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General Overview

Total Retail Solution

The Total Retail Solution (TRS) program is a comprehensive point of sale system you can use to
streamline your retail business. The partial screen below is the main TRS program.

File Edit Spedal Searches Editlists Reports Maintenance Security POS  Inventory Internet Help
!‘= % I:E E,a i Reminders ‘

9 Review POS| 0 Serialized Inv.
2 = >
[Tl

1 Customers |2 Sales | 3 Repairs | 4 Leads | 5 Classes | 6 Sections | 7 Accounts/Layaways | 8 Point Of Sale [ Orders | Easy Senvice | Rentals

From this program screen you can perform nearly every taskchezden the vital sales and
inventory portion of your business. You can also track classes, repairs, services and rentals.

This manual describes in detail the features and functions of the TRS program.

About This Manual

This user 6 s guondlk andiscludesinstruttiBrs foMusirrg she Point Of Sale
(POS) features. If you have purchased TRS 11 without the Point Of Sale module, please
disregard the parts of the manual that refer to Point Of Sale or POS.

Descriptions of TRS Databases

TRS is dvided into different databases that all work together. Below is a brief description of
them.

Stores information about your customers. Each record in the database
stores a customer's name, address, email address, phone numbers, date
added, last activity date, notes, classification information, and some spare
fields for your own use.

Customers

Stores information about the sale of a single large-ticket or serialized item,
such as a sewing machine, vacuum cleaner, etc. It tracks who purchased
it, the price paid, what salesperson sold it, the commission made and so
forth.

Sales

Stores information about repairs performed. Each record tracks what
machine and accessories the customer brought in, the service request, the
work performed and the technician who worked on it, the prices for parts
and labor, etc.

Repairs

Tracks valuable sales leads. Track information about the potential
Leads customer, such as the product demonstrated, the price quoted, the demo
length, the current status, notes about the customer or demo, and so forth.

Tracks the classes you offer. Each record in this database stores the

Classes name and description of the class.
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Section

Tracks each time you offer a class. For instance, if you have a class
called "Beginning Sewing", and you offer it 5 different times, each of those
times is a "section". Each record in this database stores information such
as the dates and times of the section, the name of the instructor, the price,
and the maximum number of students.

Enrollment

Tracks who is enrolled in the sections of your classes. Each enroliment
record stores data such as who is enrolled, what class and section they
are enrolled in, and whether they have paid for the class yet.

Accounts/Layaways

Tracks layaways and store charges/credits. It stores the important
information about the account and all of the payments/transactions
associated with it. With layaways, it also stores the original amount of the
purchase and the balance due.

Point of Sale

Tracks inventory and sales of products and services for your store. It
stores transaction details for every sale.

Serialized Inventory

Tracks inventory by serial numbers. These are typically the big-ticket
items you would enter into the sales database. If you have the Point Of
Sale module, you will use the POS product inventory to store the inventory
for smaller items, such as notions.

POS Products
Inventory

Stores data about the products you sell, such as description, retail price,
cost, quantity on hand, and sources for purchasing the items.

Vendor Products

Stores product information specific to a particular vendor, such as their
part number and pricing. You may have numerous vendors from which you
can order inventory items you carry in your store.

Orders

Tracks what you ordered, when the shipment was received, and so forth.
Combined with Point Of Sale, it creates automatic orders (for your review),
based on stock levels.

Easy Service

Stores information about services performed. Each record tracks the
service request, the work performed and notes about the work performed.
The specific charges are also recorded.

Rentals

Tracks rental details, such as the customer, rented items, due dates and
charges.

Basic Program Navigation

Most of the databases in TRS work in a very similar mateach other. Following is some
general information about how to get around in TRS, how to enter new records into the database,
modify existing records, delete records, and navigate through records.

The Database Notebook

The database notebook tabs meleasy to switch between one record type (customers, sales,
repairs, leads, etc.) and another. The database notebook tabs are shown below.

1 Customers |2 Sales | 3 Repairs

5 Classes

6 Sections | 7 Accountsi/Layaways | 8 Point Of Sale [ Orders | Easy Senice | Rentals

9 Review POS| 0 Serialized Inv.

General Overview
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To access a screen, click on the appropriate notebook tab with the mouse. Alternatively, you
may switch betweetabs with the keyboard by holding down the Alt key and pressing the
corresponding number of the tab (for tab8)1

The Database Toolbar

The database toolbar (pictured below) is used navigate through records, as well as add, edit,
delete and refresh.

al <ol #]=[=] | [e]

The buttons on the database toolbar are described below, with the associated keyboard shortcuts.

4  Go to the first record (Shortcut key: Ctrl-F)

Go to the previous record (Shortcut key: Ctrl-P)

# Go to the next record (Shortcut key: Ctrl-N)

(2] Go to the last record (Shortcut key: Ctrl-L)

+ Insert a new record (Shortcut key: Ctrl-I)

Delete the current record (Shortcut key: Ctrl-D)

$ Edit the current record (Shortcut key: Ctrl-E)

* Post (Save) modifications (Shortcut key: Ctrl-O)

Cancel modifications (Shortcut key: Ctrl-A)
& Refresh data (Shortcut key: Ctrl-R)

Hover over any one of the buttons on the toolbar without clicking, and the description of the key
displays.

Go to the First or Last Record

You can display the first or last record in anyhed databases by clicking on t2o0r » buttons
on the database toolbar respectively.

NOTE If a found set of records is currently displayed (see fidggehe First and Last
commands will take you to the first and last recordti@éfound set, not the entire
database.

Go to the Next or Previous Record

When any type of record is displayed, you can navigate through the records in the database by
going to the next or previous record in the database.

To go to the next record in a dagese click on th& or" buttons respectively on the toolbar.
If either of these buttons are grayed out, you are already at the first or last record in the database.

NOTE If a found set of records is currently displayed (see fidder information about found
sets), the Next and Previous commands will take you to the next and previous records
in the found set, not the entire database
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Jumping to a Customerodés Transaction

When the history is displayed on the customer screen, thmkss on the right show the
customer6s sales, repairs, |l eads, enroll ments
directly to any of these records by doubleking on the entry in the list box (refer to the

customer history screen on patjg.

Jumping Back to a Customerds Record

Whenever a record (transaction, enrollment, service, etc.) is displayed, you can quickly jump to
the correspondi ng c us fiGohoghis@ustommée cbourtdt obny. c | i c ki

Data En try

Types of Data Entry Fields

There are several types of data entry fields in TRS. The different types are discussed below.

Address
I'I'I4 MISSIOMN AVE,

The figure above shows a bagat entry field. To enter data into this type of field, either use
the tab key to move the @ar to the field, or click on it with the mouse. Enter the information.

Following are valid entries fatate fields

MM/DD/YY
MM/DD/YYYY
MMDDYY
MMDDYYYY
MMDD

If you leave out the slashes, as in the last three formats, you MUST enter two digits for month

and two digits for day. For example, February 7, 2011 would be entered as 020711 or 02072011.
If you are entering the slashes, you can leave out the leading zeros. For example, enter the above
date as 2/7/2011. If you enter it as MMDD (leaving off thary, the current year is assumed.

Many of the functions in TRS wil/l prompt for
calendar (shown below) where you can click the desired dates.
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Choose Date Range E3

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue'wWed Thu Fri Sat
12 102
T 4 5 B 7 8 8 1 4 5 B 7 8 18
10 11 §E® 13 14 15 16 10 11 §E® 13 14 15 16
17018 19 20 21 2 23 17 18 19 20 21 22 23
24 25 26 27 28 29 3 24 25 26 27 28 23 B
kil kil
T Today: 12/12/2006 T Today: 12/12/2006
Start |12x12x2005 End |12x12x2005

From the Beginning of Time | Until the End of Time |

Cancel |

Following is an example of memo field.

Motes

Free leszon includedl

Memo fields hold longr amounts of text. They are the same as a regular text entry field, except
you can enter multiple lines using thaterkey to go to the next line.

The following figure shows drop-down list.

hake

ARING E|

ROBERTS -
SEMMASTR

SIMGER

ISED

WARDS
WWHITE i

This type of data entry field allows you to select frooedain set of values. Choose the desired
entry from the | ist that Adrops downo.

To display the list, click on the button to the right of the text area. Use the scrollbar to scroll
through the items if the list is longer than the box. To seleceanfiom the list, click on it with
the mouse. Dropown lists are defined in the Edit Lists menu. To create or modify the list,
please see Set Up Lists starting on pEg§e

Some of the droplown list fields have a regular teamtry field directly above it (linked to the

same database field). You can either select a value from the list or enter a value not in the list.
Entering (typing) a value in the field is not recommended and in some cases (such as makes and
models of malgines) will cause undesired effects in TRS.

[T Interested in Classes
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The figure above showscheckbox This type of field is either checked or unchecked (on or
off). To toggle the value of a checkbox, eitbet i ck on it with the mouse
then press thepsicebar.

Modifying Records
To modify a record (customers, sales, classes, etc.), follow these steps:

1 Display the record you want to modify. See searching (Bpgenavigating (paga).

1 Click on the< (edit) button on the database toolbar.

1 Edit the information on the screen. Type over or append the text already in the field,
choose new values from the drdpwn lists, or check and uncheck the checkboxes.

1 When you are finished editing the record, sgwer modifications by clicking on the
(save) button on the database toolbar. To abandon the changes you have made, click on
the X (cancel) button on the database toolbar.

The updated record will display on the screen.

Deleting Records

There are two dierent ways to delete records from the database. The first is to delete a single
record. The second is to delete all records of a particular type that are older than a certain date.

Single Record
To delete a single record from the database, follow thiegs:

1 Display the record you want to delete. See searching {f)agenavigating (pagg).

1 Click on thei (delete) button on the database toolbar.

1 A confirmation message box displays, verifying wiggtyou really want to delete this
record. Click "Yes" or predsnter.

The record will be deleted from the database.

WARNING S If you delete a customer from the database, all sale, repair, lead, and enroliment
records for that customer walsobe dele¢d. This data will be lost forever. Any
reports (other than Point Of Sale) will lomgerinclude these deleted records.

Do not delete a customer unless you are absolutely sure that any sale, repair, lead,
and enrollment records for that customer aréonger needed. When you delete

a customer, their Point Of Sale records will remain in the database, but they will
not be linked to the customer.

If you delete a class record, all of its seciand enrollments will be deleted.

If you delete a sectiorecord, all enrollment records for that section will be
deleted as well.
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Old Records

Occasionally, you may want to delete old records of sales, repairs, leads, sections, enrollments,
POS sales, specials or special orders that have been picked up.

Fromthe Maintenance menu, select the type of record you want to delete.

Reports | Maintenance Securty POS  Inventory Intemet  Multi-Store
{'Delete old Machine Sales

""" Delete old Repairs
sads| 5cf Deleteold Leads 8 Point OF Sake | 3R
Delete old Sections/Enrollments -
| + | - | Delete cld POS Sales
Delete old Specials
Delete Picked-Up Special Orders

zarch I EZ \_Dele‘te zero-balance accounts
Manage Suspended Sales/Layaways

Undelete 3
Purge Deleted Classes

Duplicate Customer Find/Merge

Fip Code  Merge two customers
|951 23

Enter the cutoff date for deleting records. For example, if you want to delete all sales occurring
before January of 1999, enter 1/1/99 at the date prompt. You may be promptedatodyiaen
phrase before TRS will perform the task. This is to prevent accidental removal of important
records.

WARNING Consider keeping old records for as long as possible, so you can run reports
against the data. Once you have deleted these old rekeydwill no longer
show up in any reports. Before using this operation, please make sure you no
longer need to keep the data you are deleting.

Searching for Database Records
TRS has three basic methods of searchatgbase records:

9 Quick Search
1 Comple Search
9 SQL Search

There is also an-# Customer Search for quickly finding customers (see g8gand numerous
built-in Special Searches (described in the appropriate sections in this manual, such as Sales,
Leads, or Reqirs).

The results of a search are considerldfdr a Af ou
more information.

Quick Search

Press the AQuick Searcho button on the screen
form for that database, similar to the one shown next will display.
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Product Quick Search - 0] x|

UPC Code ar ltem [D Frice Current | nventany

. \warming Level

IDescnptu:un 7 Ta1? 7 Tax?f7 Tawd? I arhing Leve
[¥# Custom Tax?

In-Store Motes wianted Level

I [% Prompt For Qty? I

Preferred Wendar [¥ Accumulates Money? Lacation
| [ |
[¥ Accumulates Yolume?
Departrment # [rate Added
I [+ Dan't Track Inventany I

Departrnent M arne [¥ Dizcountable

| [

[¥ Oriweb

Fill in the fields with the appropriate data and click "Find". TRS will bring up all records that

match. For numeric fields, the number must be entered exactly for it to find the rEcoteéxt
fields, you can enter partial values. For ex
will find customers with last names Lu, McClure, Ludwig, Desilu, and others. Fields having
drop-down options will also be dregowns on the Quick &ech screen.

Checkboxes can be set to gray, dark, or blank. Click on the checkboxes to toggle the values. A
gray checkmark will not search on that field at all; a dark checkmark will find all records that
have the checkbox checked; and, no checkmattkeilbox (blank) will find records that have the
checkbox unchecked. Repeatedly clicking on the checkbox toggles between the three values.

The Customer Quick Search has a checkbox | abe
results will be in zipcode order for printing mailing labels.

The results from the search become what is ca
in the case of customer, sale, repair or leads searches, can be used for mailing, email, or a phone
lists. See Usingound Sets on padd for more details.

Complex Search

Compl ex searches offer more flexibility for s
|l ogi c. Add search conditions onallredrdsthatt i me
match your conditions.

ClicktheAR Compl ex Searchodo button on the screen frol
ASear ch Bdos and a camptexysearch form for that database, similar to the one
displayed below will display.
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i Search Assistant [0 x|

Field Candition

First Name S Equalz
Lazt Name Containg Yalug
Address Does Mot Contain =
City Starts ‘with
State Ends ‘fith
Zip |z Greater Than
FPhone [Home] = ||z Less Than
Phone [work) |z Between
Classification Iz Blank.
Spare Check |z Mot Blank
Motes Does Mot Equal Add
Spare 1 |z Checked/True
Spare 2 _I |z Unchecked/Falze
D ate Added - Sl
Bemove | A7)
Remave |
oK |
LCancel |

To add a search condition, select the field to search by in the Field list box. Next, click on the
desired condition in the Condition list box. Then, enter the value to search for in the Value field.

For example, to find all customers who have azipcadest i ng wi th fA9540, sel
the Field Iist box, AStarts Wi tho in the Cond
Value field.

Click the AAddo button. The search condition
form).

You can use the Als Betweeno Condition to sear
you select fils Betweeno in the Condition |ist
S0 you can enter the beginning and ending range of values fosganah. If you have selected

a date field to search by, the standard Windo

Continue adding search conditions until you have completely defined the search. You can
remove any of the search conditionsbylsect i ng it in the | ist box a
button.

You can also specify which fields you would |
box and then click the ASort Byo but ttom. Th
You can sort by multiple fields. For instance, to sort by last name, then first name, add both of

the fields in that order.

When you have finished entering the search co
the lower left cornerofth s cr een. AAnNndO means t heaetvteryyou wan
singeonef your search conditions. AOr o aeans th
least oneof your search conditions.

When you are finished entering the sort criteriaj c©OKO .

fi
The SQL version of your seCK
I

och @hepkt
search become what i s cal ed a Afoun
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customers, sales, repairs, leads, and class sections gaad®r mailing, email, or phone lists.
See Using Found Sets on pdddgor more details.

SQL Search - Custom Query Reports

If you can write SQL queries, you can get reports for just about any data in TRS. You can also
find numeous custom query commands on the JMM website under Support/Customer
Resources/SQL Queries that can be copied into this screen.

SelectFile>Custom Query Reportfrom the TRS menu. The Manual SQL Form displays
(shown below).

% Manual SAL Form =] 3

Executel | Save | Load | Cancel |
Enter or copy your SQL queryn t hi s f or m. You can save it fo
Li kewise, you ad a previously saved que

o
0 button. A | i stgen) fi el d
o

can |
click th ANExecut e!
| ds t @KOl.i stT hoen Itihsits wielplordti sapnlday

e
Sel ect the fie

Special Searches

For an explanation of each Special Search, refer to the individual chapters (Sales, Leads, Repairs,
etc.) in this manal.

Switching Between a Found Set and the Entire Database

After performing a search (quickpecial,complex, SQL), the results of that search are the only
records available to navigate on that tab. For example, if the search resulted in 10 customers,
those are the only customer records that will show up if you scroll backward or forward. In

order to go back to browsing the whole database, change the View Options (shown below) to All
Records/Add/Edit/Delete.

ey Option:
&+ Al RecordsiaddEditDelete

i Search Complex Search Quick Search
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Using Found Sets

The result of any searchaésonsi der ed a

Aif ound

seto

and c¢

an

you have a found set displayed on the screen, select any of the following functions:

File>Export Mailing Labels for Found
File>Email List for Found Set
File>Send Bulk Email for Founde$
Reports>Mail Labels for Found Set
Reports>Phone List for Found Set
Reports>List Found Set

E

Set

You can also use the navigation toolbar to scroll backward and forward through the list.

Listing a Found Set

To create a list to either review on the screen art gricustom report, seleReports>List
Found Setfrom the TRS menu. The field selector screen displays, listing the fields available

from the database being accessed (an example is shown next).

Held Selector Ed

Select Fields for Report

Custamer #
Firgt Mame

Last Mame
[ Address
[ City

[ State

[ Zip Code

Check the boxes beside the fields to list
on this report.

Classification
Hame Phore
[ whark Phone
[] Spare Check.
[] Spare 1

[] Spare 2
Date Added
Last Activity
[ Ernail

[ Stare 1D

[] Dizcount

[] Taw1 Exermpt
[ Inactive?
e
] Birthday

[ Wal. Accum,

[ %% Accum.

[ Credit Lirnit

[] Terms

[] Bad Check?

[] Discount Expiratian

LCancel |

[ |

Select Al |
Degelect Al |

Select the data to appear on the custom report (list)drking the checkbox beside it and click

A OKO. The |l ist of

t he found

records

di spl ays
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Reports
TRS reports are either presented in HTML or text format. There are a few exceptions where you
can choose fromithier format.
Viewing and Printing Text Reports

Once you have selected a tévesed report and entered the required information, the print out
window displays the report (similar to the one displayed next).

* Print-Out
Sales Jummary Report
From 84/19/20886 Through B4/19/2867
Hake/Hodel Sales % Sales Revenue % Revenue
Bernina 448QEE 1 18% 30006.68 7%
Bernina 638 1 16% 3800.608 9%
Bernina 648E 1 18% LOA0._ 88 18%
Bernina 738E 3 15 20900.08 51%
Brother IHHOU-IS 4B68D 1 18% Lofo. 88 15%
Brother HX-288 1 18% C2%.88 1%
Uiking Saphire 839 2 28% 2499.88 6%
Total 3ales = 18
Total Revenue = 4B624
|

Frint Mormally [LaserdInkjet) | Frint Direct to Printer [Receipt Printer) | Wiew in Wordpad | LCancel

You can make modifications on the screen beporating it.

You can print to either a laser/inkjet printer (8 ¥2 x 11 paper) or to the receipt printer (receipt
paper) . Press AView in WordPado to bring the
edit, save and/or print it. In some cases, tpentewill be too long to fit on the screérprint or

view it in WordPad to see the whole report.

Viewing and Printing HTML Reports

Once you have selected an HTNdased report and entered the required information, the report
displays in eitherthe TRS btsil n HTML br owser / editor or your cC(
browser, as specified Bdit>Preferences(see Preferences pag®. You can make

modifications on the screen (such as changing the title) before printing or savingatie re

Click the ASaveodo button, to save your report
calculations, you can open HTML files in Microsoft Excel.

NOTE When a very large report is generated, it may take some time to load and display it.
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Initial Set Up

Overview

There are numerous lists, options and preferences that must be sgbupraglement TRS.
Those functions are discussed in this chapter, as well as at the beginning of each chapter
detailing the various screens in TRS (such as Customers, Sales, Repairs and so on).

You can also refer to th@etting Started Guider more infamation and useful tips for setting
up your system.

Set Up Lists
One of the first tasks when implementing TRS is to set up thedinap lists. The values
entered in the Edit Lists screens determine w

enterirg and modifying recordsFor consistency in storing and reporting data, selecting from
drop-down lissis important.
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The Edit Lists menu is shown below.

ed | Edit Lists ports  Maintenance

ﬁﬁ Cities
e Custom Taxes

@

Customer Classifications

w

Demo Lengths SE
Department Mames
Instructors

Lead Statuses
Makes

Methods of Payment
Models

POS Categories
Rental Accessories
Rental Motes

Rental Periods
Rental Rates —
Repair Accessories

|

7 11a |

L1y
g
s

=&l
=

=]
=5

Repair Service R.eguests
Repair Work Performed
Sale Types
Service Types
a Service OptionsMotes ar
Service Items to Return
_P  Service Tech Motes K
03 Stores
ivity  Tender Types F ior
F Technicians
Sp Vendors (Sources) —

I_ 7ip Codes

Select the list to modify and the values currently in the list display. When you are settligg this
up for the first time, there may be no entries displayed.

ail

To add a new entry to the Ilist, click AAdd BI
value to add to the list and press Enter. To modify a particular entry, select it with thesmouse

it is highlighted, type in the new value, and press Enter. To delete an entry from the list,
highlight it and click ADel ete Selected Rowo.

To change the order in which the entries display in your-dowmns, click on a column heading

to alphabetize or sort it. Optional lTw, you c
set the list order this way, enter numbers into this field. The items in youddvaps will

appear in numerical order, acdorg the LISTORDER field.

You can also print the Ilist by clicking ARepoO
NOTE Some lists, such as Models and Sources will have additional fields that are used by

other parts of the software. You may have to scroll to the right to see andlkeoter
the fields.
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The following table summarizes which parts of TRS use thesedinep lists. As you

implement each part, you can use this table to determine which lists must be set up first.

