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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:
o 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 tutoriasis also available on our website,
http://www.trinitypartner.com.
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The About
Myridas
window

ABOUT MYRIDAS

About Myridas
Help >> 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.

B ics00 About Myvidas

Fiep 5 [ EdtFews |

Compary ID Fabakam, Inc. Req Eey Wersion 1
Imcstaller Wersion 3710 Dictonary Euild 210 Actual Kep Version

Hodue Reostasd fretaded

Ayt Imwenion Feplenitne: =|
[l Scheduling
Catzlbous Based Sakes

Coraobdated Irsmicmg |
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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:

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

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

e Thefacility to designate users as supervisors

o Thefacility to set tills as multi-user or restrict access to a single cashier

o Full integration with Great Plains sales transaction entry

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

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

e Full audit enquiry and purge facility

Till Users

Till IDs are set up and assigned to a single 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 new 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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Maintenance
window

TRADE COUNTER

Setup

1. POS Till Maintenance window
Tools >> Setup >> Myridas >> Trade Counter >> POSTill Maintenance

Use the POS Till Maintenance window to:

e Setup and maintain till details

E tcs54 POS Till Maintenance

B Save | & Clear | ¥ Delste

Uzer D AndrewH i) [ 7] Andrew Healey

Tl D TILL1 [

Till Description Till for user andrewh

Site 1D WAREHOUSE ol

Default Invaice Type TILL ]

Default Betun Type TILLRETLRM ol
Barcode Reader Available Barcode Scanner returns Check Digit
kulti-uizer Till

Till POD connected to port COM1 W

Till Frinter connected to port COm2 W

Batch ID for Held Tranzactions HELD_TRAMS Q

4 4 » b e

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 anew 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 ID to more than one user. Once atill ID has been assigned to a user ID
then it cannot be unassigned. To assign an alternate till 1D to a user you should
first delete the details setup in this window.

3. Enter aTill Description.

4. Enter aSiteID 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 ID.

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 1D.

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 the till 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 detailsif thetill is currently in use.
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TRADE COUNTER

2. POS Site Maintenance window
% Cards>> Myridas >> Trade Counter >> POS Ste Maintenance

Use the POS Site Maintenance window to:

e Set up Site details for trade counter

The. POSSte il tcsh4 POS Site Maintenance
Maintenance
window EH Save | & Clear | X Delste
Site 1D WAREHOUSE il
b ain Site
Shop Mame Goods Emporium
Receipt Footer | ... Thank, %ou For our Custom,. ..

POC Greeting Mext Customer Pleaze

FOD Closed Pasition Clozed

4 4 » b L) @

Note that this window 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 aSiteID or select one using the lookup.

2. Enter a Shop Name. This name will be printed at the top of till receipts for all
tillslinked 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 al 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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The POS
Supervisor
Maintenance
window

TRADE COUNTER

5. Enter aPOD Closed. Thiswill display on al tillslinked 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
Tools >> Setup >> Myridas Setup >> Trade Counter >> POSUser Maintenance

Use the POS Supervisor Maintenance window to:

e Setupusersastill supervisors

Bl tcs54 POS Supervisor Maintenance E|ﬁ| E|
H save & Clear | ¥ Delste

User D AndrewH 6.3
Andrew Healey

Supervisor

44 b ¥ £y @

Note that this window 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.

Users that 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
Tools>> Setup >> Myridas >> Trade Counter >> POS Cashier Maintenance

Use the POS Cashier Maintenance window to:
e Set up cashier details

| tcs54 POS Cashier Maintenance

A Clear

ANDREWH 5N

EH Save

Cashier D

> [elste

Cazhier Mame Andrew Healey

Password p ey
Open Till Drawer
4 4 » Bl| |CashierlD v L) @

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 aCashier 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 the till 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 Saveto save entries and close the window.

