The Salon Cashbox

Serial Number:

Lightning Bolt Computers
License Agreement
(Single-User Products)

Thisisalegal agreement betweenyou (either anindividual or anentity) and Lightning Bolt Computers. By opening, or installing, the softwareyou arein agreement
to be bound by the terms of this agreement. If you do not agree to the terms of this agreement, promptly return the unopened 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 DONOT AGREE TO THESE TERMS.

Lightning Bolt Computers. SOFTWARE LICENSE

1. GRANT OF LICENSE. Lightning Bolt Computers grantsto you theright to use one copy of the enclosed software program on asingle computer. The software
isin use on acomputer when it is loaded into temporary memory or installed into permanent memory of that compuiter.

2. COPYRIGHT. Thesoftwareisowned by Lightning Bolt Computersor itssuppliersand isprotected by the United States copyright lawsand 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 lease the software, but you may transfer the software and accompanying materials and disks. Y ou may not reverse
engineer, decompile or disassemble the software.

t:g;:ttr?ld n\gljvsrorl?nct:)(/)mputers warrantsthat the software will perform in accordance with the accompanying written materials and any hardware (disks) will befree
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 liahility for consequential damage. In no event shall Lightning Bolt Computers or its suppliers be liable for any damage whatsoever from the use or inability
to use this product. Thisincludes loss of business, business interruption, loss of business information or any other pecuniary loss.
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Quick Start & Installation

Installing The Salon Cashbox Program:
Youwill needaharddrivetoinstall this
program. Place the program disk into
the A or B floppy drive and type either
pig] or gig) and press gf=|, This will
make your choice the active drive then
typeg g g6 £ and press g The
program will make a directory called
\SALON\STAT andcopy filesintothese
directories. Theprogramwill aso copy
afilecalled SALON.BAT to your root
directory. After thefileshavebeen cop-
ied type the letter of your hard drive

example g1 and press g'=|. To start the program type gigig e and press gt
Inorder for your programto run properly thefiles statement of the config.sysfilewill be changedto: FILES
= 65 The installation program will do thisfor you, if files do not equal 65 or greater the program may not

run properly on your computer.

The first screen to appear will be the authorizes security screen. Y ou will need to contact Lightning Bolt
Computers at eric@lightbolt.com to register your program and get the access code for your copy. Thiswill
need to be done before you will be able to run the program. Have your serial number and the security key
number found on your screen ready when calling. The serial number can be located 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 Oper ation

* ARROW KEY S g1 g1- are used to move within menus and screens

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

* ENTER KEY pgf=|- isused to execute a command or function

* ESC KEY g1 IS used to exit the program or to escape from afunction or menu
* LETTER KEYS - are used to enter text or run a function

* FUNCTION KEYS - are used to run options, an example would be pressing g to run help.
* HIGHLIGHTED - means the active command

* CURSOR - isthe blinking line on the screen

* BACKSPACE KEY - will remove text from right to | eft

* DELETE KEY g=1- will remove item, line, or text

* INSERT KEY - i1sfor adding text to fields

* ) KEY - will run contact sensitive help

* 21 KEY - will run calculator

* 1 KEY - will run employee time clock

* =1 KEY - will open cash drawer

* 51 KEY - shows amount in cash drawer

* 1 KEY - run appointment scheduler
TECHNICAL NOTE

* Use AVERY 3 1/2 X 15/16 one up dot matrix labels.

* 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 seria receipt printer cash drawer combination. Y ou can use aparallel receipt printer aslong asitison

Ipt2.
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Date Screen

* TheFdaIe schreen has one main f_ch—
tion. From this screen you can either o R
press | and accept thgdateshown or THE = '1_-’ ':c."‘; ALl
use the + or - keys to advance or
decrease the date to be used or typein
the correct numbers and press enter.
Thedateyouchoosewill beusedwithin 2 Tael Tola:
the program for all work conducted. R :
This is very important if you wish to Tula:e
advance or backdate transactions. .

I}glrain Work Sc

om this screen yguevem be conduct-
ing 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 Frazz= ¢« 1 il L diazarel e THTEER L anaagl.
arts. The top of the screen holds the
ollowing customer information- name,
company name, address, phone, cus-

Tlazadon

;1 WARMH TRIFR - T

tomer number, balance owed, taxable |(J FTTERING FLEHRH Y Flam::
status and the sales person identifica- || SRR TR a RGN LA R G

tion. The middle part of the screen

holds the inventory items to be sold, Tezazriplinm T g IH
and basicinformationabout that inven- il . —
tory item - item number, description, (s CTHD TINHER: v| 1.0afm

taxability, quantity, Unit of measure,
priceand itsextension. Thebottom of
the screen to theright in red is where
the subtotal, tax and total of the work
sheet items are. The |eft sideiswhere
you select the menu functions from.
The last line on the bottom of the
screen will give you an explanation of
thrgle function highlighted, sort of mini

p.
* The first and most important key is gESSTR®

the g1 function key. By pressing this | oh ¥ ApLitnes FAil. Gl Lwdap Hem
key you will bring up the context sen- T

Sitlve help screen. Whlle in the help FEESS Fulaa- oo "0 T Sl Towcinbaog Thaa oo "Tieaael,” fone Blaok Toim:

screen you can jump to any of the topics shown on the right side of the screen.

* Thegz) function key will activate the pop—elga 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. g will return you to the main work

screen.
* ¢ will load employeetime clock * g+ Setslast item sold to another salesperson* =1 will place counter salefor your
customer. * =) will open a cash drawer if present. * g1 displays amount of cash in the cash drawer. * g will run
appointment scheduler. * gy will calculate the Canadian goods and servicetax and place it aslast item * g and g
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
BLEELEDELE) . An example of this would be pressing the letter g 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. Thisisaquick
method of entering items you already know the item number for or if you would like to enter a blank item line or
comment. If no customer has been selected yet, insert will first prompt you to select a customer or counter sale.

* The = key isused to leave The Salon Cashbox program or if you are in 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: Has two choices, first when the work sheet is blank it will bring up the customer list. Once a customer is
selected selecti nﬁ Add from then on will then bring up the inventory pop—ugllst.
* PROCESS: will bring you to the transaction menu if the work sheet is not blank. After picking your customer and
inventory items to sell, 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 quote logs.

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

* %ILEAR: Isused to clear the worksheet of customer and inventory information. Thisaction will belogged for |ater
evaluation.

* LOOKUP: Menu is used for quick retrieval of serial numbers, customers, inventory items and invoice numbers.
* MENU: Thisitem will place you in the menu screens.
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F3-Schedule T e
The gz functionkey at themainwork screen will
activate the employee schedule function. This
action hastwo purposes. First it will display the 1 2 1
employees schedule for the month and second it
allows the employee to clock in and out.
Whenyou first press g1 at the main work screen
a popup list of the active employees will be
displayed. Entering these employeesis donein
the Employee Maintenance module. Once the
employeelist is displayed use your g g1pip) to
move the scroll bar up or down. Select the
employeeyouwouldliketoview the schedul eof
and press gt=|, The employee security password
will bethenext bit of information to enter. Enter
thepre-sel ected password for that employeeand
press gt

You W||| now %ethe monthly g:hedulefor the : o Wans D Tahe 3 hid L Tah Bl |'||'|1|.:-: LTI 'Ellh:' 1 Jazhazl. @ P H:p
active employee. There are only a couple of options to select from here. 1. Moving to the desired date. When the
schedulefirst displayed on the screen today’ s month, day and year will be shown. Thisisintwo places; firstisontop
in text form and the second isthe calendar itself. Use the (+) or (-) keysto advance or decrease the years, the g=jand
) = keysto change the months and thegs 111 to move around the given month to the proper day. 2. When day
is picked pressthe g=| key. Thiswill bring up abox for you to enter thein and out time intro. 3. g=1 key will bring
you back to the main work screen.

