate stock items in the Goods Received window. Duplicate
items have the same department and pricing information but can belong to different categories or
have different bar codes and descriptions. For example, you could make duplicates of a shirt, with only
the size and colour being different.

1 Click Duplicate Stock. The Duplicate Stock window appears.

2 Duplicate Stock &
Create arother bom that hat the 5 d b o i ciftesert
B code [=1
Drepamment Catngory 1 Categony 2 Capegory 3
Purchase Tax Code Puschase Cost firc) RRP Tax Code ok BAP fin)
" o d foed
Bierko of g ain =

W Simdect [l ol Desrgion” Calmgery 1" | Calmgory 7| Calmgeap 7| Ol

Ho remi kated

2 Enter the Bar Code of the item or click F2 to search for it. The item details appear in the top part of
the window.

3 If you want to enter your own bar code for the item or you want to retain the same bar code for all
the duplicates, deselect the Increment Bar code by 1 option. If the option is left selected, a new
bar code will be generated automatically by incrementing the original items bar code by 1.

4 Inthe Number of duplicates field, enter the number of duplicates you want to create.

5  Click Duplicate. The duplicate items appear in the list.

2 Duplicate Stock &
Create arother bom that hat the 5 d b o i ciftesert
Ewcode 66 [ie] Beeon Tea-Loose keat

Depamment  Groceses Category 1 FOOD Categoey 2 DRINE

Purchase TaxCode  FAE  Puschase Cot fre) $350 BAP TaxCode FRE gy RAP finc) 17.00

5 |

F Increment Ba code by 1

Bk o dgieates 3 |

W Smdect [l ol
L 18
“

L]

Dimerplion®
(Goeen Toa - Looe kel
Gegan Toa - Loose ksl
Goeen Toa - Loove keal

Calmgery 1" | Calmgeay
FOOD DRINK
Foan DRINK
FOOD DRINE

6 If necessary, you can assign different category values or modify the Bar code and Description for
each item. Click in the field you want to modify and enter or select the value.

7  Select the Select option next to each of the duplicates you want to use. To select all items in the list,
click the Select column heading.

8 Click OK to duplicate and add the selected items to the order. You are returned to the Goods
Received window.
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Printing bar codes for goods received

If you want to print bar code stickers for the products you receive into stock, you need to select the
Print Custom Bar codes with Goods Received option in the General options, Other tab. See ‘General
options’ on page 22 for more information.

Use the Load Options button to display and print bar codes for goods received. For more information
about printing bar codes for goods received, see ‘To load multiple goods received bar codes for
printing” on page 156. Alternatively, after each Goods Received entry, CTRL+TAB back to the Goods
Received window, leaving the Print Custom Bar codes window in the background. The bar code
printing grid will keep accumulating items until you either print them or close the window.

Calculating discounts

RetailManager uses formulae to calculate any discount you receive on an individual item for an invoice.

Discounts for any individual item on the invoice are entered as part of the unit cost of the productin the
Unit Cost field. For example, if you received a discount of 7% on a coffee machine with a unit cost of
$499, type ‘499*0.93’ and press Tab. The Unit Cost is automatically calculated as $464.07. You can also
press the assist icon ([i#|) in the Unit Cost field to use the RetailManager calculator.

See ‘MYOB RetailManager calculator’ on page 68 for more information on using the RetailManager
calculator.

Pricing grades

The Pricing Grades function enables you to set different default pricing. You can allocate discount
levels to different grades of customers and then make exceptions to these discounts at either category
or stock item level.

This means that staff members do not need to know which customers should receive a discount; these
customers can be pre-defined in RetailManager as receiving a certain pricing level. At the time of sale,
the staff member can also select a grade for each line item.

PRICING GRADES
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Using pricing grades

The price that a customer pays depends both on the grade you allocate them and the product they are
purchasing.

Grades are used as a means of giving differing levels of discount to customers, for whatever reasons
you might have. You can determine what price you want to apply to customers who have a Default
grade, for example full retail price, and then set further discount levels, from Grade A to Grade D.

There are three levels at which grades work. Within each of these levels you can set up your grade
prices.

= Global level. This level applies to all the products in your store. These discounts should be based on
your overall average margins.

For more information see ‘Setting global pricing rules’ on page 139.

= Category level. This level applies to the specified department and category and overrides the
global prices for all the products of this category.

For more information see ‘Category pricing’ on page 140.

= Single-item level. This level applies to a specific stock item only and overrides the category or
global prices. You can specify a stock item price without specifying prices for its category, making
this a one-off exception to the global pricing structure.

For more information see ‘Single-item pricing’ on page 142.

The three levels work in a hierarchy: the pricing for a single item will override the pricing for a category,
which will again override global pricing.

For example, a hardware store might want to give a 10% discount on all products to their Grade A
customers and a 5% discount to all their Grade B customers. So the owner creates global pricing rules
for Grade A and Grade B. Assume that the store also imports a particular brand of tools called Tuff
Tools. Because the store does not make too much of a margin on the tools made by Tuff Tools, the
owner decides to reduce the discount on this brand of tools to 5% for Grade A customers and 2.5% for
Grade B customers. This is the category pricing grade.

The owner can also decide that Grade B customers should get an even lower discount for one of the
Tuff Tools products, a drilling machine. So the owner sets the pricing for this particular item to 1.5% for
Grade B customers only. This is the single-item pricing grade.

What happens at the time of sale? When a new sale is created, RetailManager will first check if the
customer or item has been allocated a grade.
Once a pricing grade is found (for example Grade A), RetailManager will do the following:

a Check if there is a Grade A rule set for the single-item level. If one is found, it is immediately
applied and all other rules are ignored.

b If no single-item rule is found, RetailManager then checks if there is a Grade A rule set for the
category level. If one is found, it is immediately applied and the global rule is ignored.

¢ If no category rule is found, RetailManager then checks if there is a Grade A rule set for the
global level.

Where do | set pricing grades? Global and category level pricing are set in the Pricing Grades
window. Single-item pricing is set (for a specific stock item) in the Stock window.
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Formulae you can use for pricing grades When setting up global, category and single-item level
pricing rules for each grade, you need to use one of the available formulae provided by RetailManager.

RRF-$
Fixed §
Cost+% ¥

Example

If you wanted to sell an item for five per cent less than the retail price to Grade A customers, you would
select the RRP - % formula from the list and set the percentage to 5 so that the pricing rule is displayed
as RRP - 5.00%.

To sell an item for three dollars more than cost, you would select the Cost + $ formula and set the
amount to 3 so that the rule is displayed as Cost + $3.00.

NOTE: GST calculation The cost price in the Cost + % and Cost + $ formulae is calculated exclusive of GST.
GST is calculated after the margin is added.

NOTE: Setting no discount Choose <none> if you do not want to offer a discount.

Prices By Grade report The Prices By Grade report displays your stock item prices and estimated
gross profit percentage for each grade for which you have defined pricing.

Setting global pricing rules

Global pricing applies to all the products in your store. These rules should be based on your overall
average margins.
To set global pricing rules

1 Gotothe Stock Management menu and choose Pricing Grades. The Set Pricing Structure window
appears with Global pricing details selected by default.

[ Set Pricing Structure (=
Global pricing struetures apply 1o all your Stock = Deprimentand Ceizmee
items. You can have exceptions to these

universal rules - by Category or by Stack item,
FletailManager will first check whether any
special pricing 1ulss apply to the specific Stack. Glabal Pricing Structure (default pricing)
item being sold. If nane are found, i then checks
the Category rules for & match and i none exist,
the Global rules are applied.

[ Dafault [ <hone
[ Grade & [ <hone
Grade Rule
@ Def [ <nore> [ GradeB [ <none>
D A e " GradeC [ <none>
0B [ <noner
B C <none> [ Grade D [ <none>
oD <nonex
[/ Disabls all Pricing Structurss [l stock sold at RRF)
[ Add/Update ] [ Delete |

Close

2 Choose the grade of customer for which you want to define the pricing. Start with the Def (Default)
grade. This option is already selected. Use the arrow keys to select the required rule from the Sell =
list, and then enter the amount or percentage in the Amount field.
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CAUTION: Rules and cost price Be careful that you don’t enter a rule which could result in your selling
a product for less than cost price.

3 Press ENTER The Grade A option is selected. Select the required rule, and enter the amount or
percentage in the Amount field.

4 Press ENTER The Grade B option is now selected. Repeat the procedure described in step 3 for each
of the grades you want to set up.

NOTE: Setting grades You can set up to five grades.

5 When you have finished entering your grades, click Add/Update. The global pricing structure you
have set up is displayed in the Global Pricing Structure frame to the right. To quickly make all
pricing structures default to retail price, select the Disable all Pricing Structures (all stock sold at
RRP) option.

You can now allocate the grades you have set up to customers.

To edit global pricing rules

1 Click the radio button of the grade you want to change.
2 Using the above procedure, change the pricing rule for the grade.

3 Once you have entered your changes, click Add/Update. Your edits are displayed in the Global
Pricing Structure frame.

To delete global pricing rules

If you want to delete the global pricing rules for all grades, simply click Delete.
To delete a single grade rule, select <none> as the rule for that grade.

Category pricing

You set category level pricing by clicking Department and Categories in the Set Pricing Structure
window.

For more information on departments and categories, see ‘Maintaining stock items’ on page 93.

To set category pricing
NOTE: Remember Category pricing overrides global pricing for the specified category.

1 Gotothe Stock Management menu and choose Pricing Grades. The Set Pricing Structure window
appears with Global pricing details selected by default.
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Click Department and Categories at the top of the window.

(L] Set Pricing Structure ==
Departments - Global Department and Categaries
B[Category 1 B[Categoy 3 Department | Catl | Cat2 | Grade Flule

<N
COOK
ELECT
FooD
FRGHT

Mo items listed

Grade Rule

@ Def [ <¢noner

©a [ <omes

@8 [ e

®c <none>

@0 [ <ones

[ Add/Update ] [ Delete |
© View Al Grades () View Selected Grade

[ Close

Click the Departments drop-down arrow and choose the department for which you want to define
pricing.

Select the checkbox of the Category 1 option(s) for which you want to define pricing or click the
checkbox above the list to select all Category 1 options.

Repeat step 4 for the Category 2 and Category 3 options.

Choose the grade of customer for which you want to define the pricing. Start with the Def (Default)
grade. This option is already selected. Use the arrow keys to select the required rule from the Sell =
list, and then enter the amount or percentage in the Amount field.

CAUTION: Rules and cost price Be careful that you don’t enter a rule which could result in you selling a
product for less than cost price.

Press ENTER. The Grade A option is selected. Select the required rule, and enter the amount or
percentage in the Amount field.

Press ENTER. The Grade B option is now selected. Repeat the procedure described in step 6 for each
of the grades you want to set up.

CAUTION: Setting grades You can set up to five grades.

When you have finished entering your grades, click Add/Update. The list of your category pricing
rules is displayed in the frame to the right.

You can now allocate the grades you have set up to customers.
TIP: Viewing all pricing rules set for a specific grade To view all pricing rules that have been set for a

specific grade, select the View Selected Grade option. The details displayed in the right frame will display
only the selected grade’s pricing rules for each category.
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To edit category pricing

If you want to edit an existing category pricing structure, click the department or category in the frame
to the right, and then click the grade for which you want to change the pricing rule. Change the pricing
rule as required and click Add/Update. The edited price will be displayed in the frame to the right.

If you make a selection that has multiple rules for a particular grade, the existing rules for the grade will
not be updated when you click Add/Update.

To delete an existing category pricing

If you want to remove an existing category pricing, select the required category in the frame to the
right and then click Delete.

Single-item pricing

NOTE: Remember Single-item pricing overrides category pricing and global pricing, for the specified stock
item.

Single-item pricing is set in the Stock window.

NOTE: Cost price If you enter a rule for a stock item which results in you selling the product for less than
cost price, the selling price of the product is displayed in red.

To set single-item pricing for a stock item

1 Goto the Information menu and choose Stock, or press CTRL+0. The Stock window appears.

2 Enter the bar code of the stock item for which you want to set up a pricing structure, and press
ENTER. The product details are displayed.

3 Select Pricing from the list at the left of the window. The Pricing view appears.
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B Stock [zl
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4 If you have set global or category level pricing, the Global column on the right displays the retail
price of this stock item (at global level), and the Category column displays the retail price of the
item (at category level) for each grade for which you have defined the pricing. (If pricing has not
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been defined, the item’s RRP is displayed.) The eGP% column shows the estimated gross profit
percentage on the sale at category level, or at global level if no category level pricing has been set.

NOTE: eGP% column The eGP% column may not be displayed if you belong to a staff group with
restricted access privileges. For more details about setting up access privileges, see ‘Security’ on
page 285.

5 Choose the grade of customer for which you want to define the pricing. Start with the Def (default)
grade. This option is already selected. Use the arrow keys to select the required rule from the Sell =
list, and then enter the amount or percentage in the Amount field.

NOTE: Restricted access privileges You may not be able to set single-item pricing if you belong to a
staff group with restricted access privileges. For more details about setting up access privileges, see
‘Security’ on page 285.

6 Press ENTER. The Grade A option is selected. Select the required rule, and enter the amount or
percentage in the Amount field.

7 Press ENTER The Grade B option is now selected. Repeat the procedure described in step 5 and
step 6 for each of the grades for which you want to define pricing.

8 When you have finished entering your grades, click Add/Update. The Stock column on the right
displays the new retail price and new estimated gross profit percentage on the sale for each grade
for which you have defined the pricing.

To edit single-item pricing

NOTE: Restricted access privileges You may not be able to edit single-item pricing if you belong to a staff
group with restricted access privileges. For more details about setting up access privileges, see ‘Security’ on
page 285.

1 Choose the grade for which you want to change the pricing.

2 Select the required rule from the Sell = list, and then enter the amount or percentage in the
Amount field.

3 Press ENTER, and repeat the procedure for each of the grades for which you want to edit the pricing.

4 Click Add/Update when you have finished editing your grades. The edited pricing for the stock item
is displayed in the Stock column in the frame to the right.
To delete single-item pricing

1 Choose the grade for which you want to delete pricing.
2 Click Delete.

To delete a single grade rule, select <none> as the rule that applies to that grade.
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Promotional pricing

The promotional pricing feature allows you to add a mark-up or mark-down to a range of stock items
that only applies for a certain period of time. You can set the start and end dates and times of each
promotion, allowing you to prepare promotions for future use. Information about sales made during a
promotion is provided via a special Promotions Performance Activity report.

Using promotional pricing you can:

= create new promotions (see ‘To create a promotion’ below)

= edit existing promotions (see ‘To edit a promotion’ on page 148)

= view existing promotions (see ‘To view a promotion’ on page 149)

= delete existing promotions (see ‘To delete a promotion’ on page 149)

= view and print the Promotions Performance Activity report (see ‘To view or print a Promotions
Performance Activity report’ on page 150).

NOTE: Indicators that a stock item is in a promotion Stock items that are included in a promotion are
highlighted when displayed as part of a transaction for Sales, Lay-bys, Sales Order payments and Quotes.
A promotional stock item will also be noted with a ‘#’ symbol when a docket is printed.

Different variations in promotional pricing RetailManager promotional pricing allows one pricing
variation for each promotion. In some circumstances you might want to have a number of different
pricing variations for stock that is all part of one promotion.

For example, you might want to discount all food items by 10% and all hardware items by 20%. A
simple solution is to create a new promotion for each different pricing variation, and run the
promotions at the same time.

To create a promotion

When creating a promotion, you add details, such as a name, the type of pricing variation you want to
apply and the start and end times and dates for the promotion.

When you have completed the promotion details, you then select the stock you want to include in the
promotion. The recommended retail price of the stock that you include in a promotion will be adjusted
to reflect the pricing variation that you have applied.

Adding details of the promotion

1 Goto the Stock Management menu and choose Promotional Pricing. The Promotional Pricing
window appears.

If you have previously created any promotions, they will appear in this list. If not, the list will be
empty.
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You can click the column headings to sort the information.

A B C D E F
(L] Pre|notional Pricing (=l
Status® | Mame* Start bate® | End Date” GF $* Sales $
Expired  One day stockiake 29/08/2011  29/06/2011 0.00 0.00
Inactive  Cheese and wine week 22/08/2011  26/08/2011 0.00 0.00
Inactive  Early Bird Sale 1/04/2011 1/04/2011 0.00 0.00
[ Wew || Edit ]
[ Print ] [ Cose |
A Status Can be Pending, Current, Inactive or Expired.
B Name Up to 50 characters long.
C Start Date Date in dd/mm/yyyy format.
D End Date Date in dd/mm/yyyy format.
E GPS Gross profit from the promotion.
F Sales$ Total sales to date during the promotion.

2 Click New. The Promotion view of the Promotion Details window appears.

[] Promation Details =
Framation Stock liers

Promation Sale

Name: | () Active @ Inactive
Picing Varistion Period
Start D ate: Start Time:
Type: Percentage - [26mezm1 w| [a3uzePM
Rl 0o Erd Dt Er Tirme:
@ MakDown ) Mark Up [mezon x| [amasrn
Perormance
Oty Seld | 0] Sales | $0.00]  Sales G | $0.00]

Delete

3 Enter the name for this promotion in the Name field, for example, Cheese and Wine Week.

If you want this promotion to be activated, select Active. The promotion must be activated for it to
run.

4 Inthe Pricing Variation group, click the drop-down arrow beside Type, and select Percentage,
Dollar or Replacement.
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= Percentage allows you to record the promotional price as a percentage variation from the
recommended retail price.

= Dollar allows you to record the promotional price as a variation from the recommended retail
price.

= Replacement allows you to replace the current recommended retail price with a one-off
replacement price.

Select Mark Down if you want to record the variation as a decrease in price from the
recommended retail price. Select Mark Up If you want to record the variation as an increase in
price from the recommended retail price.

Set the start and end dates and times for the promotion.

You can set up promotions in advance, ready for you to activate on the start date.

Selecting stock to be included in the promotion

You select stock from the Promotion Details - Stock Items view.
If you already have the Promotional Details window open, continue with step 9.

Otherwise, go to the Admin menu and choose Stock Management and then choose Promotional
Pricing. The Promotional Pricing window appears.

Select the promotion to which you want to add stock items and click Edit. The Promotion Details
window appears.

Click the Stock Items tab. The Stock Items view appears.

[) Promtion Details =
ok T

Marme: NA&

No.of records: 0
[ANEEMEEN Bar code® Description™ Qi | Trans. > | Gty Sold* Sales ¥

Add Remove

Save Cancel
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10 Click Add. The Add Stock Items window appears.

[ Add Stack Items X

Chowse the Department and Categories in which you wank t search for stock items to include in your prometian, then click
Seaich. The stack items that meet your Department and Category search selections ars displayed in the Stack ltems arid below

New Selection

0ltems
W Select | Bar cods Desciiption® Oby* RRP*| AAP GP*

[Choose = Department to select pour items from

Use the Department list box and the three Category list boxes to search for and display stock items
to be included in this promotion.

11 Click the drop-down arrow beside the Department list box and select the department in which you
want to search.

12 Click the drop-down arrow beside any Category list boxes associated with the department.
13 Click Search. A list of stock items that meet your search criteria appears.

[ Add Stack Items X

Chowse the Department and Categories in which you wank t search for stock items to include in your prometian, then click
Seaich. The stack items that meet your Department and Category search selections ars displayed in the Stack ltems arid below

New Selection

34 liems

W Select | Bar cods Description” [ RRP| ARP GP A

O Kettle 3 25,99 954

o 2 Cappuccine Maker 1 89300 9455

o s Toaster 4 4555 2141

o 4 Fond Miker 2 15300 5182

O s Coffee Percolator 0 12300 4591

O s Iran n 3993 1363

o 7 “w/ater Cooler 0 53300 20091

o s Bread 1 0.00 0.00

O n Prassure Cooket 3 6393 2272

o 12 Saucepan Set - Non Stick 3 9993 37

o 13 Frying Pan 3 4393 1635

[T ok 3 9993 3181 ¥

[ Search for stack tems based on you Department and Calegory selections

14 Select the option in the Select column for each item you want to include in the promotion. To select
all items, click the title of the Select column (| BSelect]).
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15 Click OK. The Stock Items view appears with the stock you selected previously.

[i Promotion Details El

i Stock Items
. Mo of reords B
ar code” escription” | Trans. " | Oty Sold* ales
Bar cod Descri oy T Dty Sold Sdest
1 Ketlle 0 0 000

0.00
0.00
0.00
0.00
0.00

3
Cappuccino Maker 1
Toaster 4
Food Mixer 2
Coffee Percolator 1}
Iron 10

RRRKERE
@
coocoo
coocoo

[ Add ] [ Remove |

[ sae [ cawd |

= If you choose not to include some or all of the selected stock in the promotion, deselect the
Include option beside an individual stock item, or click the Include column title to deselect all
stock items. When a stock item is listed in the Stock Item view but is not included, MYOB
RetailManager applies the normal recommended retail price when a transaction is made that
includes this item.

= |f you want to remove a stock item from the promotion, highlight the stock item and click
Remove.

= If you want to add more stock items to this promotion, perhaps using different search criteria,
click Add to return to the Add Stock Items window.

16 Click Save to save your changes. The Promotional Pricing window appears.

Running concurrent promotions

You cannot have two separate promotions running at the same time with the same stock items.

For example, StickyFingers Confectionery have a one-off promotion running that includes the stock
item ‘box of chocolates’. The proprietor now wants to create and run a new coffee promotion that
includes all coffee and chocolate products. The stock item ‘box of chocolates’ cannot be added to the
new coffee promotion because it is already part of a promotion that will run at the same time.

When you attempt to add a stock item which is already in a promotion, a warning message appears and
the stock item is highlighted with a mark in the left column of the stock item line in the Promotion
Details -Stock Items view. You must deselect the tick in the Include option for this item to continue
with adding other stock items to the promotion.

If you want to include this stock item in the new promotion, you must remove the stock item from the
overlapping promotion first.

<+ Select the overlapping promotion and locate the stock item. (See ‘To view a promotion’ below for
information on locating stock items in a promotion.) Then, deselect the Include option alongside
the stock item. You can now go back to your new promotion and include the stock item.

To edit a promotion

1 From the list of promotions in the Promotional Pricing window, highlight the promotion you want
to edit.

2 Click Edit. The Promotion view of the Promotion Details window appears.
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Make your required changes to the promotion. For more about the information contained within a
promotion, see ‘To create a promotion’ on page 144.

To view a promotion

To view promotions that are already set up in RetailManager:

1

2

4

Go the Stock Management menu and choose Promotional Pricing. The Promotional Pricing
window appears.

(] Prometienal Pricing =
Stotus” | Mame” Stat Date | End Date® GF # Sales
Ewpied  Ore day stacktoke 29/08/2011 23/06/2011 0.00 oo
Inactive  Chesse and wine wesk 22/08/2011  26/08/2011 0.00 oo
Inactive _ Early Bird Sale 10472011 1/042001 0.00 oo

[ New ] [ Edit ]
[ Pim [ e |

Select a promotion you want to view in detail.
Click Edit. The Promotion view of the Promotion Details window appears.

Review this screen for the start and end dates and times, the promotion’s name and information
about the promotion price variation (mark-down or mark-up).

The Performance group at the bottom of the Promotion view provides information about the
quantity sold, the total sales figure, and the total sales gross profit (Sales GP) for stock items in the
displayed promotion.

Performance

Oty Sold [ 18] Sales $26370]  Sales GP $80.62

Click the Stock Items tab to view the stock items included in the promotion you are viewing.

To delete a promotion

You can only delete a promotion if no sales have been made to stock items that are part of that
promotion.

1

From the list of promotions in the Promotional Pricing window, highlight the promotion you want
to delete.

Click Edit. The Promotion view of the Promotion Details window appears.
Click Delete. A message appears.

Click Yes to confirm you want to delete the promotion. The promotion is deleted and the
Promotional Pricing window reappears.
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To view or print a Promotions Performance Activity report

You can view or print a Promotions Performance Activity report from the Promotional Pricing

window.

If you already have the Promotional Pricing window open, continue with step 2.

1 Goto the Stock Management menu and choose Promotional Pricing. The promotional Pricing

Window appears.

2 Select the promotion that you want to view or print. Hold the CTRL key when you want to select

multiple promotions.

3 Click Print. The Promotions Performance Activity report is displayed.

Clearwater 02/01/2009

Promotions Performance Activity

Name: ©nsdaystocktaks Pricing Type: Percsntsgs Created: 2/01/2009
Period: 9/01/2008 114237 AM To 18/01/2009 11:42:37 AM Pricing Value: 1000 {Mark Down) Status: Current
No. of tems Qty Sold Sales § GP § RRP § RRP GP § Disc.§ Disc. GP §
3 10 72743 195.57 807.92 269.02 80.79 7345
Avg.
Barcods Description Trans. # Qty Sold GP§ Sales § RRPS  Disc.§
12 Frying Pan 5 E 5905 s 2500
e es.16 30.00
Coffes Parcclater gs.28 222.20 o 2550
Sub-totals: ltems: (3 ) 10 10 19557 72743 60.79 60.79
Summary
No. Of Promotions 1
No. Of ltems 3
No. Of Items Sold 10
Mo. Of Transactions 10 GP §
Sales § 727.13 195,57
RRP § 807.92 269.02
Discount § 80.79 73.45

The Promotions Performance Activity report includes complete information about promotion
details, and sales information in both summary and detailed form.

Click the print icon to print the report or click the close icon to close the report viewer and return

to RetailManager.

Bulk price updates

Bulk price updates enable you to apply a price adjustment to multiple stock items. You select the stock
items by category, then apply price updates either as a complete new price or as an adjustment to the

current price.

You can apply bulk price adjustments either as a percentage of expected gross profit or as an amount.

If you want to make changes to other stock item details such as bar code, description or quantity held,
see ‘Updating stock item details’ on page 118 for more information.
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To apply bulk price updates

1

Go to the Stock Management menu and choose Bulk Price Updates.

CAUTION: Exclusive access to your shopfront is required When you make bulk price adjustments, you
need exclusive access to your shopfront while you make changes to your stock.

A message appears informing you that you must close all connections to your current shopfront.

Ensure no other terminals are connected to your shopfront if you are using RetailManager on a
network.

Click Yes. The shopfront closes and the MYOB RetailManager Bulk Price Updates window appears.

B MVOB RetailManager Bulk Price Updates =3
Stack Filters Bulk Pricing Adiustments
Department <All> - @ By Seliing Price Adjustment Valus
Category 1 <All> ~ Categom? <Al> = | Categoy3 <Al> - “ By eGP% Margin
Clear Load | (@] Adjust from cunent valus Update
Bar code | Description v |Costinc$ «| Selllncy v |eGP% v | Tax v Oty -]
Mo items listed
Oltems
Select a Department to Load Commil Close

In the Stock Filters group, select the department and categories of the required stock items.
Click Load. The stock items that match the selected department and categories are displayed.
Ensure the items selected are the items to which you want to make updates before you proceed.

If you want to adjust your prices by an amount:
a Inthe Bulk Price Adjustments group, click By Selling Price.
= If you want to add or subtract an amount to or from the current price (for example, you might
want to add $2.00 to each stock item), select the Adjust from current value option.
= If you want to assign a new price (for example, you might want to price all listed stock at
$10.00) deselect the Adjust from current value option.
b Inthe Adjustment Value field, enter the value that you either want to apply as an adjustment or
as a price.
If you want to adjust your prices by expected gross profit (eGP%):
a Inthe Bulk Price Adjustments group, click eGP% Margin.
= |f you want to adjust the current margin, select the Adjust from current value option.
= |f you want to assign a new margin, deselect the Adjust from current value option.
b Inthe Adjustment Value field, enter the value that you either want to apply as a new margin or
as an adjustment.
Click Update. The updated prices appear.

Check the results of your pricing adjustments to ensure they are correct.

BULK PRICE UPDATES
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NOTE: Adjusting a price or margin for a single stock item Click either the Sell Inc or eGP% column of
a selected stock item line in the MYOB RetailManager Bulk Price Updates window and enter the
adjustment.

10 Click Commit. The results of your pricing adjustments are saved to the RetailManager stock
database.

11 Go to the File menu and choose Open Shopfront to continue using RetailManager.

Stock at other shops

Look up Stock At Other Shops is an MYOB RetailManager feature that works in combination with
MYOB RetailEnterprise and enables you to view the stock held at other shops in your RetailManager
network.

For more information about using stock at other shops, see your MYOB RetailEnterprise User Guide or
contact an MYOB RetailManager Professional.

Bar codes

Bar codes enable you to identify an item (or multiple items) by using a bar code scanner. This
dramatically reduces the effort required to input information about an item when performing
transactions and when performing a stocktake.

This section provides information on the following topics:
= ‘Reallocating bar codes’ below
= ‘Printing custom bar codes’ on page 153

= ‘Customising bar code labels’ on page 156.

Reallocating bar codes

If you want to change the bar code of a stock item, you can reallocate the bar code. This is useful, for
example, when a supplier changes the bar code of an item, or a new bar code clashes with that of an
existing stock item (and you want to assign a different bar code to the existing item).

You can reallocate a bar code to an existing bar code so that there is more than one product on that bar
code. This is useful for example when you have the same product in different colours or sizes, all with
the same bar code. See ‘Creating duplicate stock items with a single bar code’ on page 112 for more
information.

CHAPTER 4 STOCK



To reallocate a bar code

1 Gotothe Admin menu and choose Reallocate Numbers. The Reallocate Numbers window
appears.

(L] Resllocate Numbers =]

Select recards from : Stock e

Old Bar code:

[

New Bar code

Reallocats - F10

2 Click the Select records from drop-down arrow and choose Stock from the list of available options.
3 Enter the old bar code in the Old Bar code field.

4 Enterthe new bar code in the New Bar code field. This must be a new bar code, i.e. one that has not
been assigned to a stock item (otherwise you will have two products on the same bar code). If you
want RetailManager to enter a new bar code, press F5.

5 Click Reallocate - F10 or press F10.

Once you have reallocated the bar code, the old bar code is cleared and can be used again for a new
stock item.

Printing custom bar codes

MYOB RetailManager allows you to print bar codes of the type ‘Code 128'. This type of bar code looks
like any other bar code, except that it does not have to conform to any regulatory body (as is the case
with type ‘EAN 13’). You can use any number sequence for your bar codes.

NOTE: Printing bar codes See ‘Printing bar codes for goods received’ on page 137 for more information
about printing bar codes when receiving goods into stock.

Make sure that your bar code scanner is set to operate with both the ‘EAN 13’ and ‘Code 128’ type of
labels.

In RetailManager, you can use the following types of bar code labels:
= Unistat 33

= Avery DL33 (33 labels per page)

= Avery 65 (65 labels per page)

= L7651 - Avery Mini Address

= L7160 - Avery Address

= L7161 - Avery Address

= J8651 - Avery Mini Address

= J8159 - Avery Address

= J8162 - Avery Address.
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To print custom bar codes

1 Gotothe Tools menu and choose Custom Bar Codes, or press CTRL+M. The Print Custom Bar Codes

window appears.

Select the bar code
label starting point

(L] Print Custom Bar Codes
Select Statting Label

here.

==

61

Ear code

Crackers

Description

Qty
&0

Sell
$4.50

[

Food Mixer

$153.00

&1

Crackers

10

$4.50

Click the drop-down arrow
beside this field to select
the bar code label type.

# Labels
# Pages 3

Displays the number of labels and—
number of pages required to print

et 1B SNy [T
them. Description [Bor of Chocoltes i
0 000000 000055 =
Sell P -
- . . SelPiee (11558 | 2t |(CBeatst ] | oy o chocastes
Select a pricing format if required. | Load Options $15.99

-

| Input the stock code or description, F2 to $earch Print - F10 |

The barcode will look like this when printed.

Choose the required type of bar code label. The default is Avery 33. See ‘Printing options’ on

Enter the bar code or stock number in the Stock No. field and press ENTER.

If the stock number has multiple stock items associated with it, a
drop-down list appears. Use the arrow keys to select the required stock item, and press ENTER.

In the Qty field, enter the quantity of bar code labels you want to print for the stock item, and press

Click the drop-down arrow beside the Sell Price field and select how you want the price to appear

A print preview of the selected bar code is displayed in the white frame at the bottom right corner

NOTE: Modifiable Qty field in bar code grid You can modify the Qty (quantity) field directly in the bar

Repeat these steps for each stock item for which you want to print bar code labels.

Select the starting point for the labels. In the Select Starting Label frame, click where on the grid
you want the labels to start printing. This is useful when you are using a sheet of labels that only has

2
page 31 to change the default.
3
NOTE: Multiple stock items
4
ENTER or click Add. The details of the product appear in the grid.
5
on the bar code.
of the window.
code grid.
6
7
a few stickers left.
8

154

When you are done, click Commit - F10 or press F10 to commit the information. Bar code labels are
printed on your A4 printer.
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Loading bar codes for printing

You can choose to load multiple bar codes to be printed, either by selecting a group of stock items from
your current stock, or by selecting items from Goods Received. You set load options in the Load Label
List Options window.

To load multiple stock bar codes for printing

1

2

8

Click Load Options in the bottom frame of the Print Custom Bar Codes window. The Load Label List

Options window appears.

Click the Stock tab.

(2 Load Label List Options [=]
| stock | Goods Received |

Supplier <Al 5

Departments  <All> -

W Category 1

7] Use Awailable Stock On Hand [ Include Packages Dnly

Seling Fiice Famat [$11.00 =] Guanti of labele |1 ] foreachiten

Select the supplier, department, categories and category values. Click the select all icon ( m|) to
select all values in the category, if desired.

Select the stock type, either Use Available Stock On Hand or Include Packages Only.

Choose the selling price format.

Enter the quantity of labels you want printed for each of the items.

Click View. The Bar Code labelling selection list window appears.

[ Bar Code Labeling Selection List

| Description”®
Frying Pan
Pressure Cacker
Saucepan Set - Non Stick
14 ok

5§ Bar Code®
Homeswares
Homeswwares
Homeswares
Homeswares

Ooo00o000000REEE

Department* |

Cat1* |

Ccook
Ccook
Ccook
cook

Load Close

Cat 2*
COOK
COOK
COOK
COOK

Cat 3*
<N7&>
<N7&>
<N7&>
<N7A&>

=]

Select the items you want to create bar code labels for by clicking in the Select column beside each
of the item bar codes. A tick is displayed for each of the items selected.

BAR CODES
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9 Click Load.
10 Click Close to close the Load Label List Options window.

11 Click Print - F10 or press F10 in the Print Customer Bar Codes window to print the bar code labels.

To load multiple goods received bar codes for printing

1 Click Load Options in the bottom frame of the Print Custom Bar Codes window. The Load Label List
Options window appears.

2 Click the Goods Received tab.

(i) Load Label List Options =
Sfock (Goods Fiecaived
GoodsMo | Dale Feceived | Invoice Date | Invaice Ho -
5 ] 417 | 22m/e011 | 2508t

25/ 41 15/06/2011 | 250811~
14 2/09/2005 | 060302-
23 18/02/2005 | Mone - 19/02/05

23 18/02/2005 | Mone - 19/02/05

26/
19/
1 19/

7] Use Received Quantity

Seling Price Format [ $11.00 »| Quantity of labels 1 = for sschiten
Load Close

3 Select the Goods Received item for which you want to print labels.

4 Select the number of bar codes you want printed in the Quantity of Labels frame or select the Use
Received Quantity option to print out the exact number of labels as goods received.

5 Select the selling price format for the bar codes to be printed from the drop-down in the Selling
Price Format frame.

6 Click Load.
7 Repeat these steps for each lot of goods received for which you want to print bar codes.
8 Click Close to close the Load Label List Options window.

9 Click Print - F10 or press F10 in the Print Custom Bar Codes window to print the bar code labels.

Customising bar code labels

You can modify a number of options that enable you to customise your bar code labels. You can now
choose to:

= show or hide the stock item description

= show or hide the price

= move the price from right to left

= select different formats for the date on the label

= show or hide the date
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= move the date from right to left
= format for date (taken from regional settings)

= show, hide or change the font of the bar code caption (number).

To set custom label options

1 Go to the Tools menu and choose Custom Bar Codes. The Print Custom Bar Codes window

appears.

[ Print Custom Bar Codes [=]
Sl il i Bar code Description oy Sel a
Unistat 33 -

Label Options
# Labeks o
#Pages 0 -
SockMo  [=] Ow
Deescription |
Sell Price S Add Clear List
[Input the stock code or description, F2 to Search Fint-F10__|

2 Click a label type from the drop-down list in the Select Starting Label frame.
3 Click Label Options. The Label Options window appears.

[ [ abel Options E‘
Label Type Humber of Labeks
Acioss 3
4 down 7
Page Size Fage Margins Label Size Label Gaps
Width: | Alem  Top [ 1515|em widh | 35| cm  Horzontal | 0] em
Height [ gs5z75|om Lt | 072]em  Height | B[ vencar | 0255 cm
Stock Deseription Bar Code Label Camer
Fort: Font Fladi o
0=Hids _
Date Font:
Left justifty romright  Hysight % of label ) iR
[ diddinem = ofletel  size [10 [ 0<HidePice
Left justify from right
format I
Label description Add
| Serall thraugh the list of labels to view or edit.

4 Click Add at the bottom of the window.
5 Type your label name in the Label description field to the left of the Add button.

NOTE: Margin setting When specifying the page margin settings for your bar code labels, you also
need to check your printer’s margin or unprintable area settings and make sure that they are correct. Your
printer’s margin settings determine where the printing will start.
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6 Alter the settings to customise your own label types.

To... Do this...

Hide the description In the Stock Description Font frame, enter zero in the Size field.

Hide the stock price In the Stock Price Font frame, enter zero in the Size field.

Adjust the position of the Enter the number of centimetres (from the right corner of the label) that you
price on the label want the price left justified.

Specify a date format In the Date frame, click the down arrow and choose the required format.

Hide the date Click the down arrow and select ‘Do not display’ from the list.

Adjust the position of the Enter the number of centimetres by which you want to left justify the date.

date on the label

7 Click Apply.

8 Click Close.

Returned goods

NOTE: Processing multiple returns If you are processing a lot of returns together, you can have several
Returned Goods windows open at once, and use CTRL+TAB to move between the windows.

In MYOB RetailManager ‘returned goods’ refers to goods you are returning to a supplier. These could
be goods you have received damaged from the supplier, faulty goods, goods that you didn’t order, and
so on.

It is common practice that you need a Returns Authorisation form from your supplier to be able to
return goods to that supplier. You may want to check that you have the authorisation before you send
the goods back.

NOTE: Tracking serial numbers through returned goods If the goods you are returning have serial
numbers you are tracking, ensure you enter the appropriate serial number information. See ‘Serial numbers’
on page 160 for more information.
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To return goods to a supplier

1

Go to the Transaction menu, and choose Returned Goods, or press F8. The Returned Goods
window appears.

if thiss option is selectod, cost is tax inclusive Select comect mvoice from st if the product
Desseloct the ophion o enter cost tax axchisive was supphied on more than ane invoxca
bedore antanng goods.

- - | -
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Enter your staff number in the Staff field, and then enter the supplier number in the Supplier field.
Enter the supplier’s Return Authorisation number in the RA No. field.

Scan or type the bar code of the product you want to return to the supplier in the Code field and
press ENTER

Select the invoice. If there is a record of you having been supplied this product from this supplier,
the invoice number(s) will be displayed in the Invoice field. If the product has been supplied to you
on more than one invoice, the most recent invoice number is displayed by default. Use the arrow
keys to scroll back through the invoice numbers to select the required invoice. You can also choose
to leave this field blank.