MYRIDAS USER GUIDE
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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 >> Trade Counter >> POS Debtor Maintenance

Use the POS Debtor M aintenance window to:

e Set default payment types for debtors

I tcs54 POS Debtor Maintenance
H save & Clear | ¥ Delete

Diebtor |0 AAROMNFIT 0007 Q D
Aaran Fitz Electrical

Cazh Account
Default Payment Tope Cazh Payment L

4 4 > ¥ Iy @

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 a debtor 1D if
itis set up for Myridas Consolidated Invoicing or it is an internal debtor (see
Inter-Site Transfers).

MYRIDAS USER GUIDE
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TRADE COUNTER

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

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

Deleting Click Delete to delete POS debtor settings.
debtor settings

MYRIDAS USER GUIDE
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Transactions

6. Sales Transaction Entry with Trade Counter

Transactions >> Sales >> Sales Transaction Entry

Pl Sakes Teansacriam Enliy

Rl Smn | X ekl 3] vad 45 Pt Jiij Cooy - e |
Tpgesd T e 10 Irvoics = TILL | Dt 12 2007 »
Documant Ma TILLOOOagd: L[] & [:FYE ] 41+
Db [ AT TN e DCoatlandl S I ] L oy
MNahigi Kame JFumron Fitr E ectrical Custited PO Bhrshsr
S T Sk WEREHDUEE 1) 11403 45 51 Spudh s Conmrcy 10 el ] |+
| w | Low bews by Do fobeness &N

' |
i by @1 Y+ [o/oau | recn Duankdy o By | | Ll Prige 12 wmareded Prew
2= IDE O Each 1 $2E0] 28000 =~
[l [ mm nm
Araand Fscsress 000 | Fukotel m':_::
Tarms Dizcaunt Takan wms :“"‘ e :Jn:.u ':
DA Areoind 00 Hﬁh ~Ile
L1 sl anscur ]
--:rr-emu. : wiinig; = T

| s JprDootgesd || Cosinfubors | Consages Toid 13800

WAk M| by Dol B . [iccuranl Sishe LA

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 isalready in use. 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) 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
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 anew cashier ID is
entered, then a dialogue box will be displayed with the warning that only the
cashier who opened the till for business can logon.

MYRIDAS USER GUIDE
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TRADE COUNTER

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. The type 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 is not 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 a warning 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 as a cash
account:

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

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

ltem 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
guantity of 1. The quantity can be amended as required.

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

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:

o Enter aquantity in the Amount Received field.

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

MYRIDAS USER GUIDE
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TRADE COUNTER

o 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.

El P.0.5. Change Due

Total Due $38.00
Cazh Tendered $50.00
Change Due $12.00

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 ID selected for the till in the POS Till Maintenance window.

To recover held transactions select Find Held Transactions in the POS Till
Options window. The POS Held Transaction L ookup window will be displayed
with all 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.

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. Y ou
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 allow payment entry and a
receipt (or credit slip for areturn transaction) will be printed.

MYRIDAS USER GUIDE
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6.6 POS Till Options window

% Tools >> Routines >> Myridas >> Trade Counter >> POSTill Options

The POSTIll E tcs54 POS Till Options =3
Options P M=
window Till L TILL 1

*) Hold Tranzaction

) Find Held Tranzactions
) Open Till For Business
) Open Til - Mo Sale

) Cash Paid Out

) Cash PaidIn

) Change Cashier

) Cashing Up Feport

) % Read

) End Of Day

L r (7] [ Process ][ Caticel ]

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 | Opens the 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
Till Drawer option selected in the POS Cashier
M aintenance 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

MYRIDAS USER GUIDE
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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 1D to the defaults for thetill it was
cdled 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

18




The POS X
Reading
window

TRADE COUNTER

6.7 Printing an X Read

Tools>> Routines >> Myridas >> Trade Counter >> POSTill Options >>
select X Read and click Process

Use the POS X Reading window to:

e Print X Reads

tcsh4 POS X Reading

Camments bidday % Read

|§]

Ok

][ Cancel ]

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

comments as required.

