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A Brief Overview

HBM Retail Kontrol is a powerful reporting, programming and stock control tool.
We will show you in this guide how to do each of these different functions. But
first, there are some definitions, which are important if the system is to work
properly for you.

What is a PLU?

It is a Price Look Up, it is the instruction on the Cash register, which enters the
price and description when you sell it. A good way to describe a PLU is “As you
sell it”.

What is a Product?

Although they might share a name, the Product and the PLU are entirely
different. The Product is “As you buy it". It is vital for your stock control that you
understand the difference as we will show you. Products are absolutely vital to
the stock control package as it is the way that we know how many Mars Bars
have been sold as a Mars Bar may have tens of different barcodes depending on
pack offers etc.

What is A Group?

A Group aids sales analysis. All PLUs must be allocated to a group, e.g. Grocery.
These are in turn linked to Major Groups and Categories, which will ensure that
you have the best analysis possible.

What is a Mixture?

It is the combination of products to form a PLU. If that sounds complicated, | will
use an example to illustrate the point. A Meal Deal may contain a sandwich, a
bag of crisps and a can of soft drink at a special price. You obviously need to sell
to the customer at the advertised price and move those items sold out of stock. A
mixture takes care of this automatically for you.

What are Price Levels?

The software currently deals with three price levels all of which have three prices
within the levels. This allows you to charge different prices for the same product
whilst maintaining correct stock information. It is however not as complicated as it
sounds. The price levels are for different times, for instance, you may use level 1
as normal prices, level 2 as sale and level 3 as premium prices.



HOW TO ADD PRODUCTS/ PLUS

Firstly you must ensure that the product does not already exist on your system.
You can do this by clicking on [ File ], then and using the Description
tool, you will find if any Product matching that description is in the file. If it is, click
on to see if there is a PLU in the file already- if there is, click on it to
ensure that the price etc is correct. If there is no PLU linked to the Product, see
the next section.

HOW TO ADD A PRODUCT/ PLU FROM SCRATCH

When you have an entirely new line in and you have checked that it does not
already exist on the system, we need to add it.

Click on File , Product and then click on [+ Add |. The Product Editor screen will
appear and you must enter the Description and then the Group. Then enter the
supplier name. You must then choose the Normal Delivery Size. If this is usually
dozens or gallons then select the right one and it will automatically pick up the
right conversion. Then enter your cost price into Pack Cost and the Unit Cost will
appear next to Supplier.

Click on | Link New Barcode | You will then be entered into the PLU Editor
screen. The Product Name will automatically become the PLU name by default,
you can of course change this if you wish. Now to activate your new PLU, simply

give if a price (if appropriate) and click on to save or to exit without
saving.




HOW TO END THE DAY AND SALES PERIODS

END DAY
Click on and the following box will appear, click on and the

system will ask if you want to clear the previous day’s takings. If you answer Yes,
the End Day procedure will proceed and add a new sales period to the database.
If you answer no, the takings will be added to the previous sales.

ﬁEnd Day

Collect Data From Tills Confirm

@ Do pou want to clear the previous days sales ?

BRrf 4

Click to collect the sales data from the tills. When this has been completed
and the program will collect the requested reports from each till in turn.

= End oy

Clear previous sales Collected data from tills

it Mext »> Back << Mext »>

The system will then suggest the reports you should take.



Select Sites to Consolidate

Group / Description

—

The information will be available for reporting.



END SALES PERIODS

Click on End Day and then select a sales period to end. If you do need to take
Period sales reports, then you must do it before you end the period as it will not

be available afterwards.
m Send Label

Collect Reports

End Day
End ‘week
End Maonth
End Quarter
End ear




ENTERING RETAIL KONTROL

When you access Retail Kontrol, you will be presented with this screen as the
program loads.

Simply click OK and the program will go onto the Password screen below.

BUSINESS
MACHINES

To gain access, enter your number into the number box and your password into
the password box and click Accept. If your password or number is wrong, the
message below will be displayed. Attempt again after ensuring your password is
correct.

=

—




WHAT DOES EACH SECTION DO?
FILE
PLU

This screen allows you to maintain all the information to your PLUSs, including
descriptions, prices, groups and a host of other options.

il Description ||
& Description
D escription Converzsion |Product
€ PLU/ Barcode 3885 | 5011045071775 GROW [N & BAG GROW 1
 Group | 7520 BIE227081246 100 FAIRY LIGHTS - C 1 11240
n TE159 B0ME227081239 100 FAIRY LIGHTS - M 1 11839
Select Group | | 7523 BINE227081673 180 MUSICAL CHASER L 1 11243
n Th24 B0ME227081680 180 MUSICAL CHASER L 1 11844
Al PLU | | 1868 35368002014 2 MEAL FEEDER C20 1 3302
n E207 5020358005019 2 PAIR MEMS BONLUS 1 98592
n E1E1 B020358080184 2POCKET HMD TOOL H 1 9636
+ Add | | 4050 5012055005650 2POCKET HOLSTER 1 E3E62
n E155 B020358010136 2POCKET "WWalST APRO 1 9630
Dl | B 2317 5010445082337 2000 HD STAPLES BMM 1 4421
n 2316 5010445082634 2500 STAPLES Bhkd 1 4420
&l | E208 5020358005026 JPAIR LADIES BOMUIS 1 96493
n 4055 5012095005742 JPOCKET BIE APRON 1 EQEY
| E156 B020358010143 JPOCKET BIB APROM 1 9631
n E157 5020358010150 JPOCKET TOOL POLCH 1 9832
j'IL LClose | | 4103 5012095010135 3PR CULTIWATOR E-ZE 1 E918
e o

