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WELCOME TO POS INVOICE TRAINING!

We are delighted to teach you how to use POS Invoices in agré! This guide is yours to keep. Feel free to
write notes and comments in it for your future reference.
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What is a POS Invoice?

A POS Invoice is an abbreviated version of the regular agré invoice that’s designed for speed! You can use
a barcode scanner to quickly enter items onto the invoice, take the customer’s payment, and print the till-
tape receipt. Even without a barcode scanner you’ll be able to enter a POS Invoice quickly using special
keyboard shortcuts.

POS Invoices are much faster to enter but the trade-off is less flexibility - ik af 4 25 Injoice a "'“j
you aren’t able to add blends, or indicate a shipping address, there’s no it s
place for flagging purchases as prepaid, selecting a Lot Number (Lot#) or

adding customer order number; you can’t link to or import from a loadout
ticket or work order, and some payment types may not be acceptable.

POS Invoices are formatted to print on “till-tape” instead of on an 8% x 11
sheet of paper (but there is an option to print them that big if you need to).
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Logging On

You will have received your Citrix ID and password, as well as your own agré User Name and password,

from your supervisor or from Tronia Support.

navigate to www.tronia.com
and then click Hosted Login.

in the User name and
Password boxes, enter your
Citrix ID and password.

click Log On.

click agre

in the User Name and
Password boxes, enter your
agré user name and
password.

click OK

your training database can
be used in conjunction with
this guide
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+7TRONIA My Account

Hosted Login-

Il
- >

If you are unable to access the Hosted Login link, you can
navigate directly to the login page: https://citrix.tronia.com

Tip

use your
Citrix user ID & password

Content

Applications

| Selactview; > | (e

Sore

Hint: Unable to find the resource you need? Use Search to locate it for you. (X

e

 Logn ==

use your
agré user ID & password
o
Uger Nams l (
Password: |

% Select Database >

TSL Agro Co-op ;I
T5L Agro Co-op
TSL Agro Co-op

Training, b | i
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https://citrix.tronia.com/

e your agré database opens and you’re ready to start adding POS Invoices

¥ agré - agré User in TSL Agro Co-op Training - O X

File  Accounts Receivable Inventory AccountsPayable General Ledger Blending Agronomy Reports Window Help

@Customer Account g POS Invoice | «g» AR Payments | €3 Exit
: toolbar buttons may vary
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Adding POS Invoices

New POS invoices are added from the Accounts Receivable menu or from the toolbar quick button

(see page 34 to add if you don’t see it).

'\~ agré - agré User in TSL Agro Co-op Training

File | AccountsReceivable | Inventory  AccountsPayable General Ledger
J 4 Invoices Invoice: $ POS Invoice h;-‘,::us:"
- e Loadout Tickets
~ Work Orders —-
| 6 POS Invoice I
Customer Accounts
Cardlock >

& POS Invoice _ your retail E
= .4 defaults to your Location mav have
J DStart Over | || Documents | Yy
flagged Sales £
Member No: I Find Locat::::‘ IEdmorrton i Rep as
“« mandatory
Seles Rep: | check fora *
Date: Jun 27, K
date defaults to Today
and cannot be changed Fm(F®
b | Product | Units | Quantity|  Unit Pricey raxes Amount
visible anly if you have
securty permission
Sub Total | $0.00 tems 0
Add Preduct Edit Product Delete Product 0 D
F9) Py | TaxTotal | $0.00
Total (F12
inveice Total | soo0 (12
Retum Invoice I~ Email Customer [~ Print Full Invoice
F4
i Customer Email: I

fields with red stars * are mandatory, others are optional

Q Speed Tip

Press the TAB key to advance to the next field instead using of the
mouse.
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Start by typing or scanning the Membership Number. If your customer cannot remember their member
number, or they can remember only part of their member number, please ask their name then click Find
to search for them.

& POS Invoice v
‘ L_] Start Over | 'I.. Documents ‘ é Full Invoice ‘ Q Ext | select the Member & Location
= - - — before adding items to ensure the
Member No: !43886 Find Location: IEdmonton correct price level, discounts, & tax
MarfLyle (43266) Sales Rep: ﬂ_& exemptions are applied!
PO Bpx 18 ; >
type membership number ...or click Find to Foemeiiturn ltem (F8)
or scan from app ... . search for one e [ ‘
Units Unit Price Amount |

[ N L

Quick Search looks at several fields for the text you type and returns all matches. For example, when
quick searching for 436, the results would include all members with 436 as part of their member number
as well as all members with 436 as part of their phone number. That could be a lot of members.

&2 Find Customer l 1 =

all or part af the member's first or
$heng | P Lse Sclectin € Ea a5t name/company name. member number

allas, contact name, or phone number
Fnd Customen Using [> — P R e—
Gt Sk bﬂé—

Feat Nasw (e porsco) l

Last Name [any portion) |
Customer Code (amy porion) [$35 Mp—— all or pan of the member number only

Phone Number [sny portion) ‘

Contact Name [any portion] | - I
Cin e click here before

/ scanning membership card

To narrow down the list of results, type what portion of the member number they can remember in
Customer Code (which looks only at member number, not name or any other field) and/or type their
name in Quick Search, then click Find.

Highlight the member then click Use Selection.

If you cannot find a member after searching using different criteria please consult with your superviso

If the customer is not a member, use the Non-Member number. If you can’t recall the non-member
number, you can Find it the same way.

£2. Find Customer X

|#4 Find | P> Use Selection 1 43 Bxt |

r~Find Customers Using

| Customer List
Quick Search: fnon-member Bl 1 NON-MEMBER,
First Name (any portion): | 209668 NON-MEMBER (FUEL).
‘ 90000 NON-MEMBER,

Last Name (any portion):

If your association has multiple Non-Member accounts confirm with your supervisor which one to use.
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Adding ltems to POS Invoices

Adding Items with a Bar Code Scanner

Scan the first item. The scanned item is added to the POS Invoice with a default quantity of 1.

& POS Invoice [E=H [EER =5
J D Start Over | |1 Documents |é Full Invaice ‘ 6 Bt ‘
Member Mo |43866 . Find Location: IEcImorrton B
Martin, Lyle (43866) Sales Rep: |F'E|t Watson |
PO Box 18 |
default Units, default Unit Price, quantity defaults to 1
[” Sean Return ltem (FE)
'Qroduct Units Quantity|  Unit Price Taxes Amount
4 4‘9034 - STEALTH SLIPSTREAM GLOVES L EA 1.0 $5.99 $0.45 $9.44
Start Scanning
SbTotal | 6899 ltems 1
Add Preduct Edit Product Delete Product 0 D
(F9) F10) 1) | TaxTosl | $0.45
Total (F1
invoice Total | soa1 P e
Retum Invoice [~ Email Customer [ Print Full Inveice
74 Customer Email: | martin@martinfarms.com

Increasing Quantity of Scanned ltems

If the member is taking more than one, you can scan the item again (which appends another product row

of the same product with a quantity of 1), or edit the product row by double-clicking or by pressing either
Edit Product or F10, and increase the quantity.