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

Till Details ——»

Non-Transaction —p
Details

Transaction Details—»

Till Details ——»

X READ

Date : 24/07/03, Time: 1206 M

User ID ;. AndrewH
TilID: TILL 1
Cashier + Andrew Healey

Open since - Date: 240703, Time: 0227

X Read Nurmber
Murnber of Mo Sales

Paid In

Paid Ot

Cash In

Cash Ot .

Chegues

Crd, Card In

Zrd, Card Ouft .

Float

Expected Drawer Walue

a

I R B = Ry |

0.00
0.00
127.30
4250
0.00
0.00
0.00
100.00
135.00
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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 Maintenance window

Debtor selected in sales transaction

Cash account debtor - displays "Cash
Sale"

Non-cash account debtor - displays
debtor name

[tem selected in sales transaction

Displays item description and default
price for oneitem

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 aintenance 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 P Goods Emparium
] Address Line 1
Site Address »  Address Line 2
&ddress Line 3
. —P By: Andrew Healey .
Cashier ID Date; 24/07/03, Time: 16: 32 18 - Quantity
. —p Invoice Mo, ¢ TILLODOOODDO47E
Transaction
No. $ < Unit Price
243 I0E 2 o 4250 |
[tem Number Extended
24w CO-ROM = 25,00 ¢——— Price
Description 100G 1 @ 55.50
Green Phone = 55.50
Tax Details Totd
Total Including WAT : 140,20 q—— Transaction
\ Value
Payment Type Tax CODE RATE GOODS WAT
CHTAXDTIDL 17.50% 121,59 1591
Amount
Received
Cash 140.50.g——
Receipt Footer
Tharnk you for your oustorn

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

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

Use the POS Open Till For Business window to:
e Open cashtill functionality for business

Bl tcs54 POS OpenTill For Business

TillID TILL 1
Till far uzer andrewh

Opening Cashier 1D ANDREWH il
Andrew Healey
Pazsword Sl
Dpening Float $100.00
J (7] I (] l [ 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.

Notethat if the till is not set up as a multi-user till in the POS Till
Maintenance window then no other cashier IDswill 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

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

Use the POS Cashier Logon window to:

Log cashiers onto the till

tcsh4 POS Cashier Logon

Ti

Current Cashier (D AMDREWH

Cashier ID Sally HayCOCk, ol
Sally Haycock
Password SOO00
Caommerts Changing cashier for lunch break
.@ [ k. ] [ Cancel ]

[W]n] TILL 1
Till far uzer andrewh

Andrew Healey

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

Note that if thetill 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.

2.

The window will open with the currently logged on cashier displayed.
Enter a Cashier ID or select one using the lookup.

Enter a password if required.

Note that you can enter any comments as required in the Comments field.

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

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

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

tesH4 POS Cash Paid In

Till 1D TILL 1 |
Till for uzer andrewh |
Cash Paid In $10.00|
Caommerts Required change
@ k. ] [ Caricel

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 theftill.
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

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

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

tesH4 POS Cash Paid Out

Till 1D TILL 1 |
Till for uzer andrewh |
Cash Paid Dut $10.00|
Cormmerts Required for ather Ll
@ k. ] [ Caricel

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 the till.
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 the till drawer before
proceeding.
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11. POS End Of Day window

Tools >> Routines >> Myridas >> Trade Counter >> POSTill Options >>
select End Of Day and click Process

Use the POS End Of Day window to:

e Cash up and close thettill

rd icsS4 POS Fod OF Day =l 3
Sh  LachigUpRepot | 2] ZRead | 8y Frocess

TdID TILL 1
Tl lior user andiesh

Expecied Dimmwer Vslus F100.00
Totsl Cazh §1 0000
Tootal Chagaes £0.00
Tiotal Crescht Caids $0.00
[l 0000
Comrranis

Lr

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

MYRIDAS USER GUIDE
26



TRADE COUNTER

dialogue box will ask if the Z Read printed successfully. Click Y es or Reprint
if you require areprint. Z Reads can only be reprinted at this point.

