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USING THIS GUIDE

Using this Guide

The graphicsin this document are best viewed or printed with Adobe Acrobat
Reader version 4.0 or above.

This guide provides user notes for the Myridas Trade Counter module:
+ Trade Counter

The mouse symbol has been used throughout the manual to help guide you to the
location of windows in the software. See Appendix A for alist of Myridas
windows and their location in the software.

A full range of tutorialsis also available on our website,
http://www.trinitypartner.com.
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The About
Myridas
window

ABOUT MYRIDAS

About Myridas

Cards >> Myridas Setup >> About Myridas

Use the About Myridas window to check your license information and installation

details. The window will tell you which Myridas modules you are registered to
use and which have been installed on your system.

i tcs00 About Myridas

r— Licensze Information
Company M amme
b ax Users
Keyl Fep 2
Key 3 Key 4
Kep s
— Installation Detail:
Company 1D The Wirld Online, Inc.
Installer Yersion 780 Dictionary Build 7.8.0
Module Reqistered Inztalled
Additional Charges ¥ r =
Call Scheduling v - -
Catalogue based zales v v |
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TRADE COUNTER

Trade Counter

The Myridas Trade Counter module provides you with the functionality to use
Great Plains sales functionality at the point of sale (POS). Trade Counter provides
functionality for the setting up of tills, till users, supervisors and assigning sites
and debtors till-specific settings. The module allows full integration with
hardware such as cash drawers, customer POS displays, barcode scanners and
receipt printers.

The main features of the Myridas Trade Counter module are:

« Thefacility to set up till users and assign them to a specific till

«  Security will ensure that only users set up for trade counter can use trade
counter functionality

« Thefacility to designate users as supervisors

+ Thefacility to set tills as multi-user or restrict accessto a single cashier

+ Full integration with Great Plains sales transaction entry

+  Full integration with hardware such as cash drawers and barcode scanners
+  Customisable POS displays and receipt printing

+ Multiple payment methods - pay by cash, cheque, credit card or on account
« Thefacility to record till floats and print X and Z Reads

« Full audit enquiry and purge facility

Till Users

Till IDs are set up and assigned to asingle user in the POS Till Maintenance
window. Y ou can specify whether a single cashier only or multiple cashiers can
use atill.

When a Great Plains session is started up with auser ID that has atill assigned to
it, Trade Counter functionality will be implemented, and the session will be
designated as atill user session. There will still be full accessto Great Plains and
Myridas functionality, but sales transaction entry will be restricted to Trade
Counter functionality.

A user can be specified as a supervisor in the POS Supervisor Maintenance
window. Only supervisors can set up hew cashiers and they have additional
options when maintaining cashier details in the POS Cashier Maintenance window
such as the facility to assign passwords and till opening options.
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TRADE COUNTER

Setup

1. POS Till Maintenance window

Setup >> Myridas Setup >> Trade Counter >> POSTill Maintenance

Use the POS Till Maintenance window to:

«  Setup and maintain till details

i tcs54 POS Till Maintenance [_ [C1] <]
EH save l & Clear | ¥ Delete |
zer D AndrewH Andrew Healey
TillD TILL 1
Till Dezcription Till fior uzer andrewh
Site I WAREHOUSE @1
Default Invoice Type TILL @1
Diefault Retun Type TILLRETLRN @1
I¥ Barcode Reader Available I¥ Barcode Scanner retumns Check Digit
¥ Multi-user Til
Till POD connected to port COm1 -
Till Printer connected to port Comz -
Batch ID for Held Transactions HELD_TRAMS
44 » Zp 2)

1.1 Setting Up and Maintaining Till Details

To set up and maintain till details using the POS Till Maintenance

window:

1. Enter aUser ID or select one using the lookup.

Note that if you enter a new user then adialogue box will ask if you want to
create the user now. Click Yesto create the user in the User Setup window.

2. Enter aTill ID.

Note that Till IDs must be unique for each individual user. Y ou cannot assign
atill 1D to more than one user. Once atill ID has been assigned to auser ID
then it cannot be unassigned. To assign an aternatetill 1D to a user you should

first delete the details setup in this window.
3. Enter aTill Description.

4. Enter aSite ID or select one using the lookup.
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Deleting till
details

TRADE COUNTER

10.

11.

12.

13.

The Sales Transaction Entry window will automatically default to the selected
site ID when entering sales transactions on the displayed till.

Note that asite ID assigned to a user cannot be amended once invoices exist
against the Till 1D.

Enter a Default Invoice Type or select one using the lookup.

The Sales Transaction Entry window will automatically default to the selected
default invoice type when entering sales invoices on the displayed till.

Enter a Default Return Type or select one using the lookup.

The Sales Transaction Entry window will automatically default to the selected
default return type when entering sales returns on the displayed till.

Select Barcode Reader Available if abarcode scanner will be used with the
selected till I1D.