To view or edit an existing PLU, you should find the appropriate PLU using the
search facilities- you can search by description, PLU number or group. You
should then double-click on the PLU. Once in the screen, you are able to change
all of the information except which Product the PLU is linked to. However, if this
iIs a new PLU, ensure that you have added the new product first and then go to
LLink To Product] the program will autosuggest the closest description it can
find, if this is incorrect, find the correct product using the search facility.

If you are adding a new PLU, you need to give it a description, the machine will
generate a barcode or you can choose one. It needs to be linked to a group, and
be assigned a VAT rate. You must allocate it to a group, a category and enter
prices. Remember what the different price levels do.

If your Back Office is linked to the PoS Kontrol system, you will be presented with
10 selling prices. This will allow you to sell the item at different prices. Examples



where this might be used could be staff prices, prices for your best customers

etc.

HEM PLU Editor

—PLU —Product Link:
Description IENG FLEECE L Product IEMG FLEECE L Caonversion I 1
BLU 7 Barcods 091 205176730 SKL Cost I 2540
PLU Cist |£29.4D |k |
[Generate Barcade | 0 e
& Wiew Product ¥ | ink to praduct |
Giroup |RuGEY CLOTHING =] —I =
iz,
Yat Rate I 1?.5ﬂ Halo I Qty Dizcount I j Category Im]‘
—Sell Price
Marmal Level 2 Lewvel 3 Lewvel 4 Level 5
Sell Prices | £49.99 f £49.99 | £49.99 f £49.99 f 84999 |~ it Lahels
Level B Lewvel 7 Level 8 Special ™ Sweighed ltem
| £49.99 | £439.99 | £49.99 | £49.99 :
I~ Stock by Sell Price
Mail Order Price I £44.93 RRP I £49.99 ™ Moltem Label
: : : _ Item Labels I 0
™ Adust1 ™ adiust 2 ™ adiust 3 ™ Adjust 4 Frice Calculator
™ Adjust 5 I~ Adust & I~ Adust 7 I~ Adust 8
—Flag:
o 0 r 0 o0 teszane |
(00 ] [oo [oo
o OK x Cancel
|Lacation :Master i

Quantity Discount

You can allocate the PLU to be part of the quantity discount. To set one up,
please refer to the section on quantity discounts. To set the PLU to be
discounted, simply select the appropriate one from the list.

Adjustments

Adjustments are another form of discount. It enables you to select some PLUs to
offer discounts on, without discounting every item within a certain transaction.
This gives you great flexibility in discounting. To set the adjustment on the PLU,
simply tick the box and for more information on setting up an adjustment, refer to
the appropriate section.

Mail Order and RRP

RRP allows you to set a theoretical selling price for the PLU. Therefore, if you are
forced to sell it for less, or are able to charge more for any reason, you can see
how your takings for the item have been against your projected takings.

10



Mail Order allows you to set a different selling price for Mail Order stock and get
reports based upon this. Please note that this is only relevant for people having
purchased the Mail Order module.

Price Calculator

E Price Calculator B
Price Calculator
Prices For NG FLEECE L Deelivery Cost | £29.40
Vat Rate |—1 75 FLU Cost |29_4n
Sell Sell 2 |Se|| 3 |Se|| 4 |Se|| 5 |Se|| B |Sell 7 |Se|| g |Se|| g |Se|| 10 |Last iﬂ
Cost 29.40 23,40 29.40 29,40 29.40 29.40 23,40 29.40 29,40 29.40
Selllne |49.99 49,99 43,99 49,99 49,99 49.99 49,99 43,99 49,99 49,99 44.99
Watrate  |17.50 17.50 17.50 17.50 17.50 17.50 17.50 17.50 17.50 17.50 17.50
4T 7.45 7.45 7.45 7.45 7.45 7.45 7.45 7.45 7.45 7.45 0.00
Sell Ex 4254 42,54 4254 42.54 4254 4254 42,54 4254 42.54 4254 0.00
Margin 13,14 13,14 1314 13,14 1314 13,14 13,14 1314 13,14 1314 0.00
GP % 30,90 30.90 30,90 30.90 3090 30,90 30.90 30,90 30.90 3090 0.00 =
4 | I »
Apply Group Dizcaunt | Percertage ID Audjust Rewvert |

There is another feature on this screen, which is Price Calculator. This screen
allows you to check what effect a change in your Prices/ GP % will have on the
Price/ GP % and Margin.