Tab

Lists Used for Drop-Down Options

Customers

Customer Classifications
Cities

Custom Taxes

Zip Codes

Sales

Makes

Models

Stores

Sale Types

Methods of Payment

Repairs

Technicians

Repair Accessories
Repair Service Requests
Repair Work Performed
Stores

Methods of Payment

Leads

Make
Model
Demo Lengths
Lead Statuses

Classes

No drop-downs

Sections

Instructors
Methods of Payment

Accounts/Layaways

No drop-downs

POS

POS Categories (optional)
Tender Types (optional)

Serialized Inventory

Makes
Models

POS Inventory

Vendors
Department Names

POS Vendor Products  Vendors

Orders Vendors
Stores
Service Type

Easy Service

Service Options/Notes
Service ltems to Return
Service Tech Notes
Store

Initial Set Up
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Tab Lists Used for Drop-Down Options

Make
Model
Store

Rentals Rental Accessories
Rental Notes
Rental Periods
Rental Rates

Because of the impact on your records, sewdrtiese lists require special attention and
planning. Following is a discussion of those lists.

Departments
It is important to decide on and set up your department structure before you enter your inventory
and begin entering sales transactionsinPB&ch i tem in your storeos

assigned to a departmeNbu will also need departments for nmventory items such as
classes, postage or shipping and handling. Once you have your department names/numbers
planned out, usEdit Lists>Departments to set them up.

ST=IEY

Click Column Headings To Sort

Department Code Department Mame | -
» 100: Maotiong

102 | Thread

103 | Meedles

104 Bobbins

Sl =T

Add Blank Row | Delete Selected Row | Beport [Print] |
Done |

Departments are used to capture and categorize sales and cost totals for the Profit by Department
report, and optionally, to export those totals to Quick Books. In addition, they allow you to

easily search inventory items by depatinand run reports, set up sale specials, or perform

other tasks on a range of products, such as changing prices.

The format for department numbers is like an outline where each major category can have sub
categories to break down the data into more detdiere can be up to 99 sahtegories in each
major category. For example, departments199 are sulzategories of department 100, and
departments 2202299 are sufzategories of department 2200.

When you print a Profit by Department report, thesaletails will be subtotaled by major
category. You should set up a department (category) for each type of inventory you carry (such
as notions, fabric, patterns, books, and threads). Each of these departments could be major or
you could define some ofié¢m as major ones with the others ascatiegories (see the examples

of partial department listhat follow).
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Sample Department List 1 Sample Department List 2

100 Notions 1500 Notions
101 Scissors 1505 General Notions
102 Needles 1510 Rulers
103 Books 1515 Patterns

200 Thread 1600 Thread
201 Sewing Thread 1605 Mettler Thread
202 Embroidery Thread 1610 YLI Thread
203 Quilting Thread 1615 Superior Thread

300 Fabric 1700 Fabric
301 Moda 1725  $10 per yard fabric
302 Kona 1750 $11 per yard fabric
303 Maywood 1775  $9 per yard fabric
390 Kits 2000 Kits

400 Classes 3000 Classes

500 Shipping & Handling 4000 Miscellaneous

1000 Promotions & Coupons 4010 Shipping & Handling

4020 Promotions & Coupons

Even though departments cam ¢thanged and added later if you need to refine your list, it is
advisable to set up the list as completely as possible at the beginning.

Makes and Models

In order tointegratethe Serialized Inventory and Sales programs properly, you must set up the
lists for each Make of machine (or large ticket item to be serialized) and each Model you carry in
inventory. UseEdit Lists>Makes andEdit Lists>Models to set up these lists.

Once you have set up the Makesteethe Models you carry so eacimachinecan beset up as a
serialized item. Include the Department, and if you are using POS, enter the Inventory Item ID
(thebarcodeassigned to thmventory item ininventory>Edit POS Products) for each
Make/Model. TRS will crosseference the inventory itenf the barcodds entered hejewith

the serialnumbered item and decrease both inventories when a sale is made. Refer i&pages
and181for additional information.

The following diagram shows these screens and how they work together.
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Click Column Headings To Sort

Used Machine Model List Editor

4 A > B A g = S XK

Ligt Orde |Make _! |M0del |Department |Barcode
Bemina 240 ;

B Bernina 330

gt e | [ Bernina 4400EE Models 4400EE
» Bemina 630 630
B Bernina E40E 210 B40E
B Bermina F30E 2100 730E
B Pfaff 2058 220 P-2058
| Paff Grand Quiter 220 PC
KN |
Make Edit Products

i 1 10 2 3 P A B [

At Froduct |

"Eiew Option

Al Records/Add/Edit/Delete Complex Search |
& Search = :

£30
. LPC/Item I!IDescription |F'ric:e ITaxabIe?IInventory IWarning IDepartment |
‘warranty Dretail -
M| P50 Pfaff Grand Quilter $1.200.00 T 5 1 220
| |P-2058 Pfaff Performance 2058 Sewing Mact  $3,300.00 T 1 220
| |POE4 Pfaff QE 4.0 Sewing Machine $5.000.00 T 4 2 220

TRS will cross-reference the
Models list with POS Inventory
and Serialized Inventory via the
Barcode (UPClltem D).

POS Inventory

Oncetheinventoryis entered, you can select serial numbers from gdistdisplay orthe Sales

screen. When you are entering a sale, select the correct Make andifdiodigle dropdown

listsfirst. Thenjnsteadot ypi ng i n a seri al number for that
button to select a serial numbigsm your inventory When you save the sale, the serial number

will be removed from youserializednventoryand stored withhis record

2 Sales | 3 Repairs | 4 Leads | & Classes | 6 Sections | 7 Accounts/Layaways | 8 Point Of Sale | 9 Review POS| 0 Serialized
View Option: Sake# 15 Jump to Sale #|
& AllRecords/Add/EditDelcte "l <| . | "l + | _| A|,f| Xl (,.l s
" Search  Complex Search | Quick Search
H List Selector

Customer 503-555-2345 Go to this customer IE

[pr [eernicer Select a Serial Number

e [ s 805929630 ! dema
Dcounted Price 890123456 !

- 890234567 |

| ISewing Machine 890654322 I

~| [sewing Machine =] f
Cmake Model ) =
[germina N 2
[ernina =] [e=0 =l j
Serial#
[eosezezs2 ( §ebeI:tmeL'sl| )
Hotes

RSOV =3 N
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Vendors

Once you have set up a vendor list you can specify a preferred vendor for each item in your
inventory, maintain product lists in your Vendor Products database, and generate suggested
purchase orders automatically. You can requeredor information to be entered for new

inventory items by setting the option on @S>0Options>Inventory Tab. You may also set up
details in the Vendor List Editor to send orders electronically to vendors who accept them (refer
to pagel92for more information).

Modifying Vendor Names

When you edit a vendor name in Edit Listsu will be prompted whether sutomatially
update it throughout the database. 't Iis stro
prompt to ensure consistency in ordering and reporting.

Screen Designer

TRS allows you to change the default layout of each of the program tabs, as well as the property
of each field or button on eaoowlerof higngthen rt acthsa
font color). Access the Screen Designer filedit> Screen Designer>Begion the TRS menu.

Using drag and drop, any button or text field can be moved on each screen. One possible use for
this feature is to remove buttons or fields your storeesst using (such as fAPut
ALayaway Pickupo on the Point of Sale tab). Y
screen technology. You can arrange buttons and fields with additional space between them, as

well as change the button arahfsize, to make it easier to select them by touching the screen.

|l f youdd | i ke to experiment with rearranging
the changes, you can abort your current manipulations at any time by going akto

Saeen Designerand choosing Abort. (If you save your changes nowated want to reset

everything to their original locations, sel&mit>Screen Designer>Permanently Reset To

Default.)

When you have finished rearranging the screen elements, Bdlegscreen Designer>Finish
Theprogram selectioscreenshown nextwill display. You can also access ttpsogram
propertiesscreerdirectly by selectingedit>Screen Designer>Edit Properties

Even i you do not wish to edit the field or button propertigsu can hame your design to make

it unique instead of modifying the default de
and enter a name for this screen desdicgn and c
AOKO t dhis ebsiom Teddrag and droghangesou made willbe savedas well as the

new name if you entered ane
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- Customers

Sales Apply |
Fepairs
Leads
Claszes
Sections
Layaways
Paint Of Sale Top
Faint Of Sale Baottam
Review POS
Sernialized Inventory
Orders
Easp Service
- Rentals

R —

Cancel |

Export All Screens |

Export Selectad Screen |

Mew Design |

To edit the field and/or
The properties options for that screen display.

button

x|

(=) Point OF Sale Bottam
- POSSubtotallabel
- POSTaxLabel

- POSTaotalLabel

- SubtatalT ext

- TanText

- TotalText

- POSTenderLabel
- POSChangelabel
- TenderT ext

- ChangeT ext

- POSSHlD el abel
- Stilldue T ext

- POSDiscountlabel
- DiscountT ext

- CashT atalLabel

- CashTotalText

- |temnsLabel
temnCountT ext

- CheckButton

- CreditButton

- MigcT enderButton

- MewdnonS aleButton
- DeleteT enderButton
- OpenDrawerButton
- Unlisted|temButton
- ReprintButton

|

=

ID fault vl
Export All Screens | il il ke

Export Selected Screen |

Mew Design |

Apply

Caption

Haorizantal Position
Wertical Position
Height

idth

Yisible?

Mouse-Over Hint

Fort Size
Font Bold?

Tab Stop?

|F5=Eash

—

r
il

The screen abv e
Bott omo

di spl ays

t

h e

propert.i
button

tender

e s

propert.i

you
on t

c

es

an

edi

|l ower
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the screen for field labels, data entry fields, and other items (sucti@graups or checkboxes)
will be specific to the changeable options for that selection.

Customers Screen Properties Specifics

You can make changes on the Customers screen
it hidden. It depends on how theeen is displayed when you begin. The Screen Designer will
display a message (in red) in the lower right informing you which screen is being edited.

Point of Sale Screen Properties Specifics

If you decide to remove seldeused buttons from the POS scréby unchecking the
AVisible?0 checkbox), t heOSkunadionsnemusForar e st i | |
example, i f you have made the fAiCompound Disco
a sale, you need to use it, you can select it fronP@®8>Functionsmenu.

When changing the arrangement (by dragging and dropping) on the screen, a button must be
6activeb6 for it to be movabl e. I n other words
most of the buttons (tohto adate anlacive 8akep @ncerconplete, S a |
cancel the active sale.

Individual Screen Designs

Each ofthe computers in yowgtore may have a different screen design. This is helpful if you
have screens with different resolutions and sizes. Ftanos, the register computer may have a
large, touch screen monitor; whereas, the back office may have a smaller, plain screen, never
used as a register. Different designs could be more efficient and easier to see and use.

Import/Export Screen Settings

The export buttons on the Screen Designer Properties screen can be used to save the settings for
a particular screen or all screens on a particular computer to a file. That file can then be imported
to another computer by selectiggit>Screen Designer>Impaot From File option

Configuration Wizard

Use the Configuration Wizard to define the screens that will be visible when you are running
TRS. For example, if your store doesndét perfo
& Maintenance. You can eimge these settings at any timétit>Configuration Wizard .

When a tab (function) is turned off, there is a ripple effect depending on the interfacing features

of that tab. For instance, if you do not provide store charge, credit or layaway accols#s and

the Configuration Wi zard to | eave that tab of
not display in Customer History, the fiDeposit
tabs and none of the buttons concerning accounts and layapsar on the Point of Sale tab.

The Configuration Wizard also steps you through setting up the initial global type settings, such
as additional store contact information and sales taxes.

Use the ABacko and fANext o b uwentériogrnhe desired details. i gat e
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Using Multiple TRS Databases

This is an optional, advanced feature. You can define several database aliases in the Database
Administrator. This means you can have more than one set of data to use with TRS. Common
uses ofltis feature are setting up a practice database for training purposes or connecting to
different databases for different storéefer to the Knowledge Base on the JMM website for an
article with instructions to set up a practice database.

Setting Required Fields

For many of the screens in TRS, you can define the fields for which you require input. For
example, you can set it so fields such as Last Name, Home Phone and Zip Code are required for
every new customer.

To set up those required fields, seledit>Required Fields. Select the appropriate screen from
the list displayed and the Required Fields Editor displays. These screens are shown in the
following diagram.

Edit Special Searches Edit Lists Reports Maintenance

Cut .
(e M Required Fickls Editor x|
Paste
5 Classes | 6 Sections
Configuration Wizard = _ » Customers
l  Required Fields [ / customers
. Preferences Sales (Serialized) 4 5 :
Label 5pacing » | Repairs - Not ReqUIred Requued
i Leads
- Screen Designer 3 gz |First Mame
——— || &= L |LastMame
Srame Lastn| Sections Address
Class Enrollments ¢ City

Accounts /Layaways ul %t; tEocle

mpﬁnyl Account Transactions Compary

Email

T

[ =]

POS Products

dress Home Phone
Wendor Products \woik Phorie

= Orders Biirthday

| — r S Gift Registry g Claszification

i |Spars 1 -

Spare 2

Dizcount

Digcount Expiration

MNates

Credit Limit

Teims

Cancel |

To set up a required field, select +1©0 budmo
to move thafield to the Required list. Conversely, to remove a field from the Required list,
select the desir-edbtiedbd maodmoetVvecktthe fike

Preferences

There are some options that you can set for the TRS program that apecitic to Point Of
Sale. To set these options, seledit>Preferencesfrom the TRS menu.

NOTE If you have more than one computer running TRS in your store, the fields next to the
yellow bullets typically must be set on each individual computer. Wisdgsers may,
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optionally, use the Windows login to determine these settings (explained in the
following table).

Set Preferences Screen

Set Preferences x|

Additional Contact Info ||

al
C'I Drefault State OI
Ta Flate Currency Syrbal 2 |$
) I—E )
Fal e se @ & O W Uze Windows Default Web Browser for HTML Reports

Instead of TRS's built-in by Jedit
Labor Olﬂi : (Instead o 5 built-in Browser/editar]

O W Use JMM Email Suite for sending orders electionically
[Inztead of TRS'z built-in order emailing function)

o [ Mono Display

—Fast Zip Lookup City Mame————
3 [ Refresh Data on Page Change o] ¢ Convert to ALL CAPITALS
0 [ Search last name before phone number in E-Z Customer Search " Capitalize First Letter Dl
O v Automatically clear inactive status when a custamer has activity % Leave capitalization alone

[ Show reminders on startup

o [ Multi-Stare —Clazz Sections Default Wiew————————————
2 & Include Dld Sections

= Show Only Curent

O [~ Print store infa on reparts

O Make per-computer setiings apply to all #indows users
o [~ HTML Editar Delayed Load? 3 Reset every time uzer switches to Classes tab

Phata Location
8] IE:'\F'n:ugram Filez\TRS114D ata’  Screen Design

Drefault j

OF. Cancel
2 ellow = Set Individually On Each Computer 2 Green = Setting Affects All Computers

The following describes the fields on this screen.

Field Definitions
Enter any additional contact information about your store (phone number, web site
Additional Contact URL, etc.), to print at the top of pri
Info hereit he software already knows your st
include it on the printouts/receipts.
Default State Enter a state abbreviation that will default whenever you enter a new customer.
Currency Symbol If you do not use $ as your currency symbol, enter the symbol your country uses.

Use Windows Define how your computer will open the TRS HTML based reports. If you have

Default Web I - : ;

Browser for HTML trouble viewing HTML reports from within TRS, you may need to click this
checkbox.

Reports?
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Field

Definitions

Use JMM Software
Email Suite for
sending order
electronically?

Check this box to send orders using the IMM Email Suite (which supports email
server authentication). If you do not check this box, orders will be sent using the
function built in TRS (set up in Internet>Internet Setup).

Default Tax Rates

Enter your |l ocal sales taegorfatel dn tUs
field if your state requires tax on labor for repairs. (These tax rates are also defined
in POS>0Options>Taxes. When the tax rates are changed in either place they will
be changed in both places and display on each screen.)

Mono Display?

If you are using a monochrome display, check this box and the color scheme will
change slightly to be more readable on a non-color display.

Refresh Data on
Page Change

When this box is checked, the system refreshes the data each time you switch to a
new tab in TRS. This will give you the latest data from the database, for example,
if someone had just updated that data from another computer. (This may slow your
system down.)

Search last name
before phone
number on E-Z
Customer Search

This box defines the search order when using E-Z Customer Search.

Check this box to search by last name before the phone number. Uncheck or
leave the box blank to search by phone number then last name.

Automatically Clear
Inactive Status

Check this box to automatically clear the Inactive Status on a customer record if
there is any new activity for them.

Show reminders on
startup

Check this box to display the daily reminders window each time TRS is started.
See below for more information about the daily reminders window.

Multi Store?

Check this box to add the multi-store functions menu to the TRS menu.

Print Store Info on
Reports?

Check this box to print the store number, name and address on TRS reports.

Make per-computer
settings apply to all
Windows users

If this is checked, all of the settings in Edit>Preferences and
POS>Options that are "per computer” (indicated by a yellow bullet), will apply
to all Windows users on that computer.

If this box is not checked, when users log onto the computer using different

Wi ndows |l ogins, they wild!/ have tlhthisway, c
different Windows users on the same computer can have their own Preference

and POS Options settings.

HTML Editor
Delayed Load

Change this option if your HTML reports are coming up blank (or as instructed by
JMMbés Technical Support).

Photo Location

To store photos of your inventory products that TRS can access, enter the path to
the folder where the pictures reside.

The picture file name must match the Barcode/ltem IDwi t h A . j
For example, if the itembs barco
named 12345.jpg.

pgo a
de nur

When you are in Edit POS Products, if the product displayed has a photo file in the
folder defined her e, |display3danothve bdtbnoright af the
screen (above th&.iSourceso section

. If you have zip codes set up in Edit Lists>Zip Codesand use the AF
Fast Zip Lookup . .
; Lookupd on the Customers screen, RShis
City Name o . .
capitalizes the city name in the customer records.
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Field Definitions

Check one of these buttons to define the default display selection on the Classes
tab.

Include Old Sections i Check this box to display all the sections for the class
including those that have passed.

Class Sections Show Only Current i Check this box to display only currently available sections for
Default View the class.

Reset every time user switches to Classes tab i Check this box so the screen will
reset to the default when you leave and come back to the Classes screen, if you
clicked to display other option. If it is not checked, the last clicked option will
display until you change it or restart TRS.

From the drop-down list, select the screen design for the current computer. You

Screen Design may select a different screen design on each computer running TRS.

Daily Reminders

When you first start TRS, the Reminders screen appears (unless it has been disabled in the
Edit>Preferencegab). This screen displays a list of things that should be alomeed
attention (as seen on the following screen). To see the detail of any of the reminders, click on

the AViewd button next to the item. The recor
appropriate tab (Repairs, Leads, etc.).
x

1 Overdue Repairs _ View —> |
1 Overdue Easy Service _ View —> |

1 Leads due for Followup View —> |
7 Classes to Cancel (low enrollment) View —> |
1 Overdue Accounts View —> |
13 Products to Reorder _View —> |
1 Past Due Rentals View —> |

. Done

Youcanbrinpgp t his screen at any time by clicking
as shown below.

~ Total Retail Solution - JMM's Example Store 1234 Our Street Any Town, US 98765 - Store# 1

File Edit Special Searches Editlists Reports Maintenance Security POS  Inventory Intermet Help
U5 3 4 | romwoers )

1 Customers

2 Sales

4 Leads

3 Repairs & Classes | 6 Sections | T Accounts/Layaways
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Edit Footer Messages

To customize the messages at the bottom of-prité such as POS receipts, sales invoices,
repair claim checks, etc., select the fogtam want to set up from the File menu.

Enter the desired verbiage in the text editor that displays. You can enter as many lines of text as
you need. You can also restrict the text entry to 40 columns (check appropriate box at the
bottom of the screenpst will fit on a receipt instead of a full sized sheet of paper. For instance,
you could check this box for a repair claim check footer that typically prints on receipt paper and
leave this box blank for serialized sales invoice footers that printex 81 paper.

The receipt/form each footer prints on is listed in the following table.

Footer Prints On

Sale Invoices from the Sales tab

Repair Claim checks and invoices from the Repairs tab

Quote Quotes

Class Supply lists and class confirmations from the Classes/Sections tabs

Special Order

Special Order confirmations from the Orders tab

Layaway/Account

Account printouts from the Accounts/Layaways tab

POS

Receipts and invoices from the Point of Sale tab

Easy Service

Claim checks and invoices from the Easy Service tab

Rentals

Return slips and invoices from the Rentals tab

Initial Set Up
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POS Setup Options

This section describes the options that can be set for the PointeCfySt&#m. To access the
screerselectPOS>Optionsfrom the TRS menu. The screen is deddnto several different
tabs. Each tab is described in the rest of the chapter. .

NOTE If you have more than one computer running TRS in your store, the fields with yellow
bullets next to them must be set on each individual computer. The fields with gree
bullets affect all computers and only need to be set up on one.

Hardware Tab

POS Options x|
_a:-tesl DepartmentDptinnsI F'rintingl Inventary EuslHewardsI .&ccumulatinnsl Dizcounts | Mizc. Options
—Receipt Printer “Pole Display
O v Receipt Printer Attached O [ Logo < [ Pole Display Attached
Receipt printer O Select
_l Pole Dizplay port G Pazs Through
Receipt Printer Tppe
[ -
J Pole Dizplay New Sale Meszage
|
|
Pole Dizplay End OF Sale Mezzage [Instead of Change Amount]
—Cash Drawer
Dveride Open Cad
O[T Cash Drawer Sttached e TRen © I
o] o |
~Label Printer
Label Printer ¢ Select |
Label Printer T ppe
O | @ Elron / Zebra {~ Cognitive [Barcode Blaster]|
Send Special Code Mow |
2 Yellow = Set Individually On Each Computer Cancel | & Green = Setting Affects All Computers
The following describes the fields on this screen.
Field Definitions
Receipt Printer : . . . . .
P Click this option on if you have a receipt printer attached to your system.
Attached
. . To define the printer to use for rece
Receipt Printer . : ~ \
printer and click fAOKO.
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Field Definitions

Use this drop-down box to select the model of your receipt printer.

Receipt Printer ,
Note: If you are using an Epson TM-88IIl or TM-T88IV, select the Epson TM-

Type

88ilL.
Cash Drawer Turn this option on if you have an electronic cash drawer attached to your receipt
Attached printer.
Override Open In most cases, leave this field blank. It can be used to send a special code to a
Code non-supported cash drawer.
Label Printer 1’0 Qef ine the | abel printer, <c¢lick th
nOKoO.