F8-Appointments

The gz key from the main work screen will get a - N
screen for keq)l ng trmk of Customer appo| nt_ || on | Fich | Har | - | m | dn | AITh [y 1} | S | il | Mo | va: ||
ments. Thefirst thing you need to do is set up the iy Huy 16, 159,
service Option. Do this by pressing theg key. A || : | :

list will appear asking you for service code, s s |4

description, price and time limit. Move the
{11 1 ] to the correct row and column and press| | &
;iﬁ Add the information in and continue to the
next line. The service code is a five character
abbreviation for the service description. Make
them unique. Thetimeis used for schedule Con- &3
flicts. Enter inthetimein quarter hour segments.
Navigation around the calendar. When the
calendar first displaysonthescreentoday’ smonth, g

day and year will be shown. Thisisin two places; R aiial
thefirstisontopintext formandthesecondisthe
calendar itself. Usethe (+) or (-) keysto advance
or decrease the years, theg=) and g =) keys to
changethemonthsandthegs g1 g1tomovearound = , - "_

the given month to the proper day. Once you have selected the proper day press gf=| to activate the appointment
process. Y ouwill first haveto sel ect the representative to schedul e the appointment with. Do thisby moving yourg g
to the correct employee. Y ou will noticethetimescreen on theright will display the current time slot and the schedule
will change displaying the appointments for the representative highlighted. Select the representative you would like
to set the appointment with and press g'=. Y ou will now be in the time slot function. Move the g up and down to
the right time for an appointment. If the time is off the screen movi gdg the g1 in that direction will scroll the item
up or down. Press gt/ to select the time. If you pass over a scheduled time, the appointment information will show
at the bottom Ieft of the screen. If you select atime that isin conflict with another appointment, awarning box will
appear prompting you to select another time or over ride the time conflict. )

Deletewill delete a scheduled appointment. Once you have selected the time abox will prompt you for the customer
last name. Type in the name and pressgf=|. Y ou will have several options here. If the customer was found in the
databasealist of customerswiththesamenamewill bedisplayed. Select thecorrect namewithyour g and press g .
If that name was not one of the customers displayed, you can add this customer to your database or just make them
atemporary name not added to the list. If the name was not found a box will appear asking you if you would like to
enter them now. Thisisimportant if you want to send them information or remindersin the future. If you select yes
add customer information just as you would in customer maintenance. After you have entered the customer you will
be prompted for the service. Select from the servicelist by using the g1 and pressing gf=. Next, enter any customer
comments that you want and press the g*=|. After you have been through all the steps above the screen will display
the appointment for you. Press any key to continue. S _
The g loads Appointment, services and can list reminders. The g1 will print the schedule for the day. The g will
purge the calendar a_\i)pm ntments from the database. Thisis destructive and should be done with caution. If you
select purge, a)t/)ou will loose the ability to send reminders to these people. It will not purge the customer from the
customer database.
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Reminders

The =) function printsappoi ntment and serviceremindersand createsacan
list. Appointment and service reminders are printed on reminder post Famindin=
cards. Select Appointments and pressg®=|. Select the beginning and
ending datefor print out. Y ou cantest the printer position now It youwould
like. Press py key to by passthis. Enter your two linecomment if youwould i .
like and press g=|. A card for ever?;onein that date range selected will be Call Li=l
printed with your comments and the service description, date and time.

Ser vices works like appointment printout but looks back in the appoint-
ment data base for services performed and printsareminder for thefuture.
Tosendevery onewithaperm, areminder that it istimefor their next perm,
use this option. Select services from the menu and press gf|. Enter
comment_sKou wouldliketo add and press gf=]. It will print acard for each
person with that service in the appointment database, with information
about their last service; the data, as well as your comments. -
The call list - use this to make reminder calls. Select Call list from the menu and press gf=). Enter in the beginning
and ending dates for the list. Thelist will have the customer name,
phone number and appointment information.

Print Schedule

(= prints the schedule for the day. After selecting g1 from the
appointment screen you will be prompted for the starting time to
print. The printout will encompass 12 hours. Move the g1 up or
down to the correct time and press g*=l. Y ou will get a printout of
the representatives and their appointments. Move the g1 up and
downto view theinformation. Threerepswill be on each page. Use
the gm key to print to your printer, g key to print to afile.

Customer Pick Screen

Use the g1 and g1 arrow keys to highlight any customer of your
choice and pressgt=|. This will bring you back to the main work
screen and will fill inthe customer information for you. If youwish
tolook up acustomer by nameyou cantypeinthenameor Qompany
and the program will bri nﬁ )éou tothat record or closest to it. If you
press gt the program will bring you back to the main work screen
and fill in customer information.
The name you type will be dis-

b H A TETE =

Shacl Stacking Tim: fioe Scdledn he: Freinlanl,

played in the lower left box on the Tz FPUitn Bl
screen. Backspace will delete let- Ty a1y i i Tars<l. Mars: ¥

ters to the left of the cursor and ol e Ul -

move the list accordingly. : FTAPCHE BT

The g1 key will changethelist order ey R

from last name order to compan ! 5 TRUTHS

order and vise versa. Searches will WPUTH
be performed on the order sel ected. bl CroiK
The g1 key will alow you to add
new customer information. Typein
the appropriate information in the
field and pressgt=| to continue to
the next field. Fill inasmuch infor-
mation as possible about the cus-
tomer so you can use this informa-
_ti(]gn later f(l)_r mzi(i I ano_lI Icgsta%rkng ——
informationlists. Y ouwill be bk ety - oo e
to Sel ect CUST TY PE, AD a=l. Him: FR.ndd PA4.Pdil. PR-Flhianr PR-To:Ticla:
SOURCE, INQUIRE and TERMS
|f yOU set these OptionS Up in the Fraze< amg Ti:llaze Lo =annh dalabee=a: coe Poomc:Liom gy Lo =a:Thacl aploiom
system configuration menu. Dothis j

by moving your g1 to highlight aitem and press g to select. If thelistislonger than can be displayed it will scroll
up or down to show you more. Select thetax statusand price level of the customer. A pop-up box will ask you to save
or abort your additions or changes.

Thega key will letyouedit thecustomer currently highlighted. Hereiswhereyou make changesto theactive customer.
The‘% function key places counter (floor sale) asthe current customer. Thisisfor customersyou do not wish to keep
records on.

The g=1 function key isused for deletion of the currently highlighted customer. A Options box will appear asking you
for (YESor N_OR to delete. g islike NO and will bring you back to the customer pick screen.

