The Retail Cashbox

Serial Number:
Proof of License
Lightning Bolt Computers
LicenseAgreement
(Single-User Products)

Thisisalegal agreement between you (either anindividual or an entity) and Lightning Bolt Computers. By opening, or installing, the software
youareinagreement to bebound by thetermsof thisagreement. If you do not agreeto thetermsof thi sagreement, promptly returntheunopened
software packet(s) and the accompanying items (including written materials and binders or other containers) to the place you obtained them
for full refund. DO NOT INSTALL THE SOFTWARE IF YOU DO NOT AGREE TO THESE TERMS.

Lightning Bolt Computers. SOFTWARE LICENSE

1. GRANT OF LICENSE. Lightning Bolt Computers grants to you the right to use one copy of the enclosed software program on asingle
computer. Thesoftwareisin useonacomputer whenit isloaded into temporary memory or installed into permanent memory of that computer.

2. COPYRIGHT. The softwareis owned by Lightning Bolt Computers or its suppliers and is protected by the United States copyright laws
and international treaty provisions, Y ou may not copy the written materials included with this software.

3. DUAL MEDIA SOFTWARE. If the software package contains both 3.5" and 5.25" disks, then you may use only the disks appropriate
for your single-user computer.

4. RESTRICTIONS. Y ou may not rent or |ease the software, but you may transfer the software and accompanying materials and disks. Y ou
may not reverse engineer, decompile or disassemble the software.

Limited Warranty

Lightning Bolt Computers. warrantsthat the software will perform in accordance with the accompanying written material sand any hardware
(disks) will be free from defects for a period of 30 days.

CUSTOMER REMEDIES. Lightning Bolt Computers and its suppliers entire liabilities shall be either:

1) return of purchase price

2) repair or replace software

Thislimited warranty isvoid if failure of software has resulted from accident, abuse or misapplication.

No other warranties are implied or expressed, including, but not limited to implied merchantability and fitness for a particular use.

No liability for consequential damage. In no event shall Lightning Bolt Computersor its suppliers be liable for any damage whatsoever from

theuseor inability to usethisproduct. Thisincludeslossof business, businessinterruption, lossof businessinformation or any other pecuniary
loss.
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Quick Sart & Installation

Installing TheRetail Cashbox Program: Y ouwill
needaharddrivetoinstall thisprogram. Placethe
program disk into the A or B floppy drive and
typeeither (A:) or (B:) and press @] Thiswill
make your choice the active drive then type
(INSTALL) and press &%, The program will
make a directory called \VCR\STAT and copy
filesintothesedirectories. Theprogramwill also
copy afile called CB2.BAT to your root direc-
tory. After the files have been copied type the
letter of your hard drive example (C:) and press

l;@ . Tostart theprogramtype (CB2) and press

Inorder for your programtorunproperly thefiles
statement of theconfig.sysfilewill bechangedto:
FILES= 65 Theinstallation program will not do
thisfor you, if filesdo not equal 65 or greater the
program may not run properly onyour computer.
You may aso need to have SHARE loaded.
Consult your DOS manual.

Thefirst screen to appear will be the authorizes
security screen. Y ouwill needtoemail Lightning
Bolt Computers (eric@lightbolt.com) to register your program and get the access code for your copy. Thiswill need to be done before you will
be ableto run the program. Have your serial number and the security key number found on your screen ready when calling. The serial number
can belocated On the program disks and on the first page of this manual. This security code will only have to be entered once at the beginning
of installation.

General Program Operation

* ARROW KEY'S [¢] P i1 71 - are used to move within menus and screens

* (+) OR (-) KEY S - are used to change date ranges

* ENTER KEY [;@ is used to execute acommand or function

* ESCKEY []- is used to exit the program or to escape from afunction or menu

* LETTER KEYS - are used to enter text or run afunction

* FUNCTION KEY'S - are used to run options examples would be pressing (F1) ] to run help.
* HIGHLIGHTED - means the active command

* CURSOR - istheblinking line on the screen

* BACKSPACE KEY - will remove text from right to left

* DELETEKEY get]- will removeitem, line, or text

* INSERT KEY - isfor adding text to fields

* (F1) KEY f71- will run context sensitive help

* (F2) KEY fz1)- will run calculator

* (F4) KEY - will set the last item sold to a new sales person

* (F5) KEY [=1- will place counter sale in the customer section of the work screen

* (F6) KEY [=1- will open a cash drawer if present

* (F7) KEY g71- will display amount of cash in the cash drawer

* (F9) KEY f=]- will calculate the Canadian goods and service tax and place it aslast item on the main work screen
* (F10) KEY f)- prints al reports

TECHNICAL NOTE

* Use AVERY 3 1/2 X 15/16 one up dot matrix |abels.
* Set DOS Mode commands for cash drawer / receipt printer as follows MODE COMI:9600,n,8,1,p MODE LPT2=COM1 This will
redirect coml to |pt2 and be used for the serial receipt printer cash drawer combination. Y ou can use aparallel receipt printer aslong asitis
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Lightning Bolt

THE RETAIL CASHBOX
Z.18.6c

Select Date
Date:

Thur=day

| Press + to increment, - to decrement or ENTER to accept

on Ipt2.
Date Screen

* The date screen has one main function. From this screen you can either press LE",ITERI and accept the date shown or use the + or - keysto

advance or decrease the date to be used or type in the correct numbers and press enter. The date you choose will be used within the
program for all work conducted. Thisis very important if you wish to advance or backdate transactions.
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Cust # Bal5 0.00
Phone:
Exempt: Rep:

Description T Qty UM Price Extenzion

select Function ——————————— Sub:
[ ﬂzﬂ Process Options Edit Clear Lookup HNenu Tax:
Total:

PRESS Enter or “A" To Select Customer or FS for Counter Sale

Main Work Screen

* From this screen you will be conducting 90% of your work. To make the program as user friendly as possible there are only afew keysto
learn. The main work screen has three distinct parts.

* The top of the screen holds the following customer information - name, company name, address, phone, customer number, balance owed,
taxable status and the sales person identification.

* The middle part of the screen holds the inventory items to be sold, and basic information about that inventory item - item number,
description, taxability, quantity, Unit of measure, price and its extension.

* The bottom of the screen to the right in red is where the subtotal, tax and total of the work sheet items are.

* The left side is where you select the menu functions from.

* The last line on the bottom of the screen will give you an explanation of the function highlighted, sort of mini help.

* The first and most important key isthe 7] function key. By pressing this key you will bring up the context sensitive help screen.
While in the help screen you can jump to any of the topics shown on the right side of the screen.

* The 2] function key will activate the pop-up calculator for quick number crunching. When the calculator is present on the screen
instructions for use are located on the lower part of your screen. el will return you to the main work screen.

* [2] Sets last item sold to another sales person

* =] will place counter sale for your customer

* =] will open a cash drawer if present.

* 2] displays amount of cash in the cash drawer.

* fr<] will calculate the Canadian goods and service tax and placeit aslast item

* (€] and 2] arrow keys are for moving to the function you wish to run.

* To coincide with the arrow keys you may use the first letter of the function you would like to select such as (1, 1, 21, ET1,E 1, E1, ).

An example of thiswould be pressing the letter ) which would bring you to the menu screen.

* The (Insert) key can be used to enter inventory items without going into the inventory pop-up list. Thisis a quick method of entering
itemsyou aready know theitem number for or if you would like to enter ablank item line or comment. Y ou can also use a bar code reader
here aswell. If no customer has been selected yet, insert will first prompt you to select a customer or counter sale.

* The f=c] key isused to leave The Retail Cashbox Il program or if you arein a submenu, the help screen or calculator it will bring you back
to this main work screen.

* Thefollowing isalist of the functions available on the main work screen.

* ADD: Hastwo choices, first when the work sheet isblank it will bring up the customer list. Once a customer is selected selecting Add from
then on will then bring up the inventory pop-up list.

* PROCESS: will bring youtothetransaction menuif thework sheetisnot blank. After pickingyour customer andinventory itemstosell, Process
will complete your sale, quote, return, layaway or payment.

* OPTIONS: Isused for selecting the options for the current work sheet, such as discounts, taxable, serial numbers, invoice history, layaways
and quotelogs.

* EDIT: will allow you to edit the customer or work sheet inventory items.

* CLEAR: Isused to clear the worksheet of customer and inventory information. This action will be logged for later evaluation.

* LOOKUP: Menu isused for quick retrieval of serial numbers, customers, inventory items, invoice numbers and notes on customers.

* MENU: Thisitem will place you in the menu screens. All of the functions listed above will be explained in the following pages.
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Windows:

In most Point-Of-Sale operations, the person ringing sales will not be a computer ex-
pert. For this reason most POS stations still run DOS instead of Windows.

DOS needs less memory, less hard disk space and applications in DOS run faster
because there is less multi-tasking.

But you can run the Retail CashBox from with-in Windows . To do this:

1) First make sure the program runs in DOS. To do this add one customer, one inven-
tory item and ring one sale. Next, use the HISTORY function to look-up the invoice you just
printed. The HISTORY function will check to see if SHARE is running correctly.

2) Exit The Retail CashBox and start Windows.

3) Create a new Icon or use the DOS icon to run the CB2.BAT. To do this consult your
Windows manual.