Indicate the label printer type.
Eltron/Zebra refers to the Eltron/Zebra 2622/2722/2824 label printers.

Label Printer Type  Cognitive refers to Cognitive Solutions Blaster Advantage label printers. Only the
Blaster Advantage is known to work with TRS i other similar Cognitive models
do not work with TRS.

Send Special Code Use this button to send special one-time commands to a printer (for setup and/or
Now troubleshooting).

Pole Display

Attached If you have a customer pole display attached to your system, turn this option on.

Define the pole display as a Windows printer and enter the name here. Refer to

Pole Display Port ¢ TRs Installation Guide for more information.

Pole Display New To display a welcome message on the pole display whenever a new POS sale is
Sale Message started, enter it here.

To display a particular message when a POS sale is completed, enter it here.
Be aware, however, this message is displayed INSTEAD of the change due
amount 1 the change amount will NOT come up on the pole display.

Pole Display End
Of Sale Message
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Taxes Tab

ﬂardwarepartmenlﬂptionsl F'rintingl Invventary | Cust Rewards | Accumulations | Dizcounts | Misc. Options

Mame Rate
Tax 1 OISE'lES Tax OIE % 4 Aways Round Sales Tax Up
Tax 2 OI OI 4 [Most users should NOT check this box.
Tai OI OI o Choose this option OMLY if your state requires it ]

rTiered T ax on Senalized [kem

Wihich tanes apply
to Clags Fees?

O Taxl o Tax2 o Tax2 o Custom Tax

O Use Tiered Tax
for Serialized Items

[Most users should NOT check
this box. Set up tiered tax only
if your state requires it ]

Which tazes are selected
by default on a nevs item’?

Ol Tax
G Taw2
Ol Tax3

v Custom Tax

Charge Tax 1 on the first & $|U
Charge Tax 2 on the next O $|D

Charge Tax 3 on the remaining balance

[ ‘wWhen customer iz exernpt from Tax1, make them exempt from Tax2 and Tax3 also.

Wihich tanes appl Wihich tanes appl Wihich tanes appl Wihich tanes appl
to Repair Partz? to Repair Labor? to Senalized ltems? to Rental FeesY

OV Taxl o Taxl O v Taxl O v Taxl

O Tax2 O Tax2 O Tax2 O Tax2

O Tax3 O Tax3 O Tax3 O Tax3

O Custom Tax | | @ Custorn Tax | | & W Custom Tax O v Custom Tax

2 Yellow = Set Individually On Each Computer

Cancel | & Green = Setting Affects All Computers

The following describes the fields on this screen.

Field

Definitions

Tax1, Tax2, Tax3
Names/Rates

Use these fields to define your tax rate(s). Most businesses will only need to
use Tax 1. For each tax needed, fill in the name and tax rate. For more
complex situations, optional custom tax rates can be set in Edit Lists>Custom
Taxes.

Which taxes apply
t oé

Which taxes are
selected by default
on a new item?

Always Round
Sales Tax Up

Use these checkboxes to specify which of the above taxes apply to class fees,
repair parts, repair labor, serialized items and rentals in your jurisdiction.
wi || aut o

Define whi ch of the tax rates

new item into the POS Products database.

Some states require sales tax always be rounded up to the next full penny.
Check this box if this is required in your state. When the box is unchecked,
normal mathematical rounding occurs.

Use Tiered Tax on
Serialized Iltems

Some states require a tiered sales tax on big-ticket sales. If your state requires
this check here. Fill in the appropriate price breaksint he @A Char ge
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Field Definitions

When customer is Thi
exempt from Tax 1,

make them exempt ,
from Tax 2 and Tax Note:Youcanalsosetasi ngl e sale as tax exempt

3 also. button on the POS screen.

s checkbox is fAono by delf3doekemptfor T«
individual customers, turn this option off.

Department Options Tab

POS Options

t  Department Optians rintingl Ireeentony | Cust Rewards | Accumulations | Discounts | Misc. Options

Hardware I Tane

Department for Class Fees OI
Department for Repair Partz OI
Department for Repair Labor OI
Department for Rental Fees OI

Department for Rental Late Fees & I

& [~ Reguire Department for Unlizted |tems

2 Yellow = Set Individually Orn Each Computer Cancel | O Green = Setting Affects All Computers

The following describes the fields on this screen.

Field Definitions

Department For

Class Fees

Repair Parts and In these fields, enter the department numbers to be used when any of these
Labor, charges are added to a POS ticket.

Rental Fees and

Late Fees

Require
Department for
Unlisted Items

Check this box to require the department to be specified when entering an unlisted
item on a POS sale.
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Printing Tab

POS Options

ﬂardwarel Tanes I Department Option ' nventoryl Cust Hewardsl Accumulationsl Discountsl tisc. Dptinnsl

—Receipts

o [~ iFrint Barcode Mumnbers On Feceipts

O [ Print Customer Address on Receipt
& [ Print Customer Phone Mumber on Receipt
& ¥ Frint Dizcounts Rounded to Mearest Percent

& [ Print masked customer copy of credit card receipt on Th-LI200
[uzing 1-ply paper]

& ¥ Print masked MERCHANT copy of credit card receipt on TH-T28
[or on bath copies on & Th-U200 using 2-ply paper)

~Labels
O v Print Mail Labels on 2.25:1.25 labels. [Othensize, use 123 labels)
O [ Mail Labels 12-point Font [othenwize 10-point)

< W Print Stare Mame on Barcode Labels

< [T Print Custorner &ddress on Bepair Label

O [ PrintYendar Part Murmber on Barcode Label

2 W Print Price Large hen Possible

O [v Print Large Barcodes on 1.25x1 Labels

Date Code Encoding [10 unique characters]

< [ Print ltem Count

O [T Automatically Check "Print &z Invoice' on new sale

& ¥ Print Store Charge/Credit Account Balance on Receipt

Pririt hiowe many copies of receipt? O |'|

|
Eltron/Zebra Label Horizontal Qffzet [in dotz] o IEI

O [ Uze Black Headings in HTML Feports?

2 Yellow = Set Individually On Each Computer

Cancel | & Green = Setting Affects All Computers

The following describes the fields on this screen.

Field Definition

Print Barcode Check this box to print the barcode number as well as the description for each item
Numbers on on a receipt. This can be helpful for returns, so you know exactly what items the
Receipts customer bought, even if the product description is ambiguous.

Print Customer
Address on Receipt

Check this box to print the customer 0c¢

Print Customer
Phone Number on
Receipt

Check thisboxtopr i nt t he customerés home phon

Print Discounts
Rounded to
Nearest Percent

Check this box to print receipts with the discounts rounded to the nearest percent.
This option does NOT affect any actual calculations.

Print masked
customer copy of
credit card receipt

If you use the Epson TM-U200, it is highly advised that this box be checked if
using either PCCharge or PCAuthorize software. This forces the printer to hide the

on TM-U200 credit card numberonthe cust omer 6s copy of the re
(using 1-ply paper)
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Field

Definition

Print masked
MERCHANT copy
of credit card
receipt on TM-T88
(or on both copies
of a TM-U200 using

2-ply paper)

If using a TM-T88 printer, this option masks the credit card number on the portion
of the receipt the merchant keeps

If using a TM-U200 printer and 2-ply paper, it masks the credit card number on the
merchant and customer copies.

Print Item Count

Check this box to print the total number of items purchased on the receipt.

Automatically
Check

sale

APr i
Il nvoinmewd ¢

I f this option is checked, the APrint
whenever you start a new sale. This option is useful if you use a full-size piece of
paper for all of your invoices instead of using a receipt printer.

Print Store
Charge/Credit
Account Balance
on Receipt?

Check this box to print account balances on customer receipts.

Print how many
copies of receipt?

Set the number of copies of receipts to automatically print after each transaction.

Print Mail labelson Check this box if you are printing EIt
2.250 Labelabel s. I f this option is off, it owi l
Mail Labels 12- Check this box to print mailing labels with a 12-point font instead of the default 10-

point Font

point font. Note: This option only affects Zebra/Eltron label printers.

Print Store Name
on Barcode Labels

Check this box to print your store name on barcode labels.

Print Customer

Address on Repair Checkthisbox t o print the customerds addr e
Label

Print Vendor Part

Number on Check this box to print the preferred

Barcode Label

If you leave this field blank, the date codes printed on barcode labels will use
numbers for the data. For example, October 7, 2001 will be encoded as 100701.

Date Qode If you enter a string of 10 unique characters, they will be used as a substitution
Encoding ;
code for the date encoding. For exdaeg
the above date wildl be encoded as ABAY/
Eltron/Zebra This setting allows you to move the print on your barcode labels. Enter a positive

Horizontal Offset

number (such as 25) to move the printing to the right, enter a negative number
(such as -25) to move the printing to the left.

Use Black
Headings in HTML
Reports

Check this box to display HTML reports with black table headings. To print with
black headings you must change a setting in Internet Explorer. In IE select
Tools>Internet Options and go to the Advanced tab. Scroll down to the Printing
section and check the APrint backgrour
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Inventory Tab

ﬂardwarel Iar:esl Department Options | Printi ust Rewards Accumulationsl Discountsl tisc. Options

—éuto Barcode Number Generation— [ Defaults for New Products | - Restrictions on Mew Froduct

Prefix & IJMM5?223 Check. the boxes next ta the things that you ¥ Require Department
want checked by default on a new product
# of additional digits @ |5 ¥ Drop-Down Only
Last # Llsed G Prompt For Oty v Require Vendor, Partd, and Cost
ast I {
@ IE G Dontt Track Inventory [ Only add new products via "Mew Product' screen
O [V Accumulate $ [dizables uging "'+'" zign to add new products)

G Accumulate Yalume

O [v Dizcountable O v Do Mot Allow Zem Cost when Receiving [nventam
O [v Dizable Low Stock “Warnings

O [v Dizable Out OF Stock ' armings Default Warning Level C.I

Default Wanted Level OI

[~ Hide Costs Wwhen Entering Feordered Products

O v Allow non-case-sensitive scanning

@[~ Disable Historical Irventary Level Tracking

2 Yellow = Set Individually On Each Computer Cancel | & Green = Setting Affects All Computers

The following describes the fields on this screen.

Field Definitions

Use these options to automatically generate unique barcode numbers when
entering new products on the Edit POS Products screen.

In the APrefixo field, specify a unigq
Auto Barcode of Additional Digitso f itethaprefixsypuewaritto y
Number include. The ALast # Usedo field tra
Generation generated. (If you want the numbering to start at a specific number, enter it here).

Thereafter, TRS will increment each new barcode by one and keep track of the
last number used.

For example, using the settings in the screen above, the next barcode generated
will be 9722300005.

Disable Low
Stock / Out of
Stock Warnings

Check this box to turn off the low on stock or out of stock warnings that pop up
when that item is sold on a POS ticket.

Hide Costs When  This option relates to the Enter Reordered Products function (on the Inventory

Entering menu). If this box is left unchecked, the message box at the end that specifies the
Reordered new quantity in stock will display the cost. If this box is checked, the cost is not
Products shown.
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Field

Definitions

Allow non-case-
sensitive
scanning

Check this box to accept barcodes in either upper or lower case in the Kit
Creation, Orders, and POS screens. A product matching in either case will be
accepted. This feature is useful for resolving the problem of Num Lock always
reversing the case of your barcodes.

Disable Historical
Inventory Level
Tracking?

Check this box to disable inventory tracking. Disabling inventory tracking affects
numerous features in TRS such as running inventory reports for prior dates or
viewing a history of changes for any item.

Because of the serious ramifications of changing this option, you will be prompted
to enter a special password you must obtain from JMM Technical Support. When
you check this box, a warning display
reference code number displays. You must provide the code number to a JIMM
Technical Support Specialist who will use it to generate a unique password to
enter here to disable this option.

Defaults for New
Products

Use these settings to specify the default values for certain fields in the POS
Products database when entering new products.

Restrictions for
New Products

Require Department i Check this box to require a department for all new products
entered in TRS.

Drop-Down Only i Check this box to require the department be selected from the
drop-down list. You will not be able to type in the department number.

Require Vendor, Part# and Cost i Check this box to require a Vendor, Part# and
Cost for every new product. You can override this with a password when desired.

Only add new products via fANew Produc
new products) 1 Check this box to only use the New Products screen for entering
new products. The New Product screen makes it easier to enter all the necessary
fields for new items.

Disallow Zero
Cost when
Receiving
Inventory

Check this box to require a cost (not zero) when receiving/checking in items in
inventory. If checked, you will have to enter a cost other than zero when adjusting
inventory in POS Products and receiving/checking in items on the Orders tab or in
Enter Reordered Products (on the Inventory menu).
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Customer Rewards Tab

This screen allog/you to set up a customer rewards program for your store.

POS Options
ﬂaldwarel Iar:esl DepaltmentDptionsI F'rintingl Inventoly  Cust Rewards ccumulationsl Discountsl hizc. Elptic-nsl

—Money Accumulation Printing

@ ¥ Print Money Accumulation on Receipt

Frefis

“rou have accumulated

Safffi

@ |towards your free gift card.

—Money Accumulation Goal

Goal Amaunt
@ |250

@ ¥ Enabled

Revsard Type———
" Message Only
 Gift Card

& Customer Discount

E spiration [Dayz]
@ |
@ [ Clear Accumulation When Goal Reached

Cuztarner has reached reward goal.

Reward Dizcount [3]
@ |20

Popup Mezsage

o]

Receipt Mezsage

°|

—%olume Accumulation Printing

@[ Piint Yolume Accumulation on Receipt

Frefis

Safffi

—Yolume Accumulation Goal

Goal Amaunt
@ |5
Reward Dizcount [3]

@ |15

Popup Mezsage

@ ¥ Enabled

Revsard Type———
" Message Only
 Gift Card

& Customer Discount

E spiration [Dayz]
@ |
@ [ Clear Accumulation When Goal Reached

Cuztarner has reached reward goal.

o]

Receipt Mezsage
Congratulations! “'ou hawe received a free fat quarter. Redeem

o]

2 Yellow = Set Individually Orn Each Computer

Cancel | @ Gresn = Setting Affects All Computers

The following describes the fields on this screen.

Field Definitions

To print a message at the bottom of each receipt with the accumulation total(s),

Monev/ Volume checkthe appropriate box(es). Use the APT

yrvol the message will say. The Prefix is printed before the amount, and the suffix is

Accumulation . .

Printing prln_ted_after For exampl e: I f you v
$35.67inspendi ng. 0 enter AYou have accumul a
spending. o in the Suffix field.

Set the goals for your customer rewards program. In the Goal Amount field, enter

Money/Volume :

. the amount of money or product volume that a customer must accumulate in order

Accumulation Goal ~
to earn the reward. Check the AENnabl e
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Field Definitions
Select one of the 3 reward types. | f
message to the salesclerk when the goal is reached.
fyou select AGIi ft Cardo, TRS will i ssu

Reward Type

goal is reached. If you select this option, another option will appear which will
allow you to specify the amount of the gift card.

I f you select 0Cust egodisreddhed TRS witidettupa wh €
standing discount in their customer record which will apply to future POS sales. If
you select this option, two additional options will display prompting you to specify
the amount of the discount, and an optional expiration date for the discount.

I f you check the box | abeled ACIear Ac
subtract the goal amount from the cust
reached. It is highly recommended that you check this box. Otherwise, TRS will
continue to offer the reward with every POS sale once the goal is reached.

Popup/Receipt
Message

Enter a message to pop up for the salesclerk when the goal is reached. Likewise,
Recei pt Message specifies a s pecsrexdipt me
when the goal is reached. Both of these options are available, regardless of the
reward type.
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Accumulations

POS Ophions

ﬂardwarel laxesl Department Dption&l F'rintingl Inventnr_l,ll Cuzt Rewards

I' Dizcounts I Misc. Options

< [© Disable Customer Accumulations

o What Accumulates Toward Rewards?

Classes " $ Money [ Yolume
Repair Parts " $ Money [ Volume
Repair Labor [ $ Money [ Yolume
Rental Fees [T $ Money [ Yolume
Unlisted ltems [~ $ Money [ Volume

Accumulation options for items in your products
database are set in Inventory->Edit POS Products.

< [ Do Mot Allow Accurnulations for Discounted bemns

2 “Yellow = Set Individually On Each Canmputer akK Cancel | & Green = Setting Affects Al Computers

The following describes the fields on this screen.

Field Definitions

Disable Customer Check this box to disable accumulations for the customer rewards program
Accumulations (remember this can be set on each individual computer in the store).

What Accumulates  Check the Money and/or Volume box next to the items that should be included in
Toward Rewards? the accumulations for the customer rewards program.

Do Not Allow
Accumulations for
Discounted Items

Check this box to prevent TRS from adc
accumulations.
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Discounts

POS Options x|
ﬂardwarel Iar:esl DepartmentDptionsI F'rintingl Irwentoryl Cuszt Rewards | Accumulations UMisc. Optiohs
~Which of the following are discountable?
<[ Classes
<" Repair Parts
<[ Repair Labor
2" Unlisted ltems
<[ Rental Fees
o Inventory Products
i All are discountable
" None are discountable
# Depends on product:
2 Yellow = Set Individually On Each Computer Cancel | & Green = Setting Affects All Computers
The following describes the fields on this screen.
Field Definitions
Check these boxes to define items that are discountable. Those items designated
Discountable? as non-discountable cannot be modified by editing or discounting them on a POS
ticket.
TRS11 Page 38
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Misc. Options Tab
x|

ﬂardwarel Iar:esl DepartmentDptionsI F'rintingl Irwentoryl CustHewardsI Accumulationsl Dizcou

rClerk. Logir 23 [ Prompt for missing phone number on POS Sales

ol Hequ?re Clerk Logan & [~ Prompt for missing email address on POS Sales
O [T Require Clerk Password

23 [ Clerk Logon Selected From List [Othensize, typed in]

O [ I typed in, make sure it exists in clerks list. O [ Jump to last zale on Review POS when finizhing sale
O [ Make Continuous Login apply to POS Sales and other clerk selection pop-ups [MOTE: Turring this o may slow down firishing the sale)
~P0S Categarie O [ Disable POS Screen Scrollbar
< [ Prompt for POS Category O [ Mark class enollments as paid when adding te POS
Abwayz ze The Following For Thiz Station OI O [ Show Popup 'When Customer Has Store Credi
Uge The Following For Key Ta The ‘e Import {)I 2] D':'-"":fu e .g!ift certificates or gift cards?
+ Gift Certificates
" Gift Cards

O Automatically finish sale when enough money tendered
O Allow cash back on gift cards o3[ Select card o certificate each time [Use Only)
[~ Hide Ovenung POS Sales in Customer History

O[T Detailed Credit Card tender and Mizc. Tender types

Senalized Auto Commission Caleulation————————————————

O Basi
& Mone [Don't calculate)
= Price
= Price minus Cost
= Price minuz Tradein
¢~ [Price minus Cost) minus Tradein

Commiszion Percentage ¢ II:I 4
2 Yellow = Set Individually On Each Computer Cancel | & Green = Setting Affects All Computers

The following describes the fields on this screen.

Field Definitions

Check this box to require salesclerks to log on each time they start a POS sale
(see page 119). Set up Clerk ID in Security>Edit
Employees/Clerks/Salespeople (see page 241).

Require Clerk Note: If you are using PC Charge version 5.10.0 or later you must set up the

Logon cashier accounts in PC Charge and use the Send Cashier Credentials option when
processing credit payments. You must check this box to require the clerk to logon
when they start a POS sale and their Clerk ID must match the name in the PC
Charge cashier accounts setup.

Check this box to require salesclerks to enter their password each time they log on
to start a POS sale (see page 119) . Note: To set each cl
Security>Set Clerk Password from the TRS menu (see page 245).

Require Clerk
Password

Check this box to require salesclerks to select their Clerk ID from a list (see page
119). Otherwise, they will be prompted to type in their login name. Set up Clerk ID
in Security>Edit Employees/Clerks/Salespeople (see page 241).

Clerk Logon
Selected From List

If typed in, make
sure it exists in
cl erskds |

Check this box to require the clerk login to be verified as a valid clerk set up in
Security>Edit Employees/Clerks/Salespeople (see page 241).
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Field Definitions

Make Continuous
Login apply to POS  When using continuous login and this box is checked, any POS sales or other

Sales and other instances where a clerk ID would be required will automatically assume the ID of
clerk selection pop- the security code of the person continuously logged in.

ups.

Prompt for POS If you check this box, you will be prompted to select a category for the sale each
Category time a POS sale is started. Categories are set up in Edit Lists>POS Categories.

Always Use The
Following For This  You can enter a category in this field to be used for every POS sale at this station.

Station

Use The Following  The value entered in this field will be included on every POS sale record imported
For Key To The from your fAKey To The Webo iWwealpbtsackisertand 1
Web Import report web orders separately from store orders.

I f you check this box, you wil!/ not he
complete a sale (see page 125). The sale will automatically ring out when enough
money has been tendered.

Automatically
Finish Sal

Allow cash back on  Check this box to allow cash back on a partially used a gift card. If you leave it

gift cards? unchecked, the balance must remain on the card for use at a future time.
Hide Overrung . .
POS Sales in Eigtc:)linhEthhls box, overrung (voided) sales

Customer History

Detailed Credit
Card tender and
Misc. Tender types

Check this box to use detailed credit card and/or miscellaneous tender types.
These are set up in Edit Lists>Tender.

Serialized Auto To have TRS calculate commissions for sales in the Sales tab, select the Basis
Commission from the fields displayed and enter tt
Calculation commission will be calculated by multiplying the Basis by the specified percentage.

Prompt for missing
phone number on
POS Sales

Check this box if you want to be prompted, when starting a new POS sale, whether
to enter a phone number if it is missing from the customer record.

Prompt for missing

) Check this box if you want to be prompted, when starting a new POS sale, whether
email address on

to enter an email address if it is missing from the customer record.

POS Sale

Jump to last sale Check this box to automatically refresh the data for the Review POS function when
on Review POS each POS sale is finished. NOTE: This feature may slow down some systems
when finishing sale  and, therefore, may be turned off in POS>Options>Misc. tab.

Disable POS This setting only affects users running 800 x 600 resolution. This option will disable
Screen Scrollbar TRS from having a scroll bar on the POS screen.

Mark class

enrollmentsaspaid Check this box to automatically mark &
when adding to when you add their class fees to a POS ticket.