The =1 key will bring you back to the main work screen with no changes made.
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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-
nal.
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Inventory Pick

. _ _ Hir:: ¥nRRH WIRLEER : TR R [ TN
Fromthisscreenyouwill bepick-

inginventory itemsto add to your || Ktz ik B My Frin
worksheet. The gl g= g=) keys i HHF i i
will move you within the list. . CIHDTINHER -

When an item is highlighted it's VI LR S

corresponding item number is|{i _ HAll. CrJTE

shown onthemainwork screen at ([ C HATR T ARG

the far left. When you press pfa| : FERH 10HG HATR

this item is placed on the work
sheet and the next line shows you
the next item to select. Y ou may
typein theitem number and press
. If it is apartia number the
program will bring you to the
closest matchintheinventory data
base. Y oumay also useabar code
reader hereto pick theitemsfrom
the UPC label or your own bar BERTERRITS

code labels. If you would like to | Pa-Fande Fag P -Faplid:
enter more than one as the quan-

o 10, R0
t|ty yOU would press 2l and enter Fraize= oy Ticklane L =l dolarbeea: voe Poomcloinom ®ay L o=a:hacl oplinm

the quantity you wisn to sell and press gf=|. Entering on a previously selected item will add another one to your
worksheet by adding to the others quantity.
* The gz key will bring up the search menu and ask if Iyou want to search by description, size, color or price. After
| ask you for what ?/_ou want to search for. Typeinyour search
ist of them for you to pick from.

Usingthe g pug) keysand pressing gl anew box wi _
criteriaand press =/, If there are any matches the program will make a
* The g1 key will explode out the information about the
Eughllghted inventory item on your screen.
The =) key will bring you back to the main work screen. CHTHIMG TALT COHF ITRRS
Process M enu fdd - : ERAS HRU HRAIOL, YFSTIAMTILHT 47197
* From thismenu you can accessthefollowing options by using the|
1) keys and pressing =] on the highlighted choice.
* SALE: for standard transactions involving cash, credit, and
account processing. This menu will also authorize credit card
transactions.
* QUOTE: By pressing Quote on the transaction menu this will
print and log thisinvoice as a quote for this customer. Theitemson
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.
Y ou 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 areturn see sale. The inventory items will be added back into inventory.
* PAY ON LAYAWAY or ACCOUNT: Thesefunctionsare handled the same as sal e except
you will not have any itemsin your work screen, just acustomer selected. After selecting one Hir:: ¥nEFH WIELFE
of these functions you will handle the transaction the same as a Sale. See Sale for more Cinmp: ¥ETTERIHG FLPHPHTAY
information. rdd: FRA9 HRAU HRADOU TR, YFST1AHTT, HI
* Basically an transaction will lead you through multiple choice questionsin compiling your
receipt. Any receipt of cash, check or credit will be processed accordingly. Fagrn:nl. Tidvnmalinm

Fugre:nl. Tidinmwa Linm

Process Sale

* When selecting sale you will be given multiple choice menusto compile your invoice. The Tal:
firstispayment method with Cash, Check, VISA/MC, AMEX, Discover, Account or Other as
your choices. They an act the samewith moreinformation needed with charge cards. Y ou will Foagra:ul.: m Ca=li
be asked to typein the amount the customer has giving you or press ] if the amount isthe
same as shown on the screen. |f the amount is more, then the system will ten you how much
change to return to the customer. If the amount is | ess, then the system will prompt you for

payment method for theremainder of thebalance. After making your choicesthe next box will I" LIHE 1.

ask you for PO or check numbers, if none are required then just press =] and continue. The bl

sameis true for comments. Y our last function is to either press %l on Yesand 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 MK L Comlimn T
expiration date or to swipethe card through the credit card reader for automatic authorization. | EE KM i

The system will not continue until this information 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. Frinl. Faaa:ipl.
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Options

* From here you can access the following features,
customer history, discount, quote, layaway, tax and
serial number. Use the g1 keys to move to your
selection and press g,

Customer History

* After you have sel ected acustomer for the main work
screen this function will bring up, on anew screen an
the past dates and invoice numbers for this customer.
By using your g1 you can select theinvoice you wish
toreview. If thereare moreitemsthen can bedisplayed
onthescreenuseyour g1 to scroll thelist up or down.
When you highlight an item and press g'=| the screen
will clear and a copy of the past invoice will be
dlsﬂ ayed. After reviewing information you can return
to themain screen by pressing g or reprint theinvoice
by pressing gfa.

Mire::
T

rddi:

FRIC WRLFE

Tumiina: 1 70

1 H

Discount

* Discounting the invoice can be
doneinoneof twoways, either by
single item/s or by the entire in-
voice. This can be done by mov-
ing theggy and hi dthightlng the
item you wish to discount or by
pressing the gz; key to discount
the entire invoice. If there are
moreitemsthen canbedisplayed
on the screen use your g to
scroll up or down the list. After
making your choice a box will

appear and ask you how much
you want to discount. You have
two choices here - if you typein
the number g1 and press i)

you will discount $10.00, if you
type g2 £1% you will discount 10
percent of the retail amount. Af-

ter making Kour choice you are
returned to the main work screen
and a discount line is added to
your invoice. Y our original price
will now have an asterisk added
to it so you can see where the
changes are made to the amount.
The g preferredandgz employee
discountsare by percentagesand
set whenyou configureyour sys-
tem.

Him:: WnkPH WIELFE

LIFE N |

SBchac Tun

Mim:: ®WARFH TIRLER
Gl ¥ETTERING FLTHFHTAY
ndd i FEAS HAU HRADOd TR, YFR11AH1T. H1

17197

Tan 1 Tezaniplinm
SHAHPM
LD T1NHEE

fpil. e
I L]
I=aamnl
Tanila:
Tant piosn

LICHTING FM.T OOHHITERS
EFAS HAU HEADOU,. YFRT10HTI A1

= Ba: 1oy Ra:laen

G ¥ETTERIMG FLPHFMTAY
mdd: B3 HAU HREADOU TR, YFR11AH1T,. HI

|'FT‘|T'E'Fi-:=ii|l]'I|: FZn11 FE-Fadizenad P -Prpliaga:

Tamibup

Sl Fum:liom
fdd  Frimaz= Mplinnes

Fdil Hiam

Cliane

LS TEI I |
Flaun::
AR17

=s THTEE 121 Frriul. =

[ TETT A |
Flaumn::

18197

TR TIIA I PHTHE N

Tezazriplinm Frrina: Falaacinm

Suh:
Tun:
Tl l: 10 RO

rrn npeEdinn D Bar kol
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Quote

* The quote option isto retrieve quotes you have
prepared for a customer. You must have a cus-
tomer entered into the main work screen for this
functiontorun. After highlighting quoteand press-
ing "= aquotelogwill appear and giveyou the
choice of picking any past quotes by date. Using
thefr] 1) and pressing =] will put the chosen
quoteintothework screen. If therearemoreitems
than can bedisplayed onthe screen useyour 1 (7]
toscroll thelist up or down. Y ou can add or delete
inventory items or process it like any other in-
voice.