We run Windows for Workgroups and The Retail CashBox everyday. We have not
tested Windows 95.
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ustomer No: 10002

i=tomer Databazse —M iew F8B-G
Company Last NHame Phone
COMPUTER PARTS INTERNATIO

COMPUTER SERVICES COMPANY CINDY (517) 348-2244
COMPUTER TASKFORCE MATTAR (810) 269-0003
CONLIN COMPANY REALTORS  THORNBER (313) 668-4600
DOUGLAS DEVENS, M.D. DEVENS (313) 439-7996
FLAGSTAFF COMMUNICATIONS KEUVEN (520) 774-9180
FRAYNE SPORTSUARE INC COOK (6813) 961-7171
GOLF SHOTS OHLEMACHER (313) 243-2711
JULES JULIE (313) 426-0911
KEATKEY CO PROUBSEKY (313) 668-9900
KETTERING ELEMENTARY TOBLER (313) 481-8288
LARRY ABRAMSON MD PC ABRAMSON (313) 944-3325
LIGHTNING BOLT COMPUTERS TOELER (313) 480-4341
MAGNA MACHINERY CO INC GARRISON (610) 616-0080

Select Itep ———M@8 —M™M8¥ M
lFE-Last Name F3-Add F4-Edit F5-Floor F6-Delete

Pres= any letter to search databaze or Funct key to =zelect op

Customer Pick Screen

* Y ou have anumber of functions available to you from the customer screen. First use the (up) and (down) arrow keys to highlight any
customer of your choice and press [,ﬂ“iﬂ'ﬂ Thiswill bring you back to the main work screen and will fill in the customer information for you.
* If you wish to look up a customer by name you can type in the name or company and the program will bring you to that record or closest
toit. If you press lf"%ﬂk now the program will bring you back to the main work screen and fill in customer information. The name you type
will be displayed in the lower left box on the screen. Back space will delete letters to the left of the cursor and move the list accordingly.

* The 2] function key will change the list order from last name order to company order and vise versa. Searches will be performed on the
order selected.

* The g2l function key will alow you to add new customer information. Type in the appropriate information in the field and press (Enter)
to continue to the next field. Fill in as much information as possible about the customer so you can use thisinformation later for mail and
customer information lists. Y ou will be asked to select CUST TYPE, AD SOURCE, INQUIRE and TERMS if you set these Options up in
the system configuration menu. Do this by moving your ] f1keys (up) and (down) to highlight aitem and press Eﬂ*ﬂgto select. If thelist
islonger than can be displayed in the box it will scroll up or down to show you more. Y ou will also need to select the tax status and price
level of the customer. A pop-up box will then ask you to save or abort your additions or changes.

* The 2] function key will bring up the edit screen on the customer currently highlighted. Here is where you will make any changesto the
active customer.

* The =] function key places counter (floor sal€) as the current customer. Thisis for customers you do not wish to keep records on.

* The =] function key is used for deletion of the currently highlighted customer. A option box will appear asking you for (YES or NO) to
delete. =] islike NO and will bring you back to the customer pick screen.

* The 7] function key will let you look at the complete customer file when pressed the highlighted customer will be shown, press any
other key to close out the view function.

* Thefz]) function key will alow you to search a customer by whole words or phrases instead of one letter at atime. Press f2{then typein
search criteria, press the (Enter) key to search.

* The f=c] key will bring you back to the main work screen with no changes made.
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THE RETAIL CASHBOX

Name: ERIC TOBLER Cust # 10002 BalS 0.00

Comp: LIGHT Inventory Databaze

Addr: 5549 Item t Descripton Oty Price

— LOW POWER 4 PORT RSZ32 CARD 9998.00 165.00)

Item # FARGD COLDR PRINTS 9989.00 5.

3.55.25 SLOT RAILS .00 5.

PO20 3.5 -» 5.25 SLOT CAGE .00 15.
3.5 ->» 5.25 POUER CABLE .00 5.
3.5 ->» 5.25 (40 PIN TO FLAT) .00 7.
1082 TEE .00 12.
1082 25' CABLE .00 PAT
Y-CABLE POWER .00 15.
UCR 2 HEAD B PROGRAM 149.
OMNI PAGE SOFTUARE 600.
ADDLBY PHOTOSHOP 175.
MICROBIZ RETAIL CONTROLLER JR 259.
486 DXZ - 66 200

|
Lo e R o= i g L R

Select tep —mm Sub:

I nventory P|Ck l FZ-Search F3-Qty F4-Explode Tu::)l(;

* From this screen you will be picking inventory Pre=cand tetiny fe e databrse oo Frve’ fan heg-frseleck vatinn

list. When an item is highlighted it’s corresponding item number is shown on the main work screen at the far left. When you press (Enter)
thisitem is placed on the work sheet and the next line shows you the next item to select. Y ou may type in the item number and press l,f"ﬂ
If itisapartial number the program will bring you to the closest match in the inventory data base. Y ou may also use a bar code reader here
to pick the items from the UPC label or your own bar code labels. If you would like to enter more than one as the quantity you would press
2] and enter the quantity you wish to sell and press [E"TER Entering on a previously selected item will add another one to your worksheet
by adding to the others quantity.

* The [;;u key will bring up the search menu and ask if you want to search by description, size, color or price. After Us ing the [f1 ] keys
and pressing [,mﬂj anew box will ask you for what you want to search for. Type in your search criteria and press l,f"ﬂ If there are any
matches the program will make alist of them for you to pick from.

* The <] key will explode out the information about the highlighted inventory item on your screen.

* The [ key will bring you back to the main work screen.

THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal§ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
fiddr: 5549 NEW MEADOM, YPSILANTI,MI 48197 Exenmpt:¥Y Rep:

Payment Information

Transaction —

L)

Quote

Layaway

Return

Pay on Account
Pay on Layaway

Process Menu

* From this menu you can access the following options by using the (] f-]arrow) keys and pressing e on the highlighted choice.

* SALE: for standard transactions involving cash, credit, and account processing. This menu will also authorize credit card transac-
tions.

* QUOTE: By pressing Quote on the transaction menu this will print and log this invoice as a quote for this customer. The items on the
worksheet will not be subtracted from the inventory.

* LAYAWAY': By pressing layaway on the transaction menu you will be printing a layaway receipt and logging this invoice as a
layaway under this customers name. You will be subtracting the item on the worksheet from the inventory.

* RETURN: Return is handled the same way as a sale but with negative values. To process a return see sale. The inventory items will
be added back into inventory.

* PAY ON LAYAWAY or ACCOUNT: These functions are handled the same as sale except you will not have any items in your work
screen, just a customer selected. After selecting one of these functions you will handle the transaction the same as a Sale. See Sale for
more information.

* Basically al transaction will lead you through multiple choice questions in compiling your receipt. Any receipt of cash, check or
credit will be processed accordingly.
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THE RETAIL CASHBODX
Name: ERIC TOBLER Cust # 10002 BalS 0.00
Comp: LIGHTMING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEU MEADOW, YPSILANTI,MI 48197 Exenpt:¥Y Rep:

Payment Informatiom
Sale
Sub: 1302 .00
Tax: 0.00
Total: 1302 .00

Payment.: FETTENTY Cash

PO/CHK #:
Conments:

0K to Continue?

l@ Mo Quit

PI’ ocess Sa.l e Print Receipt

When selecting sale you will be given multiple choice menus toel compile your invoice. Thefirst is payment method with Cash, Check,
VISA/MC, AMEX, Discover, Account or Other asyour choices. They all act the same with more information needed with charge cards.

Y ou will be asked to type in the amount the customer has giving you or press ﬁ“@@ if the amount is the same as shown on the screen. If the
amount is more, then the system will ten you how much change to return to the customer. If the amount is less, then the system will
prompt you for payment method for the remainder of the balance. After making your choices the next box will ask you for PO or check
numbers, if none are required then just press lg"flw and continue. The same istrue for comments. Y our last function is to either press lg"flw
on Yes and print your invoice, No to re-process information or Quit to go back to worksheet.

* |f you used credit cards as payment methods you will be prompted for the number and expiration date or to swipe the card through the
credit card reader for automatic authorization. The system will not continue until thisinformation is supplied.

*|f you select check from the type of payment menu the customer file will be referenced to seeif checks are allowed for this customer.

THE RETAIL CASHBOX
Mame: ERIC TOBLER Cust # 10002 Bal§ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOW, YPSILANTI,MI 48197 Exempt:Y Rep:

Description UM  Price Extension

10BZ TEE . 12.00 12.00
MULTI USER GOLD 7 BASE . 795.00 795.00
CASH BOX II RETAIL BASE . 495.00 495.00

Options

Dizcount
Quote
Layaway
Taxable
Serial Number

Select Function — ———————————— : 1302 .00
l Add Process Options Edit Clear Lookup HMenu 8 0.00
1302.00

Customer History

Options
* From here you can access the following features, customer history, discount, quote, layaway, tax and serial number. Use the (] ]
arrow) keys to move to your selection and press e .
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Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOW, YPSILANTI.MI 48197 Rep:

Invoice # 70
Item # Dezcription T Oty UM Price Extenzion
CASH BOX IT RETAIL BASE N 1.00EA 495.00

SubTotal § 495.00 Tax § 0.00 Total § 495.00
Methodl Cash 495.00

MethodZ Layaway ©0.00

PO #

# Ezc to Return == ENTER to Print =

Customer History
* After you have selected a customer for the main work screen this function will bring up, on anew screen all the past dates and invoice
numbers for this customer. By using your (arrow keys [ 1)) you can select the invoice you wish to review. If there are more items then
can be displayed on the screen use your ][] to scroll thelist up or down. When you highlight an item and press e the screen will clear
and a copy of the past invoice will be displayed. After reviewing information you can return to the main screen by pressing ¢l or reprint

THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOY, YPSILANTI,MI 48197 Exempt:Y Rep:

Description T Qty UM Price Extension
10BZ TEE 1.00]|En 12.00
MULTI USER GOLD ? BASE 1.00|Ea| 795.00
CASH BOX II RETAIL BASE

Select Ite# —— ——————————————————————————— Sub: 1302 .00
l ENTER-Single FZ2-All F3 . Preferred F4-Employee Tax:
Total:

D | scou nt Arrow up/down : Esc to Abort

* Discounting the invoice can be done in one of two ways, either by single item/s or by the entire invoice. This can be done by moving
the (1] keys up or down) and highlighting the item you wish to discount or by pressing the fz]key to discount the entire invoice. If
there are more items then can be displayed on the screen use your 1§ to scroll up or down the list. After making your choice a box

will appear and ask you how much you want to discount. Y ou have two choices here - if you type in the number 10 and press [?@Lyou
will discount $10.00, if you type 10% you will discount 10 percent of the retail amount. After making your choice you are returned to
the main work screen and a discount line is added to your invoice. Your original price will now have an asterisk added to it so you can

see where the changes are made to the amount. The f*]preferred and f“lemployee discounts are by percentages and set when you
configure your system.
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Name: ERIC TOBLER Cust # 10002 Bal3 0.00
Comp: LIGHTNING BOLT COMPUTERS Fhone: (313) 480-4341
Addr: 5549 NEW MEADOW, YPSILANTI,MI 48197 Rep:

Quote Log
Inv # Date Time Amount
101895 Z23:58 495 .00

Total § 495.00 Tax 5 0.00

. . Acc li[‘
theinvoice by pressing ﬁ”m Arrows to move : Enter to Select : E3SC to Exit : Del to Delete

Quote

* The quote option is to retrieve quotes you have prepared for a customer. Y ou must have a customer entered into the main work screen for
this function to run. After highlighting quote and pressing [,H‘iﬂﬂaquote log will appear and give you the choice of picking any past quotes
by date. Using the (f] f-larrow keys) and pressing E"*m will put the chosen quote into the work screen. If there are more items than can be
displayed on the screen use your ([ [*]arrow keys) to scroll the list up or down. Y ou can add or delete inventory items or processit like

THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal3 0.00
Comp: LIGHTNING BOLT COMPUTERS Phome: (313) 480-4341
Addr: 5549 NEW MEADOW, YPSILANTI,MI 48197 Exenpt:Y Rep:

Item # Description T Qty UH Price Extenszion

CASH BOX II RETAIL BASE N 1.00|EA| 495.00 495.00
101895 Layaway Payment 1.00 -495.00 -495.00

select Function ——————————————————— Sub:
l il Process Options Edit Clear Lookup Henu Tax:
Total:
PRESS Enter or "A" To Select Inventory Item or "Insert” for Blank Line
L ayaway .

* LAYAWAY: This option runs exactly like quote. After pressing the %= key alog will appear. By using the (1 plarrow keys) and
pressing &= on the highlighted item you will retrieve that layaway transaction to the work screen. If there are more items than can be
displayed on the screen than use your (] fzllarrow keys) to scroll up or down the list. From there you can process the layaway by
making payments on it. The layaway item will stay in the log until it's paid off. Y ou cannot edit a recalled layaway item. If you need to
make changes to layaway items you must payoff the layaway item first and then return the item to stock. Then you can re-layaway with
the changes you would like to make.
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THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOY, YPSILANTI,MI 48197 Exempt:Y Rep:

Description T Qty UM Price Extension

CASH BOX II RETAIL BASE 1.00|EA| 495.00 49500
10,1895 Layaway Payment 1.00 -495.00 -495.00

Options
View History

Tax-Exenpt Discount
lm Yes I Quote
Layaway

Serial Number

Select Function
l Add Process Opt Edit Clear Lookup HMenu

any other invoice. Not Tax Exempt

Taxable

* By pressing ENEHL on this function you will be given the choice of making this customer taxable or not for theitemsin thisinvoice. Use

THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 BalS 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEUW MEADOW, YPSILANTI,MI 48197 Exempt:¥Y Rep:

Item # Description T fty UM Price Extenzion

PO41 CASH BOX II RETAIL BASE N 1.00|EA| 495.00
101895 Layaway Payment 1.00 -495.00

Serial Ho. —— Optiongs —
[povessszos ] I Uiew History
Discount
Quote

Layaway
Taxable

[Serial Number

l fidd FProcesz Options Edit Clear Lookup Menu

Select Functiom

Enter Serial NHumber

Serial Number

* By pressing ﬁ“@J on this function you will bring up a small window for you to type in a serial number to be added to the next line in
your invoice. This number will be displayed and kept on the customer invoice for later tracking if needed.
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THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOY, YPSILANTI,MI 48197 Exempt:Y Rep:

Item & T Qty UM Price Extension

CASH BOX I1 RETAIL BASE 1.00|Ea| 495.00 495.00
MULTI BASE 1.00|Ea| 795.00 795.00

the (2] arrow key) to select yes and press

Edit Work Screen

* From this function you will be able to perform two operations. If you have a customer selected but no inventory item/s in the work
screen, edit will retrieve the customer record for you to make changes to. Do this exactly as you would under Add Customer or Customer
Maintenance. If there are inventory items on the work screen edit will alow you to make changes to the work screen. Move the (1 f¢)
arrow keys) to select the item you would like to change and press lg"flﬁ( If there are more items on the screen than can be displayed than
use the 7] f¢]) to scroll up or down the list. Thiswill allow you to make changes to the description, quantity and price. Y ou can also use the
=] key to delete any item in the list. After you have completed your changes the program will return you to the main work screen. If you

Arrow upsdoun : Enter to edit : Del to delete : Esc to Abort

THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEW MEADOY, YPSILANTI,MI 48197 Exempt:Y Rep:

Descript T Qty UM Price Extension

CASH BOX II RETAIL BASE 1.00|EA| 495.00 495.00
MULTI USER GOLD ? BASE 1.00|Ea| 795.00 795.00

Clear —
l I Yes I

Select Function
l Add Process Options Edit Clear Lookup HMenu

C:IE%ir Press <! (Enter) to leave worksheet

* If you selecft clear from the main menu you will be prompted for a Yes or No. Use your (f7] jarrow kgyrs) to highlight one of these
and press ( [T |or f&2]) to return to the main work screen with no changes. If you select yes and press g the work screen will be
cleared and a record of the transaction will be stored in the clear log for later review.
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THE RETAIL CASHBOX
Name: ERIC TOBLER Cust # 10002 Bal$ 0.00
Comp: LIGHTNING BOLT COMPUTERS Phone: (313) 480-4341
Addr: 5549 NEU HMEADOW, YPSILANTI,HI 48197 Exenpt:¥Y Rep:

Item # Description T Qty UM Price Extension

CA3SH BOX II RETAIL BASE Y 1.00|Ena
MULTI USER GOLD 7 BASE Y 1.00|Ena

Lookup
Customer Number
Inventory Humber
Invoice Number
Note

3elect Function ————— : 1290.00
[ Add Process Options Edit Clear Lookup Henu : 0.00
1290.00

Search for 3erial Number Information
would like to return to the main work screen without making any changes then press [&¢].

L ookup

* From here you will be able to quickly lookup basic POS information like serial number trace, customer record retrieval by number,
inventory explosion by number and invoice review by number.

* SERIAL NUMBER: When you process asale and add a serial number this function will retrieve the customer and invoice where that
serial number was assigned to. Select this option by highlighting Serial Number with the ] f+] and pressing E"%‘ik- A small box will appear
that asks you for the serial number to search. Enter the number and press EN*EA. The program will search the existing invoices and locate the
serial number. If the proper serial number is found the invoice will be displayed on the screen for your review. Press any key to return to
the main work screen.

* CUSTOMER NUMBER: Select this option to quick retrieve basic customer information. A small box will appear and ask you for the
customer five digit number. Enter the number (10001 is Counter Sale) and if the number isfound abox will appear with basic customer
information. Press any key to return to the main work screen.

* INVENTORY NUMBER: Select this option by moving the 1 §¢]) to highlight Inventory number and press enter. A small box will appear
and ask for the inventory number. Input the inventory number you would like to find and the system will locate an exact match to the
number you entered. If the inventory item is found a box will appear with the inventory information. Press any key to return to the main
work screen. -

* INVOICE NUMBER: Move the [ §+] up or down to highlight this option and press ﬁv?&@. A small box will appear, type in the invoice
number you would like to review and press E"%Ei{ If theinvoiceisfound customer and work sheet information will be displayed on the
screen. Use your 7] f¢] to scroll inside detail information up or down. Press and key to return to the main work screen.

* NOTES: you can tag notes to customers files from the Lookup menu option on the main work screen. Type in any notes you would like
for that customer, use the ] and Backspace keys to delete items you no longer want. Y ou can type up to 1600 lines per customer. [cri-
v saves the changes, [l aborts with no changes.
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Printers:

All reports and labels are printed to LPT1: (the first parallel printer port). The receipt printer can be LPT1.:
or LPT2: (the second parallel printer port) with 40 column printers.

One problem with POS software is all hardware that can be attached to the computer. Each item needs a
port! If you will be using a receipt printer, a label printer and report printer; a switch box will be helpful.

Some people do not like switch boxes so here are some hints to reduce the number of printers.

1) The barcode labels need a 9-pin printer. By using a 9-pin printer for reports, labels and receipts you will only
need one printer.

2) If you want a small receipt printer it can be connected to a serial port and the report/label printer would be
connected to LPT1:. Again, use a 9-pin printer for the labels.

3) If you do not need barcodes, a 9-pin printer is not needed. If you want full page invoices, you do not need a
small receipt printer.

4) To reduce counter clutter. Use a small label printer on LPT1: and a small receipt printer on LPT2:. Adding two
more parallel ports to you computer is under $100. Place the report printer under the counter and attach it to
LPT3:. To print reports, at the end of the day exit The Retail CashBox and run CBR.BAT. You'll need to create
this BAT file, but it should look like this:

rem The next line sends the reports to the third printer port instead of the first.
MODE LPT1:=LPT3:

rem The next three lines run The Retail CashBox

CD VCR

CD STAT

POS

rem The next line resets the ports to normal.

MODE LPT1:=LPT1:

The program can be fooled to print to another port. Use the DOS MODE command to redirect the print-
outs to a different port. Most users will not need to do this. Refer to your DOS manual for help with the MODE
command. For example, to use a serial receipt printer:

1) Configure The Retail CashBox to print 40 column receipts on LPT2:
2) Exit the software

3) Edit the BAT file that starts The Retail CashBox to use the MODE command.
rem The next line sends the receipts to the second serial port.

MODE LPT1:=COM2:

rem The next line sets the COM port

MODE COM2 9600 8 1 N

rem The next three lines run The Retail CashBox

CD VCR

CD STAT

POS

Now you can attach the receipt printer to the COM2: serial port and every time The Retail CashBox is
started, it will configure everything.
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Henu
Inventory
Customer
Payables

Acct Receivable

Maintenance
Setup

Menu
* From this screen you will be able to access the report mgeg

Daily Summary

Time Summary
Inventory

Employee

Sales fnalysis
Physical Inventory
Rank Sales

Reports Menu Daily Report by Customer, Invoice AND Inventory

* Most of the reports are set to run the same way, select your Options by using the up or down [ f<Jand press ng MOn the correct
highlighted item. After making your selection a box with the beginning date will appear. Y ou can press Eﬂ(and accept the date or use
the plus (+) and minus (-) keys to increment or decrement the date or type in the date you would like to use, then press M The same
will hold true for the ending date. This sequence will let you select the date range for any report. If you would like one day then the
beginning and ending dates should be the same.