When entering sales transactions scanned barcodes will be converted into item
numbers. Note that barcode details should be set up using the Myridas
Distribution Enhancements module.

Select Barcode Scanner returns Check Digit if the barcode scanner to be used
with thetill is set to scan barcode check digits. See the Myridas Distribution
Enhancements User Guide for further details.

Select Multi-user Till if more than one cashier will be using the displayed till.

If this option is selected then the Change Cashier option will be available from
the POS Till Options window. If the option is not selected then only the
cashier that opened the till for business can logon to the till until end of day
procedures have been run.

From the Till POD connected to port drop-down menu select the port that the
POS display will be connected to.

From the Till Printer connected to port drop-down menu select the port that
the Till printer will be connected to.

Note that thetill printer should not be connected to a printer port.
Enter aBatch ID for Held Transactions or select one using the lookup.

If you select Hold Transaction from the POS Till Options window during sales
transaction entry, the transaction will be held in the batch selected here.

Click Save to save details and close the window.

Click Delete to delete displayed till details for the displayed user ID. Y ou cannot
delete details if thetill is currently in use.
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2. POS Site Maintenance window
% Cards >> Myridas Cards >> Trade Counter >> POS Ste Maintenance

Use the POS Site Maintenance window to:

»  Set up site details for trade counter

The_ POS Ste I tcsh4 POS Site Maintenance M= E3
Mai nte_nance I Save l & Clear | ¥ Delete |
window
SitelD  WAREHOUSE
Main Site
Shop Mame Goods Empaorium
Receipt Foater ---Thank. v'ou Far ¥our Custam----

POD Greeting Mest Customer Please

FOD Cloged Pozition Clozed

44 > b £y @)

Note that thiswindow is also available as an Extras option from the Great Plains
Site Maintenance window.

2.1 Setting Up Site Details for Trade Counter

To set up site details for trade counter using the POS Site
Maintenance window:

1. Enter aSite D or select one using the lookup.

2. Enter a Shop Name. This name will be printed at the top of till receiptsfor all
tills linked to the site using the POS Till Maintenance window.

3. Enter aReceipt Footer. Thistext will be printed at the bottom of till receipts
for al tills linked to the site using the POS Till Maintenance window.

4. Enter aPOD Greeting. Thiswill display on all tills linked to the site using the
POS Till Maintenance window at the start of each transaction. If you do not
enter text then by default Next Customer Please will be displayed on linked
tills.

Note that there are two lines available for entering text.
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TRADE COUNTER

5. Enter aPOD Closed. Thiswill display on al tills linked to the site using the
POS Till Maintenance window at the end of each transaction. If you do not
enter text then by default Position Closed will be displayed on linked tills.

Note that there are two lines available for entering text.
6. Click Saveto save entries and close the window.

Note that you can click Clear at any point to clear any entries made in the
window. Entries can be amended for specific sites as required.

Click Delete to delete trade counter details set up for asite.

3. POS Supervisor Maintenance window

Setup >> Myridas Setup >> Trade Counter >> POS User Maintenance
Use the POS Supervisor Maintenance window to:

+  Set up usersastill supervisors

E tcsh4 POS Supervisor Maintenance M= E3
[ Save l & Clear | ¥ Delete |

Uzer D AndrewH

Andrew Healey

44 > b £y @)

Note that thiswindow is also available as an Extras option from the Great Plains
User Setup window.

3.1 Setting Up Users as Till Supervisors

To set up users as till supervisors using the POS Supervisor
Maintenance window:

1. Enter aUser ID or select one using the lookup.
2. Select the supervisor checkbox to set the displayed user as a supervisor.

Usersthat are setup as supervisors have extra options in the POS Cashier
Maintenance window.

3. Click Saveto save entries and close the window.

MYRIDAS USER GUIDE
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The POS
Cashier
Maintenance
window

TRADE COUNTER

Note that you can click Clear at any point to clear any entries made in the
window.

Click Delete to delete supervisor details.

4. POS Cashier Maintenance window

Setup >> Myridas Setup >> Trade Counter >> POS Cashier Maint.
Use the POS Cashier Maintenance window to:

+  Set up cashier details

iE tczh4 POS Cashier Maintenance M= Eq
I Save l@ Clear | 3¢ Delete |

Cashier D | AMDREWH

Cazhier Mame Andrew Healey
Passward R
¥ Open Till Draver

4 4 » »Cashier ID - Zp 12)

4.1 Setting Up Cashier Details

To set up cashier details using the POS Cashier Maintenance
window:

1. Enter aCashier ID or select one using the lookup.

Note that only a user set up to be a supervisor in the POS Supervisor
Maintenance window can create new Cashier IDs.

2. Enter a Cashier Name.

3. If required enter a password for the cashier. The password will be encrypted
on screen.

Note that users not set up to be supervisors in the POS Supervisor
Maintenance window will not have the option to create or amend passwords.