L ayaway

* LAYAWAY: This option
runsexactly likequote. After
pressing the =] key alog
will appear. By using the
FF) and pressing @] on
the highlighted item you will
retrieve that layaway trans-
action to the work screen. If
therearemoreitemsthan can
be displayed on the screen
than use your 1)) to scroll
upordownthelist. Fromthere
you can

processthe layaway by mak-
ing payments on it. The lay-
away itemwill stay in
theloguntil it'spaid off. Y ou
cannot editarecalledlayaway
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.

LIFE. I |

TE

Taxable

* By pressing =] on this function you will be given the choice of making this customer
taxable or not for theitemsin thisinvoice. Use thef] to select yes and press = or press

=) to select no.
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Serial Number

* By pressing (%= on this function youwill bring up asmall window for you Lira Hixlany
to type in a serial number to be added to the next line in your invoice. This Tizaamul
number will be displayed and kept on the customer invoice for later tracking [rodioe

if needed. .!;ILH}H-:LI
ki

Edit Work Screen SRR

* 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 | |
retrievethe customer record for you to make changesto. Dothisexactly asyou

would under Add Customer or Customer Maintenance. If there are inventory :
items on the work screen edit will allow you to make changes to the work : MpLitnes BAiL Chane Tanibop B

screen. Movethe ¢ 7] to select the item you would like to change and press

€], If there are more items on Fulsar Sorinl Hunhea-

the screen than can be displayed
than use the (] [¢1 7 to scroll
up or down the list. This will
allow you to make changesto the
description, quantity and price.
You can aso use the g=] 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 would like to return to the
main work screen without mak-
ing any changes then press 2.

Mir:: ¥k WIRLER
G KETTERING FLFHFHTAY :
mdd i FEAS HRU HRATOU TR, YFRT1AHTT, AT ARS7 Fupl H Tz llICR

Tan 1 Tozameiplinm 1l Frrua: Falaaiezinm

Clear

* If you select clear from the
main menuyou will beprompted

for a Yes or No. Use your

[EIRIEL ) to highlight one of : Tam

these and press ] to return to . mph: FEa1l FA-Foadiend P-Frpliaga:

the main work screen with no

changes. If you select yes and ferna i D P L ahaorel.

press =] the work screen will
be cleared and arecord of the transaction will be stored in the clear log for later review.

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 withthe ¢ and pressing ] . A small box will appear that asksyou " mybhors WAL Ebeor  Wodmy
for the serial number to search. Enter the number and press %=, The program will search the 0 D Pulanrl 1oy T wonkeduacl,

existing invoices and locate the serial number. If the proper serial number isfound theinvoice 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 1HG

appear and ask you for the customer five digit number. Enter the number (10001 is Counter Sale) and if the Tanikn It

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 ¢ £ to highlight Inventory number and Lizlarwr Minh e
press enter. A small box will appear and ask for the inventory number. Input the inventory number you would Tuw:inlany Minh:re
liketo find and the system will locate an exact match to the number you entered. If the inventory itemisfound Toumina: Himhaa-
abox will appear with the inventory information. Press any key to return to the main work screen. [T

* INVOICE NUMBER: Move the 77 up or down to highlight this option and press ], A small box will
appear, type in the invoice number you would like to review and press =/ . I the invoice is found customer

and work sheet information will be displayed on the screen. Use your [ to scroll inside detail
information up or down. Press any key to return to the main work screen.
* NOTES: you can tag notes to customers files from the L ookup menu option on the main work screen. Typein any notesyou would like for that customer, use

the ez and Backspace keysto del eteitemsyou nolonger want. Y ou can type up to 1600 lines per customer. e v savesthe changes, &£ abortswith 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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Menu

* From this screen you will be able to access the report menu, inventory, customer, Employee, accounts
payable, account receivable, maintenance, and setup screens. Y ou choose the option you would like to run

by moving your ] ) up or down and pressing ffe) .

Reports Menu

* Most of the reports are set to run the same way, select your Options by using the up or down g ] and
pressing ("= on the correct highlighted item. After making your selection a box with the beginning date
will appear. Y ou can press =l 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 =], The same will hold true for
theending date. Thissequencewill let you select the date rangefor any report. If youwould like oneday 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 areport snowing an sources of income for the date period. The last
screen will snow the product number, description, quantity and any discounts for an inventory items
sold in the period specified. It will also show GST tax at bottom of report

* DAILY SUMMARY : Thisreportisashorter version of thedaily reports showing sources of income
and grouping of inventory items by either department, division or vendor.

* TIME SUMMARY:: Thisisavery good tool to show salesrevenue over timein the day. The sales
aretabulated in atimelinefashion. Thisisnice for scheduling purposes and operation hours surveys.
* INVENTORY : Thiswill show you the current inventory itemsin stock by either product number,
department, division, vendor, reorder items, or bel ow user defined minimum|evels. After making your
choiceapick listwill appear of theactivedepartments, divisionsor vendors. Useyour g+ up or down

to select one of theitemsin the list and press | to continue. Selecting An will print areport with
sub-groups of the departments, divisions or vendors you have selected.

* EMPLOY EE: Thisreport will givealist of an active sales people and the amount of their total sales
grouped together by the date range selected.

* SALESANALY SIS: Thisreport will allow you alook at an sales and analyze by product number,
department, vendor, division or customer. After picking your date range, select your type of analysis
by moving the £ up or down and pressing ] .

* PHYSICAL INVENTORY': Use this report to print out a physical inventory of an the active
inventory items grouped by either product numbers, departments, divisions or vendors. A list of an
the inventory items will be printed with aline for your physical Count.

* RANK SALES: Thisreport will rank sold inventory items by percentage showing you your most
activeitemsit runs the same as sales analysis.

* When you run any of thesereportsthey will bedisplayed to the screenyou may pressthe gz to send
your report to afile or pressthe f=] or =] key to return to the menu or the = key will print your
Report. While the report is displayed you can use the up or down (arrow keys) to scroll within the
report.

Inventory Menu

* From thismenu you havethe option of either adding, editing or deleting aninventory item. Useyour
up and down 7] to highlight your choice and press fafe].

* Y ou can search or locate theitem the same way asthe add screen workson the main menu, by Using
[E1R1 7], typing the product number or bar code reader.

* |f you choose Add then you will be brought to the add inventory menu. Y our choiceshereareeither

Fapihhi=

ma:l. Feaa:ivmahkh:
a:

Hum
HLLEES

3 HIT
T i
=)
a1 11,
I'HIHIE
Tarha: 1=

Sarial M.

standard for entering asingleinventory item, matrix for adding likeitems of different colors, sizes, styles... or kitsto add multiple existing inventory itemsintro

one item to be sold as akit.