& Edit Invoice Produ(’z)— X

| @ Upcate 9 e click Update

or press F9
Product: |4o79034 -S LOVES L ~|" Find
Units: |EA- Each ~°
Quantity Committed: 1 0.0000 i\
Quantity on Hand: | 30 Detai£~-j ; : akend & s
-~ | focusis already on Quantity
ity: | N — . ;
Qienty. K S just start typing the new value
Unit Price: I $8.99 Pricing
Line Total: | 2944

Line Comments:

Tax Charge | Amount|
> | GST - Goods and Services Tax $0.45
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Note If the scanned UPC is not found, inactive, or associated with multiple items
you’ll be prompted to add the item manually.
Scanning the item again will open the Add Product window automatically.

Iterm Mot Found

::I [tern not found. Would you like to open the add product form?

close this
window & scan

Neo 4— another item

click to add item manually
(or just scan the item again)

Adding Iltems Manually

If you’re not using a barcode scanner, add items manually by clicking the Add Product button, or by
pressing the F9 function key.

(7= = = = g
&) POS Invoice ¢
‘ Q Start Over '}_‘ Documents ‘ é Full Invoice ‘ 6 Exit ‘ 3

MemberNo:  |43866 " Find 1
¢

Martin, Lyle (43866) |

PO Box 18 ¢

Westlock, AB ,,:’

780.455.1200 b

h]

» |Product Units
i‘}

E

Start Scanning (
:

Add Product )~ Edit Product Delete Product /
(F9) ’l} Fi F11) .{

Start by typing the Product Code. If you are unsure of the code, click Find to search for it.

&5 Add Invoice Product Row K
&) Update (F3) | Refresh (F10) ‘6 Exit (F12) ‘ \

Product ‘ ~]" Find |
Umits:

A L e s s o Sy
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Quick Search looks at several fields for the text you type and returns all matches. For example, when
quick searching for reg, the results would include all items with reg as part of the product code as well as
all items with reg as part of the product description, UPC, or manufacturer.

¥ Find Product X
JM F1n ,? Use Selection | % Previous Search ‘ searches all or part of:
~Find Pr‘l}as Using product code, product description, short description,
= UPC code, manufacturer product code, supplier
Quick Search: reg product code, supplier aiternate product code, brand
Product Code (any portion): I |
Product Description (any portion]): I
IJPC Code ‘
Type what portion you can remember in Quick Search, then click Find.
If a long list of items is retrieved, you can use additional criteria to narrow down the results. Try selecting
a Product Group, Product Type, Manufacturer, or Brand, then click Find again.
¥ Find Product .l
J“ Fi | P> Use Selection ‘M Previous Search |e Exit | |
~Find Fr&ucts Using
Quick Search: freg 3
Product Code (any portion): I
Product Description (any portion): I 1‘(
UPC Code: I ’
Supplier / Manuf. Product Code: | )
Product Type: e [EOENERGY-FUELS - |¢
Bt o G0ENERGY-AUTO PRODUC | | §
P: S0ENERGY-AUTO SERVICE §
P 6OENERGY-FUELS e
Fareck 60ENERGY-LUBRICANTS .
Product Characteristic: B0ENERGY-PROPANE A
60ENERGY-RETAIL SERVIC
Manufacturer: 60ENERGY-RETAIL SERVIC ¢
60ENERGY-RETAILSERVIC ¥ | | ¥
Supplier: AT SUPPIETS v i
A A A R L IR b e O T |/
Highlight the item then click Use Selection.
%7 Find Product : .
+7 Find Produ press F7 to view Quantity on Hand
JM Find ‘ P Use:Selaction |M Frevious Search Price & QoH (F7) e T
Find Products Usind
Preduct List
Quick Search = . 3003 - REGULAR DYED
Product Code (any portion): I REG - Cardlock Unleaded Gas
Product Description (any portion): |
UPC Code:
If you cannot find an item after searching using different criteria please consult with your supervisor.
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Products added manually don’t have a default quantity so you’ll need to enter one before you press F9 or

click the button to Update.

& Add Invoice Product X
: shortcut: press F9 to update

(ﬂ]pdate 79 4BlRein

Product: {3005 - REGULAR ~|" Find |

Units: [LT - Litre >

Quantity must be

Quantity on Hand: |W DE l manually entered

Quantity: 1 i

Unit Price: : §1229 ° ici Price can be changed
bt T e (if security permits) S

Q Speed Tip

If you’re not using a barcode scanner press the TAB key to advance
to the next field instead using of the mouse.

For prepaid fuel purchases (and other items with tax-included pricing) you can enter the Unit Price and
the Line Total, then agré will calculate the Quantity for you.

7 Add Invoice Product R X
(4 shortcut: press F9 to update
Update (F9) Refreg
Product: 3005 - REGULAR ~|" Find
Units: ILT - Litre L] i
Quantity on Hand: I 917.0 ;i\ Details I
Quantity: ] default price or update manually
Unit Price: ‘ / : 2« Pricing l Taxes are included Q—O
Line Total: enter the total including taxes
Line Comments:
Quantity on Hand: | 917.0 I
Tax
> | GST - Goods and Servicd Quantity( 3 ’ | 40.683 | agré calculates quantity
Unit Price: | $1.229
This item has not been sold to | Line Total: $50.00
4

CRS Cashier Training

Page 10 of 36



Removing ltems

To remove a product row, select it and press F11 or click Delete Product.

&/ POS Invoice
J D Start Over | 1. Documents |é Full Invoice ‘ 6 it ‘
Member No: I-HBB'B : Find Location: IEcImorrton LI -
Martin, Lyle (43866) Sales Rep:  |Pat Watson ~|
Shamd Diate: Jun 27, 2022
\westlock, AB
780.455.1200 [~ Scan Return ltem (F8)
Product Units Cuantity |  Unit Price Taxes Amount
:. » | 3005-REGULAR LT 50.0 $1.899 $4 52 $34 95
Start Scanning
SubTotal | $9043 hems 1
Add Product Edit Product Delete Product Open Drawer
(F39) (F10) (F11) (F1) TR | $4.52
Total (F1
invoice Total | ssa05 P F12)
Retum Invoice [ SnallEs e ™ Print Full Inveice
(F4)

Trzmre EreiE II.martin@martirrfarrns.com

To confirm the deletion, click Yes.

Confirm Row Removal

o
) Are you sure you want to remove 3005 - REGULAR from this invoice?
L ¢ 4

Speed Tip Enter = No
O Tab, then Enter = Yes
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Editing ltems

To edit a product, select the row and either press F10, double-click it, or click Edit Product.

