Audit of Floor Stock ~

Access back office from Non-Retail Roles

Select <Inventory Options> then <Reconcile Inventory & Cash>

Select <Start New Reconciliation> **

Select <Segment Saleable and Non-Saleable>

Scroll to highlight the Retail Floor Stock then <Continue>

Highlight counter #1 and choose <Select counter #1>

Highlight counter #2 and choose <Select counter #2> <Continue>

-at this point the count sheets will print, two sets.  You’ll get a message “A new reconciliation has been initiated successfully”. <Continue>

Select <Resume Selected Reconciliation> to continue with count on same day.

For saleable stock:

-scroll to highlight an item, key in quantity of each item then <Saleable Count>

For redeemed stock:

-scroll to highlight an item, key in number and select <Go to item>, key in quantity and select <Redeemed Count>

To add items:

-select <Add/Remove Items> then key in or scan item number, then press {Enter}.  Repeat for each item then select <Continue>.  Enter quantities then select <Saleable count> or <Redeemed Count>
To remove items:

-select <Add/Remove Items>, scroll to highlight an item.  Select <Remove> then <Continue>.

When complete, select <Continue> verify the difference if any and enter any remarks from counters.

Select <Continue> and this message appears “The Reconciliation has been successfully completed”.

Select <Continue> then <Return to Back Office Services>

**do this the day before to enter results the day of count, or, do count and enter results the following day.

Audit results will not post automatically.  Retail Floor stock must logon and post the results to either overage (AIC 239) or shortage (AIC 639)

Posting Floor Stock Audit Results ~

Logon to retail floor stock, go to {Clerk Services} and select <Money and Accounts>, then select <GL Activity>

Select <Posting of Audit Results> 

select <Stock Overage> (AIC 239) or <Stock Shortage> (AIC 639)

Key in the Employee ID {Enter} and using the prompts on the screen, complete the remaining fields (where appropriate) then <Accept>

-print a unit or clerk financial report (1412) to see adjustment.

Posting Clerk’s Cash Audit Results ~

*when performing an audit of clerk cash & money orders, the Retail Associate must be closed out.  After completing the reconciliation, the RA must logon by selecting <Retail Floor Stock> and post the audit results.

Logon to Retail Floor Stock and press {Clerk Services}

Select <Money & Accounts> then <GL Activity>

Select <Posting of Audit Results> 

Select <Cash Overage> (AIC 068) or <Cash Shortage> (AIC 764)

Key in Employee ID, then press {Enter}

Using the prompts on the screen, complete the remaining fields where appropriate and select <Accept>

VENDING ~

Logon to vending credit, by choosing start clerks day in upper right corner

Enter POS ID & Password, select vending credit 

1) Acknowledge any stock transfers.  Select [Clerk Services] then select <Inventory & Adjustments> then <Receive Inventory>

Highlight the transfer and select <View/Receive Transfer> Two receipts will print, one to stamp custodian and the other needs to be turned in with final paperwork. Go back to [Clerk Services]

2) Sell items to enter money for deposit.  Select <Stamps> and key in a vending stock item #675700  ($7.80 bk), #676000 ($2.40 bk), or #315800 (2¢X20 40¢ pk) and touch <Sell item by Number>

Item is then displayed in notebook.  Key in quantity of each based on amount of cash to deposit and select [Enter] when you’re finished selling items (Breast Cancer packs are #367200 @ $4.50) choose [End of Visit] and select tender option <cash>.

3) Do final deposit and end clerk’s day.  Select [Clerk Services] and select <Administrative functions> go to Reports and select <Clerk Financial Report 1412> print report and then return to reports and select <Available non-cash tender> and print report.  Return to Reports and select <Exit Reports> then select <End Clerk’s Day>.

Select <Count final deposit> Select <Cash> and key in amounts then <Accept>,  <Return to Summary> and select <Sign out>

Select <Sign-out and Print Reports> the 1412s will print. Keep the top of one and tear off/out the section that has quantities of bill denominations and turn in with your cash.  Sign the other and turn in.  

Inventory Report ~

Logon as Non-Retail and go to <Back Office> Choose <Back Office Reports> Select <Inventory> then <Inventory by Category>

<Print Report> allows for the entire report or just specific pages, be sure to keep “unit reserve” and “retail floor stock” noted as separate reports. <Return to Back Office Services> when complete

Shipping Inventory to Segment ~

Logon as Non-Retail to <Back Office> From <Inventory Options> select <Inventory Transfers> and then Select <Transfer to Segment> then <Initiate new Transfer> Enter Item # and select <Look-up Item>**

Select <Transfer Item & Exit Look-up> to get back to the transfer screen. 