To set this as a percentage increase/ decrease, enter the value into the box and
click Adjust. To revert back to the original price, click on Revert. To check what
difference a specific price would make, click on the price and change it in the
following box.

Sell Price

Enter new sell price

|54.99

o |

Cancel

|

11



The Apply Group Discount box refers to the set-up in Group. In Group, you are
able to specify the percentage off the Normal Selling Price for each of the
subsequent price levels. If this is set up, clicking on the box will perform that
function for you.

Changes will only be accepted if you click [Apply].

Halo

This allows a PLU to be sold at a variable price- it can make a PLU into an “Open
PLU". As a default, the system sets it to be 0, which means that the price cannot
be varied. However, by inserting the number 98 into the box, you will be able to
enter a value of upto £999,999.99. Common variations may be £10 (14), £20
(24), £59 (54), £99 (94) £100 (15) or £1000 (16).

Message

This is only for use in conjunction with PoS Kontrol. This allows you to set a
description to show on the screen when the PLU is sold. Simply click on the
arrow and select the one you wish to show. To create new ones, refer to the
Message section.

Price Files

Price Files allow you to schedule changes to your prices. These changes can
either be permanent or they can be a promotion.

To use this feature, click on | Price Files | and then a list of future price changes
will appear. To add a new one, simply click | Add | . A box will appear which will
allow you to set the dates for the price change to occur and revert. The simply
allocate a new price for the promotion/ change and then decide if the change is to
be permanent (if it is then check the box) and which price level you wish to use.
To accept this Price File, click :

12



PRODUCT

This screen allows the user to add or edit products. Remember, the product is
how you buy something so this will be the delivery unit, e.g. a bottle of whiskey.
From here you can change suppliers, cost prices, delivery sizes and other
options.

3439 Z'GLAZING KLIPS (25)  NOR
11840 100 FAIRY LIGHTS - CLEAR

100 FAIRY LIGHTS - MULTI

180 MUSICAL CHASER LIGHTS - CLEA
180 MUSICAL CHASER LIGHTS - MULT
2MEALFEEDER C20 201 PET

2 PAIR MENS BONUS TGLS01

2 PKT HAND TODLHOLDER  CS801
2POCKET HND TOOL HOLDER TCGE!
2POCKET HOLSTER 2PH

2 POCKET "WAIST APRON  TCG1013
2WEEK FEEDER/FOUNTAIN INTERP
20 GLASS TANK HAGEM 62
2000 HD STAPLES BMM 08-233 RawL
2000 STAND DEAL TT200 RAl
2500 STAPLES 8MM  08-263 R&lwL
3PAIR LADIES BONUS  TGLEO2
3PKT BIE APRON[C/STRIF) CS1014
3POCKET EIE APRON 3PBA
3POCKET BIBE APRON  TCG1014
11193 3POCKET TOOL POUCH 951 RAFI

10soft Word - refail kantrol manual.df

Please note that if there are any Year-to-Date sales on the Product, you will be
unable to edit the description- the only time when it is possible to do this is when
you have ended your year. This helps protect the integrity of your sales figures.

‘GROW IN & BAG' GROWING BaG SHaM 0010009
ETIE e
- S -

e o [ o
=l - =

[Automatic Drdering (Max/Min =] TS E

- —
- |
— —

_|

To Add a new product, simply click on | +Add |, to edit an existing one, double
click on it in the usual way. When Adding a new product, you must give it a
description- this will be the name of what is delivered, e.g. Mars Bar, not 25p

13



Flash Packed Mars Bar. Link it to a Group and select the SKU (Stock Keeping
Unit)- this is the measure of sale e.g. pint. You must also link it to a Stock Type if
you want to run different types of stocktake at different times.

Select the Supplier who most commonly delivers this product to you as number 1
and if any body else delivers it to you, click on | Other Suppliers | and enter
which suppliers deliver it along with their reference code and the cost. It is
important that you do this so that the Ordering Module can work properly. You
must enter the delivery size. Enter the cost into Pack Cost and this will calculate
the correct stock conversion and Unit Cost. If you need to link a Brand New
Barcode to this product (if you are setting up) then click on | Link New PLU | and
follow the instructions in the PLU section. Otherwise, exit, go into PLU and link
the Product through that section.

Re-Order Method

There are several types of re-order method. This allows you to set the Product to
be ordered using automatic or manual ordering.

Automatic ordering can be done by Maximum/ Minimum stock holding, meaning
that when the stock level reaches the minimum, it generates a suggested order
large enough to reach the maximum level. It can also be done using Optimal,
which analyses the best stockholding level dependent on your sales and creates
suggested orders based on that.

Other types of ordering include manual which simply means that all orders for
that Product are to created manually or when supplier is set, this means that the
system will always try to order this item when the supplier you but it from has an
order. This method is particularly useful for perishable items like milk and bread.

Relating to the Re-order method is Round Order Up. This works in conjunction

with Automatic Ordering. It means that if you need to order three in order to get
back up to maximum stock levels, but the pack size is five, then it will order five.

Info

There is an Information Button, which will give general information about the
product including sales and ordering figures.

Request Stocktake

If this button is checked, then the product will be available as a stocktake item.

