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Configuring inventory and procurement for your company

Configuring inventory and procurement for your
company

You can configure the way the Portal procurement operates to best suit your company's
processes. Some configurations are applied across all sites within a company, while other
configurations can be made specific only to a site.

Note: If you are setting up your company for the first time, you may want to step
through each configuration screen in Company Maintenance individually and configure
each setting as you go, using each section's documentation to learn what the
configuration settings do. However, many of the Portal configurations interact with each
other, and a configuration on one screen may affect how a configuration on a different
screen functions. This procedure groups the configurations by how they affect your
company, and will help you configure your Portal consistently, even though the steps
require switching between several configuration screens.

To configure procurement for your company:

1. Configure your item maintenance defaults used when new items are created.

See Configuring inventory options for your company on page 43.

2. Configure your item variations and additional information fields including:
= The labels used for item variations or fashions such as colour, size and style.
= How the fashion variations interact.
= The labels used for additional information.

See Configuring additional information fields for your company on page 89.
Also see Configuring item variation labels for your company on page 87.

3. Configure your procurement workflow, including

= Portal Data Interchange with other companies.

= Automatic price matrix and supplier updates after stock receipts.

= Pallet scanning and carton tracking.

= Automatic pack expansion.

See Configuring the procurement workflow of your company on page 8.

4. Configure the security of your procurement processes, including:

= Controlled requisitions or purchase orders.

= Cost-editing when ordering.

= Ordering from warehouse and direct debtor suppliers.

= [tem and stock maximums.
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= [nter-branch transfer processes.

See Configuring the procurement security for your company on page 7.

5. Configuring the letterheads and appearance of your requisitions, purchase orders and
stock receipts.

See Configuring document letterheads for your company on page 13.

6. Configure the site-specific settings for each site within your company

See Configuring inventory and procurement for your site on page 139.

6 AMC Convergent IT Portal Documentation



Configuring inventory and procurement for your company

Configuring the procurement security for your company

You can configure some of the security aspects of procurement in the Portal to control how
much freedom staff members have to do things. More freedom may streamline your
procurement process and make it faster and simpler, but it gives less protection against staff
making mistakes.

You can configure whether:
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Requisitions and purchase orders should be authorised by Head Office before being
finalised.

See Controlling requisitions and purchase orders on page 17.
Sites should be able to order more than the maximum units of an item in a requisition.

See the Obey Max field in Configuring requisition options for your company on page
71

Sites should be able to edit the cost of an item in a requisition.

See the Allow Cost Edit field in Configuring requisition options for your company
on page 71.

Note: This configuration can be overridden on a per-site basis, and also
configured for warehouse and direct debit (DSD) suppliers. See the DSD - Allow
Cost Edit and Warehouse - Allow Cost Edit fields in Configuring purchase
order options for your site on page 165.

Individual sites may order from debtor suppliers (DSD) or only from the warehouse.

See the Warehouse - Allowed All field in Configuring purchase order options for
your site on page 165.

Also see Configuring supplier types for your sites on page 85.

Note: This configuration is per-site, not company-wide.
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Configuring the procurement workflow of your company

You can configure the Portal to use a certain workflow to make the procurement process for
your organisation either simpler and more streamlined, or more controlled and secure.

At its simplest, you can maintain procurement by simply receipting all stock as it comes in,
without tracking purchase orders or requisitions. If you want more control and auditing in
your procurement process, you can require a process of requisition through to purchase
orders and then stock receipts.

Note: As stock receipts, requisitions and purchase orders can only be created and edited
by Portal users with appropriate permissions, you can use permissions to ensure the
workflow is followed by the majority of your staff, but can be overridden by specific
staff if required. For example, normal staff may only be able to create requisitions, but
your Purchasing Officer can directly create a purchase order if necessary.

Requisitions
For more information on using requisitions, see Managing requisitions.

If you do not want to use requisitions, you can skip to the sections below. You can control
whether:

= Requisitions must be authorised by Head Office before they can be finalised.

See the Controlled Requisition field in Configuring requisition options for your
company on page 71.

Also see Controlling requisitions and purchase orders on page 17.

Purchase orders

For more information on using purchase orders, see Managing purchase orders.

If you do not want to use purchase orders, you can skip to the sections below. You can
control whether:

= Items must be present in a contract to be ordered from a supplier.

See Force Item In Contract - Orders in Configuring creditor contracts for your site
on page 144.

Note: This option is only relevant if you are using creditor contracts, and must be
configured on a per-site basis, not company-wide.

= [tems are ordered as packs or individual units.

See Configuring packs for your site on page 159.
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Purchase orders must be authorised by Head Office before they can be finalised.

See the Controlled PO field in Configuring purchase orders for your company on
page 67.

Also see Controlling requisitions and purchase orders on page 17.

Purchase orders are automatically created from finalised requisitions.

See the Auto PO field in Configuring requisition options for your company on page
71.

Multiple requisitions can be combined into a group purchase order.

See the Group PO field in Configuring requisition options for your company on page
71.

Automatic purchase orders are created on a sell-on, order-one basis.

See the Sales Only for Automatics field in Configuring purchase orders for your
company on page 67.

Note: This is configured on a per-site basis, not company-wide.

Purchase orders can be created directly by scanning items with a PDT, or the scanned
items held for approval first if you want more oversight in the creation of purchase
orders.

See the PDT to PO field in Configuring purchase order options for your site on page
165.

Stock receipts

For more information on using stock receipts, see Managing stock receipts.

You can control whether:
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Multiple purchase orders can be received with a single stock receipt.

See the Single PO per Receipt field in Configuring stock receipting options for your
site on page 168.

Items are received as packs or individual units.
See Configuring packs for your site on page 159.

Items can only be received if they were ordered, or only the quantity of items ordered
can be received.

See the Items Must Have Been Ordered field in Configuring stock receipting
options for your site on page 168.
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Also see the Quantity Allowed to be > than Ordered field in Configuring stock
receipting options for your site on page 168.

Note: This is configured on a per-site basis, not company-wide, and must be
configured for both Warehouse receipts and direct supply from debtors (DSD)
receipts.

Items that were supplied but not ordered must be included in a contract to be received
or returned.

See the Force Item In Contract fields in Configuring creditor contracts for your site
on page 144

Note: This option is only relevant if you are using creditor contracts, and must be
configured on a per-site basis, not company-wide.

Stock receipts are streamlined by automatically filling in the quantity ordered as the
quantity received.

See the Verify Order field in Configuring stock receipting options for your site on
page 168.

Note: This is configured on a per-site basis, not company-wide, and must be
configured for both Warehouse receipts and direct supply from debtors (DSD)
receipts.

Default suppliers for items are automatically updated from supplier stock receipts.

See the Skip Supplier Update field in Configuring stock receipts for your company
on page 78.

Item retail prices are automatically recalculated when receipted cost changes.

See the Update Retail on Cost Change field in Configuring stock receipting options
for your site on page 168.

Note: This is configured on a per-site basis, not company-wide.

Contract prices are automatically updated from stock receipts.

See the Update Cost of Contract in Receipts field in Configuring creditor contracts
for your site on page 144.

Note: This option is only relevant if you are using creditor contracts, and must be
configured on a per-site basis, not company-wide.

Labels can be automatically printed after stock receipts.
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See the Labels field in Configuring stock receipting options for your site on page
168.
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Stock transfer and data

You can control whether:

= Inter-branch stock transfers require a simple or more secure process.

See Finding your IBT level.

= A Portal Data Interchange (PDI) should be used to streamline suppliers that also use
the Portal.

See Using the Portal Data Interchange (PDI).
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Configuring document letterheads for your company

You can configure how the Portal incorporates logos and letterheads into your procurement
documents, such as purchase orders, requisitions and stock receipts. The procedure for each
document is the same, but each is configured separately. This procedure uses a purchase

order as an example.

Header

Logo Enabled, (Position 1)
4

——
»adilnC ;

, ¥ ANty

'Logo width )

Account

Letterhead Gap: 50mm

To: ACMEx Products Purchase Order 5
Atten: Jason Acmex Site:  Chadstone
Address: 1341 Dandenong Road
391 High street Road Chadstone
3 Victona 3148
Monash 3469 Australia
Phone: 03 9569 4177
Account: 5001
Date:  16-Feb-2015
Total Ex: 11.45
GST: 1.15
Total Inc: S12.60
Description Item Unit Cost Discount Quantity Line Total
Shirt (Black, Regular, L) 34000987 $12.60 $0.00 1.00 $12.60
Total $12.60
Example Comparyy Head Office: Vicloria 3000 Austrafia lofl
Footer

Note: You can also configure procurement documents to shade alternate rows, and
display currency and item numbers. See Configuring purchase orders for your company
on page 67. Also see Configuring requisition options for your company on page 71 and

Configuring stock receipts for your company on page 78.

To configure a document letterhead:
1. If you want to include an image such as a logo in your letterhead, upload that image
to the Portal using the Image Manager.
2. Open the relevant Company Options section. See:

= Configuring purchase orders for your company on page 67 for purchase order
letterheads.
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= Configuring requisition options for your company on page 71 for requisition
letterheads.

= Configuring stock receipts for your company on page 78 for stock receipt
letterheads.

3. The section of Company Options Maintenance is displayed.

Company: Exampe Lompany

| Configuration

Group: Portal -

Secton: Purchase Orders v

| Controled PO False Set to Force Hoad Office Verificaton of Purchase « |

| Order )

| Enable Display Currency Faise Set to enable the Printed Order to have
currency symbols withe statement

|Enaie Oroer Shagng Fase Set to enable the pnted order to bs atemated
shading

ilnmiﬁa&‘l’oplnmmmn True Sat to snalde the prnted crder to have top and
battom headers

| 1nveice Letterhead Gap 0 Set to enable the dabler Invoice to have ares at
oD for Letterhead in mm

(koo PO St logo for printed croer

]Lowsnm Frize St to enabie the prnted order to Use & logo

[ Lago Poston 1 Sex justification of Jogo in statement / Invoice 0

{ = laft, | = cantre, 2 = nght

| Logo Wicth 200 Sat wath of logo on ponted ordar

| Packs Faie Sat to allow user expand order to full packs

| Sales Only for Automatics Fase Sat to only have the Replacemant By Sales
Option

| Show Item True et to enable the Prnted Order to show tem |
numbsrs |

(@ Undate | == Delete

4. Type True in the Value field for Enable Top / Bottom Headers to enabled
letterheads for this document.
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Options Maintenance

4 Vodote | == Deleto

Type the number of millimetres your letterhead should take up in the Value field for
Letterhead Gap.

This is how much room the Portal gives for the letterhead before printing the
purchase order. You may want to adjust this if the page looks crowded.

Type the file name of the logo file you uploaded in the Value field for Logo.

Note: You do not need to include the full URL, just the file name including any
subfolders in your Image Manager. For example, if your logo is called logo.jpg
and is stored under the folder Business in Image Manager, the value should be
Business/logo.jpg. All file and folder names must match exactly, including upper
and lowercase letters.

Type True in the Value field for Logo Enable.

Set where in the header you want to logo to appear by typing one of the following
values in the Value field for Logo Position:

= To put the logo on the left side of the header, type 1.
= To put the logo in the middle of the header, type 2.
= To put the logo on the right side of the header, type 3.
Type how many pixels wide the logo should be in the Value field for Logo Width.

Note: If the logo is smaller or larger than this, it is automatically resized by the
Portal.
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10, Press | @ Update |

The letterhead is configured for this type of document.
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Controlling requisitions and purchase orders

You can use controlled purchase orders and requisitions if you want a level of central
authorisation required in the procurement process.

A controlled purchase order or requisition must be authorised by Head Office before it can
be finalised and proceed to the next stage in the procurement process. Uncontrolled
purchase orders or requisitions do not need any input from Head Office, and can be
immediately finalised.

Purchase order

> (Supplier A)
Requisition 3 Requisition 5
Suppliers 2 finalised —
AB,C
i
i X Purchase order
1 i
i ; > (Supplier B)
| ; —
1 1
H i —
: ;
! Controlled ’
| requisitions ;
i______> Requisition ______; Purchase order
authorised > (Supplier C)

When a controlled purchase order or requisition is ready to be finalised:

1. The Portal user requests authorisation by pressing E—

2. Anemail is sent to the Head Office person responsible with a link to the purchase
order or requisition.

3. Head Office views the requisition or purchase order, makes any changes required
and authorises it.

4. The requisition or purchase order can then be finalised.

AMC Convergent IT Portal Documentation 17
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Controlling requisitions

To set requisitions to be controlled:
1. Open the Requisition section of Company Options Maintenance.
See Configuring requisition options for your company on page 71.
 Options Maintenance

Configuration

Group: Portal

Sectior Reaguisitior

Rame Value Desoription

Alow Cost Edit True Sat to allow user to over rida Cost

Aute PO True Set to create 3 PO on finalisation

Controlled Reguisition False Set to Force Head Cffice Verdication of
Ragusition Crder

D=fault Supplier 1 Set to supplier number where supplier
number not present

Enable Display Currency False Sat to enable the Printed Orger to have
curmency symbols wthin statemeant

Enable Order Shading False Set 1o enalve the ponted order o be
akernated shading

Group PO True Set to enable Combined Purchase Oroar
PENEr3tON

Invoice Enable Top / Bottom Headers True Set to enable the printed order to have top
and bottorn headers

Invorce Letterhead Gap ¢ Set to enabie the Gebtor Invoice to have area
2t top for Letterhead in mm

Logo P0.10g Sat loge for printed order

Logo Enadle False Set to enabde the prnted order to use 3 logoe

Logo Postton 1 Set justification of logo in statement / inyoice
0 = lgft, 1 = cantre, 2 = night

Logo Wicth 100 Set wickh of 10go on printed coder

Obey Credt Limit False Set to force credt kmits to be enforced

-

€} Update | == Dalate

2. Type True in the Value field for Controlled Requisition.

3. Press |M|

Requisitions must be authorised by Head Office before they can be finalised.
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Controlling purchase orders

To set purchase orders to be controlled:

Configuring inventory and procurement for your company

1. Open the Purchase orders section of Company Options Maintenance.

See Configuring purchase orders for your company on page 67.

Opthons Maintenance

Company

( ! M
Ports

yecl irchiese oy

Nama value
Controbed PO False
Enable Display Currency Faise
Enable Oroar Shadng False
Invoics Enabie Top / Bottom Heaoers True

Invoice Letterhead Gap

70 o
Loge Enatse Faive
290 Pos
LOgo Wicth (
Pack Fane

Fane

2. Type True in the Value field for Controlled PO.

3. Press |.M.|.

Descniption

Set to Force Head Office Verfication of Purchase
Order

S&¢ to enable the Printed Order to have

MIrEncy symi 2 sttement

$e2 1o enable the prnted order to be alemated
shaang

Sat to snabde the prntad ordsr o have top and
bottom headers

Set to enable the debtor Invece to have ares at
oo for Letterhead in mar

300 for printed crde

Set
4t to enabie the prnted order to Lse & logo
S Justification of 000 In statement / Invoice O
- laft, | =¢ 2 o

St warh of

Set to allow ¢ oroer to full packs

Sat to only have the Replacemant By Sales
Option
St
mbecs -

3 Update | == Deleto

Purchase orders must be authorised by Head Office before they can be finalised.

AMC Convergent IT Portal Documentation
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Configuring supplier types for your sites

The Portal permits two different supplier types:

Warehouse suppliers, where a supplier represents the central warehouse of your
company that sites order and receive from.

Direct supply from debtors (DSD), where a supplier is a separate company that a site
is ordering from directly.

Both types of suppliers use a creditor configured in your Portal, and operate in the same
way. You can configure the Portal to treat them differently:

Some operations may be allowed for one type of supplier, but not for the other.

DSD suppliers may be disabled for sites altogether, so all sites must order from the
company warehouse.

You can configure:

20

Whether DSD suppliers are available for your company.
See the Hide DSD Flag field in Configuring creditors for your company on page 29.
Which supplier each site should use as the warehouse supplier.

See the Default Warehouse field in Configuring purchase order options for your site
on page 165.

Note: This is configured per-site, not company-wide.

Whether sites can edit the item costs for DSD or Warehouse suppliers.

See the DSD - Allow Cost and Warehouse - Allow Cost fields in Configuring
purchase order options for your site on page 165.

Note: This is configured per-site, not company-wide.

How stock should be receipted from DSD and Warehouse suppliers, including
handling back orders, default receipt types, item cost editing and receiving items that
were not ordered.

See Configuring stock receipting options for your site on page 168.

Note: This is configured per-site, not company-wide.

How stock should be returned to DSD and Warehouse suppliers, including returning
non-active items, and updating creditor totals.

See Configuring stock returns for your site on page 175.
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Configuring artist properties for your company

Use the Company Options - Artist section to rename specialist inventory fields for your
company. These fields appear in the Information tab of each item's Inventory Maintenance
screen, and can be renamed to a custom label.

Inventory Management
Item Code ) Sie
Item Desonphion Chikken Bbg Last Change

0 8y Bwd, 80b

Created

Detatlz | Prigng  Stock Control | Powt Of 53l Barcodes  Bulk D) Nt Specss | Promotons - Tabie / Homs  Informabon | Ingradients
Srand None
Styla Nene
Colour Nene

Size None

| Labal

| Date of Relwase:

Product Waight

Instructions Product Height:
Show Brand Grid Product Width
Show Fashion Gnd Product Depth

ray Size

find New | | (] Save

Note: These fields are not used by any other areas of the Portal, so you can configure
them to store whatever information you need.

The Portal provides four text fields and a date field that you can rename as needed. For
example, a high-fashion clothing company may use:

= Designer name

= Season (Spring, Winter etc)
= Collection

= Material

= Release date

Note: These field labels apply to your whole inventory. For example, if you used the
above field labels, you couldn't then rename the fields for some specific items. All items
use these field names, although you don't need to fill in the fields for all items.

Opening the Company Options - Artist section

To open the Company Options - Artist section:
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g Company
1. Press .—

2. Press Company Maintenance > Company Options.

Q Home @ Sales

B customers [ Products ¥ vizion

,nlcmwrvl

4 History (% Suggestions

|| Company Maintenance » || (ot et s

|L) Ledger / cash Book
Ilﬁ Franchise Maintenance
;C Fashion Maintenance
:!9 Site

i O Access

{ W support

| 8 POT Emutator

| 1ndustry

» |“i Companies

» & Promo Messaga

» 'e Permission Lavels
» !E Regions

» 'm Pastal Region

» |8 Tax editor

» . Company Options

’ |2 Options Report
» | [ Edit Period

The Artist section of the Company Options screen is displayed.

AMC Convergent IT Portal Documentation

7;3 Edit CRON
| Edit Screens
iﬂ Image Manager
| /¥ Edit Flash
J/’ Smash Report
} /° Advertising
| %43 Batch Report
‘;!'j Phane App Report
f. Alarm Setup
; ¢ Twitter Account
:Jir View Location Type
I‘ View Brand
| View Item Type
| L View Phane Book
! ﬂ SMS Account
[, SMs Billing Reports
| & send sMs

23
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Configuraticn
Group: Portal -
Sectiont Artist -
Name. Value Descrptien
Artist Labsl Artist Sat to to match company requinsments
0 Labsl Labs! €D Label Set to to match company requirements
'l:xllooubd Cataleg Set to to match company requiremeants
|| Refease Date Label Release Date Cet to. 1o match company requiremants
|1 Tite Ladal Trle

Set to to match company reguirsmants

G usms | = oue |
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Company Options - Artist section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Artist Label Label name for a single line of text information. Rename to suit your
inventory requirements by typing a new name into the Value field.

CD Label Label  Label name for a single line of text information. Rename to suit your
inventory requirements by typing a new name into the Value field.

Catalog Label Label name for a single line of text information. Rename to suit your
inventory requirements by typing a new name into the Value field.

Release Date Label name for a date. Rename to suit your inventory requirements
Label by typing a new name into the Value field.
Title Label Label name for a single line of text information. Rename to suit your

inventory requirements by typing a new name into the Value field.
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Configuring balance reports for your company

Use the Company Options - Balance Report section to configure your company's balance
reports.

Opening the Company Options - Balance Report section

To open the Company Options - Balance Report section:

5| Company
1. Press =

2. Press Company Maintenance > Company Options.

Drome M sales B customers B Products B vision 1 Company 4 History (% Suggestions
- |

.| Company Maintenance » | | £dit Details

| Ledger / Cash Book *» | 4] Companies

%3 Franchise Mantenance P | 4 Prom

T Fashion Maintenance » @ Permission Levels

18 site 4 q’-} Regions
b Access » Qu Pastal Region
4 Support » :fﬁ'a, Editor
B POT Emulator » ||~ Company Options
2 users »|[3 Options Report
»

& Industry e Edit Penod
e .ﬂﬁ-‘tt,;-‘,-h

£ Edit Screens

B Image Manager

Z Eds Flash

P mash Report

/" Advertising »
i Batch Report

& Phane App Report
. Alarm Setup

o Twitter Account

#F View Location Type
3 View Brand

i View Item Type

L View Phone Book

B SMS Accoun

§, SMs Billing Reports

M cand sMs -
[ Send SMS

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Compaty:  Examass Company

Configuraticn
Group: Portal v

[ Section: Artist - ]

THame ke
Artisr Labsl Artiat
0 Labsl Labsl CD Label
Catalog Label Cataleg
Redease Date Label Release Date
Tk bl Trle

Sat to to match company requinsments
Set to to match company requiramants
Set to to match company requirements
Set to 10 match company recuiremants
Set to to match company reguiremants

€@ Updats | | == Deete |

4. Select Balance Report from the Section drop-down list.

The Balance Report section is displayed.

Options MeveaInce..