4. Select the Open Till Drawer option to give the displayed cashier authority to
open thetill drawer for non-sales transactions.

Note that users not set up to be supervisors in the POS Supervisor
Maintenance window will not have access to the open till drawer option.

5. Click Save to save entries and close the window.

MYRIDAS USER GUIDE
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The POS
Debtor
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window

TRADE COUNTER

Note that you can click Clear at any point to clear entries made in the window.

Click Delete to delete a cashier ID.

5. POS Debtor Maintenance window
Cards>> Myridas Cards >> Trade Counter >> POS Debtor Maint.

Use the POS Debtor Maintenance window to:
+  Set default payment types for debtors

iEl tcs54 POS Debtor Maintenance [_ =) =]
I Save l& Clear | 3 Delete |
Debtor 1D AARONFITO00T
Aaron Fitz Electrical
¥ Cash Account
Drefault Payment Type Cazh Payment -
KRR {3

Note that thiswindow is also available as an Extras option from the Great Plains
Debtor Maintenance window.

5.1 Setting Default Payment Types for Debtors

To set default payment types for debtors in the POS Debtor
Maintenance window:

1. Enter aDebtor ID or select one using the lookup.

2. |If the selected debtor 1D will be used as a cash account then select the Cash
Account checkbox. Selecting this option will mean that during transactions for
this debtor payments must be made - only one cash payment per transaction
will be permitted in the Sales Payment Entry window but other payments (e.g.
by cheque) may also be made. Y ou cannot save sales transactions for cash
account debtors, though they can be held in the batch selected in the POS Till
Maintenance window. The debtor must pay the transaction in full and it must
be posted.

Note that the currency ID for the debtor must be set to functional currency to

select it as a cash account. Y ou cannot select a cash account for adebtor ID if
itisset up for Myridas Consolidated Invoicing or it is an internal debtor (see

Inter-Site Transfers).

Also note that to reduce time during transaction entry it is recommended that
cash account debtors are set an unrestricted credit limit.

MYRIDAS USER GUIDE
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TRADE COUNTER

3. Select aDefault Payment Type from the drop-down menu. Options are Cash
Payment, Cheque Payment or Credit Card Payment. The option selected will
be used as the default payment type in the Sales Payment Entry window.

4. Click Saveto save entries and close the window.
Note that you can click Clear at any point to clear entries made in the window.

Click Delete to delete POS debtor settings.

Transactions

6. Sales Transaction Entry with Trade Counter

Transactions >> Sales >> Sales Trn Entry

E Sales Transaction Entry

H Save IX Delete |7E| Woid |-||E| Post H-.J Tranzfer ||—| Furchase |r Eonfirm|

Tupe/Tupe [D Iwoice - |TIL =10 Date 23/07/03
Document Mo, TILLOOOOA0O00a0m Batch ID

Debtor ID AARONFITO00T Diefault Site 0 WAREHOUSE
Debtor Mame Aaron Fitz Electrical Diebtor PO Mumber

Ship to Address WAREHOUSE 11403 45 Sk Sauth Currency [D ZAUSE

Itemn Mumber @2 D (U af M 3| Irvoice Quantity /AT | Unit Price Extended Frice
24% IDE T JiEach 10 $42.60 $425.00 &
O 0.0 $0.00 $0.00
425.00
Amount Received $0.00 Jfl ?u‘j‘jot;l' d $0.00
Terms Discount Taken $0.00 (] F[a' : iscount $D-DD
On Account $425.00 M'?'g |‘| 5000
Comment |D Jﬂ Izcellaneous . Pra
Salz Tax $0.00
Holds | Uszer-Defined Distributions | Commizsigns | Tatal $425.00

|4 4 » »l |byDocument Mo, - Document Status ip

The Great Plains Sales Transaction Entry window has extensive new functionality
when used with the Myridas Trade Counter module. If you entered Great Plains as
auser set up for trade counter then the following functionality will be applicable.

6.1 Logging On

When opened the system will check to seeif thetill isaready in use. Thefirst
time the Sales Transaction Entry window is selected in aworking day (or after the
end of day routine has been run, see the POS End of Day window) the POS Open
Till For Business window will be displayed (see Opening Cash Till Functionality
For Business). Thetill drawer will open automatically to allow the float to be
checked or entered. Cashier details should be entered then the Sales Transaction
Entry window will be displayed. Communication with till hardware (barcode

MYRIDAS USER GUIDE
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TRADE COUNTER

scanner, receipt printer, etc) will be validated. If there are problems
communicating with hardware then awarning message will be displayed and the
Sales Transaction Entry window will not open.

If the Sales Transaction Entry window is selected when the till has already been
opened for business then the POS Cashier Logon window will be displayed. If the
till is set to be multi-user in the POS Till Maintenance window then a new cashier
can be selected. If thetill is not set to be multi-user and a new cashier ID is
entered, then a dialogue box will be displayed with the warning that only the
cashier who opened thetill for business can logon.