ZREAD
Date : 24/07/03, Time: 16: 59 4
Lzer ID ;. AndrewH
Till Details ——» Tl iCr: TILL 1
Cashier | Andrew Haaley
Open since - Date: 24/07/03, Time: 03:27
¥ Read Murmber 1
Murnber of Mo Sales ¢ 0
Non-Transaction Paid In : 0 0.00
Details —» | paid out 0 0.00
_ Cash In: 1 12730
Eﬁnﬁmtlon Cash OLt ; 1 42,50
als Cheques @ o 0.00
Crd, Card I o 0.00
Crd, Card Ok o 0.0
Till Details —p | Float: : 100,00
Expected Drawer Walue : 185.00
] Cash Entered | : 185.00
;rjanwctlon I Cheques Brtered : 0.00
mmary Cred, Cards Entered : 0.00
Actual Drawer Walue ¢ : 185.00
Till Summary —»
Discrepancy: : 0.

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

. The Z Read button will now be disabled.

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 detail s 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 >> Trade Counter >> POS Cashing Up Report

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

Bl tcs54 POS Cashing Up Report

5 Print | A Clear |
| Site ID O &l ® Fom  |WAREHOUSE 91
To: WAREHOUSE 9
Till D O Al @ From | TILLT )
Ta: TILL 1 il
| Debtor ID ® &l O From: -
To -
| Cashier ID @ &l O From 3
To -
|Date & Al O From:
To
Fepaort On |Eurrent Data w |
Repart Farmat |Detail L |

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
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window from the POS End Of Day window then the current till ID will be
selected by default.

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 IDs 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 val ues.

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

Enquiry >> Myridas >> Trade Counter >> POS Audit Enquiry
Use the POS Audit Enquiry window to:
o View audited till transactions

H tcs54 POS Aundit Enguiry E"Elgl
" OE | [d] FRedepise | Foom

— — —

Tam @ Al ) Foomc i Ta

A Sessin Mo, DiatesTime Opened Dpernirg Cashics OperinaFloat P
Hum Ko Sae: Kum. & Readz DiakesT ime Dozed Closing Cagier Espacted Ve ¥
TLL1 2| 2T 15353 |AMDRTWH $100.0000 [=
TLL1 1| AT 115651 |ANDREWH 1000000
TLL1 4| AT 14343 [ANDREWH 1000000
TLL1 5 | AOTA 1755 |SALLY HAYDOCK 1000000

g

I i

131708 |SHDREZWH $1 00000

=l

Transaction Hhanber  |Vake |
Cachin z 1700000 Total Ivvoice Transactions 2
CaghOut 1 $425000|  Tolal Rehn Trarsachors: 1
Pad In 0 +0.0000 |
Paxd Dt 0 $0.0000|  EndOfDay
Chequesin i Sﬂ.[l]]]_ Entered Cash 227 500
Lred Cands In L 00| Entered Chegues .00
Credil Cards Dud 0 $00000)  EnferedCred Cands $0.000K

Ly

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

1. Alltill 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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Fd feslhd POS Audil Enquiry - Dedail

v 0K
TalD TILL 1 | Session Numbes | s
Till D=scription: Till For s anchrassky
[ ainTima :Tlm Tipe Doe., Topss | Documert Hurmbes &
Lagher 1D | Cashei Hame Debiee IO =
A12004 105008 | Change of Cashee #u

A0 1005648 | Cach Paed In

A2 100037 | Cash Pad Ot

0112004 19:05:58 Mo Sale [Open Cach Drasver)

094172004 17205 | Cach Paid In

09712004 173033 | Aaad w

Cognmeris _Ehuw;i‘r:cml‘ieflmllﬂlbmd:

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

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

Use the POS Audit Purge window to:
e Purgetill transactions

s
HEUASSIIN i 1cs54 POS Audit Purge
Audit Purge
window x Purge e Cancel
Purge Till Audit records up to and including date 24/06,/2003
@

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 Purgeto 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 Enquiry >> Myridas >>
Enquiry Trade Counter >> POS
Audit Enquiry
POS Audit Enquiry >> Myridas >> Trade
Enquiry - Detail Counter >> POS Audit Enquiry
>> select aline and click Zoom
POS Audit Purge | Tools>> Routines >>
Myridas >> Trade Counter
>> POS Audit Purge
POS Cash Paid Tools >> Routines >> Myridas
In >> Trade Counter >> POS Till
Options >> select Cash Paid In
and click Process
POS Cash Paid Tools >> Routines >> Myridas
Out >> Trade Counter >> POSTill
Options >> select Cash Paid
Out and click Process
POS Cashier Tools >> Routines >> Myridas
Logon >> Trade Counter >> POS Till
Options >> select Open Till For
Business and click Process
Transactions >> Sales >> Sales
Transaction Entry - will be
displayed if a cashier with a
password is already logged onto
thetill when the Sales
Transaction Entry window is
selected from the palette.
POS Cashier Tools >> Setup >>
Maintenance Myridas >> Trade Counter
>> POS Cashier Maint.
POS Cashing Up | Reports >> Myridas >> Tools >> Routines >> Myridas
Report Trade Counter >> POS >> Trade Counter >> POS Till

Cashing Up Report

Options >> select Cashing Up
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Cashing Up Report

Report and click Process

Tools >> Routines >> Myridas
>> Trade Counter >> POS Till
Options >> select End Of Day
and click Process >> Cashing

Up Report button
POS Debtor Cards >> Myridas >> Cards >> Sales >> Debtor >>
Maintenance Trade Counter >> POS Extras >> Additional >> Trade
Debtor Maintenance Counter
POS End Of Day Tools >> Routines >> Myridas
>> Trade Counter >> POSTill
Options >> select End Of Day
and click Process
POS Open Till Tools >> Routines >> Myridas
For Business >> Trade Counter >> POS Till
Options >> select Open Till For
Business and click Process
Transactions >> Sales >> Sales
Transaction 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 >> Inventory >> Site >>
Maintenance Trade Counter >> POS Site | Extras >> Additional >> Trade
Maintenance Counter
POS Supervisor | Tools>> Setup >> Tools >> Setup >> System >>
Maintenance Myridas >> Trade Counter | User >> Extras>> Trade
>> POS User Maintenance | Counter
POS Till Tools >> Setup >>
Maintenance Myridas >> Trade Counter
>> POS Till Maintenance
POS Till Options | Tools >> Routines >> Transactions >> Sales >> Sales
Myridas >> Trade Counter | Transaction Entry >> Extras
>> POS Till Options >> Additional >> Till Options
POS X Reading Tools >> Routines >> Myridas

>> 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

MYRIDAS USER GUIDE
35



INDEX

Index
A
Audit PUrge........ccoeieiieereeeeeeee 32
Auditing TillS....coooveveece e, 30
C
Cashier passwords.........ccceeeevereeeneene. 11
Cashiers
Changing .......ccocvevenenenccce 23
10gging ON......coviiieeeereeeeeee 23
SEtiNGUP v 11
Cashing Up ...coceeveiieececeeec e, 26
FEPOMS. ... 28
D
Debtors
default payment types.........cc.cc...... 12
H
Holding Transactions............ccccceeuenen. 16
£ 010] o APPSR 27
L
LOgging ON.......coceeivieeeneeere e 14
M
Multi-user tillS.....ccoovveveeeireee e, 7
P
Payment Methods.........ccccceeeeveieennnns 15
Payments........ccccoeveeiiencnceeeeseeen, 15
paying cash into thetill................... 24
paying cash out of thetill ............... 25
Point of sale.....ccccecvvveceneieeece, 6
POS Audit Enquiry window ............... 30
POS Audit Purge window................... 32
POS Cash Paid In window.................. 24
POS Cash Paid Out window ............... 25
POS Cashier Logon window............... 23
POS Cashier Maintenance window ....11
POS Cashing Up Report window ....... 28
POS Change Due window .................. 16
POS Debtor Maintenance window...... 12
POSDIsplay.....cceoererenirienerieeeeei 20
SEEINGS. ..o 9
POS End Of Day window................... 26
POS Open Till For Business window . 22
POS Site Maintenance window ............ 9
POS Supervisor Maintenance window 10
POS Till Maintenance window.............. 7
POS Till Optionswindow................... 17