As you scroll through the invoice numbers, the invoice unit cost of the product for each invoice is
displayed in the Unit Cost field. You can change the unit cost that you are claiming for the returned
product.

NOTE: Check invoice If no invoice number is displayed in the Invoice field, then this product has
never been recorded as supplied to you by this supplier.

Make sure that the tax code displayed in the Tax field is the same one used by the supplier when
this item was supplied.

Enter the quantity of the product you are returning in the Qty field.

NOTE: Editing aline To edit a line in the grid, select it and press ENTER. This brings the item to the
product details line, ready for editing.
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8 Enter an explanation of why you are returning the product, or any other comments about the
return in the Comments field.

9 Press ENTER again and commit the transaction.

A Returned Goods Advice Note is printed, unless you have selected not to print one in the Printing
Options window. If you want to print more than one copy of every Returned Goods advice note, for
example to send one to the supplier and keep a hard copy on file, choose Reprint — Returned
Goods from the Tools menu, or set RetailManager to print two copies of the Returned Goods
docket.

NOTE: Exporting to your MYOB business management software If you are exporting your data to
your MYOB business management software, returned goods will appear as journal entries in ‘Settle
Returns & Debits’ in your MYOB business management software.

Serial numbers

RetailManager serial numbers can be processed when you create a stock item (See ‘Creating a new
stock item’ on page 106) or at any time during your inventory lifecycle, up to and including the time of
sale.

RetailManager’s serial numbers help you to:

= retain online records of serial numbers for post-sale warranty servicing
= enforce unique serial numbers for tighter stock control

= process serial numbers by supplier or product.

You set options that apply to all your serial numbers using the Serial Number Options window. See
‘Serial number options’ on page 51 for more information.

You access serial number functionality using the Serial No. button in the Goods Received, Returned
Goods, Stock, Sales, Sales Order Payment, Lay by Payment and Quote Converter windows.

You can create and process a serial number for an actual item at the time of a transaction (Receipt of
Goods, Sale, Sales Order Payment, Lay by Payment or Quote Conversion).

The following sections provide information on how to work with serial numbers from the windows
within RetailManager that have serial number functionality.

To enable serial numbers for a stock item

You enable serial numbers for an existing stock item by selecting the Track Serial Numbers option in
the Stock window.

You enable serial numbers for a new stock item by selecting the Track Serial Numbers check box when
you are creating an item either in the Stock window or the Create New Stock window.
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Assigning serial numbers through transaction windows

When you make a transaction that includes a stock item that has serial numbers enabled, you assign
the serial number before you commit the transaction.

You can assign serial numbers through the following windows:

Sales

Lay-by Payments
Sales Order Payments
Quote Conversion

Lookup Serial Number.

To process a serial number during a transaction

Serial number entries should be processed for a stock item before you complete and commit a
transaction.

1

Begin a transaction, such as a sale, by completing the appropriate fields in the transaction window
and by entering the product details of the item in the item selection line.

Press TAB, ENTER or click + to move the item to the entered item list of the transaction window.

If you have Prompt for Serial Number Entry set in your Serial Number options, the appropriate
Serial Numbers window appears.

If you do not have Prompt for Serial Number Entry set in your Serial Number options, locate and
click Serial No. in the transaction window. The appropriate Serial Numbers window appears. For
more information about serial number options, see ‘Serial number options’ on page 51.

The Sales Serial Numbers window is displayed as an example below.

(] Returned Goods Serial Numbers =

Stock Item(s)

I T T R

Cappuccino Maker

Serial Numberfs) for: | | Cappuccino Maker Search

I N e o T

[ Create Serial Entip J I 0K H Cancel I

The top frame of the Serial Number window displays all the stock items in the entered item list of
the transaction window that have serial numbers enabled.

The bottom frame contains a list of the serial numbers that apply to the stock item highlighted in
the top frame.

Each serial number entry includes the time in days (Age) since the serial number was created,
either through the Goods Received window or through the Stock window. See ‘Assigning serial
numbers from the Goods Received window’ on page 162 and ‘Assigning and creating serial
numbers from the Stock window’ on page 163 for more information.
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3 Select the serial number that applies to your item by selecting the option in the select column on
the same line as the serial number.

If the serial number is not in the list, you can create a serial number entry. See ‘To create a serial
number entry at the time of a transaction’ below for more information.

4 If you want to enter warranty information, click the Warranty Expires column. A down arrow is
displayed.

5 Click the down arrow. A calendar appears.
6 Select the warranty expiry date for this item.

7 When you have completed assigning serial numbers and setting serial number information, click
OK.

8 The Serial Numbers window closes, and the original transaction window appears.

9  Continue with the transaction.

To create a serial number entry at the time of a transaction

1 From the transaction window, locate and click Serial No. The Serial Number window appears.

2 Select the stock item for which you want to create a serial number entry in the top frame. The
bottom frame of the Serial Number window displays all current serial numbers available for the
selected stock item.

3 Click Create Serial Entry. A new serial entry is added to the lower frame, with a tick already applied
to the Select option.

NOTE: Number of new serial entries You can only create as many new serial entries as the quantity of
the stock item selected in the current transaction. The quantity is displayed in the last column of the top
frame of the Serial Number window.

4 Select the serial entry line in the Serial Numbers column and enter the serial number.

5  If you want to enter warranty information, click the Warranty Expires column. A down arrow
appears.

6 Click the down arrow. A calendar appears.
7 Select the warranty expiry date for this item.

8 Click OK. The Serial Number window closes and the original transaction window appears.

Assigning serial numbers

When the Track Serial Number option is selected for a stock item, the Serial No. button becomes
active in the Goods Received, Returned Goods, Stock, Sales, Sales Order Payment, Lay-by Payment
and Quote Converter windows. This allows you to create, assign, reassign and view serial numbers
from the relevant windows.

Assigning serial numbers from the Goods Received window

When you assign serial numbers to your goods as you receive them, and you record the invoice number
from your supplier as part of the goods received process (see ‘To receive goods into stock’ on page 132
for more information) the invoice number and goods ID recorded by RetailManager are included with
the serial number entry. You can access this extra information later through the Stock window.
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The process of recording a serial number entry for a stock item is the same as that for other transaction
windows. See ‘Assigning serial numbers through transaction windows’ on page 161 for more
information.

Assigning and creating serial numbers from the Stock window

You use the same procedure to create and assign serial numbers using the stock window as you do for
transaction windows. See ‘Assigning serial numbers through transaction windows’ on page 161 for
more information.

When you create serial number entries using the stock window you can create as many serial number
you want.

To reassign serial numbers through a refunded sale

When a customer returns a stock item with a previously tracked serial number, perhaps for warranty
work or a refund, you perform a refund using the Sales window to bring the stock item back into your
inventory, enabling you to reassign the original serial number. See ‘To refund a sale’ on page 199 for the
complete procedure you perform for refunding a sale.

1 Go to the Sales window either by pressing F6, or by choosing Sales from the Transaction menu.

2 Scan or enter the bar code for the product being refunded, and enter a negative quantity in the Qty
field, to indicate that it is being refunded.

3 Press TAB, ENTER or click + to move the item to the entered item list of the transaction window.

If you have Prompt for Serial Number Entry set in your Serial Number options, the appropriate
Serial Numbers window appears.

If you do not have Prompt for Serial Number Entry set in your Serial Number options, locate and
click Serial No. in the transaction window.

The appropriate Serial Numbers window appears.

[ Sales Serial Numbers =]

Stock ltem(s)

12 Cappuccino Maker 1
Serial Murnberfs) for: | 2 | Cappuccino Maker Search

0 |Select[Serial Numbers Warranty Expires |

‘ Cieate Serial Entip ‘ | 0K || Cancel |

The stock item is displayed in the top frame of the Sales Serial Numbers window with the Qty field
highlighted and Rtn(x) displayed (where x represents the number of items returned).

4 Click Create Serial Entry and enter the serial number that was previously applied to this stock item.

If you are not sure as to the original serial number for this stock item, use the Lookup Serial
Numbers window to view the serial number audit trail for this item. You can search on serial
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number transactions based on bar code, customer number, supplier number and the serial number
itself. See ‘The Lookup Serial Numbers window’ on page 165 for more information.

Click OK. The Serial Number window closes and the Sales window appears.

Continue with the refund transaction.

Viewing detailed serial number information

You can view detailed information from the Stock Information Serial Numbers window, accessed
through the Stock window.

The Stock Information Serial Numbers window displays comprehensive information about serial
number entries, including (where applicable) the RetailManager created goods ID and a supplier’s
invoice number entered through the goods received window. You can also view the inventory status of
the stock item associated with a serial number entry.

To view detailed serial number information

You view detailed information about serial number entries for a stock item through the Stock window.

1

2
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Go to the Stock window and scan or enter the bar code of the item. The Serial No. button becomes
active.

Click Serial No. The Stock Information Serial Numbers window appears.

(] Stock Information Serial Numbers =]

Stock em(s)

1 Descripliun Qty
1 |2

Cappuccino Maker 1

Cappuccino Maker Search:

Sisl Humbs(s] for. | 2 [

0 |GoodsId Invoice No. Serial Numbers Status

| Create Serial Entry | ‘ 114 ‘ ‘

Information about the serial numbers assigned to stock items with the bar code you entered is
displayed in the lower frame of the Stock Information Serial Numbers window.

The Status column indicates the inventory status of the stock item associated with a particular
serial number. IN indicates the item is in stock, LB indicates the item is held on lay-by, SO indicates
the item is on sales order.

While a stock item has the status of IN you can edit the serial number, you cannot edit a serial
number with the status of LB or SO.

Click OK to return to the Stock window.
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The Lookup Serial Numbers window

The Lookup Serial Numbers window allows you to follow a serial number’s audit trail. This means you
can view all the transactions committed with a particular stock item that has a recorded serial number.

You access the Lookup Serial Numbers window through the Admin menu. You can choose to look up
serial numbers by serial number, by bar code, by supplier number and by customer number.

You can also use the Lookup Serial Numbers window to edit serial numbers that belong to items that
have been sold, or stock items that have been returned to a supplier. This allows you to edit serial
numbers when the stock item is no longer physically in your inventory. Serial numbers of items no
longer in your inventory can only be found using the Lookup Serial Numbers by: Serial Number
selection.

To use the Lookup Serial Numbers window

1 Go to the Admin menu and choose Lookup Serial Numbers. The Lookup Serial Numbers window
appears.

(] Lookup Serial Numbers by - Serial Number (=l

Lockup Serial Numbers by Serial Number

Serial Number - [»]
Close Frint | Commit |

2 Click the down arrow beside the Lookup Serial Number by: field.

3 Select the classification by which you want to search (serial number, bar code, supplier number or
customer number).

4 Either enter the appropriate number, or click the search icon ([» ]) and select the entry from the
list.

An audit trail is shown in the top portion of the Lookup Serial Numbers window, displaying all the
serial number transactions relevant to your initial search criteria.

For example, if you choose to look up serial numbers by a specific customer number, a list of all
transactions that involved serial numbers and that customer is displayed. If you choose to look up
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serial numbers by a specific serial number, a list of all committed transactions against that serial
number is displayed.

(] Lookup Serial Numbers by - Serial Number [zl
Serial Number: 594857
Warranty Expires: WA
Stock Item: (4) Food Mixer
= Invoice
Transaction No.: 8
Transaction Value. $169.00
Customer: (3) Sandra Watson - Pinnata Services Ply Ltd
Assigned to Invoice: 19/02/2011 12:18
Lookup Serial Numbers by: Serial Number:
Serial Number - E94857 [»]
Close Fiint Commit ‘

5 Click Commit to finalise your changes.

6 Click Print to print the audit trail to your report printer. Click Close to finish viewing the audit trail
and to return to RetailManager.

To edit serial numbers after a sale or returned goods transaction

NOTE: Finding the right serial number If you are uncertain of the serial number you are looking for, see ‘To
use the Lookup Serial Numbers window’ on page 165 to find the serial number by searching by customer
number or supplier number.

1 Go to the Admin menu and choose Lookup Serial Numbers. The Lookup Serial Numbers window
appears.

2 Click the down arrow beside the Lookup Serial Number by: field and select Serial Number as the
classification by which you want to search.

3 Either enter the serial number, or click the search icon ([» |) and select the entry from the
displayed list.
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The serial number audit trail is displayed in the top part of the Lookup Serial Numbers window, and
an Edit button appears.

(] Lookup Serial Numbers by - Serial Number (=l
Serial Number: 594857
Warranty Expires: NiA
Stock ltem: (4) Food Mixer
= Invoice
Transaction No. 3
Transaction Value: $169.00
Customer: (3) Sandra Watson - Pinnata Services Pty Ltd
Assigned to Invoice: 19/02/2011 1218
Lookup Serial Numbers by Serial Number.
Serial Number - 534857 [»]
Close Fint | Commit |

4 Click Edit. The Edit Serial Number window appears.

(i) Ediit Serial Number =]

Serial Nurnber. 554857
\Warranty Diate: =l

Apply LCancel

5  Edit the serial number, add or change the warranty date as required.
6 Click Apply to record your changes. The Edit Serial Number window closes.
7  Click Commit to finalise your changes.

8 Inthe Lookup Serial Number window, click Print to print the audit trail to your report printer. Click
Close to finish viewing the audit trail and to return to RetailManager.

Stocktaking and stock adjustment

Traditionally, stock adjustment procedures have consisted of the annual stocktake; this is the one time
of the year when a retailer would synchronise actual with recorded inventory levels.

The MYOB RetailManager stock adjustment procedures offer several more options, which allow a busy
retailer to adjust stock levels for an individual stock item or any department or category of stock items,
in addition to the complete stocktake. This gives the retailer the flexibility to run a partial stocktake of
a company’s goods for a representative’s visit, or adjust the stock level of a single stock item because
additional stock has been found in the storeroom.

The annual stocktake is still an important and major undertaking. You can use your computers and scan
your stock directly into RetailManager, or you can print out stocktake sheets in RetailManager for a
manual stocktake. You can then run the Discrepancy report to identify discrepancies.
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The What's In Stock reports

The What'’s In Stock report and What’s In Stock Detailed report can be a useful alternative to
performing a stocktake. You can run these reports for your entire inventory, or for any department or
category. You can run the reports for a specific supplier in preparation for a representative’s visit.

There are several primary and secondary sort criteria (by bar code, description, available quantity, and
so on) for these reports, which can then be sorted in ascending or descending order. You can also
choose to group the stock items by supplier.

The following is an example of the What’s in Stock report.

[ Clearwater oBME2005

ABN; 12-345-678-010 25 Spring Street Blackbum WG 3130 Phone: (03) 1234-9678 Fax: (03) 12345679

What's In Stock

Name Like A
Department Homeware
Category 1 <
Category 2 <
Custom 1 <
Custom 2 <
Primary Sort None
Secondary Sort None
Grouped By Department

Hote: P = Package tem. F = Fractional quartities are accepted. A= Allows renaming of the item at point of sale.

. Avail 0 L/B  Total Ext
Description Brand  Type P F A Cost$ Qty E’w Qty Qty Cost §
Homeware
Frying Pan Scap Nstck _ _ _ 20.00 a [ 0 a 761 87
Pressure Conker KT s _ L 4081 & o 0 & 24545
Saucepan Set KClet Nstck _ _ _ 5364 [ [ 0 ] 371 8%
GroupTotals for Homeware 2 o ] 2 520,09

Guardities valus breskdown: 2] [ 0
Susrities Value
il able: 7 57809
Sales Order: o 000
Report Totals by 0 _am

The complete stocktake

A complete stocktake is a major undertaking, which usually involves a lot of extra staff, organisation
and time. While some retailers may only do a complete stocktake annually, many retailers are now
stocktaking monthly, bi-monthly or quarterly.

In MYOB RetailManager you can either printing out stocktake sheets in RetailManager and run a
manual stocktake, or use your bar code scanner and computer(s) and count your stock directly into
RetailManager, which will improve the accuracy and speed of your stocktake. RetailManager allows
you to continue to make sales and receive goods during the stocktake. See ‘Making sales and receiving
goods during stocktake’ on page 171 for more information.

NOTE: Scanning If you are using a scanner, it’s a good idea to have one person scanning bar codes and
another person stationed at the computer to pick up on any potential errors, such as incorrect bar codes.

Important note Only perform a complete stocktake if you intend to count every item of inventory.
You must include all items of stock in your count, including items set aside for lay-by and sales order.

NOTE: Stocktaking packages You cannot stocktake packages. You must count their components
individually.
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Performing a stocktake using a bar code scanner

Use your bar code scanner and computer(s) to assist you in data entry for your stocktake. Alternatively,
you can perform a manual stocktake. See ‘Performing a manual stocktake’ on page 171 for more
information.

To run a complete stocktake using a bar code scanner

1

Go to the Stock Management menu and choose Stocktake, or press SHIFT+F11.

2 If you have any RetailManager windows open (such as a Sales window), a further message appears
informing you that RetailManager will close all windows.

3 Click OK to close any open windows. The Stocktake window appears.

I Stockiake =

Staff [>]

Type Single Iterm Stocktaks @ Scan and Manual Count ) Sean and Auto Court

Bar code [=]| ow B [ Expected Counted

. In Stock
Deseription Laphy
Categories Sales Order
Department Total Stock
Date" Description® Categaries* Count
Wiew Selection Stock Sheets Discrepancy Report Clear &1l
| Select this aption ta manually enter the stock count Cammit - F10 Close

4 Enter your staff number in the Staff field, and press ENTER. You can also press F2 to search for your
number.

5 Select Full Stocktake from the Type drop-down list.

6 Specify how you intend to count the items:
= If you are counting multiple quantities of the same product, select the Scan and Manual Count
option. This means that you will need to manually count the products. You scan the first product
and then enter the quantity of the product counted.
= If you want to count only single quantities of each stock item at a time, select the Scan and Auto
Count option. This means that a quantity of one will be assumed for every product scanned. If
you are counting multiple quantities of the same stock item, don’t select this option.

NOTE: Clearing the stocktake grid Click Clear All to clear the grid of any existing stocktake counts if
this is not your first RetailManager stocktake.

7 Scan the product’s bar code, or manually enter it in the Bar code field and press ENTER. You can also
use the search icon ([» ]) to locate the product. When you enter the bar code/stock number, the
product description, supplier, cost, price, and quantity in stock are displayed for the product.

If you chose to do an auto count in step 6, the product is added to the grid.

8 If you chose to do a manual count in step 6, enter the quantity of the product in the Qty field and
click Add.
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11

12

13

NOTE: Quantity displayed in red The quantity value is displayed in red if the quantity you entered
does not match the stock level in RetailManager.

Repeat step 7 and, in case of a manual count, also step 8, for the rest of the stock items.

The grid displays each scanned/counted product. You can use the scroll bar or arrow keys to view
the list. For each product entered, the date the count was entered, the product description and the
count are displayed in the grid.

Click the Date header in the grid to sort the stock items by date, Description to sort by stock item
description, or Count to sort by number counted of the stock item. Right-click the header to sort
the column in descending order.

NOTE: Changing the count of a product There are two methods to change the count of a product:
either change the count directly by entering a number in the Count column in the stocktake grid, or
highlight the product line in the grid and press ENTER The product details appear in the top half of the
window. Change the count and press ENTER.

If you want to continue the stocktake later, click the close icon (not the Commit - F10 button).
RetailManager saves the items and quantities you have entered so far. When you open the
Stocktake window again, you can continue from where you stopped.

When you have finished the stocktake, click Commit - F10 or press F10 to commit the information.

If there is a discrepancy in the amount and you have not previously viewed the Discrepancy report,
a message appears asking if you want to view this report.

(L) MYOB RetaillManager Question [=]

\") For some items the number you have counted
-

does not match the expectad count.

Do you want to display the Discrepancy
report?

Ve

Do one of the following:
= To view the report, click Yes.
= To proceed to complete the stocktake, click No.

If there are items you have not counted, a message appears asking if you want to retain the stock
quantities for these items.

(L] MYOB RetailManager [zl

1)

“J’l RetainOy | [ setOytoZen | [ Concel |

Do you wart to retain stock quantities for items rot counted?

Do one of the following:

= To retain the current quantities of the items, click Retain Qty.

= To set the quantities of the items to zero, click Set Qty to Zero.

= Toreturn to the Stocktake window, which you may want to do if you want to include these items
in the stocktake, click Cancel.
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A warning message appears asking you to ensure that no one else is using your shopfront at this
time.

(L] MVOE RetailManager Information 3
i Make sure no ane is using the
\‘J) Clearwater Pty Ltd shopfront while your
inventory is being updated hefore continuing

Click OK to backup your shopfront and update
wour inventany with your new stock counts

o]

14 Click OK to commit the stocktake. When the stocktake is completed, a confirmation message
appears.

Making sales and receiving goods during stocktake With many businesses trading seven days a
week, it is common for retailers to still be trading at least during part of the stocktake. RetailManager
allows you to make sales and receive goods during stocktake. This means that your till(s) can be free to
make sales in the middle of a stocktake. If you have the Stocktake window open on a computer, you can
simply open the Sales window and make a sale.

Once you have made the sale, return to the Stocktake window and manually adjust the count for the
sold stock items that have already been counted. This ensures the integrity of the stocktake.

To make a sale during stocktake

1 With the Stocktake window open, open the Sales window and make the sale to the customer in
the usual way.

2 When the sale has been made, display the sale again in the Sales window.

3 Return to the Stocktake window, and check whether the stock item sold has already been counted
in the stocktake. If the stock item:
= hasn’t been counted, you don’t need to adjust the stocktake at all.
= has already been counted, change the count to reflect the quantity sold by either directly
changing the number in the Count column in the stocktake grid, or by highlighting the product
line in the grid and pressing ENTER, then changing the count number in the count field of the
product details (in the top half of the window) and pressing ENTER.

4 Repeat step 3 for each stock item sold in the sale, and close the Sales window when finished.

Performing a manual stocktake

If you are running a manual stocktake, RetailManager has a versatile facility for printing out stocktake
sheets. Stock sheets can be printed listing all your stock items or only stock items for a selected
department, category or custom fields, with spaces to enter your count and any comments.

You can also filter manual stocktake sheets by supplier. This is useful if you need to perform regular
stocktakes for different suppliers. Before a representative’s visit, you can run a stocktake for the
supplier so that you know exactly what you currently have in stock and what you need to order from
the representative.
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To print stock sheets

10

11

12

13

Go to the Stock Management menu and choose Stocktake, or press SHIFT+F11.

If you have any RetailManager windows open (such as a Sales window), a further message appears
informing you that RetailManager will close all windows.

(1) MYOB RetailManager Information ==
i All open windows will be closed
\‘4) Do you wish to continue?

Click OK to close all windows and continue. The Stocktake window appears.

Enter your staff number in the Staff field, and press ENTER. You can also press F2 to search for your
number.

From the Type list, select the kind of stocktake you want to perform—Single Item Stocktake,
Partial Stocktake or Full Stocktake.

Click Stock Sheets.

If you selected Single Item Stocktake or Full Stocktake in step 5, a window appears asking you to
select the departments and categories for which you want to print stocksheets. Follow these steps:
a Select the department from the drop-down list.

b Select the categories and category values by selecting the appropriate options.

If you want to print stocktake sheets for all your category values, click the select all/none icon at
the top of the lists.

¢ Click OK.

A window appears asking you to choose whether to show the quantity on hand. Select either Do
NOT show current quantity on hand or Show current quantity on hand and click OK. A window
appears asking you to select the suppliers to report on.

If you want to print stocktake sheets listing only products received from a specific supplier(s), select
the appropriate option(s). Otherwise, click Select All and then click Next. A window appears asking
you to select the field to group the information on.

Select the field to group information on and click OK. A window appears asking you to select the
primary and secondary fields to sort the information by.

Select the primary and secondary criteria by which the products will be ordered in the stocktake
sheets. Click the Descending Order option if you want to sort the products in descending order,
either alphabetically or numerically.

The stock sheets are displayed in the RetailManager report viewer. See ‘Using the MYOB
RetailManager report viewer’ on page 268 for more information.

Click the printicon ( &3 ). The Print window appears. Specify the page range, required number of
copies, etc. and click OK.

The stock sheets are printed to your report printer.

Entering manual stocktake results into RetailManager Once you have completed your manual
stocktake, you will have a number of stocktake sheets which have to be entered into RetailManager.
These results are entered into RetailManager using the Stocktake window.

This is the same process as is described in ‘Performing a stocktake using a bar code scanner’ on
page 169 except that you will be entering the bar codes manually instead of scanning them.
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Performing a partial stocktake

You may also want to do a stocktake on particular ranges of products within your store. This means that
you can check your stock levels for any product department or category in MYOB RetailManager. For
more information, see ‘Partial stocktake for a department or category’ on page 96.

NOTE: Preparing for a sales representative’s visit You can also do a manual stocktake before a sales
representative’s visit. The manual stocktake sheets can be filtered by both category and supplier. See
‘Performing a manual stocktake’ on page 171 for more information.

The effectiveness of doing a partial stocktake depends on how you have set up your product
departments and categories. For example, if you have set up your categories by supplier, you could
regularly do a partial stocktake when the supplier’s representatives come in. This is why it is so
important to set up your departments and categories carefully when you set up RetailManager.

You can also use the Custom 1 and Custom 2 fields in the same manner, and perform a partial stocktake
based on the information in these fields.

If you counted stock items that are not part of the partial stocktake Custom 1, Custom 2, or category,
these new quantities will not be adjusted when you commit the stocktake.

To run a partial stocktake

1 Go to the Stock Management menu and choose Stocktake, or press SHIFT+F11.

2 If you have any RetailManager windows open (such as a Sales window), a message appears
informing you that RetailManager will close all windows.

(1) MYOE RetailManager Information =
i All open windows will be closed.
\‘4) Do youwish to continue?
Cancel
3 Click OK to close all windows and continue. The Stocktake window appears.

I Stockiake =
Staff [>]

Type Single Item Stacktaks @ Scanand Manual Count (7 Scan and Auto Count

Bar code [=]| ow B [ Expected Counted

) In Stack
Deseiption Laphy
Categories Sales Order
Department Total Stock
Date" Desciiption” Categories” Count
View Selection Stack Sheets Discrepancy Fiepart Clear &1l

| Select this aption ta manually enter the stock count Cammit - F10 Close

4 Enter your staff number in the Staff field, and press ENTER. You can also press F2 to search for your
number.

5 Select Partial Stocktake from the Type drop-down list, if you want to stocktake a specific part of
your stock.

STOCKTAKING AND STOCK ADJUSTMENT

173



174

10

11

Specify how you intend to count the items:

= If you are counting multiple quantities of the same item, select the Scan and Manual Count
option. This means that you will need to manually count the items. You scan the first item and
then enter the quantity counted.

= If you want to count only single quantities of each stock item at a time, select the Scan and Auto
Count option. This means that a quantity of one will be assumed for every item scanned. If you
are counting multiple quantities of the same stock item, don’t select this option.

NOTE: Clearing the stocktake grid Click Clear All to clear the grid of any existing stocktake counts if
this is not your first RetailManager stocktake.

Click View Selection to limit the stocktake to specific departments and categories. The Limit
Selection window appears.

(i) Limit Selection =]

Departments <Al -

M| Category 1

M| Category 2
N/as :

M| Category 3
<N, 2

Nk

[2] Show Custom Yalues

Select the product Department from the list. The related categories appear.

Select the category values you want to stocktake by selecting the options under each of the
category lists. If you want to select all categories, click the select all icon (Bl) next to the category
heading. To deselect all categories, click this icon again.

NOTE: Using Custom fields If you want to do a partial stocktake using the custom fields as parameters,
select the Show Custom Values option. The Custom 1 and Custom 2 lists appear. Select the appropriate
Custom1 or Custom 2 field, in the same way as you used categories above.

When you have finished selecting the department, category and custom fields, click OK.

A message appears asking if you want to print out stock sheets listing the items that belong to your
selection. If you want to print out stock sheets, click Yes. For more details, see ‘To print stock
sheets’ on page 172.

Scan the product’s bar code, or manually enter it in the Bar code field and press ENTER. You can also
use the search icon ([ |) to locate the product. When you enter the bar code/stock number, the
product description, supplier, cost, price, and quantity in stock are displayed for the product.

If you chose to do an auto count, the product is added to the grid.

NOTE: Items selected for the stocktake You will only be able to add items that match the criteria you
set in the Limit Selection window.
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13

14

15

16

17

If you chose to do a manual count in step 6, enter the quantity of the product in the Qty field and
click Add.

NOTE: Quantity displayed inred The quantity value is displayed in red if the quantity you entered
does not match the stock level in RetailManager.

Repeat step 11 and, in case of a manual count, also step 12, for the rest of the stock items.

The grid displays each scanned/counted item. You can use the scroll bar or arrow keys to view the
list. For each item entered, the grid displays the date the count was entered, the item description
and the count.

Click the Date header in the grid to sort the stock items by date, Description to sort by stock item
description, or Count to sort by number counted of the stock item. Right-click the header to sort
the column in descending order.

NOTE: Changing the count of a product There are two methods to change the count of a product:
Either change the count directly by entering a number in the Count column in the stocktake grid, or
highlight the product line in the grid and press ENTER. The product details appear in the top half of the
window. Change the count and press ENTER.

If you want to continue the stocktake later, click the close icon (not the Commit - F10 button).
RetailManager saves the items and quantities you have entered so far. When you open the
Stocktake window again, you can continue from where you stopped.

When you have finished the stocktake, click Commit - F10 or press F10 to commit the information.

If there is a discrepancy in the amount and you have not previously viewed the Discrepancy report,
a message appears asking if you want to view this report.

(L) MVOE RetailManager Question =]

does not match the expected count

\") For some iterns the number you have counted
.

Do you wantto display the Discrepancy
report?

7

Do one of the following:
= To view the report, click Yes.
= To proceed to complete the stocktake, click No.

If there are items you have not counted, a message appears asking if you want to retain the stock
quantities for these items.

(L] MYOB RetailManager (=l
Do you want ta retain stock quantities for items not counted?

.
[ Resnoy | [ segytozen | [ Cancel |

STOCKTAKING AND STOCK ADJUSTMENT
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Do one of the following:

= To retain the current quantities of the items, click Retain Qty.

= To set the quantities of the items to zero, click Set Qty to Zero.

= To return to the Stocktake window, which you may want to do if you want to include these items
in the stocktake, click Cancel.

18 A warning message appears asking you to ensure that no-one else is using your shopfront at this
time.

(i) MYOB RetailManager Information =
i Make sure no one is using the
\‘4) Clearwater Pty Ltd shopfront while your
inventony is being updated before continuing.

Click OK to hackup your shopfront and update
your imventony with your new stock counts

Cancel

19 Click OK to commit the stocktake. When the stocktake is completed, a confirmation message
appears.

Completing a stocktake

When you have finished counting and entering your results, run the stocktake Discrepancy report. This
report lists any stock items for which the stock level recorded in MYOB RetailManager is at variance
with the stocktake quantity. This is a good way of checking for and fixing any discrepancies.

NOTE: Run the Discrepancy report before you commit the stocktake You must run this report before you
commit the stocktake, or the initial RetailManager stock level for the products will be overwritten with the
new stocktake quantity, and no comparison will be available.

Itis also important to fix discrepancies if you are going to export your data to business management
software.

To run the stocktake Discrepancy report

1 Inthe Stocktake window, when you have entered some counted quantities for items, click
Discrepancy Report.

2 Setthe filters for the report.
= Click Display only stocktake outages or Display all items.
= Select the field to group on and the sort order.

The report is displayed on screen, listing the bar code and description, department and category,
counted quantity, expected quantity, and the value and quantity shortage for each item. Where
you have not entered a count quantity for a product, the quantity of the product that
RetailManager indicates you have in stock is displayed (as a negative value) as the shortage
quantity.

3 Click Print to print out the report, or click Export to export the report to an application or save the
report to disk. See ‘To export a report’ on page 268 for more information.
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Committing a stocktake

When you are satisfied that you have an accurate count of your entire (or partial) stock, you can
commit the stocktake. Committing the stocktake will transfer the new stock quantities to your stock file
and update your existing stock levels, so you need to be quite sure that are you are ready to commit the
stocktake.

To commit the stocktake

1 Inthe Stocktake window, click Commit - F10 or press F10 to commit the information.

2 Click Yes for the various windows that are displayed. RetailManager backs up the database
automatically and displays the location of the backup files.

Adjusting stock levels of a single item

You can adjust a single item of your stocktake using the Single Item Stocktake function.

You can use the single item adjustment procedure to adjust the quantity of a stock item after you have
committed a stocktake, for example if you find that something has been left out. You can, however, do
a single item adjustment at any time, as required. For example, do single item adjustments to account
for breakages, damages or known thefts.

All single item adjustments are included in the Audit tab in the Stock window.

Making single item adjustments when required results in RetailManager’s inventory levels more
accurately reflecting your actual stock levels.

Note that the single item adjustment only affects the stock item in question, and will not affect the
guantity of any other stock items.

To adjust the stock level of a single item

1 Go to the Stock Management menu and choose Stocktake. The Stocktake window appears.

I Stockiake =
Staff [>]
Tupe Single ltem Stocktake @ Scan and Manual Count Soan and Auto Count
Bar code [=]| ow B [ Expected Counted
! In Stack,
Deseription Lapby
Categories Sales Order
Department Total Stock
Date” Description” Calegories* Count
Wiew Selection Stock Sheets Discreparicy Report Clear &l
| Select this aption ta manually enter the stock count Cammit - F10 Close

2 Enter your staff number in the Staff field, and press ENTER. You can also press F2 to search for your
number.

3 Select Single Item Stocktake from the Type drop-down list.

STOCKTAKING AND STOCK ADJUSTMENT
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4 Specify how you intend to count the item:
= If you are counting multiple quantities of the same item, select the Scan and Manual Count
option. This means that you will need to manually count the items. You scan the item and then
enter the quantity counted.
= If you want to count only a single quantity of a stock item, select the Scan and Auto Count
option. This means that a quantity of one will be assumed for the scanned item. If you are
counting multiple quantities of the same stock item, don’t select this option.

5 Scantheitem’s bar code, or manually enter it in the Bar code field and press ENTER. You can also use
the search icon ([ »_|) to locate the item. When you enter the bar code/stock number, the item
description, supplier, cost, price, and quantity in stock are displayed for the item.

If you chose to do an auto count, the item is added to the grid.

6 If youchose todoamanual countinstep 4, enter the quantity of the item in the Qty field and press
ENTER or TAB.

If you are using RetailManager on a touch screen, you can click the add icon to add the quantity.

NOTE: Matching actual with recorded stock levels The value is displayed in red if the quantity you
entered does not match the stock level in RetailManager.

7 Click Commit - F10 or press F10 to commit the information.

8 A warning message appears asking whether you want to back up your shopfront data before the
stocktake quantity for the selected item is changed.

Do one of the following:
= To make a backup, click Yes
= To proceed to complete the stocktake, click No.

9 When the stocktake is completed, a confirmation message appears. Click OK and then click Close.

Centralised updates

NOTE:  The centralised updates feature is only available to MYOB RetailEnterprise users.

You can perform centralised stock updates by sending stock information from your RetailEnterprise
Central site to your Shop sites. RetailEnterprise Shop must be installed on the same computer on which
you run RetailManager.

To access the centralised updates feature, go to the Stock Management menu and choose Centralised
Updates.

For more information about centralised updates, see your RetailEnterprise Central and Shop user
guides. For more information about MYOB RetailEnterprise, go to myob.com.au/retail.
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Sales

In MYOB RetailManager, you can perform many of the sales procedures required for your daily
operations from a single window. In addition to handling sale transactions, RetailManager can also
manage customer account sales, credit notes, customer special orders, lay-bys and quotes. You can
convert quotes to sales and lay-bys, and record and manage lay-by payments, cancellations and
refunds.

RetailManager also records and manages operational information such as stock levels, accumulated
sales to different payment types, and customer information automatically.

Overview

The Sales window is used to make sales transactions. Each sale is processed and recorded, and
adjustments to stock are made. The Sales window can be divided into three sections: retailer/customer
details, product details, and payment details.

NOTE: Frequently asked questions See ‘Sales, lay-bys, credit notes, and gift vouchers’ on page 358 for
troubleshooting questions and answers for sales in RetailManager.
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Each RetailManager sale transaction shares a set of characteristics:

= Staff member. You need to define at least one staff member. If you do not want to identify a
particular staff member, use a generic staff member such as ‘sales’ or ‘staff’.
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= Customer. If no customer is entered, customer information is not printed on the sales docket. You
must enter a customer number if you are making an account sale, sales order, quote, a lay-by sale,
a customer special order, or issuing a credit note, deposit or gift voucher.

= Items sold. The items to be sold are entered in the Product Details area. You can adjust the price
and quantity as required. Note that if you want to edit an item’s description in the Sales window,
you need to select the Allow description change at POS option for that item in the Stock window.

= Tax Code. Each stock item sold must have a tax code. If required, you can change an item’s tax code
at the point of sale.

= Discount. This field is available for every sale, if required.

= Payment types and payment options. The payment of the sale is allocated to one or more of the
available payment types. See ‘Payment Type options’ on page 28 for more information.

Sale Quantity Retail Manager supports both whole number and partial number selling quantities,
making it suitable for both retail operations that sell only whole quantities and those that deal with
fractions and decimals. With RetailManager you have the flexibility to sell, for example, 3 pizzas, 1 slice
of pizza or even $12 worth of pizza if you want.

By default, RetailManager displays items as whole quantities in transaction windows. To sell partial
quantities of a product, select the Allow Fractional Quantities option for that product in the Stock
window (see ‘Creating a new stock item’ on page 106). You can then enter a partial quantity in the
Sales window as a decimal value or as a fraction. For example, a half kilogram of peaches can be
entered as ‘1/2’ or “.5”. The quantity is displayed in decimals.

TIP: Scan individual units for fractional quantities If you have selected the Scan Individual Units option in
the Tools menu, you can also set the default selling quantity for items that can be sold in fractional quantities
to one. To do this, select the Scan Individual units for Fractional Quantities option in the General (Sales tab)
view of the Options window (see ‘General options’ on page 22 for more information). If this option is not
checked, you will need to manually enter the quantity each time you select an item that can be sold in
fractional quantities.

To sell an amount worth of a product, for example, six dollars worth of lollies, you would enter ‘T6’ in
the Qty field. The number of lollies that can be bought for $6 (tax inclusive) is automatically calculated
and entered into the Qty field.

When the Product Details line is empty, and there are items in the Product Details list (refer to the
diagram on page 179 to identify these areas of the Sales window), the Qty field displays the sum of all
items entered in the Product list.

Tax The Sellfield in the Sales window displays an item’s sell price including tax. The Tax field displays
the tax code for each line item. You can change an item’s tax code at the point of sale.

You have the option to lock the Tax field in the Sales window to prevent users from editing this field. If
required, you can hide the Tax field in transaction windows. (See ‘General options’ on page 22, for
more information on locking or hiding the Tax field.)

Freight Freight is treated as a stock item in RetailManager. If your business charges freight on sales,
you will need to create one or more stock items for freight (depending on the needs of your business)
in the Stock window. See ‘Creating a new stock item’ on page 106 for more information. To charge
freight on a sale, simply enter the Freight item in the Sales window, and key in the freight amount (and
quantity if applicable) in the Sell field.