POS

Show Popup When

Check thisboxtoenabl e t he ACust omer has a stc
message.

Customer has
Store Credit
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Field Definitions

Do you use gn‘t. Check Gift Certificates or Gift Cards. This setting will affect which buttons appear
certificates or gift

on the POS screen.
cards?

Check this box to add the options of Gift Card or Gift Certificate on the POS screen
Select card or when taking a gift certificate or gift card for payment. This feature is only needed
certificate each during the transition from using gift certificates to gift cards when you are still
time (Use Only) redeeming existing gift certificates. Once you switch to exclusive use of gift cards,

you can uncheck this box.

Customizing the Function Keys

If you would like to change which functions are asseciatvith buttons on the POS screen,
selectPOS> Customize Function Keydsrom the TRS menu. A dialog box displays allowing
you to change the function key mapping.

To change a key mapping, enter the number of the function that you want to assign to the

functon key. The key on the right shows you the numbers to enter for each function. For

example, if you want the F2 key to map to the Total function, then you would enter the number 9

in the box labeled F2. When you are finished changing the key mappngsesct A OKO t o s
the changes or fACancel 0 to cancel the changes

WARNING Do not use this feature if you are using a programmed POS Keyboard. Results
will be unpredictable.
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Customers

Initial Setup for Customers

Before entering new customers define the following drop down lists that are used on the
Customes tab.

1 Cities(typical cities in which your customers reside)

1 Zip Codes (typical zip codes in which your customers résiday be used in Fast Zip
Lookup)

1 CustomerClassificationgoptional dassificatiors you may designate for a customer such
as club membersps)

9 Custom Taxes (optional tax definitions)

Access these lists by selectiBdit Listsfrom the TRS menu and click on the appropriate option
Refer to Edit Lists on pag&d for instructions for adding, editing and deleting frbsts.

In addition, certain preferences and options can be defined. Define the following in
Edit>Preferences

1 Default Statdyou may set a default state that will {filein the address of new
customers)
9 Fast Zip Lookup City Name (defines the capitdima of automatic entries in the City
Name field when using Fast Zip Lookup)
1 InactiveStatus (set the system to automatically clear inactive status when a customer has
activity)
Refer to the Preferences topic on pagdor moredetails about TRS Preferences.

Several parameters are seP@S>Options as follows:

1 In thePOS>Options>Taxedab, indicate the Tax Exempt Customer Default (you may set

the AWhen customer is exempt from Tax 1, me
This box is automatically checked when you install the system.

In thePOS>Options>Taxedab, set the Tax rates, as appropriate.

Refer to Taxesab on pag®9 for more information.

In POS>Options>Cust. RewardsandPOS>Options>Accumulationsd e f i ne you st c
customer rewards program and the types of products and services that may accumulate.

Refer to the Cust. Rewards and Accumulations tabs starting or8p&memore

information.

= =4 =4
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Customer

2 Sales | 3 Repairs | 4 Leads | 5 Classes | 6 Sections | 7 Accounts/Layaways | 8 Point Of Sale | 9 Review F’OS| 0 Serialized Inv. | [ Orders | Easy Semir | »
Customer# 1-19 V|/|»|H|+|—|f|~/|><|("|
View Options:
@ All Records/AddEdiDelete LComplex Search| Quick Search | E-Z Customer Search
" Search
First Name Last Name
Jump to Cust#l I” Bad Check
Cnmpanyl
Address I Fast Zip Lookup  Credit Limit $
City State Zip Code Terms (Days)
| | Wail I__abell
f | country | garcndel
Email Phone (Home) Phone (Work) Classification Show ﬂlst(}ry [
Date Added Last Activity Birthday I - l
! .
Spare Spare 2 I~ Inactive [~ Spare Check 2
[~ Spare Check [~ Spare Check 3
— ™ Pop Up? [~ Spare Check 4
Spare Check 5
Label L Ee
I i Discount
’7DD\Iars$ 0.00  Voume | 0 | 0 %
Expires
Assign Card Keytag # I
For This Customer: Enter New ...
’;alel Eepairl Lgadl LgyawayrchargerCredﬂl Special grderIEOS Sabal Easy Servioel Rentall
Wish List | Special Pricing | Custom Taxl vl
[~ Tax1 Exempt? [~ Tax2 Exempt? [~ Tax3 Exempt? j i
Field/Button Descripti ons

The following describes the fields and buttons on the Customers screen.

Field/Button

Definition

First Name, Last
Name, Address,
City

Enter the customer 6s and addr es:

Select the city from the drop down list (set up in Edit Lists>Cities). You can
type in the city if it is not listed in the drop down.

name

Jump to Cust #
Button

Click this button to enter a customer number or scan a keytag to bring up a
customer record.

Company

Enter the customerds associated comp:

Fast Zip Lookup

Enter the zip code in this field and press TAB. If the zip code is set up in your
zZip code list (Edit Lists>Zip Codes) the city and state will automatically fill in
(as defined in Edit>Preferences).

Enter a 2-character abbreviation for the State. A default can be set for this field

State in Edit>Preferences.
Zip Code Enter a 5-digit zip code, the longer zip+4 zip code, or a postal code.
Country Enter the customerds country.

Mail Label Button

Click this button to print a mailing label for this customer directly to the label
printer.

Customers
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Field/Button Definition

Click this button to print a | abel wi

Barcode Button the customer déds name, account number
prompted whether to print a date code on it.

Email Entert he customer s emai l addr ess.

Enter the customerds home phone numbz¢«
will warn you the phone number is missing (and prompt you whether to add it)
when you create a new repair, serialized sale, lead, store account, special

order, or class enrollment for the customer.

Home Telephone

Work Telephone Enter a second phone number for the customer.

This date is set when the customer is added to your database for the first time.

Date Added It can be manually changed at any time.

This date is updated every time the customer record is impacted (such as

Last Activity Date . A . S
making a purchase, bringing in a repair or enrolling in a class).

Optional : Enter the customer 6s bingth«
Birthday year, is stored, it is recommended (for easier searching) that you enter the same
year (such as 2000) for each customer.

Optional: Select a classification from the drop down list (set up in Edit
Lists>Customer Types). These are user-defined classifications, up to 10

Classification characters long. For example, you could use the field to track how the customer
got into your customer database, such as LE for leads, SA for sale, RE for
repair, or MA if the customer asked to be put on your mailing list.

Optional: Extra fields you can use to store additional information about
customers. The labels on these fields can be changed in Edit>Screen

Spare 1, Spare 2, pesigner>Edit Properties.
Spare Checkboxes . . . .
Note: If you upgraded from version 2, the Spare Check field will contain data

from the Al nterested In Classeso chect

Use these checkboxes to designate a customer as tax-exempt, or exempt from
specific taxes and not others. When you start a new POS sale for this

customer, it will ask you if this sale is to be tax-exempt. If so, all of the items will
ringupasnont axabl e, as defined by these f
exempt from Tax 1, make them exempt Tax2 and Tax 3 alsod0 s et POSh g
>Options>Taxesf urt her defines the tax exem
default, so to select tax exemptions separately for the 3 taxes, turn this option

off.

POS Tax1 Exempt,
Tax2 Exempt, Tax3
Exempt

Use this field to set an ongoing discount for a customer. When you start a new
POS Discount POS sale for this customer, you will be prompted whether this sale is subject to
the set discount. If so, all of the items in that sale will receive the discount.

Enter the expiration date for the above POS Discount (optional). Once the date
Expires entered has passed, the discount will not be offered when ringing up a sale for
the customer.

Check this box for an inactive customer. You can still enter sales, etc. for this
customer, but the software will not print or export mailing labels for them, or add

Inactive them to email lists. In Edit>Preferences you can set TRS to automatically clear
the Inactive Status on a customer record if there is any new activity for them
(see page 22).
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Field/Button

Label Button

Definition

This button prints a label directly to the label printer with the customer name and
any information in the Notes field.

| abel if you have an alternate shippi

Enter additional notes about the customer (common uses are clubs they belong

Notes to or a different ship-to address).
Check this box to display the contents of the Notes field in a pop-up message
Pop Up? when you start a new POS sale for this customer using E-Z Search. (It will also
pop up if you use E-Z Search or Jump to Customer # on this screen.)
L Use these fields to establish a line of credit for your customer. Credit Limit is
Credit Limit, . . .
T the maximum total combined balances on all credit accounts. Terms are the
erms
number of days that they have to pay off any charges.
Bad Check Check this box to specify a customer has written a bad check. In the future, if

that customer tries to pay with a check, a warning will display.

Accumulations
Dollars/Volume

This field is updated automatically by TRS. It tracks how much the customer
has accumulated in dollars spent and volume purchases (such as yardage,
etc.). Please see page 35 for more information.

Assign Card Button

Click this button to assign the barcode (or magnetic strip) on a customer loyalty
keytag to this customer. You can then use the keytag to scan the customer
number instead of searching for the «
Spending/ Vol ume Accumul ationso topic

Keytag Number

This is the customer loyalty keytag number if one is assigned to a customer.
The field will be blank if no keytag has been assigned, or you can delete an
existing number to un-assign one.

Note: The keytag barcode must begin with the upper-caselett er s, A CL

Wish List Button

Click this button to access the gift registry (see page 60 for more information).

Special Pricing
Button

Stores a list of specific items (with price and expiration date) this customer may
purchase for a special price.

Custom Tax

Select the Custom Tax. Custom taxes are set up in Edit Lists>Custom Tax.
See the ACust om T ab1kferamore inforpdtian. on page

Tax Exempt 2 & 3

Use these fields (and the Tax Exempt checkbox) to indicate any tax rates from
which this customer is exempt.

Show History
Button

To display the customer és
See the ACust omer

history
Hi st d@7%fgr m@eimfeeneation.

on
t o}

Adding Customers

To add a new customer click tih§add) button on the database toolbar. Refer to the Field

Definitions above for specific information about each field. When you are finished entering the

information, save it bylicking the* (save) button on the database toolbar.

Modifying/Deleting Customers

Refer to pagé for detailed instructions for editing records. Refer to pgafpe information
about deletingecords.

Customers
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WARNING If you delete a customer from the database, all sale, repair, lead, and enrollment
records for that customer will be deleted. This data will be lost forever. Any
reports (other than Point Of Sale) will not include these deleted recBeds
absolutelycertain sale, repair, lead, or enroliment records for that customer are
no longer needed. When a customer is deleted, their Point Of Sale records will
remain in the database, but they will no longer be linked to the customer.

Customer  History Screen

Di splay a customerds history records by <click
the Customer screen will listtmplete history f t he customer s activity
class enrollments, acants, special orders and POS sales). Jump directly to any of the records

listed by doubleclicking the entry in the list.

Sales Make | Model |Price | <[}
N B=rnina 630 4000

Repairs| |pate | Make [Model  |weork Done |
B 11092010 Bernina T30E Basic =ewing machine service -

Easy Date |T'_.r|}e |

I Long Arm Custom Quitting

Leads Date | Make I Model I Salﬁspers-unl Status I

Ermina ood Pros

B|12/16/2006 Berni 4400EE KF Good Py

Classes| |Class |zect|start Date | Paig?|Hotes |
B NEW OWNER Je2ns201 T

Accts | |start Date | Description |

P|06/27/2011  Deposit on Easy Service # 1
Special | |order# |vendor |order Date [came in | Picked up |Paid?|
L 29 C&T Publishing | 03/09/2011 03/08/2011 F
Rentals | [pate |Hake |HI:H:|B| IWDrk Done

[ 4 (Memo}
POS Date |Total |cierk |
Sales

B| 06272014 25

tem=2Al |aty [pescription |

Above | M 1 Layaway #50 Payment: ZDeposit on Easy Service # 12 C”Origina
Sake [T

SN I N TN

(IO 0| L | € N | I T NSRRI ) g L [ G 13 | [ KA

Hide History | -1

O

(@]
=

on the AHi de Hirg.toryo button to hide th
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You can also resize the individual lists of the history screen by dragging the dividing lines with

the mouse.
Sakes | |pate |make |Model | Price | =
B 111092008  Bernina T30E 7000
B =
Repairs| [Date |make |Model  [work Done | il
M 111092008  Bernina 730E
B |
Leads | |pate |make |Mode |salesperson|status | ﬂ
| 11/16/2006 Janome KF Good Pros
B =
Classes{ |class |start Date  [Paigz|otes \il
M BEGHNING QUILTING 0BI08/2006  F
BEGINNING QUILTNG 08/31/2006 | F
NEW OWNER DBI01/2006 T NXBOO
L of
4 3
Accts | |startpate [Descripion N/ | il
N t 1-1_"‘15—'?99,5.!-\,.\,«‘ N i T WL LS W S e ©a

Hover over the dividing line until the mouse cursor changes to a datiol, leftclick and
drag down on that line to resize the daspl

E-Z Customer Search

The AEZ Customer Searcho button on both the C
way to search for a particul arZcQsdtoonmer Sdar (
button. The Phonenber prompt appears.

¥ Input —[olx]

Fleaze enter the custorer's PHOMNE NUMEER [area code optional).
Leave blank if unavailable.

g |

If you have the customer's telephone number, enter it or a portion of it (the last four digits are
sufficient and avoids errors if numbers were entered both with and without dashes). Any
customers who match that search will displ#iythere are none, the Customer Name prompt
appears.

You can leave the phone number blank and either prgeso r cOKoc lani@l t he Cust o
Name prompt will display.

Customers TRS11 Page 48



5 Input i [=] 3

Phore number nat found. Please enter the customer's LAST MAME.

wen_|

Enter the customer's last name (or a portion of it). Any customers whosartasimatches the
entry will display.

Select a Customer

CUSTFMARME IELISTLN.-’-‘-.ME IELIST.-'—‘-.DDFEESS
X [1orina Johrizton 126 Hahn "Way
B2 JACKIE JOHMSTOM 22700 M. Hwh, #1
1581 SUE JOHMSTOM 11650 GRATOM RD

If the desired customer is listed, doubleek on the entry and the customer will be displayed on

the screen. | f t he c or rCancebbutton ¥auavithieerprompsed not |
whether to add ik customer.

If no matches are found, you will be prompted whether to add the customer.

You can change the order of these search questiamsearch by last name firsh, Edit>
Preferencescheck the Search Last Name before Phone Numbe#ZilCEstome Search
checkbox(shown on the following screen)

Set Preferences

Tax Rate

Addtional Contact Info O | EE
o i
| <

<

O [ Use Wwindows Default ¥

Parts/Merchandise O |5 5 (Instead of TRS's builtf-

O v Use Jrik Email Suite f
Labor &2 |D % (Instead of TRS's builk

O [T Maonao Display
O [ Refrezh Data on Page Change
6]7 Search last name before phone number in E-2 Customer Sea@

AP

O v Automatically clear inactive status when a customer has activity

Pl Shrueninders onstatug e

Customer Spending/Volume Accumulations

TRS will keep track of your customersd accumu
number of yards or fat quarters) purchased. Gamsbe used as an incentive program (customer
rewards). When a customer reaches a certain goal of dollars spent or volume purchased, you
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could issue the customer a gift card, store credit, gift certificate, coupon, or other incentive, and
start their acemulation again at zero.

Setting Goals for Accumulations

If you use the customer accumulations for a customer loyalty program, you can set a goal for
accumul ati ons and PO$Optidns>EuwstaRedardgsed pagds far thore n
information about defining rewards)ou can set the goal level and special parameters, such as

pop up messages, receipt messages and whether to allow discounted items to be accumulated.
When the reward is met, you can have TRS dysplmessage on the screen (such as customer

has earned a free fat quarter), issue a free gift card as a reward or give the customer a discount in
their customer record with an optional discount expiration date. For more information about
setting up acamulation goals, please sB®S>Options>Cust Rewardn page35and
POS>0Options>Accumulationson page37.

Set Up Eligible Products

To put this feature into practice, you must indicatéctvinventory items are eligible for these
accumulations. On thHaventory >Edit POS Productsscreen, specify whether each product is
eligible for the money accumulation and/or volume accumulation (shown on the screen below).

e e T T ST T e T e

T Ereferred Yendar R
QR |

(¥ Accumulate § W Accumulate Vol
Mo,

For Found Set...
Irrventom Hepartl Turnower Hepartl

Mazs EditI tazs Delete | Fut On Sale I E:-:pu:urtl

PR

Once you have defined procts that are eligible, TRS will take over from there and
automatically add to the customersd accumul at

Set Up Eligible Accumulations

ﬂaldwarel Taxes I Department Dptionsl F'rintingl Inventor_l,ll Cust Reward| iscountsl Mizc. Optio

o I~ Disable Customer Accumulations

< What Accumulates Toward Rewards?

Classes [ $Money [ Volume
Repair Parts [ $ Money [ VYolume
Repair Labor [ $Money [ Volume
Rental Fees [~ $ Money [ Volume
Unlisted tems [ $ Money [ Volume

Accumulation options for items in your products
database are setin Inventory->Edit POS Products.

O [~ Do Mot Allow Accumulations for Discounted ltems
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In addition to designating which products in your inventory may be accumulated toward a
customer reward, you can define other options:

1 What, in addition to POS productaay be accumulated
i Disable accumulations
1 Whether décounted items may be accumulated

Go toPOS>0Options>Accumulationsto define these options.

Viewing a Customerdés Accumul ati ons

e e T T e e s et e T s e e et Tt et e e e T ST S ey

Accumulation
’7Du:ullars $| 102.45 “olume I a0
A==ign Card Wish List Special Pricing
Each customer s current accumul ati ons wi || be

be edited; however, it is reconemded that you let TRS handle these fields automatically.

Adding Accumulation Messages to Receipts

You can have TRS automatically print messages at the bottom of the POS receipts, notifying the
customer of how much they have accumulated in spending arudione. Please see pagfe
for more details on settingp thesemessages

Customer Loyalty Cards/Keytags

Customer loyalty cards or keychain tags are small plastic cards with barcodes on them you can
distribute toyour customers. You can assign the barcode to a customer and scan it instead of
searching the database for the customer. If you make the card/keytag part of a customer loyalty
rewards program, your customers will be happy to use them.

Assigntheloyalty ar d or keytag to a customer by clicki
Customer screen and scanning the barcode on the keytag. The card number will subsequently
display in the Keytag# fieldOnce the keytag has been assigned, you can scan it inftead

searching fothe customer

JMM Software sells customrinted customer loyalty cards and keytags guaranteed to work with
TRS. Please call or check the website (www.jmmsoftware.com) for pricing. Be aware, if you
buy them elsewhere, JMM will not guatae they will work with TRS.

NOTE: If you do decide to purchase them elsewhere, make sure that the barcodes on them
begin with the |l etters ACLCO in upper cas¢

Custom Taxes

In addition to the three sales tax rates s€@E>0Options>Taxes,TRS supportan unlimited
number of additional tax rates in Custom Taxes. These taxes are s&dipLiists>Custom
Taxes. Just like sales tax-3, custom taxes will be calculated for eligible items as defined for
each item innventory>POS Products(according tdhe tax rates selected).
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You can assign one custom tax per customer on the Customer screen by selecting it from the
drop-down screen. You can change it by selecting a different custom tax or remove it by
selecting that fi el d ealnedt epor ecsns i ynogu rii Bkaecykbsopaarcde.o

In addition tosetting a Custom Tax up ahead of time for a customer, you can also do it gn the fl
for a particular POS Sale, lolicking the "Set Custom Tax" button on the POS screen.

Tax Exempt Customers
You can alsase Custom ax to track different TadExemptdefinitions To do this:

1 In Edit Lists>Custom Taxes set up all the different reasons that a customer could be Tax
Exempt (i.e. Resale, US Government, etc.)
1 Assign each of these Custom Tax items a 0% rate.

Make any TaxExempt customers exempt from TaX&x3, but set their Custom Tax to one of
these 0% items.

Using hismethod TRS will not charge them any tax, but it willdgetrack otthe total sales

subjectto these special Custom Taxésthis way, TRS will trackheamount of tax exempt

sales and the reason they were tax exemptP@s&>Reports>Custom Taxo track each

custom tax collected and the fAsubject toodo amo

Customer Reports
The following reports are available fraBROS>Reportsin thePOS>Options>Taxes:

1 Biggest Spenders (a list of your best customers based on dollars spent for a specified
period of time)

1 Items Purchased by This Customer (a list of items this customer has purchased for a
certain period of time)

Refer to Viewing and Printing Reports on pd@dor more information.

Special Searches for Customers

To perform a special search, select the search froilfgbeial Searches>Customenmsenu

(shown bel ow). Most of these searadioemes wi | | r
tab (refer to pagélfor details on using a found se$ome searches result in an answer or

option displayed on the screen. Each special search for customers is discussed below
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Total Retail Solution - JMM's Example Store 1234 Our Street Any Town, US 98765 - Store#

{- dit Lists Reports Maintenance Security POS  Inventory Internet |
By Amount Spent

Who has bought this item?

Has this customer bought this item?
Who has taken dasses? Layaw:

Customers
Repairs
Classes
1 Custor  orders

* v+ v v v v ¥ |hJ

Accounts Who has taken a particular dass?
Leads Wha has rented something?

Cust.nrner Easy Service Who has a machine not recently serviced?
:;Ez"[: Rentals Who has bought items in a particular department?
S — Super Search > Who has bought items by description?

By Birthday Month
First Name Last Name Whose email has changed?
I I Jump to Cust#l SRR

By Amount Spent

Use this special search to find all customers who have spent a certain amount (through POS)

over a given period of time. Selé&gpecial Searches>Customers>By Amount Spefrom the

TRS menu. Enter the date range for which you would liketoal t he cust omer s o
the minimum amount the customers must have spent to result in the search.

Who has bought this item?

Use this special search to find all customers who have purchased a particular item (through POS)
within a certain periodfdime. SelecSpecial Searches>Customers>Who has bought this

item? from the TRS menu. Enter the date range for which you would like to search and
enter/scan the barcode number for the product.

Has this customer bought this item?

To determine whether@istomer has purchased a particular item, bring up the desired customer
on the Customerttab. SelecSpecial Searches>Customers>Has this customer bought this

item? from the TRS menu. Scan or enter the barcode of the product. TRS will tell you whether
the customer has purchased the item. If they have, an option to view the sale displays.

Question |
This customer purchased this tem on 111342006

Would you like to view the sale?

Who has taken classes?