14



Labels & Shelf Facings

There are different types of self-generated labels that the system can produce. In
it's simplest forms, it will produce shelf edge and/or item labels in small or large
format. You are able to specify to number of shelf edge labels that the system will
produce.

L L e e | — - "

Labels | Shelf Edge & Item Label -]

Shelf Edge Onl
‘Shelf Edge & [tem Labe|
Supplier CfLarge Shelf Edge

Large Shelf Edge & lkem =
[tern Oy

Conversig| 2 Pecial 1

I—I5pec:|a|&5hlelf S— ; ..._.-mmm-ﬂg

3

Seasonal Ordering

This allows you to set a Product to be ordered only in certain months.

—Seazonal Ordering 2
Thiz Item is Seazonal W

Jan | 0 Feb| 0 Mar | 0

Apr | 0 May| 0 Jun | 0
Jul I o ﬁl'«ugl 0 Septl o
Oct | 100 Hov| 100 Dec | 100

15



COST PRICES

This section allows you to change the Cost Prices in a very fast, “Excel” format.
You are able to simply run down every price and change it but you can also filter
by description and supplier.

Simply click on the cost to change and enter the new one, scroll down to the next
one and repeat.

2Z E dit Costs =l
: Id IDescriptiDn IEDst I;I
ISN“iEZ"E' = [ 7119 3 Pack swoosh band Sock L £54.17
|| 118 3 Pack swoosh band Sock M £54.17
sl || 7120 3 Pack swoosh band Sock =L £54.17
N 824 30 TRS 223219 061 36 £2.99
I | 829 30 TRS 223219 061 38 £2.99
| 830 30 TRS 223219 061 40 £2.99
| 1355 | 500 MIMI BEALL £10.45
| 5227|500 OUTDOOR £10.45
N 1324 |alR AMEND MID £29.54 |
| 8737 |alR ExPIRE 13 £29.54
| 8736 alR EXFIRE 14 £29.54
| 1240 |AIR IMT TRI&- 3 3 £2375
| 315 AIR INT TRIA 4 £23.75
N 316 AIR INT TRI&= 5 E2375
N 217 AR INT TRIAX 5.5 £23.75
| 5831 |alR IMT.TRLAx 3 3
> 5761 |AlR Max MOTO 5
| 13928 |AlR Max MOTO B
j'IL Cloze

16



RANGE EDITOR

This feature allows you to change a lot of information in a short period of time.

PLU Range Editor

—
| Coewew [ 3
r

f‘
3

To perform these functions, tick the box of the thing you would like to change.
Then click on Apply.

Select the items you want to change, either by holding down Ctrl and clicking on
the items or by selecting a whole sales group.

17



Select PLU Range
Find | Eol

Group j Id IBarcode IDescription |;|
7195 3330720043001 ZOTEC MID HT JHR
U5 FOOTEALLEQUF = 1967 5050040595122 Z¢ PROBL13
ARCHERY EQUIP 1965 | 5050040535023 ZY PROEBL B
5'II 1966 | 5050040595047 ZY PROBL Y
THLETl ETHlNG TOE7 | 035368969799 Zr PROININR 56 3
ATHLETICS EQUIPMENT 706 | FO3586596981 2 Z¢ PRO11JMR 56 4
ATHLETICS ACCESSORI
BADMINTON FOOTWE A 7082 5035868969335 Z¢ PROIIJMR 56 5
BADMINTON CLOTHING 7487 5035868793424 Z¢ PRO 115G 10
gigm:mgm Eg'élépshggfg 764 5035868793387 Z¢YPROIISG 8
BASEBALL EQUIPMENT 7481 5035868969751 Z¢ PRO 1 SGJMR 1
BASEBALL ACCESSORIE 1961 5035868477799 Z¢ PROOG 10
BASKETBALL FOOT'WES
D SRETBALL FLOTHING 1962 5035868477505 Z¢ PRO OG 10.5
BASKETEALL EQUIPME! 1963 hO35BER477EN 2 Z7 PROOG 11
gga\lfl_ESnglaLTaitE%F?SDI 1964 | 5035068477836 Zv PROOG 12
BOWLE CLOTHING 1955 5035868477713 ZYPROOGE
BOWLS EQUIPMENT 1956 | 503588477720 Z¥ PRO OG 65
Eg%sﬁﬁ%ﬁagﬁéﬁ 1957 | BOREEA47FTI7 ZYPROOG 7
BMING T NTHING _I 1958 5035060477744 ZrYPROODGYE

E763 035863477751 ZY PROOG &
1953 B0355634777E5 ZY PROOG 85
1960 5035563477732 ZY PROOG 3.5

E765 B035565733400 ZY PROSG 3 _Ij
3

When the selection has been made, click on apply and the changes will be
applied.

18



MIXTURE

A mixture dictates which products you sell when you sell a PLU. A good example
of this is a Meal Deal, which sells a sandwich, a Mars bar and a Coca-Cola.
When you sell a Meal Deal, you actually sell the component items. The mixture

tells the program to subtract these from the stock levels when they have been
sold.