&/ POS Invoice o= ]
J D Start Over | [}, Documents ‘ & Full Invoice ‘ 6 Exit ‘
Member Mo: |43566 Location: IEdmontDn ;I :
Martin, Lyle (43866) Sales Rep:  |Pat Watson |
FO Box 18 Date: Jun 27, 2022
\estlock, AB
780.459.1200 ™ Scan Return Item (F8)
Product Units CQuuantity | Unit Price Taxes Amount
—_—h » |695916 - C.GOLD BLUE COLA C5 1.0 $0.00 $0.00 $0.00
Start Scanning
Sub Total ‘ $0.00 hems 1
Add Product Edit Product Delete Product Open Drawer
(Fg) (F10) (F11) (F1) EEEE ‘ $0.00
Total (F1
Invaice Total ‘ so00 P (F12)
Retum Invoice [~ Email Customer [ Print Full Inveice
(F4) ol II.martin@martirrfarrns.com

When editing items you can change the Unit Type (which will likely change the price).

CRS Cashier Training

& Edit Invoice Product Row x
& Update (F3) | Refresh (F10) ‘ Qi F12) ‘
Product; |855916 - CGOLD BLUE COLA =] Find
Units: L5 -Lase LI -
CS-Case
Quantity on Hand: | 20 Detais_|
Quantity: | 10~
Unit Price: I s750 © Pricing |
Vm e Y
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You can also change the Quantity.
If the Check Inventory warning blinky appears, it means the Quantity on Hand is less than the Quantity
the member is taking. Finish the transaction, take note of the item, and notify your supervisor.

ﬁ Edit Inveice Product Ro
JO Update (F9) ‘ Refresh (F10) jQExit(HZ) ‘
Product: l695916-C.GOLD BLUE COLA LI S I
Units: |EA-Each ~° %
Quantity on Hand: | 30 Details, ! Check Inventory &
Quanfite: B I T I}
Unit F % C.GOLD BLUE COEAT0959T6) EA for Edmonton
Line " .
: On Hand: | 20000  Minimum On Hand: ‘
Line ¢ ; s
- Committed: 1 0.0000  Maximum On Hand: ‘
- On Hold: ‘ 0.0000  Transaction Quantity: [ 50
+On Order: 0.0% .
Mew Uelsis neport
| YiewDefsils Repod | does another
- Show Other Locations: i
Positinn: qapy Ty locati 0?} haég
% Inventory Summary ARy oA X
C.GOLD BLUE COLA {695916) EA
Location On Hand Committed On Hold On Order Position
Dog River -1 0 0 0 -1
Edmonton 3 0 0 0 3
St. Albert 0 0 0 0 0
Stony DTF Warehouse 0 0 0 0 0
Stony Plain 0 0 0 0 0
Strathcona Warehouse 0 0 0 0 0
All Locations 2 0 0 0 2
View Detail Report |
.

If you're looking up availability of an item (the item is not actually present) click Details then Show Other
Locations to see if another location within your association has more on hand.

CRS Cashier Training
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The default price should automatically populate for the item but if it doesn’t, or you need to change it,
click Pricing and review the Current Prices tab, the Sale Prices tab, and the Sales History tab (security may
restrict what you can select) to choose the best applicable price.

0; Edit Invoice Product Row

J @ Update (F9) j Refresh (F10) | € Bt (F12) |
Product: [Nimble 40 ac/320g jug replaces Refine SG - 04490 ~|" Find
Units: ju-JuG ="

Quantity on Hand: ’ 80.0 Details |
Quantity: I 30 "

Unit Price: | $260.00 ° Pricing‘-&j
b4 )

L - = : :
% Pricing Info for Nimble 40 ac/320g jug replaces Refine SG X
L
} & Update | £ Cost Details !@Calcula‘!or ‘e Exit ‘
Product: Nimble 40 ac/320g jug replaces Refi Sale Prices
Use This Price: | 3 feset To Sugg| (or not on sale at this time)
Suggested Price: )
: Sales History
Cument Prices | No Sale Prices I Sales History (2) |
Location Price Level / Retail Price
> |Edmonton Retail / $260.00
Edmonton P2 A $257.40
- P3 P $254.80
R4 s £2E2.20
last sold to this member Sales History (2) | K
Sales Date uantity| Unit Price | Prepaid | Blend |Location | Paid By
> Juni52017 | 1] s26000] [ . { B Charge Acct
May 31, 2017 13 $260.00, [ [  |Edmonton | Charge Acct

No default price, a price of $888.88, or an unusually high price are all indicators the price must be
changed.

-&h Edit Invoice Product Row >

& Update (F3) | Refresh (F10) ‘6 Exit (F12) ‘

Product  |3005- REGULAR ~|" Find
Units: I'—T' Litre: LI i

warnings the

Quantity on Hand: 317.0 Detaiy Price needs to

- - be adjusted
Quantity: |
SR I 588885 | i Prcing i Taxes are included
Line Total: 1
Line Commen| Quantity on Hand: 917.0
M e - A e e A T
Quantity: [ |
Quantity on Hand: 917.0
Unit Price: I N
—— Quantity: | I
Line Total: |
Unit Price: $10,000.00
—_—
Line Total: |
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Finalizing the Transaction

Emailing the Customer Receipt (optional)

Before accepting payment, ask the customer if they would like the receipt emailed to them (please
confirm with your supervisor that emailing is available).

Product Unts Quantity|  Unit Price Taxes Amount
» 3005 REGULAR LT 40 683 $1.226 $2.38 $50.00
|
Start Scamsng
| | Seb Total $47.62 Pemz | 1
Add Edé Produc D Preduct Opes: dhan rhacload  arms
""“,FF*;’,"“ -‘;fﬁ%‘.”" e SN e e | i Tot when checked, email
| address is mandatory

Retum invoice
(F4)

an additional copy of the POS Invoice &
Payment Receipt (they can still get a printed

R o T
Trnes r Fmrm

Customer Emad. | matin @mantndsms com

check Email Customer if you want to email | % /
Emall Ty

if the customer has no default emanl

address - ar fof this one sale they'd like it W Email Customes ™ Print Fall Inverce
emailed to a different address - type one Cuntomar Emal
manuasy

The Customer Email address will default to the email address(es) on the Customer tab of their account.

The invoice/receipt can be emailed to more than one email address, just separate them with a semi
colon.eg. l.martin@martinfarms.com; pat@agroaccountingsolutions.ca

Full Size Invoice
You can just print a regular invoice report, or you can flip from a POS invoice to a full invoice.
Print Full Invoice

Before accepting payment, check Print Full Invoice if the customer would prefer an 8% x 11 full-size
invoice/payment receipt printed from a regular printer, not the till tape printer (please confirm with your
supervisor if/when to ask the customer if they want a full size invoice/receipt).