Use this special searchfiad all customers who have enrolled in classes at your store. Select
Special Searches>Customers>Who has taken st&s?rom the TRS menu. Enter the date
range for which you would like to search.
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Who has taken a particular class?

Use this special search to find customers who have taken a certain class within a defined period
of time. SelecBpecial Searches>Who hasken a particular class?from the TRS menu.
Enter the date range for which you would like to search.

Who has rented something?

Use this special search to find customers who have rented something from your store (in a
Rentals module transaction) withircartain period of time. SeleSpecial Searches>Who has
rented somethin@ from the TRS menu. Enter the date range for which you would like to
search.

Who has a machine not recently serviced?

Use this special search to find customers who do not haveianegmad (in the Repairs module)
since a date defined by you. Sel8piecial Searches>Who hawachine not recently service@
from the TRS menu. Enter the date from which you would like to search.

Who has bought items in a particular department?

Use thisspecial search to find all customers who have purchased any item in a selected
department (through POS) within a certain period of time. SSfzstial
Searches>Customers>Who has bought items in a particular departmentfom the TRS
menu. Enter the datange for which you would like to search and the desired department
number.If you enter a major department number (100, 200, 300, etc.) you will be prompted
whether to include all subepartments.

Who has bought items by description?

Use this special sedr to find all customers who have purchased an item matching a certain
description (through POS) within a certain period of time. S&petial
Searches>Customers>Who has bought items by descriptioffdm the TRS menu. Enter the
date range for which yowould like to search and any part of the item description.

By Birthday Month

Use this special search to find all customers with a birthday in a certain month Speleict
Searches>Customers>By Birthday MonthZrom the TRS menu. Enter the number & th
desired month (i.e. 1=January, 2=February, etc.).

Whose email has changed?

Use this special search to find all customers whose email address has changed for a certain date
range. SelecBpecial Searches>Customers>Whose email has changédmm the TRS meu.
Enter the date range for which you would like to search.
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Customer Super Search

File Edrt|5peda|5eardqes Edit Lists Reports Maintenance Secunty POS  Inventory Intemet Multi—.i

= Customers » | Moy |
E— rs ovies (

3
1Custome  Classes * |is | 5 Classes | & Sections | 7 AccountsiLayaways | & Point 0f5a§
Orders 3 5
Cu;tumer: }C::::rrts :.rl—lAlfflﬁfl("l ‘
View Op I | f
’76 il Customer Super Search  » [ TROUC {
' Sealom oumpor oooTeTT oo Chedlk Cirrent Reilts ’
First Name Last Name Add Current Found Set To Resutt -
ISALL\I/ ISM ITH Remove Cument Found Set From Result ¢
Done - Make Result The Cument Customer Found Set i
Company I Fast Zip Lookup (;
Address [3355 N/ 23RD | ;
City State Zip Code : 5

The Customer Super Search is a powerful tool that allows you to build a search for a group of
customers stepy-step, based on multiple psiof the database. It allows you to see the results
of your search each step of the way, samadd customers to or subtract customers from the
result, until you have the exact set of customers you want. The following illustrates a typical
super search.

For example, to send a special mailing to:

1 All customers who have had a machine in for repair in the past year,
1 And have not purchased a new machine in the past year,
1 And do not reside out of state.

Always begin by clearing out the results of any prevewser searches by selectiBgecial
Searches>Customer Super Search>Start Over

For this example, the first step is to add all customers who have had a machine repaired in the
past year. To do this, on the RrempAssistadtot ab,
bring up all repairs that have Date Completed greater than one year ago today (illustrated in the
following diagram).

x
Field Condition
b ake - Equals
todel — Contains Walue
Date In Dioes Mot Contain
Service Request Startz With > |31A40
Labor Estimate Ends Wwith
Parts Estimate |z Greater Than
:[late Completed — = |lzLess Than
Technician |s Between
‘Whork, Performed | |z Blank.
Part Tax Rate |s Mot Blank
Labor Tax Rate [ioes Mot Equal Add
t ethod of Payment |2 Checked/True
Stare _I Iz Unchecked/Falze
ACCESSONES - Sort By

When the search is complete, TRS will display how many repairs it found.
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SelectSpecial Seeches>Customer Super Search>Add Current Found Set To Resufivhile
still on the Repairs tab). The number of customers you are about to add to the special search

results displays and prompts whether you want
Next, a summary of thnew results display and you are given the option to either keep the
results or revert back to the previous result
the results were accepted will display.
The next step is to remove all customers framdurrent set of results that have bought a
machine in the past year Go to the Sales ta
Assistant to bring up all sales that have Date Purchased greater than one year ago today.
x

Field Condition

Equals

Store Containg ) Walue

HEe S —= [

Dizcounted Price E rids "tk

hake |z Greater Than

hodel = [izLess Than

Serial # |z Between

Tradein Is Blank

Tradein Walue Iz Mot Blank

Total Commisgion Does Mot Equal Add

Salezperzon 1 Iz Checked/True

Salesperzon 2 Iz Unchecked/Falzse

Salesperzon 3 LI - Sart By |
e T e S WMWH\,W
When the search is complete TRS will display how many sales it found
SelectSpecial Searches>Customer Super Search>Remove Current Found Set From Result
(while still on the Sales tab). Click AYeso
The last step is to remoadl customers from the current set of results that do not reside in the
state. Go to the Customers tab and click ACO
up all customers where their state does not equal your state.
i

Field Condition

First Marme -

Lazt Marne | Walue

Add :Dioez Mot Contain

Chy Shats Wit —> |°R

EEr— Erds Wit

Zip |z Greater Than

Phone [Home) — = |lzLessz Than

Phone Mwiork) |z Betweaen

Classific.ation Iz Blatk

Spare Check Iz Mat Blank.

Mates Does Mot Equal Add

Spare 1 |z Checked/True

Spare 2 ls Unchecked/False

Date Added =l I |
MWWMWWWMW
When the search is complete TRS will display how many customers it found.
SelectSpecial Searches>Customer Super Search>Remove Current Found Set From Result
(while stildl on the Customers tab). Click n
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Now that youhave finished building your search, sel8pecial Searches>Customer Super
Search>Done&i Make Result The Current Customer Found Set.TRS will display the final
number of customers found.

NOTE You MUST complete this step to make the Customer Super Sesdkbs the current
customers fAfound seto before you can use t

Now, you can use this Afound seto of customer
bulk emall, etc., (just like any other found set of search results).

At any time diring the Customer Super Search process, you can check and see the number of
customers in the current found set by seleclpgcial Searches>Customer Super
Search>Check Current Results from the TRS menu.

Merging Customer Records

Occasionally you may find you have the same person in your customer database twice. Often,
both customer records will have a history (linked sales, repairs, classes, etc.). TRS has the
ability to remove one of the customer records, and atame sime, merge the histories of the

two customers into the one customer record you are keeping. You can do this two ways:

Using Merge Two Customers Utility
Find the two customers that you want to merge and make a note of their customer numbers.

Manuallyedit the customer record you want to keep, adding any desired information from the
customer record you will be deleting. (Only the history fields merge; therefore, you should
evaluate the informational fieldsphone numbers, email address, and so faatid perform any
needed changes on the customer account you will be keeping.)

SelectMaintenance>Merge Two Customerdgrom the TRS menu. You will be prompted to
enter the customer number of the customer to keep, then the customer to delete.

Afinalconfrmat i on prompt displays the two customers
complete the task.
Question E

You are about to delete Sally Sue Smith(11-1) and mowve all of their records into SALLY SMITH(3-1). Are you sure you want to do
thig?

Using Duplicate Customer Find/Merge

This method finds the duplicate customer records for you. You can run the program just to find
out how many duplicates ane the system, or to create a list of them, as well as have the system
automatically merge the records for you.

In the automatic merge feature, the system keeps the smallest customer number. The history
transactions will be merged together into that recdrde system does not merge the
informational fields, such as address, phone numbers, or email address. You can use the
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duplicates |list report to determine any <chang

kept before running the merge.

To runthe program seledflaintenance>Duplicate Customer Find/Mergefrom the TRS

menu Following the screens that appear, select the desired options. You can perform a strict or
a loose search, and from that display how many duplicates exist, print a i€tpaytthe

duplicate records, or have the system automatically find and merge the duplicates found by the
search. You may also specify a maximum number of merges to perform each time you run this
program.

Mailing Labels

Labels Supported by TRS

Laser or Ink Jet Printer

TRS mailing | abels are designed to print on
(sized 1" x 2 5/8"). Some of the compatible Avery® label product numbers are 5160, 5260,
5160B, 5970, 5971, 5972, 5980, 5982, 5983, and 5660.

Label Printer

The other option for printing mailing labels is on the Zebra/Eltron LP2622, LP2722, or LP2824
label printer. 1 youare printing on the Zebra printerse the 2.25" x 1.25" labels (part# 800522
125)

Printing a Single Mailing Label

If you have a ompatible label (or barcode) printer, access the desired customer in the Csistomer

t ab. Click the fAMaill Label 0 button and t he
Fho it 0 il el T e et T
ISALLY ISMITH

Jump to Cust #l f
L |

Company I

Fast Zip Lookup '|
Address 9955 Nw Z3RD T

City Stete  Zip Code f"M _lL_"'b I)‘.
Al Labe

PORTLEND EEINN EIEE Lol

PORTLAMD j Courtry Barcode |

s
Phone (Home)  Phone (Work) J

Email |503-555-93?5 I
W LT T N TN N

Printing or Exporting a Set of Mailing Labels

You can print mailing labels for any found set of oansers, sales, repairs, or leads. You can
also export that list of customer names and addresses to a DBASE (.dbf) file. These labels may
be extracted from Customers, Sales, Repairs or Leads, as well as the Customer Super Search.

Search for customers, sal repairs, or leads to get the set of customers for the mailing list
(considered a found set). To export your entire mailing list, go to the Customers screen, select

the AQuick Searcho button, and then click niOK

Customers TRS11 Page 58



To export the file, seledtile>Export Mailing Labels for Found Setfrom the TRS menu. You

wi || be prompted whether to exclude customers
box indicate where to save the file. You can save it to your haue drUSB flash drive, or if

the file is small enough, to a floppy drive.

To print the labels, seleBeports>Mailing Labels for Found Setfrom the TRS menuyou

will be prompted whether to exclude customers with email addre$skse next pp ompt |
how many | abel s?0. Typically, |l eave this fie
the labels have already printg@u can specify how many to skip so duplicates do not print.

Follow the printing prompts to print on your label or lasérjet printer.

For more information about Found Sets see [ddge

If you search from any database other than customers, TRS will automatically weed out any
duplicate customers when printing the mailing labels if a single custetmd is attached to
multiple detail records (i.e. one customer with multiple repairs). It also automatically sorts the
mailing labels in zip code order, as may be necessary for bulk mailing. To sort by zip codes
when searching from the customer dats#)please see page

Avery Label Spacing

Some printers (some inkjet printers in particular), do not space Avery mailing labels correctly.
This is due to the printer driver not reporting the correct number of pixeilsgbeto the
application. To fix this, manually set the number of vertical pixels per inch following these

steps:
1 SelectEdit>Label Spacing>Manually Set Label Spacingrom the TRS menu.
fTClick AYeso at the warning, and again at tl
1 You may beold that the file VPPL.TXT does not exist and asked if you would like to
create it. |l f so, choose fiYesoO.

1 Enter the number of vertical pixels per inch into the notepad window that comes up. If
you dono6t know this, tr yrintgrt youdonogknawtthet he DF
DPI rating for your printer, then try starting at 500.

1 SelectFile>Savefrom the Notepad window.

1 SelectFile>Exit to exit Notepad.

Try printing the mailing labels again. If the labels are too far apart, repeat thalstepsbut
decrease the number of vertical pixels per inch. If they are too close together, increase the
number. Repeat until the labels are printing with the correct spacing.

To set the label spacing back to automatic, s&ditt-Label Spacing>Reset LabeSpacing to
Automatic from the TRS menu.

Interface to DAZzle Shipping Software

TRS interfaces to DAZzle shipping software (used by Endicia Internet Postage) from the
Customest a b . You must be signed up for Embaici ads
installed in the following directory: @rogram File¥Envelope Manag&bAZzle.

To send a customer address to DAZzle, access the desired customer in the G testboamelr
press CtHAlt-E on the keyboard.

Customers TRS11 Page 59



Customer Wish Lists (Gift Registry)
TRS has the ability to store wish lists for customers. This works like a gift registry at a
department store.
Creating/Editing/Printing

To create a wish list, or edit an existing one, access thentesbn the Customers tab. Then,
clickontheA Wi sh Li sto button.

. '_ Ta'.xExeﬁpt’f "[Ti'{s‘gdfntl" e S JI_“Inac'twe Sty e T,

5

Not

Label
[~For Thiz Customer: Enter New...

§ab| Eepairl Lead | Layaway/Charge/Cred 'rtlSpeciaI grderl POS S-alel
Credit Limit 5 e [" Bad Check

Accumulations
’7Du-llar3 SI 0 Volume I 0

Agzsign Card | Wisgh Listm Special Pricing |
[ Tax2 Exem;m_p. Tax3 Exempt?

The Wish List Editor displays (shown below).

P e, W W P T T

Wish List Editor x|
Add New Item Brint | Delete Current Row |
BARCODE [waNTS [PURCHASED [DESCRIPTION [NOTES

[»[3433101876 1 0 BABY QUILTS WITH LOVE by ALEX ANDE |

|| 734817103639 1 0| Finizh It with Alex Anderzon - Anderzon, 1-57

| |PaT10132387 1 0/QUILT PATTERN - FIVE STARS

| |730e 1 0/BERNINA ARTISTA 730 EMBROIDERY SE'If not this one, Bemina 540 would be ok!

o a A ety M AN B B e bt Sttt g aTRNR

. A . .

To add a new item to the customerds wish |ist

the product 6s bar c aotddesiredamdarey notes taencuseomer woole likeg u a n t
entered about the product.

To remove an item from the wish |ist, select
blue, and click the fADelete Current RowoO butt
To print the wish list, clickta A Pr i nt 6 button. I ndi cate whet hi
purchasedo quantities
Selling Items on the Wish List
I f a purchase is being made from a wish [|ist,
the topof the wish list, as shown below.
=

Wish List for HEATHER JONES

. Barcode ’m|Pm'chased Description _ ; _ Notes : §

Customers TRS11 Page 60



When you ring up the sal e buitonadshown rexrerteec r e e n,
customer number of the gift recipient from the top of the wish list printout.

e e A Y e R Y e e~ T ST e T A S N
Scan Cust # | Compound Disouuntl( Gift |9’ Bill At Cost  Dizcount all gndisouun.;a#
F5=Cash F9=New Anon. Sale Process Refund I Subtotal
F&=Check F10-Enter Unisted tem |__Price Lookup | CancelSale | j

| Frgancag, | ool | Lo Sevenforten | o

NOTE This may be done either before or ateanning the items, but it must be done before
the sale is completed.

The Wish List will be updated to reflect those purchagesn the sale is completed.

Special Pricing

You can set up speci al pricing on Preilcicnigdorod
button and the following screen displays.
Special Pricing For HEATHER JONES
FE =T e A =

| Barcode | Frice IExpirEs

Enter or scan each item with special pricing. Enter the special price and a date the offer expires.
If you leave the Expires field blank, the special price will be in effect until you delete it fiem th
screen.
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Serialized Sales

Initial Setup for Serialized S ales

Before entering sales of serialized items, define the following-dowyn lists used on the Sales
tab.

Store (optional designation of store where this sale took place)

Type (typical types of sales such as sewing machines, sergers, or cabinets)
Makes (makes of machines you sell)

Models (models of machines you sell)

Method of Payment (optionaimethods of payment accepted by your store)

= =4 =4 -8 2

Access these lists by selectigdit Listsfrom the TRS menu and click on the appropriate option
Refer to pagé4 for instructions for adding, editing and deleting from lists.

TRS will automatically calculate the total commission to be paid for a salke.manner in
which commissioris calculateds set ugn POS>Options>Misc. Options In adlition, each
salesperson must be set ugsecurity>Edit Employees/Clerks/Salespeoplésee pag@41).

You can set up custom footers to print on the bottom of Sales invoices. FBigeEdit Sale
Footer from the TRS menu and emtthe desired text. Refer to Footers on g&gj@r more
information.
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Sales Tab

1 Customers(; 2 Sales )3 Repairs | 4 Leads | 5 Classes | 6 Sections | 7 Accounts/Layaways | 8 Point Of Sale | 9 Review POS| 0 Serialized Inv. | [ Orders | Easy Senit P I »
View Option: Sale# 1-18 Jump to Sale #
; T 1ol | Cost
@ Al RecordAJEdDeRte f <[x || 2] =] o[ x]e] P g
" Search Complex Search | Quick Search |
Trade-In Trade-In Value Warranty Ends
Customer 408-555-1122 Go to this customer I I I Return This Maching
I c - Warranty
Date Purchased Price Total Commigsion
Dizcounted Price
Salesperson % of Ci
Store Type j I 100
j I Mew Repair for Thig Machine |
- - -
J J I J I Deposit Amount
Make Model Take Deposit
Tax Rate Method of Payment
f N Invoice |
El El I |
Serial # hl Add to POS Ticket
I Select From List

Notes

Field/Button Descriptions

Thefollowing describes the fields and buttons on the Sales tab.

Field/Button

Definition

Customer

Displays the customer name for this sale.

Date Purchased

The date on which the product was purchased.

Price

The price of the product.

Discounted Price

The discounted price charged for the product (if appropriate). If commissions
are calculated, they will be based on this price.

For multiple stores, use the drop-down menu (set up in Edit Lists>Stores) to

Store select the store where the product was purchased.
Tvpe Specify the type of product the customer bought. Use the drop-down menu to
yp select the Type (set up in Edit Lists>Sale Types).
Using the drop-down menus, select the make and model of the product
Make, Model purchased. Refer to page 17 for more details about setting up Makes and
Models to properly integrate with serialized inventory.
This field stores the serial number of the product purchased. If you are using
Serial # the Serialized Inventory functioninTRS, use the fASel ect

this field. Refer to page 177 for more information about serialized inventory.

Select From List

Button

Click this button to select a serial number from the Serialized Inventory list.
(You must have selected the Make and Model from the drop-down menus
above.) The available serial numbers display; click on the one for this sale.

Serialized Sales
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Field/Button

Definition

Trade-In

Make and/or model of the trade-in, if appropriate.

Trade-In Value

Enter the amount of credit for the trade-in.

Total Commission

Either enter the total commission for the sale or let TRS calculate it. Specify the
manner in which commission is calculated in POS>Options>Misc. Options.

Salespersons,
% of Commission

Use these fields to keep track of who sold the product. It supports up to three
salespeople, and tracks the percentage of the total commission for each one.
Use the drop-down menu to select the salespeople (set up in Security>Edit
Employees/Clerks/Salespeople). Enter the % of commission (up to 100%)
each salesperson is entitled to for this sale. For example, if two people are
evenly splitting the commissions on a sale select each of their IDs from the
drop-down menus and enter 50 beside each for the % of Commission.

Tax Rate

This field stores the sales tax rate that was in effect when the machine was sold.
When entering a new sale, it is automatically pre-filled, according to the default
tax rate. You can set the default tax rate by choosing Edit>Preferences from
the TRS menu. Although this field is filled in automatically, you can change it
manually.

Method of Payment

Indicate how the customer paid for the product (drop-down selections are set up
in Edit Lists>Methods of Payment).

Notes

Enter any notes about this sale.

Cost
Show/Hide Button

This field stores the wholesale cost you paid for the product. TRS will supply the
amount here if it is stored in the system. See page 255 for more information.
To display the costinthisfield,c | i ck A Showd; to mask

Warranty Ends

Enter the ending date of the warranty for the product.

Warranty

Enter the details about the warranty.

Return This
Machine Button

Click this button to process a return on the machine. Refer to the Returning a
Machine topic on page 66 for more information.

New Repair for
This Machine
Button

Click this button to set up a Repair for this machine. This Repair tab displays
with the Customer, Make, Model, and Serial Number fields pre-filled with the
information from this record.

Take Deposit
Button

To set up a | ayaway account for this

Deposit Amount

If a deposit was received (described in the previous field) the amount will display
here.

Invoice Button

Click this button to create an invoice for the sale. The system will prompt
whet her to generate in HTML or plain
ANoo to print .a plain text for mat

Add To POS Ticket
Button

Click this button to add this sale to a POS Ticket.

Adding Sales

You must first find the correct customer on the Custanady. Once a customer is displayed on
the screen, <cl i ckEnehMNevein&alrednhb st tCust omer
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iz Customer: Enter New ..

E pairl Lgadl Lgyawayfﬂhargefﬂred'rtl Special grderIEDS Sabel Eazy Ser'.ricel Rentall

The Sales tab displays with the Date (current
automatically filled in. Fill in the appropriate fields; see Field Definitions above for further
information.When you are finished click the (save)button on the database toolbar.

NOTE The new sales record that you enter will automatically be linked to the customer
currently displayed on the Custoraéaib. Make sure that the correct customer is
displayed on the screen.

If you selected the serial numbof the item sold from the list displayed when you click the
ASelect from Listo button, that i1item wil/l be
set up correctly in both POS Products and Serialized Inventory and integrated through the

Modds list editor, that serial number will be removed from Serialized Inventory and the POS
Products inventory will be decreased. Refer to Serialized Inventory {8dpand POS

Products (pag&57) for more information.

Modifying or Deleting Sales

Refer to pagé for detailed instructions for editing records. Refer to pgafye information

about deleting record8Vhen you delete a sale record you will be prompted whether to add that
machine back into inventory.

Returning a Machine

To create the credit transaction and delete (optional) the sale record for the machine, use the
AReturn this Mac [thketrisecreatel with & aeadit transactio® far $e machine.

At the prompt, indicate whether to deduct the tradealue before tax (if you deducted the

tradei n before tax on the original sale, enter i

or delete the sales record, as well as whether to add the machine back into inventory. Process the
POS ticket as usual.

Sales Reports for Serialized Iltems

To print a report, select it from tieports>Salesmenu (showmex). The report will display
on the screen. For information about viewing and printing-b&ded reports, refer to pat2

Editl:istslﬂepmts Maintenance Securty POS  Inwentory  Internet Help

Sales surmmary
Bepairz r Sales report by zalezperzon
@irs | 4Le Clazzes » Commiszioh report for a zalesperson it
K

| - | - | Mailing labelz for found set

Phone ligt for found et
i List Found Set

| Guick Searchl E-I Customer Searchl|

Serialized Sales TRS11 Page 66



NOTE: These reports only access serialized sales data (based on records on the Sales tab).
These ar@ot PointOf Sale reports.