To edit an existing Mixture, double click on the one you wish to edit or to add a
new one, click on | Add Mixture |.

inture ngredients
_rDescriplion |Se|| |CDst | Description |Eonverswon |c:orwcost |_‘|
¥ Meal Deal £299 098 Coca Cola 1 £n.20
Mars Bar 1 £0.20
#|Ginsters Egg & Bacon 5 andwich 1 E05E
i'l_ LCloze Print |

Enter the description and the group. If you want to, you can enter the recipe/
instructions on how to prepare the mixture in the Instruction Box. This can then
be printed out to make up a Recipe Book.

Mizture edit

Description IMEE‘ Deal 3KU Name I
Sell Price £299 Group IConFectionary 'l
rInstiuction:
& Frint
Digpealifi Description ICost ISize IConvarsion IUnil Cost I =
+ Add | |Coca Cala £0.20 Unit 1 £0.20
= | |MarsBar £0.20 Unit 1 £0.20
73 Delete L Ginsters Egg & Bacon Sandwich £0.58 1 £0.58
% Cancel | Tetd Cost  [2098

19



To add ingredients, click on and search in the usual way. The conversion
will be based on the way that you usually sell it, e.g. the sandwich etc. It is
possible that in some instances, you may sell less than an entire item in a PLU,
then you must enter the conversion, e.g. .5 of something. It is vital that these
conversions are accurate, otherwise your stock will be incorrect. You can link the
mixture to a PLU either by clicking on | Link New Barcode | (if setting up) or
through the PLU file in the usual way by linking an existing PLU to the Product.

20



GROUP

A group is a heading for a group of PLUs. In other words it allows you to see at a
glance how every type of PLU is selling e.g. Confectionery. Each group should
be linked to a category and to a major group, which in the case of drink will be
drink for both and the opposite for food.

D escription I."l".THLETICS FOOTWEAR Categon IDFIINK ﬂ
ECR Name [ETHLETICS FODTWE STYLE [~
Maior Group [aTHLETICS =l SIZE | =l
Default Wat |—W5Ll ANALYSIS | =
—Frice Level Percentage

Sell 2 55 sel5 [ 83 selg | @

selz [ a3 el [ a7 selg [ &1

seld [ a1 sel? [ o5 Special [ 75

Automatically adjust FLU price levels [
kax Hommal Sell Iw
Min Mormal Sel EEE
Sell Price Adjustment |D|:u Mot Adjust j

&3P Categories |

J ak. x Cancel | @l Major Groups |

To add a new group, simply click and enter the relevant information, it is
important to remember to include the Stocktake type, if this group is counted
within your confectionery stocktake, then it is important that you register it. In
addition, there are some default options towards the bottom of the box, these are
particularly useful as they prevent the unintended sales of PLUs outside of their
price range. This is to prevent you selling something for £299 for £2.99. There is
also an option for default KP, this allows you to send the PLU through to a printer
for order assembly.

The multiple selling prices are for use with PoS Kontrol. The system can be
configured to take account of the percentage changes to the selling price of each
individual PLU. If the box is ticked for Automatically adjust the PLU price levels,
then when a new PLU linked to the Group is created, the prices will be reduced in
line with the parameters set.

21



CLERK

To edit the Clerk, double click in the usual way. The Clerk section controls Clerk
Name, Password, Flags and Security. Do not change the flags or security options
without consultation with the Technical Support Department first.

& Edit Clerk

Clerk 1

F?

—

The security section allows you set the security level for the clerk if you are using
PoS Kontrol. To do this, click on the box and the following menu will appear. Tick
the items you want the clerk to have permission to do and click OK to save them.

HEM Flags

¥
7
7
I
v
I
7
7

22



DISCOUNT TABLES

A discount table is the way you can create sales discounts like 3 for 2 or Buy One
Get One Free.

You need to give it a description. It will pick up the ECR (Till) description from
that. The count is the number of items to be sold for the discount to come into
effect, and the value is the discount.

23



ADJUSTMENTS

There are a number of adjustments you can set up to discount a PLU by a
certain percentage for a given reason. To set one up, click on Add and then give
it a name and a percentage. You can also edit an existing one by clicking on it,
changing the name and the percentage. You must then allocate it to the PLU in
the PLU screen.

; Edit Percentages H=]
Edit Adjustmentz ‘
Id Drescription Percentar «
| J Garden Club
2| Staff Digcount
Add 3| Special Offer
4 Mewspaper Ad -
j"L Cloze A | | _>|_I
a Edit Percentages =]

E dit Percentages

Description Staff Dizcoun

Percentage I 20
W OK X Cancel |

24



Update Sites

This is for customers with a Multi-Location or Head Office version of Retalil
Kontrol. This option allows all the changes you have made under the Master site
to be transmitted to the sites.

= Update Locations

Simply click on Update Sites and the sites will be updated.

25



Check Updates

This option is only available in Head Office and Multi Location customers. This
option will collect the sales data from the sites and broadcast the changes Head
Office have made.