* DAILY REPORTS: This function will retrieve all sales by name, invoice number, taxes, totals, products, serial numbers, discounts,
dates, account representatives and method of payment. This information is then compiled into a report snowing all sources of income
for the date period. The last screen will snow the product number, description, quantity and any discounts for all inventory items sold in
the period specified. It will also show GST tax at bottom of report

* DAILY SUMMARY : This report is a shorter version of the daily reports showing sources of income and grouping of inventory items
by either department, division or vendor.

* TIME SUMMARY: Thisis a very good tool to show sales revenue over time in the day. The sales are tabulated in a time line fashion.
This is nice for scheduling purposes and operation hours surveys.

* INVENTORY': This will show you the current inventory items in stock by either product number, department, division, vendor,
reorder items, or below user defined minimum levels. After making your choice a plck list will appear of the active departments,
divisions or vendors. Use your ]| f]|to select one of the items in the list and press F“TERJ to continue. Selecting All will print a report
with sub-groups of the departments, divisions or vendors you have selected.

* EMPLOYEE: This report will give alist of all active sales people and the amount of their total sales grouped together by the date
range selected.

* SALES ANALYSIS: This report will allow you alook at all sales and analyze by product number, department, vendor, leIS!Oﬂ or
customer. After picking your date range, select your type of anaysis by moving the (arrow keys) up or down and pressing Eﬂ“(

* PHYSICAL INVENTORY:: Use this report to print out a physical inventory of all the active inventory items grouped by either
product numbers, departments, divisions or vendors. A list of all the inventory items will be printed with a line for your physical Count.
* Rank Sales: This report will rank sold inventory items by percentage showing you your most active items it runs the same as sales
analysis.

* When you run any of these reports they will be displayed to the screen you may press the ff2]) to send your report to afile or press the
=] or =) key to return to the menu or the g key will print your Report. While the report is displayed you can use the up or down
71§ to scroll within the report.
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Hardwar e

The Retail CashBox will work on any IBM-PC/XT, 286, 386, 486, Pentium, or P6. The only requirement
when working with older equipment is a fast hard drive. With a 286 or better, a cache hard drive controller will
give better performance. This device has memory to make the hard drive run faster.

In the retail business we want to keep counter space to a maximum. To do this, keep the computer under
the counter. Do not place the computer on the cash drawer. The slamming of the cash drawer shut will cause
damage to the hard drive.

Small receipt printers, keyboards, 9" monitors and pole displays can all fit on top of the cash drawer. The
barcode reader takes up little space. The computer fits below as can the report printer. Stores that want a full
page invoice may have the full page printer on the counter.

The keyboard can have a Magnetic Swipe Reader (Mag reader) to read credit card and checks for
electronic approval. Electronic approval lowers the store's credit card processing rate. The software needed to get
credit card approval is IC-Verify. At $350 for the single user version, it will allow a retailer to get 1-2% lower credit
card processing fees. Many processors make their money selling retailers a ZON Jr and a printer. This is a credit
card swipe device. They cost $750 as a set and most processors will try to lease them to the retailers for $48/mo
for 36 months. That's 1,728! The Retail CashBox works with IC-Verify.

Barcode readers (wand or CCD) attach to the keyboard port with a "Y" adapter. They read all types of
barcodes. Portable barcode scanners are available to take inventory from the floor. These portable scanners will
"dump" their data into the main computer. The Retail CashBox works with any portable scanner that "dumps"
data in dBase format.
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Inventory
Edit
Delete

Labels
Serial No.
Percent

| nventor y M enu Y ou choose the option you would like to run by moving yol

ITIVENLory Ivienu

* From this menu you have the option of either adding, editing, or deleting an inventory item, or printing item labels. Also, you can set
serial nunll?ers and set theretail price of your item with the percent function. Use your up and down ] -] to highlight your choice and
press [

* Y ou can search or locate the item the same way as the add screen works on the main menu, by using 1§+, typing in the product number
or using the bar code reader.

* |f you choose Add then you will be brought to the add inventory menu. Y our choices here are either standard for entering asingle
inventory item, matrix for adding like items of different colors, sizes, styles ... or kits to add multiple existing inventory itemsinto one item
to be sold as akit. B

* |f you choose Edit then the inventory edit screen will appear. Use your (arrow keys) to select the item and press E"?ﬂg. Thiswill display
the existing inventory information for the item you have selected on the screen for you to make changes to.

* |f you wish to delete an item select Delete from the inventory menu. A list of the inventory items will appear. Type in the number or
move the 7] f]to the correct item you wish to delete and press [,mjﬂ A brief description of the item to be deleted will be displayed and a
box asking you Yes or No to delete. Move your (arrow keys) to the right answer and press [,mjﬂ If you select yes, only reference to that
inventory item will be deleted.

* Serial No: This function will alow you change the serial numbers you set to your inventory items. By highlighting this function you will
be asked if you want to edit items that have been deleted press ﬁ@j to say no or press the letter /1) for yes. You will see alist of items
that you can edit by highlighting them and pressing Eﬁﬂbon.

* Percent: This function is used when you fill in the percent field of all inventory item. As an example if you set the percent field of item
(widget) to be 50 and the cost of thisitem is $10.00 then when you highlight the Percent function and press l,f"fﬂ theretail price of this
item will be set at $15.00. Thisfunction isglobal it will change all items that have a number set in the percent field. If the percent field isleft
at (0) no changeswill be made.

Station Setup for Networks:

One small note for network users. After the software is installed you will set-
up the first station. But every network station must be set-up. This is because
some stations could give a bigger discount if you sell both retail and at wholesale
prices. Each station is like another store, but they all share inventory and custom-
ers. If you have multiple stations, write down the set-up of the first and use it to
help you set-up each station. The set-up section is accessed by typing:

Menu, Set-up, Configure.
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Networking:

The Retail CashBox comes in a Single User and a Network version. The network version adds "Nodes"
to the main station. The main station holds the master files in C:\VCR. Each station must be able to access this
directory and the directories below it (C:\VCR\DICT, C:\VCR\STAT).

Warning Do Not Try This With The Single User Version! Corrupt Files And Data Loss Will Result!

Novell Netware 3.12 or 4.1:
Set the server:
Allow each workstation access to \VCR.
Use the Network Node install software to add Nodes. This will copy files to \VCR.
Set the workstations to:
Login to the network.
MAP the drive you want as \VCR. Such as F:
Change to F:
Change to VCR
Change to STAT
Run POS.EXE

These steps can be added to your login script from the server or a BAT file at the workstation.
LOGIN ERIC  <- login to the network

F: <- change to F:
CD VCR <- change to VCR
CD STAT <- change to STAT
POS <-run POS

Lantastic, Invisible Net, Novell DOS 7, Personal Netware, Windows for Workgroups , most any peer-to-
peer networking software:

The Novell instructions work for most any peer-to-peer network. The master files are held on one com-
puter. This computer has a directory called \VCR. This directory is shared. The other stations have access to
\VCR. This directory is accessed with a drive letter such as F:. Each workstation can have a BAT file that runs
The Retail CashBox automatically. The BAT file would look like this:

F: <- change to F:
CD VCR <- change to VCR
CD STAT <- change to STAT
POS <-run POS

Multi user Networks MDOS7, CCI Concurrent DOS 3.07, Terminal based networks, Novell DOS 7
and DR DOS 6.0 using task switching or multitasking.

These operating systems have three options: 1) they can run like peer-to-peer networks. In this case use
the above instructions. 2) They can run multiple copies of the software on the same computer. The advantage of
this is an interrupted sale. This happens when one sales is started and the customer needs to leave the line to
get something else. By pressing CTRL a second invoice screen is available to ring the next customer while
holding the previous invoice. To do this, set up the Network Node. Each session will have its own BAT file. One
for session one and one for each extra desired session. Each BAT file would have the same three lines:

CD VCR <- change to VCR
CD STAT <- change to STAT
POS <-run POS

The Network Node software would assign a file to keep the transactions separate.

Some of the above operating systems can use low-cost terminals instead of computers. Terminals will
work with cash drawers and receipt printers. Barcode readers will also work, but you must be careful to get the
right unit to work with the terminals. Color Link MC-80 and monochrome Link MC-5 terminals work fine as well as
WYSE and Relsys. After configuring the main host, configure the STARTOOX.BAT or INIOOOOX.BAT with the
above three lines. The Network Node software will make the needed files. If you will have a printer and cash
drawer connected to the terminal. Configure the operating system software to print at the local port of the termi-

l.
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Enter New Product number or Esc to Stop

Prod #: 123 TEST
Desc

Qty

Cost : Percent : T

Tax

Price .
Vendor : 0ok?

Dept : SOFTGOODS Diwv: POS l ﬂ;ﬁ Edit
Size
Style
Color

Normal (ty Leuvel

Reorder [ty Leuel
Location

Enter Serial Humhers YN

Information is 0k continue
Adding Inventory ltems

AUULLY HTIVETIULY TLETTD

* Select ADD from the inventory menu and display the add inventory submenu. Select standard to add item.

* General inventory information like standard, kits, or matrix itemswill be entered in the same way.

* First, enter in the new product number and press M If you are using a bar code reader, swipe the bar code to enter the item number. If
the inventory item is already in stock you will be notified.

* Enter as much data as possible for each item.

* For the percent field, if you want the program to make your retail prices for you, then you would put the number you want to be
multiplied by cost. For example, if the item costed $10.00 and you put the number 50 in the percent field, the retail price will changed to
$15.00.

* Select vendor, department, and division from the pick list displayed. The pick lists are user defined and must be modified for all new
categories. Instruction for add, edit and delete are displayed on the screen. New vendor, department and division information must be added,
edited, or deleted by you in order to keep the list current. If you want to enter a new vendor now press the (Insert) key when being asked
for vendor and enter the new name. Thiswill only put the name into the vendor file you will need to update this file with address, ect., to
keep it current.