Sales Summary

This report shows the success of each serialized product that you sell. It lists how many of each
product sold, the percentage of total number of sales, the total revenue from each product, and
the percentage of total reuenn SelecReports>Sales>Sales summaryom the TRS menu.

Enter the date range and whether to report revenues aftefrisade

Sales Report by Salesperson

This report shows productivity and profitability of salespeople over a period of time. thésts
number of machines each salesperson sold, the percentage of total number of sales, the total
revenue from each salesperson, and the percentage of total revenue. Select
Reports>Sales>Sales report by salespersmom the TRS menu. Enter the date range a
whether to report revenues after trads.

The number of sales for a person may display a fractional number. This is because sales are
sometimes split between 2 or 3 salespersons.

Commission Report for a Salesperson

This report shows the commissianselected salesperson made for a specified time period. It

lists each sale made, the commission he/she earned, the date of the sale, the customer's last name,
the machine sold, and the percentage of the total commission received for each salesas well a

the total commission. SeleReports>Sales>Commission report for a salespersdrom the

TRS menu. Enter the salespersoné6és I D and hi s/
date range.
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Repairs

Initial Setup for Repairs
Before entering repairs define the following dwg@wn lists used on the Repair tab.

1 Accessories (typical accessories left with the machine such as foot pedal, power cord and
bobbin case).

1 Service Requests (typical services such as clean/oil/adjust).

1 Work Performed (typical work performed, similar to Service Requests).

1 Technicians4 listof technicians who repair machines in your store).

Access these lists by selectigdit Listsfrom the TRS menu and click on the appropriate option
Refer to pagd4 for instructions for adding, editing and deleting from liSt#hen setting up

Service Requests and Work Performed in Edit Lists, be sure to enter both a Short Name and a
Description for each one. When working in the Repairs tab, the Short Name will display in a list
for you to choose from and the Description(s) wélentered on the repair ticket.

Several parameters need to be set RO%>0Options as follows:

1 In thePOS>0Options>Department Optiongtab, enter the Departments to be used for
repair parts and repair labor (refer to p8Qe Departments are set up from the Edit Lists
menu.

1 In the POSOptions>Taxestab, indicate which tax rates are applicable for repair parts
and repair labor (refer to pag@8 for more details).

1 In the POSOptions>Discountstab, put a check in the checkbox if repair parts and/or
labor are discountable (refer to the Discounts Tab on 2fge more details).

1 In the POSOptions>Accumulationstab, put a check in the checkbox if repair parts
and/a labor are to be accumulated toward money or volume for customer rewards (refer
to the Accumulations Tab of page for more information).

You can set up custom footers to print on the bottom of Repairs invoicesaandatbkecks.
SelectFile>Edit Repairs Footer from the TRS menu and enter the desired text. Refer to page
26 for more information.
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Repairs Tab

1 Customers | 2 Sal{ﬁ Repairs |4) eads | 5 Classes | 6 Sections | 7 Accounts/Layaways | 8 Point Of Sale | 3 Review POS| 0 Serialized Inv. | [ Orders | Easy Servi P | »
Repairk 1-8 Jump to repair # View Opti
- | o ptions:
Loy DI LiZEEE T Hl b | > | "l * | | ‘l | - ("l & Al Records/Ad/EditiDelete
07/05/2008 i
I Inw‘me | _Repair Label | Add to POS Tlckeil ¢ Search Complex Searchl Quick Search |
IANN ITHOMAS Claim Check Go to this customer
Scan Partl Search for a part | Scan Labnrl
Wake [Bernina Model [7208 : :
Part Price Labor Price
Serial |3075.22355. Store | X || | 50.00 ICLEAN. 0OIL, AND ADJUS | s4000 x| =
Service Request _Select | I :l' X || | 50.00 IAdjust sewing machine ti | $69.99 | X|
Basic clean, oil, and adjust tensions on sewing b'e 20.00 20.00
machine. Check maching’s timing. _” I I I
x| [ s | [ soo0 x|
Accessories Checked In Select x| E [ s000 x|
Case, Foot Control, Std Presser Foot X || I 50,00 I I 50,00 il
x| [ so00 | [ so00 x]
— x| [ so00 | [ s000 x|
anoer Parts Promisg|
Est | 511899 FolE pate 11102010 | 5 I [ so00 | [ s000 x|
Date Tech [Bri
Cumpbtedhmafzuw |Brian x| [ s | [ s000 x| =l
Picked I— Brian jv :
11092010 50.00 I 5119.98
JplEE Work Performed_Select |
Basic sewing machine service - clean, oil, adjust Part Tax 0 % 50.00  Labor Tax 0 % I £0.00
and balance tensions.
Method of Payment I Grand Total I $119.98
I vl .
Warranty I News Repair for Same Machine | Take Deposit |
Ends
Deposit Amount
Enter Estimates | Make Repair Complete
Ermnail Estimate | Send Completed Email | Email Pickup Reminder

Field/Button Descriptions
The following describes the fields and buttons on the Refadar

Field/Button

Definition

Jump to repair #

Enter the Repair number and press Enter to jump directly to a certain repair. The
repair number is printed on repair claim checks and invoices.

Date In

The date the customer brought the machine in for repair (defaults to current date).

Checked In By

Enter the name or initials of the clerk that checked in the repair.

Enter the make and model of the product to be repaired, along with the serial

Ma|_<e, Model, number. (These fields may be pre-filled if you originated the repair from the Sales
Serial # X - -

tab or clicked the ANew Repair for Sa
Store Optional: The store (or other location) the repair came from. Use the drop-down

menu to select the store (set up in Edit Lists>Stores).

Enter the work requested for the machine. A list of typical services (including
parts and labor estimates) can be set up in Edit Lists>Repair Service Requests.

Service Request/ Cl i ck the fASelectod butt ot Yoocasdsoentere s
Select Button customer comments, details of what is wrong with the machine, etc. Note: To
both select from the | ist and enter ¢
then click in the Service Request box to add additional text.
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Field/Button

Definition

Accessories
Checked In/

Select Button

Enter which accessories the customer left with the machine. A list of typical
accessories can be set up in Edit Lists>Repair Accessories.Cl i ¢ k t
button to choose accessories from that list. Note: To both select from the list and

manually

enter
Checked In box to add additional text.

not es,

us e

t he

isel

he

ect

Labor Estimate,
Parts Estimate

Enter an estimate for the work to be done in these two fields. These estimates
can be filled in automatically, based on the Service Request (see Service Request
field definition above).

Promise Date

Enter the date the repair was promised to be completed.

This field is used to create a Reminder i if the date promised is prior to the current
date and the Date Completed (below) is empty, this record will be included in

Reminders. See Daily Reminders, page 25 for more information.

Date Completed

The date the repair was completed.

Picked Up Date

The date the machine was picked up.

Technician

Enter the technician who repaired the machine (drop-down selections are set up
in Edit Lists>Technicians).

Work Performed/
Select Button

Enter the work the technician actually performed on the machine. A list of typical
services (including labor prices) can be set up in Edit Lists>Repair Work
button t

Performed.
both sel

the Work Performed box to add additional text.

Cl i
ect

ck the
from

nSel

t he

ecto

st

and

enter

[0)
n.

Warranty Ends

Enter the ending date of the warranty for the work performed.

Parts, Labor,

Price

Use these fields to enter the parts used, the labor charges, and the price for each
part and labor item. Refer to the Entering Parts and Labor on the Repair Screen

topic on page 73.

Scan Part,

Search for Part

Button

To enter the part(s) used for this repair, either scan the part barcode, search for
the part by description or enter it manually in the Part and Price fields. See
Entering Parts and Labor on the Repair Screen on page 73 for more information.

Scan Labor

To enter the labor charges, either scan or manually enter the barcode in the Labor
and Price fields. If you entered Work Completed with labor prices already set up,

those items will be pre-filled with that information. You can add or modify it as

desired. See Entering Parts and Labor on the Repair Screen on page 73 for more

information.

Tax Rates

These fields store the parts and labor tax rates that were in effect when the repair
was done. When entering a new repair, these fields are automatically pre-filled,
according to the default tax rates. You can set the default tax rates by choosing
POS>Options>Taxes or Edit>Preferences from the TRS menu. Although these
fields are filled in automatically, you can change them at any time by entering a
different value on the repair form.

Method of
Payment

Specify how the customer paid for the repair.

Totals

The totals fields are calculated automatically. No input allowed.

Repairs
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Field/Button

Definition

Enter Estimates
Button

Click this button to enter estimates for this repair. You can use this button instead
of editing the estimate and date promised fields above. Once entered, the next
steps in the transaction are offered i You will be prompted whether to create a
POS ticket or email the estimate to the customer.

Email Estimate,
Send Completed
Email, and Email
Pickup Reminder
Buttons

You can send email notices to the customer with their estimate information, with
notice of completion and/or reminders to pick up their machine by clicking the
appropriate button.

Note: The customer must have an email address in the Customers tab and the
JMM Email Suite must be installed and configured for this feature to work.

Make Repair
Complete Button

Click this button to close out a repair. You can use this button instead of editing
the record to enter the Date Completed. You will be prompted whether to create
a POS ticket or email a completed pickup reminder for this repair.

Invoice Button

Click this button to create an invoice for the repair. The system will prompt
whet her to generate in HTML or plain
to print a plain text format.

Click this button to print a repair label on the label printer. It will print the repair

Repair Label number, make, model and serial number

Button phone number. It can include the cust.
POS>Options>Printing.

Claim Check To print a claim check on the receipt printer, click this button. You can print this to

Button either a regular or receipt printer.

Add to POS

Ticket Button

Click this button to add this repair to a POS Ticket.

New Repair for
Same Machine
Button

Click this button to set up another repair for this machine. The Customer Name,
Make, Model and Serial Number fields will be pre-filled.

Take Deposit
Button

To set up a layaway account for this repair, click this button.

From the Customer

Adding a New Repair

s Tab

You must first find the correct cusher on the Customgtab. Once a customer is displayed on

t he

screen, cl i

For ve=2wgtomer: Enter New ...

Lg}rawa}rrﬂharge.fﬂred'rtl Special grderIEDS Sale:l Easy Ser'.ricel Rental

ck the AFoOr This Customer En

The Repair

tab displays with the Date I n (cur

name automatically filleth. Fill in the appropriate fields; see Field Definitions above for
further informationWhen you are finished, click the (save) button on the database toolbar.

Repairs
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NOTE The new repair record that you enter will automatically be linked to the customes that i
currently displayed on the Custoragéaib. Make sure that the correct customer is
displayed on the screen.

From the Sales or Repairs Tab
If the customer purchased the machine from you, you can automatically start a repair for the

machine from the Salea tb . To display the sale, either nQ
other pertinent data) or find the customer on the Custi@erand doublelick on the sale in
the AShow Historyo | i stSameMaCd hicrke o nb unbteemi,N etwh eR

displays with a new repair started. The date in, customer, make, model, and serial number will
all be entered automatically.

Similarly, if the customer had the same machine repaired by your store in the past, you can bring
up that previousrepar , and click on the button | abeled i

Modifying or Deleting Repairs

Refer to pagé for detailed instructions for editing records. Refer to pé&fye informatian
about deleting records.

Repair Email Notifications and Other Special Buttons

You can send email notifications to your repair customers with an estimate on their repair or to
let them know (or remind them) the repair is complete and they can pick um#watime. Use
the buttons near the bottom of the Repairs tab (shown below).

o — e e R - ) FE
- b T T .ol — me e

Enter Estimates | Make Repair Complete .

Email Estimate | Send Completed Email |;‘—"_'Héiii"ﬁ'i'é'kEﬁ“ﬁéFﬁiﬁﬁéi§| This Repair
All Completed
Al Older Than... »

PR

NOTE The customer must have an email address in the Custtabeand the JMM Email
Suite must be installed and configured for this feature to work.

Entering Parts and Labor on t he Repair Screen

There a numerous ways to enter Parts and Labor details as described below.

Scan Part I Search far & part | Scan Lat:u:url

Part Price Lakbar Price
| | sooo fa | so00

Enter Line Items Manually

You can enter each part and labor itentyyng descriptions and prices in the Part and Labor
boxes below the 6Scand fields.
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Scan Pa rts and/or Labor

You can set up repair parts and/or labor codes in your product inventory database

(Inventory>Edit POS Products) and use barcodes/item IDs to enter parts and/or labor. Use the
AScan Parto or fAScan Laborimacdde. ebreats, twill scan i n
prompt for the quantity and decrease the inventory for that item. For labor, set up the item with

t he ADondét Track I nventoryo box checked since
counted or stored. Please see thesitory chapter (paget9) for details on entering items into

your product inventory database.

Labor Prices from Work Performed

I f you enter the work performed using the ASe
tasks inEdit Lists>Repair Work Performed automatically fill the Labor and Price fields.

1 Customers | 2Zales 3 Repairs IiLEEdS I 5 Classes | 6 Sections I 7 AccourtsLayavways I & Point Of Sale | 9 Review POS I 0 Serialized Inv. | [ Crders |

Repair# 1-12 Jump to repair # Wiew Options
Date In_405-555-9900 (EE G T I"l 2 | u | Hl * | _l - | rfl 2 (‘l @A)l RecordsiAdd ExitDelete
472572007 I & Label
I I --—ln“_°‘°e B | Ao POS Tioket | | e S |Quick Seerch
IR\TA IMLSON Claitm Check | Gota this custamer
- - Scan Part Search far a part | Scan Labor!
ake (B el
I Sming I Part Price /Labor Price \
Serial |80592ElESD Store | X IIPar‘t | $4.0tUBasi: | $49.95 K
Service Request  Select I :Iv _I}{ I I $0.00 ‘|L =|l -
Basic clean, oil, and adiust tensions on sevwing ¥ I F0.01 $0.00 K
maching. I I I _I
| oa | T

Accessories Checked In Select i" so.00 | | $0.00 Kl
Select work item(s] performed | x|

Iéa;hnrl sa.39| Pats[ ™ gq 00 Fromeelyzorn0

Date
Date Tech
- 412502007 [Bon
Dt vk Performed \ “ ;
Basic sewing machine service - clean, oil, adjust Part Tax 0 % $000 Labor Tax I 0 % $0.00
and halance tensions.
Method of Payment Grand Total $53.99
N iomont J | |
Nevy Repsir for Same Machine Teke Depost
Ends | —I

Depost Amount
Enter Estimates | Mske Repair Complete

Emsil Estimate | Send Completed Email | Email Pickup Remindarl

You can add and/or modify the labor (and parts) lists on this screen if necessary.

Using the ASedPrach of dBrut t on
You can search for a part by descriptionarrpt # by cl i cking the butt ol
parto.

If you select Description, enter part of the description. A list of matching items from your POS
Inventory Products will display. Doubldick on the desired item and it will be entered into the
repair screen.

If you select Part #, the following screen displays. This search option accesses the POS Vendor
Products.
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If the item highlighted is set up in your POS
Inventory, these fields display the information
about the part. Ifit is an tem you do not have

<et p i Imertory, these felda wil b blank
Begin Entering \ Our Price Our Desciiption
\ $39.00 Tension Assembly
Vendor's Part # !
[ty In Stock
| E
Location
Vendar Parttt/ UPC MSRP | Description | =]
A00R0 F3481 73006806 8.95 Pattern Touching Stars - [nternational Qi
9876543 45 Throat Plate
p|337E7ES 'I ______ 93 Tenzion Azzembly
ARETA e ar o YEIED s | g 1285 HAND QUILTINGMBLEXANDERSORS on Lo o gn g

Begin entering t hiaseadhnhdractefisentgredyatlist of partstbegmning
with those characters display.ou can enter the whole number or enter part of it and scroll
through the list and select the desired part.

NOTE The Part Finder will not allow you to enter a part into the repair if the item in Vendor
Products has a UPC code but is not in your POSuRtsdnventoryEither enter that
part manually on the repair ticket or edit the Vendor Product and remove the UPC code.

If the part that you select is set up in your POS Product inventory, it will be tracked by
decreasing the inventory count and the paicéd cost will carry over to the POS Ticket. You
may also select parts that are not set up in your POS Product inventory. In other words, the item

doesndét need to be set up in inventory and
repairs. Thisizw ery benefici al if you dondédt want to
Products that you dondét normally sell indiv

not in your POS Products database cannot be tracked. Because they onlyMedisioin
Products, there is no inventory count assigned or tracked.

Finishing the Repair

As prices are entered on the repair, TRS will compute the taxes for each category (parts and
labor). When the repair is complete you can add it to a POS ticket aRtkiee Up Date will
automatically fill. Optionally, you can print an invoice for your customer withilineoiced

button. The details of the parts and labor for the repair will list on this invoice. Only the
summary of each category will print on the P@geipt.

Repair Reports

To print a report, select it from theports>Repairs menu (shown below). The report will
display on the screen. For information about viewing and printingotesed reports, refer to
pagel2.
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Edit Lists | Beportz Maintenance  Securty POS  Inventory  Intemmet  Help

Sales 2

Remir
Repairz Bepair report by technician
- | 4Le Classes [ To-Dio List e | 9 Review

Mailing labels for found zet
Phone list for found et

te List Found Set

| Guick Search | E-F Custamer Search| |

B

Repair Report by Technician

Run this report for a list of repairs by date range, summarized by technician. It details how many
repairs each technician completed, the percentage of total repairs that he/she did, the total
revenue in parts and labor that eaclintécian brought in, and the percentages of total revenue in
parts and labor. To create this report séRagiorts>Repairs>Repair report by technician

from the TRS menu. Select or enter a date range. The report displays on the screen. Print as
desired.

To -Do List

Run this report for a list of all repairs that have not been completed. For each repair, it shows the
repair #, date in, customer name, phone number, make, model, serial number, store, and service
request. To create this report seReports>Repairs>To-Do List from the TRS menu. Select
theorder you would like the repairs listed (by date in, or date promiSbdyeport will display.

Special Searches for Repairs

To perform a special search, select the search froil@pgbeial Searches>Repairsenu (shown
bel ow) . This search will result i n alfearf ound
details on using a found set).

Edit|5pecialSearches Edit Listz Feportz  Maintenance  Secuwity  POS  [nventory |

L E Customers 4 LN | Mowize
i Repairs Overdue [past promize date] i

b
sstome  Classes P b= I 5 Classes I G Sections I 7 Accounts/Layawsays I
Orders »
Accounts r
tamer 2 l‘l-l“l’f i l\'-"'l
Leads »
eyy Op
: AR Cystamer Super Search »
SRar ooy T=n h| E-Z Customer Searchl

Overdue (Past Promise Date)

Use this special sedr to find all repairs that are overdughat is the date promised has passed
and the date completed field is blank. Sefmtcial Searches>Repairs>Overdue (past
promise date)from the TRS menu. The number of records found displays.
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Leads

Initial Setup for Leads
Before entering new leads define the following ddapvn lists used on the Leatdb.

1 Demo Lengths (typical lengths of demos, such as brief, partial, full, phone)
1 Lead Statuses (typical status of leads, such as looking, on verge, contact)
1 Make(makes of sewing machines your store carries)

1 Model (models of sewing machines your storeries)

Access these lists by selectiBdit Listsfrom the TRS menu and click on the appropriate option
Refer to pagé4for instructions for adding, editing and deleting from lists.

Each salesperson must be set uaaurity>Edit Employees/Clerks/Salespeoplésee page
2417).

You can set up custom footers to print on the bottom of quotes. SidéedEdit Quote Footer
from the TRS menu and enter the desired text. Refer to3teHge more information.

1 Customers | 2 Sales | 3 Repai E“ Classes | 6 Sections |  Accounts/Layaways | 8 Point Of Sale | 39 Review POS| 0 Serialized Inv. | [ Orders | Easy Servii PR
View Options
ol - i
(¥ All Records/AddEditTelste £ | | > | "l i | | - | ’/l Xl ("l Erint Quote |
{~ Search Complex Searchl Quick Search | New Sale for this Laadl
Demo Date Notes
Go to this | I
Customer
Make Model
o o
Salesperson Demo Length
j j Contact Log Phone I
Price Quoted Price Range
Machine to Sell Machine to Trade In
Status of Lead [T HotLead?
Next Followup Date
=] |
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Field/Button Descriptions

The following describes the fields and buttons on the Leads screen.

Field/Button

Definition

Demo Date Date the machine was demonstrated.
Displays the name of this lead. Even though they are not yet a customer, leads
Customer must be set up first on the Customers tab (to add the information into the TRS
database).
Make. Model Select the make and model of the machine that was demonstrated (drop-down
' selections are set up in Edit Lists>Makes and Models).
Salesperson Select the salesperson who demonstrated the machine (drop-down selections

are set up in Edit Lists>Salesperson).

Demo Length

Specify how extensive the demonstration was by selecting an option from the
drop-down list (drop-down selections are set up in Edit Lists>Demo Lengths).

Price Quote

Enter the price you quoted to the customer for the product.

Price Range

Ent

er t he

cust omer

(OS]

s h o p whamader-based field. 1

Machine to Sell

Machine the customer has to sell (not a trade-in), if any.

Machine to
Trade In

Machine the customer has to trade in (if any).

Status of Lead

Enter the status of the lead (drop-down selections are set up in Edit Lists>Lead
Statuses).

Next Follow-up
Date

Spe

cify a

¢k totfolow ypoon thedleadl. ilf kou fill in this field, you will
be reminded when your leads are due for follow-up (refer to page 25 for more
information on Daily Reminders).

Hot Lead Check this box to indicate thisisoneof your fihot | eadso.
Notes Enter any additional information about this prospect.
To track the contact youdve had with

Contact Log

conversations, cards mailed, etc.

Print Quote Button

Click this button to print a quote to give the customer.

New Sale for this
Lead Button

Click this button to create a new sale based on this lead. The Sales tab will
display with the appropriate fields pre-filled.

Adding a New Lead
To enter a new Lead, you must first add thispern the Custometab. Enter as much

information as you have about them, such as name, phone number, address and email. Once the

cust omer i s

Ne wé

WEnter Mew. ..

yawayfﬂharge.fﬂred'rtl Special grderIEDS Sabel Easy Ser'.ricel Rentall

Leadbo

enter

ed and

button.