Note that if the last logged on user does not have a password then the POS Cashier
Logon window will not be displayed and the Sales Transaction Entry window will
open directly. Cashiers can be changed by selecting the change cashier option
from the POS Till Options window.

6.2 Transaction Entry

When the Sales Transaction Entry window is displayed the type will default to
Invoice. Returns may also be selected but users will be unable to select other
types. Thetype ID will default to that set in the POS Till Maintenance window.

The site ID will default to that set in the POS Till Maintenance window.
Debtor Entry

On entry or selection of adebtor ID the system will check that the debtor isnot an
internal debtor (see Myridas Inter-Site Transfers)

If the selected debtor ID is an internal debtor or is set up for consolidated
invoicing then awarning message will be displayed and you will be unable to
select the debtor.

Note that additional rules are applicable where a debtor is set up asacash
account:

« payment will be forced and validated as equal to or greater than the amount
required.

+ salestransactions cannot be saved, though they can be held in the batch
selected in the POS Till Maintenance window.

Item Entry

If the barcode reader available option was selected for the till in the POS Till
Maintenance window then a barcode reader can be used during item entry. The
item number and unit of measure will be imported into the transaction, with a
quantity of 1. The quantity can be amended as required.

If an item cannot be found from the scanned barcode then the item details should
be entered following standard Great Plains procedure.

MYRIDAS USER GUIDE
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TRADE COUNTER

If the barcode reader available option was not selected for thetill in the POS Till
Maintenance window then items should be entered into transactions following
standard Great Plains procedure.

6.3 Payments

Payment for items can be made in one of three ways:

« Enter aquantity in the Amount Received field.

+ Click the Amount Received expansion button to display the Sales Payment
Entry window and enter an amount.

+ If the debtor is not a cash account debtor then you need not enter a quantity
paid. The transaction amount will be added to the debtor account. Y ou must
enter an amount paid for cash account debtors.

No under or overpayments are allowed with the Trade Counter module. If you
enter an Amount (not Amount Received) in the Sales Payment Entry window then
the POS Change Due window will be displayed.

i P.0.5. Change Due M= E
Tatal Due $42.50
Cazh Tendered $50.00
Change Due $7.50

The Change Due will be displayed. Click OK to close the window.

Note that thisisfor cash payments only.

6.4 Holding Transactions

Transactions with completed item lines can be held by selecting the Hold
Transaction option in the POS Till Options window. All held transactions will be
held in the batch 1D selected for thetill in the POS Till Maintenance window.

To recover held transactions select Find Held Transactions in the POS Till

Options window. The POS Held Transaction Lookup window will be displayed
with al currently held transactions for the cashier/till 1D/site combination. Select a
transaction and click select to display it in the Sales Transaction Entry window.

Y ou cannot recover transactions if there is an unsaved transaction currently in the
Sales Transaction Entry window.

The batch ID will need to be cleared before posting the transaction.

Note that you cannot hold transactions that have incomplete item lines (or where
the Sales Item Detail Entry window is open). Transactions with payments entered
cannot be held until you have cleared any payments.

MYRIDAS USER GUIDE
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TRADE COUNTER

6.5 Ending Transactions

Transactions can be ended by posting or saving as with non-trade counter sales
transaction entry. Y ou cannot post transactions that have a batch ID entered. You
should clear the batch ID then click Post. If the debtor has made a cash or cheque
payment clicking Post will open the till drawer to alow payment entry and a
receipt (or credit dlip for areturn transaction) will be printed.

6.6 POS Till Options window
Routines >> Myridas Routines >> Trade Counter >> POSTill Options

i tcsh4 POS Till Options M= E

TilllD TILL 1

Find Held Transactions
Open Till For Bugsiness
Open Till - Na Sale
Cash Paid Ot

Cazh Paid In

Change Cazhier
Cazhing Up Repaort

* Read

End Of Day

b T TS T T T T TR T

£y 12) Process Cancel

Thiswindow is also available as an Extras option in the Sales Transaction Entry
window.

The POS Till Options window provides the user with multiple options that can be
selected when in the Sales Transaction Entry window. See the relevant sections of
the manual for further details. To select an option click Process, or click Cancel to
close the window.

Till Option Functionality
Hold Transaction Holds the current transaction (see Holding
Transactions).

Find Held Transactions | Opens the POS Held Transaction Lookup window (see
Holding Transactions).

Open Till For Business | Opensthe POS Open Till For Business window if the
till has not already been opened.

Open Till - No Sale Opensthetill drawer if the current cashier has the Open

MYRIDAS USER GUIDE
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TRADE COUNTER

Till Drawer option selected in the POS Cashier
M ai ntenance window.