* |f you choose Edit then the inventory edit screen will appear. Use your €] £ ] to select the item and press . 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 itemswill appear. Type in the number or movethe €l 1 i) to

the correct item you wish to delete and press =], A brief description of theitem to be deleted will be displayed and abox asking you Y esor No to delete. Move
your @] to the right answer and press ], |f you select yes an reference to that inventory item will be deleted.
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Hardware:

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 Salon CashBox works with any portable scanner that "dumps"
data in dBase format.
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Adding Inventory Items

* Select ADD from the inventory menu and dis-
play the add inventory submenu. Select standard
to add item.
* Genera inventory information like standard,
kits, or matrix items will be entered in the same
way.
* Iirst enter in the new product number and press
R || If you are Using a bar code reader, swipe
the bar code to enter the item number. If the
inventory item is aready in stock you will be
notified.
* Enter as much data as possible for each item.
* Select vendor, department, and division from
the pick list displayed. The pick lists are user
defined and must be modified for an new catego-
ries. Instruction for add, edit and delete are dis-
played on the screen. New vendor, department
and divisioninformation must beadded, edited, or
deleted by you in order to keep the list current.
They will not update themselves automatically
* When antheinformationisentered onthescreen
you will be prompted for the next item to enter. If
you say likeitem (Y es) product information will
be carried over from the last item entered. This
will speed up multiple like entries.
* |f you are done entering items press 1] when
prompted for product number and you will be
returned to the menu.
* Serial Numbers- youwill bepromptedto select
serial numbers for inventory items that have
serial numbers attached to them.
* Service- If youplacea(Y)foryesherethisitem
will be set to aservice.

Adding Inventory Kits

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

* Entering kit items is the 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 informa-
tion a inventory pick list of existing inventory
itemswill appear.

* Usethe [ ! [ ) to scroll thelist or typethe

number and press @] to locate. The list will

Fulazo: Mas Foavlin:l, mmbaae oo Ba: 1 St

Fiaed 1:

Thza: E T T
7] :
Fr
Tan

Cipl.
Lhawdin-: A
il - 3 Tiv: HAFE

Sl T
HETUNEE

AT FE

MPNT FUE 1

Lik: TanT

| u W=

1¥E EPMT
ril.FF

. FINFHHT FRCEILED RY:

nh PA-Faphwh:

vimg Tezklaze L =vaonch dals

move to the closest inventory item of the number you typed.

* Press [ to select the itemy/s for your kit just like you where fining in an sale.
* Y ou 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.

* Informationfor eachkititemwill belooked upwhenyousell thekit soyou can edit theinventory itemsinthekit at any time. Thekitisonly areferenceof inventory

items.

P4 -1y

o Poomc:loiom Wy Lo =a:Toacl ap
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Adding Inventory Matrix

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

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

* After general information isentered the screen will

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

* Enter the column headersyou would like acrossthe
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 correspondswith
the columns and rows. The system will move you
from left to right and from top to bottom.

* Once you have completed an the boxes you will be
prompted for the next inventory matrix item. Con-

tinuejust asyou would with standard itemsfrom here.
* Y ou can not edit matrix column and row names - if

Fiaud 1: 173 HTR Thza:: HETUNEE P

Mol Towimlanyg Tun i= Le: 5

youwant to changethe namesyou must del etetheitem Sanh Fa:ld
and re-enter it. Y ou can edit theinventory basic infor- F Grrailaz Tlan
mation suchasprice, vendorsor quantitiesat any time. ;L Ta Tlain

* |f you want to use anumber for your matrix rows or , Fipa1 T
columnsyou need to use aletter in thefield first then
type in the number. An example would be if you
wanted to makearow for size 10 you would put (S10)
for the field name.

Printing Inventory L abels

* Printing inventory labelsisamultiple
step process that will ask you severa
multiple choice questions.

* First you will need one up labels Frriol lat:ls= Tiim Tuamlanyg

§AV ERY 4010) andcalibrateyou printer
R PRI - |

LIPHINE

or the labels. Press ¢y to start a test
print of three labels. Any key will stop
the process or g will cycle three more
labels.
* Nextyouwill need to select thesearch
field for the label/s you would like to  FEUBITTER #&. B4
print. If you want to print an select the
PBQDNOfl eldandenter g1g and press

ENTER ||

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

* Type in the search Criteriato meet for the labelsto print. . . .

* A'tally of the records matching your search criteriawill be displayed and you will be prompted if you would like
to continue. Yes g isthe default, if gou do not want to print the criteria selected selectp or .

* You will then be asked if you want bar codes generated, select ) or . _

* Finally before printing beginsyou will be asked for the cv;anﬂty of labelsto print. Y ou can select an the labels, one
for each inventory item or just one label per product number.

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

* From this menu you have choices of maintenance for adding, editing or deleting acustomer, 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: Thisisafun featureword processor to usefor writing custom form letters,

thank you notes and requests for payment letters. The word processor comes with templates and a Hiil H: .
66,000 word spell checker. 00 OIIE
* MAIL MERGE: Thisfunctionisused in conjunction with theword processor to create mail merge Tarha: 1=

lettersfrom the customer database and letter created with the word processor. Thisisvery 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.

Customer Maintenance

You have a number of functions
available to you from the customer
screen. First use the up and down

(€181 1) ] tohighlight any customer Cn=lirn e Talataa:

of your choice and press ], R I FAETS THTFEHATIN

* |f you wish to look up a customer % COHFAHY CIHDY

by nameyou can enter inthenameor I'-ﬂ.m IT'F.'F: I : I.'.i'nTTn'Fi
company and the program will bring CTHLH CTHFAHY THIFHEFR:
youtothat record or closesttoit. The TPLIRHE: . TR
name you type will be displayed in FP orHH HICATINHS WP

the lower left box on the screen. . SHIRTLAFE THC CTETH
(Back space) will deleteletterstothe T : HILFHCHFR
left of the cursor and move the list P JINIE
accordingly. ¥aTKEY 01 PR

* Thefz] function key will change ¥ETTFRING F1.PHFHTAR

thelist order from last name order to 1nEEY nER

company order and vise versa.
Searches will be performed on the
order selected.

* The 2] function key will alow _
you to add new customer informa- Limjening
tion. Type in the appropriate infor-
mationinthefield and press =] to
continue to the next field. Fill in as
much information as possible about
the customer so you can use this
information later for mail and customer information lists. Y ouwill be asked to select CUST TY PE, AD SOURCE, INQUIRE and TERM Sif you set these options
up in the system configuration menu. Do this by moving your ¢ up and down to highlight aitem and press (| to select. If the list is longer than can be
displayed inthebox it will scroll up or down to show you more. Y ou will also need to select the tax status and pricelevel of the customer. A pop-up box will then
ask you to save or abort your additions or changes.

* Theg«] function key will bring up the edit screen on the customer currently highlighted. Here is where you will make any changes to the active customer.

2 la=l Mo P3rdd P4-Fdil. FS-Flhisn- PA-Th:Thicla:

Fraze= oy Teillaze Lo =asonc:h dolabe=a: vos Poos:liom Jag Lo =achoach oplinm

* The =1 function key places counter (floor sale) as the current customer. Thisis for customers you do not wish to keep records on.

* Thefe] function key is used for deletion of the currently highlighted customer. A option box will appear asking you for (YES or NO) to delete. £ islikeNO
and will bring you back to the customer pick screen.
* The 2] 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 Salon 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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Word Pr 0cessor Slpl e
* The word processor supplied
with this program was designed
for very simple use. Basic func-
tions can be viewed with the 7]
help key. You can use the
[E1R1 1 7] to move up, down, left
and right in your text. The [t
key will start a new paragraph on
the next line and the =]  and
(Backspace) keys can be used to
delete text.

* Usethe fz] and =] keysto ac-
cess the menus and 1) for help.
* By pressing 21 you will bring
down themenufor file accessand
system configuration.