Rounding You have the option to select the rounding rule you want to use when calculating the total
of a sale. You set the rounding rule for each payment type. (See ‘Payment Type options’ on page 28 for
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more information.) If you choose to round to the nearest 5 cents, 10 cents, or dollar, when you make a
sale, the rounding amount is automatically entered in the Rounding field. This gives you the option to
change the rounding amount if you want. For example, you may decide to round to 5 cents for a cash
transaction, but not for an account transaction.

Calculations You can enter formulae directly in the Sell field to calculate a discount for a specific
stock item. ‘C’ stands for the cost price of a stock item, and ‘S’ for the sell price.

NOTE: Disabled Cost key If you have password protected Cost Pricing in the Security Options window, the
Cost key in the calculator will be greyed out; you will not be able to enter any formulae with ‘C’ (cost) in the
Sell field.

For example, if you want to sell a lawnmower for $10.00 more than the cost price, you would enter
‘C+10’ (cost price + $10) in the Sell field, and press ENTER. (You can use the calculator to enter formulae
in this field. For more information, see ‘MYOB RetailManager calculator’ on page 68.) The sell price is
automatically calculated and displayed in the Sell and Extension fields.

When applying percentage discounts or mark-ups, you can enter the discount formula directly in the
Sell field. To calculate a per cent discount on an item, either enter the formula using the calculator, or
enter the formula directly in the Sell field. For example, to give a 10% discount on a microwave oven
which is usually sold for $300, either enter ‘Sell-10%’ in the calculator, or enter ‘S-10%’ directly in the
Sell field. The sell price $270 is displayed in the Sell and Extension fields.

When entering a formula, remember that the cost of an item is calculated tax exclusive, and that the
sell price is tax inclusive.

Multiple sales windows You can have multiple sales windows open at the same time. This allows for
those situations when half-way through making a sale, the customer wants something else. You don’t
have to cancel your sale—another sales person can simply open a new sales window and make another
sale.

NOTE: Alternating between windows Use the shortcut CTRL+TAB to alternate between open windows, or
press ALT+W to view a list of open windows, and type the number of the required window.

Setting up the Sales window

MYOB RetailManager can be configured in a number of ways so that you can make sales the way your
retail business requires. You can use the RetailManager options to skip specific fields in the Sales
window. So for example, if your business doesn’t usually give discounts on products, the Discount field
in the Sales window will be skipped each time you make a sale.

Also, the use of a bar code scanner or programmable keyboard will affect the way a sale is processed.
See ‘Setting up a bar code scanner’ on page 383 and ‘Working with programmable keyboard devices’
on page 393 for more information.

Example There are several fields in the Sales window that a coffee shop for example might not
require, including: Customer, Selling price, Qty, Discount and Custom fields. If you turn on the Skip
Field options for these in the General Options windows, and select the Scan Individual Units function
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from the Tools menu, when you make a sale, you reduce the number of individual keystrokes required.
The procedure for making this sale would be as follows:

1 Enter the staff number in the Staff field and press ENTER.

2 Enter the product code for a long espresso and press ENTER. The description, category, tax, selling
price, quantity, and total for the line are displayed. The cursor is positioned in the Code field for a
new line ready for a second item to be sold.

3 Press ENTER. The cursor is positioned in the Payment Details frame highlighting the first payment
method, which for a coffee shop should be cash.

4 Enter the amount of cash they are paying and press ENTER.

5 Click Yes, to accept the amount, commit the transaction and confirm the change. Press any key to
clear the Cash Change window.

Hidden Sales window features

There are a number of hidden fields or frames in the Sales window. These fields or frames are accessed
from certain fields in the window by pressing a shortcut key combination or by clicking on a button, and
give additional options relating to the fields.

The following hidden fields or frames are described in this section.
= ‘Customer information’ below

= ‘Grade information’ on page 183

= ‘Profit information’ on page 183

= ‘Tax information’ on page 184

= ‘Sales comments’ on page 184

= ‘Scanning individual units’ on page 184

= ‘Delivery address’ on page 185

= ‘Serial numbers’ on page 185.

Customer information

When you tab through the Customer field after entering a customer, if you have not disabled the Sales
Window Customer History options in the General Options window, customer and/or account
information is displayed over the Payment Details frame.

1599 | gy Prymerns i Cokt| noMD
| Mean
5

NOTE: Sales Window Customer History options See ‘Sales Window Customer History’ on page 25 for
more information about the Sales Window Customer History options.
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This information can be used to inform the customer of their account situation, give the customer any
promotional information, or create add-on sales based on the customer’s recent purchases. You can
update the customer message from the Customers window.

NOTE: Customer information F11 shortcut key You can also view customer information when you are in a
transaction window by pressing the F11 shortcut key, if you have not disabled the Sales Window Customer
History options, mentioned above.

Prices displayed in the Recent Purchases frame are GST inclusive. When you tab through the Custom
field, the Recent Purchases frame disappears and the Payment Details frame appears.

Grade information

When the cursor is in the Sell field you can press the up/down arrow keys to display the Grade field.
This field lists the various grades you can give the customer for the item. Use the arrow keys to scroll
through the list; when the required grade is displayed, press ENTER to select it. The sell price is
automatically adjusted according to the grade, and the cursor moves to the Qty field.

NOTE: Setting grades For more information on setting grades, see ‘Pricing grades’ on page 137.

Profit information
You can view profit information for a line item or for the total sale in the Sales window.

NOTE: Estimated gross profit The Sales window only displays the estimated gross profit on a sale. If a
customer makes an account payment and you give them a discount, the gross profit in the original

Sales window will not be recalculated to reflect this discount. You will need to run the current Profit reports to
get the accurate gross profit figures.

Line profit information When the cursor is in the Sell field, press F3 or click Profit to view the profit
information for the item. The Line Profit frame displays the cost of the item and the estimated gross
profit amount and as a percentage.

Line Profit

Cost $7.50
&GP $2.30
eGP% 2347

This is a very useful feature if, for example, a customer asks for a discount on a product and you want to
find out quickly how a discount affects your profit margin on the sale.

You can adjust the selling price while the Sell field is still highlighted, and the estimated gross profit is
automatically recalculated and displayed.

Sale profit information After you enter all the items in the product details area, you can view the
profitinformation for the total sale, by pressing F3 when the cursor is in the Discount field or by clicking
Profit twice. The Sale Profit frame displays the total cost of the sale, and the estimated gross profit
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amount and as a percentage. You can take this information into account when giving a discount on the

total sale.

Sale Profit

Cost

eGP

8GP%

$16.50

$7.84

322

NOTE: Profit details

Profit details are calculated based on GST-exclusive figures.

Tax information
You can view tax information for a line item or for the total sale in the Sales window.

Line tax After you enter the selling quantity of an item in the Qty field, press CTRL+T twice or click Tax
to display the Line Tax frame. The tax exclusive price, the tax inclusive price and the tax amount are
displayed for the currently selected line.

Line Tax

Ex $14.54

Tan $1.45

Inc $15.99

If you change the sale quantity in the Qty field, the tax information will be recalculated automatically
to reflect this change.

Sale tax After you enter the items in the product details area, and any discounts in the Discount field,
press CTRL+T or click Tax twice to display the Sale Tax frame. The Sale Tax frame displays the tax
amount, and the tax exclusive and tax inclusive price of the total sale.

Sale Tax

$24.34

3243

2677

Sales comments

When the cursor is in the payment methods list or the Paying field, press F3 to display the Comments
field. You can enter any miscellaneous comments about the sale here.

Scanning individual units

If you only ever sell a quantity of one of a product at a time, or scan each product individually (such as
in a supermarket) go to the Tools menu and choose Scan Individual Units. Then when you scan a
product or enter the code in the Code field, you only need to confirm the price—a quantity of one is
automatically displayed in the Qty field.

If you sell items in fractional quantities, you can also choose to set their default selling quantity to one
by checking the Scan Individual units for Fractional Quantities option in the General (Sales tab) view
of the Options window. See ‘General options’ on page 22 for more information.
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NOTE: Editing Qty field You can click the Qty field to change the quantity of an item.

To select or deselect the Scan Individual Units option, press CTRL+| when in a sale.

Delivery address

If your business delivers goods to customers, you can record or edit the customer’s delivery address
during a sale in the Sales window. Press CTRL+D or click Delivery. By default, the Delivery Details
window displays the address that you selected as the default in the customer’s record. If the customer
requires the items to be delivered to a different address, select another location from their records, or
enter the address. If it is relevant, use the Delivery Date field to specify the date. Click Commit - F10 or
press F10 to commit the address and to return to the Sales window. The delivery address will be
printed on the docket or invoice for the sale.

You may want to print two copies of a sales docket or invoice if you are delivering the goods to the
customer: one for the customer to take away, the other for the person delivering the goods to the
customer. You can either reprint the last sales docket or invoice (from the Tools menu) or specify as a
rule that you want to print two copies of every docket or invoice in the Printing Options window.

Serial numbers

When you commit a sale that includes a stock item for which you are tracking serial numbers, you need
to record the serial number at the time of the transaction. See ‘To process a serial number during a
transaction’ on page 161 for more information.

NOTE: Tracking serial numbers See ‘Serial numbers’ on page 160 for more information about using serial
numbers.

Print and Email Options window

The Print and Email Options window is available from any transaction window. You can use this
window to change whether you print or email your transaction documents. You can also use this
window to change the printer you want to print your transaction documents to. For example, you may
want to print a transaction document to your A4 printer instead of your docket printer.

For transactions made in the Sales, Invoice and Lay-by Payment windows, you can also use this
window to print packing slips.

Printer settings The printer settings in this window default to the selections you made in your setup
options (see ‘Printing options’ on page 31). If you change these settings, the changes only apply to the
current transaction. If you create a new transaction, the window will display your default settings.

Print and email settings The print and email settings in this window default to the selections you
made in the customer or supplier record. If you change these settings, the changes only apply to the
current transaction. If you create a new transaction, the window will display the default settings.

For cash customers, the default setting is to print transaction documents.

PRINT AND EMAIL OPTIONS WINDOW
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Addresses Used in Transaction Document settings The Address setting in this window defaults to
the selection you made in your setup options (see ‘Printing options’ on page 31). If you change these

settings, the changes only apply to the current transaction.

Emailing transaction documents

When you select to email a transaction document, the email is

placed in the Emailing Transactions tab of the Email Contacts window. You then need to send the
email from this window. For more information, see ‘Emailing transactions’ on page 263.

To change your print and email options from a transaction window

1 While in the transaction window, click Print/Email Options. The Print and Email Options window
appears.

Frint and Email Options
@) Print this arder
Email this arder
Frint and Email this order

what happens if | choose to email?

Printer
@ Use Default Settings
Customize Settings for this Window
Docket(40coll G 1 [H
Fiepart [44]
K.eep Customized Settings for thiz Window

Cancel Freview Transaction

Address Used in Transaction Document

@ Street Address [Shop)

I

_/

2 Select whether you want to print, email, or print and email the transaction document.

3 If required, change any settings in the Printer section.

Use Default Settings

Customise Settings for

Select this option if you want to print transaction documents to the printer you set

in the Printing view of the Options window (accessed from the Setup menu).

Select this option if you want to change any of the print settings listed below.

this Window:

e Docket (40 col) Select this option to print the transaction document to the docket printer.

e Report (A4) Select this option to print the transaction document to the report printer.

e Keep Customised Select this option if you want to use the printer you have specified for all future
Settings for this transactions from this window.
Window

e Qty Type the number of transaction documents you want to print. If you want, click the
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4 Ifrequired, select your packing slip options. This option only appears for Sales, Invoices and Lay-by
Payment transactions.

Use Default Settings Select this option if you want to print a packing slip to the printer you
specified in the Printing view of the Options window (accessed from the
Setup menu).

Customise Settings for this Select this option if you want to change any of the packing slip options listed

Window: below.

¢ Do NOT Print Packing Slip Select this option if you don’t want to print a packing slip.

e Only Print Packing Slip Select this option if you want to print a packing slip but not a receipt.

e Print Packing Slip with Select this option if you want to print a packing slip and a receipt.
Receipt

e Keep Customised Settings Select this option if you want to use these packing slip options for all future
for this Window transactions from this window.

5  If you want to preview the transaction document, select the Preview Transaction option.
6 Click OK.

When you commit the transaction:

= If you selected to print the transaction document, the document is printed to the printer you
specified.

= If you selected to email the transaction document, the email is placed in the Email Transactions
tab in the Email Contacts window. You then need to send the email from the Email Contacts
window. See ‘Emailing transactions’ on page 263.

Making a sale

Before you make a sale for the first time, make sure you refer to the following sections:
= ‘Overview’ on page 179
= ‘Setting up the Sales window’ on page 181

= ‘Hidden Sales window features’ on page 182.
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To make a sale

1

Go to the Transaction menu and choose Sales or press F6. The Sales window appears.
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NOTE: Sales window always displayed You can choose to have the Sales window always displayed.
See ‘General options’ on page 22 for more information.

Enter your staff number in the Staff field, and press ENTER. If you have set a default staff number,
this number will automatically appear in the field (see ‘The Sales tab’ on page 24).

Enter the customer number in the Cust field. If you want to create a new customer here, press F5.
See ‘Maintaining customer details’ on page 224.

When you enter the customer number, the customer’s grade is also displayed. See ‘Maintaining
customer details’ on page 224 for instructions on how to allocate a grade to a customer.

You can press TAB to move to the next field if you are making a simple sale and do not require
customer information in this field.

NOTE: Skipping fields See ‘To set up default tax codes’ on page 56 to skip certain fields in this window.

Fill in the Custom field as required. See ‘Custom options’ on page 39 for more information on
customising fields.

You can press TAB to move to the next field if you are making a simple sale and do not require
information entered into this field.

Scan or manually enter the product’s bar code in the Code field. If the bar code has more than one
product associated with it, select the required product from the window that appears. You can also
click the search icon (EJ) to search for stock.

The code, description, categories, tax, selling price, and extension price are displayed for the
product.
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NOTE: Stock Quantity figures Notice there are three figures after the description of the product, in
parentheses, separated by a comma. The first figure is your current stock level, the second the quantity of
the product you have on lay-by, and the third is the quantity of the product you have on sales order. See
‘General options’ on page 22 for more information about displaying these quantities.

You can create a new stock item while making a sale by pressing F5 in the Code field. See ‘Creating
a new stock item’ on page 106 for more information.

Make sure that the correct tax code is displayed in the Tax field. If you want to change the tax code,
place the cursor in the Tax field, and press the up/down arrow keys to scroll through the tax codes
list; when the required code is displayed, press ENTER to select it.

NOTE: Navigation Remember that F12 or SHIFT+TAB will take you back a field.

Change the product selling price in the Sell field if required. Note that the Sell field displays the tax
inclusive price. Awarning is displayed if you enter a selling price that is equal to or less than the cost
price of the product.

Press F3 twice if you want to check if your margins allow you to give a discount on this item. See
‘Profit information’ on page 183.

You can also enter formulae directly in the Sell field to calculate a discount for a specific stock item.
See ‘Calculations’ on page 181.

Enter the quantity of the product you are selling in the Qty field. The quantity defaults to ‘1. When
you enter the quantity, the total amount for this line is displayed in the Extension field.

When you tab out of the Qty field, this product line is moved into the product details list, and the
cursor is positioned at the beginning of a new line.

NOTE: Allow fractional quantities Note that before you can enter a partial quantity in the Qty field for
an item, you need to select the Allow Fractional Quantities option in the Stock window for that item. See
‘Sale Quantity’ on page 180.

Continue to process all the products that you are selling to the customer. If you have to edit a
completed product line, use the arrow key to select the required product line, and press ENTER. The
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10

11

12

line is shifted to the top product line and is highlighted ready for editing. When you have entered all
the products being sold, press ENTER.
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To enter delivery address details, press CTRL+D or click Delivery and complete the fields. For more
information, see ‘Delivery address’ on page 185.

You can press TAB to move to the next field if you are making a simple sale and do not require
information entered into this field.

NOTE: To quit an uncommitted transaction If you want to quit a transaction part-way through, you
can either press Esc (and follow the instructions) or click the close icon (m).

Enter the discount you want to give on the sale in the Discount field.

Press TAB to move to the next field if you are making a simple sale and do not require information
entered into this field. Press F3 if you want to view the profit details of the sale before giving a
discount. See ‘Profit information’ on page 183.

There are four ways to enter a discount for a sale:

= Enter the discount amount in this field, and press ENTER

= Enter the discount per cent, making sure that you type the ‘%’, and press ENTER. The discount
amount is automatically displayed.

= To bring the sale to a round total amount, type ‘T’ (or ‘t’) before the amount you want the total
to be, and press ENTER The discount amount is automatically calculated and displayed in this
field. For example, if the subtotal is $67.31, and you only want to charge the customer $60, type
‘T60’ in the Discount field and $7.31 is displayed in the Discount field, and $60 in the Total field.

= To discount the cost (including tax) of all items from the total amount, type ‘C’ in the Discount
field. The discount amount is automatically calculated and displayed.

= After you tab off the Discount field, press F3 to enter any comments about the sale. See ‘Sales
comments’ on page 184 for more information.

Enter the payments details.

In the Payment Details frame, use the arrow keys to highlight the required payment type, or simply
type the first letter of the required option. For example, type ‘V’ and the Visa payment type is
highlighted; ‘A’ and Amex is highlighted; ‘A’ again and Account is highlighted.
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NOTE: Using the TaB key for a simple sale You can press TAB to select the payment type that is on the
top of your Payment Details list (the default top payment type is cash). Pressing TAB again will populate
the Paying field, and pressing TAB once more will commit the transaction.

NOTE: Payment details setup Remember that you can add and delete payment types and set up the
order in which they are displayed in the Sales window. See ‘Payment Type options’ on page 28.

Press ENTER and enter the amount the customer is paying in the Paying field. Press ENTER again or
click Add.

= [f the amount paid by this payment type is the whole payment, the Commit Transaction?
window is displayed.

= If the amount paid by this payment type is part payment of the total amount, select the second
type of payment, enter the amount in the Paying field and press ENTER. The Commit
Transaction? window is displayed.

= If the customer is paying using an electronic payment type, the Electronic Payment window
appears.

¥4 [lectronkc Payment

Waiting for terminal

TeSponse.

Swipe the card and perform the appropriate tasks as prompted by the EFTPOS terminal. When the
EFTPOS terminal indicates the transaction has been approved, click Approve (if you use Ingenico
PC-EFTPOS, DPS Payment Express - Integrated EFTPOS or Tyro - IP EFTPOS, you will not need to
click Approve—the transaction will automatically be approved).

If the transaction is not approved or is unsuccessful, you can still approve it by clicking Manual.
However, since your bank has not accepted the transaction, you must note down the transaction
and card details and ensure that you account for the transaction when banking your other sales.

NOTE: If card details cannot be read (Ingenico PC-EFTPOS, DPS Payment Express - Integrated
EFTPOS and Tyro - IP EFTPOS terminals only) If the card details cannot be read, for example due to
the card being damaged, you will need to use the Ingenico PC-EFTPOS, DPS Payment Express -
Integrated EFTPOS or Tyro - IP EFTPOS keypad to enter these details.

13 Type Y or press ENTER to commit the transaction. The Cash Change window appears. Press any key
to clear it.

NOTE: Reprinting last sales docket You can reprint the last sales docket from the Tools menu by
selecting Reprint, and then Last Sales Docket. For more information see ‘Reprinting the last transaction’
on page 220.
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Sales transaction examples
The following are examples of payment situations that may occur.

If the customer wants to pay for a $37.95 purchase by cash, and only has a $50 note Select Cash
from the payment methods list, type ‘50’ in the Paying field, and press ENTER. The Commit Transaction?
and Cash Change windows display the amount of change to be given to the customer.

If the customer wants to pay for a $100 purchase by putting $60 on Visa and paying the remaining
$40 by cash  Select Visa from the payment methods list, type ‘60’ in the Paying field, and press ENTER
Then select Cash from the payment methods list, type ‘40’ in the Paying field, and press ENTER. The
Commit Transaction? window appears.

Getting cash out by EFTPOS

MYOB RetailManager provides two options for EFTPOS. You can have either an EFTPOS terminal that is
connected to the computer you use for RetailManager, or an EFTPOS terminal that is unconnected to
RetailManager.

NOTE: If you are using an EFTPOS terminal that is not connected to RetailManager If your EFTPOS
terminal is not connected to RetailManager, in addition to following the procedure for getting cash out on
EFTPOS in RetailManager, you also need to do the transaction on your EFTPOS machine. See ‘Setting up a
connected EFTPOS terminal’ on page 384 for more information about EFTPOS terminals.

To get cash out by EFTPOS during a sale

RetailManager allows customers to withdraw cash from EFTPOS when the customer is paying for a
purchase. In the following example, a customer wants to pay for a $60 purchase on EFTPOS and get out
$40 cash.

Using an unconnected EFTPOS terminal

1 Select EFTPOS in the payment methods list, type ‘100’ in the Paying field, and press ENTER.
2 Select Cash from the payment methods list and press ENTER.

The balance is displayed in the Paying field as a negative amount, in this case -40’.
3 Press ENTER again, and the Commit Transaction? window appears.

4 Commit the transaction.

Using a connected EFTPOS terminal

1 Ensure that the EFTPOS payment type is active, and Allow cash out is selected. See ‘Payment Type
options’ on page 28 for more information about making a payment electronic and available for
cash out.

5 Select EFTPOS in the payment methods list, type ‘100’ in the Paying field, and press ENTER.

A window appears asking if you want to process a cash out of $40 with this transaction.
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6 Click Yes. The Electronic Payment window appears.

i Electronic Payment ﬁ‘

Waiting for terminal
response...

©

Cancel

7 Swipe the customer’s card and perform the appropriate tasks as prompted by the EFTPOS terminal.

8 When the EFTPOS terminal indicates the EFTPOS transaction has been approved, click Approve in
the Electronic Payment window. If you use Ingenico PC-EFTPOS, you will not need to click Approve.
The transaction will automatically be approved.

RetailManager then commits the transaction.

To get cash out by EFTPOS without a sale

RetailManager allows customers to withdraw cash from EFTPOS without a sale, if your business policy
allows it.

Using an unconnected EFTPOS terminal

1 Goto the Sales window, enter your staff number and press ENTER to move through all the fields
without entering anything until you get to the Payment Details frame.

2 Highlight the EFTPOS payment type, enter the amount of cash the customer wants to withdraw
and press ENTER.

3 Highlight the Cash payment type and press ENTER so that the amount entered for the EFTPOS
payment type is displayed as a negative amount against the Cash payment type. Press ENTER once
again.

4 Click Yes to commit the transaction.

Using a connected EFTPOS terminal
1 Go to the Sales window, enter your staff number and press ENTER to move through all the fields
without entering anything until you get to the Payment Details frame.

5 Highlight the EFTPOS payment type, enter the amount of cash the customer wants to withdraw
and press ENTER. A window appears asking whether this is a cash out only transaction.

6 Click Yes. The Electronic Payment window appears.

¥ Electronic Payment &‘

Waiting for terminal
response...

©

Cancel
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7 Swipe the customer’s card and perform the appropriate tasks as prompted by the EFTPOS terminal.

8  When the EFTPOS terminal indicates the EFTPOS transaction has been approved, click Approve in
the Electronic Payment window. If you use Ingenico PC-EFTPOS, you will not need to click Approve.
The transaction will automatically be approved.

RetailManager then commits the transaction.

Account sales

MYOB RetailManager is fully equipped to handle debtors. This includes making account sales and
payments, debtors reports, printing statements and extensive enquiry features. Using debtors is
optional in RetailManager; it is an essential part of many retail businesses, but not for others.
RetailManager can be customised to make account sales unavailable.

Note that customer accounts are additional to customer records and are used to be able to purchase
goods on account from your store. You can still use RetailManager’s lay-by function without using
accounts, as RetailManager only requires that you make the lay-by sale against a customer record.

You must create a customer account before you can make an account sale. See ‘To create a customer
account’ on page 226 for more information.

For information on making account enquiries, see ‘Making account enquiries’ on page 196.

To make the debtors function inactive

If your business doesn’t require debtors, you can make the debtors function inactive by doing the
following:

= Go to the Payment Type view of the Options window, select and edit the Account payment type
and ensure the This payment type is active option is deselected. This will remove the Account
payment method as an option from the Sales window. See ‘Payment Type options’ on page 28 for
more information about editing payment types.

= Gotothe General view of the Options window. Click the Sales tab. Select the Only Disable Account
Information option. This will prevent customer account status from being displayed in the Sales
window.

= Go to the Setup menu and choose Security. In the Security window, click the Restrict Staff Group
Privileges tab. Scroll down to the Miscellaneous group and set Account Security.

To make an account sale
1 Go to the Sales window by pressing F6.
2 Enter your staff number in the Staff field.

3 Enter the customer number in the Customer field. You can create a new customer record by
pressing F5, or by typing the customer number you want to use directly in the Customer field. See
‘Maintaining customer details’ on page 224 for more information.

NOTE: Account owner Note that for customer accounts, the sale is credited to the account owner. If
the account owner is not specified, the sale is credited to the staff member making the sale.
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4

Complete the other fields in the Sales window, and when you get to the Payment Details frame,
select Account as the payment method (you may have to scroll through the payment methods to
find Account).
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If the amount the customer is purchasing on account exceeds the customer’s credit limit or if the
customer has an overdue invoice, a window appears notifying you of the fact. Click Yes to continue
with the sale. If you have set Account Security in the Security window, you will be prompted to
enter your password to override the limit.

Commit the transaction. An invoice will print out on the printer you specified for invoices.

CAUTION: Payment on accounts If the customer wants to pay some of the purchase total by cash and
put the balance on account, RetailManager puts the whole amount on account, and treats the cash as a
payment on account.

For example, if the customer purchases a product for $89.95 and wants to pay $50 of the purchase by
cash, and put the balance on account, RetailManager will process this as an account sale of $89.95 and an
invoice payment of $50.

Note that you can reprint the last invoice from the Tools menu by selecting Reprint, and then Last
Invoice. For more information see ‘Reprinting transactions’ on page 220.

ACCOUNT SALES
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Making account enquiries When you’re making a sale at the counter, you can also call up a
customer’s account details and details of all invoices and invoice payments on screen.

Note that if your account security has been turned on, you will be prompted to enter a password before
you can view a customer’s account details.

NOTE: Making an enquiry during a sale If you are currently making a sale at the time of enquiry, leave the
sale open, go to the Customers window to make your enquiry, and then CTRL+TAB back to the Sales window to
complete the sale.

To find out a customer’s account details

1 Go to the Customers window by pressing CTRL+U.
2 Enter the customer number in the Customer field and press ENTER to display the customer record.
3 Click Show Account Details - F3, or press F3, to view the customer’s account details.

The information you require will be displayed in the Credit Limit, Owing and Remaining Credit

fields.

Viewing a customer’s original invoice If, after informing the customer of their credit situation, the
customer queries an invoice, you can quickly call up the original transaction. See ‘Viewing invoice
details’ on page 228 for more information.

Viewing a customer’s original invoice payment A customer may also query payments made on the
account. For example, the customer may have made a payment yesterday, and wants to check if it’s
been processed yet. See ‘Viewing invoice payment details’ on page 228 for more information.

The Account Sales report  You can run the Account Sales report to view a list of account sales made
during a specific period. This report can be sorted by customer. See ‘Reports’ on page 267 for more
information about generating a report.
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To make an account payment

The Debtor Payments window is used to make account payments.

NOTE: Customer payment history Remember that the history of a customer’s payments can be viewed in
the Customers window. See ‘Viewing invoice payment details’ on page 228 for more information.

1 Goto the Transaction menu and choose Debtor Payments, or press SHIFT+F6. The Debtor
Payments window appears.
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2 Enter your staff number in the Staff field, and enter the customer number of the customer who is
making an account payment.

A list of the customer’s outstanding invoices is displayed, listed from the oldest down to the most
recent, according to the rule of paying the oldest invoice first. Only outstanding amounts on an
invoice are displayed, and not the total invoice amount. The cursor is positioned in the Discount
column.

3 Enter any discount for early payment in the Discount field, if that is your practice. Enter either the
amount of the discount or the discount percentage (make sure you type ‘%’ after the number). You
can also press F2 to use the calculator to determine the discount or adjustment you want to give
the customer.

Discounts given on an invoice payment will show up as a negative gross profit in the Transaction
Summary and Sales Summary when you cashup. This will balance the extra gross profit shown on
the original sale, which did not show the discount.

4 Enter the amount the customer is paying on this invoice in the Paying field. The Paying field
displays by default the amount displayed in the Payable field as outstanding for the invoice. Press
F2 to use the calculator for this field if necessary.

5 If the customer is paying:
= the displayed invoice amount, press TAB again
= less than the full invoice amount, override this with the payment amount, and press Tag.

NOTE: You cannot overpay an invoice Note that you cannot pay more than the Payable amount
for an invoice; apply the amount being paid to individual invoices.
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If the customer is making payments against more than one invoice, repeat steps 3 to 4 for each of
the invoices that are being paid. The Total field keeps a running total of how much the customer is
paying.

For example, if a customer has two outstanding invoices, one for $67 in March, and the other for
$54 in April. The customer wants to pay $100 off the account. You would first select the March
invoice, and pay the whole amount of that invoice, and then you would select the April invoice, and
enter $33 against this invoice in the Paying field. The Total field will display $100.

When you have finished selecting the invoices that are being paid, and the payment amounts,
select the method of payment in the Payment Details frame, in the same way you would if you
were making a sale. See ‘To make a sale’ on page 188 for more information.

Enter the amount the customer is paying by the selected method in the Paying field and press
ENTER or click Add. If more than one payment method is required, repeat this in turn for each
method.

9 Click Commit - F10 or press F10 to commit the information.

Reversal of account payments
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If you made a mistake entering the account payment, you can reverse the payment in the Reverse
Debtor Payments window. See ‘Reversing debtor payments’ on page 272 for more information.
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Refunding sales

You can refund a sale in the Sales window by entering negative quantities of the products refunded in
the Qty field. A refund should be made using the same payment method as the original sale, or by cash
or credit note. Shop policy will determine how refunds are processed.

Sales can also be refunded when you want to reverse or correct a sale. Transactions in RetailManager
cannot be deleted and so must be reversed or refunded.

To refund a sale

NOTE: Check the original transaction Before you refund a sale, you should refer to the original
transaction, using the Lookup window to search for it. See ‘Searching in MYOB RetailManager’ on page 70 for
more information.

Note that if you have selected the Scan Individual Units function from the Tools menu, you can click
the Qty field and edit information in this field.

NOTE: Sales window fields For a more detailed explanation of the fields displayed when entering a sale,
refer to ‘Overview’ on page 179.

1 Gotothe Sales window either by pressing F6, or by choosing Sales from the Transaction menu.

2 Scanin the products being refunded, and enter a negative quantity in the Qty field, to indicate that
they are being refunded.

3 Torefund any freight charged on the sale, enter the freight item code, enter the amount charged in
the Sell field, and a negative quantity in the Qty field.

4 Enter any discount given on the sale in the Discount field. Do not enter this as a negative
percentage. In the Sales window below a discount of 10% was entered in the Discount field, which
is automatically calculated as a negative amount.
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5 Inthe Payment Details frame, select the required payment method for the refund and press ENTER.
Make sure that the payment method for the refund is the same as for the sale. For example, don’t
give a cash refund if the customer originally paid by Visa card.

If you choose a cash refund, the amount of cash to be refunded to the customer is given in the
Commit Transaction? and Cash Change windows that are displayed when you commit the
transaction.

NOTE: Manual EFTPOS processing Remember that if you choose a credit card or EFTPOS payment
method and your EFTPOS terminal is not connected to RetailManager, you will also need to process the
refund on the EFTPOS machine.

If you want to quote an original docket number, or any other details about the original transaction
or refund, press F3 while in the payment methods list, and enter the information in the Comments
field.

6 Commit the transaction.

Credit notes

Credit notes are generally used for refunding goods when you don’t want to give a cash refund. Shop
policy on refunds will determine how you use the credit note payment method.

MYOB RetailManager tracks all credit notes that are issued and redeemed, and therefore requires that
all credit notes be issued against a customer record.

NOTE: Credit Notes Outstanding report You can run the Credit Notes Outstanding report for information
about your outstanding credit notes, including gift vouchers and deposits. See ‘Reports’ on page 267 for more
information on generating a report.

To refund by credit note

If you are refunding a customer with a credit note, a sale is made for the returned goods in the Sales
window with a negative quantity for the returned goods and a payment type of Credit Note. The credit
note can then be used by the customer to purchase anything in your store using the credit note as the
payment method.

1 When you are entering the details for the refund in the Sales window, make sure you enter a
customer number in the Customer field. You cannot refund with a credit note without a customer
number. This ensures that you have all the details you may need about the customer to keep track
of your credit note liabilities.

2 For each stock item scan or key in the stock item bar code in the Code field, and enter a negative
quantity in the Qty column.

3 Inthe Payment Details frame, select Credit Note as your payment method.

NOTE: Redeeming a credit note When you redeem a credit note, a positive quantity is entered in the
Qty column.

4 Press F3 to enter any comments in the Comments frame.
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5 Complete the credit note sale. A credit note will be printed out, and the credit available to the
customer recorded and displayed in the Sales window in the Available Credit field, whenever a sale
is made to the customer.

You can view the credit notes that have been issued to a particular customer in the Credit tab of the
Customers window. See ‘Viewing customer transaction details’ on page 227 for more information.

NOTE: Reprinting the last credit note You can reprint the last credit note from the Tools menu by
selecting Reprint and then Last Credit Note.

To redeem a credit note

When a customer wants to pay for a purchase with a credit note, the procedure is basically the same as
making a sale.

1 Gotothe Sales window and enter your staff number in the Staff field.

2 Enter the customer’s number in the Customer field.

3 For each stock item scan or key in the stock item bar code in the Code field.

4 Press ENTER to move to the Qty field and enter the quantity of each product being purchased as a
positive quantity. This is a sale, not a credit.

5  Press ENTER to move to the Payment Details frame and select Credit Note as the payment method.
A window appears listing the outstanding credit notes. Use the Credit ID to find the credit note,
highlight it and press the SPACEBAR to select it. A tick appears in the Selected column. Click
Commit - F10 or press F10 to commit the information.

Note that the customer must be on record as ‘owning’ at least one credit note to be able to redeem
a credit note.

6 Enter any comments about the credit note/purchase in the Comments frame of the Sales window
using F3.

NOTE: Partial credit note redemption Note that the customer does not have to redeem the full credit
note amount at once; any change can easily be given as a credit note.

Gift vouchers

Issuing a gift voucher is processed in the Sales window, but no actual sale is created; instead a cash
transaction and a gift voucher transaction for the same amount are created.

MYOB RetailManager tracks all gift vouchers that are issued and redeemed, and therefore requires that
all gift vouchers be issued against a customer record.

If you don’t want to set up a customer record, it would be a good idea to create a customer record
called ‘Gift Voucher’ which can be used for all your gift vouchers. All gift vouchers would then be sold
to this customer and be redeemed using this customer. Note, however, that if a customer loses their
receipt, you will have no way of finding their gift voucher in the system.

The Credit Notes Outstanding report lists all outstanding gift vouchers, credit notes and deposits,
sorted per customer.

GIFT VOUCHERS
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To make the gift voucher payment type inactive
The gift voucher function is optional in RetailManager. By default, the gift voucher payment type is
active in RetailManager.

1 Go to the Options menu, choose Payment Type, select the Gift Voucher payment type and click
Edit.

2 Ensure the This payment type is active option is deselected. See ‘Payment Type options’ on
page 28 for more information about editing payment types.

To issue a gift voucher

1 Go to the Sales window and enter your staff number in the Staff field.
2 Enter the customer number in the Customer field.

3 Inthe Payment Details frame, select the Gift Voucher payment method, and then press ENTER. Type
the amount for the gift voucher in the Paying field as a negative amount. Press ENTER to accept the
amount.

4 Press ENTER to move back to the Payment Details frame. Select the method of payment by which
the customer is going to pay for the gift voucher, and then press ENTER to enter the amount of the
gift voucher as a positive amount in the Paying field.

5 Commit the transaction.

A gift voucher is printed out. If you are using a pre-printed gift voucher, make sure you record the
credit ID and customer number on the gift voucher somewhere so that it can be redeemed.

If you have a docket printer, and you do not have the printing option Preview All Transactions
selected, the gift voucher is printed to the docket printer.

If you have an A4 printer set as your docket printer, or if you have the printing option Preview All
Transactions selected, the RetailManager report viewer appears with the gift voucher. See ‘Using
the MYOB RetailManager report viewer’ on page 268 for more information.

6 Click the printicon ( 5 ). The Print window appears.
7 Specify the page range, required number of copies, etc. and click OK.

The voucher is printed to your report printer.

To redeem a gift voucher

Just as gift vouchers must be issued to a customer, so they must be redeemed against a customer.

When a customer redeems a gift voucher and the gift voucher payment method is selected in the Sales
window, MYOB RetailManager displays the Gift Vouchers window, enabling you to select single or
multiple gift vouchers.

1 Go to the Sales window and enter your staff number in the Staff field.

2 Enter the customer number or the generic ‘Gift Voucher’ customer number appearing on the gift
voucher in the Customer field.

3 Enterthe products being purchased with the gift voucher, and press ENTER to move to the Payment
Details frame.
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4 Select the Gift Voucher payment and press ENTER. The amount of the sale is displayed in the Paying
field. Press ENTER. A window appears listing the outstanding gift vouchers for the customer.

[ Gift Vauchers 3

Flease select the Gift Wouchers from the following
Selected Date of Issue Mote Id Walue -
25/08/2011 1 100.00

I

o oo o )

Commit - F10 Cancel

5 Select the gift voucher you want to process the sale against, by highlighting it and pressing the
spacebar. Then click Commit - F10 or press F10 to commit the information.

Note that if the value of the gift voucher being redeemed exceeds the value of the purchase, you
can give the customer the difference in cash by doing the following: first enter the difference as a
negative amount against the Cash payment method, and then enter the full amount of the gift
voucher against the Gift Voucher payment method.

For example, if the customer is making a $17 purchase with a $20 gift voucher, enter

‘- $3’ for the Cash payment method, then enter ‘520’ for the Gift Voucher payment method and
select the gift voucher from the displayed list. The commit transaction window will show ‘$3’
change to be given.

Note that if the purchase exceeds the value of the gift voucher, select the Gift Voucher payment
method, and then select the payment method by which the customer wants to pay the balance of
the purchase.

NOTE: Cash on Gift Vouchers It is wise to have a stated shop policy on whether you allow cash change
on gift voucher purchases.

6 Press ENTER to commit the sale.

Customer special orders

Customer special orders are one-off orders that you make when a customer requires a rain check, oran
item currently not available or not usually sold in your shop, such as an item that you can supply but
due to specific customer requirements such as size or colour, you normally order directly from a
supplier.

MYOB RetailManager handles and tracks customer special orders separately from standard shop
orders.

Special orders are recorded in the Sales window. The order is then allocated to a supplier who will
supply you this product, and a purchase order is created through the Purchase Orders function. If you
require the customer to pay a deposit on the order, you can record the deposit against the customer’s
record in the Sales window.

CUSTOMER SPECIAL ORDERS

203



The following topics are included in this section:
= ‘Creating a customer special order’ below

= ‘Receiving a product on special order’ on page 207.

To make the special order payment type inactive

The customer special order function is optional in RetailManager. By default, the Special Order
payment type is active.