NN P Ao NN\ i N e P e o NN A O o N

;;Sub Total ‘ $47.62 ltems ‘ 1.
!

E’Tax Total ‘ $2.38

!Invoiw Total ‘m @ Total (F12)

[~ Email Customer\h [~ Print Full Invoice

Customer Email: |I martin@martinfarms.com

The option of a full-size invoice/receipt may be based on the items being bought. For example, at your
association cashiers ask the customer when anything with a warranty - like batteries - is purchased.

When printing a full-size invoice/receipt no Merchant Copy is printed.

L Print Full Invoice may be checked by default, but it can be unchecked if needed.

CRS Cashier Training Page 15 of 36


mailto:l.martin@martinfarms.com
mailto:pat@agroaccountingsolutions.ca

Flip to Full Invoice
If you need to switch the customer’s purchase to a full-size invoice, select Full Invoice.

All the details you have entered so far will be copied to the full invoice.

& POS Invoice E

J D Start Over

need to flip to a Full Invoice?
] 1 (maybe to flag as prepaid or select a Lot#7)
all info entered will be copied over

'I.. Documents |é Full Invoice

Member Ma: |-138366

For example, a full invoice is needed to flag a purchase as Prepaid or to add a Lot Number.

Accepting Payments

Immediate payment is required for all POS Invoices.
After all items have been added, click Total or press F12 to accept payment.

(e o= T = o -
& POS Invoice =0 ECh =
i D Start Over ‘ 'I.. Documents ‘éFull Invoice |6 Ext |

Member No: {43866 " Find Location: IEdrnonton i~
Martin, Lyle (43866) Sales Rep: l Lj
oEe 18 Date: !Jun 26,2019
WWestlock, AB :
780.459.1200 I~ Scan Return ltem (F8)
Product Units Quantity|  Unit Price Taxes Amount
» 3005-REGULAR LT 40.683 $1.229 $2.38 $50.00
Start Scanning
Sub Total ’ $47.62 ltems ‘ 1
Add Product Edit Product Delete Product Open Drawer
(F9) {F10) (F11) (F1) Tax Total $2.38
z Invoice Total { $50.00 @ TOtI'i\ISF12)
Retum Invoice if allowed permission ™ Email Customer ™ Print Fu# Invoice
cash drawer can be )
opened manually Customer Email: |imamn@namrrfarrns,com

Open Full Invoice

. Lot Mumber is required for product 3063567 - ACHIEVE LIQUID GOLD
& li\ on purchase (line 1).

You will need to finalise the Invoice using the full inveice form.
Woeuld you like to continue?

go back to
product grid

flip to full
invoice

Yes No "I—

some customers or products may require a full invoice
if prompted, select Yes/OK to flip and add the required information
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The Invoice Payment window opens and defaults to the tender area.

Start typing the 1% letter of the payment type (e.g. “c” for cash) then press “c” again or use the down
arrow to scroll through all payment types starting with “c” (like Charge Acct), or use your mouse to select
a tender type from the dropdown menu.

@ Invoice Payment =
J = save (F3) ‘ € Bt F12) |
Payment Type | Arn-nunt| Total Amount Amount Tendered Change Due
= |
\ start typing payment type (e.g. d for Debit)
or
use mouse to select from dropdown list
Credt Ovemide Rermowe Pavrment (F10]
Mat Credit Restricted (M)
Invoice Total: | $51.25
Pay This Amount: | =0.00
Total Change Due: | s0.00

If you selected the wrong payment type, or the member changes their mind about how they want to pay,
select Remove Payment or press F10 to remove a payment type.

Saving the Payment

Save the Payment. If applicable to the payment type, the cash drawer will open automatically ...

< Invoice Payment =
& save (F91.43 Bxt (F12) |
- before hitting Save - SN : )
is the Payment Type comect? | PaymentAjpe I Amount| Total Amount|  Amount Tendered| Change Due | ‘
| |

Press F10 to remaow: it! >* Debit Card [ $50.00 55000:

... and a new POS Invoice pops up so you're ready for the next customer.
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Manually Opening the Cash Drawer

If you accept payment by a tender type that doesn’t open the cash drawer automatically, it can be opened
manually by pressing F1 or by selecting Open Drawer.

& POS Invoice =0 HER |
| L] stat Over | 1, Documents | & Full Invoice | €9 Ext |
Member No fl - Find Location: | ="
Seles Rep: | |
Date:; {Jun 27, 2022
[ Scan Return ltem (F8)
» | Product [Units AUt Price| Taxes| Amount |
| wisible only If you have
I security parmission
SibTotal | $0.00 ltems 0
Add Product Open Drawer
(F9) ‘ (F1) Tax Total $0.00
Total (F1
Invoice Total s0.00
RmumFlnvolce I~ Email Customer ™ Print Full Invoice
4
i Customer Emml-l

Open Drawer works only if you have security permission and a compatible receipt printer set up in your
configuration options (at either the company or user level - see Page 34) as it is the printer, not agré, that
sends the signal to the cash drawer to open.

Cash Payments

When the customer is paying with cash, tab over to the Amount Tendered and type in the amount the
customer gave you. Tab once more and agré will calculate the Change Due.

CRS Cashier Training

enter what the
@ Invoice Payment CUStOéﬂ?Agac\)/f? e X
J H save 569 Bxt (F12) |
| Paymeniagype Amount | Total Amount|  Amount Tendered| Change Due
 [Cash $45.00 $45.00| $50.00 $5.00
s* iv] | [
Credit Ovenide I Remave Payment [F10)
Not Credit Restricted (N)
Invoice Total: ‘ $45.00
Pay This Amount: i $45.00
agré calculates
their change Total Change Due: } $5.00
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If you Save too early (before tabbing off) agré will not calculate the change.

< Invoice Payment X
J HsaeFy) | QBF12) |
Payment Type Amount | Total Amount|  Amount Tendered| Change Due
>* [Cash $45.00 $45.00 5000
L/ |
if you Save before
you tab off, change is Credt Ovemide | Remove Paymert (F10)
Not Credit Restricted (N) not calculated
InvoicNotal: [ $45.00
Pay This AmolM 1 $45.00
Total Change Due: [ $0.00

You’ll need to check the receipt and calculate the amount of change to return to the customer.

Multiple Tender Types

If the customer is paying with multiple tender types, agré can do the math for you. Select as many tender
types as you need.