Company: E=zample Company

Configuration

Group: Porta
Section: Balance Report
| Redernation as Discount

| Shew Budget

| Show Cost

| Shew Dedared

| Show Tax

vahe

Fales
Tree
Fals=
True
False

2 Set o treat rademption &5 & discount
Set to Show daily Budget figure
Set to dsphay Cost Of Goods Scid
Set to display Declared amounts from Cash up
Set to disgfay GST / VAT
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Company Options - Balance Report section key fields and
buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value
field and press | @ Update |

Name WValue Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Redemption as Type True to treat redemptions as discounts from the price on
Discount balance sheets, placing them on the same side as items.

When False, redemptions are listed as their own transaction line
to balance the item sale.

Show Budget Type True to display the daily budget figure in budget reports.

Show Cost Type True to display the cost of goods sold in budget reports.

Show Declared Type True to display the declared cash-up amounts in budget
reports.

Show Tax Type True to display GST or VAT amounts in budget reports.
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Configuring creditors for your company

Use the Company Options - Creditors section to configure your company to manage

creditors and suppliers.

Opening the Company Options - Creditors section

To open the Company Options - Creditors section:

i Company
1. Press c

2. Press Company Maintenance > Company Options.

'_“\_ Home ! Sales 9— Customers

Bl Products

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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‘:; Vision

4 Company ’ 4 History (3 Suggestions
| Company Maint b | gk Edit Details
| Ledger / Cash Book * | ] Companies
% Franchise Maintenance P | 4 Promo Messags
1% Fashion Maintenance » & Permission Leve
15 site » 48 Regions
b ACCESS » 48 postal Region
4 Support » |38 Tax ditor
8 POT Emulator » ||~ Company Options
& users »|[E Options Report.
24 Industry P || 2 Edit Perod
' "‘ Edit CRON

£ Edit Screens

B Image Manager

/ Edst Flash

7 Smash Report

/ Advertising »

“4; Batch Report

& Phane App Report

. Alarm Setup
Twitter Account

#b View Location Type

‘ View Brand

L View Phone Book

Item Typa

8 SMS Account

Acco
W S
Billing Reports

and SMS
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4. Select Creditors from the Section drop-down list.

30

Options Malntenance

Company:  Exampss Comgany

| Configuraticn
Group: Portal -

[ Section Artist - ]

Thame value escrption |
Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl D Label Set to to match company requiraments
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date et 1o 10 match company recuremants
Tk bl Trie Set to to match company reguirsmants

@ Undta || = Ot |

The Creditors section is displayed.

Options Maintenance

Company! Exampli Compaty

Configuration
Group! Portal -

Sacton: |Credors

| Group Lke Payments True Set to enable the grouping of payments into the =«
<ash book {Omling banking)

| Hide DSD Flag talse Set to have only cre style of suppler

| Sort By Name True St to Hlow reponts cptions to SO by sUpeher
name

|

Terms Plus ECM Faze Set to tarms 1o run from anc of month

|G Updte | | = Delite |

AMC Convergent IT Portal Documentation




Configuring inventory and procurement for your company

Company Options - Creditors section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Group Like Select to group multiple payments for a creditor into a single
Payments payment.
Hide DSD Flag Select to remove the option to specify whether a creditor is a debtor

or a warehouse supplier.

Sort By Name Select to allow report options to sort by creditor name.

Term Plus EOM Select if you want to automatically extend payment terms to run
from the end of the month, rather than the specified date.

AMC Convergent IT Portal Documentation 31




Configuring inventory and procurement for your company

Configuring the default departments for your company

Use the Company Options - Default Departments section to configure the department codes
and other configurations for default Portal departments such as gift vouchers and debtor
payments.

Opening the Company Options - Default Departments section

To open the Company Options - Default Departments section:

i Company
1. Press c .

2. Press Company Maintenance > Company Options.

/‘\ Home f Sales ,g! Customers B Products k; Vision o Company ’ 4 History % Suggestions
.| Company Maint -Dl.:-r.‘.tu-?ml-, 2
'__V_rLe:Oél‘ / Cash Book .' i Companies
% Franchise Maintenance P | & Promo Messags
T Fashion Maintenance » @3 Permission Levels
18 site » 48 pegions

e ACCess » 48 postal Region
Support » |3 Tax editor
B POT Emulator » |~ Company Options
2 users »|[S Options Report
2 Industry P Edst Perod
"'} Edit CRON

£ Edit Screens

B Image Manager

2 Edst Flash

7 Smash Report

J Advertising »
*{i Batch Report

& Phane App Report

. Alarm Setup

Twitter Account

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Company:  Exampss Compiany .

| Configuraticn
Group: Portal v

[ Section: Artist - ]

Tiarme Ve Descrpten
Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl CD Label Set to to match compPany requiremants
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date et 1o 10 match company recuremants
Tk bl Trie Set to to match company reguirsmants

() (o

4. Select Default Departments from the Section drop-down list.

The Default Departments section is displayed.

Company: Esample Company -

Configuration

Group: _Poml

Secton | Default Deparments
Name
; CQustomer Oroer Fees
| Qustomer Oroers
|
i Debter Fraight
| Debtor Psyments
| Debtor Transfar

imvmmmmmtmobon

| Gt vouchar Feas
| Gt voucher Follow

| Gt Vouchar Give Away
imvmwum
iGl!voud\ecR«.(um

|
Lmda Lims abims Falan

vae

257
255
404
401
403

210

203
True

202
204

B e B

Desenption

7 M\‘tno}he olivery Fes cepartment 8

Default Customer Oroers Depost department
Defauit Debtor Fraight Invoxing department
Default Debtor Payments department
Defau Deblor Invoking Completion
department

Default Gt Vouchar Departmant Promcticn
department
Default Gt Voucher Sales Fea department

Set to True 2o have Sakes and redemation
folow POS XML

Default Gt Voucher Give Away departrment
Oefault Gt Voucher Redemption department

Defaul Gt Voucher [tems Sales Return
Vouchar gepartment

-

| €2 Updats || == Delete
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Company Options - Default Departments section key fields and
buttons

Default department configurations

These define the departments used by specific Portal functions.

Name Description
Example Field Name [ Example Value |Description of configuration =

Configuration Description
Name The name of the default department.
Value The department code to use.

Description A guide to the purpose of this department.
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Configuring departments for your company

Use the Company Options - Departments section to configure how the Portal manages your

company's inventory departments.

Opening the Company Options - Departments section

To open the Company Options - Departments section:

i Company
1. Press c

2. Press Company Maintenance > Company Options.

'_“\_ Home ! Sales 9— Customers [ Products %% vision _j Company ’ 4% History % Suggestions
A_‘if pany »Haln‘ e ’4 &} Edit Detatls
| Ledger / Cash Book * | ] Companies
% Franchise Maintenance P | 4 Promo Mess
T Fashion Maintenance » @ Permission Levels
i site » 48 Regions
b ACCESS » 48 postal Region
4 Support » ;ﬁ Tax Editor
8 POT Emulator » ||~ Company Options
2 users »|[S options Report
Pl Edst Perod

24 Industry

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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5% Edit CRON

£ Edit Screens

B Image Manager

/ Edst Flash

7 Smash Report

/ Advertising »

“4; Batch Report

& Phane App Report

. Alarm Setup
Twitter Account

#b View Location Type

“ View Brand

i View Item Typa

L View Phone Book

35



Configuring inventory and procurement for your company

. Options Malntenance

lel)
nfiguraticr

Group: Portal

| Section Artist

RN —i
Name Value Descripbion
Atia Labs Artist Sat Lo to match company reguinsrments
CD Labsl Labs! LD Label Set 1o 10 match Company reaul ents
Catalog Labe Cataleg Set to to ma AMPany recuiremants
Redeass Date Labe Release Dare Settow Npar
Tike Laba Trie Sat to 10 match company recursmants

(2 Updats | == Dalete

4. Select Departments from the Section drop-down list.
The Departments section is displayed.

Options Maintenance
Company

Configuraticr

Group: Portal
Secton Department

Name Vaue Deseription

St By Name True Sét to sort Depantmeant Selecuons by Namea

€2 Updats || w= Delats

For more information on Departments, see Managing divisions and departments.
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Company Options - Departments section key fields and buttons

ﬂu'pdate

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Sort By Name Type True to sort departments alphabetically by name.

Type False to sort departments by their department code.
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Configuring inter-branch transfers for your company

Use the Company Options - IBT section to configure your company for transfers of stock
between sites.

Through the Portal, you can control how many layers of authorisation is required for inter-
branch transfers. Higher levels of security adds more authentication steps to the process.

Level 1

At the simplest level, the Portal moves the stock from one site to another when the inter-
branch transfer request from the receiving site is finalised. There is no input or authorisation
from the site sending the stock. This level assumes the same person controls both sites, and
is simply reallocating stock.

Receiving Stock-on-
Site ‘ Create stock » hand
transferrequest updated.
Level 2

At the intermediate level, the receiving site creates an inter-branch transfer to request stock
from the sending site. When the request is finalised, the sending site must record how much
stock they are actually sending to the receiving site. When this stock transfer from the
sending site is finalised, the Portal moves the stock.

Receiving Supplying

Site . Create stock ‘ Site
transferrequest
Stock-on-
hand ‘ ‘ Create stock ‘
updated. supply

Level 3

At the most secure level, the receiving site creates their inter-branch transfer to request
stock. The sending site receives the request and creates their transfer record of how much
stock they are sending. The receiving site records how much stock they actually received
from the sending site. When the receiving site has finalised this stock receipt, the Portal
moves the stock.
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Opening the Company Options - IBT section
To open the Company Options - IBT section:

= Company
1. Press Lj

2. Press Company Maintenance > Company Options.

= . " \
? Home @ Sales S Customers [ Products B vision 41 Company | 4 History (3 Suggestions

.| Company Maintenance » | £t Detalls

| Ledger / Cash Book * | ] Companies
%3 Franchise Maintenance P |4 Promo Messags

. Fashion Maintenance » @3 Permission Levels

‘u Site » !l? Regions

e Access » w Postal Regien

W Support » | 3% vax editor

B POT Emulator » ||’ Company Options

2 users »|[2 options Report |
4 Industry P || Edt Perod

= Edit CRON
B Edit Screens
EE Image Manager
Z Eds Flash
7 Smash Report
/ Advertising »
4 Batch Report
& Phane App Report
' Alarm Setup
= Twitter Account
#F View Location Type
“ View Brand
‘ View Item Typa
L View Phone Book

B SMS Account
la »

§, SMs 8illing Reports
B sand sMS -
5 Sand SMS

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Company:  Exampss Comgany

| Configuraticn
Group: Portal v

[ Cectim: Artist - ]

Thame value Descrpticn ‘
Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl D Label Set to to match company requiraments

| Catalog Label Cataleg Set to to match company requiremants
Redease Date Label Release Date et 1o 10 match company recuremants

Tike Labal Trle

Set to to match company reguirsmants

-(nm- . .il-‘m‘ "']

4. Select IBT from the Section drop-down list.

The IBT section is displayed.

Options Maintenance

Company! Exampla Company

Configuration

Group! Portal -

Sacton: 18T
: Allow Sender Fase Set to True to sllow Sender to add tems
| Humbsr Of Processes 1

Set to numbsr of processes for complstion 1->
3

[ Upate | | = Delete |
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Company Options - IBT section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Allow Sender Type True to permit the sending branch to add items to the
transfer.
Number of Select the level of authentication required for inter-branch
Processes transfers.

1 Simplest authentication.
1. Receiving site creates a request.

Stock is moved.

2 Intermediate authentication.

1. Receiving site creates a request.
2. Sending site records what stock is sent.

Stock is moved.

3 Highest authentication.

1. Receiving site creates a request.
2. Sending site records what stock is sent.
3. Receiving site confirms what stock is received.

Stock is moved.
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Configuring inventory options for your company

Use the Company options - Inventory screen to control how inventory is managed in a
company. These settings apply to all sites within a company.

Opening the Company options - Inventory screen

To open the Company options - Inventory screen:

1. Press M Froducts jn the main menu bar.
2. Press Inventory > Administration > Company options.

'E_‘ Home ™ Sales B Customers B Products | &3 vision ] Company 4 History ¥ Suggestons
ll.‘: Suppliers » '
iﬁ_’ﬂvm.t.ll_v_ » l/‘ Administration » j |,c. Company Options
.3 Procurement » . Reports ’ y} Site Oplions
_‘4 Industry » Discounts ’ -k New Item
N & Audit » | & Edit Ttem

# Department Maintenance » | s Price Change (Global)
— i |
¥ Prce Changs (Releass)

W Bulk Price Change
Z" Edit Embedded Barcodes
|l it Manufacture
% Inventory Import
_-ﬁ Pending Imports
3k Rebate Claims Import
W, Edit PLU Group

‘_‘; Edit Groups

The Company options - Inventory screen is displayed.

Options Maintenance
CU"D’\\" Exanpin Conoany
Configuration
Group Portal
Secnon; Inventory
Nama Value Dasnption
Allow Image Fala Sat to allow Invertory Images
Allow Nogatwe GP False Set to True to allow ltems to ba sold kess than
coRt
Mo Generate ftem Numbers Falye S48 to Trus to systam alocate naw Hventory
numbers
Ao Generate tem Prefix Set prefix for Automabe generated item numbers
Cost Inc On Create False Set to true to have coct s Inc of tax on create
wem
Defasx DSD Aag Falia Dalacst To DSD Ttem
Delfanit Disabis Cey Key Flag Faliw Dalauit Desabie Quantty Key Fag -

i Update || == Delete
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Company options - Inventory screen key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press
Mame

Example Field Name

') Update |

Value Description

Example Value |Description of configuration

Configuration

Description

Allow image

Type True to allow images of items to be stored on the Portal.

Allow Negative GP

Type True to allow items to be sold at less than their cost.

Auto Generate
Item Numbers

Type True to automatically allocate unique item numbers for
items added to your inventory.

Auto Generate
Item Prefix

Type the prefix that should be added at the start of automatically
generated item numbers. Leave this field blank to not add any
prefix.

Cost Inc On Create

Type True if your item costs include tax.

Default DSD Flag

Type True if your items are usually purchased directly from the
debtor (Direct Supply form Debtor).

If your organisation warehouses supplies and requires companies
to purchase items from a central warehouse, type False.

Default Disable Qty
Key Flag

Type True to disable the Point of Sale quantity key by default.
For example, if most of your items are sold by weight. This
setting can be overridden for individual items.
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Configuration

Description

Default Discount
Flag

Type True to permit discounts for items by default.

Default Discount
Max

Type the default maximum percentage that items can be
discounted. This can be overridden for individual items.

Default Max SOH

Type the maximum stock on hand amount for all items. This can
be overridden for individual items.

Default Min Order
Qty

Type the minimum quantity to be used when ordering items. This
can be overridden for individual items.

Default Model
Stock

Type the default Target Model Stock (Days) to be used for items,
which determines the number of days' worth of stock you want to
maintain. See Inventory Management - Stock Control tab.

Default Pack

The default number of items included when items are combined
in a pack.

Default Reorder
Point

The default stock on hand level that triggers reordering items.
This can be overridden for individual items.

Default Reorder

Qty

The default number of items to reorder. This can be overridden
for individual items.

Default
Replenishable Flag

Type True if your items can usually be reordered or replenished.
This can be overridden for individual non-replenishable items.

Default Send To
Terminals Flag

Type True if most of your items should be available to be sold
via the Point of Sale.
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Configuration

Description

Default Size Type the default size of your items. This can be overridden for
individual items.

Default Tax Type True if your item prices usually include tax. This can be

Inclusive overridden for individual items.

Default Tax Rate

Type the default tax rate for items.

Default Use By
Days

Type the default number of days a perishable item can be kept,
printed on labels. This date is calculated from the date the label is
printed, and can be overridden for individual items.

Enable Artist
Information

Type True to store artist information for items.

Note: The label used for Artist Information can be overridden
for your company.

Enable Colour
Information

Type True to store colour fashion and brand information for
items.

Enable Cost Plus
Pricing

Type True to allow the portal to automatically calculate item
prices based on the item cost plus a set amount or percentage.

Enable Extra
Information

Type True to store additional information from the warehouse
about items such as Fashion variants, etc.

Note: The field names of the extra information depend on your
Portal configuration.

Enable Ingredients

Type True to store ingredient and nutritional information about
items.
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Configuration

Description

Note: This information is not required for item creation, even
if this configuration is enabled.

Force Firstcase

Force the first letter of each word in the item description to be
upper case.

Force Lowercase

Force all letters in the item description to be lower case.

Force Uppercase

Force all letters in the item description to be upper case.

IGA Supplier Type your allocated IGA supplier number to be used for IGA
imports.

Image Height Type the maximum height in pixels of item images.

Image Width Type the maximum width in pixels of item images.

Level 1 Cost Plus
Fixed

If cost-plus pricing is enabled, type the fixed amount to be added
to the standard (retail) pricing level.

Level 1 Cost Plus
Percentage

If cost-plus pricing is enabled, type the percentage of the cost to
be added to the standard (retail) pricing level.

Level 2 Cost Plus
Fixed

If cost-plus pricing is enabled, type the fixed amount to be added
to the level 2 pricing level.

Level 2 Cost Plus
Percentage

If cost-plus pricing is enabled, type the percentage of the cost to
be added to the level 2 pricing level.
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Configuration

Description

Level 3 Cost Plus
Fixed

If cost-plus pricing is enabled, type the fixed amount to be added
to the level 3 pricing level.

Level 3 Cost Plus
Percentage

If cost-plus pricing is enabled, type the percentage of the cost to
be added to the level 3 pricing level.

Level 4 Cost Plus
Fixed

If cost-plus pricing is enabled, type the fixed amount to be added
to the level 4 pricing level.

Level 4 Cost Plus
Percentage

If cost-plus pricing is enabled, type the percentage of the cost to
be added to the level 4 pricing level.

Level 5 Cost Plus
Fixed

If cost-plus pricing is enabled, type the fixed amount to be added
to the level 5 pricing level.

Level 5 Cost Plus
Percentage

If cost-plus pricing is enabled, type the percentage of the cost to
be added to the level 5 pricing level.

Recalc Cost

Type True if you want the Portal to automatically recalculate all
item costs if the Tax Included / Excluded flag is changed.

Show Margins

Type True if you want to be able to view profit margins on items
in the Pricing tab of Inventory Maintenance. See Inventory
Management - Pricing tab.

Supplier Required

Type True to require a supplier for each created item.

Update Kit Cost

Type True if the cost of a kit should be automatically calculated
by the cost of the component items. Type False if you want to
update the kit cost manually.
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Configuration Description
Use SOH For Type True to use stock-on-hand for label counts when
Labels generating individual labels for items.
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Configuring your company to use Metcash

Use the Company Options - Metcash section to configure your company to use a Metcash

account.

Opening the Company Options - Metcash section

To open the Company Options - Metcash section:

Company
1. Press L

2. Press Company Maintenance > Company Options.

Q Home @ Sales S Customers [ Products % Vision | ﬂ Company l

4 Hatory (3 Suggestions

&k Edit Details -

| Ledger / Cash Book »
4 Franchise Maintenance b
% Fashion Maintenance »
15 site »
= Access »
& Support 4
B POT Emulator »
2 users 4
4 Industry »

[l Companies

& Promo Messags
& Permission Levels
!g Regions

E Postal Region

a Tax &ditor

¢

e Options Report
|& Edit Percd

The Artist section of the Company Options screen is displayed.

3. Open the Section drop-down list.

50

£ Edit CRON

B Edit Screens

B8 Image Manager

/" Edit Flash

/” Smash Report

/* Advertising »
%4 Batch Raport

&7 Phane App Report
. Alarm Setup

¢ Twitter Account

44¥ View Location Type
C View Brand

@ View Item Type

L View Phone Book
M SMS Account

{l, SMs 8illing Reports

|| send sms -
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Options Malntenance

Company:  Exampss Comgany .

| Configuraticn
Group: Portal v
[ Cectim: Artist - ]
Thame value Descrpticn ‘
Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl D Label Set to to match company requiraments
| Catalog Label Cataleg Set to to match company requiremants
Redease Date Label Release Date et 1o 10 match company recuremants
Trke Labal Trie Set to to match company reguirsmants

-(nm- . .il-‘m‘ "']

4. Select Metcash from the Section drop-down list.

The Metcash section is displayed.

Company: 'Example Company
| Configuration
Grovp: Portad |
Section: Metcash -
Enable Metcash Fales Set t0 True to enable Matcash nterface -
Host Support H5599701 Set to Metcash Host Support
| Mailbox 59900701 Set to cur Meteash maibox 10
{mm Customer 12345678 Set to Metcash Customer Number
| Metcash POT 1234567690 Set to POT Ident for Metcash interface
| Matcash State 04 Set to Metcash State Code
] Metcash Suppher 1 Set to cur Metcash Supplier Code
| Partner ULTIROST Set to Metcash Trading Partner 10
| Passwors ULT1POS2 Set to Metcash Custy Password
| #llar 10 o Sat to Metcash Sllar 10
| ‘lUﬂL https://testsernces. metcash com/hssservice/1C Set to Metcash URL
|5 oM, _Tree __Set to Trua to anable XML Transmissicn ad |
'@ Update | | wm Delete |
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Company Options - Metcash section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Enable Metcash ~ Type True to set the Portal to use the Metcash interface with

suppliers.
Host Support Type your Metcash host support number.
Mailbox Type your Metcash mailbox ID number.
Metcash Type your Metcash customer or account number.

Customer

Metcash PDT Type your PDT identification code for the Metcash interface.

Metcash State Type your Metcash state code.

Metcash Type your Metcash supplier code.

Supplier

Partner Type your Metcash trading partner's ID code.
Password Type your Metcash customer account password.
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Configuration Description

Pillar 1D Type your Metcash pillar ID.

URL Type the Metcash URL you want the Portal to send Metcash requests
to.

Use XML Type True to use XML for Metcash transactions.

Note: It is recommended to set this to True. If False, the Portal
uses the previous text interface of Metcash which has been
discontinued.
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Configuring pallets for your company

Use the Company Options - Pallet section to configure how your company uses pallets
when receiving or invoicing stock.

The pallets feature allows you to scan barcodes that encode the item code, weight or
quantity, price, use-by date and manufacturer in a serial number. This can be used to track
the carton through your inventory and note expired or lost cartons.