26



Messages

Messages can be linked at both the Point of Sale and the Back Office to certain
functions. Examples could be discounts at the Point of Sale or messages
informing staff of age restrictions on certain items or selling up possibilities. At the
Back Office, staff can be prompted for reasons for returns to suppliers etc.

Messages / Reasons
T | P POS Discounts | POS PLU | Back Office Retums | Other |

Message I ESpOnze \ﬂ
Dz Messagel M[Faulty Goods Until OK clicked
|_|"rong Size Until Ok & Beep
|_|"rong Colour Show Only
|_|Ynwanted Present Until Ok & Beep

a1 of

j'L LCloze |

To add a new message, click on the tab of the category you want to add a
message into and click on New Message.

Edit Meszage / Reazon

tezzage
IStaff Dhzcoumnt

Response
Lintil OK. button & bee =l

& OK X Cancel |

Type a message in and select how you want the staff to respond to the message.
Click OK and the message will be available for selection.

27



Other Groups

Each product can be linked to additional groups as well as the standard sales
groups (e.g. grocery). These groups can be used for Colours, Styles etc. This is

where you set them up.

&= Select Type of Group =] E3

Edit Secondary Groups

STYLE ]

SIZE |

ANALYSIS |

IL LCloze

Click on the secondary group to edit and select Add. This will allow you to add a
new one. Type in the new description and it will appear in the list. This will then
be available for selection in Product.

&= Secondary Group List Hi=] B3
Id D ezcription -
Search »
I 3 LaDIES
2 SEMIOR

Delete

| Iz
=5
o

I] Close 4] | _'|LI




SUPPLIER

This screen allows you to enter all relevant details concerning your suppliers,
from telephone numbers through to delivery charges and lead-in times. You are
also able to view your purchasing history with your suppliers.

0500 9876 543
0300 1732 765

Scott Waellz
0800 9876 543

Brendan kD onald
0800 9876 543

These can be searched by name only. To add a new supplier, click on the
Button, or to edit a supplier, double click in the usual way. None of these
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fields are compulsory; they are here for your information only. The Lead Time will
be filled in with the Average Delivery Time of that supplier.

In addition, you are also able to enter Manufacturer. This is useful in situations
where one supplier delivers products from multiple manufacturers and where
multiple suppliers deliver products from the same manufacturer. To do this,
simply click on Edit Manufacturer rather than Edit Supplier but complete the
process the same.

HISTORY

This section allows you to view your history with a particular supplier.

You must enter a Start and an End Date for this enquiry- the dates available will
be those when the supplier has made deliveries to you.

Your two options are to view all orders within that time span or to look at a
particular product:

PRODUCT SEARCH

Click on the | Product Search | button and the list of products you buy from that
supplier will appear. Simply choose the product you are interested in, in the usual
way.

A new screen will appear which is split into two windows. The top one shows a
list of orders where that product appears and underneath is the detailed
information about the orders containing those products.

EDIT SITES

This is for use in multi location environments or in places where stock is swapped
with other shops.

Add the sites in the same way as you would add a supplier and they will appear
as sites for transferring in and out of.
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REPORTING
REPORTS

This section allows you to generate reports based on your sales data.

There are a large number of standard sales reports available for view or print. It
may be that your system is not configured for all of these reports- you will need to
contact Technical Support if this appears to be the case.

Rl {asl Stock  Swstem End D

Product 5ale= Chrl+P
FLU Sales Chrl+L
WAT Sales

FPLU Infarmatian

Hiztory
Doaily Report Count
D aily Beport W alue

Infarmation
Wiew Data

Cugtomer Spend

Simply click on the report you want to view. Some of the reports are available
over several time periods so you can view historical data.

There is a taskbar across the top of the screen. On it are options such as zoom,
scroll, print and save features- these have been labelled by the program.
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PRODUCT SALES

This shows Product sales as opposed to PLU sales (remember the difference!). It
will produce the report over the usual time periods and shows them in all the
different price levels in both quantity and value. If you want to filter down the
search down to a certain group, for example, then click on Selection and choose

Group and then select the Group.

Select Sites to Consolidate

S ales Perind |Day =l
Selection IAII Items j
Order By |Gr0up / Description j

Fieport

X Cancel |

|Select details for report

Sales Period IDay j
Selection IGroup j |= j IEonfectioner_l,l j
DOrder By IG roup / Description =l

Fiepoart

x Cancel
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PLU SALES

This shows PLU sales as opposed to Product sales (remember the difference!). It
will produce the report over the usual time periods and shows them in all the
different price levels in both quantity and value.

VAT SALES

This shows sales by VAT rate over all the available time periods. All items are
displayed with the appropriate VAT rate

PLU INFORMATION

This gives you the details of what the name of the PLU is, what product it is
linked to, what the departments and what the prices are.

HISTORY

Click on the required start date, the required end date. Click on report. The
computer will generate the report. The report is a sales report, which will detail all
sales in quantities and cash over the requested period.

DAILY REPORT COUNT & VALUE

These reports allow you to see all sales today in count and value.

VIEW DATA

This is for use only if you are using PoS Kontrol. This allows you to view sales
data real time on the Back Office PC.