X

@ invoice Payment
|| Esweifs @ Eas2 when using muttiple payment
Payment Type Amourt Towal fencunt types, enter Amount of 151 lype
Detiz Card s ﬁ‘_:‘.‘-is gaze s | belore selecting 2nd
>* { y 3 45 i
AMEX 7 Amount of 2nd paymenl type
Cach defaults to remaining amount due
Chaige Acct
Debit (] - .
Paymest Type Tosal Amncunt Aencunt Tendered Change Due
Detit Card $450 00 $230.00|
3* Visa l'j f _i-:s_f-!_S}:SjI $44525
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Credit Override

If a member who would not normally be able to charge a purchase has received permission to do so, you -
or another agré user with Credit Override security permission - can override the credit restriction and
allow the member to charge the purchase.

-

& (= ==

|_]) Start Over | [l Documents | &5 Full Invoice | €3 Exit

Member Mo |10218 . Find Location: |Edmonton ="
Adams, Marc (10816) Sales Rep: | |
@ Invoice Payment X

[ Scan Return ltem (F8;
H save (F5) | @ Bt (F12) (F8)

Amount
Payment Type Total Amount Amount Tendered Change Due $125.00
5* | Charge Acct 512500 -
g5 ltems 1
Credit Ovemide Remove Payment (F10) | 95
Charge Account Credit Restricted (4) [
| e B ol $125.00 @ Total (F12}
) o0
Check Security
5125.00 I~ Print Full Invoice
Owverride the Credit Restriction? &0.00

Please provide credentials:

— User Name: |lsIManager

Password: |‘*"‘*"‘*‘*‘*‘|

Cancel

Notes Members with Credit Restriction A: Charge account credit restricted will not
be allowed to Charge on Account - payment must be tendered at the time of
sale.

Members with Credit Restriction B: Charge account & cheque credit
restricted will not be allowed to Charge on Account AND payment should not

be tendered by Cheque (however this is not enforced by agré).

Credit Restrictions can be overridden by any user with security permission.

CRS Cashier Training Page 20 of 36



Printing the POS Payment Receipt

) After the payment information has been entered and
saved, the receipt will be printed automatically.
TSL Agro Co-op Ltd . . .
o P The selected Default Report Printer config options
g‘:{;‘?i 5’;3;3"?018 (see Page34) determine to which printer agré sends
Reference # 100024 the POS Payment receipt, and whether it displays on-
Sales Rep: .
Created By. agrelJ screen first.
Saold To: 11123
Baker, Mike
Quantity Unit Price Amount
REGULAR (3005) Depending on the tender type settings:
50 LT 51.00 550.001
STEALTH SLIPSTREAM GLOVES L (4079034) o
1 EA  §10.00 $10.00B e asecond Merchant Copy of the invoice may also
Sub Total: $60.00 di5p|ay
PST-SK 50.60
PST-5K [Incl Fumps; 2.83 . .
! G‘;T] :U 50 e the Merchant Copy may have a signature line
GST [Inel Pumps] 52.38 for the member to sign (for example if the
Total: $61.10 tender type is Charge on Account the member
DebitCard 56110 must sign it)
GST# 102023923RT 021
Customer Copy Taxes for tax-included items are itemized.
Printed On:Jan 30, 2018 4:59 PM
7 Invoice _ ‘ @ If you chose to Print Full Invoice the report criteria
Preview v | |_] Start Over | €3 Bxit ‘| 'K T window may open.
Printed On: IF‘lain Paper L] i
Combine Similar Products? = Select Preview and the full invoice will display.
Show Extended Blend Information? W
Show Blended Products? v
e }
v ¥ ! . . .
v Invoice [ . Print the invoice.
[] Start Oveq | g Print 4= 3 | &K SR 100% - F (B2
E’l}‘ {’ An 8% x 11 full-size combined invoice/payment

I receipt will print on a regular printer.

e e P
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Reprinting the POS Payment Receipt

Payment receipts for POS Invoices are reprinted from the Invoices home form.

File | Accounts Receivable| Inventory  Accounts Payable  General Ledger  Blending  Agronomy  Reports  Window  Help

B Invoi
: ‘ POl & Invoices Ticket Work Order a Make a Blend ,@Customer Accourt @'Purch. Invoice &Purch.Order %) Messages 0 Exit
B J Loadout ets
| Work Orders | g 1
$ posinei G imoice | =]
‘ POS Invoice |
Customer Accounts A Edit | X Delste |M New Search | Preview tem ~ ’ Preview TDG | History |° Exit |
CRM 0 Customer = |Invoice Date | Location Invoice Number A4 POS Invoice Total
Interest Charges 4 Baker, Mike
M e N A e P e e

e — i - e T PP S

Accounts Receivable > Invoices (or click the Invoices toolbar button)

All invoices created today are listed by default. You can Search for invoices created on other dates if you
need to reprint one that is not shown.

click the expanded options arrow and

click Preview Item to reprint 8% x11 > ] row
select Preview Reciept to reprint till-tape

To reprint the invoice at full-size (8% x 11) select Preview Item, then Print.

-
@ o =REC R

[ Stort Over | iy Prmn 6y 3% | GA A 100% -RleE-oE v Bme-h 4 Qb

o:.
v Invoice
TEL Agro Co-op Lid
| 235 Carleton Drive Ref No: 100053
St Alpent AB TN 7L1 Date- 0130, 2014
P 700 455 2477 Fan: 720 439 0405 Tob Free. 888.9487 6622

Faga 10f1
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To reprint the invoice on till-tape, select Preview Receipt, then Print.

CRS Cashier Training

TSLAgroCo-op Ltd
Stare: St Ament
Date: Dct 30,2018

Referance = 100058
Sales Rap Broce Clarkson
STRARG 2y agrat)
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Fixing Mistakes

If a mistake is made or details of the sale need to be changed, please consult with your supervisor
for specific instructions on how to correct that particular error. Additional security permission may
be required to correct some types of mistakes.

Any changes in agré must match mainframe so additional steps outside of agré may be required.

Here are some guidelines (retails may have their own specific policies):

SAME DAY Invoice Edits

An invoice can be edited only on the same day it was created. TLog data is sent to the mainframe every
night, and once the mainframe receives an invoice it cannot be edited.

Note If the error isn’t found until the NEXT DAY and the POS invoice has already
been received by the mainframe, it cannot be edited. You’ll need to “return”
the wrong product and “exchange” it for the right one (see Page 31 for more
details about POS Returns).

POS Invoices are edited from the Invoices window or from the Customer Account.

& Customer Account Infonmation for Baker, Mike (1002) =&
O tow Seaeny ) Bty & doooemy (D Em

AddNewtom _=|  Baker, Mike (1002)
oot —t! "‘L;'* 5%2 el
— Elmoices

+ A )< Deinte | Now Sewrch | T Bewew b = @ Pweew TG | Doy Q8
Camtomer Detale.
e e Custormey Ivesoe Dste | Locaton Trezsze NuTRer & POS Irecece Totsl
il Sskst Mibe Fole (22077 S0 At s C W 1430]
t rosase bt
1 Fen ey 2UT Fapest F S KBt (R AL]
| > T I S At E $I038
| [d302017 | Frepapmere 1248 Ednrtn 121 ($3,000.00)
| Jan 132097 Fospayment 1248 Cdrontor (55000 00) |
secunty permesson is required X r‘_b: -
10 edil invoices & payments (D Viow ham o} Ftia X Delsta. Show Last Ve

Customer Account or
Accounts Receivable > Invoices (or click the Invoices toolbar button)
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Before an Invoice can be edited, you must Unapply Credits from the immediate payment.