Opening the Company Options - Pallet section

To open the Company Options - Pallet section:

i Company
1. Press i com .

2. Press Company Maintenance > Company Options.

/.\ Home M Sales d? Customers B Products &= Vision 4 Company 4~ History % Suggestions

Jr pany M ance » b Edit Details

| Ledger / Cash Book >

% Franchise Mantenance »

Y. Fashion Maintenance »

12 site » B pegione

w ACCess » 48 postal Region
Support » | 3% Tax editor

B POT Emulator » |~ Company Options
ﬁ‘ Users » - ;zlljui—:L._v'. .
23 Industry 4 Edst Penrod
. et CRON

B Edit Screens

B Image Manager
Edst Flash
mash Report
J Advertising »
Bat

The Artist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Compatyy:  Examgss Comgany

Configuraticn

Group: Portal v
[ Section Artist - ]

Thame e  Descrpten
Artist Labsd Artist Sat to to match company requinsments
0 Labsl Labsl CD Label Set to to match compPany requiremants
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date Set to 1 match company reguiremants
Tk bl Trle Set to to match company recuiremeants

-

€@ Undats | =Dt |

4. Select Pallet from the Section drop-down list.

The Pallet section is displayed.

Company: E=zample Company
Configuration
Group: Porta *
Section: Pallet
|Enabls Falos Set 10 enalie Palet mode POT Racatving /
{ Inveiong
| Max Length 50 Set to Max fength of Carton number
| Winite OFf Account 1 Set to (o the Write Off Account number for
Expired of Lost cartons
'3 Updste | | we Delete ]
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Company Options - Pallet section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Enable Type True to use the Pallet mode when receiving or invoicing using
aPDT.

Fixture Type the unique code for the fixture that stores your receipted items.

GTIN Length Type the number of digits used in the item's Global Trade Item
Number (GTIN).

KG Type the number of kilograms per carton for use in purchase orders.
Kilograms ordered are converted into number of pallets during the
order process.

Max Length Type the maximum number of digits in a carton scan number.
Cartons with a number longer than this are rejected by the Portal as
incorrect.

Must Be Type True to require a pallet to be received before it can be

Received dispatched.

Write Off Type the ledger code or account number to be used when writing off

Account expired or lost cartons.
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Configuring your company for PDI

Use the Company Options - PDI section to configure your company to use the Portal Data
Interchange to speed up your purchasing and receipting workflow with other companies that
also use the Portal. See Using the Portal Data Interchange (PDI).

Opening the Company Options - PDI section
To open the Company Options - PDI section:

i Company
1. Press c .

2. Press Company Maintenance > Company Options.

Prome Msaies B customers B Products B vision | 4l Company 4 History (3 Suggestions
|| Company Maintenance » | £dt Detal
_; Ledger / Cash Book v i Companie
% Franchise Maintenance P | 4 Pronm 855308
£ Fashion Maintenance » @ Perm sve
15 site » QU Regions
w ACCess » 48 postal Reg
Support » | % Tax Edit
8 POT Emulator » |~ Company Options
.'1'.'. Users » -A_‘u_n :;L;l! )
21 Industry 4 Edst Perod
= Edit CRON

£ Edit Screens
B Image Manager

2 Eds Flash

mash Report

/s Advertising »
{i Batch Report
& Phane Report
' Alarm Setu

itter A nt

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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4. Select PDI from the Section drop-down list.

58

Options Malntenance

Compatyy:  Examgss Comgany

Configuraticn

Group: Portal v
[ Section: Artist - ]

Rarme ke
Artist Labsd Artiat
0 Labsl Labsl CD Label
Catalog Label Cataleg
Redease Date Label Release Date
Tk bl Trie

Sat to to match company requinsments
Set to to match company requiramants
Set to to match company requirements
Set to 1 match company reguiremants
Sat to to match company requinemants

-

€@ Undats | =Dt |

The PDI section is displayed.

Company: E=zample Company

Configuration

Grovp: Porta v
Section: oL

Name vae
| Cross Reference Racagt True
| Use RRP on Order Falss

Set to enable POI Receiving 1o use Supplher

Cross Reference

Set to enable PDI to use Current RRP on
Receiot of 3nd order
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Company Options - PDI section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Cross Reference Type True to use supplier cross reference codes when creating
Receipt receipts using the Portal data interchange.

Use RRP on Order  Type true to use the recommended retail price when generating
customer orders and stock receipts using the Portal data
interchange.
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Configuring the price matrix for your company

Use the Company Options - Price Matrix section to configure item and supplier cost-to-sell
price matrices for your company.

Opening the Company Options - Price Matrix section

To open the Company Options - Price Matrix section:

i Company
1. Press c

2. Press Company Maintenance > Company Options.

'_“\_ Home ! Sales ?— Customers [ Products %% vision _j Company 4 History % Suggestions

A_‘if pany »Haln‘ e ’,1 &} Edit Detatls
| Ledger / Cash Book * | ] Companies
% Franchise Maintenance P | 4 Promo Messags
1% Fashion Maintenance » & Permission Levels
15 site » 48 Regions
b ACCESS » 48 postal Region
4 Support » |38 Tax ditor
8 POT Emulator » ||~ Company Options
& users »|[S options Report
»

24 Industry o Edit Perod
; "‘ Edit CRON

B Edit Screens

B Image Manager

/ Edst Flash

7 Smash Report

/ Advertising »
“4; Batch Report

& Phane App Report
. Alarm Setup

Twitter Account

#b View Location Type
‘ View Brand

i View Item Typa

(L View Phone Book
B SMS Account

lling Reports

and SMS -

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Compatyy:  Examgss Comgany -
Configuraticn
Group: Portal v
[ Section Artist - ]
Name valve  Description
Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl CD Label Set to to match compPany requiremants
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date Set to 1 match company reguiremants
Tithe Labal Trie

Set to to match company recuinsmeants

-

V'GM | ’—M-y

4. Select Price Matrix from the Section drop-down list.

The Price Matrix section is displayed.

Company: Example Company
| Configuration
Grovp: Portad |»
Section: Frice Matrix -
| Automatic Matrix - All stores Fales Set to have the matrix run autcmaticaly in -
| backgrounac at end of Receipt and update all
; stotes
| Cost Inc True Set to True to have Prce matrin caculats 3s
usng 2 Cost Indusive value
]
| Enable Automatic Matrix False Set to have the matrix run automaticaly in
| background at end of Receipt
| Price Matnx Enabled Falss Set to enable Pnce matnx bassd on cost
| Price Matrix Margin False Set £0 True to have Price matrix (HLie 35
; Margn, alse f3lge for madup
| Supplier Price Matrix Enablec Falss Set to anable Supphier Price matnx based on
cost
|63 Update | | w= Delets
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Company Options - Price Matrix section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Automatic Matrix - All Type True for the Portal to update all site's price matrices
stores after receipting stock.
Cost Inc Type True to use a cost that includes GST or sales tax when

calculating price matrices.

Type True for the Portal to update a creditor's price matrices

Enable Automatic after receipting stock from them.

Matrix
Price Matrix Enabled Type True to generate cost-to-sell-price matrices for items
across all suppliers.
Note: Either the Price Matrix or the Supplier Price Matrix
can be configured, but not both.
Price Matrix Margin Type True to use a margin calculation when updating price
matrices.
Type False to use a markup calculation.
Supplier Price Matrix Type True to generate a cost-to-sell-price matrix for items
Enabled per supplier.

Note: Either the Price Matrix or the Supplier Price Matrix
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Configuration Description

can be configured, but not both.
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Configuring promotions for your company

Use the Company Options - Promotions section to configure how your company manages

promotions.

Opening the Company Options - Promotions section

To open the Company Options - Promotions section:

1. Press

_j cCompany

2. Press Company Maintenance > Company Options.

& Home

! Sales ,Q- Customers

Bl Products

& Vvision

.1 Company
|

4 History

% Suggestions

|{a) Comp

y Maint;
u Le:oér / té:h Book
%4 Franchise Mantenance
¥% Fashion Maintenance
18 site

e ACCess

% Support

8 POT Emulator
ﬁ. Users

24 Industry

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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.i Companies

Pt Ve
@ Permission Levels
i Regions

“u Postal Region
&% vax editor
|- Company Options

b~ Optians Report
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o Edit Perod
"3 Edit CRON
£ Edit Screens
B Image Manager
Z Edst Flash
7 Smash Report
/ Advertising »
“4; Batch Report
& Phane App Report
. Alarm Setup
" Twitter Account
#b View Location Type
3 View Brand

L View Phone Book

Item Typa

SMS Account
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Options Malntenance

Compaty:  Exampss Comgany

Configuraticn
Group: Portal

[ Section: Artist - )

Name value ‘Descrption
Artist Labsd Artist Sat to to match company requinsments
D Labsl Labst CD Label Set to to match company requiraments
Catalog Label Cataleg Set to to match company recuremants
Redease Date Label Release Date Set 1ot match company reguremeants
Tike Labal Trle Set to to match company requirsmants

4. Select Promotions from the Section drop-down list.

The Promotions section is displayed.

Company: Eszample Company

Configuration

Grovp: Poeta

Section: Promotons

Name vaue sagten
| Rebate GST Rate 10 Set the rate of GST/Tax for promaotion

vouchars
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Company Options - Promotions section key fields and buttons

ﬂu'pdate

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Rebate GST Rate Type the GST or tax percentage for promotion vouchers.
For example, if the tax rate is 10%, type 10.
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Configuring purchase orders for your company

Use the Company Options - Purchase Orders section to configure your company for
creating and managing purchase orders of items.

Opening the Company Options - Purchase Orders section

To open the Company Options - Purchase Orders section:

5| Company
1. Press =

2. Press Company Maintenance > Company Options.

ﬂ_‘\ Home ﬂ Sales _@. Customers [l Products &3 vision ,_é Company 45 History (% Suggestions
.| Company Maintenance » | | * Edit Details
[\-] Ledger / Cash Book » | £ Companies
'-._, Franchise Maintenance » |& Promo Message
% Fashion Maintenance » & Permission Levels
ﬂ Site 4 E_F Regions
= Access » |85 postal Region
= Support 4 QSTax Editor
[® POT Emulator » | .} Company Options
A users » |y Options Report
(2] Industry » | ¢, Edit Period

[£2 Edit CRON

B Edit Screens

& Images Manager
#° Edit Flash

& Smash Report

#° Advertising »
425 Batch Report

[E7 Phone App Report
Q Alarm Setup

= Twitter Account
28 View Location Type
@& view Brand

ﬁ View Item Type

L} View Phone Book
B sMs Account

[, sms Billing Reports

2 Send SMS >

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Maintenance

RGNV A ASMS DN

Company: Esample Comoany

| || Title Label

Copfiguration
Group: Dut:l -
! [Scmon: Artist | = ]
Artigt Label Artist
CD Label Label CD Labed
‘ | Catalog Labed Catalog
\ | Release Date Label Releate Date
Tiie

Set to to match company requiremants .
Sat to to match company requirgments
Set to to match company requiremaents
Set to to match company requirements
Sat to to match cornpany requirements

@ Updste || == Delete |

4. Press Purchase Orders from the Section drop-down list.

The Purchase Orders section is displayed.

Company: Exampe Lompany

Configuration

Group: Portal
Secton: Purchase Orders
| Controled PO

| Enatie Display Currency

| Enable Order Shadng

| Inveica Enatsa Tep / Bottom Headers
| Invoice Letterhead Gap

|Lope

| Loge Enatde

| Logo Posmon

| Loge Wih
| Packs
| Sales Only for Automatcs

| Show Item

False

Faise

False

Frize

200
Faise
Filse

Descrigtion [
Set to Force Head Office Verification of Purchase
Order '
Se¢ to enabie the Printed Order to have

currency symbols withe statement

et to enable the prnted order to be alemated
shading

Sat to snabie the prnted order to have top and
battom headers

Set to enable the debtor Invoce to have ares at
100 for Letterhead in mm

Sat logo for printed crder
Sen to enable the prnted order to use # logo

Set justification of Jogo In statement / involce O
= laft, | = centre, 2 = nght

Sat wath of logo on prnted ordar
Sat to allow user sxpand order to full packs
Sat to only have the Replacemant By Sales
Option

Set to enable the Prnted Order to show tem
numbsrs -

[ Undate | (== Delets |
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Company Options - Purchase Orders section key fields and

buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | @ Update |

Mame

Example Field Name

WValue

Description

Example Value | Description of configuration

Configuration

Description

Controlled PO

Type True to require purchase orders to be authorised before they
can be finalised.

Enable Display
Currency

Type True to display currency symbols on the purchase orders.

Enable Order
Shading

Type True to shade every second row of the printed purchase
order.

Note: When enabled, this option increases the amount of ink used
when printing purchase orders.

Invoice Enable Top
/ Bottom Headers

Type True to use a header and footer on the printed purchase
order.

Invoice Letterhead
Gap

Type the number of millimetres to leave as a gap at the top of the
page for a letterhead.

For example, if your letterhead is 1.5 cm tall, and you want a 3
mm gap after it before the purchase order starts, type 18.

Logo

Type the name of the logo to print on the printed purchase order.
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Configuration

Description

Logo Enable

Type True to use a logo on the printed purchase order.

Logo Position

Type the justification of the logo on the printed purchase order.

0 left-justified.
1 centered.
2 right-justified.

Logo Width Type the width of the logo in pixels.
Packs Type True to automatically convert an order to full packs.
For example, if an item is supplied in packs of 6, a purchase order
of 5 units is automatically expanded to 1 pack of 6 units.
This is different to ordering and receiving exclusively in packs,
where the Portal multiplies all order quantities by the pack
amount, rather than ordering individual units. See Configuring
packs for your site on page 159. Also see Inventory Management -
Details tab.
Sales Only for Type True to have the Portal automatically manage procurement
Automatics on a sell-on-order-one basis.
Show Item Type True to display item codes on the printed purchase order.
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Configuring requisition options for your company

Use the Company Options - Requisitions section to configure your company for

Opening the Company Options - Requisitions section

To open the Company Options - Requisitions section:

| Company
1. Press “:l

2. Press Company Maintenance > Company Options.

f(‘\. Home ! Sales _9- Customers [l Products %% vision .i Company ;

.| Company Maintenance » | &% Edit Details

4 History (3 Suggestions

| Ledger / Cash Book * | i Companies
%3 Franchise Maintenance P | 4 Promo Messags

. Fashion Maintenance » @3 Permission Levels

‘u Site » w Regions
b ACCess » W Postal Region
¥ Support » |3 Tax ditor
B POT Emulator » ||’ Company Options
2 users »|[3 Options Report
2 Industry P || Edt Perod
B "'} Edit CRON

B Edit Screens

Bl Image Manager

Z Eds Flash

7 Smash Report

/ Advertising »
i Batch Report

& Phane App Report
. Alarm Setup

' Twitter Account

#b View Location Type
“ View Brand

‘ View Item Type

L View Phone Book

¥ oM

B SMS Account

¥, SMS 8illing Reports
[ Send SMS S,

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Company:  Exampss Company

| Configuraticn
Group: Portal -
[S.:tim: Artist - ]
[Name value Descrpticn .
Artist Label Artiat Sat to to match company requinsments |
0 Labsl Labs! CD Label Set to to match company requirameants
‘l:x.llooubd Cataleg Set to to match company requiremeants
‘Lkdeoum(ew Release Date et 1o 10 match company recuremants
| Tike Label Trie Set to to match company reguirsmants

4. Select Requisitions from the Section drop-down list.

The Requisitions section is displayed.

Company: Ezample Comoany

Configuration !

Groug: {Portal -

Section: ﬂn.uwm v

hame; .. [Yakse Deserpuon

Allow Cost Edit True Set to sllow user to aver rids Cost |

Auto PO True Set to create a PO on finalisstion '

]Cmtrolhd Requisticn False Set to Force Head Office Venficaticn of

| Recuistion Order

Default Supplier 1 Set to suppler numbet where supplier
number not present

Enable Display Currency False Set to enable the Frinted Order to have
currency syrmnbols within statement

Enable Order Shading Fals= Set to enabie the prmtad crder to be
alternated shadng

Grouwp PO True Set to enable Combmed Purchase Orcer
QEneraton

Invaice Enable Top / Bottom Headers True Set to enable the printed order to have top
and bottem haaders

Invoice Letterhead Gap 0 Set to enable the cebtor Invoice to have ares
a top for Letterhanad in mm

Loge pojee Set [ogo for printed order

Logo Enable False Set to enable the printed crder to use a logo

Logo Positicn 1 Set justification of logo in statement / mvoice
0 = left L = centre, 2 = nght

| | Logo Wickh 100 Set wickth of logo on printed order
Obey Credt Lime Falsa Set to force credt dmits to be enforced

IGW:H,‘-'WY
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Company Options - Requisitions section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Allow Cost Edit Type True to allow operators to override an item cost when
creating requisitions.

Auto PO Type True to automatically convert finalised requisitions into
purchase orders.

Controlled Requisition  Type True to require requisitions to be authorised by head
office before they can be finalised.

Default Supplier Type the supplier number of the supplier to use as the default
supplier.

Enable Display Type True to display currency symbols on the printed

Currency requisition.

Enable Order Shading  Type True to shade every alternate row of the printed
requisition for easier reading.

Group PO Type True to combine requisitions from multiple sites into a
single group purchase order.

Invoice Enable Top / Type True to display headers and footers on the printed
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Configuration

Description

Bottom Headers

requisitions.

Invoice Letterhead
Gap

Type the number of millimetres to leave as a gap at the top of
the page for a letterhead.

For example, if your letterhead is 1.5 cm tall, and you want a 3
mm gap after it before the purchase order starts, type 18.

Logo

Type the name of the logo to print on the printed requisition.

Logo Enable

Type True to use a logo on the printed requisition.

Logo Position

Type the justification of the logo on the printed requisition.

0 left-justified.
1 centered.
2 right-justified.

Obey Credit Limit

This configuration is no longer in use.

Obey Max

Type True to prevent operators from ordering units of an item
that would exceed the item's maximum stock-on-hand.

For example, if the stock-on-hand of an item is 15 units and
the maximum is 50 units, an operator would not be permitted
to order more than 35 units.

Show ltem

Type True to display the item numbers in the requisitions
screen.
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Configuring stock adjustments for your company

Use the Company Options - Stock Adjustments section to configure your company for
using stock adjustments to increase or decrease your stock due to write-offs or found-stock.

Opening the Company Options - Stock Adjustments section

To open the Company Options - Stock Adjustments section:

i Company
1. Press c .

2. Press Company Maintenance > Company Options.

/'\‘ Home f Sales ,g! Customers [ Products %% vision 41 Company ’ 4~ History % Suggestions
.| Company Maint o8 b | 0% Edit Details
___rLedoer / Cash Book *» | ] Companies
%3 Franchise Maintenance P | 4 Promo Messags
5 Fashion Maintenance » @3 Permission Lavels
18 site » 41_2 Regions

- ACCESS » 48 postal Region
Support » |38 Tax Editor
8 POT Emulator *» |~ Company Options
2 users »|[S Options Report
3 Industry b 1| g Edit Perod

q‘ Edit CRON

£ Edit Screens

B Image Manager

J Edst Flash

7 Smash Report

7/ Advertising »
i Batch Report

& Phane App Report
' Alarm Setup

Twitter Account

View Location Type

a

View Brand

@

View Item Typsa

w Phone Book

<
o

s Account

SMS Billing Reports

n ™ .'c( "&.;

wn

w

4 SMS -

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Compaty:  Examass Company

Configuraticn
Group: Portal v

[ Section: Artist - ]

Name alve Descrption
Artist Labsd Artist Sat to to match company requinsments
0 Labsl Labsl CD Label Set to to match compPany requiremants
Catalog Label Cataleg Set to to match company recuremants
Redease Date Label Release Date Set to 10 match company recuiremants
Tithe Labal Trle

Set to to match company reguiremants

€@ Updats | | == Deete |

4. Select Stock Adjustments from the Section drop-down list.

The Stock Adjustments section is displayed.

Options Maintenance

Company! Exampli Company

Configuration
Group! Portal -
Sacton: Stock Adpustmants *
e vaia oecnptin
| Adjustment/\Writeoll as::hlo(;;able Adjustments (1), Write off (2], of
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Company Options - Stock Adjustments section key fields and
buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | @ Update |
Name WValue Description
Example Field Name [ Example Value |Description of configuration

Configuration Description

Adjustment/\Writeoff Type the number corresponding to how you want stock

adjustments to function.

1 Enable the Adjustments screen, which can be used to
increase or decrease stock levels.

Note: Positive adjustment units decrease stock,
negative adjustment units increase stock.

2 Enable the Write Off screen, which can only be used to
reduce stock levels by writing off stock.

3 Enable both the Adjustments screen and the Write Off
screen.
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Configuring stock receipts for your company

Use the Company Options - Stock Receipts section to configure your company for
receipting stock from suppliers.

Opening the Company Options - Stock Receipts section

To open the Company Options - Stock Receipts section:

i Company
1. Press c .

2. Press Company Maintenance > Company Options.

'_“\_ Home ! Sales 9— Customers [ Products %% vision _j Company ’ 4 History % Suggestions
.| Company Maint 8 b | Gk Edit Details
| Ledger / Cash Book * | ] Companies
%3 Franchise Mantenance P | 4 Promo Messaga

1% Fashion Maintenance » & Permission Levels
lll Site » %lv_! Regions

b ACCESS » 48 postal Region

W Support » |38 Tax ditor

8 POT Emulator » ||~ Company Options

& users »|[E Options Report.
24 Industry P || 2 Edit Perod

"‘ Edit CRON

£ Edit Screens

B Image Manager

2 Edst Flash

7 Smash Report

/ Advertising »
“4; Batch Report

& Phane App Report
. Alarm Setup

Twitter Account

#b View Location Type
‘ View Brand

i View Item Typa

(L View Phone Book

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Company:  Exampss Comgany

| Configuraticn
Group: Portal

[ Section Artist - ]

Thame value escrption |

Artist Labsd Artist Sat to to match company requinsments -
0 Labsl Labsl D Label Set to to match company requiraments
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date et 1o 10 match company recuremants
Tk bl Trie Set to to match company reguirsmants

@ Undta || = Ot |

4. Select Stock Receipts from the Section drop-down list.

The Stock Receipts section is displayed.