FINANCIAL REPORT

This report can be generated over the usual time periods. It shows how many
Voids, refunds etc. have been performed over that period of time. It also shows
Takings, Paid Outs and other information that will be interesting to the business.

CLERK REPORT

This allows you to view all information relating to your operators including how
many times they pressed clear, or no sale, what item corrections they did, the
value of their voids and refunds etc. It will also allow you to view their takings and
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when they were last active. This information can be accessed over the usual time
periods.
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rOderby—

HOW TO DO A STOCKTAKE

ENTER COUNTS

a Enter Stocktake

Please note that this is only appropriate if you are not using Radio Kontroller.
Please refer to the separate booklet for instructions. This section allows you to
access the powerful stocktake tool of Retail Kontrol. Simply follow these
instructions.

Simply enter the counts into the location where the stock is. To enter a count,
enter the number counted and press the scroll button.

IS=1 E3

&+ Deseription Dezsenpian ]

" Product Mumber Id IDescription Units Count Shop| Units Court k4 ail DrderITDtal I ﬂ
" Suppliers Ref 103 in 1 Yerzatile Mini Brugh Groo

" Code 1 15|30 % Balls GB25

" Code 2 7 32 Long Plastic Tees

" Code 3 B 32 Short Plastic TE 080 Tees

Group 2 |
Group 3 |
Group 4 |
Select Group |
Supplier |
Fequested Only |

B3 Aero
287 | Aero

I S T e Y o o 0 2

0K

834 x4 54 242 Stud
9004 x4 54 244 Stud
210 5 in 1 GAORE
133 AdiDry 45739 Mens

99 Affinity LH Mens
100 Affinity LH Mens
101 | Affinity LH Mens
102 | Affinity LH Mens

85 Airfighter 1522210 Sunglasses

86 Airfighter 152.4416 Sunglasses

11 Airstream Balls B ball pack

12 Airstream Ballz 6 ball pack

13 Airstream Ballz 6 ball pack

14 Airstream Balls 6 Ball Pack
302 Al'weather LH Ladies
303 Al'weather LH Ladies
103 Alweather RH Mens

oo o000 o000 o0o0oo0o0ooo0oooooo

Pridad : 241201 110946

Stock Count Resuit

shop Mail Order el Owemll Peqe
o Dascription Theamlim  Caun.  Difemnce Theamtial  fgur,  Ditgsnce Ditemnce Difesnoe
Caun. Hoct Difemnce  Wale Cagn, B9t Difemnce  Wake vale

2 1 enatie Wini Brush Goa 0 w0 20 1.5 o0 [ 0.0 [ z0 1.5

20 % Balk SEZS 470 20 <0 RE] 0.0 o0 0.0 0.00 40 5

2 Lang Phstic Tem 10.0 120 20 1.0 00 00 0.0 000 20 1

20 2.8 0.0 0.0 20 .5

Taat Creall 2.0 B 00 0.0 20 1.8
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To finish the stocktake, click on OK and the system will produce a stock report.




Print the report off and click Close. Retail Kontrol will then ask you if the
stocktake is complete, if you answer yes then those counts will become the new
opening figures.

Confirm |

@ |z stocktake complete 7
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STOCK

This section allows you to report on all the issues to do with stock holding.

3 m System  End Day

|reventary Report

Stock Movements
Stock Tranzters
Ezt. Stock Repaort

Inventory Report

This report gives you a detailed account of what you have on-site at the time of
the stocktake. You should print this report.

Stock Movements

If you wish to check this period’s stock movements, it can be done here and
printed.

Stock Transfers

This report allows you to report on transfers from your main stock location to
others, such as Mail Order, Website or a second site.

End Period
IMPORTANT do NOT end the sales period unless you are sure that you want to

reset the stocktake figures to zero. This is only to be used when you are sure that
you do not need to adjust any more figures.
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ORDERING

There are four different types of ordering, which can be made on the software:
automatic max/min, automatic optimal, manual and always order. The ordering
can vary depending on the Product so you can choose different types of ordering
for different suppliers etc.

Stocktake Supplier Report Ge

Auytomatic Ordering All Suppliers
Autormatic Ordering Select Supplier

Create Mew Order

Frint Pending

Deliver Goods
Un Ordered Delivernes

Tranzfer Stock

Within manual orders, there are two types: planned and unordered. Planned is to
be used if you wish to send a purchase order to a supplier, you can then fax or e-
mail it to your supplier. Alternatively, if you wish to order your goods verbally or
when your supplier comes in, then use unordered deliveries.
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NEW ORDER

If you want to use manual planned ordering, select New Order. If you want to
amend an existing order, you can simply click on it. If you want to add a New
Order, click on [New Order|. It will then prompt you for a supplier, when you have
selected the appropriate supplier.

An order form will appear, to add products to the order, click | + Add |. The
computer will produce the list of products that the supplier sells to you. Click on
your chosen product.
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Enter the number you want delivered and click . When this is complete, click
Close]. If you have made any mistakes, highlight it and click | Delete Item]. You
can preview the order by clicking the button. When you are finished,
press and the order will be ready to print.

k002

Please note that if you have already placed an order for the product you are
ordering, a message will be displayed and if you wish to continue, click Yes.