Cash Paid Out Opens the POS Cash Paid Out window and opens the
till drawer.

Cash Paid In Opens the POS Cash Paid In window and opens the till
drawer.

Change Cashier Opens the POS Cashier Logon window if the current
cashier has the Open Till Drawer option selected in the
POS Cashier Maintenance window.

Cashing Up Report Opens the POS Cashing Up Report window defaulting
the site ID and till ID to the defaults for thetill it was
called from.

X Read Displays the POS X Reading window and opens the till
drawer.

End of Day Opens the POS End Of Day window. Y ou must close

the Sales Transaction Entry window before the POS
End Of Day window will display.

Note that the POS Till Options window will close automatically when you select

an option.

MYRIDAS USER GUIDE
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6.7 Printing an X Read

Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options

>> select X Read and click Process

Use the POS X Reading window to:
+ Print X Reads

tcs54 POS X Reading |

Comments kidday » Read

@) ok,

Cancel

The POS X Reading window will be displayed alowing you to enter any

comments as required.

Click OK and the X Read will be printed from the till.

X READ
Date : 24/07/03, Time: 12: 05
Usar ID: AndrewwH

TiNID: TILL 1
Cashier ; Andrew Healey

Till Details ———»

Open since - Date: 240703,

¥ Read Murnber ¢
Murnber of Mo Sales

a =

Paid In

Paid Cut
Cash I ;
Transaction Details—® | Cash Ot :
Cheques :

Crd. Card In:
Crd, Card QOut

Till Details —» | Float .
Expeched Drawer Value

Non-Transaction —p-
Details

=

Time :

o O O = = O 0O

0827

0.
0.00
12730
42,30
0.00
0.00
Q.00
100.00
185.00

MYRIDAS USER GUIDE
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6.8 POS Display

If your till is connected to a POS display then the following table details what will

be displayed at various transaction points.

Till Action

Display

Open the Sales Transaction Entry
window

Displays the POD Greeting set in the
POS Site Maintenance window

Close the Sales Transaction Entry
window

Displays the POD Closed set in the
POS Site M aintenance window

Debtor selected in sales transaction

Cash account debtor - displays "Cash
Sae"

Non-cash account debtor - displays
debtor name

Item selected in sales transaction

Displays item description and default
price for one item

Item quantity/price amended in sales
transaction

Displays item description and amended
price for amended item quantity

Note that quantity free promotion items
will be displayed with a price of zero

Amount received entered into Sales
Transaction Entry window

Total due displayed

Amount Received expansion button
clicked

Total due displayed

Amount entered into Sales Payment
Entry window

Amount received and change due
displayed

Transaction completed

Displays the POD Greeting set in the
POS Site M ai ntenance window

MYRIDAS USER GUIDE
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6.9 Receipt Printing

Receipts printed from the Myridas Trade Counter module provide full transaction
details.

Shop Name » Goods Ermporium
_ Acdress Line 1
Site Address »  Address Line 2
Ackress Line 3
. By: Andresw Healey .
Cashier 1D Date: 24/07/03, Time: 16: 22: 18 - Quantity
. Inwoice Mo, ;. TILLOOODODO4 78
Transaction
No. $<_ Unit Price
24 IDE 2 o 42,30
[tem Number Extended
24w CO-RiOM = 85,00 ¢—— Price
Description 100¥LG 1 @ 5550
Green Phone = 55,50
Tax Details Total
Tatal Including WaAT 140.50 =— Transaction
\ Value
Payment Type Tax CODE RATE GOODS VAT
CHTAXDTIDL 17.50% 121.59 1391
Amount
Received
Cash 14050 ¢——
Receipt Footer
Thark you for your oustom

For returns transactions, similar details will be printed out, detailing transaction
credits and with aline for the customer signature.
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7. POS Open Till For Business window

Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options
>> select Open Till For Business and click Process

Use the POS Open Till For Business window to:

»  Open cash till functionality for business

iEl tcz54 POS OpenTill For Business M= E3

Till 1L TILL 1
Till for uzer andrewh

Opering Cashier |0 ANDREWH
Andrew Healey
Paszword Py
Opening Float $100.00
a._f EI Cancel

Thiswindow will also be displayed the first time the Sales Transaction Entry
window is selected in aworking day (or after the end of day routine has been run,
see the POS End of Day window). Thetill will open when you select this
window.

7.1 Opening Cash Till Functionality for Business

To open cash till functionality for business using the POS Open Till
For Business window:

1. Thetill ID assigned to the current user will be displayed.
2. Enter an Opening Cashier ID or select one using the lookup.

Note that if the till is not set up as a multi-user till in the POS Till
M ai ntenance window then no other cashier IDs will be able to use the till until
the end of day routines have been run.