1 Go to the Options menu, choose Payment Types, select the Special Order payment type and click
Edit.

2 Ensure the This payment type is active option is deselected. See ‘Payment Type options’ on
page 28 for more information about editing payment types.

Creating a customer special order

There are four steps to creating a customer special order:
= Step 1: Record the customer special order

= Step 2: Record the customer deposit

= Step 3: Allocate the special order to a supplier

= Step 4: Order the item.

Step 1: Record the customer special order

1 Gotothe Sales window by pressing the shortcut F6 or by choosing Sales from the Transaction
menu. The Sales window appears.

2 Enter the staff number in the Staff field.

3 Enter the customer number in the Customer field.

4 Enter a product code for the required item in the Code field.

If the code does not exist, a window appears. Choose Create. The Create New Stock Item window
appears. (For full instructions on completing the fields in this window, see ‘Creating a new stock
item’ on page 106.)

NOTE: Assigning an item code Assigning the item a code with a prefix such as ‘CSO’ will set it apart
from your standard stock items.

5 Enter the description, department, categories and other details for the product and click
Commit - F10 or press F10 to commit the information. You are returned to the Sales window and
the details of the product are displayed in the grid. Enter the estimated sell price and required
quantity in the appropriate fields.
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6 Select the Special Order payment type in the Paying Details frame (you may have to scroll through
the list to find this payment type). Press ENTER.
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7 Commit the transaction.

Step 2: Record the customer deposit

If your shop takes deposits for special orders, you need to record the deposit against the customer’s
record.

1 Go to the Sales window and enter the staff and customer numbers.

2 Tab to the Paying Details frame and select the customer’s method of payment. Enter the amount
being paid in the Paying field and press ENTER.

3 Choose Deposit in the Paying Details frame. The amount appears as a negative in the Paying field.
Press ENTER.

4 Commit the transaction.
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Step 3: Allocate the special order to a supplier

You need to specify the supplier who will supply this item.

1 Gotothe Admin menu and choose Allocate Customer Special Orders. The Allocation of Customer
Special Orders window appears, listing all the unallocated special orders.

(] Allacation of Custamer Special Orders =]
Date” Oty Description® Mo Supplier -
26/08/2011 1| Cappuccino Maker 2 ) Sampson Supply Company Pty Ltd
@ Only Show Unallocated 5pecial Drders O Show All Pending Special Drders
Description [ Cappuccine Maker [ECECT [ELECT  Quoted Sell | $833.00
Customsr [ Bates, David staft [ BCQ) Time [4:40:37  Ususl Cost §722.73

NOTE: Usual Cost field The Usual Cost field may not be displayed if you belong to a staff group with
restricted access privileges. For more details about setting up access privileges, see ‘Security’ on
page 285.

2 Highlight the required special order, and in the No field enter the supplier number of the supplier
to whom you are allocating the special order. If you have a default supplier for this item, that
supplier number will automatically appear in this field.

3 Press ENTER The product disappears from the unallocated special orders list. It is now in the
pending orders list and can be viewed by clicking the Show All Pending Special Orders option.

Step 4: Order the item

Once the order has been allocated to a supplier, use the Purchase Orders function to order the product
from the supplier. For full instructions on how to create a purchase order, see ‘Creating purchase
orders’ on page 126.
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Receiving a product on special order

A product on special order is received in the normal way through the Goods Received window. MYOB
RetailManager will print out a docket to be placed with the special ordered item.

Once the product has been received, the CSO tab in the Customers window will show the status of the
order as ‘Received’.

To sell a special ordered item

Once you have received the goods on customer special order, you are ready to sell the special ordered
item to the customer.

NOTE: Special Order items must be received before you can sell them You must have received the special
ordered item(s) and recorded receiving them through the Goods Received process before you can sell them.
See ‘Receiving goods’ on page 131 for more information.

1 Gotothe Sales window by pressing F6, and enter your staff number.

2 Enter the customer number in the Cust field. When RetailManager asks you if you want to load the
customer special order, select Yes. The item on order appears in the product details area.

3 Enter the payment details.

If the customer paid you a deposit for the special order, go to the Payment Details frame and select
Deposit. The amount of the sale is displayed in the Paying field. Press ENTER. RetailManager displays
a Deposits selection window which lists all the outstanding deposits for the customer. Use the
credit ID to find the deposit from the list. Select the deposit by clicking, or by highlighting it and
pressing the SPACEBAR. Click Commit - F10 or press F10 to commit the information.

4 Select the payment method for the balance, enter the amount in the Paying field and press ENTER

5 Commit the transaction.

To cancel an outstanding special order

For instructions on how to cancel an item on special order, see ‘Cancelling orders’ on page 272.
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Lay-bys

A lay-by sale in RetailManager is created in the same way as a standard sale, except that a deposit is
usually made (depending on how you handle lay-bys), and the Lay-by payment method is used for the
balance of the purchase. You can also charge a service fee on a lay-by by creating a ‘service fee’ stock
item.

The term ‘lay-by sale’ is used here, but note that RetailManager does not regard a lay-by transaction as
a sale until the last payment has been made and the goods have left the store.

The following topics are included in this section.

= ‘Creating lay-by sales’ below

= ‘Recording lay-by payments, cancellations and refunds’ on page 210.

NOTE: Setting your lay-by options You can set the due by date and whether you want to print a signature

area (required by law in Victoria) on your lay-by receipt, using the Lay-by Options group in the Other tab of
the General Options window. See ‘Message options’ on page 38 for more information.

To make the lay-by function inactive

Lay-by sales are an optional feature in RetailManager. By default, the lay-by payment type is active in
RetailManager. If your business doesn’t use the lay-by payment method:

1 Go to the Payment Type Options window, select the Lay-by payment type and click Edit.

2 Ensure the This payment type is active option is deselected. See ‘To edit a payment type’ on
page 29 for more information about editing payment types.

Creating lay-by sales
You create lay-by sales in the Sales window.

NOTE: Lay-by payments, cancellations and refunds To record lay-by payments, cancellations and refunds,
use the Lay-by Payments window. See ‘Recording lay-by payments, cancellations and refunds’ on page 210 for
more information.

To create a lay-by sale

1 Go to the Sales window either by pressing F6, or by choosing Sales from the Transaction menu.

2 Enter the details of the purchase in the Sales window in the usual way. Refer to ‘Making a sale’ on
page 187 for more information about making a typical sale.

3 If you require a deposit to be paid on a lay-by, select the payment method of the deposit in the
Payment details grid, and then enter the amount of the deposit being paid in the Paying field.
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Select the Lay-by payment method for the balance of the purchase. (Do not use the Deposit
payment method for lay-by deposits.)
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If you do not require a deposit to be paid on a lay-by, select the Lay-by payment method for the
whole purchase.

Commit the transaction.

If you have a docket printer, and you do not have the printing option Preview All Transactions
selected, the lay-by is printed to the docket printer.

If you have an A4 printer set as your docket printer, or if you have the printing option Preview All
Transactions selected, the RetailManager report viewer appears with the lay-by. See ‘Using the
MYOB RetailManager report viewer’ on page 268 for more information.

Click the printicon ( &3 ). The Print window appears. Specify the page range, required number of
copies, etc. and click OK. The lay-by is printed to either your report printer or your docket printer.

The stock level of the products put on lay-by is adjusted. When the lay-by is paid off completely, the
lay-by quantity for each product on lay-by is adjusted.

Run the Lay-by Detailed or Lay-by Summary report to view a list of your outstanding lay-bys. If you
want comprehensive customer lay-by information, run the Lay-by Debtors report. See ‘Reports’ on
page 267 for more information on generating reports in RetailManager.

A list of outstanding lay-bys for a customer, along with the amount paid on each lay-by, can be
viewed in the Lay-bys tab of the Customers window. See ‘Viewing customer transaction details’ on
page 227 for more information.

LAY-BYS
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Recording lay-by payments, cancellations and refunds

You record lay-by payments, cancellations and refunds in the Lay-by Payments window.

NOTE: Lay-bysales To record lay-by sales, use the Sales window. See ‘Creating lay-by sales’ on page 208
for more information.

To record a lay-by payment

NOTE: The Sales Period (inc. Lay-bys) report If you to intend to use the Sales Period (inc. Lay-bys) report
(which treats a lay-by sale as a completed sale), you should not update an existing lay-by. If you do, the report
data will not reflect the changes made to the lay-by and, therefore, will be inaccurate. To prevent staff from
editing lay-bys, make sure that the Don’t Allow Editing of Lay-bys option in the Security Options window is
selected (see ‘Setting your security options’ on page 286). If you do not intend to use the Sales Period (inc.
Lay-bys) report, deselect this option.

1 Go to the Lay-by Payments window either by pressing SHIFT+F7, or by choosing Lay-by Payments
from the Transaction menu.

2 Enter your staff number in the Staff field and then enter the customer number in the Cust. field.
The customer’s existing lay-bys are listed by number in the Lay-by Id field.
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NOTE: Amount already paid The amount the customer has already paid is displayed beside the
Already Paid payment method in the Payment Details grid.

3 Select the required lay-by, and press ENTER. The details of the lay-by are displayed. The Date field

displays the date of the lay-by transaction, and the product area of the window gives the details of
the products purchased on this lay-by. The Payment Details grid displays the amount still to be paid
on this lay-by.

4 If you want, edit the contents of the lay-by. You can change the products included on the lay-by,

change the quantities of products, add new products or delete existing products.
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In the Payment Details frame, select the payment method by which the customer wants to make a
payment and press ENTER.

In the Paying field, enter the amount the customer wants to pay.

If the customer’s payment does not cover the full lay-by amount, you need to reassign the
remaining balance back to Lay-by. Highlight the Lay-by payment method, and press ENTER.
RetailManager automatically calculates the remaining unpaid balance, and displays it beside the
Lay-by payment method in the payment methods list.

Once you have made your changes, commit the information by clicking Commit - F10.

The history of a customer’s lay-by payments can be viewed in the LB Pay tab of the Customers
window. See ‘Viewing customer transaction details’ on page 227 for more information.

To cancel or refund a lay-by

Cancelling or refunding a lay-by is easily done in RetailManager, but it is important to remember that
you do this in the Lay-by Payments window. Lay-bys are only created in the Sales window, but all other
aspects of managing the lay-bys are done in the Lay-by Payments window.

1

Go to the Lay-by Payments window either by pressing SHIFT+F7, or by choosing Lay-by Payments
from the Transaction menu.

Enter your staff number in the Staff field, and enter the customer number in the Cust field. The
customer’s current lay-bys are displayed in the Lay-by Id field.

Select the lay-by you want to cancel or refund in the Lay-by Id field. The details of the lay-by are
displayed in the window.

Click Refund at the bottom of the window. If you are using passwords, the Security window
appears.

Type your password and press ENTER.

If no deposit or payments has been paid on the lay-by, the lay-by will simply be cancelled. If
deposits or payments have been paid on the lay-by, the Lay-by Refund window appears.

T Luy-by Refund =]

St 1 o] Ean s
Customer [ Bates
Loy Now 1 Vil ()

Piint Dptions

The Lay-by Refund window displays the staff member refunding the lay-by, the name of the
customer being refunded, the lay-by number, and the amount being refunded. Make sure that the
amounts you are refunding for each payment method show as negative amounts.

Select the payment method for refunding the customer from the payment methods list. You can
select multiple payment methods here for the refund.

When you have entered the payment method(s) you require for the refund, press ENTER. You are
asked if you want to approve this transaction.

Type Y to approve the transaction. A refund docket is printed out, which should be signed by the
customer and filed.
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Sales orders

You use sales orders to put an item of stock on hold for a customer. Sales orders enable your customers
to put an initial optional deposit payment on a stock item or items. The sales order transaction is
completed with a single customer payment for the balance of the transaction.

Processing a sales order sale is essentially the same as a standard sale, except that a deposit is usually
made, and the Sales Order payment method is used for the balance of the purchase.

Sales orders can be converted to a sale or an account sale.

The term ‘sales order sale’ is used here, but note that MYOB RetailManager does not regard a sales
order transaction as a sale until the last payment has been made.

To make the sales order function inactive

Sales orders are an optional feature in RetailManager. By default, the sales order payment type is
active in RetailManager. If your business doesn’t use the sales order payment method:

1 Go to the Payment Type Options window, select the Sales Order payment type and click Edit.

2 Ensure the This payment type is active option is deselected. See ‘Payment Type options’ on
page 28 for more information about editing payment types.

To create a sales order

1 Gotothe Sales window either by pressing F6, or by choosing Sales from the Transaction menu.

2 Enter the details of the purchase in the Sales window in the usual way. See ‘Overview’ on page 179
for more information about making a standard sale.

3 Ifyourequire a deposit to be paid on a sales order, select the payment method of the deposit in the
payment methods grid, and then enter the amount of the deposit being paid in the Paying field.
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Select the Sales Order payment method for the balance of the purchase. (Do not use the Deposit
payment method for sales order deposits.)
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If you do not require a deposit to be paid on a sales order, select the Sales Order payment method
for the whole purchase.

NOTE: Always use the Sales Order Payments window Do not refund a sales order by entering
negative stock quantities in the Sales window. Use the Sales Order Payments window. See ‘To cancel or
refund a lay-by” on page 211 for more information.

When you commit the sale, the stock level of the products put on sales order is adjusted. When the
sales order is paid off completely, the sales order quantity for each product on sales order is
adjusted.

Run the Sales Order Detailed or Sales Order Summary report to view a list of your sales orders. See
‘Reports’ on page 267 for more information on generating reports in RetailManager.

The Sales Orders tab in the Customers window lists sales orders for the customer, along with the
amount paid on each sales order.

A sales order can have the following states:

= Pending—when a deposit has been paid and the balance is outstanding

= Accepted—when the sales order has been finalised and full payment has been made
Refunded—when a full refund of the deposit has been made to a customer
Cancelled—when a sales order has been cancelled.

If your customer wants to add an item, use the Sales Order Payments window. See ‘To update a
sales order’ on page 214 for more information.
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To update a sales order

To prevent staff from accidentally editing sales orders you should make sure that the Don’t Allow
Editing of Sales Orders option in the Security Options window is always turned on. See ‘Setting your
security options’ on page 286 for more information.

1

Go to the Sales Order Payments window either by pressing SHIFT+F8, or by choosing Sales Order
Payments from the Transaction menu.

Enter your staff number in the Staff field and then enter the customer number in the Cust field.
The customer’s existing sales orders are listed by number in the S/Order Id field.

Select the required sales order, and press ENTER. The details of the sales order are displayed in the
window. The product area of the window gives the details of the products purchased on this sales
order. The Payment details area of the window displays the amount still to be paid on this sales
order.
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You can edit the contents of the sales order in almost any way, including changing the products and
the quantities on sales order. You can add new products to the sales order, or delete products from
the sales order.

If you are finalising the sales order, select the payment method and enter the amount the customer
is paying in the Paying field. If the customer is paying by more than one payment method, enter the
relevant amounts for the different payment methods.

When you have made your changes, commit the information by clicking Commit - F10 or pressing
F10.
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To record a sales order payment

NOTE: Customer details The history of a customer’s sales order payments can be viewed in the Customers
window. See ‘Viewing customer transaction details’ on page 227 for more information.

Customer payments on sales orders are processed using the Sales Order Payments window. A sales
order is finalised when the customer has paid for the sales order products in full, and takes the
products.

NOTE: Payments on sales orders Recommended store policy on sales orders is that only the initial deposit
and the final payment be available as customer payment options. If you want to enable a customer to make
multiple payments on a sales order, consider using a lay-by sale instead.

1 Gotothe Sales Order Payments window either by pressing SHIFT+F8, or by choosing Sales Order
Payments from the Transaction menu.

2 Enter your staff number in the Staff field, and enter the customer number in the Cust. field.

The customer’s current sales orders are displayed in the S/Order Id field.

NOTE: Amount already paid The amount the customer has already paid is displayed beside the
Already Paid payment method in the Payment details grid.

3 Select the required sales order, and press ENTER. The details of the sales order are displayed in the
window. The Date field displays the date of the sales order transaction, and the product area of the
window gives the details of the products purchased on this sales order. The Payment Details grid
displays the amount still to be paid on this sales order.

4 Click Profit to view the Sale Profit in terms of the cost, and estimated gross profit as an amount and
as a percentage on the total lay-by. Click Profit again to view the Line Profit amounts. Line Profit can
help you calculate how much discount you can afford to give a customer. Click Profit again to return
to the payment details.

5 Inthe Payment Details frame, select the payment method by which the customer wants to make a
payment. When you have selected the required payment method, press ENTER to move to the
Paying field, and enter the amount the customer wants to pay.

When you've entered the customer’s payment, you have to reassign the remaining balance back to
Sales Order.

6 Highlight the Sales Order payment method, and press ENTER. RetailManager automatically
calculates the remaining unpaid balance, and displays it beside the Sales Order payment method in
the payment methods list.

The SO/Quote tab in the Customers window displays a list of sales order payments made by the
customer.
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To cancel or refund a sales order

Cancelling or refunding a sales order is easily done in RetailManager, but it is important to remember
that you do not do this in the Sales window, but rather in the Sales Order Payments window. Sales
Orders are only created in the Sales window, but all other aspects of managing the sales orders are
done in the Sales Order Payments window.

1 Goto the Sales Order Payments window either by pressing SHIFT+F8, or by choosing Sales Order
Payments from the Transaction menu.

2 Enter your staff number in the Staff field, and enter the customer number in the Cust. field. The
customer’s current sales orders are displayed in the S/Order Id field.

3 Select the sales order you want to cancel or refund in the S/Order Id field. The details of the sales
order are displayed in the window.

4 Click Refund at the bottom of the window. If you are using passwords, the Security window
appears. Type your password, and press ENTER.

If no deposit or payments has been paid on the sales order, the sales order will simply be cancelled.

If a deposit or payments have been paid on the sales order, the Sales Order Refund window

appears.

= Sales Order Refund (=l
Staff 1 [5 ]| Brian Cutler
Customer [ David Bates
S/0rder No. | 1 Value | $83.90
Print Optiores
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Master Card = -$63.80

|Fress F3 to toggle comments, ESC to close Cancel

The Sales Order Refund window displays the staff member refunding the sales order, the name of
the customer being refunded, the sales order number, and the amount being refunded. Make sure
that the amounts you are refunding for each payment method show as negative amounts.

5 Select the payment method for refunding the customer from the payment methods list. You can
select multiple payment methods here for the refund.

6 When you have entered the payment method(s) you require for the refund, press ENTER. You are
asked if you want to approve this transaction.

7 Click Yes or type Y to approve the transaction.

To convert a sales order

You can convert a sales order to a sale or an account sale, simply by processing the sales order in the
Sales Order Payments window in the same manner as you would process a sale from the Sales window.
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Quotes

A quote is a non-sale transaction that allows you to provide a customer with a price for goods and/or
services you sell. You can print quotes as a hard copy record for your customers. Quotes can be
cancelled or converted to a sale, lay-by, customer special order, sales order or account sale, if the quote
is to be processed as an actual transaction.

NOTE: Setting your quote options You can set the expiry date of a quote, using the Quote Options group
in the General Options window. See ‘General options’ on page 22 for more information.

Quotes can be edited by selecting options in the Security Options window.

To make the quote function inactive

Quotes are an optional feature in RetailManager. By default, the quote payment type is active in
RetailManager. If your business doesn’t use the quote payment method:

1 Go to the Payment Type Options window, select the Quote payment type and click Edit.

2 Ensure the This payment type is active option is deselected. See ‘Payment Type options’ on
page 28 for more information about editing payment types.

To make a quote

1 Go to the Sales window by pressing F6, or by choosing Sales from the Transaction menu.

2 Enter the details of the quote in the Sales window in the usual way you would for a sale. Refer to
‘Overview’ on page 179 for more information about making a ‘standard’ sale.

3 Select the Quote payment method.
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4 Commit the transaction.
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If you have a docket printer, and you do not have the printing option Preview All Transactions
selected, the quote is printed to the docket printer.

If you have an A4 printer set as your docket printer, or if you have the printing option Preview All
Transactions selected, the RetailManager report viewer appears with the quote. See ‘Using the
MYOB RetailManager report viewer’ on page 268 for more information.

Click the printicon ( & ). The Print window appears. Specify the page range, required number of
copies, etc. and click OK.

The quote is printed to either your report printer or your docket printer.

NOTE: No stock adjustment The stock level of the products put on quote is not adjusted.

Run the Quote Detailed or Quote Summary report to view a list of your quotes. See ‘Reports’ on
page 267 for more information on generating reports in RetailManager.

The Quotes tab in the Customers window lists quotes for the customer, along with the status of
quote.

A quote can have the following states:

= Active—A quote has been made and is outstanding

= Converted—When the quote has been converted to a sale
= Cancelled—When a quote has been cancelled.

If your customer wants to add an item, use the Quote Payments window. See ‘To update a quote’
below for more information.

To update a quote

To prevent staff from accidentally editing quotes, you should make sure that the Don’t Allow Editing of
Quotes option in the Security Options window is always turned on. See ‘Setting your security options’
on page 286 for more information.

1

Go to the Quote Converter window either by choosing Quote Converter from the Transaction
menu or by pressing SHIFT+F9.

Enter your staff number in the Staff field and then enter the customer number in the Cust field.
The customer’s existing quotes are listed by number in the Quote Id field.

Select the required quote, and press ENTER The details of the quote are displayed in the window.
The product area of the window gives the details of the products on this quote.

You can edit the contents of the quote in almost any way, including changing the products and the
quantities on quote. You can add new products to the quote, or delete products from the quote.

Once you have made your changes, commit the information by clicking Commit - F10 or pressing
F10.

To convert a quote

You convert a quote in the Quote Converter window. You can convert a quote to a sale, lay-by,
customer special order, sales order, or account sale.

1

Go to the Quote Converter window either by choosing Quote Converter from the Transaction
menu or pressing SHIFT+F9.

Enter your staff number in the Staff field, and enter the customer number in the Cust field. The
customer’s current quotes are displayed in the Quote Id field.
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3 Select the required quote, and press ENTER. The details of the quote are displayed in the window.
The Date field displays the date and time the quote was made.
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4 Click Profit to view the Sale Profit in terms of the cost, and estimated gross profit as an amount and
as a percentage on the total lay-by. Click Profit again to view the Line Profit amounts. Line Profit can
help you calculate how much discount you can afford to give a customer. Click Profit again to return
to the payment details.

5 Inthe Payment Details frame, select the payment method the customer wants the quote
converted to.

= [fyou are converting the quote to a sale transaction, press ENTER to move to the Paying field, and
enter the amount the customer is paying.

= [f you are converting the quote to a lay-by or other form of payment type that will not require
initial customer purchase payment, commit the quote conversion and continue to process
payment as you normally would for the new transaction type.

The SO/Quotes tab in the Customers window displays a list of quote payments made by the
customer.

6 Click Commit - F10 or press F10 to convert the quote.

To cancel a quote

Cancelling a quote is easily done in RetailManager, but it is important to remember that you do not do
this in the Sales window, but rather in the Quote Converter window. Quotes are only created in the
Sales window, but all other aspects of managing the quotes are done in the Quote Converter window.

1 Go to the Quote Payments window either by pressing the SHIFT+F9 shortcut, or by choosing Quote
Payments from the Transaction menu.

2 Enter your staff number in the Staff field, and enter the customer number in the Cust field. The
customer’s current quotes are displayed in the Quote Id field.

3 Select the quote you want to cancel in the Quote Id field. The details of the quote are displayed in
the window.

4 Click Cancel at the bottom of the window.
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If you are using passwords, the Security window appears. Type your password, and press ENTER.
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5 Click Yes to cancel the quote.

Reprinting transactions

In MYOB RetailManager, you can reprint:

= the last transaction of certain transaction types (see ‘Reprinting the last transaction’ below), or

= earlier transactions from a number of windows (see ‘Reprinting earlier transactions’ below).

Reprinting the last transaction

You can reprint the last transaction of the following transaction types:
= Last Sales Docket

= Last Credit Note/Deposit/Gift Voucher

= Last Invoice, Last Invoice Payment

= Last Purchase Order

= Last Customer Special Order

= Last Goods Received

= Last Returned Goods

= Last Lay-by, Last Lay-by Payment, Last Lay-by Refund

= Last Sales Order, Last Sales Order Payment, Last Sales Order Refund

= Last Quote

CHAPTERS
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= Last PC-EFTPOS/DPS EFTPOS Receipt (available if you use an Ingenico PC-EFTPOS or DPS Payment
Express - Integrated EFTPOS terminal).

NOTE: Reprinting the last Tyro - IP EFTPOS transaction If you use a Tyro - IP EFTPOS terminal, you
cannot reprint the last transaction from RetailManager. You can, however, reprint the last transaction
from your Tyro terminal.

To reprint the last transaction

1 Go to the Tools menu, and choose Reprint.

2 Select the type of transaction you want to reprint.

Reprinting earlier transactions

If the transaction you want to reprint is not the most recent of the transaction type, you can still reprint
it from the Stock window, the Suppliers window, or the Customers window.

The quickest method of reprinting a transaction is using the Lookup window. For more information
about how to use the Lookup window, see ‘Using the Lookup Transactions window’ on page 74.

You can also reprint a transaction using the methods described below.

To reprint a transaction from the Customers window

You can reprint a transaction from the Customers window if there is a customer record for the
customer concerned.

1 Goto the Customers window, enter the customer number in the Customer field and press ENTER.

2 Click Purchases, Invoices, Credit Notes, IV Pay, Lay-bys, LB Pay, CSO (Customer Special Orders),
SO/Quotes, or Sales Pay tabs as required to view a list of transactions of that transaction type for
that customer.

3 Click required transaction or highlight the transaction and press ENTER. The original transaction is
displayed. Click Reprint - F4 or press F4 to reprint the transaction.

To reprint a transaction from the Stock window

1 Go to the Stock window and enter the stock bar code of the transaction in the Bar Code field.
2 Click Audit tab to view a list of all the recent transactions for the stock item.

3 Click the required transaction or highlight the transaction and press ENTER. The original transaction
is displayed.

4 Click Reprint - F4 or press F4 to reprint the transaction.

To reprint a transaction from the Suppliers window

1 Go to the Suppliers window and enter the Supplier number in the Supplier field.

2 Click Received tab to view a list of recent transactions of stock items supplied to you by the
supplier.

3 Select the required transaction or and press ENTER. The original transaction is displayed.

4 Click Reprint - F4 or press F4 to reprint the transaction.

REPRINTING TRANSACTIONS
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Customers

MYOB RetailManager lets you record an extensive amount of customer information which can be used
in a number of ways, such as administering lay-bys, special orders and customer accounts. This makes
it easy to keep track of who is buying what and when, who owes you money and how much, and when
their payment is due.

Overview

Customer records and customer accounts are created in the Customers window.

Customer records are used to:

= record the name, address, phone number and email address of the customer

= allocate a unique customer number to the customer

= grade the customer for discount benefits or preferential treatment

= display notes about the customer, which are useful for staff members who serve the customer

m display an extensive history of the customer’s activity with your business, including general
purchases and payments, lay-by purchases and payments, account sales and payments, special
orders, sales orders and quotes, and deposits on sales orders

m process quotes, lay-by sales, lay-by payments, sales orders and payments and special orders
= issue and redeem credit notes and gift vouchers.

Customer accounts are additional to customer records and are used by customers to purchase goods
on account from your store.

Customers registered for GST If you have customers who are registered for GST, you can record their
ABN in the Customers window. See ‘To record a customer’s tax terms’ on page 60 for more
information. If you want their ABN to appear on their invoices and dockets, select the Include
Customer’s ABN on Invoices/Dockets option in the GST Options window.

Overseas customers If your business sells goods to overseas customers, these goods may not be
subject to GST. When creating a customer record, you can flag an overseas customer by selecting the
Overseas Customer option. If you attempt to sell or lay-by an item with a GST tax code to an overseas
customer, MYOB RetailManager displays the warning, “Customer is flagged as an overseas customer,
and should not be charged GST. Commit anyway?”.

You can change the item’s tax code in the Sales window to the tax code you set up for export sales
(recommended). See ‘To set up default tax codes’ on page 56 for more information on setting up a tax
code for export sales.
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Maintaining customer details

The following topics are included in this section.
= ‘Creating and editing customer records’ below
= ‘Creating customer accounts’ on page 226

= ‘Viewing customer transaction details’ on page 227.

Creating and editing customer records
Customer records are created and edited in the Customers window.
NOTE: Customer List report The Customer List report displays a list of all your customers including their

addresses and discount grades. For information on displaying a report, see ‘Reports’ on page 267.

To create a customer record

1 Go to the Information menu and choose Customers, or press CTRL+U. The Customers window

appears.
o8 Custormers =]
Customer [»] Sumame Given Names ]
Company [»] Sahuation [»]
Posiion [»] Grade |Defaul Status
General | Information |
Contact Details Customer Registered for GST
Location | Address 1 SRR
Address
Diefault Customer Delivery Address
Addiess 1
Subub [ state [=] | | [P ransaction and
documents
Post Cods Country [»] _
i - Hide in Searches / Repars
Overseas Customer
Muobile
Email Show docaunt Details - F3
[ Tnput Customer Mo of name, F2 to Search, F5 for New - Sort By |>] Commit-F10_|

2 If you want to specify a customer ID, type the number in the Customer field and press ENTER. A
question window appears. Click Create.

If you want a unigue customer number to automatically be allocated, press F5. The word <New> is
displayed in the Customer field, and a customer number will be allocated after the information is
committed.

Enter the customer’s surname, given names, salutation, company and position in the company in
the relevant fields.

Select the required grade for the customer in the Grade field. See ‘Pricing grades’ on page 137 for
more information.
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5 Ifrequired, select the Status option. If you have renamed the Status option in the Security Options
window, this option will be labelled with that name. For more information, see ‘Custom options’ on
page 39.

6 Enter the customer’s contact details.

If the customer has more than one location, select Address 2 and enter the additional details. You
can enter details for three locations.

NOTE: Exporting customer details When exporting customer details, only Address 1 will be exported.

7 Select the default delivery address.
8 Select whether you want to print, email, or print and email transaction documents and statements.

9 Ifapplicable, select the Customer Registered for GST option and enter the customer’s 11-digit ABN
in the ABN field.

10 If you don’t want this customer record to appear in search windows and reports, select the Hide in
Searches/Reports option. See ‘Hiding records in searches and reports’ on page 75 for more
information.

11 If this customer resides overseas, select the Overseas Customer option. Note that this option is
greyed out if you have selected the Customer Registered for GST option.
12 Click the Information tab and complete the fields as required.

= Inthe Sales Screen Message field, enter any message about the customer you want displayed in
the Sales window every time the customer makes a purchase.

= Enter any more detailed notes about the customer in the Customer Notes field. Notes entered
here are not displayed anywhere else.

= Enter the relevant information in the Custom fields. See ‘Custom options’ on page 39 for more
information.

NOTE: Customer messages You can enter messages like ‘VIP customer’, or ‘show new gardening
products’. Note that customer messages are displayed in the Sales window, so they may be seen by
the customer.

In the Messages Options window, you can also enter a generic message for all your customers to be
printed out on all customer receipts.

13 Click Commit - F10 or press F10 to commit the information.

To edit a customer record

1 Gotothe Information menu and choose Customers, or press CTRL+U. The Customers window
appears.

2 Typethe customer ID in the Customer field, or click the Assist button and choose a record from the
list of customer records displayed.

3 Edit the customer record.

See ‘To create a customer record’ on page 224 for more information.

MAINTAINING CUSTOMER DETAILS
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Creating customer accounts

In MYOB RetailManager, you can create an account for a customer, allowing the customer to make
purchases by charging them to an account. RetailManager has a full debtors feature to create and track
individual customer accounts.

Before you set up the customer account, you need to set up a customer record for the customer. See
‘Maintaining customer details’ on page 224 for more information about setting up a customer record.

NOTE: Password protection for creating accounts If you turned on Account Security, you will have to enter
your password before you can create a customer account. See ‘Setting your security options’ on page 286 for
more information.

To create a customer account

1 Go to the Information menu and choose Customers, or press CTRL+U. The Customers window
appears.

2 Enter the customer number. If the customer does not have a customer record, create a new record
for the customer. See ‘Maintaining customer details’ on page 224 for more information.

3 Click Show Account Details - F3 or press F3. The account details for the customer are displayed.

#E Custorners [==]
Customer 3 [] Sumame watsan Given Names  Sandra =]
Company  Pinnata Services Py Ld [=] Sautstion [=]
Position Supplies Officer [»] Grade |Defaul v stawe [
General Mnmrmaum{ Puchases | Credit | Inwaices | ¥ Pay | Lagbys | LB Pay| CSO | S0/Quots | S0 Payp | Groups |
Contact Details
Location [address] = ] Account Customer
Addiess  Factory 7 Openedby 2 [=][Aistair Gam
3 Newark Street AT Owner 2 (52l [t Gain
Ko of Diags 30 [C]FomEOM
Subub  FRANKSTON  [»] Statle  WICTORIA Credit Limit 45.000.00 [l
Post Code 3199 Countiy Owing [ seze2am
Phone 038785 3827 Fax 0397853873 Remaining Ciedt [ §417752
Mobile
Emal  sandia@pinnata.com.au Hide Account Details - F3
[ Select this ption to enable customer's accaunt - Soil By.. [®]  commi-Fio_ |

4 Select the Account Customer option to indicate that this is an account customer.

5  Enter your staff number in the Opened By field. When you enter the number, your name is
displayed.

6 Inthe A/COwnerfield, enter the staff number of the staff member to whom you want to credit any
account sales made to this customer. You can leave this field blank if you want to credit the staff
member who actually makes the sale. This is particularly relevant where staff members can earn
commission on sales.

7 Inthe No. of Days field, enter the number of days the customer has to pay the account before the
account is overdue, and they are put on stop credit. The number of days you enter here will be
calculated from the date of invoice.

If you want the number of days to be calculated from the end of the month, select the EOM (End of
Month) option by pressing the SPACEBAR.
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NOTE: Changing the credit limit You can change the credit limit of the customer at any time.

8  Enter the maximum credit limit of the customer in the Credit Limit field.

If the customer’s limit is exceeded, and you have your account security option turned on in the
Security Options window, you will have to enter your password to approve the sale.

9 Click Commit - F10 or press F10 to commit the information.

The Owing and Remaining Credit fields display the amount the customer currently owes, and the
remaining amount of credit the customer has. They are display only fields, and cannot be edited.

The amounts displayed in these fields are GST inclusive.

Viewing customer transaction details

MYOB RetailManager maintains a detailed record of transactions made by each customer, including
purchases, credit history, invoices and invoice payments, lay-by sales and payments, customer special
orders, sales orders and quotes, sales order deposits and payments and contact group information.

To view customer details

1 Go to the Information menu and choose Customers, or press CTRL+U. The Customers window
appears.

2 Enter the customer number in the Customer field.

3 Click the required tab.

In addition to the General and Information tabs (which are described in ‘To create a customer
record’ on page 224), the Customers window displays the Purchases, Credit, Invoices, IV Pay,
Lay-bys, LB Pay, CSO, SO/Quotes, SO Pay and Groups tabs. Each tab is described below.

To view the original transaction, Click a column heading that has an asterisk next to it to
press Enter or the spacebar, or sort the grid by that heading. Right-click to sort the
click the line. column in descending order.

eneral | Information  Purchases | Credit | Invaoices | 1Y Pay | Lay-bys | LE Pay | £so | SO/Quote | S0 Pay | Gfoups |

[rate® Product Gty Frice® =
159/02/2005 12:18| Food Mixer 1 $144.55
159/02/2005 12:18| Freight 1 $9.09
159/02/2005 1.2:08| W ater Cooler 1 $544.55
159/02/2005 12:08| Bottled W ater 5 $4.50
15/02/2005 12:08| Box of Chocolates 2 $14.54 |

T) Tax Inclusive @ TaxExclusive
You can view tax inclusive or Use this scroll bar to scroll
exclusive prices. through the list.
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Viewing purchase details Click the Purchases tab to view a list of items purchased by the customer.
The grid lists each product purchased on a separate line with the date, quantity and price of the
purchase.

Select the Tax Inclusive option to view the price tax inclusive, or the Tax Exclusive option to view the
price tax exclusive.

If the customer has purchased any packages, you also have the option of viewing the list by component
(including or excluding tax) or by header (also including or excluding tax).

Viewing credit details Click the Credit tab to view a list of credit notes, deposits, and gift vouchers
issued to the customer. The date, credit ID, source (for example docket ID), credit type and amount are
displayed for each credit.

Viewing invoice details Click the Invoices tab to view a list of invoices issued to the customer. The
date, invoice number, invoice total, and amount owing are displayed for each invoice.

The amounts displayed in the Amount Owing column are tax inclusive.

Viewing invoice payment details Click the IV Pay tab to view a list of invoice payments made by the
customer. The grid displays the date, invoice number, payment number, transaction code, amount
paid, and any discount given, for each payment.

Viewing lay-by details Click the Lay-bys tab to view a list of lay-bys for the customer. The grid
displays the date and time, lay-by number, the date of the last payment made by the customer, the
total and the amount owing for each lay-by.

Viewing lay-by payment details Click the LB Pay tab to view a list of lay-by payments made by the
customer. The date, lay-by number, payment number, amount paid, and payment type, are displayed
for each lay-by payment.

Viewing customer special order details Click the CSO tab to view a list of items on special order for
the customer. The grid displays the date and time of the order, the description, sell price, and quantity
of the item on order, and the status of the order.

Viewing customer sales orders and quotes Click the SO/Quote tab to view a list of the sales orders
placed by the customer, and quotes given to the customer. The grid lists the date and time of each
order and quote, the sales order number, the type and status of the order, the total amount of the
order, and the amount owing.

Viewing sales order deposits and payments Click the SO Pay tab to view a list of deposits or
payments made on sales orders. The grid lists the date and time, sales order number, payment number,
amount paid and payment type.

Viewing customer contact groups Click the Groups tab to view a list of contact groups the customer
has been added to. If the Exclude from customer contact group emails option is selected, the
customer will be excluded from contact group emails. If you have selected a reason, the reason will be
displayed in the Reason for exclusion list. (Note that you can also view this reason when you email your
customer contact groups.) To view the group details, select the group and then click View Group
Details. For more information, see ‘Customer contact groups’ on page 229 and ‘Emailing customer
contact groups’ on page 235.
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Customer contact groups

In MYOB RetailManager, you can create customer contact groups and then use these groups to email
newsletters, special offers, catalogues or other promotional material to your customers. For example,
you may want to create a customer contact group called ‘VIP Customers’ and only include customers
who have exceeded a minimum sale amount or a minimum number of sales. You can then email these
customers with a special offer.

You create, edit and delete customer contact groups in the Contact Groups window.

In this window, you can also print the Customer Groups Summary and Customer Groups Detailed
reports.

You can also use your contact groups to print mailing labels and customer bar code labels.

Maintaining customer contact groups

You specify contact group details in the Contact Group Details window. There are two tabs in this
window.

Group Details tab In this tab, you specify a name and description for the group and the criteria you
want to use to select customers. From a list of customers who meet the criteria, you then select the
customers who you want to include in the group.

Customers added to a contact group are automatically included in group emails. You can exclude a
customer from group emails by deselecting an option in the customer’s record (for more information,
see ‘Excluding customers from contact group emails’ on page 238). When you do this, you can still print
bar code labels and mailing labels for the customer using the contact groups you have created.