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

* OPEN: isdisplayed above and is used to open existing files for printing or editing.
A pick list of existing fileswill be displayed for you to choose from, move your cursor
up and down and press =] to select the file to view.

* SAVE: isused to saveexisting work onthescreen. If youtry to overwritean existing
file the program will prompt you.

* PRINT: will simply print your document.

* CONFIG: is system information, for example, margins and page sizes.

* EXIT: will exit you from the word processor and return you to the customer menu.

Tim::1

Word Processor Configure

* Basic word processor configuration information is stored in this menu option.

* Move the cursor down to configure and press fgfe].

* Enter theinformation you would like for margins, page length and width and press
* A pop-up box will appear asking you to confirm changes. Press [ on (Y es) and
your changes will be saved and applied to your current document. Press (No) and an
changes will be aborted.

Word Processor Find

* Thisisto locate user defined information in the existing document.

* Press f2] to pop-down the Options menu and select Find.

* A box will appear asking you to “Find What:”. Simply typein theword you would like to
findand press =] . Thebox will disappear and thetext will becentered onthewordyouwere
looking for, if found.

* Select find againand if you would liketo find the sameword it will already beinthe“Find
What: “ box. Press [ on the word and the next occurrence of the

word will be found.

* Continue selecting find to locate your word or change the word to locate a different word.
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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

* Mergeisthe power of the word processor. Use it 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 developed 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 database fieldsappear.
Moveyour cursor up or downto highlight thefieldyou
would like to merge and press e . F1E=T HHE
* The field you have selected will be placed where
your cursor was in the document you are working on.
Thefield will be bracket by { } .

* Y oucanmoveor deletethemergefieldlikeany 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 youto edit theword with your version of
the correctly spelled word.

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

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

laaaz=l
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S:hiac Pile: Sann:h Pald
Customer Merge FIRST .LFX T HH » Covsttaae Tl
zugtecl)ﬁ]cér%eé%ﬁ from the NMFITE ; Taz== Tlun
* Use the g to move 1JI.|-I Hi:I'E Fipal T
the highlight up or down FIRAT HoHE
and select a file devel- CIHFAHY
oped with the word pro-
cessor for merging with
the customer data base.
* Select the search field
usedtonarrow thesearch.
If you would like an the
records select the
CUST_NUM field and
enter gig). N .
* Select theoperator tobe B FIEST.UFK will iae<larmae dala bz
used in the search equal,
gredter or lessthan. R 1n5T HoAE -
* Enter thesearch criteria
and press ],
* A list of matcheswill be

compiled and you will be
prompted to continue. Press

= 0 to continue or g and Faainh Farld

=] to stop. - . S

¥ Oneletter for each customer l._i!:.'l' |‘_'||'| : Crnalaar Tlan
that meets the search criteria MFADATE £ laz= Tlau
will be printed with informa- 1nST MHOAE Fapal T

tion from the customer file. FIEST HAHFE
CYHFAHY
Customer Labels ;

* Select labels from the cus-
tomer menul.

* Y ouwill be prompted to test
the setup of the labels in the
printer. 1f you would like to
test the printer press ¢ and
=), A test print of three la- .
belswill beprinted. If thesetup Friol lah:l= Tinmra=lama dala hee-a:
is ok press any kef/_ to con-

tinue. |If you would like to re- Fine AET HH - _
test the labels, pressgs) to re-

print the test labels again.

* Select the search field used
to narrow the search. If you would like an the records select the
CUST_NUM field and enter gig1.

* Select the operator to be used in the search equal, greater or lessthan.
* Enter the search criteria and press . _

* A list of matches will be compiled and you will be prompted to
continue. Press gf= ) to continue or g and g'=| to stop. S ladduli:

H:an
Praplhiapa:

Cirmi=inm

Employee Menu

Fromthismenuyouwill beableto set up SalesRep’ s, Scheduleemployeesandlook at commission
reports. To run one of these functions use your (arrow keys) up or down and press the =] key.
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Sales Rep

* Thisfileis used to store information about the sales representatives.

* Select Sales Rep from the maintenance menu by moving the £ 7 to Sales Rep and pressing e .

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

* Move the highlight bar around the table with the up, down, left and right ] g1 21§

* |f you would like to add, edit or delete information move the highlight bar to that item and press @/ . Y ou are now in the edit mode. Change the information
or delete it with the (Backspace) key. Press [ again and the information will be saved.

* By pressing the =1 key on alineyou will seetheword <DELETE> in the upper right comer. If you deletein this manner theitem will be deleted from thelist
upon exit.

* Exit with the =] 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) isfor complete systems access.

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

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

* To set up service and product commissions type in the percentage amount as shown. Example; if your rep received 50% it would be entered as .50.

* Y ou should always leave in the VCR rep

CHL

'I.'F:=;'FI'F!'F' FIRST 1ST THFINTE HMHEFEE SEAETY SFRXTHA

T
ﬁ Fi-ii: LILYHE

Employee Action Menu

* The employee Action menu alows you to schedule arep and see day, week and monthly schedule.
* To run one of the Options use your §¥ ] up or down and press feifes]

* Schedule - Move the cursor to schedule and press . Y ou will be asked to select the representative
you would like to schedule. Move the highlignt bar the rep and press (. A box will appear with the

inand out time for you tofill in. Enter thetimein any form and press . Y ou have now schedul ed that
employee.

* Day - Whenyou select thisOptionsalist of thesalesreps, their schedul ed timeand clock in and out times
will be displayed. Use youg g to move up and down and =] to return to the monthly scheduler.

* Week - A weekly schedulewil | bedisplayed for an salesreps. Usethe ] key toprint toprinter and ]
key to print to file. Thisis exactly like every other report format.

* Month - This function will display the entire months schedule for the employee you select. After
selecting this command you will be prompted for the sales rep to view schedule for, move the highlight

bar to the rep and press [,
Print Commission

* By picking commission on the employee menu you will begiven achoiceof picking theemployeeyou wishto report onor pressthe ] key to seean employees.

III.l:IIlJII'I_| =
FAIRT BrNGE Faapin 05~ 1R Fad I06A1RW
11l 11 Thoa:

HFHE CRad rlnd
HFHS HATR CHIT

SAWMTS Qg & Feaa:: 40000 0 i RO
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Accounts Payable Menu Ham

* From this menu you can create, edit, delete and process purchase orders (PO’ s) by using the 1] rmmaamnl= Farphh:
to highlight your choice and pressing [fes].

* No matter which option you select youwill be prompted to sel ect the vendor youwould liketo use.
Do thisby moving the 71§+ up or down to highlight the vendor and press ). Only theinventory
itemswill 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 PURCHA SE ORDER: Pick the vendor and PO for that vendor that you want to delete.
A small box will display asking you Y esor No to delete. Select the option that you would like and
press fpfal.

* An PO’ swill be displayed in the same print format for add and edit. Use the g% key to print. 2]
or =] will return you to the menu.