3. Enter apassword if required. Thisis set up in the POS Cashier Maintenance
window.

4. Enter the opening float for thetill. Thisisthe amount of cashin thetill at the
start of business.

5. Click OK to close the window. A dialogue box will tell you to ensure that the
till drawer is closed before proceeding. Ensure that the drawer is closed and
click OK. If you opened the window through the Sales Trn Entry palette then
the Sales Transaction Entry window will be displayed.
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8. POS Cashier Logon window

Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options
>> select Change Cashier and click Process

Use the POS Cashier Logon window to:
+ Log cashiers onto thettill

tczh4 POS Cashier Logon |

Till 1D TILL1
Till for uzer andrewh
Current Cashier 1D AMDREWH
Andrew Healey
Cazhier ID Sally HAYCOCK
Sally Hapcock,
Pazsward FHRHR
Commentz Changing cazhier for lunch break.
El Cancel |

Thiswindow will also be displayed if a cashier with a password is aready logged
onto the till when the Sales Transaction Entry window is selected from the pal ette.

Note that if the till is not set up to be a multi-user till in the POS Till Maintenance
window then awarning will be displayed that you can only log onto the till with
the cashier ID that opened thetill in the POS Open Till For Business window.

8.1 Logging Cashiers onto the Till
To log cashiers onto the till using the POS Cashier Logon window:
1. Thewindow will open with the currently logged on cashier displayed.
2. Enter aCashier ID or select one using the lookup.
3. Enter apassword if required.
Note that you can enter any comments as required in the Comments field.

4. Click OK. If you opened the window through the Sales Trn Entry palette then
the Sales Transaction Entry window will be displayed.
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9. POS Cash Paid In window

Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options
>> select Cash Paid In and click Process

Use the POS Cash Paid In window to:
+ Pay cashinto thetill

tcs54 POS Cash Paid In |

TilllD TILL1
Till far uzer andrewh
Cazh Paid In $10.0000
Comments Required change
@) Cancel |

9.1 Paying Cash into the Till

To pay cash into the till using the POS Cash Paid In window:

1. Thecurrent Till ID will be displayed.

2. Inthe Cash Paid In field enter the amount that isto be put into thetill.
Note that you can enter any comments as required in the Comments field.

3. Click OK to close the window. Thettill drawer will open to allow the cash
payment. A dialogue box will remind you to close the till drawer before
proceeding.
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10. POS Cash Paid Out window

Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options
>> select Cash Paid Out and click Process

Use the POS Cash Paid Out window to:
+ Pay cash out of thetill

tcs54 POS Cash Paid Out |

TilllD TILL1
Till far uzer andrewh
Cazh Paid Out $10.0000
Comments Required far ather kil
E‘ Cancel |

10.1 Paying Cash out of the Till

To pay cash out of the till using the POS Cash Paid Out window:

1. Thecurrent Till ID will be displayed.

2. Inthe Cash Paid Out field enter the amount that isto be taken from thetill.
Note that you can enter any comments as required in the Comments field.

3. Click OK to close the window. Thettill drawer will open to allow the cash
withdrawal. A dialogue box will remind you to close thetill drawer before
proceeding.
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11. POS End Of Day window

% Transactions >> Myridas Transactions >> Trade Counter >> POSTill Options
>> select End Of Day and click Process

Use the POS End Of Day window to:

+ Cash up and close thetill

The POS End iE tcsH4 POS End Of Day [_ o]
Of Day &p Cashing Up Report l 2 ZRead | % Process |

window TilID TILL 1

Till for uzer andrewh

Expected Drawer Walue $110.0000
Total Cash $110.0000
Total Chegues $0.0000
Tatal Credit Cards 40,0000
Difference $0.0000

Comments

@)

Thetill drawer will open when you select the POS End Of Day window to allow
cashing up.

11.1 Cashing Up and Closing the Till
To cash up and close the till using the POS End Of Day window:

1. Thecurrent Till ID will be displayed. The displayed Expected Drawer Vaue
consists of:

Opening Float value + Total Cash In + Cash Paid In + Cheque Vaue In -
Total Cash Out - Cash Paid Out

2. Enter the Total Cash, Total Cheques and Total Credit Cards as counted in the
till. The Difference will be displayed when you have entered details. The
Difference consists of :

Expected Drawer Value - Entered Cash - Entered Cheques

3. Click Z Read. A Z Read will be printed from the till. Z Reads provide a
detailed audit of the days transactions that the till has been used for. A
dialogue box will ask if the Z Read printed successfully. Click Yes or Reprint
If you require areprint. Z Reads can only be reprinted at this point.
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ZREAD
Date : 24/07/03, Time: 16: 39 @
) ) Lser ID; ArndreswH
Till Details—» | TillD: TILL 1
Cashier 1 Andrew Healey
Open since - Date: 2407032, Tme: 0227
X Read Murnber 1
Murnber of Mo Sales 0
Non-Transaction Paid In 0 0.00
Details » | paid Out ; o 0.0
. Cash In : 1 12790
Transaction Cath Ot L 450
Details & - - -
Chegues : o 0.00
Crd, Card In: o 0.00
Crd, Card Out o 0.00
Till Details — | Float : 100,00
Expected Draveer Walue 185.00
Transaction Cash Entered 185.00
Summary — » | Cheques Btered 0.00
Cred, Cards Entered 0.00
_ Actual Orawer Walle 185.00
Till Summary —»
Discrepancy: 0.