You can make a customer contact group inactive (for more information, see ‘To make a customer
contact group inactive’ on page 234). When you do this, you cannot email or print mailing labels or bar
code labels for the group.

Contacts tab This tab shows the customers you have added to the group. If you want, you can
remove a customer from a contact group. For more information, see ‘“To remove a customer from a
contact group’ on page 234.

NOTE: Customer’s record The Groups tab in the customer’s record displays the contact groups the
customer has been added to. For more information, see ‘Viewing customer contact groups’ on page 228.

CUSTOMER CONTACT GROUPS
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To create a customer contact group

1

2

Go to the Contact Management menu and choose Contact Groups. The Contact Groups window
appears.

Gocasy Horme" [ Conlod® | Sloha®

P g et

Click New. The Contact Group Details window appears, with the Group Details tab displayed.

(30 Contact Gruup Detail =
GoupDesli | Contacts
Cotsct  Customes
Giroup Nose
[ N—
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Type a name and description for the group.
If required, specify the general criteria for selecting customers.

To do this, click the down arrow next to the selection criteria (for example, Country). From the list
that appears, select the options you want to use. You can select more than one option in each list.

NOTE: About the No Entry option  This option appears for all criteria except for Status and Pricing
Grades. When No Entry is selected, the customer will still be included in the search even if the field in the
customer’s record is blank.

If required, specify the sales criteria:

a To enter a Start Date range, click the down arrow next to the From and To fields and then select
a date from the calendar that appears.

b If you want to limit the search to customers who first purchased stock items during a particular
period, specify a date range in the First Purchase From and To fields. The customer list will then
only include customers who first purchased stock items during the specified period.
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To enter a First Purchase range, click the down arrow next to the From and To fields and then
select a date from the calendar that appears.

¢ Toselect a sales option, select the option you want to use and then enter details in the adjacent
fields (Minimum or Maximum, or both). You can select more than one option.

d Select whether you want to include customers who meet all or any of the sales criteria.
6 If required, specify the stock criteria. Specifying stock criteria will filter your customer list by

customers who have purchased the included stock items. Click Stock Filter. The Include Stock
Items window appears:

O tncude ek lems =2
T et o shexk  rbect e chek Siearch Th stock drs Bl soet pous
smarch irdena e chiplagend S Sl limess grd beskoes
Stock Fiters

Depament Defauty -]
Caingery 1 2> (=] campyz wn (=]  cospoy3 mm -l

Suppler Al =

Cunstiom 1 Maonn: Custom 2 | thoes:

Soarch
O et
B St [ Dot cods® [ Suppher Oy FfP=] ARP GP~
[Chocme Diepartments bo sekect your dems from ¥ Concel

a Specify the stock criteria for selecting customers. You can filter the stock item list according to
department, category, supplier or custom fields.

Click the down arrow next to the selection criteria (for example, Department). From the list that
appears, select the options you want to use. You can select more than one option in each list.

b Click Search. The stock items that meet your search criteria appear in the grid.

¢ Select any stock items in the grid by clicking in the Include column next to the item’s name. If you
want to include all stock items, click the Include column heading.

d Click OK. The selected stock items are added as filters to your custom list and the Contact Group
Details window reappears.
Note that you can limit the search to customers who first purchased stock items during a particular
period. To do this, specify a date range in the First Purchase From and To fields in the Contact
Group Details window. For more information, see step b above.

NOTE: If you have not selected stock filters in the Include Stock Items window, the First Purchase
range will include all stock items.
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7  Click Search. The Add Customers window appears listing all the customers who meet the selection
criteria you specified.

W Adit Customers X
Cordact Curelemes
Gioup Name: VIP Customers [E5]
Totels oo L} o 0o
W inchads | Cuslomer No®  Given Names"  Sumame’ Compuany Hame" Sale Amourk  Quarti’ Mo of Saler” GP*

1 Cash Custhieses s [ ] o

2 David Baes $387 00 3 1 nyT:

3 Sanda Witnoe Pinniata Senaces Py Lid $000 o a o

I Derakd Sundubuge Fiemion Cheaning Py Lid 000 0 o 0.0

ko Pallmsen oo ] o o

1] Lonane Gibaon ¥ 10 1 FHE N

7 Tid's Tokooway 0o 0 L] 000

L] Steve Fuies £ 1668 4 1 51 8

[ Concal

Each customer’s total sales amount, sales quantity, number of sales and gross profit are listed in
the columns.

8 Select any customers in the grid by clicking in the Include column next to the customer’s name. If
you want to include all customers, click the Include column heading.

On the right above the columns, you can view the total sales amounts, quantities, numbers of sales
and gross profits for the selected customers.

9 Click Add. The Contact Group Details window reappears, displaying in the Contacts tab the list of
customers you added.

10 Click Save. The Contact Groups window reappears and the contact group you created appears in
the list.

11 Click Close.

To edit a customer contact group

1 Go to the Contact Management menu and choose Contact Groups. The Contact Groups window
appears.

O Contact Grousn =
Gocug Home™ Descaplion® Contact® Slabus®
- High Vohame - Accourt custorens ieqaig o .. Custores et
) South Eautem Suburba - humover more than$.. Cuttomer sty
WVIP Customess (wS) ‘wiestern Suburbe - humover mos than 800 st Aetren
VP Custhosmens [£5] Eabimen Sadnabiz « harcrem mcew fhaes $5000 o Cuashoormmm Actrem

Fare Cimn
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2 Select the group you want to edit and click Edit. The Contact Group Details window appears, with
the Group Details tab displayed.

3 Make your required changes in the Group Details tab. For more information about this tab, see
‘Group Details tab’ on page 229.

If you change the criteria for this group, you may want to click Search to see if there are now
different customers who meet the criteria. You can then decide which customers to add (or
remove).

4 Ifyouwant to remove a customer from the group, click the Contacts tab. Then, select the customer
and click Remove. A confirmation message appears.

5 Click Yes.
6 Click Save. The Contacts Groups window reappears.

7 Click Close.

To delete a customer contact group

1 Go to the Contact Management menu and choose Contact Groups. The Contact Groups window

appears.
2 Contact Group 1
Gocasy Horme" TDoscrption’” [ Cooar | Sloa®
WIF Custtoomess b ol High Viskame - Actournt cuthories iegamg o =T ] At
WIP Cus (124 South Eastem: ba + bumover mose than § Curbomes Agtive
VIP L Winstem Suburbs - arupver matn than SSE0 Custormes Actim
\ E st Subuehs < arcoves mces thars $5000 Custormme fecie
Deicls, Edi Hew
Pare Ciee

2 Select the contact group you want to delete and click Delete. A confirmation window appears.
3 Click Yes.

4 Click Close.

To print customer contact group reports

You can print the following customer contact group reports:

= The Customer Groups Summary report. This report lists the customer contact groups you have
created.

= The Customer Groups Detailed report. This report lists the customers in each contact group, their
selection criteria and their email preference.

NOTE: You must have a report printer specified. For more information, see ‘Reports’ on page 267.

1 Go to the Contact Management menu and choose Contact Groups. The Contact Groups window
appears.

2 Click Print.

3 Inthe window that appears, select the report you want to print and click OK.
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Select your report filters. (For more information about report filters, see ‘Report filters’ on
page 267.) The preview window appears.

Click the print icon. The reports are printed to your report printer.
Close the preview window. The Contact Groups window reappears.
Click Close.

To make a customer contact group inactive

You can make a customer contact group inactive. However, when you do this, you cannot send emails
to the group or print mailing labels or bar code labels for the group.

1

Go to the Contact Management menu and choose Contact Groups. The Contact Groups window
appears.

2 Contact Groum +
GeapHirme® TDnscrplior” [ Cooar | Sl
WIP Cuttuormens i Vol High Vokume - Accourt customens iegary & Cuittiorres Atrem
WIP Customens 5€] South Eartern Suburbs + fumover mose than § Curbomes Agtive
VIP Cuntoemess /S Winstem Suburbs - arupver matn than SSE0 Custormes Actim
VIP Cuttormess (£5] E st Subuehs < arcoves mces thars $5000 Custormme fecie

Pt (=]

Select the group you want to make inactive and click Edit. The Contact Group Details window
appears, with the Group Details window open.

Select the Inactive option and then click Save. The Contact Groups window reappears.
Click Close.

To remove a customer from a contact group

1

234

Go to the Contact Management menu and choose Contact Groups. The Contact Groups window
appears.

Select the group the customer belongs to and click Edit. The Contact Group Details window
appears.

Click the Contacts tab.

Select the customer you want to remove and click Remove. A confirmation message appears.
Click Yes.

Click Save. The Contacts Groups window reappears.

Click Close.
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Emailing customer contact groups

You create and send emails from the Email Contacts window.

(2 Ema2 Conacr
Emal Tnorer to Emalia firmag
Tiarmachon Documenl. | (AR -
Evrkel ustomars wth ke sl ackbesses T —
Winckode [DonumertNo® D' | Tar GrenMame® | Sumame | ComparpHame | Emal Addvess
No dems kied
Sukect
Mestage
sy can | perporaiee the mesiage? Emad Defausts
Cancel

There are two tabs in this window:

= The Email Transactions tab is for emailing transaction documents, such as invoices and payments,
to individual customers. See ‘Email Transactions tab’ on page 264.

= The Email to Groups tab is for emailing your customer contact groups. See ‘Email to Groups tab’
below.

NOTE: Specify default email settings If you have more than one email program installed on your
computer, you need to specify the program you want to use to email customer contact groups. For more
information, see ‘Email options’ on page 52.

Email to Groups tab

In this tab, you select the contact groups you want to email. You then compose the email message and
if you want, attach a document (Word or PDF file formats).

The default email message The default email message text includes email tags. You can use these

tags to personalise the email. For example, if you want to start your email with “Dear Mrs Jones”, use

the [Salutation] and [Surname] tags. Note that you can delete any tags that you don’t want to use and
then add them back in if required.

NOTE: Blank fields in the customer’s record The details for email tags are taken from the customer’s
record. If the details in the customer’s record are blank, the tag will be left blank in the email. Check that the
customer’s record is complete before sending the email.

Remove from emailing list The email message is sent with the text “If you don't want to receive any
further promotional emails from us, please send us a reply email with 'Remove from mailing list' in the
subject line”. If you receive an email of this kind, you need to exclude the customer from contact group
emails. For more information, see ‘Excluding customers from contact group emails’ on page 238.

CUSTOMER CONTACT GROUPS
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To email a customer contact group

NOTE: Create customer contact groups and specify a default email program Before sending group emails
you need to have created customer contact groups. For more information, see ‘Customer contact groups’ on
page 229. If you have more than one email program installed on your computer, you also need to specify the
program you want to use to email your customer contact groups. For more information, see ‘Customising
MYOB RetailManager’ on page 21.

1 Go to the Contact Management menu and choose Email Contacts. The Email Contacts window
appears.

2 Click the Email to Groups tab.

[ 2

0 records: 0 velected

Subpct

Menage:

Mo can | persorals the meizaces?

Senct Altachmend

3 From the Contact Group list, select the contact groups you want to email. The customers in these
groups appear in the grid.

Customers who are excluded from contact group emails are deselected—you cannot select these
customers. For more information see ‘Excluding customers from contact group emails’ on

page 238. If you want to include customers who you have excluded from group emails, you need to
deselect the Exclude customer from group emails option in the customer’s record. You then need
to recreate the email.

4 If you don’t want to exclude customers with invalid email addresses, deselect the Exclude
customers with invalid email addresses option.

NOTE:  Anemail address is invalid if the Email address field (in the customer’s card) has been left blank
or if the address has been entered in a format other than x@y.z.

5 If required, change the customer’s email address by typing a new email address in the grid. A
question window appears asking if you want to update the customer’s record:
u Click Yes to change the customer’s stored email address.
= Click No if this is a temporary change.

6 Deselect any customers in the grid by clicking in the Include column next to the customer’s name.
To enter a reason, click Reason. From the list that appears, select a reason and click OK.

If you have excluded a customer from group emails and you want to see the reason why, point to
the red triangle in the corner of the Include column. A Reason window appears.
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7 Type a subject and message for the email.

Delete any email tags that you don’t want to use. To insert an email tag, right-click where you want
the tag to appear and from the menu that appears, select Insert personalised tags. Then select the
tag you want to use.

Paste

Salutation

jame
Surname
Company

8 If you want to attach a document to the email:
a Click Select Attachment. The Attach window appears.
b Select the file to be attached and click Open.

To delete the attachment, double-click it. In the window that appears, click Remove. When a
confirmation message appears, click Yes.

9  Click Send Email. The email messages are created in your default email programmed sent.

O i i

Emal Jimsactions Emalta firougs

Cortsct Cuslomes
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If the Status column displays... Then...
atick ( €2) the email was created in your default email program.
an exclamation mark ( @ ) there was a problem creating the email.
agreydash( Q) you did not select to email this customer.

A question window appears.

10 If you want to clear the list, click Yes. The Email to Groups tab reappears and the customers are
cleared from the grid. If you click No, the Email to Groups tab reappears with the customers in the
grid.

11 Click Cancel to close the Email Contacts window.

Emails sent to your customer contact groups can be viewed in the group email audit. For more
information, see ‘Viewing the group email audit’ on page 239.
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Excluding customers from contact group emails

When you exclude a customer from contact group emails, you are excluding them from all emails sent
to the contact groups they belong to. When you do this, you can specify a reason for excluding the
customer (for example, ‘requested by the customer’). Then, when you email your customer contact
groups, you can view the reason why you excluded the customer in the Email Contacts window.

NOTE: Emailing transaction documents and statements When you exclude a customer from group emails,
you can still email transaction documents and customer statements to the customer. For more information,
see ‘Emailing transactions’ on page 263 and ‘Customer statements’ on page 240.

To exclude a customer from contact group emails

1 Go to the Information menu and choose Customers, or press CTRL+U. The Customers window
appears.

2 Enter the customer number in the Customer field and press ENTER or TAB.

3 Click the Groups tab.

# Custorners ==
Customer B [»] Sumame  wiatson Given Names  Sandra ]
Company  Pinnata Services Ply Ltd [»] Sahuation [»]
Pasition Supplies Officer [»] Grade |Defaul v| staws [
General | Information | Puchases | Credit| Invaices | I Pap | Laybys | LB Pap | C50 | $0/Quate | 50 Pay Groups |
[7] Exclude from customer contact group emails
Fieason for exclusion:
Group Name* Description”
VIP Customers [Account] VIP Customers
View Group Details
[ Tnput Customer Mo of name, F2 to Search, F5 for New -« Sort By Ll Commit-F10_|

4 Select the Exclude from customer contact group emails option.

5 If you want, select a reason from the Reason for exclusion list.
= If youwantto add a reason, select Add/Edit Reasons. In the window that appears, type a reason
in the grid, press TAB and then click Save.
= If you want to delete a reason, select Add/Edit Reasons. In the window that appears, select the
reason and then click Delete. When a confirmation window appears, click Yes and then click
Cancel.

The Customers window reappears.

6 Click Commit - F10 or press F10 to commit the information. If a confirmation window appears, click
Yes.
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Viewing the group email audit
Emails sent to your customer contact groups can be viewed in the group email audit.

To view the group email audit

1 Go to the Contact Management menu and choose Email Audit. The Email Audit window appears.

2 Click the Group Email Audit tab.

L] Emaid Avadit =
Lo o - i &
Taarrsaschon Deeamert: | GAls -
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Message:
Close:

3 From the Contact Group list, select the customer contact group. The emails you sent to this group
appear in the grid.

4 If you want, filter this list by specifying a date range. To do this, click the down arrow next to the
Sent Date and To field. From the calendar that appears, select the required date.

5 If youwant to view the details of an email, select the email and click View Details. The Group Email
Audit Details window appears.

When you are finished, click Close. The Email Audit window reappears.

6 If you want to delete an email, select the email and click Delete. When a confirmation message
appears, click Yes. The Email Audit window reappears.

7 Click Close.
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Customer statements

NOTE: Before you begin If you want to print statements, you need to have a report printer specified. For
more information, see ‘Customising MYOB RetailManager’ on page 21. If you are printing and mailing
customer statements, you can also print mailing labels. For more information, see ‘To print customer mailing
labels’ on page 247. If you have more than one email program installed on your computer, you need to select
the program you want to use to email your customers. You can also specify the default text you want to use in
the email. For more information, see ‘Email options’ on page 52.

In MYOB RetailManager, you can print and email statements to your account customers. Statements
show the customer’s invoices and the details of payments made against each invoice, including the
amount paid, discounts, outstanding amount and due date. You can also include the customer’s credit
limit, remaining credit and payment terms.

The following topics are included in this section.
= ‘Printing and emailing customer statements’ below

= ‘Viewing the customer statement email audit’ on page 245.

Printing and emailing customer statements

You print and email statements in the Customer Statements window.

In this window, you select the account customers to send statements to and specify the statement
cutoff date. Invoices and payments made on or before the cutoff date will be listed on the statement.
You can choose to include all invoices on the statement or just outstanding invoices. If you choose
outstanding invoices, you can include paid invoices within a specified period (for example, the last 30
days).

NOTE: Print/Email column The Print/Email column in the Customer Statements window, defaults to the
selection you made in the transaction documents and statements field in the customer’s record. When you
email customer statements, you can change this selection if you want.

The email message The default email message text includes email tags. You can use these tags to
personalise the email message. For example, to start your email with “Dear Mrs Jones”, use the
[Salutation] and [Surname] tags. Note that you can delete any tags that you don’t want to use (if
required, you can add them back in).

NOTE: Blank fields in the customer’s record The details for email tags are taken from the customer’s
record. If the details in the customer’s record are blank, the tag will be left blank in the email. Check that the
customer’s record is complete before sending the email.

Customise Statements window You can customise the statement by adding items such as a
statement title, credit limit and aging details.

CHAPTER 6 CUSTOMERS



To print and email customer statements

NOTE: You must have a report printer specified. For more information, see ‘Reports’ on page 267.

1

Go to the Contact Management menu and choose Print/Email Customer Statements. The
Customer Statements window appears.
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From the Customer Type list, select the account customers you want to send statements to. The
customers in these groups appear in the grid. For information about status customers, see ‘Custom
options’ on page 39.

If required, change the cutoff date in the As at date field. You can click the arrow next to this field
and select a date from the calendar that appears.

Select whether you want to include all invoices or only outstanding invoices on the statement.

If you select only outstanding invoices, but you want to include invoices paid within a certain
number of days, type the number of days in the adjacent field. If you don’t want to include paid
invoices on the statement, type O in this field.

If required, exclude a customer by deselecting the Include option next to their name.

If required, change the customer’s email address by typing in the grid. A question window appears,
asking if you want to update the customer’s record:

= If you want to change the customer’s stored email address, click Yes.

= If this is a temporary change, click No.

In the Print/Email column, select whether you want to print, email, or print and email the
customer statement.

If you change the default selection, a question window appears:

= Click Yes if you want to update the customers record. The transaction documents and
statements selection in the customer’s record is updated.

= Click No if this is a temporary change that applies to this email only.

If you want, change the default subject and message for the email.
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10

11

12

13

Delete any email tags that you don’t want to use. To insert an email tag, right-click where you want
the tagto appear and, from the menu that appears, select Insert personalised tags. Then select the
tag you want to use.

Paste

Salutation

n Hame

Surname
Company

Click Customise. The Customise Statements window appears.
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In the Statement detail level section, select the format of the statement:

If you want to include... Select...

¢ invoice and adjustment amounts and a total statement balance. option 1

¢ anoverdue prompt option 2
¢ invoices and adjustment amounts, grouped together with sub-totals and a separate balance
for each invoice.

e anoverdue prompt option 3
e itemised invoice and adjustment amounts, grouped together with sub-totals and a separate

balance for each invoice
e decimal quantities to three decimal places, extended descriptions and tax on sale items.

Specify the remaining options in this window, and then click Close. The Customer Statements
window reappears.

NOTE: Previewing statements If you want to preview the statements, click Preview. You can print the
customer statements in the Preview window by clicking the print icon.

To print the statement, click Print. Statements are printed to your report printer.

To email customer statements, click Send Email.
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The email messages are created in your default email program, then sent to the customer. The
Customer Statements window reappears.
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If the Email Status column displays...

atick( )

an exclamation mark ( @ )

agreydash ( Q)

an orange dash ()

14 Click Cancel.

Then...

the email was created in your default email program.
there was a problem creating the email.

you did not select to email this transaction.

an email was not created as a statement could not be
generated.

Emailed customer statements can be viewed in the statements email audit. For more information,
see ‘To view the customer statement email audit’ on page 245.
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To print customer statements in the Debtor Payments window

1 Goto the Transaction menu and choose Debtor Payments, or press SHIFT+F6. The Debtor
Payments window appears.

2 Enter the staff number and customer number in the appropriate fields. The customer’s account

appears.
e Tnnpchon nfomatan Shock Mamgement  Contact Mamgement Reconcikaton  Admn Toali  Setup Window  Hp
Debtor Payments

— | T —

I e s russbe o . F2 13 Eanch

3 Click Print Statement. A customer statement is printed on your report printer.

Customer reports

Accounts reports In addition to the customer statement, there are five reports that directly relate to
customer accounts. They are:

= Debtors report

= Debtors Detailed report

= Aged Debtors report

= Aged Debtors Detailed report

= Account Sales report.

See ‘Reports’ on page 267 for more information on generating a report.
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Viewing the customer statement email audit

To view the customer statement email audit

1 Go to the Contact Management menu and choose Email Audit. The Email Audit window appears.

2 Click the Statements Email Audit tab.
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3 From the Customer list, select the customer. The statements you emailed to this customer appear
in the grid.

4 If you want, filter this list by specifying a date range. To do this, click the down arrow next to the
Sent Date and To field. From the calendar that appears, select the required date.

5 If you want to delete an email, select it and click Delete. When a confirmation message appears,
click Yes. The Email Audit window reappears.

6 Click Close.

Customer bar code labels and mailing labels

In MYOB RetailManager, you can use your customer contact groups to print customer bar code labels
and mailing labels.

Customer bar code labels and mailing labels are printed on Avery DL33 labels to the report printer you
specified in your setup options. For more information, see ‘Printing options’ on page 31.
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Printing customer bar code labels and mailing labels

NOTE: Create customer contact groups Before printing customer bar code labels and mailing labels, you
need to have created customer contact groups. For more information, see ‘Customer contact groups’ on
page 229.

To print customer bar code labels

1

Go to the Contact Management menu and choose Print Customer Bar Codes. The Print Customer
Bar Codes window appears.

(L] Print Customner Bar Codes [zl
Customer Selection Select starting label
Dy include customer labels not alveady printed:

[Awery DL33)

Customer No® | Sumame” Given Names* Cormpany Name* Printed*
1 Cash Customer N
2 Bates David N
3 watson Sandia Pinnata Services Py Ltd N
4 Sundstrupe Donald Kenton Cleaning Pty Ltd N
5 Patterson Alison N
6 Gibson Lanaine N
7 Tiki's Takeaway N
8 Fuiles Stews N
8 ltems, 8 Selected [ Pevien ][ Pt J[  Coneel |

Select the contact group you want to print bar code labels for. The customers in this group appear
in the grid.

Customers who you have already printed bar code labels for will be deselected. If you want to
include these customers, deselect the Only include customer labels not already printed option.
These customers will then be selected.

Select or deselect any customers in the grid by clicking in the Include column next to the
customer’s name.

In the Select Starting Label section, click the label you want to start printing from. You can select
any label in the grid.

If you want to preview the labels, click Preview. You can print bar code labels in the preview
window by clicking Print.

Click Close to close the preview window. The Print Customer Bar Codes window reappears.
Click Print. When a confirmation message appears, click Yes.

The bar code labels are printed to your report printer. A question window appears.

If you want to mark that you have printed these bar codes, click Yes.

These records will not be automatically selected next time you print bar code labels (if the Only
include customer labels not already printed option is selected). The Print Customer Bar codes
window reappears.

Click Cancel.
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To print customer mailing labels

1

Go to the Contact Management menu and choose Print Mailing Labels. The Print Mailing Labels
window appears.

(L] Print Mailing Labels (=l
Customer Selection Select starting label

Only include customers with complete addresses

[T Exclude customers with valid email addhesses {wery DLI3)
W Include | Custorner No' | Sumame | Given Na._| Company Name® | Addisss” Subub® | Post Code® Emai Address
o Cash Cus.
2 Batss  David 26 Derby Road RANDWI . 2031 dbatec@batesto com au
] Watson  Sandia  PinnstaServices. . Factory 7 3Newsrk Stiest FRANKS . 3199 sandia@pinnata com s
4 Sundstiupe Donald  Kenton Cleaning . 72 Aauarium Drive FERNEY. 4055 donalds@kenton com au
5 Patterson  Alison 45 Nevills Stewart Diive  CABRAM . 2188 slison patterson@bigpond com au
6 Gibson  Lomaine 3 Aldidge Avenue MARAY. . 2148 adhin@whileamsy rel au
7 Tikis Ta 12 Coevon Parade PYMBLE 2073 batbarac@ontime corm au
i Fulsr  Steva 21 Wallahsh Way 5T LED. 2065
8 ltems, 7 Selected [ Pevew [ P |[  Cowel |

Select the customer contact group you want to print mailing labels for. The customers in this group
appear in the grid.

If you want, select the Only include customers with complete addresses option. When you do this,
labels will only be printed for customers with details entered in the address, suburb and postcode
fields in their customer record.

If you want to exclude customers who have a valid email address, select the Exclude customers
with valid email addresses option. You may do this for example, if you want to email these
customers instead of mailing them.

In the Select Starting Label section, click the label you want to start printing from. You can select
any label in the grid.

Select or deselect any customers in the grid by clicking in the Include column next to the
customer’s name.

If you want to preview the labels, click Preview. You can print mailing labels in the preview window
by clicking Print.

Click Close to close the preview window. The Print Mailing Labels window reappears.
Click Print. When a confirmation message appears, click Yes.
The mailing labels are printed to your report printer. The Print Mailing Labels window reappears.

Click Cancel.

CUSTOMER BAR CODE LABELS AND MAILING LABELS
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Cashing Up

Cashing up is an important part of the day for most retail businesses. MYOB RetailManager has reports
that provide more information than the most advanced dedicated till.

As a busy retailer you might want to find out the till balance and how sales are going at any time during
a given day. You can use the till balance and sales summary features of RetailManager to meet these
needs. This chapter describes these features in detail.

Overview

Till balance The till balance gives you a running total since the last cashup/end of session for that
cash drawer only and is printed out on the printer you specified for cashup.

For more information about the till balance, see ‘Till balance’ on page 250.
Sales summary The sales summary provides more detailed information about how sales are going
either for the day or for the specified date period. This includes information such as sales and profit

totals per staff member, Sales, Cost of Goods Sold and Current Stock Value for the whole store, and
various graph options for totals.

For more information about the sales summary, see ‘Sales summary’ on page 250.

Till float You can add a float amount to your till balance, and either subtract this amount when
cashing up, or leave it as part of your till balance.

For more information about till floats, see ‘Managing till floats’ on page 255.

Cashing up Cashing up at the end of the day involves entering the takings in RetailManager and then
running the Cashup reports as required.

For more information about cashing up, see ‘Cashing up for the day’ on page 256 and ‘Cashing up on a
network’ on page 259.
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Till balance

The till balance tells you what you should currently have in your till; this includes a total for each
payment type and total expected. This should match the actual physical count of the till contents.

You should print a final till balance before you end the session and enter your takings as part of the
Cashing up for the day procedure.

NOTE: More about your cashup printer See ‘Printing options’ on page 31 for more information on
specifying your printer for cashup.

To view the till balance

1 Gotothe Reconciliation menu and choose Print Till Balance. The Till Balance report appearsin the
RetailManager report viewer.

2 Print the till balance. If you are printing:
= to an A4 printer, click the printicon ( &3 ) in the top left corner of the window.
= to your docket printer, click Print - F4 or press F4.

Sales summary

The Sales Summary window displays information about the performance of the shop since midnight,
or for a specified period of time. The sales summary differs from the till balance in that it includes all

client computers on a network, whereas the till balance is only run for a single computer/till. You can
run the sales summary at any time during the day for a summary of the day’s business.

NOTE: Aggregated sales summary If you are running a network, the sales summary includes sales from all
client computers in your store.

In addition to viewing and printing out the Sales Summary report from this window, you can also view
your staff in a number of different ways, view your sales on a per department or store-wide basis, and
by category.
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To view the sales summary

1 Go to the Reconciliation menu and choose Sales Summary. The Sales Summary window appears.

= Sales Summary ==
Today's Sales | Sales Over Period . [0 Select by Docket = o
Sales Summary Information ‘ Staff Sales Infomation | Staff SalesGraph | Category/Custom Sales Info |
Start Department + [ Refiesh

End
Cost of Goods Sold

Taxon Sales
Sales Profit
TOTAL - Sales

Invoice Payments —
Sales Drder Payments
SalesOrderPaidOut [

Lay-by Payments Current Stock Value
Lay-bys Paid Out —

Preview / Print
Credit Issued —

A —— [ CategorySaes | [ CustomSales | [ Sales Summary |

2 Toview a summary of sales for:
= today, click the Today’s Sales button.
= a selected date range, choose Select by Date from the Sales over Period drop-down list. Enter
the required date range in the adjacent fields and click Refresh or press ENTER You can also press
F2 or use the search icon ([ » ]) to use the calendar for date selection.
= adocket number range, choose Select by Docket from the Sales over Period drop-down list.
Enter the required docket number range in the adjacent fields and click Refresh or press ENTER.

A summary of sales, including invoice, sales order and lay-by payments, sales order and lay-bys paid
out, and credit issued and redeemed are displayed for the specified period or docket range. Use the
Refresh button when you change your date or docket range in this window. The grid also displays
the current stock value for your selections.

= Sales Summary [zl

Today's Sales | Sales Over Period: | 0- Select by Docket + 2 to E

Sales Summary Information ‘ Staff $ales Information ‘ Staff Sales Graph Category/Custom Saleslnfu‘
Start 28 22/08/2011 | 11:23 Departmert - FRefresh

End 28 22/08/2011 | 11:23
Cost of Goods Sold $456.00

Tax on Sales 47995
Sales Profit $304.50
TOTAL - Sales $879.45

Irvnice: Payments $0.00
Sales Order Payments $0.00
Sales Order Paid Out $0.00

Lay-by Payments $0.00 Current Stock Value
Lay-bys Paid Out

Hriys Fan B S | e T
Credt Issued $0.00

Credit Redsemed G0 | CetegmySaes | [ CustomSales | [ Saks Summap |

3 Toview sales for a specific department, choose the department from the Department drop-down
list and press the Refresh button next to the list. The grid displays the current value of your
inventory for each category combination.

4 Click one of the Preview/Print buttons (Category Sales, Custom Sales or Sales Summary) to view
the report in the RetailManager report viewer.

SALES SUMMARY
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To view staff sales information

Go to the Reconciliation menu and choose Sales Summary.

To view staff sales information for:

= today, click the Today’s Sales button.

= aselected date range, choose Select by Date from the Sales over Period drop-down list. Enter
the required date range in the adjacent fields and click Refresh or press ENTER. You can also press
F2 or use the search icon ([» ]) to use the calendar for date selection.

= a docket number range, choose Select by Docket from the Sales over Period drop-down list.
Enter the required docket number range in the adjacent fields and click Refresh or press ENTER.

Click the Staff Sales Information tab. Your staff sales for the selected date or docket range are
displayed in a table.

Click Refresh.

The total number and amount of sales, the estimated gross profit as an amount and as a
percentage are displayed for each listed staff member, for the specified date or docket range.

= Sales Summary =
Today's Sales | Sales Over Period ;|- Seleet by Docket ~ 28 to 28
Sales Summary Information Stalf Sales Information | Staff Sales Graph Category/Custom Sales Info |
Staff Member Count Tatal eGP § 8GP% | .
Brian Cutler [1] 1 $879 45| $30450) 38.09%
[[ToTals | 1 | $879.45 | $30450 | 38.09%

To view staff sales in graphs
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Go to the Reconciliation menu and choose Sales Summary.

To view staff sales information in graph format for:

= today, click the Today’s Sales button.

= aselected date range, choose Select by Date from the Sales over Period drop-down list. Enter
the required date range in the adjacent fields and click Refresh or press ENTER. You can also press
F2 or use the search icon ([ ]) to use the calendar for date selection.

= adocket number range, choose Select by Docket from the Sales over Period drop-down list.
Enter the required docket number range in the adjacent fields and click Refresh or press ENTER.

Click the Staff Sales Graph tab. Your staff sales for the selected date or docket range are displayed
as a graph.

Select either the Number of Sales, Sale and eGP $ or eGP% options for the required graph view.
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= The Number of Sales pie chart displays the percentage of sales made per staff member.

Sales Over Period ;| 0~ Select by Docket v | 38 || 18 | [ Fcfiesh |

Sales Summary Information | Staff Sales Infomation Category/Custom S aes Info |

AG (2) 65,67 %

@ MNumber of Sales O Sales and eGF § O ebP%

= The Sale & eGP $ graph displays the total sales amount and estimated gross profit amount per
staff member.

& Sales Summary El

Sales Over Period: |0 - Select by Dacket | | 38 [ o 8 | CRehesh |

Sales Summary Information 1 Staff $ales Information Stalf Sales Graph 1 Category/Custom Sales Info 1

1,100

W sale Value
1,000

W Gross Profit

700

200
100

AGI2) PE (4)

O Mumber of Sales (@ sales and eGP § O eGP%

= The eGP% displays the estimated gross profit made per staff member as a percentage of the
overall profit.

& Sales Summary El
Today's Sales | Sales Over Period: | O- Select by Docket v | | £ [ o 48 | CRehesh |
Seles Summay Infamation | Staff Sales Information Stalf Sales Graph } Category/Custom S ales Irfo |
as ; 2568
30 ;
25 ;
m=n o AN |
20 )
15
10
— —
AG (2) PE (4)
O Mumber of Sales O Sales and sGP $ © eGP

SALES SUMMARY



254

To view category and custom sales information

Go to the Reconciliation menu and choose Sales Summary.

To view staff sales information in graph format for:

= today, click the Today’s Sales button.

= aselected date range, choose Select by Date from the Sales over Period drop-down list. Enter
the required date range in the adjacent fields and click Refresh or press ENTER. You can also press
F2 or use the search icon ([» ]) to use the calendar for date selection.

= a docket number range, choose Select by Docket from the Sales over Period drop-down list.
Enter the required docket number range in the adjacent fields and click Refresh or press ENTER.

Click the Category/Custom Sales Info tab. Two grids are displayed.

& Sales Summary E‘

Today's Sales | Sales Over Period: | 0 - Select by Docket v 38 to 48

Sales Summary Information I Staff Sales Information I Staff Sales Graph Catggory/Custom Sales Info I
Catl/Cat2 | TotalSales | Items Sold | ELECT
ELECT $1.72430 4 1.724.30

Custom1/Custom? | Total Sales | ltems Sold | <WA8>
<Nids $1.72430 4 1.724.30

= The top half of the grid contains sales information for each category for the specified date or
docket range. Categories are listed in the left column and category values are listed in the top
row of the grid.

= The bottom half of the grid contains sales information for each of the stock custom fields
(Custom1 and Custom2), for the specified date and docket range. Custom 1 listings are displayed
in the left column, and Custom 2 listings in the top row of the grid. Totals for Custom 1 only are
displayed in the Total Sales column, without any totals appearing in the Custom 2 columns to
the right. Totals for Custom 2 only are displayed in the Total Sales column, with blank cells in the
Custom1/Custom2 column, indicating there is no Custom 1 value.

Use the horizontal and vertical scroll bars to view the required totals. Click to change docket and
date ranges in this window.
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Managing till floats

With MYOB RetailManager, you can add a float amount to your till balance. You can then subtract this
float amount when cashing up, or leave the float amount as part of your till balance if you use a
perpetual float.

The following procedures show you how to add or subtract a float amount using the Float In/Out
window, accessed from the Reconciliation menu. You can also display the Float In/Out window from
the End Of Session Reconciliation window when you perform cashup and end of day procedures.

To add a till float amount

1 Goto the Reconciliation menu and choose Float In/Out (or use ALT+C+F). If you have set password
protection for Float In/Out in the Security Options window, you will be prompted to enter your
staff number and password. The Float In/Out window appears.

(] Float In/Out - Drawer A [
Staff | 8| Select Cash Diawer Identifier

Current float amount in cash register ‘A’ as at: 22/08/2011 16:01

$200.00

Float Amount InfOut:

Comments

2 Select the staff member in the Staff field.
3 Inthe Float Amount In/Out field, enter the amount of the float that you are adding.

4 Enter a comment in the comments field if you want to record information about the float.

NOTE: Viewing Float In/Out comments To view comments that have been recorded with a float, use
the Lookup window. For more information about the Lookup window see ‘Using the Lookup Transactions
window’ on page 74.

5 Click Commit - F10 or press F10 to commit the float amount for this till.

6 Click Yes then OK to the confirmation messages.

To subtract a till float amount

1 Go to the Reconciliation menu and choose Float In/Out. The Float In/Out window appears.
2 Select the staff member in the Staff field.

3 Inthe Float Amount In/Out field, enter the negative amount of the float that you are subtracting
from the till.
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For example, if you have a current float amount of $65, enter ‘-65’ in the Float Amount In/Out
field.

4 Click Commit to commit the float amount for this till.

Cashing up for the day

The cashup procedure consists of two steps:
= ‘Entering your takings’ below

= ‘Printing cashup reports’ on page 258.

NOTE: Cashing up on a network If you are running a network, see ‘Cashing up on a network’ on page 259.

During your daily cashup procedure, MYOB RetailManager backs up your database automatically. A
separate backup of the recent.mdb, archive.mdb and offline.mdb database files is created and is stored
in a folder named Drawer A, B, etc. (the name of your cash drawer). This folder is then stored in a folder
named ‘Monday Backup’, ‘Tuesday Backup’, and so on—a separate folder for each of the seven days of
the week. These folders are stored in your shopfront folder (the default location is C:\RetailM\<your
shop name>). Monday’s backup will be overwritten only by the following Monday’s backup during
cashup, Tuesday’s by the following Tuesday’s, and so on. This means that at any given time, you have a
full week’s worth of backup files for each cash drawer you have cashed up.

The backup file is different from the database that RetailManager opens every day, recent.mdb.

See ‘Restoring your shopfront from a backup file’ on page 281 for information about how to restore
your database from a backup file.

You can password-protect the cashup functionality. See ‘Setting your security options’ on page 286 for
more information.

Entering your takings

The first stage of cashing up for the day is counting the takings in the till and entering the amounts in
MYOB RetailManager.

NOTE: Printing a final till balance If you want to print a final till balance, you must do this before you end
the session and enter your takings. A final till balance displays the expected amount for each payment type.

To enter your takings

1 Go to the Reconciliation menu and choose Cashup/End of Day.

If you have set password protection for Cashup in the Security Options window, you will be
prompted to enter your staff number and password.

You are prompted to confirm if you want to close the current session.

2 Click Yes. The session is closed, and your database is backed up automatically. A RetailManager
window appears, asking you to count your takings and enter them in the following window.
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3 Click OK. The End of Session Reconciliation window appears.