_OM Maintenance

Company! Exampli Compaty

Configuration

Group! Sortal v

Sactee: Stock Recopts .

| Col Quy Recered St Lo raflect requirements

| Cof Supoly Supphed Set to refiect regquirsments

3 Logo .0 Sat logo for printed Receipt

| Logo Enable Fase Set to enable the panted croer to use 3 kgo
ILowMtw 1 Set justification of ogo n recept O = left. 1 =

| centre, 2 = noght

| Logo width 100 Sat width of logo on printec oroer

i Receptt Enable Top / Bottom Headers True Set to enable the prnted reodpt to have tep

| #nc bottom heacers

| Racei Latterhead Gop ) Sat to anable the printed receipt to have area s
| top for Letterhaad in mm

| Slap Suppher Update false Set to true to not mocfy items current suppler

|G Updte | | = Delite |
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Company Options - Stock Receipts section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Col Qty Type the label you want to display for the stock receipts
column that records how many units of stock you received.

Col Supply Type the label you want to display for the stock receipts
column that displays how many units the supplier sent.

Logo Type the name of the logo to print on the printed stock
receipt.
Logo Enable Type True to use a logo on the printed stock receipt.
Logo Position Type the justification of the logo on the printed stock
receipt.
0 left-justified.
1 centered.
2 right-justified.
Logo Width Type the width of the logo in pixels.
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Configuration

Description

Receipt Enable Top /
Bottom Headers

Type True to use a header and footer on the printed stock
receipt.

Receipt Letterhead Gap

Type the number of millimetres to leave as a gap at the top
of the page for a letterhead.

For example, if your letterhead is 1.5 cm tall, and you want
a 3 mm gap after it before the purchase order starts, type 18.

Skip Supplier Update

Type False to automatically set each item's current supplier
to the supplier in the stock receipt.

Type True to not change the item's current supplier from
stock receipts.
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Configuring tax for your company

Use the Company Options - Tax section to configure the tax and accounting methods the
Portal uses for your company.

Opening the Company Options - Tax section

To open the Company Options - Tax section:

i Company
1. Press c

2. Press Company Maintenance > Company Options.

? Home Q Sales _ﬂ,ﬁ Customers [ Products %% vision _j Company ’ 4 History % Suggestions
.| Company Maint 8 b | b Edit Details
| Ledger / Cash Book * | ] Companies
% Franchise Maintenance P | 4 Promo Messags
T Fashion Maintenance » @ Permission Levels
qu Site » @l_l Regions
e ACCESS » 48 postal Region
Support » |38 Tax Editor
8 POT Emulator » |~ Company Options
2 users »|[E Options Report.
24 Industry P Edit Perod

q Edit CRON

£ Edit Screens
B Image Manager
J Edst Flash

7 Smash Report
/ Advertising »
“4; Batch Report

& Phane App Report
. Alarm Setup

Twitter Account

#F View Location Type
‘ View Brand
G View Item Typa

(L View Phone Book

f SMS Account

Acco
b

i, SMs Billing Reports

The Atrtist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance

Compatyy:  Examgss Comgany

Configuraticn
Group: Portal v
[ Section: Artist - ]

Thame e  Descrpten

Artist Labsd Artist Sat to to match company requinsments
0 Labsl Labsl CD Label Set to to match compPany requiremants
Catalcg Label Cataleg Set to to match company requiremeants
Redease Date Label Release Date Set to 1 match company reguiremants
Tithe Labal Trie

Set to to match company recuinsmeants

-

€@ Undats | =Dt |

4. Select Tax from the Section drop-down list.

The Tax section is displayed.

Company: E=zample Company

Configuration

Grovp: Porta .

Section: Tax

| Use Accrual Mathod Fales Set to enalde Acorual method o false for Cash =

Mathod
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Company Options - Tax section key fields and buttons

ﬂu'pdate

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Use Accrual Method Type True to use Accrual Accounting in the Portal.

Type False to use Cash Accounting in the Portal.
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Configuring supplier types for your sites

The Portal permits two different supplier types:

Warehouse suppliers, where a supplier represents the central warehouse of your
company that sites order and receive from.

Direct supply from debtors (DSD), where a supplier is a separate company that a site
is ordering from directly.

Both types of suppliers use a creditor configured in your Portal, and operate in the same
way. You can configure the Portal to treat them differently:

Some operations may be allowed for one type of supplier, but not for the other.

DSD suppliers may be disabled for sites altogether, so all sites must order from the
company warehouse.

You can configure:

Whether DSD suppliers are available for your company.
See the Hide DSD Flag field in Configuring creditors for your company on page 29.
Which supplier each site should use as the warehouse supplier.

See the Default Warehouse field in Configuring purchase order options for your site
on page 165.

Note: This is configured per-site, not company-wide.

Whether sites can edit the item costs for DSD or Warehouse suppliers.

See the DSD - Allow Cost and Warehouse - Allow Cost fields in Configuring
purchase order options for your site on page 165.

Note: This is configured per-site, not company-wide.

How stock should be receipted from DSD and Warehouse suppliers, including
handling back orders, default receipt types, item cost editing and receiving items that
were not ordered.

See Configuring stock receipting options for your site on page 168.

Note: This is configured per-site, not company-wide.

How stock should be returned to DSD and Warehouse suppliers, including returning
non-active items, and updating creditor totals.

See Configuring stock returns for your site on page 175.
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Configuring item variation labels for your company

The Portal provides three groups of item variation, called Fashion. The default labels used
by the Portal are Style, Colour and Size.

Each group can list any number of options.

Colours
Black
White
Red
Green

Colour and size is related to style. After all your colour, size and style options are defined,
you must specify which colours and sizes are available for each style.

Regularfit Extralength

AMC Convergent IT Portal Documentation 87



Configuring item variation labels for your company

Each item can have a single style selected, and then a single colour and size selected from
the colours and sizes available for that style. Using item variations allows you to view and
group items in particular reports, and also quickly order variations of items using purchase
orders.

To configure your company's item variations, or Fashion:

1. Define the Fashion labels, if you want your Portal configuration to use something

other than Style, Size and Colour.

For example, a food store may use Food Group, Storage (canned, freeze dried, etc)
and Quality (Homebrand, Premium, Organic, etc).

See Configuring item variations for your company on page 90.

Create the Style, Size and Colour options you want. See:
= Creating a style on page 94.
= Creating a size on page 96.
= Create a colour on page 98.
For each style, assign the colour and size options available.

See Linking colours and sizes to styles on page 106.

Also see:

88

Style Edit report on page 109.

Size Edit report on page 111.

Colour Edit report on page 113.Style Maintenance screen on page 115
Style Maintenance screen on page 115.

Style Maintenance (styles) screen on page 118.

Size Maintenance screen on page 122.

Colour Maintenance screen on page 124.
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Configuring additional information fields for your
company

You can store custom information for each item in the Information tab of that item's
Inventory Maintenance screen. The Portal uses a default set of labels, but you can define
whatever labels best suits your needs. There are several text fields and a date field that you
can customise to suit your inventory needs. When you customise these labels, all reports
and maintenance screens use your chosen label.

Note: These labels apply for all items in your inventory, and cannot be specified on a
per-item basis. This documentation uses the default Portal labels.

To configure the additional information field labels, use the Artist area of Company
Maintenance.

See Configuring artist properties for your company on page 22.
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Configuring item variations for your company

Use the Company Options - Fashion section to configure your company's item variations.
Choose up to three categories that the same item can vary, such as a specific fit or cut, a
size or colour. You can configure the Portal to rename these three categories as needed, and
configure them to contain whatever variations you need. See Configuring item variation
labels for your company on page 87.

Note: Item variations are not the same as item options. Item options are used to include
additional optional features with items at the time of sale, such as adding a special logo
to a t-shirt. Item variations are variants on the item that can't be changed at time of sale,
such as the size of a t-shirt, or its colour. For more information on item options, see
Managing item options and modifiers.

Note: The terms colour, size and style are used in this documentation because they are
the default terms of the Portal. You can configure the Portal to use the terms that best fit

your inventory variants.

Opening the Company Options - Fashion section

To open the Company Options - Fashion section:

1 Press £ Company

2. Press Company Maintenance > Company Options.
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ﬁ} Home Q Sales .9- Customers i Products @ Vision h‘a Company | 45 History (% Suggestions
.| Company Maintenance » | | Edit Details
[) Ledger / cash Book » | £} Companies

i Franchise Maintenance »

%) Promo Message

f;J Fashion Maintenance » @ Permission Levels

@ Site 4 ﬂ Regions

= Access 4 ﬂ Postal Region

(=) Support 4 @Tax Editor

[® POT Emulator » | .2 Company Options
& Users » | |2 Options Report
(4 Industry » |2 Edit Period

[£2 Edit CRON

B Edit Screens

Image Manager

/” Edit Flash

/° smash Report

/° Advertising »
425 Batch Report

[& Phone App Report
' Alarm Setup

& Twitter Account

[a2¥ View Location Type
@ view Brand

‘ View Item Type

L) View Phone Book

@ SMS Account

[, sms Billing Reports |
|, send sms -

The Artist section of the Company Options screen is displayed.

3. Open the Section drop-down list.
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92

Company: 'Esample Comaoany

Configuration
Group: Portal
[ Section: Artyst - ]
|Name Vaiue
Artigt Label Artist
| €D Label Label €O Labe!
| Catalog Labet Catalog
| Anlease Date Label Release Date
| Titfe Label Thie

Desription 7

Set to to match company requiremants &
Sat to to match company reguirgments

Set 1o to match company requiremaents

Set to to match company requirements

Sat to to match cornpany requirements

4. Select Fashion from the Section drop-down list.

The Fashion section is displayed.

Company: Exampe Lompany

Configuration

Group: Portal -

Secton: Fashion

| Colowr Label Coleur

| Date Labed Oate of Pelease
| Pattern Label Pattern
| Size Label Sze
| Style Label Style

Oescrstion

Set to to match company reguaements
Set to to match company requirements
Set to to match company requrements
Set to to match company requitertents
Set to to match company reguirements
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Company Options - Fashion section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press

Mame

') Update |

Value Description

Example Field Name [ Example Value |Description of configuration

Configuration

Description

Colour Label Type the label to use for a secondary item variation category in the
Value field. An item can have one colour selected from a set you
configure.

See Create a colour on page 98.
Date Label Type the label to use for the item's date information in the Value field.

For example, date of release, date of design.

Pattern Label

Type the label to use for the item's pattern description in the Value
field. This is a descriptive text field for the item.

Size Label Type the label to use for a secondary item variation category in the
Value field. An item can have one size selected from a set you
configure.

See Creating a size on page 96.
Style Label Type the label to use for the primary item variation category in the

Value field. An item can have one style selected from a set you
configure.

See Creating a style on page 94.
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Creating a style

Create a fashion style so that you can assign style, size and colour variations to items.

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal
default labels. See Configuring item variation labels for your company on page 87.

To create a style:

1. Press

2. Press Fashion Maintenance > Style Report.

B Home @™ sales

L_;] cCompany

in the main menu bar.

ﬂ Customers [l Products

The Style Edit Report is displayed.

ASd Report to Faveuntes

Style Edit Report

Description

Creats New Style Referance

~ a0
Extra lenath i the torso
Hangs %oose from tha bo

3. Press Create New Style Reference.

ASd Report to Faveuntes

Style Edit Report

Description

“rrcar; New Style Referance ]

Fits chose to the b

Extra length in the torse

Hangs oose from the

Ragular fit

The Style Maintenance screen is displayed.

94

&3l vision

__j Company

44 History

% Suggestion:

_j Company Maintenance »
|| Ledger / Cash Book >

i Franchise Maintenance »

1% Fashion Maintenance »

4 Colour Report

410 site »

'ﬁ* Size Report
‘6 Style Report

== Access 4
) Support »
B PDT Emulator 4
‘ﬂ, Users »
(2 1ndustry 4
Reference
Flte:
Long 12
Cse
ReQuiar
Reference
Fitned
Long Tors
ocse
RegQuiar
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Style Maintenance

Mame

Style:

Style Description:

Company: Example Company

' Save | | ) Reset |

4. Type the name of the style in the Style field.

Type a short description of the style in the Style Description field.

6. Press |ﬂ|

The style is created.
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Creating a size

Create a fashion size so that you can add style and size variations to items.

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal
default labels. See Configuring item variation labels for your company on page 87.

Note: Sizes must be linked to styles before they can be selected for an item. See Linking

colours and sizes to styles on page 106.

To create a size:

1. Press

mﬂ Company

in the main menu bar.

2. Press Fashion Maintenance > Size Report.

A} Home @ sales

ﬁ Customers [l] Products &3 vision

The Size Edit Report is displayed.

Size Edit Report

Descrgtion
Large
Medium
Small

Reference

M

3. Press Create New Size Reference.

Size Edit Report

Descnption
Lage
Madium
Small

Referonce

M

The Size Maintenance screen is displayed.

96

__1 Company

44 History

% suggestion:

__1 Company Maintenance »
| Ledger / Cash Book >

i Franchise Maintenance »

1% Fashion Maintenance  »

4 Colour Report

\g Size Report
% Style Report

48 site »
== Access >
£ Support »
B PDT Emulator »
,R, Users »
J_j Industry >
2
Add 10 Favoutiles
2
Add 10 Favoutties

Creaxte New Sore

Reference

Create New Soe

Reference
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Size Maintenance

MName
Company: Example Company
Size:
Size Description:

Delta Cost:

|k Save | | @) Reset

4. Type the name of the size in the Size field.
Type a short description of the size in the Size Description field.

If the size is more or less expensive, type the negative or positive change in cost in
the Delta Cost field.

For example, if this size is $0.20 more expensive, type .20. If the size is $5 less
expensive, type -5.

7. Press | Save |

The size is created.
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Create a colour

Create a fashion colour so that you can add style and colour variations to items via the

Information tab of that item's Inventory Maintenance screen.

To create a colour:

Company . .
1. Press L in the main menu bar.

2. Press Fashion Maintenance > Colour Report.

@ Home Q Sales ﬁ- Customers i Products @ Vision |§%m&any | 49 History &% Suggestion:

» |'g§ Colour Report

W Size Report
T style Report

ﬁ Company Maintenance »
[l2] Ledger / Cash Book 4
iy Franchise Maintenance »
Site »
== Access »
=) Support »
B POT Emulator »
& Users 4
(2 Industry »
The Colour Edit Report is displayed.

Colour Edit Report »

Descrgtion Refesscce. et

Black Black |

Blue Blue

. i

Red Red

White White

3. Press Create New Colour Reference.

98

e

Create New
Colour Reference
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- >
Colour Edit Report _
Create New
‘| AVOReE -
Descrption Refeerce { Colour Reference
Black Black .
Ble Blue
Purpie Purple
Red Red

White White

The Colour Maintenance screen is displayed.

Colour Maintenance

MName
Company: Example Company
Colour:

Colour Description:

Delta Cost:

i Save | | &) Reset |

4. Type the name of the colour in the Colour field.
Type a short description of the colour in the Colour Description field.

If the colour is more or less expensive, type the negative or positive change in cost in
the Delta Cost field.

For example, if this colour is $0.20 more expensive, type .20. If the colour is $5 less
expensive, type -5.

Note: This is a fixed amount, not a percentage.

7. Press [ 53ve |

The colour is created.
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Editing a style
Edit a fashion style to change its description or name.

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal
default labels. See Configuring item variation labels for your company on page 87.

Note: If you want to change what sizes or colours are linked with a style, see Linking
colours and sizes to styles on page 106

To edit a style:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Style Report.

/'_E Home p!;' Sales 99. Customers [l] Products &3 vision __j Company 44 History ¥ Sugagestion:

_‘j Company Maintenance »
|| Ledger / Cash Book 3

i Franchise Maintenance »

% Fashion Maintenance » |5 Colour Report
{15 site » | g Size Report
= Access » % Style Report
z) Support 4
B PDT Emulator >
‘?& Users 4
JJ Industry »
The Style Edit Report is displayed.
ASd Report to Faveuntes Style Edlt Report
Description Reference
Craats New Style Referance
< X Fne:
Extra length in the torse Long Torso
Hangs ¥oose from the bod cse
Regular fit ReQuiar
3. Press the description of the style you want to edit.
A popup menu is displayed.
| Add Report to Favourites | St}"'e Edit Repﬂrt
Description Reference
Create New Styvle Reference
Eits close to the bade . Fitted
i Edit Style Reference
Extra length in t - Long Torso
Group Colour and Size References
Hangs loose fron-sreewesy 4 Loose
Begular fit Regular
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Configuring item variation labels for your company

The Style Maintenance screen is displayed.

Style Maintenance

Mame

Company: Example Company

Style Reference: | Fitted

Style Description:  |Fits close to the bod

| == Delete | [ [] New | [[] Save | | ) Reset |

5. Type the new information into the fields.
6. Press 53V |

The style is saved.
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Editing a size

Edit a fashion size if you want to change is description or delta cost..

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal
default labels. See Configuring item variation labels for your company on page 87.

Note: If you want to change which styles a size is linked to, see Linking colours and

sizes to styles on page 106.

To edit a size:

i Compan
1. Press -l Comeany

in the main menu bar.

2. Press Fashion Maintenance > Size Report.

/'_E Home p!;' Sales 99. Customers |l Products

The Size Edit Report is displayed.

Size Edit Report

Descrption Reference
Lage L
Medium M
Small S

&3 vision | [ Company 45 History &% Suggestion:

_‘j Company Maintenance »
|| Ledger / Cash Book 3

i Franchise Maintenance »

% Fashion Maintenance » |5 Colour Report

{15 site » | g Size Report
= Access » % Style Report
=) Support 4
B PDT Emulator »
‘?& Users >
JJ Industry »
2
= Creale New Sore
Add 10 Favouriies

Reference

3. Press the description of the size you want to edit.

The Size Maintenance screen is displayed.

102
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Size Maintenance

Mame

Company:
Size Reference:
Size Description:

Delta Cost:

Example Company

L

Large

0

|' == Delete | | ] New | |ﬂ Save | |fi Reset |

4. Type the changes you want to make into the fields.

5. Press |ﬂ|

The size is saved.
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Editing a colour

Edit a fashion colour if you want to change is description or delta cost.

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal

default labels. See Configuring item variation labels for your company on page 87.

Note: If you want to change which styles a colour is linked to, see Linking colours and

sizes to styles on page 106.

To edit a colour:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Colour Report.

/'_E Home p!;' Sales 99. Customers [l] Products &3 vision __j Company 44 History ¥ Sugagestion:

[L-] Ledger / Cash Book

i Franchise Maintenance

_‘j Company Maintenance »

4
»

1% Fashion Maintenance

»

% Colour Report
\g Size Report
% Style Report

48 site »
= Access 4
z) Support 4
B PDT Emulator >
‘?& Users 4
JJ Industry >
The Colour Edit Report is displayed.

Colour Edit Report ol

Description Refesnc e it

Black Black

Blue Blue

Purpie Purpie

Rod Rod

White White

3. Press the description of the colour you want to edit.

The Colour Maintenance screen is displayed.

Create New

Colur Reference
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Colour Maintenance

Mame
Company:
Colour Reference:

Colour Description:

Delta Cost:

Example Company

Black -

Black

0

|' == Delete | | ] New | |ﬂ Save | |fi Reset |

4. Edit the fields you want to edit.
5. Press B S3ve |

The colour is saved.
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Linking colours and sizes to styles

Link sizes and colours to styles in order to select them for item variations. Each style can
have a specific size and colour selection enabled, and colours and sizes can be enabled for
several different styles.

Note: Your Portal configuration may use labels other than Style, Size and Colour. This documentation uses the Portal
default labels. See Configuring item variation labels for your company on page 87.

Note: Colour and size are applied independently within a style. You cannot restrict
colours to particular sizes only within a style, or vice versa.

To link a colour or size to a style:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Style Report.

@ Home @ sales

o . .
@ Customers [l Products &3 vision 1 54 Company 44 History # Suggestion:

’uJ Company Maintenance »
IL_J Ledger / Cash Book 3

|53 Franchise Maintenance »

lf Fashion Maintenance P |'g Colour Report l

:@ Site » | g Size Report
[
== Access » | Style Report
z) Support 4
¥ PDT Emulator »
_.R, Users 4
._AJ Industry >
The Style Edit Report is displayed.
ASd Report to Faveuntes Style Ed|t Report
Description Reference
Creata New Style Referance
Fne
Extra fength in the torse Long Torso
Hangs ¥00se from the bog cs0
Ragular fit ReQuiar

3. Press the description of the style you want to link sizes and colours to.

A popup menu is displayed.

106 AMC Convergent IT Portal Documentation



Configuring item variation labels for your company

| Add Report to Favourites | Style Edit RBPOH

Description Reference
Create New Style Reference
Fits close to the hade Fitted
) Edit Style Reference
Extra length in t - Long Torso
Group Colour and Size References
Hangs loose froni-sreewes Loose
Begular fit Regular
4. Press Group Colour and Size References.
The Colour tab of the Style Maintenance(Style) screen is displayed.
Style Maintenance : Fits close to the body [Fitted]
Colour | Size
Colour Reference Enable Order
Black Black 0
Blue Blue 1]
Purple Purple 0
Red Red o]
White White 0
| Save |
5. Press the Enable field for each colour you want to be available for this style.
6. Press the Size tab.
The Size tab of the Style Maintenance (Style) screen is displayed.
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Style Maintenance : Fits close to the body [Fitted]

Colour | Size

Size Reference Enable Order
Large L o=
Medium M o]
Small S 1]

|' i save |

7. Press the Enable field for each size you want to be available for this size.

8.