St

di spl ayed
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TheLeada b di splays with the Date I n (current day

name automatically filled in. Fill in the appropriate fields; see Field Definitions above for
further information.

Modifying or Deleting Leads

Refer to pagé for detailed instructions for editing records. Refer to pgafpe information
about deleting records.

Searching

You can easily find certain leads by using the Quick Search or Complex Search funthiens.
Leads Quick Search screen is shown below.

Lead Quick Search Ol |
Demo [ ate bl ake tdodel Salezperzon
[ | =l =l I
Demo Length Price Quoted Price Range b achine to Sell
tachine to Trade In Statuz of Lead Mexst Followup Date
I I j [¥ Hot Lead? I
Motes
Cantact Log

Find LCancel

For example, to find your own set of leads, select your Clerk ID from the Salespersatodrop
l'ist and click AFindo. The results ofllt he se
for more information on how to use them.

For more indepth searches, such as finding leads for a certain Clerk who had a demo in the
month of June, use the Complex Search function (illustrated in the following diagram).
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Search Assistant x|

Field Candition
Cemo Date -
Make Caontains alueg
Model Does Mat Contain a
S alesperson Statts With —= [od Find leads for DK (salesperson).
Diema Length Ends With And
Price Quated |5 Greater Than ] n
E"acci ry——— a Find demos given in the month of June.
Mack
Statu Field Condition
:Dt L Diemao D ate - Equals
ate: = :
Conts Make Containg ) Yalue
Shore Model Does Mot Corntain = I
Salesperzon Starts Wwith
[remo Length Endz with
Price [uoted |z Greater Than and Choose Date Range |
Price Range > iz Less Than
Bemo Machine To Sell |3 Between I
Machine To Trade In |5 Blark
Status Of Lead |5 Mot Blank |
Join Ma Hot Lead = Does Mot Fgpes =)
; Hotes Is Checkes x|
& And Contact Log |5 Unchecl
Stare LI
[ 4 | June, 2011 | [ 4 | June, 2011 [ |
upper(LEADSALESPERSON) = DK/ Sun Mo Tue wed Thu Fri Sat Sun Mo Tue wed Thu Fri Sat
-z 3 4 12 3 4
5 & 7 8 9 10 1" 5 & 7 8 9 10 1"
12 12 14 15 16 17 18 12 12 14 15 16 17 18
19 20 21 22 23 24 25 19 20 A 22 23 24 5
28 27 2 23 0 2B T 28 29 «
T Today: 971372011 T Today: 9/13/2011
Start IDBHD1H2D‘I‘I End IDBHSDQD‘I‘I

From the Eeginning of Time | Until the End of Time |

Cancel |

Special Searches for Leads

To perform a special search, select the search froi@gbeial Searchesbeadsmenu. This
search wil |l result in a Af ound 1fa detailsdn spl ayed
using a faind set).

Time to Follow Up

Use this special search to find the leadsal toor past the Next Followp Date. Selec®pecial
Searches>Leads>Timeto FollowUp r om t he TRS menu. Enter the
would like to searclor or leave this filel blank to search for leads that need foHop/for all

salespeople.

NOTE Leads to follow up will alsdisplayon the Reminders screésee pag@5 for more
information about Reminders).
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Classes

Initial Setup for Classes

Before you begin selling classes, several parameters need to be sBQ$>0ptions as
follows:

1 In thePOS>0Options>Department Optiongtab, enter the Department to be used for class
fees (refer to pag@0). Departments are set up in the Edit Lists menu.

1 In thePOS>0Options>Taxestab, indicate which tax rates applicable for class fees
(refer to page9 for more details).

1 In thePOS>0Options>Discountstab, put a check in the checkbox if classes are
discountable (refer to the Discounts Tab on [@®r more details).

1 In thePOS>0Options>Accumulationstab, put a check in the checkbox if classes are to be
accumulated toward money or volume for customer rewards (refer to the Accumulations
Tab of page7 for more infornation).

Classes Tab
1 Customers | 2 Sales | 3 Repairs | 4 Lea 5 Classes ) Sections | T Accounts/Layaways | 8 Point Of Sale | 3 Review F’OS| 0 Serialized Inv_ | [ Orders | Easy Serii < | »
View Options
¥ All Recordsiadd/EditDelete Hl 1| > | Hl + | = | = | \/l Xl ("l Upcoming Class List |
(" Search Complex Searcnl Quick SearCI‘ll Section View

’7(:' Include Oid Sections  { Show Only Current ‘

Class # 1-6 Jump To Class# | Sections
Class Name

| Section # |Location |start Date |End Date |schedute \i’
4

Clags Description

Default Kit (Barcode #)

Edit Info Sheet |

Print Info Sheet |
-
Hew Section For This Class | Pl I I »

Classes TRS11 Page 81



Field/Button Descriptions

The following describes the fields and buttons on the Classes tab.

Field/Button

Definition

Class Name

Enter the name of the cl ass, such as

Quiltingo.

Jump To Class #
Button

To display a different class (for which you know the number), click this button
and enter the desired class number.

Description Enter a brief description of the class.
If there is a kit for the class, enter or scan the barcode number of the kit here.
Default Kit This field will automatically be pre-filled in Sections created for this class (it can

then be overridden).

Edit Info Sheet
Button

Click this button to enter a supply list or other details for the class. The Info
Sheet can be printed and/or emailed.

Print Info Sheet
Button

Click this button to print the information sheet (if available) for this class.

New Section For
This Class Button

Click this button to add a new section for this class. Every separate occurrence
of a class (or each time you would collect a fee) is considered a section. For
instance, if you hold a beginning quilting or card-making class every month, set
up the main details of the class in this tab and set up a new section for each
monthly class.

Upcoming Class
List

Click this button to display a list, by date, of all sections for classes available in
the future. Select the one desired and the section screen will display.

Section View

Use these options to define (by End Date) how to display the sections offered
for a class.

Include Old Sections i mark this option to show every section offered for the
class, regardless of the dates offered.

Show Only Current i mark this option to show only sections that are currently
offered (the dates offered have not passed).

Adding Classes

To add a new class, access @assedab and click on the + (add) button on the database
toolbar. Enter the appropriate information as described above. Save the class by clicking on the

* (save) button.

Modifying or Deleting Cla sses
Refer to pagé for detailed instructions for editirmnddeleting records.

WARNING If you delete a class from the database, all sections and enrollment records for that
class will be deleted anti¢ enrolimentecod will be removedfrom the customer
history:.
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Undelete Entire Class

This TRS function restores a deleted class and all of its sections. Select

Maintenance>Undelete>Entire Class

Delete old Machine Sales

Delete old Repairs

Delete old Leads

Delete old Sections/Enrollments
Delete old POS Sales

Delete old Specialz

Delete Picked-Up Special Orders
Manage Suspended Sales/Lapaways

Beports | Maintemance  Security POS  Irventory  Intermet Help

8 Point Of Sale | 9 Review POS

Undelete

Purge Deleted Clazzes

Clazs Section
Entire Class

Dwplicate Customer Find/erge
Merge two customers

A list of deleted classes will display. Doulalkck the class to be rested. The selected class

and all of its sections and enrollments will be restored.

NOTE

| f t he

del

eted cl

assos

cl

ass

n -usexbhf@ r

another class or section since it was deleted, you will no longer be able te tiestor

deleted one.

Edit and Print Info Sheet Buttons

Cl i

Text Editor

ck the

AEdiI t |

nfo

Sheet o

button
printed or emailed to the customer. The following screen displays:

t

(0] enter

(R b T vt so |
You can click 4MhecadilLummdgo whaxx ht d omake t h
printer When you ar e dbuttoni shed, click t
Classes TRS11 Page 83

or

e
he

t

e
fi

e

a

X
S

(

t



To print this information sheet click the

print or email this sheathen you enroll someone in a section.

Class Reports

To print a report, select it from thieports>Classesanenu (shown below). The report will
display on the screen. For information about viewing and printingbtesed reports, refer to
pagel2.

Edit Lists | Beports  Maintenance  Secuwity  POS  |nwentory  |ntemmst  Help

Salez
Repairz

Enrallment list far curent section

List af all clazzes and sections currently scheduled
Clazz success report
1 1 1 1

Clion ey

=

Mailing labels for found zet
Phone ligt for found set
List Found Set

| I |

Enrollment List for Class Section

Prints an enroliment list for any section in your class database. It displays the names of each
customer who is enrolled in the section, whether they have paid for the class, and their phone
number. The customers will be listed in alphabetical order. To create an enrolimens|itayd

a class section on the screemdthenselectReports>Classes>Enrollment list for current
sectionfrom the TRS menuAnswer the alphabetic order and enrollmenesgirompts. The
report displays on the screen. Print as desired.

Scheduled

List of All Classes and Sections Currently

Prints a list of all classes and sections that are scheduled. It displays each class in your database,

its description, and informaticabout each section that is scheduled. To create this report select
Reports>Classes>Lispf all classes and sections currently schedulébm the TRS menu.

Class Success Report
Prints a report detailing the financial success of your classes. It displelyslass in your

database, along with the number of enrollments and total revenue brought in by the class. It also
shows what percentage of total enrollments and total revenue each class contributed. To create

this report seledReports>Classes>Classesuccess reporfrom the TRS menilEnter the date
range for the report.

Special Searches for Classes

To perform a special search, select the search froil8pgbeial Searches€lassesnenu (shown

nexp . This search will r ¢he Qldsges tabrirefex to pafefou n d
details on using a found set).
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|Special5&arches Edit Listz Reports  Maintenance  Securty  POS

i Cuztomers 4 Mavies |
2  Repars 4
- Time to Cancel [Low Enrollment) i15

3 3

3

Accounts 3
F Leads 3 Hl-dlh—ll-il
Search ) .
A Customer Super Search » i | ’—Sectlnn Wi

& Include

Time to Cancel (Low Enrollment)

Use this special search to find all classes with a low enroliment (the minimum number of
students enrolled has not been matfatie Low Enroliment Cancel Date specified in the class
section).
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Sections

Initial Setup for Sections

For each class you must set up at least one section to enroll students. A section is one full course
of a class. For example, if you have a single session class, you would set up one section for that
class. Ifyou have a class that meets every week for 4 weeks, you would set up one section for
that class. However, if you offer the same class several times per year, you would set up one
section each time the class is offered.

Before entering sections, definetfollowing dropdown lists used on the Sections tab.

1 Instructor (a list of instructors who teach classes in your store)
1 Method of Payment (optionaimethods of payment accepted by your store)

Access this list by selectirtedit Listsfrom the TRS menu arndlick Instructor Refer to Edit
Lists pagel4 for instructions for adding, editing and deleting from lists.

Each salesperson must be set uaaurity>Edit Employees/Clerks/Salespeoplésee page
241).

You can set up custom footers to print on the bottom of Class confirmations. Fletegdit
ClassFooter from the TRS menu and enter the desired text. Refer toj&Hge more
information.

If there is a supply list or otherformation to hand out as customers sign up for this section, set
that up on the Classes tab by clicking the AE
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Sections Tab

1 Customers | 2 Sales | 3 Repairs | 4 Leads | 5 Classe: 5 Sections EyAccountsILayaways 8 Point Of Sale| 9 Review F’OS| 0 Serialized Inv. | [ Orders | Easy Servii < | >
View Options: In-Store Notes (Does not print on confirmation) - | - | = | IM-'l + | —| = | L4 | X | (o |

Al Records/Add/Edit/Delete Upcoming Class List |

= Search Complex Searchl Quick Search

Tre | EEEEIT | FLTE D ETEE | s Enroll ANN THOMAS in this section | Emai Cunﬁrml Print Cunﬂrml Add to POS |

|serapbooking 101 # [FistName [LastName [Paid?[clerk [Payment Method [Notes -

Section # 1-1 »

Price I~

Maximum

Students (0 filled)

" Low Enroliment
inimumm l— Canoell—

Students Date =

Instructor ‘I I L4

vl  Move To Enralieq + | _CoPY Students | Go to selected customer| Un-Enroll Selected Student] Edit Enroliment]

Location Waiting List Add ANN THOMAS to wait list | Remoye From Wit List |
Kit # [Firsthame [LastName [Phone |clerk [notes -
(Barcode #)
Start Date End Date Ld
Schedule
Email Notifications | =l

Go to this class |

Field/Button Descriptions
The following describes the fields and buttons on th¢i@ectab.

Field/Button Definition

Price Enter the price for this class section.

Enter the maximum number of students that may enroll in the section. If you
Maximum Students leave this field at 0, you cannot enroll anyone. This can be useful if you are not
yet ready for people to sign up. Enter a value of 99999 for unlimited enrollment.

Minimum Students  Enter the minimum number of students needed to hold the class.

Enter the date to determine whether to cancel the class if the enroliment level

Low Enrollment does not meet the number entered in the Minimum Students field above. This
Cancel Date field is used to create a Reminder (see Daily Reminders, page 25, for more
information).

Select the instructor of the section (drop-down selections are set up in Edit

Instructor Lists>Instructors).

Location If desired, use this field to specify where the class will be held.

Kit Enter t_he kit for the class (may be pre_—fiIIed from the_ Class_record) if applicable.
You will be prompted whether to add it to the POS ticket with the class fees.

Start Date Enter the date the class starts.
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Field/Button

Definition

Enter the date the class ends. It is important to enter a date in this field even if

End Date the class begins and ends on the same date (the section view on the Classes
tab uses this field to determine if a class is current or old). .
Schedule Specify the days and times for this section (enter any text as desired).

In-Store Notes

Enter any extra information about the section. These notes display in red on the
screen and do not print on the class enrollment confirmation.

Copy Section
Button

Click this button to copy/create a new section for this class with similar data. A
Sections screen displays with pertinent fields pre-filled. Edit as necessary.

Print Info Sheet
Button

Click this button to print the information sheet (class supply list, etc.) for this
section.

Email Notifications
Button

Click this button to send email to students in the class. Choose from Reminder,
Cancellation or Other messages. Note: The customer must have an emalil
address in the Customers tab and the JMM Email Suite must be installed and
configured for this feature to work.

Go to this class

Click this button to display this class on the Classes tab.

Enroll (name) in
this Section Button

Click to enroll the customer indicated on the button in this section. The
Enroliment Form screen displays. Those fields are defined below. Also, refer to
the Enrolling Customers in Classes topic on page 91.

Email Confirm
Button

Click to email a class confirmation to the customer highlighted in the enrollment
list. Note: The customer must have an email address in the Customers tab and
the JMM Email Suite must be installed and configured for this feature to work.

Print Confirm
Button

Click this button to print a confirmation receipt for the customer highlighted in
the enrollment list.

Add to POS Button

Click this button to create a POS ticket with class fees for the customer
highlighted in the enroliment list.

Move to Enrolled
Button

Click this button to move the customer highlighted in the wait list to the
enroliment list.

Copy Students
Button

Click this button to copy the entire section to a new section, including the
enrolled students, the waiting list, or both. This is a quick, efficient way to enroll
the same students repeatedly in monthly classes (such as block of the month or
clubs).

Go to selected
customer Button

To jump to the

click this button.

¢ uhdightahm éesirédsstudert i eithat ljst ahdi ¢

Un-Enroll Selected
Student Button

To remove a student from a section, highlight her/him in the list and click this
button.

Edit Enrollment
Button

To make changes to the enroliment form, highlight the desired student and click
this button.

Add (name) to wait
list Button

If the section is full, you can add a customer to the waiting list by clicking this
button. Be sure the correct customer name displays on the button.

Remove From Wait
List Button

Remove a customer from the section waiting list by highlighting the customer
and clicking this button.

Upcoming Class
List

Click this button to display a list, by date, of all sections for classes available in
the future. Select the one desired and the section screen will display.

Sections
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Field/Button Definition

Enrollment Form Fields

Paid Check this box to indicate the customer has paid for the class.

Salesclerk Select the clerk from the drop down list.

Method of Payment Specify how the customer paid for the class by selecting the method from the
drop down list.

Notes Enter any additional information about the customer or enroliment.

Adding Sections

To add a new section (instance of a class), you must first display the class on the Classes tab.
The new section that you entgill automatically be linked to the class that is displayed,;
therefore, you must make sure that the correct class is displayed on the screen.

Once the class is displayed on the screen, a new section may beisiddede of two methods.

The first is ly switching to theSectiongab on the database notebook and clicking on the + (add)

button on the database toolbar. The second and easier way is to cfickiteew Sect i on For
C | alsuton on the bottom left hand side of the class screen. Ondeayeperformed one of

these two steps, you can fill in the fields as described above. When you are finished entering the
information, save it by clicking on tife (save) button on the database toolbar.

Copying a Section

Another way to enter a new secti@to copy it from an existing section of the same class.

Bring up the section of the class you want to
below. A new section will be created with the same details.

T n e

I Uﬁtra'_n =
% &l Recordsifdd EditiDelete

L

" Search Comples Searchl Quick Search

b g

Class Copy Section Print Info Sheet
SEAING 101

Section®  1-3

Price I?S.DEI
Maximum
Sodee | 10 (3filled)

Lawey Enraliment

Mimitmim C |
R e T T

|

W Py

Add details and modify fields as necags Save the new section by clicking onthgsave)
button on the database toolbar.

Modifying or Deleting Sections

Refer to pag® for detailed instructions for editing records. Refer to pgafp information
about deleting records.
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Undeleting a Class Section

This TRS function restores a deleted class and all of its sections. Select
Maintenance>Undelete>EntireSection

Beports | Maintenance  Security  POS  [nwentory  Intemmet  Help

Delete old Machine Sales

Delete old Fiepairs
Delete old Leads B Foint Of Sale | 9 Review POS
Delete ald 5ections/E nrallments
Delete old POS Sales

Delete old Special:

Delete Picked-Up Special Orders
Manage Suspended Sales/Lapawans

Undelete Clazz Section
Purge Deleted Claszes Entire Clasz

Duplicate Customer Find/Merge
Merge two customers

A list of deleted sections will display. Doubtéick the sectioro be restored. The selected
section with its enrollments will be restored.

NOTE Un-deleting a class or sectionll only work if the class/section number has NOT been
reused by another class or section.

Enrolling Customers in Classes

You must first findthe correct customer on the Custogtab. Once a customer is displayed on

the screen, go to the Classes or Sections tab and find the desired class/section. When you have
the section displayed, the Enrol ([asdhawninthen wi t h
figure below. Click on this button to enroll the customer.

T DU S Y T P
T , P ek T IY, h E— Ay - ERE N
.
— Enrall RITA WILSOM in this section l ail Confirm| Print Confirm | Addto POS §
#  |Firstriame  [Lastmame  [Paic?|clerk [Payment Method [motes |
2 4 AMM DALY T Inc with Purch MXE00 J
"
f
[ | o]
*Move To Enralled = | Copy Students | o to selected cus‘tomerl Un-Enroll Selected Studentl Eclit Enrolimerg
Waiting List Al RITA WILSOM to weait list | Remove From Wit Listl
# |Fir31 Maime |La31 Maime |F‘hone |Clerk |Notes \é
» I |
B ?
gt g U‘LM‘MM-Mnﬂ..ﬂ‘l--&_‘,“F_"-r‘“*ﬂ.)'\f“‘“*r"\,f“‘/

You will be warned if this class has already started (or has ended). If the class is scheduled for
the future, e following enrollment screen displays.
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% Enrollment Form =] 3

Motes

Salesclerk Method of Pagment

[~ Paid? I EI I Zl
QK LCancel |

Enter the desired farmation. When you are finishedick i O K Several prompts will appear
T you can:

9 Print the enrollment confirmation

1 Print a class info sheet (see p&3dor more information about class info sheets)

1 Send a confirmatioemail (see pag@4 for more information about email notifications)

1 Add Class Fees to POS ticket (will create a POS ticket with class fees and mark this

enrollment as paid)

If the customer has an email address entered intodihstiomer record, the system will prompt
whether to send the customer an email confirmation. This feature requires the JMM Email Suite,
which can be downloaded from the ACustomers O
website.

Copying Students from On e Section to Another

The ACopy Studentso button enables you to eas
and/or students on the waiting list to another section of the same class. This is particularly handy

for setting up Block of the Month (BOM)I@bs (or other recurring classes with same students).

You can use this method by enrolling all the BOM customers just once, and then copy them all
forward to the future months of the club.

Modifying Enroliments

To modify an enrollment, display the sectibiat contains the enrollment that you want to
modify. Highlight thedesiredcustomeiin the listboxandd¢ i ck t he AEdit Enrol | |
the lower right hand corner of the screen.

The enrollment fornfprevious topicill be displayed on the screeMake the desired changes.

When you are finished editing the record, save your modifications by clitckmg A OKO but t o
If you change your mind and want to abandon the changes that you have made, click the

fiCanceb button.

Un - Enrolling Customers from C lasses/Waiting Lists

You can urenroll a customer from the section by selecting the desired customer on the
enroll ment | i stEmmdl Icl $elke mtged h®t viddenant 0 butt or
whether to refund the class feex IS e ¢ t to &d¥ &efundof theclass fee t@a POSticket
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Li kewise, if you would |Ii ke to remove a custo
From Walutton.Li st o

Sorting the Enroliment/Waiting Lists

You can change the display order of the enrollment and wdisits by clicking on a column
head. For example, clicking on the Last Name heading will display the students alphabetically

by last name.
Erralimants Enroll RACHEL BUCK i this section | Email Confinm| print Confirm | Addto pOS |
| [# |Firstame  [Last NamewglPaic?|clerk  [Paymert Method  [Motes ||
L |

Clicking Last Name displays contents in
alphabetical order by last name.

Adding Customers to a Class Waiting List
If the section is full, you can add the customer to a waiting Bstcertain the correct customer

is displayed on the Custonsdr a b, t h e n waitlii sctkd fi(Asdhdo wno bel ow)
7" Fom ST L L L T T S P,
Sl Enroll HEATHER JONES in this section | Email Confirm | print Confirm| Addita pos |
#  |Firstriame  [Lestbame  [Paio?[cierk [Payment Method [notes EI
: 1 |KELLI MILLER T KF Credit Card Mewy maching owner
| 2 ASHLEY ASH T KF Inc: weith Purch Advanced beginner
|| 3/coLRTEY |ERAMNDON T KF  Credt Card

il

arolled Studentl Edit Enrollmentl

VWaiting List Add HEATHER JOMES to sweait list | emove From Wait List
3 irlr Mame ILast Mame Fhone Clerk  |Motes o
4 8 AN DALY 408-555-1122

13

9 RITA WILS M 405-555-3999
10 RACHEL BUCK 408-555-2345
=l
s 80 o e e AN S i A A 5

The enrollment screen appears.