= End of Session Reconciliation - Cashup Drawer A =]
Staff 2 [ ][ Avistair Garnham Select Cash Drawer dentifier

Current Float Amount: — $200.00 Float In/Out

Payment details

Cash | Amount Counted Add
EFTPOS 3 m
Cheaque
Bank Card
Master Card Total
Wisa - $0.00
Close Session Reconcile Session
| Press F3 ta togale comments Commit - F10

4 Select the staff member in the Staff field.
5 Count your takings.

6 If you have previously set a float amount for this till, you can choose to either keep the float
amount as part of your cash up, or you can choose to deduct the float amount from the till balance.

Click Float In/Out and enter the negative amount of the float that you are subtracting from the till.
For example, if you have a current float amount of $65, enter ‘-65’ in the Float Amount In/Out
field. See ‘Managing till floats’ on page 255 for more information.

7  Enter the takings for each payment type in the Payment Details frame by choosing the required
payment type, entering the amount in the Amount Counted field, and then clicking Add. A running
total is displayed in the Total field.

8 Press F3 to display the Comments field and enter any comments you may have about the cashup.
These comments will appear in the Print Cashup Reports window when you highlight this session
in the list of Previous Sessions. See ‘Printing cashup reports’ on page 258 for more information.

= End of Session Reconciliation - Cashup Drawer A =]
Staff 2 [ ][ Avistair Garnham Select Cash Drawer dentifier

Current Float Amount: — $200.00 Float In/Out

Comments

Close Session Reconcile Session
| Press F3 ta togale comments Commit - F10

9 When you have entered all your day’s takings, click Commit - F10 or press F10 to commit the
information. A message appears, prompting you to check the totals you have entered.

10 Click OK.

The second step of the cashup procedure is ‘Printing cashup reports’ on page 258.
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Printing cashup reports

The second stage of cashing up at the end of the day is printing cashup reports. Before you do this,
make sure you have completed the first step of the cashup procedure, ‘Entering your takings’ on
page 256.

Your cashup reports are printed to the printer you specified for cashup in the Printing Options window.

To print cashup reports

1 Go to the Reconciliation menu and choose Print Cashup Reports. The Print Cashup Reports
window appears.

(] Print Cashup Reports

=

Oo00s |

Freviaus cashups Fiint the fallawing
Diawer | Skl Date” Time | Ending”| SessionNo_ » | | [7] Cash Summary
BC() | 1oawenss | 1aiz] = BT i S it
[7] Sales Summary

Detailed Transaction
Summary

Piint Selected Reparts - F10 |

T

Comments on Selected Cashup

If you have password-protected Cashup in the Security Options window, enter your password in
the window.

2 Select the required cashup session from the Previous Sessions list. The most recent cashup
appears at the top of the list and is highlighted. A list of cashup reports appears on the right.

NOTE: More about reports see ‘Reports’ on page 267 for more information on the functions available
in the Reports window.

3 Click View next to a report to view the report in the Reports window.

NOTE: Printing cashup reports from the Reports window You can print the displayed report from this
window by clicking the printicon ( &3 ). However, the report will be printed to the printer you specified in
the Printing Options window for reports, and not the printer you specified for cashup.

4 Select the reports you want to print in the reconciliation by selecting the checkbox of the required

options.

= The Cash Summary report lists for each payment type, the expected takings as an amount and
as a percentage, the counted takings and the discrepancy (if any). There is a column on the
printed report for any comments you might want to record.

= The Transaction Summary report lists each individual transaction for the session, giving the
total and gross profit for each as an amount and as a percentage, together with the date, docket
number, staff name, transaction type, method and payment type.

= The Sales Summary report groups sales by staff member and for each staff member, displays the
number of sales, total sale value, gross profit as an amount and as a percentage and any
discounts given. This report lists the total cost of goods sold, total tax on sales, and total gross
profit as an amount. It also lists the totals for invoice, sales order and lay-by payments, sales
order and lay-bys paid out, and credit issued and redeemed.
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= The Detailed Transaction Summary report lists each individual transaction for the session,
giving the total and gross profit for each as an amount and as a percentage, together with the

payment type (account, gift voucher, etc.), payment method (cash, credit card) and the amount
paid.

NOTE: Use an A4 printer to print the Detailed Transaction Summary report  You can only print the
Detailed Transaction Summary report to an A4 printer. If you specify your docket printer, this report
will be greyed out in the Print Cashup Reports window.

5  Click Print Selected Reports - F10 or press F10.

Your cashup reports will be printed to the printer you specified for cashup in the Printing Options
window.

Cashing up on a network

If you are running RetailManager on a network, how you cash up at the end of the day depends on how
you have set up your cash drawers.

= Ifyou are cashing up on your server, any till that has the same cash drawer identifier as the server
will also be cashed up.

= If you want each till to be cashed up individually, make sure you specify a different cash drawer
identifier for each till.

See ‘Setting up a RetailManager network’ on page 395 for more information about running
RetailManager on a network.

CASHING UP FOR THE DAY
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Administration

Certain administration functions, such as merging and deleting staff and customer records, should be performed
when no other transactions are being processed, particularly if you have a number of terminals operating on the
same shopfront.

CAUTION : Administration tasks may require exclusive use of your shopfront We recommend that you
perform administration functions either before start of business or after close of business for the day.

Print and Email Options window

The Print and Email Options window is available from any transaction window (except for Goods
Received and Returned Goods). You can use this window to change whether you print or email your
transaction documents. You can also use this window to change the printer you want to print your
transaction documents to. For example, you may want to print a transaction document to your A4
printer instead of your docket printer.

For transactions made in the Sales, Invoice and Lay-by Payment windows, you can also use this
window to print packing slips.

Printer settings The printer settings in this window default to the selections you made in your setup
options (see ‘Printing options’ on page 31). If you change these settings, the changes only apply to the
current transaction. If you create a new transaction, the window will display your default settings.

Print and email settings The print and email settings in this window default to the selections you
made in the customer or supplier record. If you change these settings, the changes only apply to the
current transaction. If you create a new transaction, the window will display the default settings.

For cash customers, the default setting is to print transaction documents.
Emailing transaction documents When you select to email a transaction document, the email is

placed in the Emailing Transactions tab of the Email Contacts window. You then need to send the
email from this window. For more information, see ‘Emailing transactions’ on page 263.
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To change your print and email options from a transaction window

1 While in the transaction window, click the Print/Email Options button. The Print and Email
Options window appears.

Print and Email Options Addiess Used in Transaction Document
(@) Print this order (@) Street Address (Shop]
() Email this order () Postal Addiess

() Print and Email this arder

“wihat happens if | choose to email?

Piinter
'@ Use Default Settings
() Customise Settings for this Window
© Docket(40cal Oy 1 [
Fiepart (44)
Keep Customized Setiings for this Window

A

2 Select whether you want to print, email, or print and email the transaction document.
3 Select whether you want to use your street address or postal address for this transaction.

4 Ifrequired, change your Printer options.

Printer options Description

Use Default Settings Select this option if you want to print transaction documents to the printer you set
in the Printing view of the Options window (accessed from the Setup menu).

Customise Settings for Select this option if you want to change any of the print settings listed below.

this Window:

¢ Docket (40 col) Select this option to print the transaction document to the docket printer.

e Report (A4) Select this option to print the transaction document to the report printer.

¢ Keep Customised Select this option if you want to use the printer you have specified for all future
Settings for this transactions from this window.
Window

e Qty Type the number of transaction documents you want to print. If you want, click the

box next to this field and select the number from the virtual keypad.

5 Ifrequired, select your packing slip options. This option only appears for Sales, Invoices and Lay-by
Payment transactions.

Packing Slip options Description

Use Default Settings Select this option if you want to print a packing slip to the printer you
specified in the Printing view of the Options window (accessed from the
Setup menu).

Customise Settings for this Select this option if you want to change any of the packing slip options
Window: listed below.

e Do NOT Print Packing Slip Select this option if you don’t want to print a packing slip.

e Only Print Packing Slip Select this option if you want to print a packing slip but not a receipt.
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Packing Slip options Description

e Print Packing Slip with Receipt

e Keep Customised Settings for
this Window

Select this option if you want to print a packing slip and a receipt.

Select this option if you want to use these packing slip options for all
future transactions from this window.

6 If you want to preview the transaction document, select the Preview Transaction option.

7 Click OK.

When you commit the transaction:

= If you selected to print the transaction document, the document is printed to the printer you
specified.

= If you selected to email the transaction document, the email is placed in the Email Transactions
tab in the Email Contacts window. You then need to send the email from the Email Contacts

window. See ‘Emailing transactions’ below.

Emailing transactions

You create and send emails from the Email Contacts window.

0 Emad Contacts
Emal Tiarsarctions Bl b firongas
Tiarmachon Documenl. | (AR -

Exchude customens with invalid emal addresses

T

Subpect
Message

o i | persruiie e resiion?

__ Oreconds: 0 selected

Emad Defauts

There are two tabs in this window:

= The Email Transactions tab is for emailing transaction documents, such as invoices and payments,
to individual customers. See ‘Email Transactions tab’ on page 264.

= The Email to Groups tab is for emailing your customer contact groups. See ‘Email to Groups tab’ on
page 235.

NOTE: Specify default email settings

If you have more than one email program installed on your

computer, you need to specify the program you want to use to email transaction documents. For each
type of transaction document, you can also specify the default text you want to use in the email. For
more information, see ‘Email options’ on page 52.

EMAILING TRANSACTIONS
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Email Transactions tab

In this tab, you select the transaction documents you want to email. You can also change the email
message.

The default email message The default email message text includes email tags. You can use these

tags to personalise the email. For example, if you want to start your email with “Dear Mrs Jones”, use

the [Salutation] and [Surname] tags. Note that you can delete any tags that you don’t want to use and
then add them back in if required.

NOTE: Blank fields in the customer’s record The details for email tags are taken from the customer’s
record. If the details in the customer’s record are blank, the tag will be left blank in the email. Check that the
customer’s record is complete before sending the email.

To email a transaction document

1 Go to the Contact Management menu and choose Email Contacts. The Email Contacts window
appears, with the Email Transactions tab displayed.

W Email Contacts X
[EmslDiantacton: | Emslsafrues |
Tinaction Document | Al w
[2] Exchids customans wih iwakd srad sddrastas B Bacord O seleoted
Mirnchade | Docusent No*| D Tor GivenMame®  Suname”  Comparyame  EmadAddws:
u W08 N Senda wiatser Prrrisia Services Py soncha@pinnsia comau
1 WO/ QU Sencka Watson Firmata Services Py sandiagmata coma
3 0082008 PO Cotiest whelessin. - mason@cometh.com su
2 W0R/A06 PO Mciioegoes Meatwor.. pamelaoline com s
PO Beerrues Biscuky Py belinds@bacul comau

1 W082008

Subfect
Mesiage

How.con | perzonskue ihe mezason? Erms Dol

| Coesd |

2 From the Transaction Document list, select the transaction types you want to email. The
transactions appear in the grid.

3 If you don’t want to exclude customers with invalid email addresses, deselect the Exclude
customers with invalid email addresses option.
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Make any changes you require:

If you want to... Do this...

change the default
email subject and
message text

change the email
subject and message
text for this email
only

change the default
email address

delete arecord in the
grid

1 Click Email Defaults. The Email Defaults window appears.

2 Make any changes and then click Save. For more information, see ‘Email options’
on page 52.

3 To update your email message with your changes, select again, from the
Transaction Document list, the transactions you want to email. The email
message is updated.

Type your changes in the Subject and Message fields.

Delete any email tags that you don’t want to use. To insert an email tag, right-click
where you want the tag to appear, and from the menu that appears, select Insert
personalised tags. Then select the tag you want to use.

Type a new email address in the grid. A question window appears, asking if you want to
update the customer’s record:

¢ Click Yes to change the customer’s stored email address.

e Click No if this is a temporary change.

Select the record and click Delete. When a confirmation message appears, click Yes.

Select the transaction documents you want to email by clicking in the Include column next to the

record. To select all records in the grid, click the Include column heading.

When you are finished, click Send Email. The email messages are created in your default email

program. You then need to send the emails as you would normally.

Emal Tintactions |

Tiantaction Document

] Exchids customans wih ivwakd srnal sddsassas @ secnce; & slecied)

Ernalta oot

T GivenMame”  Sumame® Company Heme®  Emad Addeers Statur

[elalolo)

\.4?) Send email process has completed
-

succes sl

Doy want 1o claar this fisr? Processng bem o &

Subject:
Mesaage.
How con | personakie (he mezsaoe !
If the Status column displays... Then...
atick( ) the email was created in your default email program.
an exclamation mark ( @ ) there was a problem creating the email.
adash( Q) you did not select to email this transaction.

A question window appears.
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7 If you want to clear the list, click Yes. The Email Transactions tab reappears and the customers are
cleared from the grid. If you click No, the Email Transactions tab reappears with the customers in
the grid.

8 Click Cancel to close the Email Contacts window.

Emailed transaction documents can be viewed in the email transaction audit. For more
information, see ‘Viewing the email transaction audit’ below.

Viewing the email transaction audit

Emailed transaction documents can be viewed in the email transaction audit.

To view the email transaction audit

1 Go to the Contact Management menu and choose Email Audit. The Email Audit window appears.

2 Click the Transaction Email Audit tab.

W £l Audit X
[ TiarnsctonEnslAugt || StatsmectiEmsliu®t | GrooEssliud |
Titntaction Dacument. | <AB v
Serd Digte - Ta - 5 Rlacoude
Documert No* Documert Dte® | Tin® | SeiDate” | CuttomeiMo® | GrenName | Sunames | Conpery Name®
M W0ERNE IV X0ERNE Sanda Watren Prrata Senvices Py Lid
1 W0R0E 0L 00672008 Sandia Watzon Frnata Senvices Py Lid

3 H0R2008 FO 0082008
Fi F0araoG FO 3070672006
1 082008 PO 300872008

Cotterhd \wivlesalrg Py Lid
Hiclitegon: Meatwork.a Py Lad
Beries Bisculs Pry Lid

-

Subject:
Mesiage.

3 From the Transaction Document list, select the transaction type. Emails of this type appear in the
grid.

4 If you want, filter this list by specifying a date range. To do this, click the down arrow next to the

Sent Date and To field. From the calendar that appears, select the required date.

5  If you want to delete an email, select it and click Delete. When a confirmation message appears,

click Yes. The Email Audit window reappears.

6 Click Close.
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Reports

MYOB RetailManager reports are displayed in the Reports Index window, which can be accessed by
pressing CTRL+R or by selecting Reporting from the Tools menu.

NOTE: Previewing reports You need to have an A4 printer driver installed on your computer to be able to
view a report on screen.

If you have turned on security for reports, you will have to enter your password to run a report. See
‘Working with passwords’ on page 294 for more information.

For information about using the RetailManager report viewer to preview reports, see ‘Using the MYOB
RetailManager report viewer’, on page 268.

Report filters Report filters, which are displayed on the right-hand side of the Reports Index window,
give you control over the content of your reports. The number of filters that will be available varies
from report to report.

For more information on report filters, refer to the RetailManager Help.

To display a report

1 Go to the Tools menu and choose Reporting or press CTRL+R. The Reports Index window appears.

2] Reports Index - Serial Numbers in Stock [=]

] Sales Period » | Report fiters
] Sales Period Avg

] Sales Period Avg (Inc Lay-bys)
2] What's Selling |
% Profit >
% Stock -
=] Goods Received

=] Manual Stocktake

] Prices By Grade

=] Returned Goods

=] Serial Numbers in Stock
] Stock Movement

7] What's In Stock Customers Staff Suppliers
=] What's In Stock Detailed -

Serial Numbers in Stock

B | I Preview o epars 1
Exit Brint Prexiew

2 Select the report category from the displayed list of categories. The selected category expands to
display a list of individual reports.

Datefs) Sglection Custom

GroupBy | Categories |  SartBy

m

Qptional Fangels] fildeard

Groups

3 Select the report from the displayed list of reports. The filters that apply to your selected report are
highlighted in colour.

4 Specify the report filters.

5 Click Preview to view the report or click Print to print the report without viewing.

REPORTS

267



268

Using the MYOB RetailManager report viewer

When you preview a report, the report appears in the MYOB RetailManager report viewer. You can use
the report viewer to:

= view areport

= search for text in a report

= printareport

= exportareport.

To view a report

= Zoomin on adisplayed report by selecting a zoom percentage ( |lIZ ) at the top of the window.
= Use the left and right arrows ( ) to move between pages in the report.

= Use the first page arrow ( 4 ) to go to the first page of the report and the last page arrow ( » ) to
go to the last page of the report.

To search for text in a report

The RetailManager report viewer has text search capability. To search for a value such as a name,
amount or date in a displayed report:

1 Click the searchicon ( #i ) and enter the text you want to search for in the Find what text box.

NOTE: Search text When entering text in the search field, you can enter either the whole text or part
of the text.

2 Click Find Next. RetailManager will search for the first occurrence of the search text and display a
frame around it. Clicking Find Next again will move the frame to the next occurrence of the search
text.

To print a report

Reports can be printed on a standard A4 printer. Before you print a report, you need to set up your A4
printer and specify it as your report printer in RetailManager. See ‘Printing options’ on page 31 for
more information.

1 Click the printicon ( & ). The Print window appears.
2 Specify the page range, required number of copies, etc. and click OK.

3 Thereportis printed to your report printer.

To export a report

You can export a RetailManager report to several word processor and spreadsheet formats, such as
Microsoft Word and Microsoft Excel, as well as to HTML, ODBC and common data interchange formats
such as text and rich text.

You can save a report to disk or export it to an application in a specific format. Reports can also be made
available to other users through Lotus Notes and Microsoft Outlook if you have these programs
installed on your computer.
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1 Click the export icon ( & ). The Export window appears.

Export =
Format:

[ adobe Acrabat (PDF) - o< ]
Destination:
= Disk fie -]

2 Specify the format of the report by clicking in the Format field and making a selection from the
drop-down list.

NOTE: Report format When you export a report, you will be prompted for formatting details,
depending on the report format you specified.

3 Specify the destination of the report by clicking in the Destination field and making a selection
from the drop-down list. If you select:

= Application, the report will be saved to a temp file and then opened in the appropriate
application.

= Disk file, you can save the report on your hard drive in the location you specify or to an external
storage device such as a floppy disk or zip disk.

= Exchange folder, you can export your report to an exchange folder in the format you specified.

= Lotus Notes Database, you can list the report in the Lotus Notes Desktop from where other
users can access it.

= Microsoft Mail (MAPI), you can email the report as an attachment in the format you specified.

4 Once you have selected your destination and format, click OK.

To exit the report viewer

You can exit the Reports window by clicking the close icon (ﬂ) in the upper-right corner of the
Reports window.

REPORTS

269



270

Graphs

MYOB RetailManager’s graphing capability is a valuable way of illustrating your sales results. A number
of selection criteria are available. The graph that is displayed is determined by your selection criteria.
When you have made these selections, you can change any of the criteria, and click Display - F10 or
press F10 to view the graph incorporating the new criteria.

To display a graph

1 Go to the Tools menu and choose Graphing, or press CTRL+G. The Graphical Analysis window
appears.

I8 Sl Ly Diay {eoitial - eummeative) - Chnarwater Py L1

Pd
T )
T [ [E=mm)
tncigues ot w W
(e E— ]
gt § | thorws
-
Dl g
Comparecn
Cumbain Gt
S 3 Grag
ShomLaged
Boet B Fe
powrn || ] 4 i3 L |

2 Specify whether you want the graph to display the data for a day, week, month or year by clicking
in the Data Grouping field and choosing the required option from the drop-down list.

‘Hours by Day’ will break down the data for the day per hour, ‘Days by Week’ the data for the week
per day, and so on.

3 Enter the start and end dates of the date period you want to use for the graph in the Period fields.
If the date period you have specified is greater than the range you have specified for your graph,
the graph will average the duplicated values. For example, if you specified a range of 3 weeks, and

selected ‘Days by Week’ for your graph, RetailManager will display the average for the 3 Mondays,
the 3 Tuesdays, and so on.

4 Select the type of data you want the graph to display. You can view your number of sales, turnover
and gross profit in graphical format separately, or together, by clicking in the appropriate field(s)
and selecting the type of graph you want from the drop-down list.
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Example: To view your number of sales and gross profit as a bar graph, click in the No of Sales and
Gross Profit $ fields and select Bar Graph. Make sure the Turnover $ field displays <None>.

Moof Sales | Bar Graph  w .
Tumover § <Monex w .
Gross profit § | Bar Graph  » |—

Specify the colour for the graph(s), by clicking in the colour box next to the graph field(s) and
selecting a colour from the palette.

Specify whether you want the graph to display the sequential, average or comparison rate of
growth by clicking the appropriate option.

Select the Cumulative option if you want the graph to display the cumulative total for
hour/day/week/month for the specified time period.

Select the Show 3D Graph option to view the graph in 3D.

Select the Show Legend option to display the legend for the graph, indicating what the graph
shows, according to your selection criteria.

Click Display - F10 or press F10 to display the graph.

To change the graph view

Click the single arrow buttons at the bottom of the window to scroll through the graph horizontally.
| >

Click the double arrow buttons to go to the beginning or the end of the graph.

«] ]

Click the slider bar marker at the bottom of the window. A number will be displayed. Drag the
marker to the left or right to specify how many hours/days/weeks/months you want displayed on
the horizontal axis of the graph.

[

[
p

Click Reset to return to the original display area.

You can move the graph horizontally, vertically and diagonally on the window using the mouse. To
do this, position the cursor over the graph, right-click the mouse, and while holding the button
down, move the cursor around.

To print a graph

To print the graph, click Print - F4, or press F4. The graph will be printed to your report printer.

GRAPHS

271



Reversing debtor payments

MYOB RetailManager gives you the option to reverse a debtor payment. This is useful, for example, if a
customer’s cheque bounced or if you made a mistake entering the payment in RetailManager—you
entered the wrong amount or the payment was allocated to the wrong customer. Once the payment is
reversed, you can return to the Debtor Payments window and record the payment correctly.

NOTE: Security The Reversal of Debtor Payments function is password-protected when you select the
Admin Security option in the Security Options window.

To reverse a debtor payment

1 Go to the Admin menu and choose Reverse Debtor Payments. The Reversal of Debtor Payments
window appears.

If you have password-protected the Administration functions in the Security Options window, you
will need to enter your password before you can proceed.

2 Enter your staff number and the required customer number.
A list of payments made by the customer appears in the grid.

3 Highlight the payment you want to reverse. Tab to the Comments field and enter the reason for the
reversal.

Note that RetailManager will not permit you to commit the transaction until you enter some textin
the Comments field.

4 Click Commit - F10 or press F10 to commit the transaction.

You can now go to the Debtor Payments window and reenter the customer’s payment correctly.
For more information, see ‘Customer statements’ on page 240.

Cancelling orders

In MYOB RetailManager you have the flexibility to cancel either an entire outstanding purchase order,
a single item on order or a customer special order.

= ‘To cancel a purchase order’ on page 273
= ‘To cancel an individual item/orderline’ on page 273
= ‘To cancel a customer special order’ on page 273.

NOTE: Security The Cancel Orders function is password-protected when you select the Admin Security
option in the Security Options window.
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To cancel a purchase order

The outstanding purchase orders are displayed in the Purchase Orders tab of the Cancellation of
Outstanding Orders window. From this tab, you can delete purchase orders with all items that are yet
to be received.

NOTE: Cost column hidden The Cost column may be hidden if you belong to a staff group with restricted
access privileges. For more details about setting up access privileges, see ‘Setting your security options’ on
page 286.

For more information about cancelling a purchase order, see ‘To cancel an outstanding purchase order’
on page 131.

To cancel an individual item/orderline

The individual items—orderlines—that have been ordered but not received are displayed in the
Individual Items tab of the Cancellation of Outstanding Orders window.

1 Enter your staff number in the Staff field.
2 Enter the supplier number in the Supplier field to display orders for only that supplier.

3 Use the arrow keys to find the orderline you want to cancel and press Enter. You will be prompted
to confirm that you want to cancel the orderline. Select Yes.

To cancel a customer special order
The special orders assigned to a supplier and currently on order are displayed in the Special Orders tab

of the Cancellation of Outstanding Orders window.

NOTE:  Remember that if you cancel a special order, you may also need to cancel the purchase order you
created for that special ordered item.

1 Enter your staff number in the Staff field.
2 Enter the supplier number in the Supplier field to display orders for only that supplier.

3 Use the arrow keys to find the special order you want to cancel and press Enter. You will be
prompted to confirm that you want to cancel the special order. Select Yes.

CANCELLING ORDERS
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Maintaining staff, customer and supplier
records

There are a number of administrative tasks to help you maintain your staff, customer and supplier
records. The following tasks are included in this section.

= ‘Merging staff, customer or supplier records’ below
= ‘Deleting staff or customer records’ on page 275

= ‘Reallocating staff, customer or supplier IDs’ on page 277.

Merging staff, customer or supplier records

NOTE: Merging stock items See ‘Merging stock items’ on page 122 for information about merging stock
items.

Merging records is a useful tool to correct the accidental duplication of a staff, customer or supplier
record. When you merge two records, the information contained in the old record is merged with the
new record.

Merge staff, customer or supplier records when you have two existing records. If you want to change a
staff member’s, customer’s or supplier’s number, you need to reallocate the number. See ‘Reallocating
staff, customer or supplier IDs’ on page 277 for more information.

NOTE: Security The Merge/Delete Records function can be password protected by selecting the Admin
Security option in the Security Options window. You can also password protect this feature by selecting the
appropriate Staff, Stock, Supplier or Customer Details checkbox in the Security Options window. If password
protected, you will be prompted for a password when you attempt to select a record from the Merge/Delete
Records window. See ‘Security’ on page 285 for more information about security and passwords.

To merge staff, customer or supplier records

CAUTION: Merging records will close your shopfront When you have completed a merge, RetailManager
closes your shopfront to complete the operation. Ensure that all other connections to your shopfront are
closed before completing a record merge.
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1 Goto Admin menu and choose Merge/Delete Records. The Merge/Delete Records window
appears.

(2] Merge/Delete Records =]

Select records fiom :

Old Bar code:

[5] __ Delets Fecord

New Bar code

B Merge -F10

2 Click in the Select records from field and choose the type of record you want to merge: staff,
customer or supplier.

3 Enter the number of the old record in the Old No field and press ENTER. Alternatively, click the
search icon ([ »]) and choose the record from the displayed list.

4 Enter the number of the new record in the New No field.
5 Click Merge - F10 or press F10 to commit the information.

6 Continue to merge other records, or click the close icon ([£J) or press Esc to close the Merge/Delete
Records window.

An information window appears, informing you that RetailManager will close and reopen your
shopfront.

7 Ensure that no other terminals are connected to the shopfront.
8 Click OK.

Your shopfront closes and the staff, supplier or customer records are merged. If you have a single
shopfront, RetailManager will reopen your shopfront. If you have multiple shopfronts, select the
shopfront you want to open.

Once you have merged the two records, the old number is cleared and can be assigned to another
customer, staff member or supplier.

Deleting staff or customer records

NOTE: Deleting stock items see ‘Deleting stock items’ on page 123 for information about deleting stock
items.

The Delete Records function is useful for deleting staff or customer records that have been entered in
MYOB RetailManager by mistake or that you no longer require in the system.

RetailManager creates a ‘record’ called <Deleted> the first time you delete a record, and merges your
record into this record. All records that you delete subsequently are merged into the <Deleted> record.

NOTE: Security The Merge/Delete Records function can be password protected by selecting the Admin
Security option in the Security Options window. You can also password protect this feature by selecting the
appropriate Staff or Customer Details check box in the Security Options window. If password protected, you
will be prompted for a password when you attempt to select a record from the Merge/Delete Records
window. See ‘Security’ on page 285 for more information about security and passwords.
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Note that you cannot delete a customer record if the customer has any outstanding invoices, lay-bys,
credit notes, gift vouchers, deposits, or special orders.

Note also that you cannot delete supplier records in RetailManager. You can, however, hide records
that you don’t want to appear when searching or generating reports. For more information, see ‘Hiding
records in searches and reports’ on page 75.

CAUTION: Deleting records When you delete a record it is permanently removed from the system. Make

sure you delete the correct record.

To delete staff or customer records

NOTE: Deleting records will close your shopfront When you have completed a delete, RetailManager
closes your shopfront to complete the operation. Ensure that all other connections to your shopfront are
closed before completing a record delete.

1 Go to the Admin menu and choose Merge/Delete Records. The Merge/Delete Records window
appears.

[Z) Merge/Delete Records =]

Select records from

Old Bar code

[»] Dlate Record

New Bar code

B Merge - F10

2 Click the down arrow next to the Select records from field and choose the type of record you want
to delete: staff or customer.

3 Enter the staff or customer number in the Old No field and press ENTER Alternatively, click the
search icon ([ » |) and choose the required record from the displayed list.

4 Click Delete Record. You will be prompted to confirm that you want to delete the record. Click Yes.

5 Continue to delete other records, or click the close icon ([£J) or press Esc to close the Merge/Delete
Records window. An information window appears, informing you that RetailManager will close and
reopen your shopfront.

(i) MYOB RetailManager Information =]

MY OB RetailManager will need to close and
re-open this shopfront before you can use it
again.

i “ou have altered records with this shopfrant
P

6 Ensure that no other terminals are connected to the shopfront.
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Click OK.

Your shopfront closes and the staff or customer record is permanently deleted from
RetailManager. You can use this record number for a new record. If you have a single shopfront,
RetailManager will reopen your shopfront. If you have multiple shopfronts, select the shopfront
you want to open.

Reallocating staff, customer or supplier IDs

If you want to change a customer’s, supplier’s, or staff member’s number to a new number, you can
reallocate the number. This would be useful, for example, if you made a mistake when creating an
number.

NOTE: Stock See ‘Bar codes’ on page 152 for information about reallocating a stock item number.

To reallocate staff, customer, or supplier IDs

1

Go to the Admin menu and choose Reallocate Numbers.

(L] Resllocate Numbers =]

Select recards from : Stock e

Old Bar code:

[

New Bar code

Reallocats - F10

Click the down arrow next to the Select records from field and choose the type of record you want
to reallocate: customer, staff or supplier.

Enter the old staff, customer or supplier number in the Old Id field and press ENTER. Alternatively
click the search icon ([ »]) and choose the required number from the list.

Enter the new staff, customer or supplier number in the New Id field. This must be a new number.
If you want RetailManager to assign a new number, press F5, and the new staff, customer or
supplier number is displayed.

Click Reallocate - F10 or press F10 to commit the information.

Once you have reallocated the staff, customer or supplier number, the old number is cleared and
can be assigned to a new staff member, customer or supplier.
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Maintaining your shopfront database

It is important to maintain your MYOB RetailManager shopfront database by making regular backups,
and keeping it compact for good performance.

You can perform all of your shopfront maintenance tasks from the Shopfront Configuration window.
However, some maintenance tasks can also be initiated from the File menu. If you want you can also
activate a backup from the automatic backup prompt. See ‘To back up from the automatic prompt’ on
page 279 for more information.

There are six shopfront maintenance options in the Maintenance tab of the Shopfront Configuration
window. These are outlined in the following sections.

Shopfront maintenance

option

Backup ‘Performing a backup’ below

Rebuild/Compact ‘Rebuilding and compacting your shopfront database’ on page 281
Restore ‘Restoring your shopfront from a backup file’ on page 281

Archive ‘Archiving your shopfront database’ on page 283

Store Offline ‘Storing data offline’ on page 284

Merge Offline ‘Merging offline data’ on page 284

Performing a backup

The backup process includes compression of your shopfront to reduce the space required for storing
your backup files, as well as allowing you to back up to different media and creating a backup that will
span a number of disks if the backup file is large.

The following three MYOB RetailManager files are backed up:
= recent.mdb
= archive.mdb
= offline.mdb

If you need to restore your shopfront, you can use your latest backup file. It is important to make
regular backup files of your database—the more regular your backups, the less data you will lose in the
event of there being a problem with your computer or database file.

Itis particularly important that you back up your RetailManager shopfront after installation and setup,
but before upgrading.

There are several ways in which you can start the backup process:
= From the automatic backup prompt. See ‘To back up from the automatic prompt’ on page 279.

= Manually from the Shopfront Configuration window. See ‘To back up manually from the Shopfront
Configuration window’ on page 279.

= Manually from the File menu. See ‘To back up manually from the File menu’ on page 280.

CHAPTER 8 ADMINISTRATION



To back up from the automatic prompt

When you install RetailManager, the backup reminder question is set to automatically display.

(L MYOE RetailManager Question =]

\‘P) Your last backup was 1 day ago
-

Itthis shopfront becomes damaged in some
way, everything you've entered since you last
hacked it up will need to be re-entered,
Re-entering data can take a considerakle
amaunt of time:

WM70B Australia Pty Ltd CANNOT guarantee
that a damaged file can be repaired

Do you want ta backup now?

es

[T future, do not display this message.

You can disable the automatic display of this prompt by selecting the In future, do not display this
message again option.

NOTE: Reactivating the backup reminder question To reactivate the automatic reminder, go to the Setup
menu and choose Options. Select Alerts from the Options menu. Select either or both of the Prompt for data
backup when closing or Prompt for data backup when opening options.

1 Click Yes to begin the backup process. The Save as window appears.
2 Click Save to save your backup to the RetailManager default directory.

The RetailManager default folder for backup files is Backup, located in your shopfront folder. You
can choose to use the default folder, or you can navigate to another location to store your backup
files.

We recommend you store your backup files on removable media, such as a portable hard drive or
CD R/W drive.

The backup process is completed by RetailManager. When the backup process has finished, a
confirmation message appears.

3 Click OK to accept this message. Your backup is complete.

To back up manually from the Shopfront Configuration window

NOTE: RetailManager on a network If you are using RetailManager on a network, shut down any other
linked RetailManager sessions first, before backing up your database.

RetailManager provides you with the option to perform a manual backup at any time. You can use the
Backup option in the Shopfront Configuration window, or you can initiate a backup from the File
menu.

1 Goto the File menu and choose Configuration.

If you have your shopfront open, a message appears asking if you want to close your current
shopfront. Click Yes.

The Shopfront Configuration window appears.

2 If you have multiple shopfronts, make sure you highlight the shopfront you want to back up.
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4

5

Click the Maintenance tab. The Maintenance view appears.

(i Shopfront Configuration =]
Shop Name Database Path -
Clearwater Pty Ltd C:\RetaiMiClearwater Pty Ltdy =
Shaphiants Maintenance ‘

Backup database - uss reqularly Backup
This can improvs database perfomance Fisbuild/Compact
Restore backed up data to the database Festors
Archive old data to improve perfomance Archive
Backup and delete very old data Store Dffine
Merge offine data back into system Merge Oifline

Click Backup.
Click Save to save your backup to the RetailManager default directory.

The RetailManager default folder for backup files is Backup, located in your shopfront folder. You
can choose to use the default folder, or you can navigate to another location to store your backup
files.

We recommend you store your backup files on removable media, such as a portable hard drive or
CD R/W drive.

The backup process is completed by RetailManager. When the backup process has finished, a
confirmation message appears.

Click OK to accept this message.

Your backup is complete.

To back up manually from the File menu

1

Go to the File menu and choose Backup. If you have your shopfront open, a message appears
asking if you want to close your current shopfront. Click Yes.

Click Save to save your backup to the RetailManager default directory.

The RetailManager default folder for backup files is Backup, located in your shopfront folder. You
can choose to use the default folder, or you can navigate to another location to store your backup
files.

We recommend you store your backup files on removable media, such as a portable hard drive or
CD R/W drive.

The backup process is completed by RetailManager. When the backup process has finished, a
confirmation message appears.

Click OK to accept this message. Your backup is complete.

NOTE: Backing up your shopfront database at cashup RetailManager also backs up your database
automatically as part of your daily cashup procedure. See ‘Cashing up for the day’ on page 256 for more
information.
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Rebuilding and compacting your shopfront database

When this option is selected, MYOB RetailManager both rebuilds and compacts your shopfront
database.

Your shopfront may need to be rebuilt in the event of unforeseen accidents such as power failure,
where RetailManager has not been exited properly, the shopfront file has been corrupted, or someone
has interfered with it. RetailManager can fix most problems by rebuilding the shopfront database;
however if this fails you may have to restore from your backup database files. When you compact your
shopfront, you optimise the size of the shopfront database, so that overall system performance is
enhanced. You should compact your shopfront database every week.

To rebuild and compact your database

NOTE: RetailManager on a network If you are using RetailManager on a network, shut down any other
linked RetailManager sessions first, before compacting your database.

1 Gotothe File menu and choose Configuration. Select Yes to close down your current shopfront.
The Shopfront Configuration window appears.

2 If you have multiple shopfronts, make sure you highlight the shopfront you want to rebuild or
compact.

3 Click the Maintenance tab.
4 Click Rebuild/Compact Database. Click Yes to rebuild and compact your shopfront database.

Your shopfront database will be compacted and rebuilt. If the rebuild is not successful, an error
message will be displayed, and you will have to restore your data from a backup file. See ‘Restoring
your shopfront from a backup file’ below.

Restoring your shopfront from a backup file

It is important to make regular backups of your shopfront database—the more regular your backups,
the less data you will lose in the event of there being a problem with your computer or shopfront data.
If you need to restore your shopfront database you can use your latest backup file.

Three restore procedures are provided for you to restore your shopfront from a backup file:

Procedure 1—Create a new shopfront using restored data

This process creates a new shopfront for you in a folder separate from your current shopfront. The
new shopfront is automatically named using information from the name of the backup file.
RetailManager will automatically connect to this new shopfront, allowing you to open and check
the data you have ‘saved’ in your backup file.

We recommend that when restoring, you use this process first, as you can check the data in your
shopfront to make sure that the backup file is the optimum one to replace the shopfront with
which you are having problems.

Procedure 2—Restore your shopfront to a new folder

This process lets you choose a folder to which you want to restore your shopfront.

However, this process does not connect your restored shopfront and is only recommended if you
have a good knowledge of how RetailManager uses the database files that make up a shopfront.
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Procedure 3—Restore your shopfront to its original folder automatically

This process will restore your shopfront to its original folder, effectively overwriting and replacing
your current problem shopfront. Use this process if you are certain that the backup file from which
you are restoring is the latest clean version of your shopfront.

We recommend that you first use Procedure 1—Create a new shopfront using restored data, above
to make sure the shopfront you are restoring is the one you want to continue to use.

We recommend that you first create a new shopfront using restored data, check the new shopfront for
correctness and make sure it is the most recent backup available, then restore your shopfront using
Procedure 3—Restore your shopfront to its original folder automatically, above, thereby replacing your
shopfront with the best backup you have available.

An alternative procedure is to rename the restored shopfront with your original shopfront name, once
you are satisfied that the restored data is the most valid of your backups to replace your shopfront.

To restore your shopfront

1 Gotothe File menu and choose Configuration. A message appears stating that your shopfront will
have to be closed.

2 Click Yes. The Shopfront Configuration window appears.

3 Click the Maintenance tab. The Maintenance view appears.

(L Shopfront Configuration =]

Shop Mame Database Path
Cleanwater Pty Ltd C:\RetaiMClearwater Pty Lid'

] »

Shopfronts Maintenance ‘

EBackup database - use regularly Eackup
This can impiove database performance: Rebuild/Compact
Restore backed up data to the database Restore
£ichive old data to improve performance Archive
Eackup and delete very old data Store Offline
Merge offiine data back into system Merge Offline

4 Click Restore. The Select File to Restore window appears.

Q@ Select File 10 Restore &
o Hard Dink (C) » Retsii » Cleatwater Pty Ltd » Backup -4y : » )
Heew fokdes v [ ®
B Desktop
& Downloads
L] Recent Places
-4 Librasies
“| Documents
8 Computer
& Mard Disk (C)
Fie name v | MVOR RetsiManager Backip b«
Gpen  |r Cancel
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5 Select the backup file from which you want to restore. Generally, you would want to restore from
the most recent backup file.