108

Press |ﬂ|

The style selections are saved.
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Style Edit report

Use the Style Edit report to create styles for use as item variations.

Opening the Style Edit report
To open the Style Edit report:

% Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Style Report.

@ Home g Sales ﬂ- Customers i Products @ Vision

%c:;mpany 9 History @ Suggestion:

@ Company Maintenance »
|| Ledger / Cash Book »
iy Franchise Maintenance »
% Fashion Maintenance  » ' Colour Report
ﬂ Site 4 ‘ Size Report
== Access 4 ‘ Style Report
‘= Support 4
|8 POT Emulator »
x Users 4
(2 1ndustry 4
The Style Edit Report is displayed.
| naarepert o raveurtes | Style Edit Report
Description Reference
Creata New Style Referance
Eits doge to tha bogy Fitted
Extra fength in the torse Long Torso
Hangs ioose from the body Locse
| Reqular fit Regular
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Style Edit report key fields and buttons

Field Description

| Add Report to Favourites |

Press to add this report to your Portal favourites for easier

access.
Create New Style Press to create a new style.
Reference .
See Creating a style on page 94.
Description The description of the existing style. Press to open the
style.
See Editing a style on page 100.
Reference The name of the style.
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Size Edit report

Use the Size Edit report to view the sizes available to your company and open them to edit.

Note: If you are looking for the screen that allows you to enable colours and sizes for
styles, see Style Maintenance (styles) screen on page 118.

Opening the Size Edit report
To open the Size Edit report:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Size Report.

A_ﬁ Home @ sales B customers [l Products B vision [-1 Company 4 History &% Suggestion:
_j Company Maintenance »
| Ledger / Cash Book >
i Franchise Maintenance »
'ﬁ Fashion Maintenance » |9 Colour Report
15 site » | g Size Report
== Access » W Style Report
z) Support »
B PDT Emulator >
‘?& Users >
_‘_J Industry 4
The Size Edit Report is displayed.
Size Edit Report of
e Create New Sore
Add 10 Favoutiies =

Descnption Raferonce Reference

Large L

Madium M

Small S

Size Edit report key fields and buttons
Field Description

Add to Favourites Press to add this report to your Portal favourites for easier
access.
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Field Description

: Press to create a new size.
Create New Size

Reference See Creating a size on page 96.

Description The description of the existing size. Press to open the size.

See Editing a size on page 102.

Reference The name of the size.
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Colour Edit report

Use the Colour Edit report to view the colours available to your company and open them for
edit.

Note: If you are looking for the screen that allows you to enable colours and colours for
styles, see Style Maintenance (styles) screen on page 118.

Opening the Colour Edit report
To open the Colour Edit report:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Colour Report.

A} Home & Sales jg Customers [l] Products &3 vision __1 Company 45 History &% Suggestion:
__1 Company Maintenance »
[l-) Ledger / cash Book >
i Franchise Maintenance »
% Fashion Maintenance ¥ |'g Colour Report
{15 site » | g Size Report
== Access » % Style Report
z) Support 4
¥ PDT Emulator >
‘R, Users 4
____j Industry »
The Colour Edit report is displayed.
Size Edit Report of
L Creaxte New Sore
Add 10 Favoutiles =
Descrgtion Referonce Reference
Large L
Madium M
Small s
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Colour Edit report key fields and buttons

Field

Description

Add to Favourites

Press to add this report to your Portal favourites for easier
access.

Create New
Colour Reference

Press to create a new colour.

See Create a colour on page 98.

Description The description of the existing colour. Press to open the colour.
See Editing a colour on page 104.

Reference The name of the colour.
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Style Maintenance screen

Use the Style Maintenance screen to create styles for use as item variations.

Note: If you are looking for the screen that allows you to enable colours and sizes for
styles, see Style Maintenance (styles) screen on page 118.

Opening the Style Maintenance screen

To open the Style Maintenance screen:

mﬂ Company

1. Press in the main menu bar.

2. Press Fashion Maintenance > Style Report.

{'._f\ Home @ sales B customers [l Products & vision [ Company 45 History &% Suggestion:

_j Company Maintenance »
[-] Ledaer / Cash Book >

i Franchise Maintenance »

1 Fashion Maintenance » |9 Colour Report
410 site » | g Size Report
= Access » W Style Report
z) Support »
B PDT Emulator 4
,R, Users >
_._J Industry »
The Style Edit Report is displayed.
ASd Report to Faveuntes Sty'e Edlt Report
Description Reference
Creats New Style Referance
0 Fite
Extra length i the torso Lang Torso
Hangs ¥0ose from the bod cse
Regular fit ReQuiar
3. Press the description of the style you want to edit.
A popup menu is displayed.
| Add Report to Favourites | St}”e Edit Report
Description Reference
Create New Style Reference
Fits close to the e . Fitted
) Edit Style Reference
Extra length in t - Long Torso
Group Colour and Size References
Hangs loose froni-ereswey 4 Loose
Begular fit Regular
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4. Press Edit Style Reference.

The Style Maintenance screen is displayed.

Style Maintenance

Mame

Company: Example Company

Style Reference: | Fitted -

Style Description:  |Fits close to the bod

| == Delete | [ [] New | [[] Save | | ) Reset |
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Style Maintenance screen key fields and buttons

Field

Description

Company

The company this style was created under.

Style Reference

The name of the style.

Style Description

A short description of the style.

| = Delete | Delete this style.

[ New | Create a new style.

- See Creating a style on page 94.

i save | Save any changes to this style.

[@l Revert any changes to this style since the last save.
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Style Maintenance (styles) screen

Use the Style Maintenance (styles) screen to link sizes and colours to a style.

Note: If you want to edit the style's name or description, see Style Maintenance screen
on page 115.

Opening the Style Maintenance (styles) screen

To open the Style Maintenance (styles) screen:

il Company . .
: in the main menu bar.

1. Press
2. Press Fashion Maintenance > Style Report.

A_E Home @ sales B customers [l Products & vision [-1 Company 45 History &% Suggestion:

_j Company Maintenance »
|| Ledger / Cash Book »

i Franchise Maintenance »

ﬁ Fashion Maintenance » |9 Colour Report
15 site » | g Size Report
== Access » W Style Report
z) Support »
B PDT Emulator 4
,_8, Users >
_‘_J Industry >
The Style Edit Report is displayed.
A repart to Faventes | Style Edit Report
Description Reference
Craats New Style Referance
Extra length in the torso Long Yorso
Hangs oose from the bod oCse
Ragular fit ReQuiar
3. Press the description of the style you want to edit.
A popup menu is displayed.
|' Add Report to Favourites | St}’|e Edit Report
Description Reference
Create New Style Reference
Fits close to the had. Fitted
) Edit Style Reference
Extra length in t - Long Torso
Group Colour and Size References
Hangs loose fron 7 Loose
Begular fit Regular
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4. Press Group Colour and Size References.

The Style Maintenance (styles) screen is displayed.

Style Maintenance : Fits close to the body [Fitted]

Colour Reference | Enable Order

Black Black | o=
Blue Blue [ ]
Purple Purple | o
Red Red ] ]
White White [ 0

Style Maintenance (styles) screen key fields and buttons

Colour tab

Use this area to enable colours for this style.

Style Maintenance : Fits close to the body [Fitted]

Colour Reference | Enable Order

Black Black ] oD -
Blue Blue ] 0
Purple Purple [l 0
Red Red [l 0
White White ] 0
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Field Description

Colour Name of the colour.

Reference  Reference or description of the colour.

Enable Select to make this colour available in this style.

Order Type an order for the colour to appear in drop-down lists and reports for this
style. Lower numbers appear first.

'fdsave |  Save changes to the style.

Size tab

Use this area to enable sizes for this style.

Style Maintenance : Fits close to the body [Fitted]

Colour || Size

Size Reference Enable Order

Large L 0
Medium M 0
small S

I save |

Note: You must create the sizes before you can enable them. See Creating a size on
page 96
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Field Description

Size Name of the size.

Reference Reference or description of the size.

Enable Select to make this size available in this style.

Order Type an order for the size to appear in drop-down lists and reports for this
style. Lower numbers appear first.

'l save | Save changes to the style.
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Size Maintenance screen

Use the Size Maintenance screen to create sizes for use as item variations.

Note: If you are looking for the screen that allows you to enable colours and sizes for
styles, see Style Maintenance (styles) screen on page 118.

Opening the Size Maintenance screen

To open the Size Maintenance screen:

| Company
1. Press c

in the main menu bar.

2. Press Fashion Maintenance > Size Report.

A_ﬁ Home 8 Sales ﬂ Customers |l Products

The Size Edit Report is displayed.

Size Edit Report

Descnption Referonce
Large L
Madium M
Small S

&3 vision | L Company 45 History &% Suggestion:

_j Company Maintenance »

[-] Ledaer / Cash Book >

i Franchise Maintenance »

'ﬁ Fashion Maintenance » |9 Colour Report
15 site » | g Size Report
== Access » W Style Report
z) Support »

B PDT Emulator 4

‘?& Users >

_‘_J Industry »

2

D Creaxe New Soe
Add 10 Favoutiles o
Reference

3. Press the description of the size you want to edit.

The Size Maintenance screen is displayed.
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Size Maintenance

Mame

Company: Example Company

Size Reference: |[L
Size Description: |Large

Delta Cost: 0

|' == Delete | | ] New | |ﬂ Save | |p Reset |

Size Maintenance screen key fields and buttons

Field Description
Company The company this size was created under.
Size Reference The name of the size.
Size Description A short description of the size.
Delta Cost The difference in price that selecting this size incurs.
|:m] Delete this size.
[T New | Create a new size.

See Creating a size on page 96.

' save | Save any changes to this size.

| @) Reset | Revert any changes to this size.
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Colour Maintenance screen

Use the Colour Maintenance screen to create colours for use as item variations.

Note: If you are looking for the screen that allows you to enable colours and sizes for
styles, see Style Maintenance (styles) screen on page 118.

Opening the Colour Maintenance screen

To open the Colour Maintenance screen:

| Company
1. Press c

in the main menu bar.

2. Press Fashion Maintenance > Colour Report.

A_ﬁ Home 8 Sales ﬂ Customers |l Products

The Colour Edit Report is displayed.

Size Edit Report

Descnption Referonce
Large L
Madium M
Small S

&3 vision | L Company 45 History &% Suggestion:

_j Company Maintenance »

[-] Ledaer / Cash Book >

i Franchise Maintenance »

'ﬁ Fashion Maintenance » |9 Colour Report
15 site » | g Size Report
== Access » W Style Report
z) Support »

B PDT Emulator 4

‘?& Users >

_‘_J Industry »

2

D Creaxe New Soe
Add 10 Favoutiles o
Reference

3. Press the description of the colour you want to edit.

The Colour Maintenance screen is displayed.
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Size Maintenance

Mame

Company: Example Company

Size Reference: |[L
Size Description: |Large

Delta Cost: 0

|' == Delete | | ] New | |ﬂ Save | |p Reset |

Colour Maintenance screen key fields and buttons

Field Description
Company The company this colour was created under.
Colour Reference The name of the colour.
Colour Description A short description of the colour.
Delta Cost The difference in price that selecting this colour incurs.
| =Delete | Delete this colour.
[T New | Create a new colour.

See Create a colour on page 98.

' save | Save any changes to this colour.

| @) Reset | Revert any changes to this colour.
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Managing item types
Managing item types
You can use item types to categorise items however you like for reporting purposes.

See:

= Edit Item Type report on page 133.
= |tem Type report.

= [tem Type Maintenance screen on page 136.
What you can do:

= Creating a new item type on page 127.
= Assigning an item to an item type.

= Editing an item type on page 129.

= Deleting an item type on page 131.
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Creating a new item type

Create a new item type to categorise items for reporting purposes.

To create an item type:

Company
1. Press L

2. Press Company Maintenance > View Item Type.

D rome M sales B customers Bl Products & vision | G \ € ristory (% Suggestions
.| Company Maintenance ¥ |} Edit Detalls
-l Ledger / Cash Book * | ] Companies
W Franchise Maintenance » | @& Promo Message
. Fashion Maintenance » | Permission Levels
485 site * |88 regions
= Access » |88 postal Region
= Support » |3 Yox Editor
B 207 Emulator » | £ cempany Options
2 users ¥ | 53 Options Report
i) Edit Period
% edit CRON
PN Edit Screens

B8 Image Manager

/” Edit Fash Shest

/* Edit Group Sheet

/* Smash Sheet Report

/ Advertizing ’
&, Bateh Report

A Phone App Configuration
& Phone App Report

. Alarm Setup

& Twitter Account

¥ View Location Type

@ View Brand

‘ View ltem Type

L) View Phone Book

& sHs Account

¥, sus Billing Reports

‘ Send SMS
The Item Type Maintenance screen is displayed.
Item Type Edit Report » §
= e s | | aatorammmes | | e

A Year 0 a
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Create New ltem

Type Reference
3. Press

The Item Type Maintenance screen is displayed.

1tem Type Maintenance

—Crxere New  [fd Seve | ) Reser

Type a unique code to identify the item type in the Item Type Reference field.
5. Type a description of the type in the Item Type Description field.

6. Press i .

The item type is created.
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Editing an item type

Edit an item type if you want to change the description.

To edit an item type:

Company
1. Press L

2. Press Company Maintenance > View Item Type.

D rome M sales B customers [l Products & vision - | € rustory (3 Suggestions
|| Company Maintenance ¥ |} Edit Detalls
Ultedger/ Cash Book  »|[] Companies
W Franchise Maintenance P | @) Promo Message
% Fashion Maintenance » | Permission Levels
485 site * |88 regions
0= Access » |88 postal Region
S Support » {3 Yox Editor
B 207 Emulator » | (2 company Optians
£ users ? | 2 Opbions Report

.o Edit Period
[ edit CRON
IP) Edit Screens

B8 Image Manager

/” Edit Flash Shest

/¥ Edit Group Sheet

/* Smash Sheet Report

/ Advertzing ’
iy, Batch Report

A Phone App Configuration
& Phone App Report

. Alarm Setup

& Twitter Account

i View Location Type

@ View Brand

‘ View Item Type

LU} View Phone Book

8 sMs Account

¥, sms gilling Reports

& send sMs
The Item Type Maintenance screen is displayed.
Item Type Edit Report 2 H
Osscnption Reforsece. toms 00 5 e ?:m:;wr;\:

AL Yeur o o
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Managing item types
3. Press the Description of the item type you want to edit.

The Item Type Maintenance screen is displayed.

| Ttem Type Maintenance

Name
Company: Exampla Company
item Typs Raferenca: 01 -
Item Typs Descopticn:  A¥ Yaar

(= owate (e | (G Sove]| (e

4. Edit the Item Type Description field.

5. Press .

The item type is edited.
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Deleting an item type

Delete an item type if you want to remove the item category from your reporting.

To delete the item type:

i Compan
1. Press -l comeany

2. Press Company Maintenance > View Item Type.

/_'1_\ Home W Sales _'?- Customers [ Products & vigion 24 Company ) hustory % Suggestions

| Company Maintenance ¥ £dit Detalls

Ul Ledger / Cash Book | ] Companies
% Franchise Maintenance P | & Promo Messags
¥ Fashion Maintenance » 4 Permission Levels
“F Site » |88 pegions
» Access L4
= Support ’
! £OT Emulator ’ ptian
B users L P
g RO
IS Edit Scree
IS Image Manager
Edit Ras! es
Edit Group Shee

Smash Eheet Report
/7 Advertzing »
Y4y Batch Report

|&"' Phone App Report

' Alarm Setup
A "

§

u(‘

=

The Item Type Maintenance screen is displayed.

Item Type Edit Report ”
Descnption Refersocs lems o S e
M Year (U} Q

3. Press the Description of the item type you want to delete.

The Item Type Maintenance screen is displayed.
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Ttem Type Maintenance

Name
Company; Exampla Company
item Typs Rafsrence 01
Item Typs Descnpticn: Al Yaar
— Dl New ] Save | ) Reser
| = Delete |
4, Press | "= |

The item type is deleted.
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Edit Item Type report

Use the Edit Item Type report to view and open item types for classifying inventory.

Opening the Edit Item Type report
To open the Edit Item Type report:

Company
1. Press L

2. Press Company Maintenance > View Item Type.

D rome M sales B customers [l Products & vision o ‘ € History (9 Suggestions
|| Company Maintenance ¥ | Edit Detalls
Uliedger/ Cash Book  »|[] Companies
W Franchise Maintenance P | @) Promo Message
. Fashion Maint ? | Permission Levels
485 site * |88 regions
O Access » |88 postal Region
S Support » |3 Yax Editor
B 207 Emulator v | £ company Optians
2 users * | 3 Options Report

i) Edit Period
% edit CRON
PN Edit Screens

[ Image Manager

/” Edit Rash Shest

/” Edit Group Sheet

/* Smash Sheet Report

/" Advertizing ’
&, Batch Report

A Phone App Configuration
& Phone App Report

’ Alarm Setup

= Twitter Account

b View Location Type

@ Vview Brand

‘ View ltem Type

LU} View Phone Book

¥ sms Account

¥, sms gilling Reports

& Send sms
The Item Type Maintenance screen is displayed.
Item Type Edit Report » H
e g e 7 | [ aaoramames | |

AL Year o a
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Edit Item Type report key fields

Filters area

Use this area to filter the results shown in the report.

Field Description

Addto F it . . .
| iiimiiciadis Press to add this report to your Portal favourites for easier

dCCess.

Create New ltem Press to create a new item type.
Type Reference
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Report area

This area displays report information.

Note: Not all fields may be displayed at once. Some fields depend on your filter field
selections.

Field Description

Description Description of the item type.

Press to edit the item type.

Reference Unique code identifying the item type.

Items Number of items assigned to this item type.
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Item Type Maintenance screen
Use this screen to create, edit and delete item types for categorising your inventory.

Opening the Item Type Maintenance screen

To open the Item Type Maintenance screen:

i Compan
1. Press -l Comeany

2. Press Company Maintenance > View Item Type.

ﬁ_\ Home ‘ Sales _’8 Customers [ Products & vision j24 Company ) History % Suggestions

_ Company Maint _} Edit Detalls

(.l Ledger / Cash Book | Companies

4 Franchise Maintenance &) Promo Mecsage
ng Site = Regions

W Access % posta Region

= Support N Yax Editor

2, Company Options

e’
:
»
1% Fashion Maintenance » £ Permission Levels
»
»
»
B 20T Emulator ’
’

3, Users s Options Report

. Edit Period
(E% Edit CRON
T‘e Edit Screens
IS Image Manager
/" Edit Rash Shest
Z Edit Group Sheet

Z Smash Sheet Report

/° Advertzing ’
%4, Batch Report
' ’ Phone App Configuration
E‘ Phone App Report
'-’AIN" Setup
= Twifter Account
&Y View Location Type
‘ View Sranc
i View ltem Type
L View Phone Book
¥ SMS Account
¥ sms Billing Reports

& Send SMm
-

The Item Type Maintenance screen is displayed.

Item Type Edit Report 2

AdQ 10 Favourtes Cl&ti‘%\_”e"
Description Refersocs tems Type Reference
Al Yeu o 0

3. Press the Description of the item type you want to edit.

The Item Type Maintenance screen is displayed.
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Ttem Type Maintenance

Name
Company: Exampia Company
item Typs [efsrancs 01

Item Typs Descnpticn: Al Yaar

— Dt New (] Seve | ) Meser
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Item Type Maintenance screen key fields and buttons

Field Description

Company The company the item type relates to.

Item Type Reference Unique code identifying the item type.

Select another item type to edit here.

Item Type Description of the item type.
Description

| = Delete | Press to delete the current item type.
|1 New |

Press to create a new item type.

S .
|ﬁ| Press to save any changes made to the current item type.

1 Reset . .
(R Press to undo any changes made since the item type was last

saved.
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Configuring inventory and procurement for your site

You can configure the way the Portal procurement operates to best suit your site's
processes, including specifying whether a site can purchase items from external creditors, or
only from the company's central warehouse.

See Configuring supplier types for your sites on page 85.
Also see Configuring inventory and procurement for your company on page 5.

Configure the site-specific settings for each site within your company, such as:

Default pricing and price update delays in your inventory.
See Configuring inventory options for your site on page 148.
= Credit limits and workflow of purchase orders.
See Configuring purchase order options for your site on page 165.
= How and where stock may be receipt from.
See Configuring stock receipting options for your site on page 168.
= How stock returns are processed.
See Configuring stock returns for your site on page 175.
= How stock take works.
See Configuring stock take for your site on page 179.
= Filenames and price periods for label printing
See Configuring labels for your site on page 150.
= How item packs operate.
See Configuring packs for your site on page 159.
= Table surcharges, bill splitting and other table service settings, if required.
See Configuring table service for your site on page 182.
= How and when costs are calculated in stock receipts.
See Configuring costs for your site on page 141.
= How creditor contracts operate for your site.
See Configuring creditor contracts for your site on page 144.
= How PDT sales operate for your site.

See Configuring PDT sales for your site on page 162.

The site's Metcash settings.
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See Configuring Metcash for your site on page 153.

= How micro loans work.

See Configuring micro loans for your site on page 156.
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Configuring costs for your site

Use the Site Options - Costs section to configure how your site automatically manages item
costs using stock receipts.

Opening the Site Options - Costs section

To open the Site Options - Costs section:

i Company
1. Press c .