Unapply Credits?

This invoice has had credits applied to it or has applied credits to
another chargeable item.
In order to edit the invoice, these credits must be unapplied.

Do you want to unapply the credits and edit the invoice?

o e ]

The Edit Invoice window opens. Make your changes.

Reference:  [100188 2

Customer: |43856 Martin, Lyle ;] =

Invoice Date: [Jun 27,2019 <]~ DueDate: |Jdul 27.2018 ~|

Customer and Shipping | Purchases {1) | Retums | Totals | Immediate Payment |

You will be unable to change the Invoice Date or the Customer, and any payments or credits applied
originally will be reapplied automatically when Saving your changes.

|
Save your changes Exit & cancel changes

AR - T
Hsove X odte [DFeiesh W Spk | [ Hetey | $ View Cedt | 5] View Prepeyment [ View WO Activiy §0£u

Relwence 100056 ¥ Locaion [ Most -l
Customar.  [11123 Bokes, Sikce I | Created By fogre User

Ivoice Date. [0 30,2018 =|°  OweDate: [Nov29,2019 ~>]° weoiceTot | 550,00
Customes and Shopeg | Purchases (1) | Fistums | Totas | rmadiste Payment |

Billing Address. PO Box 15 wc_ul 1~ CommurecalcodMenbesshn
! 7\'MM¢8T*4LD - | Phone ____JR04591202 Nobile 78&;”2302

If you change your mind about making changes, click Exit.
Then click OK to confirm.

| Close Edit lnvoice Window Without Saving? X
4. You have made changes that have not been saved. Are you sure you
[.k want to close the window without sivng?

Prevousty applied credits will sutomatically be reapplied to this invoice
upon exdt.

Chek 'OK to apply credits without saving the inveice
Click 'Cancel’ to retumn to the invoice

‘ cancel the changes S—
reapply the payment ‘ ok |[ cence | J
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1. SAME DAY Product Correction

If the incorrect product error is caught on the SAME DAY the POS Invoice was entered, it can be edited
(see Same Day Invoice Edits above), and the product corrected.

& Edit Invoice: 100049
‘nSave ‘ X Delete ‘ l}ﬂ:rq ‘Split [History ‘ $ View Credit ]\ﬁewPrepayment ‘\ﬁewWOAdivity ‘QExﬁ
Reference:  |100049 tion: St. Albert vl
select the product row _ Location: | =]
Customer: |1 1123 Baker, Mi - I Find I Add Created By: Iagne User
Invoice Date: ’Jan 20,2020 . 3 , 2020 ~|" Invoice Total: $610.00 [
Customer and Shipping  Purchases (2) | fetums | Totals | Immediate Paymert |
Product Quantity Unit Price Taxes Line Total | Prepay? |Location WO Ref LOT Ref
> 13053923 - ROUNDUP TRANSORB HC 11 1.0 $510.00 $0.00 $510.00 ] Dog River
DEPOSIT - Drum Deposit (EA) 10 $100.00 $0.00 $100.00 ] Dog River
Purchases Subtotal (before tax): | $610.00 Add Product Row | Add Blend Row Edit Row- & Remove Row I
Frepaid Bichases (hefoce tax): | 0 Import from WO/LOT I Auto Link to WO I Link to Work Order Remaining Prepayment |
Prepayment Remaining: [ $60.359.16

The correct product may have different pricing so the customer may have over- or under-paid.
Please confirm how to handle any pricing difference with your supervisor.

3 Edit Invoice Purchasze - Row 1

JQUpdate ‘F{efresh ‘Qam ‘

Find the right
product

A

Product: IMSM-ROUNDUP WEATHERMAX 115 L
Units: [EA-Each ="
Location: ISt- Albert LI .

Quantity on Hand: 0.0
Quantity: | 10 "
Unit Price: I §1.024.00
Line Total: [ sio24m0

~]" Find |

Det3 if there is a price difference,

consult your supervisor

Pricing™]

l“l'mg

| ~Line Comments: |

If the error isn’t found until the NEXT day the POS invoice will have already been received by the
mainframe and cannot be edited. You'll need to “return” the wrong product and “exchange” it for the

right one on a new POS Invoice (see Page 31 for more details about POS Returns).

CRS Cashier Training
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2. SAME DAY Payment Type Correction

Credits from a payment don’t need to be unapplied from the invoice before correcting the Payment

Type.

Payments can be edited from the Customer Account or from the Payments window.

.

&R Comtineme ZLonmt Ibiirnstion S Hebee WGEs YTYY

|4 Voo Seaech | (B Rty | %, Agromey | @ Em |

| Add New em = Baker, Mike (11123)
| & wwoios POBRS
& Leasous =

e || =
P. 7804581202
P2 7805551212
M- 780 989 2002
e Egmel ca

work Ord — o .
8 Bled FEe P Ostetn | Now Sewch | T P o = [ritoy @5t
— PaymeniGow Locaten  Toml ____ PaymectAclerence Tckeg® /g Pamenlype | a
| Advanced | | Martin, Lyle (4382€) Jun27 2078 | Ednonton S50 300183 (1] © DettCard |
| Baknr, Mike (11123) [dun 502015 51 Abert (3460 005 300130 [} T Cheege Aeet
{iflepmtsy o | |Boker, Mike 11123) {Jun 02019 St Abert $1.540.00.300128 § L1 0 Debit Cord
| Bman, Hesther (23242) [JunD&.2019 | Edmoeton $300.00/ 300187 {7170 ' Detit Card v
NI 173 Paymert st
I Lo S L 12 b Ceoiiim o L
JunD4 219 lveice 100088 'S Albent 1] $1.84000]
May 21,2013 Losdout Trcket | SALOTOO00S = Alban 1;1 i
=
My 03.2019 | veice 1XK0H OogRiver E; 391000 v
[ View ltem { & tae b(,omn Show Lest Vesr =

Customer Account
or

Accounts Receivable > AR Payments

Select the correct Payment Type and Save the payment.

B B

g

.

Relerance
Date
Locaton:
Pavt Amount

Baker, Mike (11123)

300128

| i —

select correct
Payment Type

$1,04000

CRS Cashier Training
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3. SAME DAY Invoice Delete

CAUTION Deleting an invoice is not recommended!
Processing a return (see page 31) is the preferred process to correct
mistakes. Please consult with your supervisor before deleting any
transactions.