Create/Edit
Purchase Or-

der

CREATE PURCHASE OR-
DER: Thefirst stepincreating
a purchase order is to pick a
vendor to buy from. Use the
up and down f1)fz] to high-
light your choice and press
[t After selecting theven-
dor an items in the inventory
from that vendor will be dis-
played on the screen for you . —

to select from. Highlight your L !II:.: ;'_:“I"U 1T B

choice and press . After q . -

selectinganitemtoorder you AR ey

are taken to the left hand red il oAl

box to enter order information : . e HF =

for that item. After enterlng sy o o TR1FFLL1TF

your choices the item will be . THRHIS 1TF Hox

displayed on your purchase M . TEA Py AR TR} 1N

order ontop. You can editor & . 'F1:F-='= ) - FIH )

delete any mistakes with the kb - . PR TSI Tl

£l key. After corppletlng Fraz== oy Ti:llazr Lo =mann:h dalabee=a: ooe Foomchoiom ®ag e =zl oploiom
these stepsfor an theitemsto
be ordered from this vendor

you press f=]. A salon box will appear asking you to save or abort this purchase order. Use your 7] ] to select your choice and press e

* EDIT PURCHASE ORDER: Runs similar to making PO’s. Y ou first pick avendor. A list of PO’s created for that vendor appears. Move your 7] §*] to select
the one you would like to edit and press ] . Y our order will be displayed. Press the =) key to edit the order. Press =] when done.

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

STaME S™ThTnTE FRTY

HN.T1 IEFE G.T 7 F=F I ~ P (e

HM.T1 IEFE D 7 At M
CrsH B 11 EETnll. RaSE M
COsH B 11 SaliH RaSE rn

Process Purchase Order

* PROCESS PURCHA SE ORDER: Pick avendor fromthelist. A list of the PO’ swill beshown, highlight the order youwishto processand press e Theorder
is shown with the highlighted located on the first product number. Move to the status field and enter one of the codes from the bottom of the screen (O-ordered,
R-received...). After setting the status, changing the date and if you have received any items make sure you have entered in the quantity received then press e

to stop. A small box will appear with save and abort. Select the action you would like and press | . Y ou can also change the cost of an item here. When cost
is changed the existing items are averaged with the new items to give you a average cost of goodsin inventory. Do this by moving your arrow key to the right
to see more of the items order information.
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Accounts Receivable Menu H:um

* From this menu you can either display aaccount or layaway report. Mmaannl= Faz:ivah:

* ACCOUNT RECEIVABLE: From this menu you may pick a single customer and press &= or m
press {2 for an customers. Thisisasimple report that will show you customer number, invoice date, -

charges, payments and balance due. Interest is also calculated on late charges.

* STATEMENTS: Thisfunction isused to print statement for one or multiple customersfor balance
due on account. rmaamul
* LAYAWAY S: Fromthismenuoptionyouwill beabletoview layaway statusof oneor an customers.

larn
Tan pian

M aintenance M enu

* Thismenu letsyou ook at the transactionscleared before printing. Y ou can also Add, Edit or Delete
vendors, Not in inventory items and Back up system filesto disk.

* Vendor, NO-Find, and Customer type an work the sameway. From these screensyou can Add, Edit
or Deleteany field or line. Usetheup and down g1 to highlight your choiceor g to deleteanitem.
An letters and number keys are active within this screen. When a record is marked for deletion a
<Deleted> will be shown on the top of the screen. To leave the screen press f¢]. An changeswill be
saved.

* Usethe Cash Drawer Optionsto set theamount of money youwouldliketo haveinyour cashdrawer.
Select Cash drawer from the menu with your arrow keysand press =] . Typein the amount of your
cash drawer and press fa].

* Pack: will clean out deleted information and pack your files for better use.

Clear Log

* Anclearsused on themain work screen
will storetheir information in thisfile.

* This is a view file that can only be
printed and purged by a system adminis-
trator

with a security level of 3.

* Select Clear Log from the maintenance
menu.

* |f youwould liketo print and purge the
clear log press (@i,

* Y ou can view the log with out printing
by using ther 1.

* 2] will exityoufromthelogandreturn
you to the menu.

Clhiane lan

ke ek ok ok ok ok ok -k

Pea: 1o Razloern oo PHTEE 10 Freinl, & Fup: =
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Vendor LIPHINTE: (TFFHDIATE. KFFHAHE,
* The vendor log is used to store information about the vendors you do

business with. P

* The vendors added or deleted from the vendor pick lists will be TNFTELL

effected by the actions you take in this menu. TH5TH HFH TSR

* Select vendor from the maintenance menu by moving the (7§ to SRS

vendor and pressing e, 1.5

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

* Move the highlight bar around the table with the up, down, left and 1.FGA1.

right ) (1 @21 g1 i v Frrin: Tkl
* |f youwould liketo add, edit or deleteinformation move the highlight 1. 1HE LS

bar to that item and press E. Y ou are now in the edit mode. Change the
information or delete it with the (Backspace) key. Press = again and
the information will be saved.

* By pressing the 1 key on alineyou will seetheword <DELETE>in

the upper right corner. If you delete in this manner the item will be Pk RTERIMHS
deleted from the list Upon exit. D
* Exit withthe e key. FRECT
* Fill in as much information in this manner as possible - you will be SFRJICE
Using this information in purchase order functions. =TnF1L =
S HEET

. TT:

No Find PS5

* No Find isafunction used for the administration and maintenance of
inventory items. Use thisfile to see what inventory items nave been sold that are not in the inventory.

* Y ou can browse up, down, left or right with thegr) (1 (] 1.
* By hignlignting an item and pressing the =1 key that item in the log will be deleted Upon exit.
* Use the (Esc) key to exit.

(L HTIFETRY]

THUHT FROTH TF= Tan [Ty IH

SPC CTE AR I 1.00 P

Backup

* This may be one of the most important functions to The Salon Cashbox program. It is very important that you back up
your datafiles as often as possible.

* Backup utilizes DOS backup command and must be pathed in order to work properly. Make sure the directory, usually
C:\DOS, isinyour path.

* Select backup from the maintenance menu by moving the highlight bar up or down with the 1] and pressing e,
* A box will appear with the disk drive to back up to.

* Usethe g1 to select the drive and press ],

* DOS backup will take over and prompt you for disks in the drive you nave selected.

* Y ou can restore the back up by following DOS instruction for restore.

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.EXE or BACKUP.COM. This would make The
Salon 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.
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Setup Menu

* Fromthismenuyouwill beableto Configureyour system, Set customer type, Ad source, Inquire,
and Term.

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 apick list will be displayed.

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

* Tax rates are pennies on the dollar.

* Discounts are percent of retail.

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

* |nterest is also pennies on the dollar.

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

* You will be ableto pick from
a number of receipt types the
standard fun page and 40 col-
umn receipt or use no header
fun page, ship to fun page, and
ship to no header fun page. Y ou
may also pick any of the custom
formslike the NEBBS 9318.

* |f you select 40 column re-
ceipt you will be prompted to
select the printer port the printer
will be attached to. Thisiis for
peoplewhonaveparallel receipt
printersand would liketo attach
themto LPT1.

* Y oucanselect receiptstohave
signature lines or not.

Setup Pick

Menus

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

* From these screens you can
Add, Edit or Deleteany field or
line.

* Usethe up and down ] to
highlight your choiceor g=1 to
delete an item.

* To edit an item, highlight theitem and pressthe ] key, the
edit screen will appear. Move the cursor to the 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 =]
key to leave the edit screen. If you want to add new information
movethe ] key until you get ablank edit screen to enter into.To
Delete an item press the ] key, the itemwill be removed from
thescreen. Toleavethe screen pressthe 2] key, all changeswill
be saved.