2. Press Site > Control > Site Options.

P Home Mssies B utomers B Products 8B vision | ] Company € aton B Sugoeston

. Company Maintenance *

o Ledger / Canh Book ’
i Francthise Naintenance
T Fashion Maintenance *
l!{s&_u 4 “ Management »
- Access ’ ' Control $I5= Portal X Transfa
Support ) $ Tempersture Setuo
B POT Emulator ’ $. Tempersture Report
2 Users ’ 4" site cptians
o4 Industry ’ ‘ ~ Options Report

45 site Detalls

| ¥ IP Addresses

© nformation

vl Tnformator

=9
1 First Sale
The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chadstone [
| Configuraticn | Ogticos |
Group: Portal -
[s.:m" % [Caghup [ = ]
TName value Deserpticn .
Banking Seperats True Sat to Enable capturarg Banking on its oan - |
| Bind Cashup Cash True Set to trus for bhng cashup Cash Tender
| Bind Cashup Tender 10 Faisa Set to true for bing cashup tander & 10
|| Bind Cashup Tencer 11 Faize Set to true for bing cashup tender = 11
| Biindt Cashup Tender 12 Fakse Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 Falza Sat to true for bind cashup tender = 13
| Bind Cashup Tender 14 False Set to trus for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
| Blind Cashup Tencer 16 Fabse Set to true for bind cashup tencer 2 16
Hind Cashup Tender 2 Falke Sat to true for bind cashup tender = 2
| Biingd Cashwip Tender 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tenclr 4 False Sat to true for bint cashup tender = 4
Bind Cashup Tender 5§ False Set to true for bind cashup tender = §
| Biind Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6
| Blind Cashup Tencer 7 Faiza Set to true for bing cashup tander & 7 ol
| (@ Updats || == Dalete |

4. Select Costs from the Section drop-down list.

The Costs section is displayed.

Site:  Chadstone -

| Configuration | Options

Grovo: Portad |

Section: Costs -

k‘m“ vae. Desergton
| Enable Last Raceipt Cost True Set to Update Last Cost from Recepts per -
| Suppber

| Uze Average Cost True Set to Calculate Maan averags Cost, or dlear to
| use Last Cost
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Site Options - Costs section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Enable Last Type True to update item costs using the cost from the last receipt
Receipt Cost when finalised, or False to not automatically update costs.

Use Average Cost ~ Type True to update the item cost by calculating the weighted
average (mean) cost.

Note: The weighted average is calculated as: Existing Stock-
on-Hand x Old Cost + Received Stock x New cost / Total stock
including received stock.

Type False to use the last receipt cost. Costs are only updated after
receipts have been finalised.
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Configuring creditor contracts for your site

Use the Site Options - Creditor Contracts section to configure how your site manages
creditor contracts.

Opening the Site Options - Creditor Contracts section

To open the Site Options - Creditor Contracts section:

i Company
1. Press c .

2. Press Site > Control > Site Options.

“.7‘ Home ! Soles f, Cuatomers B Products B8 Viaion o Company - oy 2 Sugoeston
. Company Maintenance *
5] Ledger / Cash Book ’
i Franthise Maintenance »
T Fashion Maintenance *
12 Site * 7 Management »
- Access ’ 'Conuol $ o= Portal X Transfar
1SS~ SRR
Support » $ Tempersture Setuo
B POT Emulator »
ﬁ_ Users ’
’

9., Temperature Report

|4 site cpbions

44 Industry ‘ % Options Report

{88 site Detalls

% 1P Addresses
i Contacts

© nformation

g Terr | Tnformatior

=3
1§ First Sale
The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chaastone
| Configuraticn Options_
Group: Portal -
[S.:h'm: [Caghup [ = ]
Tame value Deserpticn .
Banking Seperate True Sat to Enable capturag Aanking on it oan - |
| Biind Cashup Cash True Set to trus for bhng cashup Cash Tendsr
| Bind Cashup Tender 10 Faisa Set to true for bing cashup tander & 10
|| Bind Cashup Tencer 11 Faie Set to true for bing cashup tender = 11
| Biindt Cashup Tender 12 Fakse Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 Faisa Sat to true for bind cashup tender = 13
Bind Cathup Tender 14 False Set to trus for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
Eind Cashup Tencer 16 Fabe Set to true for bind cashup tencer & 16
Hind Cashup Tender 2 Fale Sat to true for bind cashup tender = 2
| Biindd Cashup Tencer 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tenclr 4 False Sat to true for bintt cashup tender & 4
Biind Cashup Tender § False Set to true for bind cashup tender = §
| Biind Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6
| Blind Cashup Tender 7 Faiza Set to true for bing cashup tancer & 7 L
| (@ Updats | | == Dalete

4. Select Creditor Contracts from the Section drop-down list.

The Creditor Contracts section is displayed.

Site:  Chadstone

|
\
| | Configuration | Options

Groups Porta v
Section: Creditor Contracts -
Dafault Expiry 365 Set to number of Gays for contract default =
expey
Enable Contract Dvamice True Set to enable user Lo over nde the contract
THUES
Enable Contracts ) Tree Set to enable Site to e Oredtor Contradts
| Forge Item In Contract - Orders True Set to force the gem to be prasent before
n ?
| || Foros Itam In Contract Reosipts True Set to force the fem to be present in an
unsofioted receipt
Force Ttem 1n Contract Retums True Set to force the fam to be present for s
retm
Show Item True Set to enable usar to view itam number n
| Contract Editor |
| Show X R&f Ttem _True Set to enable user to view Suooker oross hd |

() o
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Site Options - Creditor Contracts section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
Name Value

Description

Example Field Name [ Example Value |Description of configuration

Configuration

Description

Default Expiry

Type the number of days before contracts should expire by
default.

For example, if you contracts usually last one year, type
365.

Enable Contract
Override

Type True to allow Portal users to override contract values.

Enable Contracts

Type True to enable creditor contracts for this site.

Force Item In Contract -
Orders

Type True to only allow items to be ordered when a
contract is in place for that item.

Force Item In Contract
Receipts

Type True to only allow items to be received when a
contract is in place for that item.

Force Item In Contract
Returns

Type True to only allow items to be returned when a
contract is in place for that item.

Show ltem

Type True to display the item code in Contract
Maintenance.
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Configuration Description

Show X Ref Item Type True to display the supplier's code for the item in
Contract Maintenance.

Update Cost of Contract  Type True to update the price of the item in the creditor's
in Receipts contract when the item is received from that creditor.
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Configuring inventory options for your site

Use the Site options - Inventory screen to configure how items are managed on a site-by-

site basis. These settings only affect the selected site.

Opening the Site options - Inventory screen

To open the Site options - Inventory screen:

1. Press M Freducts in the main menu bar.

2. Press Inventory > Administration > Site options.

'_ﬁ_‘Ha-—-xr M sales B Customers l & Products | &3 vision il Company

Lz_‘: Suppliers » |

) History

% Suggestons

' Inventory

» j |,-. Company Options

[1¥ Procurement »  Reports ’
4 Industry » Discounts ’
A Audit ’

# Department Maintenance » | L

9: Site Options

.t New Item

& Edit Ttem

Pnce Change (Global)
‘.* Prce Changs (Relaass)
W Bulk Price Change

Z" Edit Embedded Barcodes

|l it Manufacture

% Inventory Import
#E Pending Imports

3k Rebate

'5_'; Edit PLU Group

Claims Import

W, £dit Groups

The Site options - Inventory screen is displayed.

Options mhng-u:v

S Chadstone

Conhgurabon | Options

Group Portal

Secton Inventory

Name Value Desnpbon

Default Markup S0 Set a5 the default for tems being oested

Pnce Delyy 2 Set to number of davs delay before automatc pnce changes are applied
Scale Label Update S0H Falze Set to enable cale ladels updating Stock on hand
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Site options - Inventory screen key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |

Mame

Example Field Name

Value Description

Example Value |Description of configuration

Configuration

Description

Default Markup

Type the default percentage markup to be used when items are
created.

Price Delay

Type the number of days before Portal price changes are
applied to the Point of Sale.

Scale Label Update
SOH

Type True to update the stock-on-hand when creating scale
labels.
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Configuring labels for your site

Use the Site Options - Labels section to configure how the Portal manages labels printed via
the Label Maintenance screen, including:

= The number of days the Portal looks into the future for pending price changes.
= The number of days the Portal looks into the past for price changes.
= The filenames to use for downloadable item database files.

See Printing labels.

Opening the Site Options - Labels section

To open the Site Options - Labels section:

1 Press il Company

2. Press Site > Control > Site Options.

D Home Msotes B owtomers WP n 8 | Company IOy B Sugoest

_. Company Maintenance *
. Ledger / Cash Book ’
i Franthise Naintenance
T Fashion Maintenance
11 Site Management »
& control pi= afe
Support $ Tempersture Setuo
B POT Emulator 3.7
2 m

o Users 57 Site Cpbans

v ey e ey .

Industry
85 Site Detalls

s IP Addresses

© Information

=]

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chadstone [
| Configuraticn | Ogticos |
Group: Portal -
[s.:m" % [Caghup [ = ]
TName value Deserpticn .
Banking Seperats True Sat to Enable capturarg Banking on its oan - |
| Bind Cashup Cash True Set to trus for bhng cashup Cash Tender
| Bind Cashup Tender 10 Faisa Set to true for bing cashup tander & 10
|| Bind Cashup Tencer 11 Faize Set to true for bing cashup tender = 11
| Biindt Cashup Tender 12 Fakse Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 Falza Sat to true for bind cashup tender = 13
| Bind Cashup Tender 14 False Set to trus for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
| Blind Cashup Tencer 16 Fabse Set to true for bind cashup tencer 2 16
Hind Cashup Tender 2 Falke Sat to true for bind cashup tender = 2
| Biingd Cashwip Tender 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tenclr 4 False Sat to true for bint cashup tender = 4
Bind Cashup Tender 5§ False Set to true for bind cashup tender = §
| Biind Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6
| Blind Cashup Tencer 7 Faiza Set to true for bing cashup tander & 7 ol
| (@ Updats || == Dalete |

4. Select Labels from the Section drop-down list.

The Labels section is displayed.

Site:  Chadstone -

| Configuration | Options

Groups Porta v

Section: Labeis -

Duscard Prices After 15 Set to number of days to s2arch In to futwe =

| for pndng price change

Duscard Prices Bafore 15 Set to number of cays to saarch back for
pendng prce

Filename of Adv Labeis Labeia, aof Set Flename of Labels catabase for
Advertisng

‘lﬁlenime of Itam Labals LabeiT.dof Set Flename of Labels databass for Items

| Filename of Sheif Labels LabelS.aof Set Flename of Labels databaze for Shelf
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Site Options - Labels section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Discard Prices Type the number of days ahead the Portal should scan for global
After price changes when adding items to the label list.

For example, if you want the Portal to add all items that change
price in the next two weeks, type 14.

Discard Prices Type the number of days past the Portal should scan for global
Before price changes when adding items to the label list.

For example, if you want the Portal to add all items that have
changed price in the last week, type 7.

Type the filename of the database file for advertising labels. For

Filename of Adv example, LabelA.dbf.

Labels

Filename of Item Type the filename of the database file for individual item labels.
Labels For example, Labell.dbf.

Type the filename of the database file for shelf labels. For

Filename of Shelf example, LabelS.dbf.
Labels
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Configuring Metcash for your site

Use the Site Options - Metcash section to configure your site to use Metcash distributors.

Opening the Site Options - Metcash section

To open the Site Options - Metcash section:

1. Press

Jj Company

2. Press Site > Control > Site Options.

T Home ™ Sales BB Custoners

B Froducta

%‘ Vision

il Company € satory (3 Sugoestons

o Leager / Canh Book
U Franchise Maintenance

T Fashion Maintenance * |

11 site

| Company Maintenance * |

B Access

W Support

B POT Emulator
R_ Users

44 tndustry

| @ Information

!‘ Terminal Tnformation

ig First Sale

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.

| Options Maintenance

§ Tempersture Setuwo
| §, Temperature Report
|42 siee opbons
! | ~ Options Report
‘9} Site Detalls
& IP Addresses

| L Site Contacts

Site: Chadstone

Blind Cashup Tender 7

Configuraticn  Opfions
Group: Portal .
[Sectm: Cashup ]
Name Value
Banking Seperate True
Bing Cashup Cash True
Bind Cashup Tender 10 Faiza
Bind Cashup Tencer 11 False
Bind Cashup Tendsr 12 Fate
Blind Cashup Tencer 13 Falza
Bind Cashup Tender 14 Falee
Biind Cashup Tencer 15 Fale
Bind Cashup Tencer 16 Faize
Blind Cashup Tender 2 False
Biingd Cashup Tenoer 3 Fake
Blind Cashup Tendaer 4 False
Bind Cashup Tender 5§ Folew
Bing Cashyup Tencer 6 False
Faiza

Descripbion

Sat to Enable capturaig 2anking on its oan
Set to true for bhng cashup Cash Tendsr

Set to true for bing cashup tander & 10
Set to true for bing cashup tender = 11
Set to trus for bhne cashup tencer & 12
Sat to true for bind cazhup tender = 13
Set to trus for bind cashup tender = 14
Set to true for tAng cashup tencer # 15
Set to true for bind cashup tencer & 16
Sat to true for bind cashup tender = 2
Set to true for dhng cashyp tender & 3
Sat to true for bint cashup tender & 4
Set to true for bind cashup tender = §
Set to true for bhng cashup tencer = 6
Set to true for bing cashup tencer & 7

Q m-"

- Dabcte
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4. Select Metcash from the Section drop-down list.
The Metcash section is displayed.

Options Maintenance

Group: POt

Secton! Metcash

fsame vaue Dascription

Auto Insen Fales Sab Sl L0 utomaticly INSerT Pew (tems
Locatier 500 Set the Matcssh Location for the Sge

€3 Update | | w= Delete
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Site Options - Metcash section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Auto Insert Type True to automatically insert new Metcash items from import
into the inventory.

Location Type the Metcash location code that identifies this site, if your Portal
configuration uses locations.
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Configuring micro loans for your site

Use the Site Options - Micro Loan section to configure your site for micro loans.

Opening the Site Options - Micro Loan section

To open the Site Options - Micro Loan section:

=i Company
1. Press = Compeny

2. Press Site > Control > Site Options.

Tﬁn--w Mo BRowtomers B Products BB Viaion il Company

& matory (3 Suggestons
. Company Maintenance * :
o Ledger / Cash Book

U Franchise Maintenance

.

|
ol
!
|

T Fashion Maintenance *

ske v Management »

- Access » & control #5= Portal X Transfer

% Support L | $ Temperature Setup
B POT Emulator » ! §. Temperature Report
& Usens ' 4" site opbns
Jiﬂftﬁ&v ’ : i Dcv'.vm,'\: ’Recor't

{89 site Details
]g,- IP Addresses
L Site Contacts

@ 1nformation

& Terminal Tnformation

‘g First Sale

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.

Options Malntenance

Site:  Chadstone
Configuraticn  Opticns
Group: Portal

[Sectm: Cashup - ]
Name Value
Banking Seperate True
Bing Cashup Cash True
Bind Cashup Tender 10 Faiza
Bind Cashup Tender 11 Faize
Bind Cashup Tendsr 12 Fatse
Blind Cashup Tencer 13 Falza
Bind Cashup Tender 14 False
Biind Cashup Tenoer 1S Fale
Bind Cashup Tencer 16 Faize
Bind Cashup Tender 2 False
Biing Cashaip Tenosr 3 False
Blind Cashup Tendar 4 Fase
Biind Cashup Tender § False
Bing Cashup Tencer 6 Fale
Blind Cashup Tender 7 Faiza

Descripticn
Sat to Enable capturaig 2anking on its oan
Set to true for bhng cashup Cash Tendsr
Set to true for bing cashup tander & 10
Set to true for bing cashup tender = 11
Set to trus for bhne cashup tencer & 12
Sat to true for bind cazhup tender = 13
Set to trus for bind cashup tender = 14
Set to true for tAng cashup tencer # 15
Set to true for bind cashup tencer & 16
Set to true for bind cashup tender = 2

Set to true for hng cashyp tencer & 3

Sat to true for bint cashup tender & 4

Set to true for bind cashup tender = §

56t to trus for bhng cashup tencec = 6
Set to true for bing cashup tender & 7

(@ Updats || == Dasete
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4. Select Micro Loan from the Section drop-down list.
The Micro Loan section is displayed.

Options Maintenance

Ste: Chadstone

SToup Port

Secuon: Miro Loan

fName vale Dascription

Extend On Payment Trus Set to True to axtend loan on payment

Interest Penod 0 Set ko cefault period of interest rate, D =
Month, 1 = Year

Interest Rate 5 Sett ent [nterast Rate

Lats Fes 0 Set to Current Liste Fee

€3 Update | | w= Delete
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Site Options - Micro Loan section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Type True to automatically extend the loan after a payment has

Extend on been made.

Payment

Interest Period Type the default period of interest:

= 0 for monthly interest.
= 1 for yearly interest.

Type the current interest rate. For example, if the interest is 5%,

Interest Rate type 5.

Late Fee Type the late fee dollar amount.
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Configuring packs for your site

Use the Site Options - Packs section to configure your site to use pack ordering, so that you
order and receive packs of stock instead of individual units.

Tip: If you're looking for the configuration to expand partial-pack orders to full packs,
see the Packs field in Configuring purchase orders for your company on page 67.

Opening the Site Options - Packs section

To open the Site Options - Packs section:

Company
1. Press L

2. Press Site > Control > Site Options.

D Home ™ sales M customers [l Products &l vision %mmpgny 45 History &% Suggestions
ﬁ Company Maintenance »
L[E_,l Ledger / Cash Book »

i Franchise Maintenance »
% Fashion Maintenance »
M’- » | /% Management » |
= Access » & Control ¥ |5= Portal X Transfer
) Support 4 3 Temperature Setup
E PDT Emulator » id Temperature Report
2 sers »
g Industry 4 [;3 Options Report

1} site Details

@ IP Addresses

{1} site Contacts

o Information

E Terminal Information
First Sale

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Ste: Chadstone -

Configuration - Ootions
' Grove: Portal E
[Stmon: Cashup js ]

Banking Seperate True Set to Enable capturing Banking on its own -
| Bling Cashup Cash True Sat to true for bind cashup Cash Tender ‘
i!llnd Cashup Tender 10 False Set to trun for Bind cashup tender 2 10
| Blind Cashup Tender 11 False Set 1o true for Mind cashup tender = 11
| Blind Cashup Tender 12 Fabe Set to true for bind cashup tender 2 12
]mmwuptmu False Set to true for bind cashup tender # 13

|| 8lind Cashup Yender 14 False Set to true for Bind cashup tender 3 14

| 8lind Cashup Tender 15 False Set to true for bANG cashup tender # 15
| Blind Caghup Tender 16 False Set to trum for biind cashup tender # 16
| 8lind Cashup Tender 2 False Set to true for biind cashup tender # 2

| | 8lind Cashup Tender 3 fabse Set to trum for bBind cashup tender 2 3

| Blind Cashuip Tender 4 False Set to true for biind cashup tender = 4

| Blind Cashup Tender % fabe Sat to true for blind cashup tender 2 &

| 8lind Cashup Tender 6 false Set to true for bing cashup tender # &

iﬂk\dbﬁuphﬁdﬂ? False Set to true for bind cashup tender 3 7 4l
G Update | | = Delete |

4. Select Packs from the Section drop-down list.
The Packs section is displayed.

Site: _Cﬁadstone -

Configuration | Optwnsi

Group: Portal -

Section! Packs -
 Name - vale | Dascription |
Ovder - Recaive Retall ITnems as Packs falce Set to pse retad ftem numbers and quantities  *

In packs for Recy and PO

Return Retad items as Padks Falsa @ Set to usa retad ltam numbers and quantities

in packs for Returms
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Site Options - Packs section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Order - Receive Retail Type True to use pack ordering in receipting and purchase
Items as Packs orders, so that you order the number of packs instead of

individual units.

For example, if an item contains 4 to a pack, and you order 4,
the Portal automatically expands this order to 16 individual
items, or 4 packs.

Type True to use pack ordering in returns, so that you return

Return Retail Items as the number of packs instead of individual units.

Packs
For example, if an item contains 4 to a pack, and you return 1,
the Portal automatically expands this return to 4 individual
items, or 1 pack.

AMC Convergent IT Portal Documentation 161



Configuring inventory and procurement for your site

Configuring PDT sales for your site

Use the Site Options - PDT Sales section to configure how PDT logins work for your site.

Opening the Site Options - PDT Sales section
To open the Site Options - PDT Sales section:

=i Company
1. Press 'Lj

2. Press Site > Control > Site Options.

T Home Q Soles @ Cutomners [l Products BB Vision d Company @ ey (D Sogoestons

| Company Naimo;uua N
) Ledger / Canh Book .
W Franchise Maintenance |
5. Fashion Maintenance *

T 517 rnmpemert 7]

P Access + & control ’ x= Portal X Transfar

% Support L ‘ 9 Temperature Setup
B POT Emulator » | “ Tempersture Report
& vsens g |42 siee opbons

R | Industry ;: || Options Report

‘9} Site Detalls
& IP Addresses
| L Site Contacts
| @ Information

!‘ Terminal Tnformation

‘!! Firet Sale
The Cashup section of the Site Options screen is displayed.
3. Open the Section drop-down list.
| Options Malntenance [
Site: Chadstone
Configuraticn  Opfions
Group: Portal
[Sectm: Cashup ]
Name value Description
Banking Seperate True Sat to Enable capturaig 2anking on its oan
Bing Cashup Cash True Set to true for bhng cashup Cash Tendsr
Bind Cashup Tender 10 Faiza Set to true for bing cashup tander & 10
Bind Cashup Tencer 11 False Set totrue for bing cashup tender = 11
Bind Cashup Tendsr 12 False St to trus for bhne cashup tencer & 12
Blind Cashup Tencer 13 Falza Sat to true for bind cashup tender = 13
Bind Cashup Tender 14 False Set to trus for bind cashup tender = 14
Bind Cashup Tencer 15 False Set to true for bind cashup tencer # 15 #
Bind Cashup Tencer 16 Faize Set to true for bind cashup tencer 2 16
Blind Cashup Tender 2 False Sat to true for bind cashup tender = 2
Biingd Cashup Tenoer 3 False Set to true for dhng cashyp tender & 3
Blind Cashup Tendar 4 False Sat to true for bint cashup tender & 4
Bind Cashup Tender 5§ Folew St to true for bind cashop tender = §
Bing Cashup Tencer 6 Fale Set to true for bhng cashup tencer = 6
Blind Cashup Tender 7 Faiza Set to true for bng cashup tencer & 7 A
(@ Updats | == Dalete
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4. Select PDT Sales from the Section drop-down list.
The PDT Sales section is displayed.