Printing
cashing up reports.......cceeeeeeeeneene. 28
(5 o= ] o] KSR 21
Xr€a. ..o 19
WA (= o I 27

R

Receipt FOOer ......ccccovvveviviiee e 9

RECEIPLS....cvieieirire e 21

S

Sales Transaction Entry................ 14, 15
(015 0[] £= 15
ending transactions............cccceeennee. 16
holding transactions............c......... 16
EEMS. e 15

Shop Name......ccccevviieeeeeeeeee, 9

Sites
setting up for trade counter .............. 9

SUPEIVISOIS....ceeeeeeieee e 6, 10

T

Till SESSIONS....ccvveeeceeeeee e 6

Tl USErS...oieeeeee e 6
ToToTo T alo o o I 14
Setting as SUPErVisorsS ........ccceeeeeene. 10
setting up till details..........cccceeeeeeee. 7

Tills
AUAITS....coeeeieireee e 30
ClOSING ... 26
(01K o] = Y 20
RiStOrY .ooeveeeecce e 30
MUIL-USEY ..o 7
opening for business....................... 22
purging history .........cccocvecveinenene 32
setting up details ......oooevveceevecieene, 7

Trade Counter........coooveeeeveeeee e 6
opening thetill for business........... 22
salestransaction entry .................... 14
SELtiNg UP SItES....ocvvvviiiieeceeee 9

U

USEr SESSIONS .....covirverieriiriesieseeeeeeennens 6

X

X REA.....cooiiiiiiireeeeeeee 19

Z

ZREA ..o 27

MYRIDAS USER GUIDE

36



	Contents
	Using this Guide
	About Myridas
	Trade Counter
	Till Users

	Setup
	1. POS Till Maintenance window
	1.1 Setting Up and Maintaining Till Details

	2. POS Site Maintenance window
	2.1 Setting Up Site Details for Trade Counter

	3. POS Supervisor Maintenance window
	3.1 Setting Up Users as Till Supervisors

	4. POS Cashier Maintenance window
	4.1 Setting Up Cashier Details

	5. POS Debtor Maintenance window
	5.1 Setting Default Payment Types for Debtors


	Transactions
	6. Sales Transaction Entry with Trade Counter
	6.1 Logging On
	6.2 Transaction Entry
	6.3 Payments
	6.4 Holding Transactions
	6.5 Ending Transactions
	6.6 POS Till Options window
	6.7 Printing an X Read
	6.8 POS Display
	6.9 Receipt Printing

	7. POS Open Till For Business window
	7.1 Opening Cash Till Functionality for Business

	8. POS Cashier Logon window
	8.1 Logging Cashiers onto the Till

	9. POS Cash Paid In window
	9.1 Paying Cash into the Till

	10. POS Cash Paid Out window
	10.1 Paying Cash out of the Till

	11. POS End Of Day window
	11.1 Cashing Up and Closing the Till


	Reports and Enquiries
	12. POS Cashing Up Report window
	12.1 Printing Cashing Up Reports

	13. POS Audit Enquiry window
	13.1 Viewing Audited Till Transactions


	Routines
	14. POS Audit Purge window
	14.1 Purging Till Transactions


	Appendix A
	Access to Myridas Windows
	Trade Counter


	Appendix B
	Myridas Reports

	Index