Note that you cannot process end of day details until you have printed aZ

Read.

4. The Z Read button will now be disabled.

5. If required click the Cashing Up Report button to display the POS Cashing Up

Report window.

. Click Process. If you have not printed a cashing up report a dialogue box will
warn you that you have not yet printed a cashing up report and asking if you
wish to proceed. Select Yesor No as required.

If there are held transactions against the till a dialogue box will ask if you
want to continue, print a held transaction report, or cancel. Select as required.

. When the details have been processed the till will be closed for the day. Close
the window.
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Reports and Enquiries

12. POS Cashing Up Report window

Reports >> Myridas Reports >> Trade Counter >> POS Cashing Up Report

Use the POS Cashing Up Report window to:
« Print Cashing Up Reports

iE tcs54 POS Cashing Up Report [_ [T =]
=k Print l(;; Clear |
| Site ID Al 8 From | WAREHOUSE @Y
To WAREHOUSE iyl
(Till 1D £ Al & Fom | TILLT 2
To: TILL iy
\Debtar 1D & Al ¢ From | W
Tax i
|Eashier|D & Al ¢ From: | £
Tax R
|Date @ Al ¢ From: |
T
Repart On Current Data -
Fepart Farmat [retai -

2

The POS Cashing Up Report window is also available from the POS Till Options
window and the POS End Of Day window.

12.1 Printing Cashing Up Reports

To print cashing up reports using the POS Cashing Up Report

window:

1. All siteIDswill be selected by default. To select arange of site IDs click
From and enter range values or select them using the lookups.

Note that if you opened the window from the POS Till Options window then
the current site ID and till 1D will be selected by default. If you opened the
window from the POS End Of Day window then the current till ID will be
selected by default.
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2. All till IDswill be selected by default. To select arange of till IDs click From
and enter range values or select them using the lookups.

3. All debtor IDswill be selected by default. To select arange of debtor 1Ds click
From and enter range values or select them using the lookups.

4. All cashier IDswill be selected by default. To select arange of cashier IDs
click From and enter range values or select them using the lookups.

5. All dateswill be selected by default. To select arange of dates click From and
enter range values.

6. From the Report On drop-down menu select Current Data or Historical Data.
Current Data reports on the current till session data; Historical Data reports
data from all sessions within the selected range.

7. From the Report Format drop-down menu select Detail or Summary to print a
detailed or summary only report.

8. Click Print to print the report.

Note that you can click Clear at any point to clear your selection.
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13. POS Audit Enquiry window

Enquiries>> Myridas Enquiries >> Trade Counter >> POS Audit Enquiry

Use the POS Audit Enquiry window to:

« View audited till transactions

E tcs54 POS Audit Enguiry M=l E3
/ i) ' Redizplay | Q Zoom |
| TilID A O Fom To |
Till 1T Seszion Mo. Date/Time Opened Opening Cashier Opening Float
Mum, Mo Sales Mum. ¥ Reads Date /Time Clozed Cloging Cashier Expected ¥ alue 0
TILL1 2| Z2/07/03 12:58:59 [AMDREWH $100.0000 = |
TILL 1 3| Z3/07/03 11:56:51 [AMDREWH $100.0000
TILL1 4 | Z3/07/03 12:45:43 [ANDREWH $100.0000
TILL 1 5 | Z3/07/03 17:80:15 |SALLY HANCOCK, $100.0000
TILL1 E | Z5/07/03 1317:06 [AMDREWH $100.0000
7 313 |ANDREWH
-

Transaction Murmber Walue

CazhIn 2 $170.0000 Total [nvoice Transactions 2

Cazh Out 1 $42.5000 Total FReturn Transactions 1

Paid In ] $0.0000

Paid Out ] $0.0000|  End OF Day:

Cheques In ] $0.0000 Enterad Cash $227.5000
Credit Cardz I ] $0.0000|  Entered Cheques $0.0000
Credit Cards Out ] $0.0000 Ertered Credit Cards $0.0000

vy

13.1 Viewing Audited Till Transactions
To view audited till transactions in the POS Audit Enquiry window:

1. All till IDswill be selected by default. To select arange of till IDs click From
and enter range values or select them using the lookups. If you select arange
then click Redisplay.

2. Till ID/session number records will be displayed in the scrolling window.
Click on alineto view a session breakdown in the lower half of the window.