An invoice can be deleted only on the same day it was created. TLog data is sent to the mainframe
every night, and once the mainframe has received an invoice it cannot be deleted.

POS Invoices are deleted from the Invoices window or from the Customer Account.

B 3|

&l Customer Account Information for Baker, Mike (1002) o ==
(O e Search | [DRwben | 4 Agmnory | Q) Bt

- by - o2
Add New ltem =|  Baker, Mike (1002) P T
PO Box 15
Advnnced T . Westiock AR TCE 40 —
& Invoices =l
+ add  FEa . New Search [T Prenew tem = QF‘QVWIDG [ Hitey | € Ext
Customer Detals -
. C « lmvoice Dxte ' Locabon Imvosce Number /| POS Invorce Total
> Bakier, Mike FebZ 2077 -Sb Adbert 3035 R | s
1 inyocs found
FebUe. U171 | Faymant 3137 TSI Albeet £ 13712.35)
bl Feb 02, 2007 levoicn 3095 S Albent - a8
Jan 30, 017 Frepayment | 1248 Edmonton | ($3.000.00)
Jen 18, 2017 _Vregeyma-( _221.8 Edmonton | ] (85.000.00} «
secunty permission is required Viewhen + | PE “m " -
1o delete invoices & payments ] View bam. - | A telmaline

Customer Account
or
Accounts Receivable > Invoices

A POS Invoice cannot be deleted until its immediate payment has been deleted so you’ll be prompted
to delete both at the same time.

)

Delete Invoice/Payment? =3

(Aj This Invoice has a Payment attached.
&Y' In order to delete the invoice, the payment will be deleted too.

Do you want to delete the invoice and the payment?

delete BOTH the POS

Invoice and its Yes “

Immediate Payment?

I

don't delete anything

All deleted invoices are included automatically in the Deleted Invoices data export.
All deleted payments are included automatically in the Deleted Payments/Prepayments data export.
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Returns & Correcting Past Transactions

Please consult with your supervisor for your retail’s specific policy on returns.

When a member is returning an item, you can easily look up their sales history and find the last price they
paid.

Create a new POS Invoice and select Return Invoice.

& POS Invoice E=NEER <

J D Start Over | 1. Documents |é Full Invaice ‘ @ Exit ‘
Member No: [11123 " Find Location:  [5t. Albert eave UNchecked when
Baker, Mike (11123) Sales Rep:  [Bucs Giaeol  checking sales history
S o
780.459.1202 [~ Scan Return ltem (F8)
» |Product Units | Quantity|  Unit Price| Taxes | Amount |

Start Scanning
Sub Total ‘ $0.00 ltems 0

Add Preduct Edit Product Delete Product Open Drawer
(F9) F10 F11 (F1) TaxTol | L
Total (F12
invoice Total | so00 (F12)
Retum Invoice [~ Email Customer [~ Print Full Inveice
(F4). |\L v Busit II'\"IikeBakerFarrns@gmail.ca

For Items Purchased from Your Association
1. Customer Return by Date Range/Sales History
Date Range is the default. Details about products purchased in the last 30 days are displayed.

Optionally change the Location if the product being returned was purchased elsewhere (click Refresh
List to update). Check the item(s) being returned, enter the Quantity, then click Use Selected Rows.

L

"@OS Invoice Return ]J'
3

e Selected Rows | Preview ftem | [] Start Over |e . {
Date Range is default £ torm has Loté -;{:

) last 30 days - can be expanded friem has Lo :
Location: ISt..Nbert LI *— ( ¥ P ) return it on a 13
&+ Date Range: |J|_|| 10, 2021 'I to r change Location if needed Full Invoice instead |

of POS Invoice i

" This Product I:Start typing or use find: T rind ¥ Include Associated Products [ Scan Product i

" Reference Number I N Refresh List | ; i
L\ | Quantity| Purchase Qty | Qty Available | Invoice Reference Invoice Date | Product Unit Price | Location Payment Type @
1 | 0.0 30 3.0 | 100251 Jul 25, 2021 | 3015845 - LIBERTY 108 L (DR) $637.50 | St. Albert ?
10 DEPOSIT - Drum Deposit (EA) $100.00 | St. Albert !

$230.00 | St. Albert
£370.00 | St. Albert

Farm Credit
Farm Credit

3D6356T - ACHIEVE LIQUID GOLD (JU)
3016847 - PROMESSE TIMOTHY (EA)

= o

Select All | Deselect All 4 Purchases found

O i
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The price, prepay status, taxes, cost, etc. of the return will match the sale but may be changed (to edit
the price due to a restocking fee, for example). If you make changes you will be prompted to enter
your override credentials (see #4 below).

If the item was not purchased in the last 30 days, expand the date range or return by Product.

% POS Inveoice Return

J [> Use Selected Rows | E] Preview tem | D Start Ow

Location:  [St. Albett

% Date Range: Jul

=

10, 2021

expand date range

| to IMgDB.ZﬂZ‘I 'l

= This Product

" Reference Nigpber | 5

search by Product

I: Start typing or use find>

Invoice Refe

k
Ity Avaitan

|Irwo

Mo Rows Returned *

th Find | ¥ Include Associated Products [# Scan Pro

Unit Price | Location

Fayment Type | Ls

y l} Mo invoices found.

No Purchases found

A = B Ty S | P

2. Return by Product

Choose This Product and scan the item (or type the Product Code/Item Number - use Find if you need
to look it up), then click Refresh List. Check the item(s) being returned, enter the Quantity, then click

Use Selected Rows.

5 (5 Invoice Return
se Selected Rows | Preview ftem | D Start Over |®

Location:  [St. Albert
" Date Range:

( 1 ) % This Product

IJuI 10, 2021 l
I3ﬂ15849 LIBERTY 108 L F l Find | V¥ Include Associated Products [ Scan Product

" Reference Number I

pe ProdCode or Find or start Scannning

change Location if needed

(3 )Retresh L.m_i

if item has Lot#
return it on a
Full Invoice instead
of POS Invoice

D/‘

SR v e L e

Quantity is positive

3016847 - PROMESSE TIMOTHY (EA)

3063567 - ACHIEVE LIQUID GOLD (JU)

£370.00| St. Albert

Farm Credit
Farm Credit

Quantity| Purchase Qty | Qty Awvailable | Invoice Reference Invoice Date | Product Unit Price | Location Payment Type w
0.0 30 3.0{ 100251 Jul 29, 2021 | 3015843 - LIBERTY 108 L (DR) $637.50 | 5t. Albert ’)
10 30 3.0{ 100251 DEPOSIT - Drum Deposit (EA)

4 Purchases found

bty e

If the customer has no sales history for the item AND it is not an item that can be returned

without proof of purchase, kindly tell the customer you are sorry but it appears that the item

was not purchased from your association. You may want to consult with your supervisor.