Options Maintenance

Ste: Chadstone

Group POt

Secton! POT Sales

Name vaue Dascription

Auto Logout Fales 0 True ta automatidy g out & POT wser
of sz

Logn Chack True 2 y the base POT login for

Logn Timec 5 mnutes before automat

€3 Update | | w= Delete
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Site Options - PDT Sales section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press (i Update |
MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
Auto Logout Type True to automatically log out PDTs after a transaction has been
completed.
: Type True to require individual staff logins on PDT transactions, or
Login Check P q 9

False to only use the base PDT login.

Login Timeout  Type the number of minutes before PDTs automatically log out.
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Configuring purchase order options for your site

Configure how purchase orders should operate within the Portal using the Site options -
Purchase orders screen.

Opening Site options - Purchase orders screen
To open the Site options - Purchase orders screen:

1. Press M Products

2. Press Procurement > Purchase Orders > Site Options.

A Home M sales B customers | B Products | & vision il Company 49 History (% Sugges

% Suppliers ’

5 Inventory  » |

1 Procurement »  Contracts

(4 Industry » |8 Requisitions

- | % Purchase Orders
4, Stock Receipts f:git;(‘mt_l—on;

' stock Returns A Edit Orders
B§ Stock Adjustments  » ||% Auto Create
B, Stock Take » | % In Progress
B Stock Transfers (IBT) » [¥5 Edit In Progress

|+ Company Options

viEiw | v v

Summary

»s Supplier Summary

The Site Options - Purchase Orders screen is displayed.

| Options Malntenance
Site: Chadstone

Configuraticn  Options

Group: Portal

Sectiont Purchase Orders

Name Value Descripbion

DSD - Abow Cost Edt Fales Sat to alow user to over nde Cost for nen -
contracts D50 suppber |

Default Warshouse 1 Set to the default warshouse to use for
warehouse products ‘

Max Quantity 9 Max Quantty per ling tem

Nor Destructive Delete Falze Sat to Delete to be non destrutive, allowing ‘
speoalised repirting

Cosy Creart Limt Falsa Set to forcs craoit bmits to be enforcea

POT To PO True Set to have POT ganerated crders by-pass the ‘
N progress saction

Print Cross Referencs Fale Set to Pnnt Supplier ooss Referencs n
Purchase crders

Show Cross Raf ltem Falze Set to enable user to view Cross Referencs dem |
number N Ecitor =

Show ltem True Set to snable user to view term number in
Edtor

Uss Last Recapk Cost Trus Set to Use tha Cost for tha last bims the Ram
was received from the suppher -

(@ Updats | == Dalste
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Site options - Purchase orders screen key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value

field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description
DSD - Allow Cost Type True to allow operators to override an item's cost when
Edit ordering directly from suppliers without a contract.

Default Warehouse  Type the supplier number of the supplier to use as the default
company warehouse.

Max quantity Type in the maximum quantity allowed per line item, to prevent
accidental over-ordering.

Non Destructive Type True to use non-destructive deletion so information is
Delete retained for special reports.

Obey Credit Limit Type True to ensure purchase orders obey supplier credit limits.

PDT to PO Type True to by-pass the In progress stage for purchase orders
that have been created on a PDT.

Type True to print the supplier cross reference on the purchase

Print Cross orders.

Reference

Type True to show the supplier's item code for each item in the

Show Cross Ref purchase order editor.
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Configuration Description

Item

Type True to show the item number in the purchase order editor.
Show Item

Type True to update the item's cost with the most recent item
cost from stock receipts. Type false to use an average of all item
costs from stock receipts.

Use Last Receipt
Cost

Type True to allow operators to edit the cost of items ordered

Warehouse - Allow ¢ 4o company warehouse.

Cost Edit
Warehouse - Type True to allow all items to be ordered from the company
Allowed All warehouse.

Type False to enforce warehouse items are ordered from the
company warehouse, and not directly from a debtor-supplier.
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Configuring stock receipting options for your site

Use the Site Options - Stock Receipts section to configure your site for receiving stock from
a supplier.

Opening the Site Options - Stock Receipts section

To open the Site Options - Stock Receipts section:

i Company
1. Press c .

2. Press Site > Control > Site Options.

“.7‘ Home ! Sales f. Cwatorners [ Products B8 Voo ol Company € ratoey * Suggeston
. Company Maintenance *
5] Ledger / Cash Book ’

i Franthise Maintenance »

T Fashion Maintenance *

12 Site * 7 Management »
- Access ’ 'Conuol $ o= Portal X Transfar
B Ao~ SIS

Support » $ Tempersture Setuo
B POT Emulator »
’
’

)
o Users

9., Temperature Report

|4 site cpbions

44 Industry ‘ % Options Report

{88 site Detalls

% 1P Addresses
i Contacts

© nformation

B Terr I matior

=)
1 First Sale

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chadstone [
| Configuraticn Options_
Group: Portal -
[S.:hm' % [Caghup [ = ]
Tame value Deserpticn .
Banking Seperate True Sat to Enable capturag Aanking on it oan - |
| Biind Cashup Cash True Set to trus for bhng cashup Cash Tendsr
| Bind Cashup Tender 10 Faisa Set to true for bing cashup tander & 10
|| Bind Cashup Tencer 11 Faie Set to true for bing cashup tender = 11
| Biindt Cashup Tender 12 Fakse Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 Faisa Sat to true for bind cashup tender = 13
Bind Cathup Tender 14 False Set to trus for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
Eind Cashup Tencer 16 Fabe Set to true for bind cashup tencer & 16
Hind Cashup Tender 2 Fale Sat to true for bind cashup tender = 2
| Biindd Cashup Tencer 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tenclr 4 False Sat to true for bintt cashup tender & 4
Bind Cashup Tender 5§ False Set to true for bind cashup tender = §
| Biind Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6
| Blind Cashup Tender 7 Faiza Set to true for bing cashup tancer & 7 L
[ €@ Updats | | == Dalite

4. Select Stock Receipts from the Section drop-down list.

The Stock Receipts section is displayed.

~Options Maintenance

Site:  Chacstons |2

Configuration | Opticns

Group: Portal =
Section: ‘Stock Recegts

[Nama vave
| Allow Negcative Quantity False
EDSD-Alonlladcan:rs Fake
{050 « Alew Cost Et Tre

| DSO - Dafaut 25 Dslivary Docket Fake

| DD - Items Must Have Baan Ordered False
inso-qnnmnla-oatounhanm Fake

| D50 - Upcats Cradtor Tetak True

‘oso-vmnow False
|

Sat to allow Negative quatity within 3 recape - |

Allcw Ecr cost pnce for DSD suppler
Dafaut as Dalivery docket for DSD sugplier

Disaliow unsclited recapts

Alow Quantiias to axcesd that of orcerea

Abow Invoos 36 nall 36 Delivery cocket

61 10 have Suppked Quantity = Orgersd Quantity

on loading .

@ osste | = ekt |
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Site Options - Stock Receipts section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value
field. To change a Portal configuration, type the new setting information into the Value
field and press | Update |

MName Value Description

Example Field Name [ Example Value |Description of configuration

Configuration Description

Display All Totals Type True to display additional totals with tax information
on the Stock Receipts screen.

Enable Matrix Price Type True to display the Price Matrix screen when a stock
Screen receipt has been finalised.
Enter via Line Total Type True to input item quantities by line total by default

when creating stock receipts.

Note: You can change this individually for each stock
receipt.

Fees Tax Rate Type the tax rate percentage to use for supplier fees. For
example, 10 is a 10% tax rate.

Note: Supplier fees are only used with Invoice type
stock receipts.

Freight Tax Rate Type the tax rate percentage to use for freight and delivery
charges. For example, 10 is a 10% tax rate.

Note: Delivery charges are only used with Invoice type
stock receipts.
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Configuration Description

Labels Type True to allow operators to create Item, Shelf and
Advertising labels after finalising a stock receipt.

Labels for Open Receipts  Type True to allow labels to be generated when from a
stock receipt that hasn't been finalised.

Non Destructive Delete Type True to keep stock receipt headers when deleting a
stock receipt.

Search by XRef First Type True to search for items using the supplier's item
code before searching for the item using the Portal item
code.

Tip: Set this to True to speed up searches if you
usually receipt items using the supplier code instead of
your own code.

Show Cross Ref Item Type True to display the supplier's item code on the stock
receipt.

Show Item Type True to show the item description in stock receipts.

Show Rejected Column Type True to display a column for rejected stock on the

stock receipt.

Single PO Per Receipt Type True to allow only one purchase order to be
processed in a stock receipt.

Split Freight Creditor Type True to display the supplier fees and freight charges
Update as separate lines on the invoice.
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Configuration

Description

Update On Order for
Unsolicited

Type True to update the Stock On Order count when
receipting items that were not included in the purchase
order.

Update Retail on Cost
Change

Type True to automatically update the retail cost when the
supplier's cost of the item changes.

Update Retail on Cost
Change Reduction

Type True to automatically update the retail cost when the
supplier's cost of the item decreases.

Note: Set Update Retail On Cost Change to True and
this field to False if you want to update the retail price
only when the cost of the item increases.

Warehouse - Allow
Backorders

Type True to automatically create a second purchase order
for back-ordered items when receipting from the
warehouse.

Warehouse - Allow Cost
Edit

Type True to allow operators to edit item costs when
receipting from the warehouse.

Warehouse - Allow Free
Goods

Type True to allow items to be received without cost when
receipting stock from the warehouse.

Warehouse - Allowed All

Type True to permit all items to be receipted from the
warehouse.

Warehouse - Default As
Delivery Docket

Type True to use the Delivery docket type of stock receipt
for the warehouse by default.

Warehouse - Items Must
Have Been Ordered

Type True to restrict stock receipting to items listed in the
purchase order when receipting from the warehouse.
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Configuration

Description

Warehouse - Quantity
Allowed to be > than
Ordered

Type True to allow operators to receive more stock of an
item than was listed in the purchase order when receipting
from the warehouse.burmi

Warehouse - Update
Creditor Totals

Type true to allow invoice-type stock receipts from the
warehouse.

Warehouse - Verify Order

Type True to pre-fill the item quantities on stock receipts
from the warehouse with the purchase order quantities.

DSD - Allow Backorders

Type True to automatically create a second purchase order
for back-ordered items when receipting from direct
suppliers.

DSD - Allow Cost Edit

Type True to allow operators to edit item costs when
receipting from direct suppliers.

DSD - Default as Delivery
Docket

Type True to use the Delivery docket type of stock receipt
for direct suppliers by default.

DSD - Items Must Have
Been Ordered

Type True to restrict stock receipting to items listed in the
purchase order when receipting from direct suppliers.

DSD - Quantity Allowed
to be > than Ordered

Type True to allow operators to receive more stock of an
item than was listed in the purchase order when receipting
from direct suppliers.burmi

DSD - Update Creditor
Totals

Type true to allow invoice-type stock receipts from direct
suppliers.

DSD - Verify Order

Type True to pre-fill the item quantities on stock receipts
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Configuration Description

from a direct supplier with the purchase order quantities.
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Configuring stock returns for your site

Use the Site Options - Stock Returns section to configure your site for returning stock to a
supplier.

Opening the Site Options - Stock Returns section

To open the Site Options - Stock Returns section:

i Company
1. Press c .

2. Press Site > Control > Site Options.

‘(.7\ Home € Sales '?L Cwatorners [ Products B8 Voo o Company € =atoey > Sugoeston
. Company Maintenance *
o Ledger / Canh Book 3
i Franthise Maintenance »
T Fashion Maintenance *
12 site * ' Management »
=~ Access ’ 'c:muol $ o= Portal X Transfer
[A_ShehddAt A -
Support ’ $ Temperature Setun
B POT Emulator ’
,ﬂ_ Users ’
’

9., Temperature Report
|4 site cpbions

o4 Industry ‘ % Options Report
{§8) site Detalls
% 1P Addresses

© nformation

erminal Tnformator

=3
1§ First Sale
The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chadstone Iy
| Configuraticn | Optices |
Group: Portal -
F TR 5 — ]
ame Value Descrpts
Banking Seperate True Sat to Enable capturaig Banking on it oan -
| Blind Cashup Cash True Set to true for bing cashup Cash Tendsr
| Bind Cashup Tender 10 Faiza Set to true for bing cashup tander & 10
|| Bind Cashup Tencer 11 Fake et to true for bing cashup tender = 11
| Biind Cashup Tendsr 12 Fakse Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 False Sat to true for bind cashup tender = 13
| Bind Cashup Tender 14 Fale Set to true for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
iumdc:ﬁwpfmwm Falze Set to true for bind cashup tencer 2 16
Bind Cashup Tender 2 Falke Sat to true for bind cashup tender = 2
| Blingt Cashup Tencsr 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tenclr 4 False Sat to true for bintt cashup tender & 4
Biind Cashup Tender § False Set to true for bind cashup tender = §
| Biind Cashup Tencer 6 Fale Set to true for bhng cashup tanoer = 6
|| Blind Cashup Tender 7 Faiza Set to true for bhng cashup tender & 7 ol
G Updata | = Oute |

4. Select Stock Returns from the Section drop-down list.
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The Stock Returns section is displayed.

vale.
True
DSD - Allow Non Active Jtaers to be Retumed  Falss
DSD - Upcate Cradior Totals True
Non Destructive Delets Fales
Return ftems Must Have Been Recsnvad Falss
| Show Ttem True
[ Editor
Wacehouse - Mllow Non Active Ttems to ba False
| Returnes
| Warehouse - Allowsd Al T

Set to enabée Ttems to be retumed 34 sngles = |
(DSO) Set to allow ems that are purQed or
dscontinued to be retumed

Update Totals and create reverse nvoue on
fnalisaton

Set to Delets 1o be non destrutive, Alowing
speclised reporting

To retumn to suppher, Item must have baen
supphad from suppler

Set to enable user to view item number n

(Waranouse) Set to sllow items that are
purpsd or decontinusd to be retumed

Set to enable = tsms to be rstumed to L

(. o)
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Site Options - Stock Returns section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value field. To change a Portal

configuration, type the new setting information into the Value field and press
Value

MName

Example Field Name

() Update |

Description

Example Value |Description of configuration

Configuration

Description

Allow Singles

Type True to allow items to be returned in single units.

DSD - Allow Non Active
Items to be Returned

Type True to allow items that are discontinued or purged
to be returned to a direct supplier.

See Inventory Management - Stock Control tab.

DSD - Update Creditor
Totals

Type True to configure the Portal to automatically update
creditor account totals and create a reverse invoice for the
direct supplier when you finalise the return.

Non Destructive Delete

Type True to mark items as deleted without destroying the
data, for reporting purposes.

Return Items Must Have
Been Received

Type True to only permit items that have been received
from the supplier to be returned to them.

Show ltem

Type True to display the item number when returning
stock.

Warehouse - Allow Non
Active Items to be
Returned

Type True to allow items that are discontinued or
otherwise not active to be returned to the warehouse.

See Inventory Management - Stock Control tab.
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Configuration Description
Warehouse - Allowed All Type True to allow all items to be returned to the
warehouse, even if they haven't been received from the
warehouse.
Warehouse - Update Type True to configure the Portal to automatically update
Creditor Totals creditor account totals and create a reverse invoice for the

warehouse when you finalise the return.
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Configuring stock take for your site

Use the Site Options - Stock Take section to configure your site for stocktaking to

determine accurate stock-on-hand levels.

Opening the Site Options - Stock Take section

To open the Site Options - Stock Take section:

i Company
1. Press c .

2. Press Site > Control > Site Options.

A Home @ soies B Cutomers [l Frod

The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site:  Chadstone [
| Configuraticn  Optices {

Group: Portal v
[s.:b'm: [Caghup [ = ]

e Ve Descrstr |

Banking Seperate True Sat to Enable capturag 2anking on its oan - |
| Blind Cashup Cash True Set to trus for bhng cashup Cash Tendsr

Bfind Cashup Tender 10 Faiza Set to true for bing cashup tander & 10

| Bind Cashup Tencer 11 Faize Set to true for bing cashup tender = 11

|

Biind Cashup Tender 12 Fate Sat to trug for bhne cashup tencer & 12
:Edexhumeo'n Falza Sat to true for bind cashup tender = 13

Bind Cathup Tender 14 False Set to trus for bind cashup tender = 14

Bind Cashup Tencer 15 Falia Sat to true for Bing cashup tencer # 15

Eind Cashup Tencer 16 Fabse Set to true for bind cashup tencer & 16

Hind Cashup Tender 2 False Sat to true for bind cashup tender = 2

| Biindd Cashup Tencer 3 Fake Set to true for Dhng cashup tender & 3

| Blind Cashup Tenclr 4 False Sat to true for bintt cashup tender & 4

Bind Cashup Tender 5§ False Set to true for bind cashup tender = §

| Biind Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6

Blind Cashup Tencer 7 Faiza Set to true for bing cashup tander & 7 !

[QW- || -—Dalete |

4. Select Stock Take from the Section drop-down list.

The Stock Take section is displayed.

Ste: Chadstone -

| Configuration | Options

Group: Porta i

Secton: Stock Taks -

|Enable Foures True Set 1o enalie Site to Les Fixtures .

| Shew Itsem Tree Set to enabie User to view item number

{ Editor

IShow Snap Count False @ Setto Show snap counts for un finaksec steck
takes

Use Shalf Fales

Set to trus to enable shef and side in stock
takes

R
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Site Options - Stock Take section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value field. To change a Portal

| @ Update |

configuration, type the new setting information into the Value field and press
Mame Value Description

Example Field Name [ Example Value [Description of configuration

Configuration Description

Enable Fixtures Type True to use fixtures to group stock counts by gondola or stock
fixture.

Otherwise, stocktakes are counted across the entire site at once.

Show Item Type True to display the item code in the stock take editor.

Show Snap Type True to display the snap counts during stock takes.

Count

Use Shelf Type True to enable shelf and side item counts when using fixtures.

AMC Convergent IT Portal Documentation 181



Configuring inventory and procurement for your site

Configuring table service for your site

Use the Site Options - Table section to configure your site for table service.

Note: You can configure additional service charges and taxes on the iZen Point of Sale.
Those charges are in addition to the charges configured here.

Opening the Site Options - Table section

To open the Site Options - Table section:

| Company
1. Press c .

2. Press Site > Control > Site Options.

AI“ Hom e ! Soltes .@ Cwvatomers - Products ._‘ viion o l:(ll't‘]olly s oy B -".,:._;.'l-'l'
. Company Maintenance ¢
o) Ledger / Canh Book ’
i Franthise Naintenance
T Fashion Maintenance *
'!,1'55_!0 ’ ., Management »
=~ Access ’ ' Control #{3= Portat X Transfer
3 — —
Support ’ T
B 0T Emulator ’
’
’

)
o Users

9. Tempersture Report
'f'.' Site Cptians

44 Industry ‘ ~ Options Report
5 site Details
% IP Addresses

© nformation

 Ter i1 ™ato

=3
ql‘i First Sale
The Cashup section of the Site Options screen is displayed.

3. Open the Section drop-down list.
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Options Malntenance
Site: |Chadstone X
| Configuraticn  Optices |
Group: Portal .
[s-mm: c;t:up - ]
THame value Descrpty .
Banking Seperate True Sat to Enable capturaig Banking on it oan -
| Blind Cashup Cash True Set to true for bing cashup Cash Tendsr
|| Bind Cashup Tender 10 Faiza Set to true for bing cashup tander = 10
|| Bind Cashup Tencer 11 Fake et to true for bing cashup tender = 11
| Biind Cashup Tendsr 12 Fake Sat to trus for bhne cashup tencer & 12
| Blind Cashup Tender 13 Fala Sat to true for bind cashup tender = 13
| Bind Cashup Tender 14 Fake Set to true for bind cashup tender = 14
Biind Cashup Tenoer 15 Falie Sat to true for Bing cashup tencer # 15
iwndcwmptmulb Falze Set to true for bind cashup tencer 2 16
| Bind Cashup Tender 2 Falke Sat to true for bind cashup tender = 2
| Biingd Cashwip Tender 3 Fake Set to true for Dhng cashup tender & 3
| Blind Cashup Tendar 4 False Sat to true for bint cashup tender = 4
|| Biind Cashup Tender § Fatse Sat to true for bind cashup tender = §
| Bing Cashup Tencer 6 False Set to true for bhng cashup tanoer = 6
|| Blind Cashup Tender 7 Faiza Set to true for bhng cashup tender & 7 L
[ €@ Updats | | == et |

4. Select Table from the Section drop-down list.

The Table section is displayed.

| ame. vahe. | Description S T
Allow Bl Split True Set True to enabie Bl splatng or Falss to e
dsable
| Auto Clear Away True Set True to enable table status to be free on
pavment
|| Default Surcharge Friday o Set Frdays Default Surcharge
Default Surcharps Monday 0 Set Mondays Default Surchargs
| Datautt Sureharps Ssturdsy 0 Set Saturdays Default Surcharps
Default Surchargs Suncay 0 Set Sundays Dafault Surcharge
Default Surchargs Thursday o Set Thursdays Default Surcharge
Default Surcharge Tuesday 0 Set Tussdeys Default Surcharpe
Default Surchargs Wednesday o Set Wecnesdays Default Surcharge
Default Taksaway Table 999 Set table = of default takesway table |
} e = = = B e AT i

(R (o)
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Site Options - Table section key fields and buttons

Note: The Portal is controlled by the information saved in each configuration's Value field. To change a Portal

configuration, type the new setting information into the Value field and press
Value Description

MName

Example Field Name

| () Update |

Example Value |Description of configuration

Note: The following configuration settings are not currently in use by the iZen Point of
Sale table service system.