3. Toview further details on a session click on aline then click the Zoom button.

A transaction breakdown will be displayed in the POS Audit Enquiry - Detail
window.
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v 0K |

Till I TILL1 Seszsion Mumber 7

Till Description Till for user andrewh

DatesTime Tranzachon Type Doc. Tupe Diocument Mumber

Cashier [0 Cashier Mame Debtor [0 i
25/07/03 15:55:20 | Invaoice Imvaice TILLOGOA000000003 =
25/07/03 155304 (£ Read —
25/07/03 16:071:52 | Retun Retum TILL RETURM

25/07/03 16:14:05 | Invoice Irvenice TILLOOOOQ000a001 0

25/07./03 16:35:47 |2 Read

Comments

& 2

Click on aline to view transaction comments in the Comments field.

Click OK to close the POS Audit Enquiry - Detail window and return to the
POS Audit Enquiry window.

4. Click OK to close the POS Audit Enquiry window.
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Routines
14. POS Audit Purge window

Routines >> Myridas Routines >> Trade Counter >> POS Audit Purge

Use the POS Audit Purge window to:

« Purgetill transactions

i tcs54 POS Audit Purge [ [] =]
X Purge |° Cancel |

FPurge Till &udit records up to and including date 24406/03

@

14.1 Purging Till Transactions
To purge till transactions using the POS Audit Purge window:

1. One month prior to the current date will be displayed by default. Enter an
alternate date as required.

2. Click Purge. A dialogue box will ask if you are sure you want to purge till
audit records. Click Purge to continue. All till session history up to the
selected date inclusive will be purged.

Note that you can click Cancel at any point to close the window.
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Appendix A

Access to Myridas Windows

Trade Counter

Window Name % Menu Access % Other Access
POS Audit Enquiries >> Myridas
Enquiry Enquiries >> Trade Counter
>> POS Audit Enquiry
POS Audit Enquiries >> Myridas
Enquiry - Detail Enquiries >> Trade Counter
>> POS Audit Enquiry >>
select aline and click Zoom
POS Audit Purge | Routines >> Myridas
Routines >> Trade Counter
>> POS Audit Purge
POS Cash Paid Transactions >> Myridas
In Transactions >> Trade Counter
>> POS Till Options >> select
Cash Paid In and click Process
POS Cash Paid Transactions >> Myridas
Out Transactions >> Trade Counter
>> POS Till Options >> select
Cash Paid Out and click
Process
POS Cashier Transactions >> Myridas
Logon Transactions >> Trade Counter
>> POS Till Options >> select
Open Till For Business and
click Process
Transactions >> Sales >> Sales
Trn Entry - will be displayed if
a cashier with apassword is
aready logged onto thetill
when the Sales Transaction
Entry window is selected from
the palette.
POS Cashier Setup >> Myridas Setup >>
Maintenance Trade Counter >> POS
Cashier Maint.
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POS Cashing Up | Reports >> Myridas Reports | Transactions >> Myridas
Report >> Trade Counter >> POS | Transactions >> Trade Counter
Cashing Up Report >> POS Till Options >> select

Cashing Up Report and click
Process
Transactions >> Myridas
Transactions >> Trade Counter
>> POS Till Options >> select
End Of Day and click Process
>> Cashing Up Report button

POS Debtor Cards >> Myridas Cards >> | Cards >> Sales >> Debtor >>

Maintenance Trade Counter >> POS Extras >> Trade Counter

Debtor Maint.

POS End Of Day Transactions >> Myridas
Transactions >> Trade Counter
>> POS Till Options >> select
End Of Day and click Process

POS Open Till Transactions >> Myridas

For Business Transactions >> Trade Counter
>> POS Till Options >> select
Open Till For Business and
click Process
Transactions >> Sales >> Sales
Trn Entry - will be displayed
the first time the Sales
Transaction Entry window is
selected in aworking day (or
after the end of day routine has
been run)

POS Site Cards >> Myridas Cards >> | Cards >> Inventory >> Site >>

Maintenance Trade Counter >> POS Site | Extras >> Trade Counter

Maintenance
POS Supervisor | Setup >> Myridas Setup >> | Setup >> System >> User >>
Maintenance Trade Counter >> POS User | Extras >> Trade Counter
Maintenance
POSTIll Setup >> Myridas Setup >>
Maintenance Trade Counter >> POS Till
Maintenance
POS Till Options | Routines >> Myridas Transactions >> Sales >> Sales

Routines >> Trade Counter
>> POS Till Options

Trn Entry >> Extras >> Till
Options
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POS X Reading

Transactions >> Myridas
Transactions >> Trade Counter
>> POS Till Options >> select
X Read and click Process
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Appendix B
Myridas Reports

Myridas provides multiple reports to increase information visibility.

Report Name Module Functionality

Cashing Up report | Trade Counter Printstill/session details

Held Transaction | Trade Counter Prints details of currently held
report transactions
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