* When al the mformatlon is entered on the screen you will be prompted if the item is correct or if it needs to be edited now, if theitemis
correct press l,ﬂ"ﬂ The next prompt is for the next item to enter. If you say like item (Y es) product information will be carried over from
the last item entered. Thiswill speed up multiple like entries.

* You will be prompted to attach serial numbersif so desired. A loop will be created to enter serial numbers - one for each gty entered. You
can enter any 20 digits you would like.

*To edlt or delete a serial number manually, select Serial No from the inventory menu. Use your arrow keys to move up and down the list
and lf'"ﬂ to edit. Pressing 2] will mark the record for selection and reuse when new items are entered.

* When you sell anitem, a pop-up window will appear with the serial numbers attached to that item. Select the item by moving your ] §+]
and pressing F“TERJ If you clear the work screen or edit/del ete the inventory item on the work screen the item will be replaced back into the
serial number list.

* |f you are done entering items, press f&cjwhen prompted for product number and you will be returned to the menu.
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Prod #: 123-KIT Desc: Metwork Node
123-TEST Inventory Database
Iten # Descripton
123-TEST WIDGET
Doo1 DISC TRAINING
Doo2 QUICK DISK
DBR RESIDENTIAL DATABASE 1YR RENT
DEROO1 RETAIL POS SOFTWARE DEALER
DEROOZ SALON POS SOFTWARE DEALER
DEROO3 NETWORKE MODE - DEALER
CASH DRAWER & RECPT PRINTER DE
COMBD RECPT PRT & CASH DRUY
MICROFOOT
MICROFOOT PLUS
MICROFOOT PLUS 1
ALL EQUIPMENT RECEIVED BY:

Select Item
l FZ-Search F3-Explode F4-Qty

Add|ng I nventory K |tS Press any letter to search database or Function key to select option

Adding Inventory Kits
* Select ADD from the inventory menu and display the add inventory submenu. Select KIT to add item.

* Entering kit itemsisthe same as standard or general inventory add. Y ou will be prompted for the entry of general data as described in
Adding Inventory Items previously.

* After you have entered in the general information ainventory pick list of existing inventory items will appear.

* Usethe 71 f¢]) to scroll the list or type the number and press E“@J to locate. The list will move to the closest inventory item of the
number you typed.

* Press =] to select the itemy/s for your kit just like you where filling in asale.

* You cannot edit the kit list. If you want to change the items in the list you must delete the kit from inventory and re-enter the kit.
* Information for each kit item will be looked up when you sell

Prod #: 123-MTR Desc: NETWORK PD3

C ol ummns

SaliffiedJLorge]

Like Item?
[m@

Add|ng I nventory M atrlX Next Inventory Item is the Same

* Select ADD from the inventory menu and display add inventory submenu. Select Matrix to add item.

* Add genera inventory information from the screen just as standard items.

* After general information is entered the screen will change to a box labeled columns and rows. The genera principle for matrix items
is to have one product number with multiple types, sizes or colors such as garments, shoes, bikes ...

* Enter the column headers you would like across the top. Entry on a blank column header will move the cursor to the rows entry fields.
Enter these the same way. Again, entry on a blank row box will move the cursor to the next step quantity entry. An example would be
SM, MED and LG for columns and RED, GREEN & BLUE for rows (or vise versa).

* Enter the quantity in each box that corresponds with the columns and rows. The system will move you from left to right and from top
to bottom.

* Once you have completed all the boxes you will be prompted for the next inventory matrix item. Continue just as you would with
standard items from here.

* You can not edit matrix column and row names - if you want to change the names you must delete the item and re-enter it. You can
edit the inventory basic information such as price, vendors or quantities at any time.

* |If you want to use a number for your matrix rows or columns you need to use a letter in the field first then type in the number. An
example would be if you wanted to make a row for size 10 you would put (S10) for the field name.
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Search Field —

FRODNO Greater Than
DESC Less Than
TAX Equal To

QTY

1]

PRICE

COST

PERCENT

VENDOR

Print Labelrs from Inventory

For PRODNO -

Total Records: 192
atches Found: 1

ontinue Y/N [

Printing Inventorydabels
Printing Inventory Labels

* Printing inventory labelsis a multiple step process that will ask you several multiple choice questions.

* First you will need one up labels (AVERY 4010) and calibrate you printer for the labels. Pressfyto start atest print of three labels. Any
key will stop the processor <] will cycle three more labels.

* Next you will need to select the search field for the label/s you would like to print. If you want to print all select the PRODNO field and
enter > 0 and press m

* Select the operator you would like to use for your search equal, greater or less than.

* Type in the search criteria to meet for the labels to print.

* A tally of the records matching your search criteriawill be displayed and you will be prompted if you would like to continue. Yes |y is

the default, if you do not want to print the criteria selected select [¥]] or fesc].

* Y ou will then be asked if you want bar codes generated, select fr1jor fv.

* Finally before printing begins you will be asked for the quantity of labelsto print. Y ou can ggka
item or just one label per product number.

* Y ou can reprint labels any time you would like.

Custumer
alntenancﬂ
Hnrd Processor
Mail Merge
Labels

Customer Menu
* From this menu you have choices of maintenance for adding, editing or deleting a customer, word processing to write form letters,
mail labels, and mail merge customer files with your letters.

* MAINTENANCE: is exactly like Customer from the add menu or edit menu.

* WORD PROCESSOR: Thisis a fun feature word processor to use for writing custom form letters, thank you notes and requests for
payment letters. The word processor comes with templates and a 66,000 word spell checker.

* MAIL MERGE: This function is used in conjunction with the word processor to create mail merge letters from the customer data base
and letter created with the word processor. This is very good for thank you letters, collection notices or mass mailing from the customer
data you have compiled.

* LABELS: is used to create mail labels from the customer data base for the above letters.
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istomer Database —FF —————————————————— -View F8 Goto
Company Last Name Phone
COMPUTER PARTS INTERMNATIO
COMPUTER SERVICES COMPANY CINDY (517) 348-2244
COMPUTER TASKFORCE MATTAR (810) 269-0003
CONLIN COMPANY REALTORS  THORMBER (313) 6684600
DOUGLAS DEVENS, M.D. DEVENS (313) 439-799%%6
FLAGSTAFF COMMUMICATIONS KEUEN (5201 ?7?4-9180
FRAYNE SPORTSWARE INC CDOK (8131 961-7171
GOLF 3HOTS OHLEMACHER (313) 243-2711
JULES JULIE (313) 426-0911
KEATKEY CO PROUBSEKY (313) 668-9900
KETTERING ELEMENTARY TOELER (313) 481-8288
LARRY ABRAMSON MD PC ABRAMSON (313) 9443325
LIGHTNING BOLT COMPUTERS TOBLER (313) 480-1341
MAGNA MACHINERY CO INC GARRISON (810) 616-0080

Select Itep ———4m8m¥ —8¥
lFZ-Last Mame F3-Add F4-Edit F5-Floor F6-Delete

Press any letter to search database or Funct key to select o
Customer Maintenance

Customer Maintenance

Y ou have anumber of functions available to you from the customer screen. First use the up and down ] f£jto highlight any customer of
your choice and press ],

* |f you wish to look up a customer by name you can enter in the name or company and the program will bring you to that record or closest
to it. The name you type will be displayed in the lower left box on the screen. (Back space) will delete letters to the left of the cursor and
movethelist accordingly.

* Thefz]function key will change the list order from last name order to company order and vise versa. Searches will be performed on the
order selected.

* Thefz]) function key will alow you to add new customer information. Type in the appropriate information in the field and press (Enter)
to continue to the next field. Fill in as much information as possible about the customer so you can use thisinformation later for mail and
customer information lists. Y ou will be asked to select CUST TYPE, AD SOURCE, INQUIRE and TERMS if you set these options up in
the system configuration menu. Do this by moving your 1) 1) up and down to highlight aitem and press [?l*ﬂkto select. If thelist islonger
than can be displayed in the box it will scroll up or down to show you more. Y ou will also need to select the tax status and price level of the
customer. A pop-up box will then ask you to save or abort your additions or changes.

* The 2Ifunction key will bring up the edit screen on the customer currently only highlighted. Here is where you will make any changesto
the active customer.

* The =lfunction key places counter (floor sale) as the current customer. Thisis for customers you do not wish to keep records on.

* The =] function key is-used for deletion of the currently highlighted customer. A option box will appear asking you for (YES or NO) to
delete. fsc]islike NO and will bring you back to the customer pick screen.

* The gzifunction will let you look at the whole customer file.

* The 2] function is used when you know the whole last name or company name. It will open up abox at the lower |eft hand corner of the
screen, type in the search name and press @/, This function is much faster than looking up the name one Ietter at atime.

* The =] key will bring you back to the menu with no changes made.
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|C-Verify Setup:

This setup is for version 6.50.88 DOS.

This is the setup for the POP-UP that will grab information from The Retail CashBox Process
screen when you are using credit cards.

IC-Verify will grab the Credit Card Number and Expiration Date and Amount. This will happen
AFTER you have swiped the card. We are providing you with ONLY the HIGHLIGHTED val-
ues. Everything else on the popup setup may need to be changed. This is a screen shot from
our exact setup that works.

+--ICSETUP Copyright 1990-1995+, ICVERIFY, INC. 6.50.88 - Popup--------------- +
ICVERIFY.SET 05-26-1996

Memory Resident?(Y/N/B/L):B

Popup Window?(Y/N/B/L/S):B

Use EMS Memory?(Y/N):Y

Standard Hotkey (A-Z):V____

Use Disk Swapping?(Y/N):Y

Credit Sale Hotkey (A-Z):00000

Check Sale Hotkey (A-Z):00000

Debit Sale Hotkey (A-Z):00000

Amount Col, Line, Len: ((24,12,08 )
Credit Card # Col,Line,Len: 28,13,16
Expiration Dt Col,Line,Len: 42,13,04

Clerk Col, Line, Len: 78,04,03

Comment Col, Line, Len: 41,17,27

Address Col,Line,Len: 42,04,34

ZipCode Col,Line,Len: 49,04,05

Tip  Col,Line,Len:00,00,00

Fommm [Esc] End [F10] Restore Original -----------¢--------

col,line,len to retrieve TIP, 99:current cursor, 0:ignore

@se these numbers for The Retail CashBo>9
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F3-Options

Word Processor

Word Processor

* The word processor supplied with this program was designed for very simple use. Basic functions can be viewed with thef'] help key.
You can use the [ (/<] 2 to move up, down, left and right in your text. The [5@ key will start a new paragraph on the next line and the
=] and (Backspace) keys can be used to delete text.