6 Click Open.

7 The Select Restore Procedure window appears.

(L] Select Restore Procedure =]

@ Create a new shopfront using restored data
7 Restore your shopfront to a new folder

() Restore your shopfront to its original folder automatically

Caneel oK

8 The Select Restore Procedure window provides you with three choices of restore procedure. Make
sure you are familiar with each option. Refer to ‘Restoring your shopfront from a backup file’ on
page 281 for more information.

NOTE: Recommended procedure We recommend you first use ‘Procedure 1—Create a new shopfront
using restored data’ on page 281. Then check that the shopfront created from this procedure is the one
you want to restore to, and perform the entire procedure again, this time using ‘Procedure 3—Restore
your shopfront to its original folder automatically’ on page 282. This will replace your damaged shopfront
with an older version that you have checked for correctness.

9 Select the desired procedure and click OK.

NOTE: Shopfront password If your shopfront is password protected, and you have chosen an option
that will replace an existing shopfront (that is if you chose ‘Procedure 2—Restore your shopfront to a new
folder’ on page 281 or ‘Procedure 3—Restore your shopfront to its original folder automatically’ on

page 282), the Shopfront Password window appears. To continue with this operation you must enter
your password.

The restoration procedure you selected completes automatically, and your shopfront is restored. A
window appears stating that the shopfront is restored to the selected folder.

10 Click OK to complete this procedure.

Archiving your shopfront database

As you enter transactions daily, your shopfront database file can grow considerably in size. This can
affect the efficiency with which MYOB RetailManager works. Archiving your shopfront database
improves its performance significantly. We recommend that you archive at least once a week.

Note that the Archive Database function improves the performance of your shopfront database. It
does not remove any data from your system or affect your data in any way.

To archive your database

NOTE: RetailManager on a network If you are using RetailManager on a network, shut down any other
linked RetailManager sessions first, before archiving your database.

1 Gotothe File menu and choose Configuration. Click Yes to close down your current shopfront. The
Shopfront Configuration window appears.
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2 If you have multiple shopfronts, make sure you highlight the shopfront you want to archive.
3 Click the Maintenance tab.
4 Click Archive. Confirm that you want to archive the database.

5 RetailManager backs up, archives, rebuilds and compacts your database.

Storing data offline

If you have large amounts of old data, you can improve the performance of your shopfront database by
storing this data offline. When you select the Store Offline option, MYOB RetailManager removes
records prior to the specified cutoff date from the database and stores them in a separate file
(offline.mdb). This makes your database smaller and consequently faster. If you need to access the data
you stored offline, you can merge it with your database.

When you store data offline, all finalised transactions before the specified cutoff date will be removed
from the system. These transactions will no longer appear in searches, lookups, drilldowns or reports.

To store data offline

1 Goto the File menu and choose Configuration. Click Yes to close your current shopfront. The
Shopfront Configuration window appears.

2 If you have multiple shopfronts, make sure you highlight the shopfront want to store offline.
3 Click the Maintenance tab.
4 Click Store Offline. The Offline Archive window appears.

5  Enter the cutoff date for the offline archive in the Date field. All finalised transactions made before
this date will be stored offline.

NOTE: Unfinalised transactions Lay-bys, credit notes, quotes, sales orders, purchase orders and
customer special orders that have not been finalised will not be stored offline.

6 Click Continue. Data prior to the cutoff date is removed and stored offline.

Merging offline data

The Merge Offline option merges data you stored offline, back into the system. This is a reversal of the
Store Offline option described in the previous section. The offline data is merged with your current
data and appears in searches, drilldowns, lookups and reports.

To merge offline data

1 Gotothe File menu and choose Configuration. Click Yes to close down your current shopfront. The
Shopfront Configuration window appears.

2 If you have multiple shopfronts, make sure you highlight the shopfront you want to merge data
into.

3 Click the Maintenance tab.
4 Click Merge Offline.

The offline data is merged back into the system.
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Security

MYOB RetailManager security allows you to control your staff’s access to certain areas and functions
within RetailManager.

Setting up and administering security is a straight-forward process, detailed in this section. Information
is presented in a sequence designed to assist you in the set up of RetailManager security.

How RetailManager security works Security settings or access restrictions are assigned via staff
groups that you create. A security staff group allows you to set access privileges that can be assigned to
a number of staff members. In this way you can group staff by the level of access you might want them
to have.

For example, you might want only one administrator who can have full access to all parts of
RetailManager, a group of store managers who have access to most areas, and a staff group that might
be specifically set up for staff whose duties only include POS operations. Creating staff groups and
assigning different access privileges to each one is a simple and effective means of creating a
hierarchical security system in RetailManager.

How your staff interact with RetailManager security When a staff member accesses RetailManager
with security enabled, they must sign on to gain access to the RetailManager shopfront.

They may first have to choose the sign-on method, depending on whether you have chosen to display
the sign-on method window when RetailManager starts. (See ‘Setting the sign-on method’ on
page 288 for more information about the Sign-on Method window.)

Once a sign-on method has been chosen or if the sign-on method is already set, the Sign-on window
appears.

. Sign-on Ed

Sign-on Mode : Individual

Staff No, Change Password
Password

Flemind e
[passwords are case sensitive]

Cancel oK

A staff member must enter their staff number and password to gain access to the RetailManager
shopfront.

Once a staff member has signed-on, they can then use RetailManager with access restrictions based on
the staff group(s) to which they belong. See ‘Restricting staff group privileges’ on page 292 for more
information about restricting access to areas of RetailManager.
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Accessing a restricted area of RetailManager Using security settings, you restrict access to certain
areas of RetailManager.

If a staff member attempts to access an area or function of RetailManager from which their access is
restricted, the Security Override window appears.

#x: Security Override =]
Staff Na.
Password
[passwords are case sensitive]

To gain access to the restricted area or function, another staff member who has appropriate privileges
must enter their staff number and password in the Security Override window.

Once a restricted function or area has been used, security once more reverts to the level of restriction
of the staff group of the original signed on staff member. Further attempts to access restricted
functions will cause the Security Override window to appear.

If you do not want to use security in RetailManager If you do not want to use the security feature
in your day to day operations, you do not have to do anything. When you install or upgrade
RetailManager, security is not enabled.

NOTE: If you are upgrading from a previous version of RetailManager If you used security features in
your previous version of RetailManager, your shopfront password will still apply and is used to password
protect the Security window as well as your shopfront. See your RetailManager upgrade instructions for more
information.

For detailed information about setting security options in RetailManager, see ‘Setting your security
options’ below.

Setting your security options

Setting up MYOB RetailManager security involves the following steps:

Step Description

1 ‘Enabling security’ on With RetailManager you have the option to not use the security features. If
page 287 you choose to use RetailManager security you must enable it first.

2 ‘Setting the sign-on The sign-on method influences the way that staff sign on to and use
method’ on page 288 RetailManager from a particular computer. You can change the sign-on

method at any time. Setting the sign-on method as your second step to
setting up security helps guide you in the way you want to use security.

3 ‘Maintaining staff Staff groups are used to apply access rights and restrictions. Restrictions to
groups’ on page 290 certain areas or functions of RetailManager are applied to a staff group, and
then a staff member is assigned to the group.
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Step Description

4 ‘Restricting staff group When a staff group is created, there are no restrictions to areas or functions
privileges’ on page 292 of RetailManager. You apply restrictions so you can limit the areas and
functions of RetailManager that are available to staff.

5 ‘Assigning staff to staff When you assign a staff member to a staff group, the staff member has
groups’ on page 293 access rights and restrictions that are set for the staff group.

NOTE: You cannot perform sales during security setup You must close all windows in your shopfront
when setting up security. It is recommended that you set up security at a time when your RetailManager
computer is not being used for POS operations.

Enabling security

If you used a security password in your previous version of MYOB RetailManager, your password is
required to open the Security window and is also used to password protect your shopfront.

When you first open the Security window, one or two staff groups will be predefined; the Old Security
staff group and the Administrator staff group.

The Old Security staff group The Old Security staff group is created if you had security settings in a
previous version of RetailManager and you have upgraded to RetailManager v11. These security
settings have been saved and converted to a staff group to reduce the time required for you to set up
security in your new version of RetailManager.

The Administrator staff group The Administrator staff group is automatically created and cannot be
edited or deleted. Users assigned to this group have full access to all windows and functions within
RetailManager.

To enable security you must assign at least one staff member to the Administrator staff group.
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To assign a staff member to the Administrator staff group
Assigning a staff member to the Administrator group means that you are enabling security.
1 Go to the Setup menu and choose Security. The Security window appears.

2 Click the Assign Staff to Staff Groups tab. The Assign Staff to Staff Groups view appears.

e Security =]
Create/Edit Stalf Groups | Restiict Stalf Giroup Privileges  Assion Stalf to Staff Groups
Staff Groups & /& Staff Assigned
dninistator StaffNo* | Sumame * GivenNames® | Staft Groups -
0ld Security V|1 Cutler Brian ADMIN
Fleshictad Secuty BB Gierrham Alistai ADMIN
O[3 Campbel Gina RS
Cl Evans Peta RS
Ols Aland Douglas RS F
L& Poissan Jean RS
7 i > v
Set Shapiront Passward Select All Set Staff Password
oK | Cancel | Aol |

3 Select the Administrator staff group by clicking Administrator in the Staff Groups list.

4 Select the checkbox (in the first column) of the staff member(s) you want to include in the
Administrator staff group.

5 Click Apply to record your selections.
6 Click OK to close the Security window.

When you have enabled security, you may want to continue setting your security options by setting the
sign-on method. For more information, see ‘Setting the sign-on method’ below.

Setting the sign-on method

When you have security enabled (see ‘Enabling security’ on page 287 for more information), you can
choose between two methods of ‘signing on’.

These two methods influence how the security works with a particular session of MYOB
RetailManager. The sign-on method that you choose is only relevant to the computer you are working
on. If you are running RetailManager on a network, you need to set the sign-on method from each
computer on the network. The two sign-on methods are Staff Group and Individual.

Using the staff group sign-on method The staff group sign-on method allows any member of a
chosen staff group to sign on and perform RetailManager functions without reopening the shopfront.
Using the staff group method of signing on, a number of staff members are able to sign on to use one
computer running a RetailManager shopfront.
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Using the individual sign-on method The individual staff sign-on method allows only one staff
member to sign on to the shopfront. The staff number and name fields on transaction screens are
automatically populated with the individual staff member’s information and are locked. The staff
member will have their name recorded against all transactions.

NOTE: Accessing secure areas Areas or functions of RetailManager unavailable due to security staff group
restrictions can only be accessed by a staff member who is part of another staff group to which the restriction
does not apply.

To set the sign-on method for a shopfront

1 You set the sign-on method for a shopfront using the Sign-on Method window. When you first
enable security, the Sign-on Method window automatically appears when you open your
shopfront.

- Sign-on Method ==

Select Sign-on Method

@ Staff Group 2 Individual Staff

Administrator -

[T In future. do not display this window:

2 From the Sign-on Method window, select either Staff Group or Individual Staff as your sign-on
method for this shopfront.

NOTE: Setting up security for the first time If this is the first time you are setting up security, you
might want to sign on as an individual staff member and perform other security administration tasks such
as creating staff groups, applying restrictions to staff groups, and assigning staff members to the groups.

3 If you choose Staff Group as your sign-on method, the Staff Group drop-down list becomes active.
Select the staff group that you want to use to define security for this shopfront from the drop-down

list.

If you choose Individual Staff as your sign-on method, the Staff Group drop-down does not apply

and cannot be used.

4 Click OK to record your changes.

To set the sign-on method window to not display

When the In future, do not display this window option is selected, the sign-on method will
automatically apply to this shopfront the next time it is opened. That is, only the Sign-on window
appears.

If you want to regularly change your sign-on method, leave this option deselected. When you leave the
In future, do not display this window option deselected, the Sign-on Method window appears each

time the shopfront is opened.
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To redisplay the sign-on method window

If you have previously chosen to not display the Sign-on Method window, but now want to change the
sign-on method, perform the following procedure:

1 Go to the Setup menu and choose Options. The Options window appears.
2 Make sure General is selected in the side menu, and click the Other tab.
3 Inthe Miscellaneous group of the Other tab, select the Display Sign-on Method window option.

The next time you close and open your shopfront, the Sign-on Method window appears and you
are able to change your sign-on method.

When you have set the sign-on method, you may want to continue setting your security options by
maintaining staff groups. For more information, see ‘Maintaining staff groups’ below.
Maintaining staff groups

This section provides information and procedures to guide you in the process of creating, editing and
deleting staff groups.

To create staff groups

1 Go to the Setup menu and choose Security. The Security window appears.

e Security =]
Create/Edit Staff Groups | Fiestrict Stalf Group Privieges | Assign Staf to Staff Groups |
|&wvailable Staff Groups | Description Aby =
Administrator Access o all MYOB RetaiManager funcions. ADMIN
[01d Secuity 0Old security settings OLD
[ Restricted Security RS
Create Edit Delets

oK | Cancel oDl

2 Click the Create/Edit Staff Groups tab.

3 Click Create. The Create Staff Group window appears.

4 Create Staff Group =

Name | Abbiey

Enter Description Below

.

4 Inthe Name field, type the name you want to use for this staff group and press TAB. The cursor
automatically moves to the Abbrev. field. A suggested abbreviation is displayed in the Abbrev.
field.
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5  Press TAB to accept the abbreviation or type an abbreviation of your own.

NOTE: Abbreviation for staff groups You can enter an abbreviation up to five characters long.

6 Inthe Description text box, enter a description of the staff group you are creating, for example
‘POS only”.

7 When you have completed the fields within the Create Staff Groups window, click OK. The new
staff group is added to the list of staff groups in the Create/Edit Staff Groups view.

To edit staff groups

You can edit the name, abbreviation and description of a staff group you have created from the
Create/Edit Staff Groups view.

1 Goto the Setup menu and choose Security. The Security window appears.
2 Click the Create/Edit Staff Groups tab.

3 Highlight the staff group you want to edit.

4 Click Edit. The Edit Staff Group window appears.

NOTE: Administrator staff group You cannot edit the Administrator staff group.

5  From the Edit Staff Group window you can change the staff group name, abbreviation and
description. To change these details click or tab to the appropriate fields and enter the new details.

To delete staff groups

1 Go to the Setup menu and choose Security. The Security window appears.
2 Click the Create/Edit Staff Groups tab.

3 Highlight the staff group you want to delete.

4 Click Delete.

NOTE: Administrator staff group You cannot delete the Administrator staff group.

5 A warning message appears. Click Yes if you are certain you want to delete the specified staff
group.
6 Click Apply to save your changes.

7 Click OK to close the Security window.

When you have created staff groups, you may want to continue setting your security options by
restricting staff group privileges. For more information, see ‘Restricting staff group privileges’ on
page 292.
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Restricting staff group privileges

Once you have created a staff group (See ‘Maintaining staff groups’ on page 290), the next step is to
apply access restrictions to the staff group.

When you first create a staff group, no restrictions are applied. A member of this staff group has the
same access to MYOB RetailManager as a member of the Administrator staff group, except for some
security-specific settings.

To display staff group privileges

1

2

Go to the Setup menu and choose Security.

Click the Restrict Staff Group Privileges tab. The Restrict Staff Group Privileges view appears.

e Security =]
Create/Edit Staff Groups  Restrict Staff Group Privileges | Assign Staff to Staff Groups |
To restiict a staff group access o functions within FetaiManager. check the checkbox under the staff groups
Priviieges Staft Groups
Available Functions Adminishator | Old Security Resticted | ~
Secuity =
= File ] m| o2} e
= Accounting Export O 0 ]
Change Export Status O] ] =]
RetailBiasics Import O 0 [
Import & Export O] ] =]
= Transaction O 0 [m]
Sales O 0 O
=l Goods Received O 0 O
Cost Price Adjustment O 0 O
Returned Goods O 0 O
Purchase Orders O 0 O
Debtor Payments O 0 | T
DK | Cancel | oy |

= The Restrict Staff Privileges view is displayed as a grid with two main areas—the Privileges area
and the Staff Groups area.

= The Privileges area displays a ‘tree’ structure with headings that correspond to each
RetailManager menu and sub-levels for each menu item or feature. You can expand each
heading to list the menu items beneath it.

= The Staff Groups area displays the staff groups you have created. If you can not see all the staff
groups you have created, use the scroll bar at the bottom of the grid to scroll horizontally.

To restrict group access to a particular menu item or feature

1

292

In the Privileges column, locate and click the menu item from which you want to restrict this staff
group.

Locate the staff group whose access to a particular menu item or feature you want to restrict.
Select the Staff Group option in the highlighted line.

When you have selected all those menu items or features to which you want to restrict access for
the staff group, click Apply to record your changes.

NOTE: Linked menu items or features Certain menu items and features in RetailManager are linked in
a way that restricting access to one of them will also restrict access to the others. If you select items such
as the Stock window (under Information) or Hide Cost / Profit, a warning message appears listing the
other items or features that will also be restricted.

Click Yes to continue. The linked menu items will be selected automatically.
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5 Click OK to close the Security window.

When you have restricted staff group privileges, you may want to continue setting your security
options by assigning staff to staff groups. For more information, see ‘Assigning staff to staff groups’

below.

Assigning staff to staff groups

You assign staff to either the Administrator staff group or staff groups you have created and to which
you have applied restrictions (see ‘Restricting staff group privileges” on page 292). You can assign a staff

member to a number of staff groups.

To assign staff to staff groups

1 Go to the Setup menu and select Security. The Security window appears.

2 Click the Assign Staff to Staff Groups tab. The Assign Staff to Staff Groups view appears.

(==

& Security
Creats/Edit Staff Groups | Restrict Staff Group Privileges  &ssign Staff to Staff Groups
Stalf Groups B / 6 Staff Assigned
B Staff Mo * | Sumame * Given Names = | Staff Groups z
0Oid Security |1 Cutler Brian ADMIN
Resticted Seciutl g Ganham Alistai ADMIN
O Campbel Gina R
O Evans Peta R
O Aland Douglas R |=
Ci[e Paisson Jean R
. i P
Set Shopfiont Password Select Al Set Staff Password
ok | ganeel | Apply

J

3 Select the staff group to which you want to assign staff by clicking the staff group name in the Staff

Groups column.

4 Select the option (in the first column) of the staff member(s) you want to include in the selected

staff group.

5 Click Apply to record your selections.

6 Click OK to close the Security window.
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Working with passwords

An important feature of security is the use of passwords, both for individual staff members and for your
shopfront. There are two types of passwords used in MYOB RetailManager:

= Staff passwords (see Setting your staff password, page 295), and

= Shopfront passwords (see Setting your shopfront password, page 297).
NOTE: Remembering passwords Passwords that belong to members of the Administrator staff group,
and the shopfront password, can only be recovered by MYOB technical support. It is important that you
do not forget these passwords. For information about recovering these passwords see ‘Recovering a

forgotten password’ on page 295. Staff members who are not part of the Administrator staff group can
have their passwords reset by an administrator.

Using the password reminder feature

A password reminder feature has been included as part of the password feature of MYOB
RetailManager.

The password reminder feature lets you create a question to which only you should know the answer.

If you forget your password, click the reminder question button when you go to sign on, and the
reminder question you have previously created appears. When you correctly answer the reminder
question, RetailManager responds with your password and you can proceed with signing on.

Tips and cautions about reminder questions The answer to a reminder question is as important as
your password and should be secure as possible. If someone other than yourself knows the answer to
your password reminder question, then they will be able to find out your RetailManager password.

A reminder question:
= should not contain or relate to your password as part of the reminder question or answer.
= should not contain information that will help someone else guess your password.

= should only be easily answerable by the person who created it. For example, your own birthday
would not be a good reminder question as a number of people including work colleagues could
know your birthday.

Some examples of good reminder questions might be:
= the name of your first pet

= the name of a teacher

= the manufacturer of your first car

= your mother’s maiden name.

Once you answer your reminder question correctly, RetailManager then displays your password and
you can proceed with signing on to RetailManager.

CHAPTER 8 ADMINISTRATION



Recovering a forgotten password

If you forget a password that belongs to members of the Administrator staff group, or your shopfront
password, you can use the Security Export feature to create an export file that contains the password.
You can then send this encrypted text file to MYOB technical support, who can extract the password
and send it back to you.

NOTE: Recovering passwords belonging to members of other staff groups Staff members who are not
part of the Administrator staff group can have forgotten passwords reset by an administrator.

To recover a forgotten password

1 Gotothe File menu and choose Security Export. The Save As window appears.

2 Specify the location where you want to save the file and, if required, change the name of the file in
the File name field. Do not change the .txt file extension.

3 Click Save. The Export Complete message appears.
4 Click OK.

5 Send the file to MYOB technical support for password extraction. For technical support contact
details see ‘“Technical support phone numbers and charges’ on page 10.

Setting your staff password

A staff password is a password that is used by a staff member to sign on to MYOB RetailManager. The
sign-on process determines the staff group(s) to which the staff member is assigned and the
restrictions that, therefore, apply to that staff member.

To set your staff password

A staff member sets their password the first time that they sign on to RetailManager after security has
been set, or after their password has been deleted by a member of the Administrator staff group.

1 Start RetailManager, and if required choose the Start-up method. The Sign-on window appears.

& Sign-on =]

Sign-on Mode : Individual

Staff Mo, Change Password
Password

a Remind he
(passwords are case sensitive)

&

2 From the Sign-on window, enter your staff number and press ENTER.
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Leave the Password field blank. The Set Password window appears.

- Sct Password ==
NewPsssword |
Confim Password
[passwards ore case sansitive)
Rlerninder Question
Arswer

Type your password in the New Password field.
Type your password in the Confirm Password field.
NOTE: Passwords are case sensitive When you first set your password, it is important to make note of

whether you use capital letters, lower case letters or a combination of both. When entering your
password, you must use the same case as when you set it.

Type a reminder question in the Reminder Question text box. (See ‘Using the password reminder
feature’ on page 294 for more information about the reminder question feature.)

Type the answer to the reminder question in the Answer field.
Click OK.

Your password information is recorded and you are signed on to RetailManager.

To delete the password of a staff member who is not part of the Administrator staff
group
Occasionally, a staff member might forget their password or might want to change their password for

some reason. To change a staff member password, you delete the current password, and the staff
member can then set a new one when they next sign on.

1

2

3

Go to the Setup menu and select Security. The Security window appears.
Click the Assign Staff to Staff Groups tab. The Assign Staff to Staff Groups view appears.

Highlight the staff member for whom you want to change the password. The Delete Staff Password
button (bottom right-hand side of the Security window) is active.

Click Delete Staff Password.
A warning message appears. Click Yes if you want to delete the staff member password.
The staff member’s password is deleted.

Next time the staff member signs on, they will be prompted to enter a new password.

To change the password of an Administrator staff group member

The process of changing a password for a staff member who is a member of the Administrator staff
group is slightly different.

1

2

Go to the Setup menu and select Security. The Security window appears.
Click the Assign Staff to Staff Groups tab.
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3 Highlight the staff member for whom you want to change the password. The Set Staff Password

button is active.

4 Click Set Staff Password. The Change Password window appears.

- Sct Password =
New Password |
Confim Password
[passwords are case sensiive)
Rieminder Question
Arswer

5 Enter the new password in the New Password field.

6 Enter the password again in the Confirm Password field.

7 Type a prompt in the Reminder Question text box to serve as a reminder for the password. (See
‘Using the password reminder feature’ on page 294 for more information.)

8 Click OK to apply your changes and close the Change Password window.

Setting your shopfront password

You use the shopfront password to confirm authority to perform import and export functions and to
provide initial security when a shopfront is networked. Using the shopfront password, you can make
sure users do not perform transactions in a shopfront to which they should not have access.

To set the shopfront password

1 Go to the Setup menu and choose Security. The Security window appears.

2 Click the Assign Staff to Staff Groups tab. The Assign Staff to Staff Groups view appears.

A Security

Stalf G

Create/Edit Staff Groups | Restict Staff Group Privieges Assign Staff to Stalf Groups

& / 6 Staff Assigned

=3

StaffNo* | Sumame * Given Mames* | Staff Groups -
|1 Ctler Brian ADMIN [
Risticted Secuty 2 Garham Blistar ADMIN
mE Campbel Gina RS
Clf4 Evans Peta RS
O[5 Aland Douglas RS =
Clfs Poisson Jean RS |
] i 3
Set Shopfiont Password Select Al Set Staff Passward
K | Concel | Apply

J
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3 Click Set Shopfront Password. The Change Shopfront Password window appears.

4+ Change Shopfront Passwerd ==
NewPsssword |
Confim Password
[passwards ore case sansitive)

4 Type the password you want to create for this shopfront in the New Password field.
5 Type the password again in the Confirm Password field.

6 Click OK.

Using security in your day-to-day operations

Once security has been set up in MYOB RetailManager, you and your staff will find using security in
day-to-day operations is simple. You and your staff will need to sign-on and sign-off regularly and
where staff restrictions are applied via your security scheme, your supervisors and other people with
authority will need to sign on to enable staff access to normally restricted areas.

This section provides you with the procedures you and your staff might need in their day-to day-use of
RetailManager with security enabled.

The following topics are included in this section.
= ‘Signing-on’ below
= ‘Signing-off’ on page 299

= ‘Entering a restricted area, and the Security Override window’ on page 300.

Signing-on

To sign-on to RetailManager while RetailManager is still running

If you are signing on to RetailManager directly after another staff member has signed-off:
1 Gotothe File menu and choose Sign-on. The Sign-on window appears.
2 Enter your staff number in the Staff No. field.
3 Enter your password in the Password field.
NOTE: Passwords are case sensitive When you first set your password, it is important to make note of

whether you use capital letters, lower case letters or a combination of both. When entering your
password, you must use the same case as when you set it.

If you have forgotten your password, click Remind Me to be prompted with your reminder

question.

4 Click OK to complete the sign-on process.
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To sign-on to RetailManager when you start RetailManager

Start RetailManager and open your shopfront.

If the Sign-on Method window appears, choose the sign-on method. The Sign-on window appears.

Enter your staff number in the Staff No. field.
Enter your password in the Password field.
NOTE: Passwords are case sensitive When you first set your password, it is important to make note of

whether you use capital letters, lower case letters or a combination of both. When entering your
password, you must use the same case as when you set it.

If you have forgotten your password, click Remind Me to be prompted with your reminder
question.

Click OK to complete the sign-on process.

Signing-off

To maintain your security, it is important to sign-off when you have finished using RetailManager.

To sign-off from RetailManager

1

Go to the File menu and choose Sign-off.

If you are using the Individual sign-on method, or you are using the Staff Group sign-on method
and only one staff member is signed on, a prompt appears informing you that all open windows will
be closed.

Click OK. You are signed off from RetailManager.

If you are using the Staff Group sign-on method, and a number of staff members are currently
signed on to the shopfront, the Sign-off window appears.

& Sign-off [zl
Sign-on Mode : Stalf Group Administiator

@ Staff Member “) ANl Staft

[ )
[ cancal ok |

To sign-off staff, do one of the following:
= Click Staff Member and choose the staff member you want to sign-off.
= Click All Staff to sign-off all staff members currently signed-on.

Click OK.
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Entering a restricted area, and the Security Override
window

If a staff member attempts to access an area or function of MYOB RetailManager from which their
access is restricted, the Security Override window appears.

e Security Override =]
Staff No.
Password
[passwards are case sensitive]

To gain access to the restricted area or function, another staff member who has appropriate privileges
must enter their staff number and password in the Security Override window.

Once a restricted function or area of RetailManager has been used, security once more reverts to the
level of restriction of the staff group of the original signed on staff member. Further attempts to access
restricted RetailManager functions will cause the Security Override window to appear once more.

Exporting data from RetailManager

The following topics are included in this section.
= ‘Exporting RetailManager data’ below

= ‘Exporting RetailManager accounting data to your MYOB business management software’ on
page 303.

Exporting RetailManager data

Using the MYOB RetailManager Import & Export Wizard, you can export data from your MYOB
RetailManager shopfront database in a number of file formats, including tab-delimited, HTML,
Microsoft Excel, Lotus 1-2-3, and Paradox.

You can export your dockets, cashup sessions, tax codes, cashup shortages, payments, lay-bys, and
much more from your RetailManager database.

NOTE: Exporting accounting data For information about exporting accounting data, see ‘Exporting
RetailManager accounting data to your MYOB business management software’ on page 303.

To export RetailManager data

1 Gotothe File menu and choose Import & Export.

If you have an open shopfront you will be asked to close the connection to your shopfront and back
up your shopfront database.

2 If you want to proceed without backing up, click Continue.

Or, if you want to back up your database, click Backup. In the window that appears, choose a
location for the backup file and click Save.
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The shopfront connection is closed, and Step 1 (Welcome) of the MYOB
RetailManager Import & Export Wizard appears.

(@ MYOE RetailManager Import & Export Wizard - Import =

The RietaiManager Import & Export Wizard imports and exparts ta and hom & Fetsilanager shopfiont database

Select the action you would like to perform

@ Import Diata ) Expott Data

Tips It is recommended that you perforn & backup prior ta runring the Import process.

Help < Back Import Cancel

3 Click Export Data and click Next. Step 2 (Export Database Selection) appears, showing the database
from which data will be exported.

i) MYOB RetailManager Import & Export Wizard - Export ==

Select a Retailanager shopfront databass to export. Click Browss ta make your selestion

CA\Retaild Cleamwater Py Lid\recent mdb Brawise

Help <Back || Mew> Evport

If you are running the Export wizard for a second consecutive time or if no database is displayed,

you may need to specify the database:

a Click Browse. The Select Database window appears.

b Open the required shopfront database folder, select the recent.mdb file and click Open. The
name of the database file you selected is displayed.
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4

Click Next. Step 3 (Export Table Selection) appears.

[ MYOB RetailManager Import & Export Wizard - Export =

Select a table to export, Exported cost and sell prices are;

Stock. ~ (@ Tax Exclusive (0 Tax Inclusive

Additional record selection
Customer Group

<Select groupls)>

Supplier Custom Field 1 Custom Field 2
[ <> - [ - [ -
Department Category 1 Categon 2 Category 3

[ Heb | [ <Bak  |[ Wew> Evport

Select the table name of the data you want to export from the Select a table to export list.

NOTE: Stock Table If you select to export Stock table information, you have the option to export a
subset of your stock information. Select specific stock information using the Supplier, Department,
Category 1, Category 2, Category 3, Custom Field 1, and Custom Field 2 fields.

You set these fields using the RetailManager Stock window. If you want to export the entire Stock table,
leave all other fields as <NO SELECTION>.

You can also specify whether you want to export the cost and sell prices as Tax Exclusive or Tax Inclusive
by selecting either of these options.

Click Export. Step 4 (Export Viewer) appears, listing the fields that will be included in the export.

MYOB RetailManager Import & Export Wizard - Export (=l
Listed below ars fields ta be capisd from the table sslscted. Click the Export button ta proceed
Barcode -
Description
Category_1
Category_2
Category_3
Departrment
Custo1
Custom2
Ertended_Desc
Goods_Tax
Cost
Sales_Tax
Sel -
Help <Back | et > Expot | [ Cancel

Click Export. The Save Table window appears.

Specify the location and file name for the export:

a Specify the folder in which you want to save the export shopfront database.

b Type the name for the file in the Filename text box, or use the default name supplied.

¢ Use the Save as type list to select the format in which you want to save the exported data.
d Click Save.

A message appears indicating that the export was successful.

If you have finished exporting data, click Finish. Or, if you want to export other data, click Export
Again to run the wizard again.
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Exporting RetailManager accounting data to your MYOB
business management software

The MYOB RetailManager accounting export function eliminates the need to enter data separately into
your MYOB business management software. The information that you’ll export includes changes in
stock value, amounts owed by debtors, and details of lay-bys and other transactions.

Every transaction recorded in RetailManager is condensed into a journal entry and, once a cashup is
performed, a session including all journal entries from that day is created by RetailManager. This
session can then be exported to your MYOB business management software.

Before you start Before you run the export from RetailManager, make sure you have:

= setup your Export Accounts (including your tax on sales account)

= setup your Export Groups

= backed up your shopfront database.

See ‘Setting up RetailManager to export to your business management software’ on page 42 for
information about setting up export accounts, export groups and other accounting export options. If
you want to export the current day’s transactions, end your current session and cash up before you run
the export.

To enable your MYOB business management software to import from RetailManager, you need to set
a preference in the Preferences window, so that your MYOB business management software looks for
a RetailManager import file on startup.

To set a preference in your business management software

NOTE: Using the AccountRight Online API?  If you're using the AccountRight Online API, you don’t need to
complete these steps. Your file is automatically set up to import from RetailManager.

1 Start your MYOB business management software.
2 Go to the Setup menu and choose Preferences. The System tab appears.

3 Select the | Use MYOB RetailManager option.

L& Preferences SIE=]

el I Use MYOB RetailManager [System-wide]
[ Prefer to Use FiElp Fram the Internet, Rather Than My Computer

[ Warnif Jobs Are Not Assigned to All Transactions [System-wide]

[ Turn on Category Tracking: Categories are on All Transactions [System-wide]

Close
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4 Click OK.

5  Continue with ‘To export RetailManager accounting data’ below.

To export RetailManager accounting data

1 Go to the File menu and choose Accounting Export. The export window appears, displaying the
name of the accounting package you specified in the Accounting Options window (see ‘Setting up
RetailManager to export to your business management software’ on page 42 for more

information).

Current Sessions

Suppliers to be Exported o

(1) MYOB Accounting 12 & above, Premier 6 & above, AccountEdge 2 & above

Purchases/Retuns to be Exported 1

B3|

Session No. | Til Opened
MAA

Start
1

Closed
19/02/2006 @ 1312

End
22

Comments
Exported

I

[Double-ciick a Session Mo, to re-swpot, of (o stop fom exporting a session. F3 ta reset all Purchasss/Aetums. Export

The export window lists every session you’ve run per date per till, giving:
= the start date and time of each session
= the end date and time of each session

= the transaction number at the start and end of each session
= the status of each session.

The status of the session is displayed in the Comments column and will display either:
= ‘Exported’ (meaning the session has already been exported)

= ‘Will be Exported’ (meaning the session will be part of the export), or

= ‘Not Reconciled’ (meaning a cashup has been completed without entering takings).

Only those sessions with the ‘Will be exported’ status will be exported.

2 Click Export - F10 or press F10.

On successful completion, a window appears stating the number of suppliers, purchases and
sessions exported. All are exported together in a single file called Retail.txt. For more details about

this file, see ‘About the Retail.txt file’ on page 341.

When an accounting export is carried out, the Retail.txt file is automatically backed up. For more
details, see ‘Automatic backup of the Retail.txt file’ on page 305.

3 Click OK.

304
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To import RetailManager accounting data into your MYOB business management
software

NOTE: Using the AccountRight Online API?  If you're using the AccountRight Online API, you don’t need to
complete these steps. Your file is automatically set up to import from RetailManager.

1 Start up your MYOB business management software. A window appears asking whether you want
to import the Retail.txt file.

NOTE: Prompt to import Your MYOB business management software will only prompt you to import
the Retail.txt file if the file is in your business management software folder.

If your MYOB business management software is already running, you will need to go to the File
menu and choose Import Data, and then choose RetailManager.

2 Click Yes.

Automatic backup of the Retail.txt file

When an accounting export is carried out, two text files are created in your MYOB business
management software folder (for example, C:\MYOB105). The two files created are called Retail.txt
and RMCopy.txt. The RMCopy.txt file is an exact copy of the Retail.txt file and is created so that if the
Retail.txt file is corrupted or deleted, there is still a possibility of retrieving the data.

For any subsequent exports of data from MYOB RetailManager, the existing text files are renamed with
a .bak extension, and new Retail.txt and RMCopy.txt files are created.

To replace the Retail.txt file with the RMCopy.txt file

If the Retail.txt file is either deleted or corrupted, use the RMCopy.txt file to import the data.
1 In Windows Explorer, rename the Retail.txt file as OldRetai I . txt (if it still exists).
2 Rename RMCopy.txt as Retai I . txt.

3 Import into your business management software as explained in the previous section.

Importing data into RetailManager

Using the MYOB RetailManager Import & Export Wizard, you can import information about your
customers, suppliers, stock items and staff members into your RetailManager shopfront database. In
addition to importing new records into RetailManager, you can also update your existing
RetailManager records.

NOTE: Importing data from MYOB RetailBasics For details about how to import data from
MYOB RetailBasics into RetailManager, see ‘Importing data from MYOB RetailBasics into RetailManager’ on
page 313.
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Import data in sequence

When you run the RetailManager Import and Export Wizard, you will be asked to choose the type of
data (stock, supplier, customer or staff) that you are importing. If you want to import more than one
type of data, you will need to run the wizard more than once.

For example, if you want to import both supplier and stock data, you will need to run the
RetailManager Import and Export Wizard twice—once for importing suppliers and the second time for
importing stock.

Further, you must import the data in a particular sequence. This is to ensure that any links between
records are retained. For example, if chocolates are always supplied by a supplier called Cocco Trading,
the stock records for chocolates will have this company as the default supplier. To retain this
information, you must first import the suppliers and then the stock. If you import the stock first, the
system will not find a record for Cocco Trading and the chocolates will not be linked to a supplier.

Follow this sequence when importing more than one type of data:
1 Import Staff

2 Import Suppliers

3 Import Customers

4 Import Stock.

To import data into RetailManager

1 Gotothe File menu and choose Import & Export. If you are connected to a shopfront, a message
appears asking you to perform a backup before proceeding.

2 If you want to proceed without backing up, click Continue.

Or, if you want to back up your database, click Backup. In the window that appears, choose a
location for the backup file and click Save.

The shopfront connection is closed, and Step 1 (Welcome) of the MYOB
RetailManager Import & Export Wizard appears.

[E MYOB RetailManager Import & Export Wizard - Import 2

The RetailManager Import & Export Wizard imports and exports to and fiom a RetaiManager shopfront database:

Selsct the action you would like to perform.

@ Import Dats Export Data

Tip: Itis recammended that you perform & backup prior o rurning the Impott procsss

Help < Back Import Cancel
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3 Click Import Data and click Next. Step 2 (Data Selection) appears.

2] MYOB RetailManager Import & Export Wizard - Import ==

Import file rom:
Select the text file that contains the information you want, Click Browss to make your sslection,

Browse

Save to
FietailManager Shopfront database.

C:hRetaibd\Claanaater Py Lidsrecent mdb EBrowse ...

Help < Back Mext > Import Cancel

4 Specify the file you want to import data from:
a Click Browse next to the Import file from field. The Locate File window appears.

b Locate and select the file you want to import, and click Open. The name of the text file you
selected is displayed.

(@ MYOE RetailManager Import & Export Wizard - Import [=

Impoit file from:
Select the text file that contains the information you want. Click Browse to make your selection,

C:\Ratailtd D atahStock tit Browse ...

Save to:
Select the Retailanager Shophiont databass. Clisk Browse to make your selection.

Browse

Help <Back Nert > Import Cancel

5 Specify or change the database you want to import the data into:
a Click Browse next to the Save to field. The Select Database window appears.
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b Open the required shopfront database folder, select the recent.mdb file and click Open. The
name of the database file you selected is displayed.