% Enrollment Form - O] x|
Motes
|
Salesclerk Method of Payment
[~ Paid? I ZI I zl
oK LCancel |

Enter the desired information. When you are finisiobdk i O K 0
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Sending Class Email Notifications

T mpR Dt e T R DA T T
|am 12006 |

Q:00am

3
Schedule ]"

Feminder
Cancellation
Other i

sl sl S MJ‘-MM-—M#

Three options are available for sending custom email notifications for class sections. You can
send a class reminder, a class cancellation notice, or any other general email to all of the enrolled

customers. The class reminders and cancellation notificatgonbe customized with your own
template.

NOTE The customer must have an email address in the Custtabeand the JMM Email
Suite must be installed and configured for this feature to work.

Refer to theJMM Email Suite Help Filéor more information lout using email notifications.
Links to the JMM Email Suite and the manual
Emailer page:.www.jmmsoftware.congmailerhtm.

Sections TRS11 Page 94

c


http://www.jmmsoftware.com/documents.htm

Accounts/Layaways

Initial Setup of Accounts/Layaways
Before entering accounts, define the following ddmvn lists usé on the tab.

1 Define each salespersonSecurity>Edit Employees/Clerks/Salespeoplésee page
247).

If you plan to allow customers to charge purchases to a store charge account:

1 Enter the Credit Limit $ and Terms (Days) for eablarge customer on the Customers
screen (see pade).

You can set up custom footers to print on the bottom of Accountquist Select
File>Layaway/Account Footer from the TRS menu and enter the desired text. Refeage2®
for more information.

About Accounts and Layaways

The Accounts/Layaways tab is somewhat different from the other TR tiaissprimarily used

only for receiving payments and viewing account activity. Tasks such as sgttatgre

accounts and creating transactions are typically and easily handled on the POS screen (layaways
are discussed below).

The instructions in this section for manually performing tasks on this tab should only be
followed for initially implementing RS. For dayto-day transactions, store accounts (both
charge and credit accounts) will be managed from the POS tab.

Layaway Considerations
Layaway accounts can be created a number of ways:

T From the POS tab, for all Lagawapyd ButO&nt i
T From the Sales tab (for serialized items)
oradd the item to a POS ticket and use the |

T From the Repairs tab use the ATake Depositc
or add the repair to a POS ticketand usegtfeut on Layawayo button.

Any layaway set up in the system will create a record in the Accounts/Layaways tab; however,

|l ayaways set up on the POS tab are handled ve
buttons on the Sales or Repairs tab or thosated manually on the Accounts/Layaways tab.

There are different procedures to follow depending on how the layaway originatedwdyaish

explained in this chapter.
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NOTE Itis recommended that your store decide which layaway method is going to be used
and follow those procedures consistently.

Accounts/Layaways Tab

1 Customers | 2 Sales | 3 Repairs | 4 Leads | 5 Classes | 6 Secticﬁs 1 Accounts/Layaways %oint 0Of Sale | 9 Review POS| 0 Serialized Inv. | [ Orders | Easy Seni , | N
View Optior
lrg ;;g;zﬁnrdsdAddedm'Delete E—— | “l - | . | wl .|.| _| - |¢| xl el o to this customer |

Notes

Account # 1-50

Print Account |
First Name Last Name
I I Jump To Acct # |

Date Started

Description
[~ Store Charge/Credit? (If unchecked, then this is a layaway.) Transactions Edit Transaction Notes I
[/l -] | = | -] | |—| Alr/‘l g Enter Payment | Apply Payments To Sale | Add Transaction to POS Tlckeil
Salesperson =
Transaction #| Date |Amuunt |Clerk INDtBS \ﬂ
& [
- L
Layaway Amount I
Payments Received - £0.00
vI
Balance Due 50.00 LI_I 3

Double-click on any line above to go to matching POS tr

Field/Button Descriptions

Following are field and button descriptions for the Accounts/Layaways tab. Some of them
(indicated below) refer only to store charges and some only to layaways.

Field/Button Definition

Date the account or layaway was started -- usually refers to the date the sale was

Date Started

made.
Date payment is due on a store charge
Due Date Charge/ Credit o c he chelow, andihs acainehaskamehatiyes e
balance.
Description A description for this account.

Use this field to record any other information you may have about this layaway or

Notes account. It allows a longer, more detailed description.
Store Check this box if this is a store charge or credit. Leave it unchecked to designate a
Charge/Credit layaway.
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Field/Button

Definition

Salesperson

Select either the person, from the drop down list, who made the sale or the person
who opened the account. The list of salespeople is set up in Security>Edit
Employees/Clerks/Salespeople.

Account Balance

This field appears for store charges/credits only. It is the current account balance
for this account. It is calculated automatically from the charges and payments
made.

Layaway Amount

This field appears for layaways only. It is the original amount of the purchase or
the total amount needed for the purchase to be paid off.

This field appears for layaways only. It is the total amount of payments that have

Payments been made toward the layaway. This value is calculated automatically from the
Received .

transactions.

This field appears for layaways only. It is the amount of money that the customer
Balance Due still needs to pay on the layaway. It is the layaway amount minus the payments

received. lItis also calculated automatically.

Print Account
Button

Click this button to print a statement of the account information.

\étrggnTo Acct # Click this button to enter another account number and display that account.
Transactions Double-click on a transaction displayed in this section of the screen and if the

transaction is linked to a POS sale, it will display that sale in Review POS.

Enter Payment
Button

To enter a payment on the account, click this button. Enter the details on the new
payment screen. OKWha& nP@® ut icd k etk i | | b
Complete the transaction.

Apply Payments To

Sale Button

This button is not typically used i it is easier to perform this task from the POS tab
(see page 106). This button only appears on store layaway accounts. When you
are ready to close out the account and take the final payment, click this button.
Enter the total payments received in the Debit Amount field and the other details as
desired. The transaction will be added to the POS ticket.

Enter Charge
Button

This button is not typically used i1 it is easier to perform this task from the POS tab
(refer to page 106). This button only appears on store charge/credit accounts. To
enter an additional charge amount to this account, click this button.

Add Transaction to
POS Ticket Button

This button is not typically used T it is easier to perform this task from the POS tab.
Highlight a transaction and click this button to add it to a POS ticket.

Edit Transaction
Notes Button

Highlight a transaction and click this button to edit or add notes to that line.

Date Date the payment or charge was made.

Amount The amount of the payment or charge.

Clerk The clerk who entered the payment or charge.

Notes Any other additional information about this payment or charge.

Accounts/Layaways
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Layaways

There are multiple methods of creating layaways in TRS. A new layaway can be started from
the Sales or Repairs tab (using the Takpd3é button), a new layaway can be started from the
POS tab (using the Put on Layaway button) or one can be started manually from the
Accounts/Layaways tab. Any of these methods ultimately create a layaway account record
where you can accumulate paymems| the customer is ready to redeem the layaway (pay off
the account and pick up the merchandise). However, the procedures required to handle each
method are very different.

Typically, manually setting up and entering Layaways will only be done whemitally
i mpl ement TRS (to set up existing accounts).
up or add layaway charges from the Sales, Repairs or POS tabs (explained below).

Creating layaways on the POS tab may be the easiest method libeaREXS sale ticket is

created at the beginning of the process and essentially suspended to be recalled later when the

| ayaway i s redeemed. The fAiTake Deposito meth
record in Sales or Repairs and createstde ticket in order to redeem the layaway. Either

method does the job!

Adding New Layaways
There are several ways a new layaway may be started:

1 From the POS screen.

1 From the Sales screen (for serialized items).
1 From the Repairs screen.

1 Manually on this sreen.

Follow the procedures below for the appropriate method.

Adding New Layaways from the POS Screen

TRS allows you to put any sale on layaway from the POS screen (including serialized sales and
machine repairs). Layaways created this way may be mahagedough t he A Suspend
Manager 0 where you can view a |ist of the ite
may also recall the POS ticket and modify it (add or remove items) and put it back on layaway.
Creating the layaway account andeenhing the merchandise are both done from the POS

screen.

You can put a sale on layaway (including creating a layaway account and taking an initial
payment) directly from the POS screen. You can layaway as many sales as you want and can
keep them on layawandefinitely

NOTE Creating a | ayaway account from a POS ticlk
different than creating a layaway account either manually (using the Accounts/Layaway
tab) or having one set up by taking a deposit from the Sales or&igtm Any
layaway set up in the system will create a record in the Accounts/Layaways tab;
however, only those set up through a POS t
Pickupo button on this screen.
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Once you have entered all the itemsonth&€PQ i cket to be put on | ayauv
Layawayo button.

i FEn

Enter the clerk ID and notes, if desired.

Next, youoll be pr o rnapdovengaynvdntelt ybsetihe NewoPaymarit e an |
screen displays.

New Payment

31372007
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Enter the appropriate details. The system will then create a new POS ticket for the amount of the
payment. Complete the sale as usual.

The layaway accounti | | s how i rhistory( es e ce Rigkihgesp dRedesming)

Layaway® t opi cl0O3on page

To recall the ticket and modify the items use
layaway, modify as necessanyd t hen put it back on | ayaway by

button. To view the items on or cancel (delete) a POS Layaway,Maitbenance>Manage
Suspended Sales/Layawayen the TRS menu (see pabé0).

Adding New Layaways from the Sales Screen

Clicking the ATake Deposito button on the Sal
serialized sale transaction automatically creates a layaway account for that transaction.

Enter the Sale as usuake pagé3) and save it by clicking then the* button Att h Add i
this sale to POS tickad? p r,alickgiNoo. Click fiTake Depos@. The New Layaway screen
displays with the Dat8tarted Description Salespersoand Layaway Amount élds prefilled
with data from the Sales tab.

Date Started ISM 3/2007

Description |Deposit on Bemina 4400EE

Salesperson IDK

Notes

Layaway Amount $|4000.00

0K I LCancel I

Enter the clerk ID and notes, if desirelhe New Payment screen displays.

New Payment x|

Date |9;1 342007

Payment &mourt |

Clerk, I

Motes

Ok LCancel
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Enter the down payment amount and other detadgppropriate Thesystem will create a
transaction for theeposit amounbn a newa POS ticket (oadd the transactiaio an open
ticket). Complete thé>OS sale as usual.

As descr ilLlayawhy®i nt otphhec fiabove, youandtkeadepasip cr eat
for a serializedsale byadding this tansaction to #0S ticketandi si ng t he APut on L
button.

Both thesale of the serialized ite(sewing machinevacuum, camera, et@ahd the layaway
accountwill showinthec ust o mer 6 s hRedeemingyayawayS ©rginating #omfa
Deposit on Sales Screen t onpagel0s.

Adding New Layaways from the Repairs Screen

Clicking the ATake Deposito button onhet he Rep
repair automatically creates a layaway account for that transaction.

Completethe Repairas usua(see pag&0). Cick fiTake Deposti. The New Payment screen
displays.Enter thedepositamount and othetetailsasappropriate Thesystem will create a
transaction to collect thdeposit amoundn a newa POS ticket (oadd the transactiaio an open
ticket). Complete thd>OS sale as usual.

You can also create a layaway and take a deposit for the repair by adding this transacti
POSticketand si ng the APut on Layawayo button.

Both therepairand the layaway accoumti | | s how i rhistoryh 8eethas st o mer 6 s
fiRedeeming Layaways Originating from a Deposit on Repairs Stredn onpagel 05,

Manually Adding New Layaways

It is important to notenost layaway accounts will be created automatically in BR&ther

taking a deposit on the Sales or Repairs tab or putting a POS sale titkgway on the POS

tab. Manually setting up layaway accounts will usually only need to be done when you initially
implement TRS in order to set up previously existing accounts.

In the unusual event that you need to add a new layaway manually, findret castomer on
the Customest a b . Once a customer is displayed on t
Enter Newé Layaway/ Charge/ Credito button.

For Thiz Customer:
’;alel Eepairl Le Lavaway/Charge/Credit cial grderl POS Salel Eazy S:EF'.I'iDE| Rentall
= =

Because the new layaway record you enter will automatically be linked to the customer currently
displayed on the Custonsiab, make sure the correct customer is displayed on the screen. The
Account Selection dialog box displays (shomex).
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il

Wil this be a LAYAYWAY, STORE CHARGE, or STORE CREDIT?

Fl1=Layaway

Fi=Store Charge

F5=Store Credit

Lancel |

Click the fALayawayo button. The New Layaway
Date Started IW

Drescription I

Salesperson I

Motes

Layaway Amount $|
Ok I Lancel |

Enter the desired informiato N a n d cYou willlbe piio®ptad whether to enter the initial
down payment . |l f you select AYeso, the New P

Hew Payment

Date ISH?J’ZDD?
Papment Amount |25.DD
Clerk I

Motes

aK LCancel

Accounts/Layaways TRS11 Page 102



Enter the initial payment amount and other details as desired.

The transaction will be added to the emr POS ticket. Sindhis is a manual entry, it is likely
you areimplementing TRS andstablishing the recofdr a preexisting accoungnot actually
taking in a payment at this timep you will needto cancel the POS salieket. On the POS

screencl i ck the ACancel Saleodo button and select t
Del et i ono o ptQGanocaling(Acceuntél ransactionstiniP®S th onpagel 16 for

more information). The | ayaway account wil|l
the system.

Receiving Additional Payments on Layaways

To enter a payment on a Layaway account (regardless of how it originated), access the account
(dowblec!l i ck the appropriate account | i sEneed 1 n Hi
Paymenb buttonin the Transactions section of the screen (shown below).

\thenthis is a layawray.) Transactions Ecit Transaction Notes |

Hl | | | | | /l 5’" Erter Payment |i Apply Payments To Sale | Add Transaction to POS Tlcketl

| |Transact|0n #IDate IAmount ICIerk INotes

Enterthe payment amount in the New Payment screenithe derk ID and any Noteéf
desired) When you clickiOKg, the gystem will create a new POS tickeith the payment
transaction on it (or add the transaction to an open POS tidkietsh out the POS sale as usual.

NOTE Payments on layaways must be entered on the Accounts/Layaldythere is no
way to originate the transaction on a POS ticket.

Picking Up (Redeeming) Layaways

The process of redeeming a layaway differs depending on how the layaway originated. Layaway
accounts that are set up automatically in TRS contain cédtifying text in the Description

field, such as fADeposit on Repairo or APOS La
originated, display the cust omer Okefollowisgt or y on
exampleshows a list of Accounts for thisistomer (Accts section) and a cross reference to the

tab where it originated.
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Sales | [pate |Make [model [price [ 2]
[P|03112/2007 viking 'Saphire 830 _ 1299 B
11/09/2006  Bernina 730E 7000

B =
Repairs[ [pate |make [tmodel  |work Done | ]
L 03/12/2007 Viking 123 Basic sewing machine service - -,J
Leads | [pate | make | Mode |salesperson|status | 4]
!_ 12/16/2006 Viking Saphire 830 KF Good Pros :_l
Classes| |Class |start Date  [Paid?|Notes 4]
| BEGINNING QUILTING 08/08/2006 F ‘_:|

vl ‘ -

—————— Layaway Originated From
Start Date |Description J— Repairs Tab
03/12/2007 Deposit on repair |__+—Point of Sale Tab

03/07/2007 POS Layaway |~ Sales Tab
03/07/2007 Refund on POS items /

09/18/2006 Deposit on Bernina 7305‘1/J =

SPECET Toraer s [Vendor [Order Date [Came in |Picked Up [Paig?] i'
Orders ’

B =

Psg; Date [Total |clerk | Al

»|03107/2007 20 [

B E

-~

tems| [oty [pescription |
Above
Sale

[

1 Layaway #29 Payment:ZPOS LayawayZ ZOriginal Layaway Ar

K

Hide History

Once the origin of the layaway account is determined, follow the instructions below for the type
of layaway the customer is picking up.

Redeeming Layaways Originating from the POS Screen
To redeem a layaway originally set up in POS, go to the Point of Sale tab. Without starting a

new sale, click the ALayaway Pickupo button.
L TSR, B GEEREL  Sh h LZSRSAVRSLIRI S RO P e
" scancust# |”  Compound Discount|”” Gitt |l" Bill At Cost  Discount ail Tdi Ihenzl i
F5=Cash F9=New Anon. Sale precessreinal | Subtotal a
FE=Check Fi0-Erter Unitad e | __PricsLookup | CencelSaie i
Fy=Credi Card A =Tt Search For tem I Tax q
Hfise T enter Floeririen e ]
Open Drawer | Reprint Last Receipt mmex n_|_woeyou | 4
Sale Discaunt DEIEte Tender. [~ Print As Invoice Total ‘
el ltems O ¢
s
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Select the appropriate layaway from the list that displays. When prompted to apply the payments
made cl i ck AYeso. The items put on | ayaway an
Complete the sale as usual.

Redeeming Layaways Originating from a Deposit on Sales Screen

To redeem a layaway originally set up by taking a deposit on the Salestass the original
sale record from the Show History portion of the Customers screen (seé¢/dagédetails). The
description in the Accts section usually has the information you need to determine the
corresponding saleansactiongs shown beloy

sakes | [pate [make | Model | Price | =]
P 03/12/2007 Viking Saphire 830 1298 g
| | 1110912006 Bernina 730E 7000
2
Repairs( |pate | make ieaer | "\
[M0311272007 viking 123

Layaway originally set up
by taking a deposit on the

Leads
Date [make [Model | o icc Tab
P|12/16/2008 Viking Saphire
Classes| |class | start Date /|Paid?|Notes

BEGINNING QUILTING 08/08/2086 |F

bl plfi bl

-
Accts [ [start Date [Description VAR | [ =]
p|03/12/2007 Deposit on repair
| [0310712007 oS Layaway i
03/07/2007 Refund on PQE items
:09/18/2006 Deposit on Bernina 730E _,_l
v = 4
Doublec| i ck the sale record and the cus¢Clokmer 6s s

the AAdd t o P Orfen¥dlechikesdbrthefiAppty the deposialready made o
prompt. The New Payment screersglays with the Payment Amount giked with the total
amount paid on this layaway. Enter the rest of the detagdp@®priate.

The system will create a POS ticket with the serialized sale transaction and the total payment
transaction (or addtheméoon open POS ticket) . On the POS s
balance due and compldtee POSsale as usual.

Redeeming Layaways Originating from a Deposit on Repairs Screen

To redeem a layaway originally set up by taking a deposit on the Regiaiexccess the original

repair record. If the customer has the Claim Check, go to the Repairs tab and enter the Repair# in
the AJump to repair #o0 fiel d. I f not, access
description in the Accts sectiarsually has the information you need to determine the

corresponding repair transactias showmex{).
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sales | |pate Make Model Price [ i'

P 03/12/2007 | Viking Saphire 830 1299
11/09/2006 Bernina 730E 7000 #

Repairs| [pate [ make [Model  |work Done =
P|03/12/2007 Viking 123 Basic sewing machine service - J
I v

——

Leads | [pate [Make [model ~

P|12/16/2006 Viking saphire 830 | Layaway originally set up by

taking a deposit on Repairs
tab.

Classes| |class IStart Date
BEGINNING QUILTING 08/08/2006

4

|
—
Start Date IDescription / I il
P|03/12/2007 Deposit on repair
03/07/2007 POS Layaway
03/07/2007 Refund on POS items
09/18/2006 Deposit on Bernina 730E ;J

Doubleclick the repair record and it displays on the RepairsG@dbi ck t he AAdd to P
button. Th e n sresh e @ n Appiyntee dépogialready made 0 p r Thetgal payment
amountmade on this layaway (listed on the Layaway/Accounts scre#igisplayin the New

Payment screen. Enter the rest of the detaidgopsopriate.

The system will create a POS ticket with the repairtitkansaction and the payment total
transaction (or add them to an open POS ticke
balance due and compldtee POSsale as usual.

Redeeming Manually Entered Layaways

If the layaway was set upanually(such as when initially implementing TRS), you must add the

item(s) on layaway to a POS ticket. For example, enter (or access) the sale record for a sewing
machine and add it to a POS ticket. On the P
andselet t he AApply | ayaway payments to the sal ec
the list displayed.

The Apply Layaway screen displays with the total payment amount. Enter the rest of the details
asappropriate. The total payment transaction welldalded to the POS ticket. On the POS
screen, c¢lick ATotal 0o to théePOPshlmasusaahy bal ance

Alternately, after you enter the items on the
on the Accounts/Layaways screenanl i ck t he #AApply Payments to S
payments received in the Debit Amount field and other details as appropriate. The layaway
payments transaction will be added to the POS ticket.

Store Charge Accounts

TRS will create and track &e Charge Accounts for your customers, if desired. Credit limits
and terms should be set in the Customers tab for each charge customer. Manually setting up
store charge accounts will usually only need to be done when you initially implement TRS.
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Onceyu are Aliveo on the system, charge accoun:
created from the POS screen.

Adding New Charge Accounts

New charge accounts may be either set up from the POS screen after items to be charged have
been entered on thieket or they may be set up manually on this tab (Accounts/Layaways).
Both procedures are described below.

New Store Charge Accounts from POS

You can create a charge account for a customer directly from the POS screen. Once you have
entered alltheildts on t he POS ticket to be charged to .
Layaway/ Credi t/ Chargeo button.

RS 2 e fege S PR D - 2=is GR%
\Gm I [~ BillAt Cost Discount all Undlscounted !temsl Dlscoun( By S Amt | Suspend Sale| Recall Sale [
.ﬂ Pratess Refing Subtotal : Gift.Card I e Gift.C 1]
“xPrice Lookup I iGE]Eale |

Aj L ICredit/Ch
{ Search For tem ] T ; \ pply Layawayi/Cr arge I
Non Sale Transactions ax Tender _
M I M Out 3 g [

[ oneyin | _ Money out | Still due! |
5’ [ Print As Invoice Total Change_

\j Put On Layaway
4 | ltems 0O

Layaway Pickup I

The account selection screen displays.

Click thidel Aaar geo a St or A lis€Cdisplaygveth alcegistingnt 0 b u-
accounts ad the options to create a new charge account.
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