* Usethe 2] and [2] keysto access the menus and 1] for help.

* By pressing [z] you will bring down the menu for file access and system configuration.

* NEW: is used to clear the word processor screen and start a new document. If there is work on the screen that has not been saved the
system will prompt you to save the file. The system will not let you overwrite an existing file without prompting you for overwrite or new
name.

* OPEN: is displayed above and is used to open existing fil es for printing or editing. A pic
g fileswill be displayed for you to choose from, move your cursor up and down and press gLEU to select thefileto view.

* SAVE: is used to save existing work on the screen. If you try to overwrite an existing file the program will prompt you.

* PRINT: will simply print your document.

* CONFIG: is system information, for example, marglns and page sz%

* EXIT: will exit you from the word process F3-Options

Line:1

Word Processor Configure

* Basic word processor configuration information igstored in this menu option.

* Move the cursor down to configure and press [;m

* Enter the information you would like for margins, page length and width and press [5%

* A pop-up box will appear asking you to confirm changes. Press [5% or r] and your changes will be saved and applied to your
current document. Press ] and al changes will be aborted.
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F2-File

Line:1 Col :?

Word Processor Find

Word Processor Find

* Thisisto locate user defined information in the existing document.

* Press 2] to pop-down the Options menu and select Find. B

* A box will appear asking you to “Find What:”. Simply type in the word you would like to find and press @ The box will disappear
and the text will be centered on the word you were looking for, if found.

* Select find again and if you would like to find the same word it will
eady beinthe “Find What: “ box. Press E"LEU\ on the word and the next occurrence of the word will be found.

Line:1
Word Processor Replace

* Replace works very much the same way as Find except the found word is replaced.

* Pressfzljto access the Options menu. Move the highlight bar to Replace and press E"LEU\
* A box will appear asking for the word to find and the word to replace it with.

* All occurrences of the word, if found, will be replace with the replace word you supplied.
* Replace is case sensitive and will replace the new word in the same case.
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Word Processor Replace

* Replaceworksvery much the sameway asFind except thefound wordisreplaced.
* Press 2] to access the Options menu. Movethe highlight bar to Replace and press
* A box will appear asking for the word to find and the word to replace it with.

* An occurrences of the word, if found, will be replace with the replace word you
supplied.

* Replace is case sensitive and will replace the new word in the same case.

Word Processor Merge

* Merge isthe power of the word processor. Useit to
develop collectionletters, thank you lettersor any kind
of correspondence with your customers. The merge
section places data base fields from your customer list
into letters devel oped in the word processor.

* Press f2] to access the Options menu. Move the

cursor to Merge and press (i,

* A pop-up list of the customer databasefieldsappear.
Moveyour cursor up or downto highlight thefield you
would like to merge and press l@ F1E=T HHE
* Thefieldyouhaveselected will be placed whereyour
cursor was in the document you are working on. The
field will be bracket by { } .

* Y oucan moveor deletethemergefield likeany other
text in your document.

Word Processor Spell

* The spell checker has a 66,000 word dictionary that it will access to
correct your spelling.

* Press the f2] to access the Options menu. Move the arrow keys to
highlight the spell Optionsand press . The spell checker will begin
to automatically process the text in your current document for spelling
errors.

* |f amis-spelled word isfound, that word will bedisplayedinabox. The
syntax of the word will be displayed at the bottom of the screen.

* An options box will appear to select the following

* |GNORE: which will ignore the word with no changes and continue
checking.

* EDIT WORD: Thiswill allow you to edit the word with your version
of the correctly spelled word.

* SUGGEST WORD: will switch control to the pick list on theright and
allow you to move the list up and down with thef] 7] and =) and fe*).
Move the highlight bar to the word you would like to replace the
misspelled word with and press ffes] .

* ADD TO DICTIONARY: will alow you to add the word to the
dictionary so future checks will process the word as correctly spelled.

laaaz=l
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Select File — Search Field —

FIRST.UPX CUST_NUM Greater Than
OPENDATE Less Than
LAST_NAME Equal To
FIRST_NAHME
COMPANY
ADDRESS
CITY STATE
ZIF
ZIF4

Merge FIRST.WPX with customer data base

For LAST_NANE =
Customer Merge

* Select merge from the customer menu.

* Use the (arrow keys) to move the highlight up or down and select a file developed with the word processor for merging with the
customer data base.

* Select the search field used to narrow the search. If you would like al the records select the CUST_NUM field and enter (> 0).

* Select the operator to be used in the search equal, greater or less than.

* Enter the search criteria and press (Enter).

* A list of matches will be compiled and you will be prompted to continue. Press (Enter) (Y) to continue or (N) and (Enter) to stop. *
* One letter for each customer that meets the search criteria will be printed with information from the customer file.

Search Field —

CUST_NUM Greater Than
OPENDATE Less Than
LAST_NAME Equal To
FIRST NAHME

COMPANY

ADDRESS

CITY STATE

ZIP

ZIF4

Print Labelrss from customer data base

For CUST_NUM -

Customer Labels

* Select labels from the customer menu.

* You will be prompted to test the setup of the labels in the printer. If you would like to test the printer press (Y) and (Enter). A test
print of three labels will be printed. If the setup is ok press any key to continue. If you would like to re-test the labels, press (Esc) to
reprint the test labels again.

* Select the search field used to narrow the search. If you would like all the records select the CUST_NUM field and enter (>0).

* Select the operator to be used in the search equal, greater or less than.

* Enter the search criteria and press (Enter).

* A list of matches will be compiled and you will be prompted to continue. Press (Enter) (Y) to continue or (N) and (Enter) to stop.
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Menu —— g
Accounts Payable —

Edit Order
Delete
]

Process

Accounts Payable Menu

* From this menu you can create, edit, delete and process purchase orders (PO’s) by using the (arrow keys) to highlight your choice and
pressing (Enter).

* No matter which option you select you will be prompted to select the vendor you would like to use. Do this by moving the (arrow
keys) up or down to highlight the vendor and press (Enter). Only the inventory items will be used for that vendor. If you are going to
edit or delete a PO then only those from this vendor will be used.

* DELETE PURCHASE ORDER: Pick the vendor and PO for that vendor that you want to delete. A small box will display asking you
Yes or No to delete. Select the option that you would like and press (Enter).

* All PO’s will be displayed in the same print format for add and edit. Use the (F10) key to print. (F9) or (Esc) will return you to the

menu. F10-EDIT Purchase Order
DESCRIPTION
MULTI USER GOLD 7 BASE
MULTI USER GOLD 7 ADD 8
CASH BOX II RETAIL BASE
CASH BOX II SALONM BASE

Inventory Database
GOLD Item # Descripton

1 [PO48 MULTI USER GODLD UPGRADE +B

1 157.00 Fo49 LINK TECH BOARD REFLACEMENT
PO50 CNE 3.12 SELF STUDY GUIDE - FI
PoO51 CNE 3.12 SELF STUDY GUIDE -
PO52 TRIPPLITE SURGE Z00 2.00 250,
PO53 PROMIS IDE-MAX 2.00 29.
PO54 STARTECH 8-16 IRQ ID -2.00 70.
PO55 1 MB SIMM 32 PIN 4.00 50.

FZ-Search F3-Add F4-Edit F5-Delete
Press any letter to search database or Function key to select option

Create/Edit Purchase Order

CREATE PURCHASE ORDER: This can be used in two ways:

1 For ordering items.

2 To receive items and updating invetory for stock comming into the business..

The first step in creating a purchase order is to pick a vendor to buy from. Use the up and down (arrow keys) to highlight your choice
and press (Enter). After selecting the vendor all items in the inventory from that vendor will be displayed on the screen for you to select
from. Highlight your choice and press (Enter). After selecting an item to order you are taken to the left hand red box to enter order
information for that item. After entering your choices the item will be displayed on your purchase order on top. You can edit or delete
any mistakes with the (F10) key. After completing these steps for al the items to be ordered from this vendor you press (Esc). A Retail
box will appear asking you to save or abort this purchase order. Use your (arrow keys) to select your choice and press (Enter).

* EDIT PURCHASE ORDER: Runs similar to making PO’s. You first pick a vendor. A list of PO’s created for that vendor appears.
Move your (arrow keys) to select the one you would like to edit and press (Enter). Your order will be displayed. Press the (F10) key to
edit the order. Press (Esc) when done.

* By using the (F) keys you can add, edit or delete inventory items exactly as described under inventory.

Lightning Bolt Computers (734) 395-9367 http://www.lightbolt.com
28



Purchase Order Edit
FRODNO DESC STATUS STATDATE RECQTY

MULTI USER GOLD ? BASE 05,1696

PO39 MULTI USER GOLD 7 ADD 8 05-16-96
PO41 CASH BOX II RETAIL BASE 051696
Po42 CASH BOX II SALON BASE 05-16-96

Process Purchase Order

* PROCESS PURCHASE ORDER: Pick a vendor from the list. A list of the PO’s will be shown, highlight the order you wish to
process and press (Enter). A small box will appear. If you select Process Order the order will have the status field fined in by the
computer with an (R) for received and the quantity will be fined in as the order was written. This choice will process and update the
inventory. If you pick Edit the order then the order is shown with the highlight located on the first product number. Highlight the item
you wish to edit and press the (Enter) key. A new box will appear use your (Arrow) keys to move to the status field and type in your
choice of codes from the bottom of the screen. Next move to the (Recqty) field and input the number of items you have received. You
can now change the other fields that may pertain to this order. If, for example you change the cost on an item the item will be updated
and a new average cost will be placed into the inventory. To leave the edit screen press the (Esc) to stop. A small box will appear with
save and abort. Select the action you would like and press (Enter).