[ MYOB RetailManager Import & Export Wizard - Import [=]
Import fil from:
Select the test file that contains the information you want. Click Browse to make your selection
C:\Retaib\Data\Stock tat ea—
Savelo
Select the RietaiManager Shopiront datsbase. Click Browse ta make your selection
C:\RetaiM\Cleanater Pty Lid\Recent mdb e—
Help <Back | [ Newt> | Import

6 Click Next. Step 3 (Import File Options) appears.

[ MYOB RetailManager Import & Export Wizard - Import =]
Select the type of information you wank b import First Lins Farmat
i i i i Barcods -
@ Stack ) Custoer ) Supplier () Stalf Description :‘
Categon_1
Categon_2
First Line Categon_3
. . Department
© Label ) Data Custom]
Custom2
Extended_Desc
Field Separatar Goods Tax
©) Comma © Tab Cost
Sales_Tax
Sel |
Help <Back | [ Next> Import

7 Select the type of data you want to import—Stock, Customer, Supplier or Staff.

8 Specify if the first line (or record) in the import file contains a Label or actual Data. In most cases
the first record in an import text file is a label, and not actual import data.

9 Determine and select the type of field separator—Comma or Tab—used in the import file.
Switching between the comma and tab options will cause the grid on the right to display a list of
field names. If you select the wrong format, the grid will only have one field name appearing on
one line. If this happens, simply select the other format.

NOTE: Field Separator A separator is the character used to separate one field element from another
in a text file record.

10 Click Next. You will be presented with different Import Options windows depending on the type of
data you chose in the earlier step. You will need to specify whether to Add or Update records, and
also choose other options.

See the following sections for more information:

= ‘Import Options for Staff or Suppliers’ on page 310
= ‘Import Options for Customers’ on page 311

= ‘Import Options for Stock’ on page 312.
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11 When you have finished setting the import options, click Next. Step 5 (Field Matching) appears.

MYOE RetailManager Import & Export Wizard - Import =]

To mateh fields, click on the field in the Impart Grid and drag it ta the conesponding fiekd in the RretaiManager Giid,
Make sure that the required fislds are matched to uniquely identify the record. Pequired fields are marked with
asterisks (] in the Fieq column beside the field. Click Import to proceed.

Import Grid RetailManager Grid
Fieq |Field Deseription Matching Import Field
Barcode | Barcode
Description || e Description
Category_1 Category_1
Category_2 Category_2
Category_3 Category_3
Department Department
Custo1 Custo1
Custom2 Custom2
Ertended_Desc Ertended_Desc
Goods_Tax | Goods_Tax |
[Fecod Count | E3 [ Matchallby Name | [ Matchen | [ Resst |
[ hHee | [ <Bask | New > Import

12 Match the required Import fields to the RetailManager fields:

To do this... Do this...

To match fields one at a time Click the required field in the Import Grid once. The field is highlighted and a
frame appears over it. This frame is now attached to your mouse pointer.
Move the mouse pointer and frame to the corresponding field in the
RetailManager Grid and click once.
The import field name is displayed in the RetailManager Grid Matching
Import Field column, and an arrow is displayed next to the field name in the
Import Grid Available Fields column.

To match fields that have the Click Match All by Name. Only fields within the Import Grid that have exactly

same name the same name as those in the RetailManager Grid will be matched.

To match fields in the order Click Match All. Fields displayed in the Import Grid Available Fields column

that they appear will be matched with the fields in the RetailManager Grid Field Description
column, in the order that they are displayed.

To remove a single matched Double-click the field name in the Matching Import Field column.

field from the RetailManager

Grid

To replace a matched field Select the new import field from the Import Grid and click the field you want

with another import field to replace in the RetailManager Grid.

To unmatch all previously Click Reset.

matched fields

13 When you have finished matching the fields, click Import. A message appears with details of the
import, including information about how many records were added and how many were rejected.

14 If you have finished importing data, click Finish. Or, if you want to import other data, click Import
Again to run the wizard again.

IMPORTING DATA INTO RETAILMANAGER 309



310

Import Options for Staff or Suppliers

Step 4 (Import Options) of the RetailManager Import and Export Wizard for suppliers or staff lets you
choose the following import options:

MYOB RetailManager Import & Export Wizard - Import (=l
Import Type: Supplier
A i _
@ Add ) Update
B | [] Automatically create supplier number
Help <Back | [ Newt> | Import

A Specify whether you want to Add or Update supplier or staff records:
¢ If you select Add, suppliers or staff will be added to the database except in cases where the supplier or staff
number field matches that of an existing record.
e |If you select Update, any existing record that has a matching supplier or staff number field (to that of an
import record) will be updated with the import record. Any import records that do not find such matches will
be rejected.

B  Automatically create staff number—If you want a supplier or staff number to be automatically generated for new
records, select this option.
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Import Options for Customers

Step 4 (Import Options) window of the RetailManager Import and Export Wizard for customers lets you

choose the following import options:

MYOE RetailManager Import & Export Wizard - Import =

Impart Type: Customer
A §
© Add ) Update
Default customer account manager |
Automatically create customer number
Default |
[T | <Detault: -

A Specify whether you want to Add or Update customer records:

cC

e If you select Add, customers will be added to the database except in cases where the customer number field

matches that of an existing record.

¢ If you select Update, any existing record that has a matching customer number field (to that of an import
record) will be updated with the import record. Any import records that do not find such matches will be

rejected.

B Default customer account manager—If you want to set a default account manager for customers in the import file

who do not have an account manager specified, select a manager from this list.

C  Automatically create customer number—If you want a customer number to be automatically generated for new

records, select this option.

IMPORTING DATA INTO RETAILMANAGER

311



Import Options for Stock

Step 4 (Import Options) of the RetailManager Import and Export Wizard for stock lets you choose the
following import options:

{5 MYOE RetailManager Import & Export Wizard - Import =
Import Type: Stack
A ) :
@) Add ) Update
elect the defaulf supplier for stack fems D e Ao o s
<Default h [F Exclude if Diepartrment Name is too long C
Defauil tax code for stock items 7] Exclude if Category Valus is too long
B 55T - Goods and Servicss Tax
Only import stock where the supplier s TRPoTEd SOt B S8l pices are:
P © TatEuchisive ) To Inclusive D
Help <Back | [ Mews | Import

A Specify whether you want to Add or Update stock:
¢ If you select Add, stock will be added to the database except in cases where the bar code and description fields
match that of an existing record.
¢ Ifyouselect Update, any existing record that has a matching bar code and description field (to that of an import
record) will be updated with the import record. Any import records that do not find such matches will be
rejected.

B  Select the default supplier for stock items—If you want to set the default supplier for stock items that do not have
a supplier specified, select a supplier from this list.
This option is only available if you chose to add stock.
Default tax code for stock items—If you want to change the default tax code for stock items that do not have a tax
code specified, select a tax code from this list.
This option is only available if you chose to add stock.
Only import stock where the supplier is—If you want to restrict your import to items from a specific supplier,
select the supplier from this list.
This option is only available if you chose to update stock.

C  Exclude duplicate bar codes—If you want to reject any import records that have the same bar code as records
already existing in your database, select this option.
Exclude if Department name is too long—If you want to reject any import records that have a department name
longer than 10 characters, select this option.
If you do not select this option, long department names will be truncated to 10 characters.
Exclude if Category Value is too long—If you want to reject any import records that have a category value longer
than 6 characters, select this option.
If you do not select this option, long category values will be truncated to 6 characters.

D Imported cost and sell prices are—Specify whether the cost and sale prices in the import records are Tax Exclusive
or Tax Inclusive by selecting either of these options.
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Importing data from MYOB RetailBasics into
RetailManager

The RetailBasics Importer lets you import stock, staff and customer records from MYOB RetailBasics
into MYOB RetailManager. To access the importer, go to the File menu and choose RetailBasics
Importer.

What about my other RetailBasics settings? You cannot import RetailBasics settings such as
preferences, hardware setup or staff security settings. You will need to set these up again in
RetailManager. Transaction records and active lay-bys are also not brought over.

CAUTION : If you intend to stop using RetailBasics  If you intend to stop using RetailBasics and start using
RetailManager instead, you will need to think about:

- how you will handle outstanding lay-bys

- how you will record the tax collected for transactions made in RetailBasics.

Once you have cleared any outstanding lay-bys, you may want to run the Tax Collected report in RetailBasics
and print a copy of it for your records. You will need to take this amount into account when you report your
tax collections to the taxation office. If you are unsure about how to handle this, check with your accountant.

If you have other questions about the process of moving from RetailBasics to RetailManager, please contact
MYOB technical support.

The following topics are included in this section.
= ‘How RetailBasics and RetailManager data are matched’ below

= ‘Toimport data from RetailBasics’ on page 314.

How RetailBasics and RetailManager data are matched

The importer will match the fields in your RetailBasics records with the equivalent fields in
RetailManager, even if they are labelled differently. For example, if you import customer records, any
data that was in the Comments field of RetailBasics will be imported into the Customer Notes field of
RetailManager.

However, there are also a few fields in RetailBasics that do not have a RetailManager equivalent. Data
in such fields may be ignored or treated differently, as explained below:

= Staff records—the Start Date and the Status will not be imported.
= Customer records—the Status will not be imported.

= Stock records—there may be a change to the following details:
= Unit of Measure—RetailManager does not have units that measure length (feet, centimetres,
metres). Therefore, stock items that use these units will be imported into RetailManager with the
default Each unit.
= Department—Because departments in RetailManager are linked to categories, the item will also
be assigned category values.

If the department already exists in RetailManager, then the stock item will be assigned category
values of N/A for every category that exists.

If the department does not exist in RetailManager, the department will be created with two empty
categories. The stock item is assigned category values of N/A for Category 1 and Category 2.

IMPORTING DATA FROM MYOB RETAILBASICS INTO RETAILMANAGER
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= Stock Status—RetailManager does not have a status field for stock. However, stock items with a
status of Inactive will have the Hide in Searches/Reports option selected when they come into
RetailManager. This means that they will not appear when you search for stock, or run reports.

To import data from RetailBasics

Step See
Run the RetailBasics importer below
Complete the RetailManager setup page 316

Task 1: Run the RetailBasics importer

1

Go to the File menu and choose RetailBasics Importer.

If any RetailManager windows are open, a message appears informing you that all open windows
will be closed. Click OK.

If you are connected to a shopfront, a message appears asking you to perform a backup before
proceeding.

If you want to proceed without backing up, click Continue.

Or, if you want to back up your database, click Backup. In the window that appears, choose a
location for the backup file and click Save.

An information message appears.

Read the information and click OK. The RetailBasics Importer window appears.

(1 MYOB RetailBasics Importer =
(@ Select RetailBasics data folder
Brawse ..
©) Select RetaiB asics backup file
Brawse ..
Select which RetailB asics infarmation to import
Stock [includes Tas Codes)
Customers
Staff
e

Select the location of your RetailBasics data:

= Ifyouwanttoimport from the RetailBasics data folder, select the Select RetailBasics data folder
option. Click Browse and select the data folder.

= If you want to import from a RetailBasics backup file, select the Select RetailBasics backup file
option. Click Browse and select the backup file.

An error message appears if the folder or file you selected does not contain valid data.
Choose the type of data you want to import—Stock, Customers and/or Staff.

If you select Stock, tax codes and stock pictures will also be imported.
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Click Advanced. The Advanced Options window appears.

MYOE RetailBasics Importer ==

Advanced Options

Exclude if RetailBasics Stock code matches a RetailManager Bar code
Excluds it Custamer D aheady exists

Excluds it Stalf ID ahieady exists

Choose the types of records you want to exclude.

To exclude these records... Choose this option...

Any stock records that have the same stock Exclude if RetailBasics Stock code matches
code as a RetailManager stock item a RetailManager Bar code
Any customer records that have the same ID Exclude if Customer ID already exists

as a RetailManager customer record

Any staff records that have the same ID as a Exclude if Staff ID already exists
RetailManager staff record

Click OK. The RetailBasics Importer window reappears.
Click Import. The data is imported.

If there is a difference in the rate of a particular tax code, a message appears stating that the tax
code you are importing has a different rate in RetailManager. Choose whether you want to use the
tax rate as defined in RetailManager or RetailBasics and then click OK.

NOTE: Taxinclusive prices Tax inclusive prices will be recalculated in RetailManager using the tax
exclusive price and the tax rate.

IMPORTING DATA FROM MYOB RETAILBASICS INTO RETAILMANAGER
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11 When the import is complete, the RetailBasics Import Summary window appears. The window
shows the status of the import (the number of records that were read, added and rejected, and the
number of warnings). It will also list the location of the import log file.

[® MYOB RetailBasics Importer

RetailBasics Import Summary

RetailBasics Import Summary

MNo. of records read: 3
MNo. of added records: 2
MNao. of rejected records: 1
Mo, ofwarnings: 0

Fejected records and warnings can be found in
CiRetailMiFejected_RE_Records.td

Remaining & records hawe been cancelled

[

NOTE: Rejected records If any of your records are rejected, open the import log file to find out the
reasons for the rejection. The log file will list the reasons.

12 Click OK. The Getting Started with RetailManager window appears.

® myoB RetailManager - RetailBasics Importer

Getting Started with RetailManager

Important Information

“ou need to set up RetailManager before you can start processing
sales

Find out more:

Cloge

13 Read the information and click Close. You have now finished importing records.

14 You will now need to complete the rest of the RetailManager setup. Go to ‘Task 2: Complete the
RetailManager setup’ next.

Task 2: Complete the RetailManager setup

After you complete the import from RetailBasics, you need to complete certain RetailManager setup
tasks. Use the table below as a guide.

Why do | need to do these additional tasks? These additional tasks are necessary because
RetailBasics is designed differently from RetailManager. For example, RetailBasics does not have the

ability to track inventory or store supplier records. Stock items in RetailBasics do not have details of the
cost price.
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You will, therefore, need to enter such additional details. You will also need to re-enter program
preferences such as the hardware setup and lay-by preferences.

Step Details

1  Setup your retail You will need to set up your hardware in RetailManager. Your RetailBasics settings are not
point-of-sale automatically brought over to RetailManager.
hardware See ‘Setting Up Hardware’ on page 371 for full instructions on setting up standard retail

hardware, including docket printers, bar code scanners, cash drawers, EFTPOS terminals
and pole displays.

2 Setup RetailManager has a number of options and setup commands which significantly affect
RetailManager the way you will use RetailManager in your business.
options These may include preferences such as those found in the Customise Settings and

Setup and Maintenance windows of RetailBasics. For example, you may want to set in
RetailManager the rounding rules and lay-by preferences you had set in RetailBasics. You
may also need to create the same payment types.

To set these options, go to the Setup menu and choose Options. Review and set each
option as required. See ‘Customising MYOB RetailManager’ on page 21 for instructions.

3 Create supplier To use the purchase tracking features of RetailManager, you will need to create supplier
records in records.
RetailManager See ‘Maintaining supplier details’ on page 90 for instructions on creating your supplier
records.

NOTE:  If you export accounting information (including detailed purchases)
to your MYOB business management software, the name of each supplier in
your MYOB business management software must match the name in
RetailManager exactly—including the same capitalisation and case.

4  Edit departments RetailManager allows three category classifications for items within a department. Using
and create departments and categories to group items in your inventory can provide greater detail in
categories reporting, and will help you streamline stock searching and stocktaking.

If necessary, edit the departments that have been imported from RetailBasics, and create
categories and category values. See ‘Stock’ on page 87 for more information.

5  Assign stock Assign your stock items to the appropriate departments and categories using the
items to Reassign Stock Items feature.
departments and See ‘Reassigning stock items’ on page 104 for more information.
categories

6 Edittheimported Edit each stock item using the Goods Received or Stock window in RetailManager. For
stock items each stock item imported from RetailBasics, we recommend that you:

e enter cost price details in the Purchases (Cost) fields

e select the supplier for the item

¢ set the minimum and maximum quantities that you want to have on hand.
See ‘Updating stock item details’ on page 118 for more information.

7  Setup staff Re-create the staff security options you had in RetailBasics. See ‘Security’ on page 285.
security
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Performing administrative tasks from another
computer

In a retail business, you might not have the time or the appropriate environment to perform your

administration tasks, such as running reports and analysing your business performance. Frequently,
owners choose to run their reports, process Goods Received invoices, and do some of the business’
paperwork in another location or on a different computer to the one they use for POS transactions.

Purchasing an additional MYOB RetailManager Remote Site Licence allows you to work on your
shopfront database from a second computer.

A RetailManager Remote Site Licence incorporates all the functions of RetailManager, without the POS
transactions.

Working away from your RetailManager POS computer becomes a simple matter of transporting
copies of your database files between the two computers, and keeping each database up to date.

CAUTION: Synchronising databases It is important that you do not try to update one copy of the database
when the other is still being used, or your databases won’t be synchronised. You should only update your
database on your remote computer outside work hours, or when the shop database is not being used (and
vice versa). After you have updated your remote database, make sure you restore the database at work before
you make any transactions.

General maintenance

Improving the performance of RetailManager

There are a number of steps you can take to make sure MYOB RetailManager is running at optimal
speed. The following is a list of ways to improve the performance of RetailManager, including steps for
optimising both hardware and software performance.

General Your computer may need rebooting. Restart your computer. Also, check that your printer,
cash drawer, pole display and other hardware devices are working and have been set up correctly. For
information about setting up your hardware devices, see ‘Appendix a: Setting Up Hardware’ on

page 371.

Shopfront database location If you use RetailManager on more than one computer, store your
shopfront database on the computer on which RetailManager is most frequently used.

Hard disk space As a guide, your hard disk should have 30% or more of its capacity available. For
example, with a 100GB hard disk, keep at least 30GB available.
You can reclaim space on your hard disk by using the Microsoft Disk Cleanup utility.

1 Gotothe Start menu and choose All Programs, then Accessories, then System Tools and then Disk
Cleanup.
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2 [Windows Vista] The Disk Cleanup Options window appears, and asks you to choose to clean up
either My files only or Files from all users on this computer. Choose an option, and the Disk
Cleanup: Drive Selection window then appears, and asks you to choose the drive you want to clean
up. Choose an option and click OK.

3 The Disk Cleanup window appears, and calculates how much space you will be able to free on your
(C:) drive. The Disk Cleanup for (C:) window then appears, showing a list of files that can be
deleted.

4 Click OK to delete the files.

Disk fragmentation Fragmentation is caused by creating and deleting files and folders, installing new
software, and downloading files from the Internet. Files and folders are not necessarily saved in a
single space on a disk; they’re saved in the first available space. After a large portion of a disk has been
used, most of the subsequent files and folders are saved in pieces across the disk.

When you delete files or folders, the empty spaces left behind are filled in randomly as you save new
ones. This is how fragmentation occurs. The more fragmented the disk is, the slower your computer’s
performance will be.

You can defragment your hard disk by using the Microsoft Disk Defragmenter utility.

NOTE: Length of defragmentation Defragmenting your hard disk may take some time. You may want to
run the defragmentation outside of business hours.

1 Gotothe Start menu and choose All Programs, then Accessories, then System Tools and then Disk
Defragmenter. The Disk Defragmenter window appears.

2 Click Defragment.

File storage system on hard disk Power surges, power failures and hard disk problems can interrupt
the process of writing information to the hard disk. Such interruptions corrupt the data on the disk.

CAUTION: Error-checking and data destruction The error-checking utility may destroy data. We strongly
recommend that you contact your system or network administrator before using it.

1 Open Windows File Explorer (Computer in Windows 7).
2 Right-click Local Disk (C:) and choose Properties. The Local Disk (C:) Properties window appears.
3 Click on the Tools tab, and then in the Error-checking area click Check Now....

NOTE: Earlier versions of Windows In earlier versions of Windows, the error-checking utility is called

Scandisk, and is found by going to the Start menu, choosing All Programs, then Accessories, then System
Tools and then Scandisk.

Server load If your server stores other databases in addition to your shopfront database,
RetailManager might not run at optimal speed. If the performance of RetailManager is causing
problems, you could consider storing the database on a separate server.

If you use RetailManager on a network, closing RetailManager on one computer when you are not
using it will improve the performance of other computers.

System speed  Although your shopfront database is stored on one computer, data is processed by all
computers in your network. The faster the computer, the quicker the data being sent and received
between networked computers will be processed.

GENERAL MAINTENANCE
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You can improve computer speed by increasing:

= RAM-—BYy increasing the amount of RAM in your computer, less temporary information will be
stored on your hard disk, and your computer speed will improve significantly. The RetailManager
Getting Started guide provides you with the minimum and recommended amounts of RAM needed
to run RetailManager.

= Processor speed—Increasing the speed of your computer processor will improve the performance
of RetailManager.

Operating system If you are using Windows, make sure all computers in your network use the same
version and network setup, as this will improve the performance of RetailManager. For more
information about system requirements see your RetailManager Getting Started guide.

Itis important to update your computers in accordance with any Microsoft Windows updates. These
are available for download from the Microsoft website or through the Windows Update function
installed with Windows.

Network speed To get the best performance from RetailManager, make sure that your network is
running at 100 MBps or higher. Network hardware that runs at 1000 MBps and 10000 MBps is now
available.

Wireless networks are becoming more popular, but currently they are slower and less reliable than
cable networks.

Accessing your shopfront database over a network is always slower than accessing it on your local hard
disk. To improve performance, make sure the computer that you store your shopfront database on is
the fastest computer in your network.

Software conflicts Additional utilities are installed by some programs to improve their own
performance, but these utilities may slow down RetailManager. Such programs may be set to start up
when you turn on your computer, and to stay running continuously in the background. You may want
to disable these programs from starting when you turn on your computer.

NOTE: Disabling programs Before disabling such programs, contact your system or network administrator
to make sure that the settings are changed correctly.

RetailManager database maintenance Performing the maintenance functions provided by
RetailManager frequently (usually once a week) will also make sure that the database is running at
optimal speed. See ‘Rebuilding and compacting your shopfront database’ on page 281 and ‘Archiving
your shopfront database’ on page 283.
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Migrating to a new computer

This section provides advice on migrating RetailManager and its associated files to a new computer.
The steps for migrating to a new stand-alone computer or a new network computer or a new server
computer are the same. Some additional notes for migrating to a new server computer without
disruption to your network are also provided.

Before you start

1

2

Make a note of all your settings and options within RetailManager.

Look up your last sale and note the docket number, date and time.
a Go to the Tools menu and choose Lookup. The Lookup Transactions window appears.
b Click Show Last Sale. The Sale window appears.

[ [ T —
Buariertsest

- s of Chcclains OO0 [MEC o8t e - me

¢ Make a note of the docket number, date and time.

Make sure all users are logged out of RetailManager.
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To migrate to a new stand-alone, network or server computer

On your old computer

recommend you save so that you can transfer them to your new computer.

Before removing your old computer, there are certain files that we

¥

@le » Computer » Hard Disk (C) » RetailMl » | ¥
File Edit View Tools Help
Organize » [ Open  New folder 4
i [ Neme 2 Date modificd Type Size ‘;
I Desktop [} Clearwater 22/08/201111:29 ... File folder 4
i Downloads Data 22/08/2011 9:59 AM  File folder Pp*
il Recent Places [ | Dackets 10/08/2011 11:4 File folder &
Help 10/08/2011 1 File folder
= Libraries [7] | Reports File folder )
| Documents || config.bak BAK File T8 KB J
o' Music 2] config.mdb Microsoft Access .. 78 KB {
| Pictures [7]|_| CustomLabel.def i DEF File 2KB| p
ideos dcomg5.exe 23/04/199 Application 1,201 KB ’
& vid PP
%] duzactedll 6/02/2003 10 Application extens... 256 KB
1% Computer %) dzactrdil Application extens... 296 KB
&, Hard Disk (C:) | Label.def DEF File 2k8 /1
Sl N s Tttt e g ap ™ 2000999 1020 AN, Applicgiones o gh_PISBKE LA

File Location

Your shopfront folder C:\RetailM\<your_shopfront_name> (for example C:\RetailM\Clearwater Pty Ltd).
You do not need to save this folder if you are migrating to a new network
computer.

config.mdb C:\RetailM\config.mdb

Customlabel.def C:\RetailM\Customlabel.def. This file holds any customised bar code labels that

you have set up in RetailManager.
Any customised reports In the Reports folder at C:\RetailM\Reports.

Any customised invoices In the Dockets folder at C:\RetailM\Dockets.

If you can access the new computer over a network, you can copy the files directly to your new
computer. Otherwise, you will need to copy the files to a CD or other storage device.

NOTE: Deselecting the read-only option If you copy these files to a CD, make sure that after they are
copied to your new computer, the read-only option is deselected. To do this, go to C:\RetailM, right-click each
file and choose Properties. The Properties window appears. In the General tab, deselect the Read-only
option, click Apply and then click OK.

On your new computer Follow these steps on your new computer:
1 Loginto Windows as an Administrator.

2 Install the latest version of RetailManager that you have, even if you were using a previous version
on your old computer.

3 Copy your shopfront folder(s) into C:\RetailM. You do not need to copy this folder if you are
migrating to a new network computer.

4 Copy the config.mdb and Customlabel.def files into C:\RetailM.

5 Copy any customised reports and invoices into C:\RetailM\Reports and C:\RetailM\Dockets
respectively.
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6 Open RetailManager. When asked if you want to transfer the RetailManager licence, click Yes.

7 Go to the File menu and choose Configuration. The Shopfront Configuration window appears.

(L) Shopfront Configuration =]

Shop Mame Database Path
Cleamwater Py Lid CA\Retail“Cleamnwater Py Lids

m] »

Shopfionts ‘ Maintenance |

New Shopfront £dd & new shopfront [empty database)
Rename Shop Fiename existing shopfiont
Network To Connects to an existing shopfront
Disconnect Disconnects an existing shopfiont

8 Select your Shop Name from the list, click the Maintenance tab and then click Rebuild/Compact.
The Rebuild/Compact process starts to run.

9 When the Rebuild/Compact has finished, close the window and open your shopfront database. Go
to the Tools menu and choose Lookup. The Lookup Transactions window appears.

10 Inthe Sales tab, click Show Last Sale and make sure the last sale details match those you noted
earlier.

11 Reset all the settings and options you noted earlier.

NOTE: Uninstall RetailManager from your old computer When you have set up RetailManager on
your new computer, you can uninstall it from your old computer.

Additional notes for migrating to a new server computer

To minimise disruption to your network, make sure your new server computer has the same computer
name as your old one. If your computer name remains the same, the network license(s) will find your
shopfront without having to reconnect.

To share the RetailM folder on the server so that it can be accessed by all network computers, see
‘Setting up a RetailManager network’ on page 395.
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roubleshooting

Occasionally you might come across difficulties with hardware and general Windows issues that affect
the operation of MYOB RetailManager. This chapter delves into some of these issues and explains how
you can identify and resolve them.

The Troubleshooting chapter also provides you with some solutions to common questions about how
to perform more complex tasks in most areas of RetailManager.

Common solutions

If you are having technical issues with MYOB RetailManager, a simple Windows remedy can often help
solve the problem:

= Reboot your computer and printers. Click Start, then Shut Down, then Shut Down or Shut Down
Computer. Once you have shut down your computer, turn off your printers. When your computer
and printers are all turned off, wait 30 seconds, and then start up your printers again, and then your
computer. Restart RetailManager.

= Defragment your hard disk. Click Start, go to Programs or All Programs, then Accessories, then
System Tools, and select Disk Defragmenter. See Windows Help for more information.

= Delete the files in your temp folder. Use Windows Explorer to go to your temp folder
(C:\Documents and Settings\<user name>\Local Settings\temp). When you locate your temp
folder, delete all the files in it. Make sure you have no other programs running in the background
when you do this.

= Check your computer for viruses. To do this you will need a virus checker program. Check with your
retailer.

= Maintain your database. If you are having problems with your database, see ‘Maintaining your
shopfront database’ on page 278 for more information about managing your database, and what
options are available for fixing it.

Restart your computer again after the above measures. If they haven’t been successful, you should
contact your MYOB RetailManager Professional or RetailManager technical support.
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Common hardware solutions

= Cannot use a point-of-sale hardware device such as a docket printer, bar code scanner, cash
drawer, or pole display. Make sure that drivers for these hardware items are not
installed—RetailManager works with these devices directly. If a driver is installed, it can interfere
with the operation of the hardware when using RetailManager.

= Cannot use all my serial devices at the same time. With some models of IBM-compatible PCs,
there are two serial ports built in. These two ports have interrupt settings (IRQs) allocated to them.

If you have added a serial card to provide additional serial ports, you must ensure that any
additional ports each have a unique IRQ. Some (inexpensive) models of serial port cards do not use
additional IRQs, and these models will not work properly with RetailManager and extra serial
devices.

Restart your computer after the above measures. If they are not successful, you should contact your
MYOB RetailManager Professional or RetailManager technical support.

Cash drawers

The cash drawer will not open

1 Check that the cash drawer is plugged into the port on your computer (or printer) and the power is
switched on.

2 Check that the cash drawer is not locked and can open without obstruction.
3 Make sure you have selected the Use Cash Drawer option in the Cash Drawer window.

4 Check that you have entered the correct control code required to open the cash drawer in the
Trigger field. Refer to the cash drawer documentation or speak to the supplier of the cash drawer
for this setting. Check that you have converted the control code correctly to the format used in
RetailManager.

5 If your cash drawer is connected to your docket printer:

a Make sure there is paper in the printer, that the printer is turned on and that it is online.

b Make sure you have selected the correct printer model from the Printer Type selection list in the
Cash Drawer window.

¢ If your printer has more than one cash drawer connection, make sure it is plugged into the
correct one on the printer.
6 If the cash drawer is plugged directly into a port on your computer (and not the docket printer):
a Check that the correct port is specified in the Cash Drawer window.

b If you are using a serial cash drawer, check that the multiplier required to open the cash drawer
is set correctly. You may need to speak to the supplier of the cash drawer for this setting. The
default displayed in the Multiplier field is 1. Try increasing this number by five and testing the
cash drawer until it opens.
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¢ If you are using a serial cash drawer, make sure that the IRQ (Interrupt Request) your serial port
is using is not shared by another serial port on your printer. Often a third or fourth serial port
may share its IRQ with ports one and two. An internal modem may also be sharing the same IRQ.
To check which IRQ your serial port uses, go to the Start menu, right-click Computer and choose
Properties. The System window appears. Choose Device Manager from the left pane of the
window. The Device Manager window appears.

In the Device Manager window, select Ports (COM & LPT), right-click the port that you want to
check the settings for and choose Properties. The Communications Port (COMXx) Properties
window appears.

Click the Resources tab and make a note of which IRQ your serial port uses. Then click OK.

d Follow these steps to check that the other serial ports you are using don’t use the same IRQ.

e If you are using a serial cash drawer, check that the port settings you entered are correct. On
some serial cash drawers you need to lower the baud rate of the serial port to 300. This is
achieved by changing the properties of the port in the Settings window (click Settings in the
Cash Drawer window).

CASH DRAWERS



Docket printers

How do | print a docket printer self-test? below
The docket printer is not printing or is printing illegible text below
Only part of the docket is printing page 329
The paper cutter is not functioning page 329
The docket is cut before printing is complete or the full docket is not printing page 330
The docket is not printing in a second colour page 330
The entire docket is printing in red page 330
The docket is not printing in double-width page 330
The docket is printing in double-width page 331
The last few characters on a line print onto a new line of the docket page 331
My company name prints in a large font. How can | print it in a small font? page 331
My printer responds to a test in the Hardware options, but will not print a sales docket page 332
A docket prints for every sale. | only want to print a docket for selected sales page 332
Only the first part of the sales docket is printing. It stops after a certain amount of characters are page 332
printed

What is the width of the printer paper roll? page 332
Each time | print, the printer error light appears page 332
Why does the Paper Out light appear before the paper roll is finished? page 332
My Posiflex PP 8000 USB thermal docket printer does not work in RetailManager page 333
Error: Docket Printer (40 Column) is not set - please check your Hardware page 334

How do | print a docket printer self-test?

1 Turn the printer off.
2 Hold down the Feed button, and while doing so switch the printer on. A test page will print.

3 Asuccessful docket printer self-test will print details of the printer settings such as the connection
type and buffer level. Make a note of these details.

If the self-test did not print or contained illegible text, the printer may be faulty. Consult your
printer vendor.
The docket printer is not printing or is printing illegible text

= Make sure the printer is set up, and the Select to Print options are selected in the Settings tab of
the Printing Options window (see ‘Printing options’ on page 31 for more information).

= Make sure the printer is switched on, connected and has paper.
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Make sure the Use Docket Printer option is selected in the Docket Printer tab of the MYOB
RetailManager Hardware window (see ‘To set up your docket printer’ on page 374 for more
information).

Make sure the 40 col option is selected in the Setup tab of the Printing Options window (see
‘Printing options’ on page 31 for more information).

Perform a printer self-test. If the self-test is OK, continue with the next step.
Print a test page in Windows.

If the test page contains illegible text, there may be a problem with the printer, the portitis
connected to or the cable used to connect it.

If the printer is connected via a serial (COM) port, make sure the port settings are correct:

= Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

= Click the Docket Printer tab and then Settings. The Settings for Serial Cash Drawer window
appears.

= Make sure the settings are correct. For information on the correct settings, see your printer
documentation.

= Check the port settings in Windows Device Manager. Make sure you are using the cable supplied
or recommended by your printer vendor.

If the docket printer is still not printing or is printing illegible text, try connecting it to a different
port with another cable, or try connecting it to another computer.

Test various buffer sizes in the Docket Printer tab of the MYOB RetailManager Hardware window.

Refresh the Printing and Hardware options.

If the printer still does not print successfully, it is likely to be faulty. Please consult your printer vendor.

NOTE: Printer switch boxes Do not use a printer switch box, as most modern printers continuously send
and receive data to the computer even when it is not printing. It is always best to install a second printer port.

Only part of the docket is printing

1

Make sure you have selected the port that your docket printer is plugged into from the Port list in
the Docket Printer tab of the MYOB RetailManager Hardware window.

If you are printing to a docket printer connected to another computer, make sure you select the
Generic/Text Only printer for that computer, and not your own Generic/Text Only printer. Select
the printer from the Port list in the Docket Printer tab of the MYOB RetailManager Hardware
window. For more information see ‘Sharing docket printers (serial printers only)’ on page 376.

The paper cutter is not functioning

Make sure your docket printer has a paper cutter installed.

Check that you have entered the correct settings for your paper cutter:

a Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

b Click the Docket Printer tab.

¢ Make sure you have selected the correct printer model in the Model field.

d If not already selected, select the Activate option in the Paper Cutter section.

e Make sure you have entered the correct control codes in the Half Cut or Cut fields. These codes
are required to activate the printer cutter. See ‘Control codes’ on page 372.
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f Make sure you have selected the appropriate cut option for your printer: Half Cut or Cut.
g Click Apply and then Test.

If your paper cutter still does not work, you may have entered the incorrect control codes for your
printer. For the correct control codes, see your printer documentation.

The docket is cut before printing is complete or the full docket is not printing

1 Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Increase the number in the Lines to advance before cut field.

3 Click Test. If the problem reoccurs, continue increasing the number until an adequate number of
lines advance before the cut.

The docket is not printing in a second colour

1 Make sure your docket printer supports second colour printing.
2 Make sure you are using a double-colour ribbon in your printer.

3 Goto the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

4 Click the Docket Printer tab. Make sure you have entered the correct control code in the Second
Colour On field. This code is required to activate second colour printing. See ‘Control codes’ on
page 372.

5 Clear all text from the Second Colour Off field.

6 Click Apply and then Test.

The entire docket is printing in red

You can try turning off second colour printing. Some printers require a Second Colour Off setting to do
this.

1 Goto the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Make sure you have entered the correct control code in the Second
Colour Off field. This code is required to deactivate second colour printing. See ‘Control codes’ on
page 372.

3 Clear all text from the Second Colour On field.

4 Click Apply and then Test.

The docket is not printing in double-width

1 Goto the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Make sure you have entered the correct control code in the Double
Width On field. See ‘Control codes’ on page 372.
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The docket is printing in double-width

Some printers require a Double Width Off setting to turn off double-width printing.

1 Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Make sure you have entered the correct control code in the Double
Width Off field. See ‘Control codes’ on page 372.

The last few characters on a line print onto a new line of the docket

This may be because the buffer size has been set incorrectly. Check your printer documentation or
print a printer self-test to find out the correct buffer size for your printer. If this information is
unavailable, you can increase the buffer size by trial and error. The default buffer size setting of 4 will
work for most printers, but it can be set to any number between 1 and 99.

1 Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Increase the value in the Buffer Size field and click Test.

If you are using a serial (COM) port docket printer, the error may be due to incorrect serial port settings.

3 Tocheckthese settings, open the Windows Device Manager (accessible from the Windows Control
Panel)

4 Inthe Device Manager window, select Ports (COM & LPT), right-click the port that you want to
check the settings for and choose Properties. The Communications Port (COMx) Properties
window appears.

5 Click the Port Settings tab and make sure the port settings match the settings listed in your printer
documentation or printer self-test, then click OK.

6 Retest the printer in RetailManager.

My company name prints in a large font. How can | print it in a small font?

This is because the Double Width option has been selected.
To switch Double Width off:

1 Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

2 Click the Docket Printer tab. Make sure you have entered the correct control code in the Double
Width Off field. This code is required to deactivate double width printing.

3 Clear all text from the Double Width On field.
4 Click Apply and then Test.
To switch Double Width On:

5 Gotothe Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

6 Click the Docket Printer tab. Check that you have entered the correct control code in the Double
Width On field. This code is required to activate double width printing.

7 Clear all text from the Double Width Off field.
8  Click Apply and then Test.
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My printer responds to a test in the Hardware options, but will not print a sales
docket

This may be because either the Hardware or the Printing options have not been applied by
RetailManager. Often, if you refresh the settings, the printer will work.

1 Switch the printer off and then switch it on again.
2 Close and then restart RetailManager.
3 Turn off and then restart your computer.

4 Go to the Setup menu and choose Hardware. The MYOB RetailManager Hardware window
appears.

5 Click the Docket Printer tab, deselect the Use Docket Printer option and click Apply. Then reselect
the Use Docket Printer option and click Apply again.

6 Go to the Setup menu, choose Options and then Printing. Select the A4 option for Dockets and
click Apply. Then select the 40 col option for Dockets and click Apply again.

A docket prints for every sale. | only want to print a docket for selected sales

1 Go to the Setup menu and choose Options. The Options window appears.
2 Choose Printing and then click the Settings tab.

3 Inthe Select to Print field, deselect the Sales Dockets option. This will prevent dockets from
printing for sales.

To print a sales docket for selected sales when the Sales Dockets option is deselected, reprint the last
sale:

3

% Go to the Tools menu, choose Reprint and then choose Last Sales Docket.

Only the first part of the sales docket is printing. It stops after a certain amount of
characters are printed

This may be because the buffer size has been set incorrectly. Follow the steps for ‘The last few
characters on a line print onto a new line of the docket’ on page 331.

What is the width of the printer paper roll?

RetailManager is set up to print to docket printers that use paper rolls 80mm wide. If your docket
printer uses paper rolls of another width, dockets printed by RetailManager may not be aligned
correctly.

Each time | print, the printer error light appears

Do a printer self-test (see ‘How do | print a docket printer self-test?’ on page 328 for more information).
If the error light still appears, the width of the paper roll you are using may be too narrow for the
printer (less than 80ml). If you received a small plastic stopper with the purchase of your printer, place
the stopper between the paper