Configuration

Description

Allow Bill Split

Type True to allow customers to split bills in a single transaction,
where each customer pays for the specific meals or items they
ordered.

Auto Clear Away

Type True to immediately make tables available once payment has
been made, or False to require Point of Sale operators to mark
tables as free manually.

Default Surcharge
(Day)

Type the default service charge to be applied to table transactions
on the specified day.

Default Takeaway
Table

Type the table number to be used by default for takeaway orders.

Enabled Type True to print items to the kitchen. Type False to prevent all
printing to the kitchen printers.
Full Tracking Type True to track what items are sold on which tables and when.

Set Print Ready
On Add

Type True to ensure the iZen Point of Sale prints newly added
items in the kitchen printer.
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Configuration Description

Note: If you are not using the iZen Point of Sale, you can ignore
this configuration.

Surcharge Type the department code to use for surcharges.
Department

Surcharge Tax Type the tax rate to apply to surcharges.

Rate

o Type the label used for tables. For example, Pole, Tag, Table.
Table Description " ! bles. For example, Pole, Tag, Table

Update Table Type True to record a sales history for each table.
Sales
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Account

An account is a general ledger structure that categorises particular kinds of income or
expenditure for financial reports. Accounts may also be called Ledgers in the Portal.

Aged balance

An aged balance is an amount of money owed that has been adjusted to factor an interest
rate applied over time. For example: you owe a creditor $1000, with a 10% interest. You
pay $700, leaving $300 still to pay. After the interest period elapses, 10% interest is applied
to the remaining $300. Your aged balance is now $330.

Balance

A balance is the total amount of money owed either by yourself to a creditor, or by a debtor
to you. A balance may be:

= Positive, indicating money is owed.
= Zero, indicating no money is owed.

= Negative, indicating the party who owed money has over-paid. For example, if you
pay a creditor $1000 when you only owed $999, your balance would be -$1.

Barcode

A barcode is a string of numbers that links to an item. Items can have multiple barcodes
assigned to them. Some barcodes called Price Embedded Barcodes encode information such
as the quantity, weight or price of the item into the barcode. You can configure different
types of price embedded barcodes in the Portal.

Batch (kit manufacture)

When manufacturing kits, a batch identifies a single point in time where a specified number
of kits were manufactured together.

Batch (stock take)

When performing a continuous stock take, a batch identifies a collection of items scanned at
one time by one or more PDTSs.

Brand

A brand is a means of identifying items that belong to the same product line. Items can only
have one brand, but items from different suppliers may have the same brand.
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Company

A company represents your organisation within the Portal. A company can have one or
more sites, representing physical locations of stores, including online stores. Some Portal
configurations and features affect the entire company, other configurations can be specified
per site.

Complete Order
A customer order is complete when:

= The order has been fulfilled on the Portal.

= The order has been marked as paid in full on the Portal or the customer has paid the
remaining amount on the Point of Sale.

= The order has been collected or delivered.
Contract

A contract is a set of rules dictating the price, quantity and incentives offered by a supplier
for a specific item, used by the Portal when calculating the best supplier to purchase a
particular quantity of that item. Each contract relates to a single supplier and item, and you
can have multiple contracts for each supplier and each item.

Controlled purchase order / Controlled requisition

A controlled purchase order or requisition cannot be finalised until it has been authorised by
Head Office.

Cost matrix / price matrix

A cost matrix or price matrix is a means by which the Portal can automatically calculate the
price of an item at each price level based on the item's supplier cost. You can create
multiple cost levels, so that the price levels of an item that cost $5 might be calculated very
differently from an item that cost $10.

A price matrix can be:

= Department-based, where all items within a department follow the same cost level
rules.

= Supplier-based, where all items from the same supplier follow the same cost level
rules.

Only one method can be used. You can also elect to use neither.
Credit adjustment

A credit adjustment adds credit to a balance, decreasing the amount of money owed. For
example, if you owed a creditor $100, a $10 credit adjustment would mean you owed $90.
Credit adjustments are usually used to correct errors. If you need to decrease money owed
due to a refund or return, you should use a credit note instead.
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Credit limit

A credit limit is the maximum amount of money a debtor is allowed to owe your
organisation at any one time. For example, if a debtor's credit limit is $1000 and they
already owe $900, they can only go into debt to the value of another $100.

Credit note

A credit note adds credit to a balance, decreasing the amount of money owed. It is usually
created when a balance needs to be adjusted due to a return, refund or rebate.

Creditor

A creditor is an entity to whom your company owes money. They may be a supplier,
providing the items your company sells, or they may provide another service, such as a
cleaner. The Portal treats suppliers and creditors the same. They have a balance tracking
how much you owe them, and a credit limit that determines how much your company is
allowed to owe them at a time.

Creditor payment

A creditor payment is a Portal record of paying invoices or debit adjustments. More than
one invoice or debit adjustment may be paid either partially or in full in a single payment
record. Creditor payments are a Portal record only and are not connected to your bank
account.

Cross-reference

A cross-reference records the supplier's internal item code for an item to streamline the
ordering process. Cross-references can make stock receipting easier, if suppliers use their
internal codes on delivery dockets. Cross-references are also required to use the Portal Data
Interchange (PDI) feature.

Colour

A colour is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Customer

A customer is a person or organisation who purchases items in advance, to be collected or
delivered at a later date. Customers may also have debtor accounts, where they are allowed
to owe money to your organisation and can pay off that debt via the Point of Sale.

Debit adjustment

A debit adjustment debits a balance, increasing the amount of money owed. For example, if
you owed a creditor $100, a $10 debit adjustment would mean you owed $110. Debit
adjustments are usually only used for corrections. If you need to record a charge due to an
order of goods or services, you should use an invoice.
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Delivery docket

A delivery docket is a type of stock receipt that records the incoming stock without creating
a creditor invoice. Delivery dockets cannot record delivery fees or discounts. You can
match delivery docket stock receipts to creditor invoices.

Department

A department is a means of categorising items in your inventory. Items can belong to only
one department. Depending on your Portal configuration, you may have up to five levels of
departments in a hierarchy, by default called Departments, Sub Departments, Categories,
Sub Categories and Ranges.

Note: This documentation uses the Portal default names for these levels: Department
and Division. Your Portal may be configured to use different names, but the function is
the same. You can see the names and levels your Portal uses in the Department Layers
tab of Company Maintenance.

Department promotion

A department promotion is a promotion that applies to all items within a specific
department. A department promotion allows you to provide a discount for the items
purchased, either immediately or as a credit voucher. The promotion can be restricted to
only provide a discount if a minimum number of items or minimum sale amount is reached.

Discount
A discount is a reduction in the price of an item. Discounts can apply to:

= A selected item, calculated either per-unit or per-line.

= The whole transaction, calculated per-unit or per-line for every item in the
transaction.

Note: Some items may have discount maximums. If the discount you select is greater
than the maximum discount allowed for the item, the item is only discounted up to its
maximum level.

Per-unit discounts can:
= Reduce an item's price by a percentage of the original price. For example, 10% off.
= Reduce an item's price by a flat amount. For example, $1 off.
= Set the per-unit price to a set amount. For example, $5 per item.
= Set the price of the item to its cost price plus a set amount.

= Remove the tax of an item.

Per-line discounts can:
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= Cap the total price for an item line to a predetermined amount. For example, the line
total may be anything up to a maximum of $10.

= Set the total price for an item line to a predetermined amount. For example, the line
total is $10.

A discount may also prompt the operator for a discount amount.

Note: The item and transaction discounts available and the item discount maximums are
configured in the Portal.

Note: Special discounts such as some senior citizens or disability discounts make an
item tax exempt. If a tax exempt discount is applied, the customer must supply their
Senior Citizen or Tax Exempt ID during the tender process in order to receive the
discount. The Point of Sale displays the discount as if from the normal tax-inclusive
price.

Division

Divisions are top-level classifications for departments in your company. The Portal offers
two kinds of divisions to support the Oracle financial interfaces: Reporting and Financial.
Each department belongs to a single reporting division and a single financial division.

DSD

A DSD is an external supplier that is not part of your company. You may configure
different rules and restrictions for direct suppliers than are used for the company warehouse.
You can also restrict sites to use only warehouse suppliers and prevent them from ordering
from direct suppliers.

Employee

An employee is a member of your company staff that you want to roster on to your staff
schedule. Employees may or may not have access to Portal and Point of Sale systems.

Fashion

Fashion is the Portal feature that allows you to create variation of items, such as different
colours, sizes and styles of the same item. The default labels of colour, size and style can be
changed to something that suits your inventory.

Fixture

A fixture is a physical structure or area within your site that contains stock. This may
include gondolas, counters, refrigerators, back-room receipt trolleys, tables, wall sections or
any other area that regularly contains stock on your site. Fixtures are used primarily during
stock take.
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Group promotion

A group promotion is a promotion that applies to all items within a group that you define. A
group promotion allows you to provide a free item or a discount for the items purchased,
either immediately or as a credit voucher. The promotion can be restricted to only provide a
discount if a minimum number of items or minimum sale amount is reached.

Group purchase order

A group purchase order is a purchase order that combines the requisitions from several sites
into one purchase order. Stock levels can be allocated to each site during the creation of the
order.

Inventory

The inventory is the Portal feature of maintaining all items that you offer for sale in your
company.

Invoice

An invoice details an amount owed by an entity such as your company or a debtor, and the
goods or services that incurred that cost. An invoice usually details the period of time by
which it must be paid.

You can also receipt stock using an invoice. An invoice stock receipt automatically creates
an invoice for that creditor in your Portal records, and allows you to record additional
information such as delivery fees and discounts.

Inter-branch transfers (IBT)
An inter-branch transfer is a transfer of stock from one site within a company to another.
Item

An item represents a good or service provided by your organisation. Items are added to
transactions in order to sell or return them. An item will include information about its:

= Barcode.
Note: An item can have more than one barcode.

= Description.

= Unit of measurement, for example an item may be sold by weight or as individual
units.

= Price per unit of measurement.

Items also have additional information stored on the Portal, such as stock on hand,
promotions and discount maximums.
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Item options

Items can be modified with options to detail the customer's specific request. For example, a
coffee order may contain soy milk or extra sugar. The options available for each item must
be configured in the Portal.

Item variation

An item variation is an item that uses Fashion variations of colour, size and style. The
default labels of colour, size and style may be renamed for your Portal configuration.

Journal

A journal is a unique code identifying a date, site and terminal for a transaction within the
Portal.

Kit

A kit is an item that is made up of several other items in your inventory. The kit item itself
does not have a stock-on-hand. Instead, when a kit item is sold, the stock-on-hand of the
component items is decreased accordingly.

Label

A label is attached to an item and displays information about that item, such as the item's
price, best before date and quantity, cooking or nutritional information, or a barcode. Labels
can be printed via the Point of Sale.

Ledger

A ledger is a financial category or general ledger grouping that a transaction corresponds to
for accounting purposes. For example, Expenses, Staff Salary, etc. The Portal uses a ledger
for the Trail Balance Profit report. Your Portal may be configured not to use other ledgers.

Ledger type

A ledger type is a category or grouping of ledgers for accounting and reporting purposes,
such as Income or Expenses. Your Portal may be configured not to use ledgers.

Line minimum

A line minimum is the minimum number of different items that must be in a transaction to
trigger an effect, such as a promotion. Each unique item in a transaction creates its own
line. Multiple units of the same item are recorded on the same line. A line minimum of 3
requires 3 unique items to be purchased.

Manufactured Kit

A manufactured kit is an item that is made up of several other items in your inventory. The
kit item must be manufactured on site before it can be sold, and the stock-on-hand of the kit
item is tracked by the Portal. When you manufacture a kit, the stock-on-hand of the
component items is decreased and the stock-on-hand of the kit item is increased
accordingly.
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Matching

Matching is the process of linking a delivery docket receipt with a creditor invoice you have
created in the Portal. Invoice-type stock receipts automatically create a creditor invoice and
do not need to be matched.

Menu area

A menu area is a category of items designed to group items into meal types during table
service. For example, coffees, mains, desserts. Menu areas control which modifier items
can be applied to which prime items.

Modifier item

A modifier item is an item in your inventory that is used to add a modification to another
item, such as adding 'soy milk' to a coffee. While modifier items can have costs and add to
the price of the item they are modifying, they cannot be sold directly on the Point of Sale.

Open transaction

An open transaction is a transaction that has not yet been finalised. For example, a creditor
invoice that has not been paid.

Operator

An operator is a staff member who uses the Point of Sale to process transactions or manage
the cash drawer. Each operator is identified by a unique operator code and password that
they use to log into the Point of Sale. Operator codes are unique to each site, but do not
have to be unique within a company.

Pack

A pack represents the number of units that an item is supplied in. For example, you may sell
cans of soft drink individually, but they are be ordered in packs of 24 from the supplier.
This is different to a referral, where both the single can and the pack of cans are tracked in
the inventory.

Pallet

A pallet is a set of cartons containing items that are grouped together as a specific collection
so they can be tracked from supplier through to sale via barcodes. A pallet usually has a
special barcode that encodes the number of cartons it contains, while each carton has a
special barcode detailing the quantity of items it contains and their expiry dates.

Pallet barcodes may also be linked electronically to the carton barcodes.
Payment terms

Payment terms is the number of days after issuing an invoice that a creditor expects to be
paid. Common payment terms are 21, 30, 60 or 90.
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PDT

A PDT, or portable data terminal, is a small hand-held device with a touchscreen and an in-
built scanner that can interact with the Portal to sell, order or count stock via the PDT
software interface. PDTs are registered as terminals for a site, just as full Point of Sale
terminals are, and require operators to log in to use them.

Portal Data Interchange (PDI)

The Portal Data Interchange (PDI) is a Portal feature that allows two separate companies
that both use the AMC Convergent IT Portal to streamline their procurement process by
automating the creation of customer orders and stock receipts between the companies.

Permission

A permission is a configuration that determines whether an operator is allowed to perform a
specific task. For example, the ability to authorise purchase orders or change employee
records may be restricted to certain individuals.

Portal operator

A Portal operator is someone with login credentials to your company's Portal. What a Portal
operator can do depends on their permissions. A Portal operator cannot use their Portal
login to log into the Point of Sale.

Point of Sale operator

A Point of Sale operator is someone with login credentials to your site's Point of Sale and
PDTs. Depending on their permissions, they may have limited access to some Portal
functionality through a PDT, but they cannot use their Point of Sale login to log into the
Portal.

Point of Sale supervisor

A Point of Sale supervisor is a Point of Sale operator with some additional permissions to
do things like authorise changes to the Point of Sale terminal, authorise gift voucher returns,
or anything else that your Point of Sale configuration requires a supervisor's authorisation
for. Their supervisor status is separate from any Portal permissions they may have.
Depending on their permissions, they may have limited access to some Portal functionality
through a PDT, but they cannot use their Point of Sale login to log into the Portal.

Price change

A price change updates the Portal with new prices for each price level of an item. Price
changes can only be performed by operators with sufficient Portal privileges.

Price level

The Portal inventory system can store multiple price levels. For example, you may have one
price level for retail customers and another for corporate or wholesale customers. The Point
of Sale can be configured to use the appropriate price level when a debtor or customer is
added to the transaction.
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Prime item

A prime item is an item that can be sold normally through your Point of Sale. Most of the
items in your inventory are likely to be prime items.

Procurement

The procurement system is the set of Portal features that manage and maintain the act of
replenishing your stock levels, including managing creditors, contracts, requisitions,
purchase orders, stock receipts, returns, adjustments and stock take.

Promotion

A promotion is a Portal feature which lets you create sophisticated rules to offer discounts,
free items or rebates when the customer purchases a particular set of or combination of
items. The Portal allows you to create promotions based on departments, suppliers, or your
own custom item groups.

Promotion group

A promotion group is a group of items you define that either is used to trigger a promotion,
or has the effects of the promotion applied to it. You can use the same group for multiple
promotions.

Purchase order

A purchase order is a request to an individual supplier to purchase a set quantity of specific
items. Purchase orders can be created manually, automatically created from finalised
requisitions, or generated using procurement configurations.

Rebate

A rebate is an amount of money offered back to the customer by a supplier as an incentive
to purchase. As opposed to a discount, special or promotion, where your company covers
the lost profit from the price reduction, the supplier is responsible for reimbursing your
company.

Rebate group

A rebate group is a collection of rebate item groups, used to easily control start and end
dates of rebates.

Rebate item group

A rebate item group is a collection of rebate items, where each item has its rebate rules
defined.

Receipt

A receipt is the printed record of a transaction, including the items, quantities and prices,
any loyalty information, the tenders submitted and the operator, the terminal and date the
transaction took place at.
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Referral

A referral is a connection between two items in your inventory, where one is considered
part of the other. For example, if your inventory tracks both individual cans of soft drink
and crates of 24 cans, you can use a referral so that purchasing a single can (Selling item)
depletes your stock of crates (Stock item) by 1/24th. This is different to using packs, as both
individual cans and whole crates of items are tracked in your inventory.

Referred item

A referred item is an item that is depleted by the sale of another item. For example, if your
inventory tracks both individual cans of soft drink and crates of 24 cans and sells the cans
individually, the referred item is the crate of cans, which is depleted every time an
individual can is sold. Referred items are also called Stock items in this documentation.

Requisition

A requisition is a list of items requested by a particular site. Each item is given a requested
supplier, and all items are included in a single requisition, even if they are from different
suppliers. Finalising a requisition can automatically open a purchase order for the
appropriate suppliers. Requisitions from multiple sites may be combined into a group
purchase order for a supplier, if your Portal is configured to permit group purchase orders.

Roster
A roster is a schedule of when specific staff members are supposed to work.
Sale minimum

A sale minimum is a minimum transaction amount used to trigger a promotion or other
effect. For example, a sale minimum of $10 requires that at least $10 of items are purchased
in a single transaction.

Selling item

A selling item is an item that uses a referral to track its stock levels on a different item. For
example, if your inventory contains both individual cans of soft drink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the individual can is the selling item.

Size

A size is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Note: This should not be confused with an item's size as defined in the Details tab of
Inventory Maintenance, which details how units of an item should be measured and sold.
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Snap count

A snap count is a record of the stock-on-hand of an item or set of items at the time of the
snap count, as tracked by the Portal. Snap counts are used for calculations and reporting.

Special

A special is a temporary reduced price given to a specific item for a period of time. Where a
promotion applies to a group of items, a special applies only to an individual item.

Stock adjustment / write-off

A stock adjustment is a record of increasing or decreasing an item's stock-on-hand, with a
reason. For example, stock was found after stock take, or stock has been damaged.

Stock item

A stock item is an item that is referred to by another item, to track the stock-on-hand. For
example, if your inventory contains both individual cans of soft drink and crates of 24-cans,
and your company sells the individual cans but tracks stock of the crates of 24 cans, then
the crate of 24 cans is the stock item.

Stock on hand

Stock on hand is the number of units of a particular item a site currently has. It is updated
automatically by stock receipting, transfers, adjustments and sales, and compared against
stock take numbers to determine shrinkage.

Stock receipt

A stock receipt is the process of recording stock incoming from a supplier to a site. Stock
receipts record the supplier, date, item and quantities, including any items that were
received but not ordered, or items that were listed but not delivered. Stock receipts may use
a delivery docket, which is a plain record of incoming stock, or an invoice, which creates a
corresponding creditor invoice in the Portal to link with the stock receipt.

Stock return

A stock return is the process of returning stock to a supplier because it is faulty or otherwise
unsuitable for sale. Stock returns record the date, item and quantity being returned and the
reason for each item being returned.

Stock take

A stock take is the process of counting all units of stock at a particular site to obtain an
accurate stock-on-hand level. Stock takes can either be continuous, where stock is counted
while the site is still open for trading, or manual, where all stock is counted in a single
session while the site is closed for trading.
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Style

A style is one of the three item variation options under Fashion. An item with a designated
style may have a colour defined, as well as a size. The terms colour size and style may be
renamed for your Portal configuration.

Supplier
A supplier is a creditor from whom you purchase items in your inventory.
Supplier promotion

A supplier promotion is a promotion that applies to all items marked as purchased from a
specific supplier. A supplier promotion allows you to provide a discount or supplier rebate
for the items purchased, either immediately or as a credit voucher. The promotion can be
restricted to only provide a discount if a minimum number of items or minimum sale
amount is reached.

Terminal

A terminal is the tablet or other device that runs the Point of Sale. Each terminal is
connected to the site via the base station, and is identified by a unique terminal number,
which is recorded in every transaction made by the terminal.

Point of Sale Transaction

A Point of Sale transaction is an exchange of items, which represent goods or services
provided by your organisation, for payment. Transactions include all the relevant
information about the exchange:

= The date, time, site and location of the transaction.
= The operator who performed the transaction, and which terminal they used.
= The items purchased or returned and in what quantities.

= The amounts and types of payments provided, including any change or
reimbursement provided to the customer or redeemed loyalty points.

Note: Transactions cannot be finalised until they balance. That is, the amount
owed by the customer is zero, and any amount that has been overtendered has
been issued as change.

= The loyalty number linked to the transaction, if applicable.

You can view what is currently included in the transaction in the Transaction list of the
Point of Sale.

Note: In the Portal, a transaction also refers to an exchange of money, such as the
payment of a creditor, or a debit adjustment.
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Transaction line

A transaction line is an entry in the Transaction list that e

contains an item and its quantity. If more than one unit 6 583kg N x $2 99kg $19.68

of an item is added to a transaction, the units are

grouped into a single line. Actions such as price ,“’;‘;;;i;‘?s’ig"sém $18.52

overrides, voids, discounts or refunds then apply to all

units in the line. SO .28
Credit Card $20.00
CASH $50.00
Change $31.80

Warehouse

A warehouse is a supplier that represents your company's central warehouse, used when
sites order some or all of their inventory from Head Office rather than directly from
external suppliers. You may configure different rules and restrictions for warehouse
suppliers than are used for direct suppliers. You can also restrict sites to use only warehouse
suppliers and prevent them from ordering from direct suppliers.
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