- I
Accounts Receiwvable
Statements
Layaway Report
ficcount Summary
[

Accounts Receivable Menu

* From this menu you can either display a account or layaway report.
* ACCOUNT RECEIVABLE: From this menu you may pick a single customer and press (Enter) or press (F3) for all customers. Thisis
a simple report that will show you customer number, invoice date, charges, payments and balance due. Interest is also calculated on late
charges.

* STATEMENTS: This function is used to print statement for one or multiple customers for balance due on account.

* LAYAWAYS: From this menu option you will be able to view layaway status of one or al customers.

Ma intenance
Clear Log
Uendor
No-Find

[

Backup!?
Cash Drawer
Pack

Maintenance Menu

* This menu lets you add, edit or delete sales reps and look at the transactions cleared before printing. You can also Add, Edit or Delete
vendors, Not in inventory items.

* Sales Rep, Vendor, NO-Find, Customer type all work the same way. From these screens you can Add, Edit or Delete any field or line.
Use the up and down (arrow keys) to highlight you choice or (Delete) to delete an item. To edit an item highlight the item and press the
(Enter) key, the edit screen will appear. Move the cursor to the line you want to change and type in the new information. For the
information to be saved you need to go to the next line before pressing the (Esc) key to leave the edit screen. If you want to add new
information move the (down arrow) key until you get a blank edit screen to enter into. To Delete an item press the (Delete) key, the
item will be removed from the screen. To leave the screen press the (Esc) key, al changes will be saved.

* Use the Cash Drawer option to set the amount of money you would like to have in your Cash Drawer. Select Cash Drawer from the
menu with your arrow keys and press (Enter). Type in the amount of your cash drawer and press (Enter).

* Pack: will clean out deleted information and pack your files for better use. If you have an error during the running of the program it is
best to re-pack your databases before calling for support.
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Sales Rep
SALESREP FIRST EMPDATE HNUMBER SECURITY

08,2787 007 3

Sales Rep

* This file is used to store information about the sales representatives.

* Select Sales Rep from the maintenance menu by moving the (arrow keys) to vendor and pressing (Enter).

* A list of active Sales Reps will be displayed in row and column form.

* To edit an item highlight the item and press the (Enter) key, the edit screen will appear. Move the cursor to the line you want to
change and type in the new information. For the information to be saved you need to go to the next line before pressing the (Esc) key to
leave the edit screen. If you want to add new information move the (down arrow) key until you get a blank edit screen to enter into. To
Delete an item press the (Delete) key, the item will be removed from the screen. To leave the screen press the (Esc) key, al changes
will be saved.

* Exit with the (Esc) key.

* Fill in as much information in this manner as possible - you will be using this information for menu and system access.

* A security level of (3) is for complete systems access.

* A security level of (2) is manager access to reports and system aress.

* A security level of (1) only allows worksheet access. No menus.

* You should always leave in the VCR rep.

Clear Log
Date Tine Amount Rep Cust
10-13-94 09:02 0.00 . 10001
10-13-94 09:02 0.00 10001
10-13-94 09:04 .00 10001
11-18-94 14:13 75.00 10006
01,17-95 10: 70.00 10003
03,02-95 15: 260 .00 10009
03,27-95 15: 0.00 10004
05,31-95 13: 0.00 10009
10004
10004

06/05-95 12: 0.00
06-05-95 12: 0.00

(=l o = o o

Clear Log = Esc to Return == ENTER to Print & Purge =

* All clears used on the main work screen will store their information in this file.
* Thisis aview file that can only be printed and purged by a system administrator with a security level of 3.

* Select Clear Log from the maintenance menu. N = e e ——
* |If you would like to print and purge the clear log press (Enter). e

* You can view the log with out printing by using the (arrow keys). L rstED

* (Esc) will exit you from the log and return you to the menu. JAMECD

L&H

LANTELL

LEGAL

1 08
LINK

MARKETPLACE

MCCA

MERISELL

HMICROBIZ

PARNA RIBBIDNS

Z?/87 Eric Tobler

Vendor

* The vendor log is used to store information about the vendors you do business with.
* The vendors added or deleted from the vendor pick lists will be affected by the actions you take in this menu.
* Select vendor from the maintenance menu by moving the (arrow keys) to vendor and pressing (Enter).

* A list of active vendors will be displayed in row and column form.

* To edit an item highlight the item and press the (Enter) key, the edit screen will appear. Move the cursor to the line you want to
change and type in the new information. For the information to be saved you need to go to the next line before pressing the (Esc) key
to leave the edit screen. If you want to add new information move the (down arrow) key until you get a blank edit screen to enter into.
To Delete an item press the (Delete) key, the item will be removed from the screen. To leave the screen press the (Esc) key, all
changes will be saved.

* Exit with the (Esc) key.

* Fill in as much information in this manner as possible - you will be using this information in purchase order functions.

* The Vendor (All) should be left in your file.
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Not in Inventory
INUND FRODNOD DESC

NO F| nd SEC CODE 226287

* No Find is a function used for the administration and maintenance of inventory items. Use this file to see what inventory items have
been sold that are not in the inventory.

* You can browse up, down, left or right with the (arrow keys).

* To edit an item highlight the item and press the (Enter) key, the edit screen will appear. Move the cursor to the line you want to
change and type in the new information. For the information to be saved you need to go to the next line before pressing the (Esc) key to
leave the edit screen. If you want to add new information move the (down arrow) key until you get a blank edit screen to enter into. To
Delete an item press the (Delete) key, the item will be removed from the screen. To leave the screen press the (Esc) key, al changes
will be saved.

* Use the (Esc) key to exit. BACKUP SYSTEM FILES!

Select Drive
Nrive A
Drive B

Backup

The Retail CashBox uses very little disk space. Yet, today the floppy disk drive is not the best
way to backup your data. We suggest you buy a tape drive.

For thoes who won't take our advice ... we have included a way to run a backup to floppy disk.
This methoid relies on a program called BACKUP. The BACKUP program is included in most
versions of DOS. If you have a tape drive, you can rename BACKUP.* to BACKUPO.* then
rename your tape backup program to backup. This would make The Retail CashBox run the
tape backup instead of the floppy backup.

The BACKUP program must be in a directory that is in your PATH which is set by the PATH
command in the AUTOEXEC.BAT file.

Menu
Setup

Customer Type
Ad Source
[

Inquire
Term

Setup Menu

* From this menu you will be able to Configure your system, Set customer type, Ad source, Inquire, and Term.
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System Configuration Informationm

Al ightning Bolt
809 Raintree Dr
Ypsilanti MI 48197
31 3-480-4341
809 Raintree Dr

Full Page
: Receipt Type —
40 Column
No Header
ship to
NH Ship
NEBBS 9318
NEBBS 9040
Pager#t 313-495-6138 NEBBS 9206

-
SN Department Group: [

Configure

* Configure your company information from this menu.

* Select configure from the setup menu.

* Fill in the information requested in as much detail as possible. When multiple answers need to be selected a pick list will be dis-
played.

* Company information will be display as typed on all reports.

* Tax rates and interest rates are pennies on the dollar.

* Discounts are percent of retail.

* Price levels are percentage of retail (1 would be fun retail, .5 would be 50% off).

* Selection of modem codes and credit card access is vital for credit card authorization and batch processing.

* You will be able to pick from a number of receipt types the standard fun page and 40 column receipt or use no header fun page, ship
to fun page, and ship to no header fun page. You may aso pick any of the custom forms like the NEBBS.

* |If you select 40 column receipt you will be prompted to select the printer port the printer will be attached to. This is for people who
have parallel receipt printers and would like to attach them to LPT1.

* You can select receipts to have signature lines or not.

* Label field is set either to (S) for standard avery labels or (C) for custom small foot print labels.

* SN Department Group: If you put in a department in this field you will always be asked for a serial number for that item.

. 0 00O
Setup Pick Menus

* Customer Type, Ad Source, Inquire and Trem all work the same way.

* From these screens you can Add, Edit or Delete any field or line. RETAIL

* Use the up and down (arrow keys) to highlight your choice or (Delete) to deletean item. BUS INESS
* To edit an item, highlight the item and press the (Enter) key, the edit screen will appear. Move the cursor to the POS

line you want to change and type in the new information. For the imformation to be saved you need to go to the

next line before pressing the (Esc) key to leave the edit screen. If you want to add new information move the CNE

(down arrow) key until you get a blank edit screen to enter into.To Delete an item press the (Delete) key, the CONSULT
itemwill be removed from the screen. To leave the screen press the (Esc) key, all changes will be saved. LBSC

* When a record is marked for deletion a <Deleted> will show on the top of the screen. SEMINAR
* To leave the screen press (Esc). REPAIR

* All changes will be saved. NETWORE

SALON
INTERHET
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How Do |

Configure the program for my business:

Before you begin using The Retail Cash Box Il program, you will want to configure the program to display your company name, tax
rates, price levels ... within the program. At the bottom of the main work screen, you will see a command box with the caption
SELECT FUNCTION above it. Within the command box there are seven different function. They are Add, Process, Edit, Clear,
Lookup, and Menu with a highlighted bar over the Add function. Use the Arrow keys to highlight the Menu function and press Enter.
Another command box will appear with Reports, Inventory, Customer, Payable, Acct Receivable, Maintenance, and Setup within it.
Using your arrow keys, highlight Setup and press Enter.

Press Enter on Configure here to edit the configure screen. The first field is called header. Y our business name goes here, type it in and
press enter to move to next field. You can aso use the arrow keys to move within this screen. Continue on through the fields until you
reach Tax Rate. Thisfield is based on cents on the dollar so 0.0S would be 5% sales tax enter in your tax rate here and move to the next
field. The preferred, and employee fields are for setting a percentage of discount they can be set at this time or left blank. Price levels
are a percentage of retail (1 would be fun retail, .5 would be 50% off) you should fin in the first one to be 1 the rest can be set at this
time or left blank.