Enter all items then <Continue> to enter quantity of each item after all items and quantities are entered, select <Transfer and print 17>

A message will display that the transfer was successful

<Return to Inventory Menu> then <Return to Back Office> & Sign off

**For Money Order Transfers, when entering the Item # use 3298 for International money orders and 329900 for domestic.  Select serial number and <Enter> then amount and <Enter> to Print 17 and transfer

Receive Inventory ~

Logon to Non-Retail <Back Office> and go to <Inventory Options>

Then go to <Inventory Transfers> and <Receive from Vendor>

Select <Receive Shipment not listed>

Scan or Enter items first, then select continue.  Key in quantities and select <Enter>.

For Money Orders, scan or enter starting # then <Enter> key in quantity then <Enter> 

Accept Serial Numbers and Accept receipt of shipment <Continue>

Select SDO/SSC, shipment# and Source ID (0203120000) then <Enter>

<Return to Inventory Menu> then <Return to Back Office>

End Clerk’s Day ~

From your open accountability, select <Clerk Service> then select <Administrative Functions> and <Reports> 

Select <Clerk Financial Report (1412)> and print the report then <Return to Reports> and select <Available Non-Cash Tender> and print then <Return to Reports> and <Exit Reports> choose <End Clerk’s Day>

And <Count Final Deposit>

After verifying non-cash tenders <Verify All Items> Accept then       repeat for each tender type.  

After all Verified, go to <Return to Summary> and then <Retain Cash>

Key in amount and select [Enter]

Write down amount of cash available for deposit that system says.  This is the amount of cash for deposit.   It’s not displayed on bank deposit screen.

Go to <Count Final Deposit> <Cash> key in amounts and <Accept> then <Return to Summary> - available amount is now $0.00

     <Sign Out> then <Sign Out and Print Reports> 1412s will print.  Tear 

    Off part with bill count for close-out clerk Sign other one and turn in. 

Unit Close Out ~ 

*Note:  the system will automatically print all consolidated reports to the network printer. Our closeout in Sitka takes 39 pages of paper.  After the reports finish, the system signs you out and returns to the logon screen

From Non-Retail Roles go to <Back Office> then <Unit Options> then <View Clerk Status> to <Return>

Select <Close Unit> and <Prepare final bank deposit> {Continue}

<Accept Deposit> -Edit bill denominations if necessary and <Accept>

Select <Yes, Accept Deposit> and <Close Unit>

Shutdown and Restart Entire Store ~

*Wait 1 hour after restart to access any reports

* Do not perform shutdown for 24hrs after software release

Logon to Non-Retail Roles and Select <Shutdown>

Then select <Shutdown and Restart Entire Store>  

Choose <Yes, you’re sure>  

Observe the system as it completes processes and Re-boots.  The system will return to <Start of Clerk’s Day/Clerk Sign In> screen.

On Hand Ready Post Counts ~

Login to Back Office

Back office Reports <Inventory> <Inventory by Category>

Check your physical count amount against what your inventory shows

(example: Item #93100013 is a 12X15 Bbl Mlr and I have counted 10 on the shelf.  My inventory shows 7 so I need to add 3.  If my inventory said 13, I would need to subtract 3.  If my inventory said -13, I would have to add 23.)

To Add:

Go back to Back Office <Inventory> <Receive from Vendor>

<Receive shipment not listed>

Enter Item # (Enter) and <continue>

Enter adjusted amount and (Enter) then <continue>.

**A message will ask you if you want to transfer to Retail & Packaging – you say “Yes, Transfer”. 

<Select External Vendor> –I use today’s date for the shipment number and Ready Post as the vendor.

To Subtract:

Go back to Back Office <Inventory> <Inventory Transfers>

<Return to Vendor> <Initiate New Return>

Enter Item # (Enter) and <continue>

Enter amount to return and <continue>

Choose <External Vendor> – I use Ready Post

Accept and Return

When you’re done with your adjustments, go back to the top and         re-check the amounts you now show in your inventory.

~OR~ call 1-800-711-0428, option #7 and tell them your physical count for their on-hand quantity request.