* When arecord ismarked for deletion a<Deleted> will show on
the top of the screen.

* To leave the screen press e,

* All changes will be saved.

T i
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How Dol

Configurethe program for my business:

Before you begin using The Salon CashBox program, you will want to configure the program to display your company name, tax rates, price levels
...withintheprogram. At thebottom of themainwork screen, youwill seeacommand box with the caption SELECT FUNCTION aboveit. Withinthecommand
box there are seven different function. They are Add, Process, Edit, Clear, L ookup, and Menu with ahighlighted bar over the Add function. Usethe Arrow keys
tohighlight the Menu function and press Enter. Another command box will appear with Reports, Inventory, Customer, Payable, Acct Receivable, Maintenance,
and Setup withinit. Using your arrow keys highlight Setup and press Enter. Press Enter on Configure hereto edit the configure screen. Thefirst field is caned
header. Y our business name goes here, typeit in and press enter to move to next field. Y ou can also 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 0.05 would be 5% sales tax enter in your tax rate here and move
tothenextfield. Thepreferred, and employeefieldsarefor setting apercentage of discount they can be set at thistimeor |eft blank. Pricelevelsareapercentage
of retail (1 would be fun retail, .5 would be 50% off) you should finin the first one to be 1 the rest can be set at thistime or |eft 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. If you are going to be using this program to run your charges card connected to amodem then fill in the following fields with the information
given to you by Trans Net. After fining in an 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 isto 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 aitem and press Enter thiswill put you into the edit mode.
Change theinformation or delete it with the Backspace key. Press enter again and the information will be saved. By pressing the Delete key on aline you will
see the word <delete> in the upper right corner. If you delete in this manner the item will be deleted from the list upon exit. Fill in an appropriate information
but remember the last field must have at |east one sales person with a security level of (3) if noneis set at thistime with thislevel you will not be ableto view
an 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. Thiswill bring you to the customer pick screen.
Pressthe (F3) key to bring up the customer add screen. Thelast namefield isready for you to begin typing in information after fining in thefield press Enter to
moveto next field. After entering datain an fields abox will appear asking if this customer istax exempt select yes or no and press Enter. The next box will ask
for alevel of pricingto chargethiscustomer highlight choice and press Enter. A small box will ask if you want to savethis customer or abort now highlight choice
and press Enter. Thiswill 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 thisis 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 an fields up to Vendor where abox with alist of vendor will appear.This box will have an 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’sfields. Place new product number in and continue. Press Esc to exit inventory Add screen.

Make & Processa 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 theinventory list. Highlight theitem 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 ismaking either cash,check, MC\Visa.... and press Enter. Y ou are now asked to typein the amount the customer isgiving you if it isthe same asthe one
shown then press Enter. If there is acheck number or PO number type them in now if not press Enter. If you have any comments you would like shown on the
salethentypethemin hereif not press Enter twiceto movetolast field. If you had picked one of the charge cardsyou would have been asked to enter card number
and expiration date or swipe the card for the information. The last question isto 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.

Discount an Item:

After you have selected your customer and picked theitemsyou 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 an the items by pressing (F2) or pick oneitem to discount by moving the arrow keys
up or down and press Enter on the one you want to discount. After making your choice asmall box will appear and ask you how much you want to discount. Y ou
can either type adollar amount like (10) for ten dollar 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 anormal sale. Pick your customer and any items or servicesto sell to this customer then highlight Process
under select function and press Enter. When the process submenu appears highlight Quote and press Enter. Thiswill add the quote to the quote log under this
customers name and print out aquote. To retrieve this quote pick the same customer and highlight options and press Enter then highlight Quote and press Enter.
Youwill seealist of quotesto pick from for this customer, highlight the date or quote number to retrieve and press Enter. Thiswill 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.
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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 a
list of report typesto pick from. Select thetype of report you would like, daily, summary, inventory, sales, time or salesrep 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 typein 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 screensto compile your report. Once you have provided an theinformation for areport the contentswill 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 FO 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
Receivablesand pressenter. Select statement from thismenu and pressenter. A customer list will appear. Select the customer youwould liketo print astatement
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 an the
customers select F3 from the customer pick list. After selecting the customer/s or an from the list a statement/s will be compiled for that customer/s. Use the
arrow keysto 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 L etters:

In order to create collection |etters you need to do atwo 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 ook 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.
Antheoptionsto create acollection letter arein thismenu. Select Word Processor from thismenu and pressenter. A collection | etter isnothing morethan asimple
letter with mail mergefieldsinit. Press F3 to access the options menu and move highlight bar to merge. A pop-up box will appear with the data base fieldsfrom
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 init. When you print this |etter from the customer menu merge option you will get one page for each customer with their first nameonit. Let's
add therest of thefieldsfor last name, company, address, city, state and zip the sameway. Make the letter ook like anormal |etter but the actual names and other
information is substituted with the customer field names. After you have put in an the address information you will want to write the body of the text of your
collection letter. When you are through with your letter saveit and exit. If you exit without saving the program will ask you for anamefor your changes so don’t
worry it's not that easy to lose an 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 oneyou
just typed above. Next you will be asked to narrow the number of customers you would like to print.
Collectionlettersareto peoplewho oweyou money so select BALDUE fromthenext list. Y ouwill need to movethearrow key downinorder to seetheBALDUE
field. Onceyou select BALDUE an operator box will appear select > (greater than) and press enter. Enter the amount of 0 for your BALDUE. Y ou have created
asearch criteriafor your customer data base for an records that have aBALDUE greater than $0. A tally of customer matcheswill be compiled and you will be
prompted for Y or N to continue. If you press 'Y you will get aletter for each of the customers that owe you money.
Y ou can use this same method to print thank you letters or any other kind of |etter that you would like to personalize to each customer.

Run Mail Labedls:

Onceyou have printed merge letters you will want to print labelsto 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 labelswill be printed if you
so desire. After you have calibrated your printer for the label s select the search criteriafor the label syou would like to print. Do thisexactly like the merge option
of collectionletters. Briefly, youwill select thefield from the customer database that you would liketo usefor your search criteria. Good examplesare BALDUE,
CITY_STATES, ZIP codesand so on. Select the operator for your search Greater than, lessthan or equal to and pressenter. Typein theamount or nameand press
enter. A list of the customer matching the search criteriawill be printed and you will be prompted to continue. Select Y to start printing you labels.

Make Product L abdls:

At any time you can print product labelswith or without bar codes. Select menu from the main work screen and press enter. A sub menu will appear,

select inventory from thismenu and press enter. Select labelsfrom the inventory menu and pressenter. Y ou will be asked to test print three labelsto make sure
your printer islined up correctly. Press any key to continue or Esc to re-print three more labels.
After you haveyour printer setup you will be asked to narrow your search. Do thisby selecting an inventory field from theinventory field pop-up list and press
enter. Select the operator from the next window and typein theamount or nameto search by. An example of thiswould beto print labelsfor an products costing
more than $50, an products entered in after acertain date or an products from acertain vendor. Once you have the search criteria selected the system will tally
an 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 ap
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