Interest is set as cents on the dollar type in amount to set and press Enter. A box will appear and ask if you will be using standard or a
40 column receipt printer make your choice and press Enter. After filling in all appropriate fields keep pressing the Enter key to exit
and save.

Add Sales Clerks:

After you have configured the program for your company the next step is to identify those employees that will be using the program.
From the main work screen highlight Menu and press Enter then highlight Maintenance and press Enter. Press Enter on Sales Rep to
bring up the Sales Rep Add/Edit screen. To Add, Edit, or Delete information move the highlight bar to a item and press Enter this will
put you into the edit screen. To edit an item highlight the item and press the (Enter) key, the edit screen will appear. Move the cursor to
the line you want to change and type in the new information. For the information to be saved you need to go to the next line before
pressing the (Esc) key to leave the edit screen. If you want to add new information move the (down arrow) key until you get a blank
edit screen to enter into. To Delete an item press the (Delete) key, the item will be removed from the screen. To leave the screen press
the (Esc) key, all changes will be saved. Fill in all appropriate information but remember the last field must have at least one sales
person with a security level of (3) if none is set at this time with this level you will not be able to view all the menus or return to this
screen to add or edit any other salespeople.

Add Customers:

To enter in new customers highlight the Add function from the main work screen and press Enter. This will bring you to the customer
pick screen. Press the (F3) key to bring up the customer add screen. The last name field is ready for you to begin typing in information
after filling in the field press Enter to move to next field. After entering data in all fields a box will appear asking if this customer is tax
exempt select yes or no and press Enter. The next box will ask for alevel of pricing to charge this customer highlight choice and press
Enter. A small box will ask if you want to save this customer or abort now highlight choice and press Enter. This will bring you back to
the main work screen, if you saved a customer then that customer is now displayed on the main work screen.

Add Inventory Items:

From the main work screen highlight Menu and press Enter. Next highlight Inventory and press Enter. From this menu pick Add and
press Enter you now have to decide if this is going to be a standard, matrix, or kit highlight your choice and press Enter. Fill in the
product number you want here or use a bar code reader to enter it for you. Fill in al fields up to Vendor where a box with alist of
vendor will appear.

This box will have al highlighted you will need to press the Insert key now if you want to add any other vendors. After entering the
vendor press Enter on the vendor of your choice to move to next field. Do the same for Dept, and Div. Fill in the last fields until you
see a choice box labeled Like Item? if you pick yes the new item will use the last items information for it’s fields. Place new product
number in and continue. Press Esc to exit inventory Add screen.

Make & Process a Sale:
From the main work screen press Enter on the Add function to pick your customer. After picking a customer press Enter on the Add
function again to bring up the inventory list. Highlight the item you want to sell and press Enter to place it on the main work screen.
Press the Esc key to return to the main work screen. Highlight the Process function and press Enter this will bring you to the process
menu. Highlight Sale and press Enter. Pick the type of payment this customer is making either cash,check, MC\Visa.... and press Enter.
You are now asked to type in the amount the customer is giving you if it is the same as the one shown then press Enter. If thereis a
check number or PO number type them in now if not press Enter. If you have any comments you would like shown on the sale, type
them in here. If not, press Enter twice to move to last field. If you had picked one of the charge cards you would have been asked to
enter card number and expiration date or swipe the card for the information. The last question is to either press Enter on (Y ES) continue
and process the sale or (NO) and return to the beginning of the page or (QUIT) and return to the main work screen. Highlight your
choice and press Enter.
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Discount an Item:

After you have selected your customer and picked the items you want to sell to this customer highlight Options under select function
and press Enter. From this submenu highlight Discount and press Enter. Y ou can discount all the items by pressing (F2) or pick one
item to discount by moving the arrow keys up or down and press Enter on the one you want to discount. After making your choice a
small box will appear and ask you how much you want to discount. You can either type a dollar amount like (10) for ten dollars or type
(10%) if you want to discount by a percentage of the retail amount. Y ou are then returned to the main work screen and a discount line
will be added to the screen.

Make a Quote:
To make a quote follow the same steps as a normal sale. Pick your customer and any items or services to sell to this customer then
highlight Process under select function and press Enter. When the process submenu appears highlight Quote and press Enter. This will
add the quote to the quote log under this customers name and print out a quote. To retrieve this quote, pick the same customer and
highlight options then press Enter and highlight Quote, and press Enter. You will see a list of quotes to pick from for this customer,
highlight the date or quote number to retrieve and press Enter. This will bring the quote into the work screen and can be processed like
any other sale. If there are no quotes for the customer you have chosen, no quote list will be shown.

Run a Report:
To run areport select Menu from the main work screen and press enter. A menu will be displayed, select Reports from this menu. Y ou
will have alist of report types to pick from. Select the type of report you would like, daily, summary, inventory, sales, time or sales rep
and press enter. The report will ask you for the date range this report will cover. Select the date you would like by pressing enter to
accept the date shown, + or - to advance or decrease the date or type in the new date and press enter. Do the same for the ending date.
Depending on the report selected, you will be prompted for more information to add to the report.
Follow the screens to compile your report. Once you have provided al the information for a report the contents will be displayed on the
screen. Use your arrow keys to move the report up and down on the screen. F10 will print the report to the printer and Esc or F9 will
return you to the menu.

Run Statements:

Select menu from the work screen function list and press enter. The system sub menu will appear. Move the arrow keys to highlight
Account Receivables and press enter. Select statement from this menu and press enter. A customer list will appear. Select the customer
you would like to print a statement for by moving the highlight bar with the arrow keys or typing in the name or company and pressing
enter. If you would like to print statements for

all the customers select F3 from the customer pick list. After selecting the customer/s or all from the list a statement/s will be compiled
for that customer/s. Use the arrow keys to move the screen up or down. F9 or Esc exists the statement or F10 prints. The statement will
show the current amount owed if any, the amounts paid and interest due if configured for interest in setup config.

Make Collection Letters:
In order to create collection letters, you need to do a two step procedure. First, create the letter with the word processor and merge
fields from the customer data base. Second, print merge letters from the customer menu. Let’s look at the letter creation process for the
word processor first. Select menu from the work screen and press enter. Select customer from this sub menu and press enter. All the
options to create a collection letter are in this menu. Select Word Processor from this menu and press enter.

A collection letter is nothing more than a simple letter with mail merge fields in it. Press F3 to access the options menu and move
highlight bar to merge. A pop-up box will appear with the data base fields from the customer list. Select first_name and press enter.
{FIRST_NAME} will be displayed on your letter. You have just created a letter with the merge field FIRST_NAME in it. When you
print this letter from the customer menu merge option you will get one page for each customer with their first name on it. Let’'s add the
rest of the fields for last name, company, address, city, state and zip the same way. Make the letter ook like a normal letter but the
actual names and other information is substituted with the customer field names.

After you have put in all the address information you will want to write the body of the text of your collection letter. When you are
through with your letter save it and exit. If you exit without saving the program will ask you for a name for your changes so don’t
worry it's not that easy to lose all your good hard work. When you exit the word process you will be returned to the customer menu
screen. Select Mail Merge from the menu and press enter. A pop-up will appear asking you to select the document you would like to
merge the customer data base with. Select the one you just typed above. Next you will be asked to narrow the number of customers you
would like to print.

Collection letters are to people who owe you money, so select BALDUE from the next list. You will need to move the arrow key down
in order to see the BALDUE field. Once you select BALDUE, an operator box will appear select > (greater than) and press enter. Enter
the amount of O for your BALDUE. Y ou have created a search criteria for your customer data base for all records that have a BALDUE
greater than $0. A tally of customer matches will be compiled and you will be prompted for Y or N to continue. If you press Y you will
get a letter for each of the customers that owe you money. You can use this same method to print thank you letters or any other kind
of letter that you would like to personalize to each customer.
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Run Mail Labels:

Once you have printed merge letters you will want to print labels to the same people or just print labels for any of your customers.
Select menu from the main work screen and press enter. From this menu select customer and press enter. Highlight labels and press
enter. A test set of labels will be printed if you so desire. After you have calibrated your printer for the labels select the search criteria
for the labels you would like to print. Do this exactly like the merge option of collection letters. Briefly, you will select the field from
the customer data base that you would like to use for your search criteria. Good examples are BALDUE, CITY_STATES, ZIP Codes
and so on. Select the operator for your search Greater than, less than or equal to and press enter. Type in the amount or name and press
enter. A list of the customer matching the search criteria will be printed and you will be prompted to continue. Select Y to start printing
your labels.

Make Product Labels:

At any time you can print product labels with or without bar codes. Select menu from the main work screen and press enter. A sub
menu will appear, select inventory from this menu and press enter. Select labels from the inventory menu and press enter. You will be
asked to test print three labels to make sure your printer is lined up correctly. Press any key to continue or Esc to re-print three more
|abels.

After you have your printer setup you will be asked to narrow your search. Do this by selecting an inventory field from the inventory
field pop-up list and press enter. Select the operator from the next window and type in the amount or name to search by. An example of
this would be to print labels for al products costing more than $50, all products entered in after a certain date or all products from a
certain vendor. Once you have the search criteria selected the system will tally al possible matches and ask you to continue or not. If
you select Y to continue you will be asked to print bar code labels for these products. The last choice you will have before printing will
be if you want one label or one label for each inventory item in stock ie. one label for each like item.

Set Up Security:
The security screen appears when entering menus and functions, when you have Sales Rep’s entered within the system. It will ask you
for your initials or the numbers that were assigned to you. Then, it will ask for a security code. If you were set up without a code you
would just press enter to continue. The security function is designed to permit those with the proper clearance access to the different
levels of the program. There are 3 levels from 1 to 3 if you have a level of | then you will only be able to ring up sales. If you have a
level 3 clearance you will have open access to all areas of the program. To change these levels you would highlight Menu on the main
work screen and press Enter. Use your arrow key to highlight Maintenance and press Enter. Highlight Sales Rep and press Enter. Now,
you can use the arrow keys to go to the field you want to edit or add and press enter type in any changes and press Enter. When you
want to leave press Esc all changes will be saved. Make sure that at least one of the sales rep’s has a level 3 clearance or you will not be
able to return to this menu.
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