=
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PRINT ORDERS

The system will store all of your orders until you decide to print them, they will

then become pending orders, awaiting delivery. Press and the machine will
begin to show you the orders pending.

Print the order and press .

If it has printed OK answer . Repeat this until all orders have been cleared.

=

—
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DELIVER GOODS

This is the final stage of planned deliveries- this section is used to
deliveries of goods you have ordered in New Order.

£ Deliver Goods

enter

[ ate Ordered| D ate Delivered| Supplier 1D | Supplier Mame

(1801 /00
10 05/05/00 1 Mestle
13 31/08/00 4 Mars UK

i'L Lloze |

o o

The list which will appear in front of you is all of your pending orders. Click on the
order to deliver and you will return to the Order screen. If additional items have

been delivered, you can add them using the button in the same way you
did when you entered them initially in New Order. Information on all of these

products is available by highlighting them and clicking .

Deliver Order

& | @

Deliver | Info.

Deliver Order ‘

Order No. 13 Date Ordered  |31/08/00

Supplier IMaIs T3

Delivery Mate # Date Delivered | 13/09/99 -

~+ Addltem

) Infomation

i

Delete
[ Deliver Into Shop—
&l Deliver

¥ Deliver All

i

X Cancel

You must include the delivery note number. There are two methods of delivering
items. If the order is complete, click | Deliver All | If the order is incomplete, then

you must click on each item and then click | Deliver | you must then enter the
number, which has been delivered.

42



When this is complete, click OK. You will then be presented with a Delivery
Summary Screen which will show what has been delivered, what is short and
what the value is- this should be printed and kept for invoice checking.

The program will ask “Is this order/delivery complete?”. If you wish to proceed,
click Yes- this order will disappear from the pending file and the goods will enter
stock.

Contim |
Iz thiz delivery complete
If 2o it will be updated
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UNORDERED DELIVERIES

Unordered deliveries are most commonly used when orders are either unplanned

or given verbally. The process is virtually identical to that of New Order except
that order and delivery are simultaneous.

When in Unordered Delivery, click \ New Order | and you will enter the Supplier
Screen. Choose your supplier and you will enter the Order Screen.

Deliver Order

@E o Dreliver Order
Dieliver Infa.
Order Ma. I 10 Diate Ordered |D2.-"D‘I A02 Supplier IBDE
Delivery Mate # (973865 Date Delivered |D2.-"D1 J02 'l
G D escription ISize Pack Cost IDrdered IDeIivered |Mail Order | Cost | =l
+ Addltem | |Duracell ‘44" Batteries 2 Pk Lnit £1.22 10 10 £12.20
g H L Duracell A4 Batteries 4 pk Uit £210 20 20 £42.00

o Information

LIS
o |

Delete

Deliver Into Shop—
&8 Deliver

Deliver Al

i i

x Cancel

Ll

You need to enter a Delivery Note number and then you add items using the

button. They will automatically be delivered so when you have finished,
click OK.

The Delivery Summary will then appear. It is best to print the order for your

records and then click and answer Yes to “Is this order/ delivery
complete?”.

Confirm |

|2 thiz deliven complete
[f 2o it will be updated
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TRANSFER STOCK

This section is used for customers using the Mail Order/ Internet Module. This
allows you to have separate stock locations for the shop and mail order/ internet.

To do this, you must select a product. The system will inform you of the
theoretical stock levels in each location, and you need to simply enter the
guantity to transfer and click where it should be transferred.
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END DAY

END DAY
Click on and the following box will appear, click on and the

system will ask if you want to clear the previous day’s takings. If you answer Yes,
the End Day procedure will proceed and add a new sales period to the database.
If you answer no, the takings will be added to the previous sales.

%End Day

@ Do you want to clear the previous davs sales ¥

Eack <2 et »»

Click to collect the sales data from the tills. When this has been completed
and the program will collect the requested reports from each till in turn.

Clear previous sales Collected data from tills

Back <t Nest >3 Back <« et >3

The system will then suggest the reports you should take.
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Select Sites to Consolidate

Group / Description

—

The information will be available for reporting.
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END PERIODS

This section allows you to manually end any of your sales periods- most of these
are ended manually in any case.

Click on End Day and then select a sales period to end. If you do need to take
Period sales reports, then you must do it before you end the period as it will not

be available afterwards.
m Send Label

Collect Reports

End Cray
End ‘week
End Month
End Quarter
End ear
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SEND

This section is only used if you are using batch communications. PoS Kontrol can
be configured to transmit the information automatically.

To do this, simply click on Send Updates and PoS Kontrol will send off the
updates to the till.

2= HBM Main Menu

File Supplier Labels EndDay
ELU Ctrl+E
Product Chrl+F
Update Sites Chel+L1
Send Updates
Fange E ditar
Meszages k=
Group
Suppliers Chl+5
Dizcount Tablez Chrl+D
Mitures
Clerk
Percentages
Adjuztments
Dther Groups
E xit Chrl+
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