CRS Cashier Training
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3. Customer Return with Receipt

If the customer is returning an item with the receipt, cross-reference the price shown on the sales

receipt with the price of the return.

Type the Reference Number from the original sales invoice and select Refresh List.
Check the item(s) being returned, enter the Quantity, then click Use Selected Rows.

¥=%POS Invoice Return
J@se Selected Rows | [E] Preview fem | |] start Over ‘ € Exit ‘

Location: ISt. Albert

" Date Range:

@ " This Product

if item has Lot# [
retumn it on a
Full Invoice instead
of POS Invoice 7

(¢ Reference Number [100251

_'I. Find V| Include Associated Products [V Scan Product ?
) ahl‘ﬁ%!!, \

Quantity | Purchase Qty | Qty Available | Invoice Reference

| Invoice Date

Unit Price | Location

0.0 30| 3.0{100251
30| 3.0{ 100251

Quantity is positive

Select Al | Deselectall |

2 Purchases found

| Jul 29, 2021
| Jul 28, 2021

| 3015848 - LIBERTY 108 L (DR) | |
| DEPOSIT - Drum Deposit (EA)

$637.50 | St. Albert
$100.00 | St. Albert

Product * \ | Payment Type @

For all Returns

The item(s) are added with a negative Quantity and the return Price matches the sales price

automatically.
Select Total to issue a refund.

& POS Invoice
J D Start Ower "I_, Documents |é Full Invoice ‘ @ Exit ‘
Member No: [11123 " Find Location:  [St. Albet ="
Baker, Mike (11123) L ce Clarkson !
= e Quantity is e matches
Westlock, AR negative ; sales price
7804531202 ( [~ Scan Return ltem (F8)
Product Units \ Quantity |  Unit Taxes Amount
» | DEPOSIT - Drum Deposit (EA) EA -10,  $10000 $0.00 ($100.00)
Start Scanning
Sub Total ‘ (8100.00) hems 1
Add Preduct Edit Preduct Delete Product Open Drawer
(F9) (F10) (F11) (F1) Tax Total | 50.00
Taotal (F1
e Totel | (s100.00) | @ v
Retum Invoice [P Snail Eistomes [ Print Full Inveice
74 Customer Email: |MikeBakerFams @gmail.ca
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Match the Payment Type to the tender type on the original sale.

@ Invoice Payment x

B save F3) | € Bxit F12)
Payment Type Amount Total Amount Ama TSL Agro Co-op Ltd
=" | Visa ($100.00); (5100.00)
\ Store: St Albert
Date: Jul 29, 2021

Reference #: 100039
Sales Rep: Bruce Clarkson
Created By:  agrelJ

Credit

Mot Credit Restricted (M) —— Sold To: 11123
—— Tot Baker, Mike

Quantity Unit Price Amount

match return tender type

Ar

to original sales tender type Tortal: $ 5

Visa 910,00

G5T# 102023923RT 021

All returns require a customer signature on the Merchant Copy.

Please consult with your supervisor before putting returned items back into inventory as not
all returned or exchanged products will be suitable for resale.

Exchanges

If the customer is exchanging the returned item @

for another, add the additional item manually or

by scanning so that the transaction balances to TSL Agro Co-op Ltd
S0 (returning an item and scanning the same Store: St. Albert

. Date: Oct 07,2020
item from off the shelf). Reference # 100137

Sales Rep: Bruce Clarkson

P . . Created By:  agrel
The Return Receipt includes the sales invoice
SoldTo: 11123

number. Baker, Mike

Quantity Unit Price Amount
STEALTH SLIPSTREAM GLOVES L (4079034)
-1 EA $10.00 (310.00)G

i Original Invoics 100136
STEALTH SLIPSTREAM GLOVES L (4079034)

1 EA $10.00 $10.00G
Sub Total: 50.00
G5T $0.00
Total: $0.00

GST#: 102023923RT 021

Customer Copy
L T T e T e T T L e )
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4. Customer Return with No Proof of Purchase - Requires Override

If the customer did not purchase the item from you, it can be added manually. You may
need to consult with your supervisor.

These types of items may be:
e drums or totes purchased elsewhere for return of deposit
e Private Label items and your retail’s policy states those items can be returned
without question
e your retail’s policy is to return all items you know you stock without question

\I'/ Scan Return ltem (F8)

Start a new POS Invoice and check before scanning the item.

A user with permission to return unpurchased items must enter their agré User Name and Password.
Override permission must be granted each time a return product row is added.

Check Security *

Override the Return Restriction?
Flease provide credentials:

User Name: ||

Password: |

oK Cancel

e If you have override permission, enter your own credentials (this is required due to common use
of devices - agré needs to confirm the logged in user is the same user processing the return)

e If you do not have override permission, another user with override permission (e.g. your
supervisor) must enter their credentials.

Scan the item. It will be added to the POS Invoice with a negative quantity.

You will also be prompted to enter Override Credentials if you Add Product with a negative quantity.

5. Defective Product to be Returned to Supplier/Manufacturer

Please consult your supervisor.

6. Returned Product to be Excluded from Inventory

Please consult with your supervisor .
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Toolbar Customization

As you'll be using Point of Sale invoices on a
regular basis, add the POS Invoice toolbar
shortcut if it is not already there.

5; POS Invoice

Use Up/Down to change the order of the shortcuts.

¥ Customize Toolbar X

J & save | [] Reset to Defautt | € Ext ‘

Check the toolbar buttons you want see:

o VS G

Show | Toolbar Button | A
Customer Account [
@ POSinvoice |
@ ARPayments | | Down
= Invoices |
(SIS v g | o e

Window > Customize Toolbar

Configuration Options for POS Invoices

There are a few POS Invoice configuration options that can be set at the user level to make agré work

more like you do.

Printers & Default Location

agré needs to know which printer each user will use for printing POS Invoices on till-tape and which one
will be used for printing Standard Invoices (the 8% x 11 ones).

Note

When Quick Print POS is selected, POS Invoices will be sent directly to the

receipt printer — they will NOT display on screen before printing.

r

% Config Options for User

1ESave ‘QStaﬁOver @Em

User: lagre User

N

Report Options  Default Criteria IeSignature |

Miscellaneous] AR/AP ]#ﬂding Reports IEmaiI ] Agronomy] Advanced I

AR =
Standard Reports: | _v_j ‘
—POS Defaults 1
POS Receipt Printer: | |
Quick Print POS: .] ‘

%~ Config Options for User

inSave ‘JStartOver | € Bxit ‘

User:

=] Retieve

Miscellaneous IAR/AP | Blending | Reports | Email | Agronomy | Advanced |

gre User

Use Background Colour: Yes s . Choose Colc
Prompt user before application exits: Yes ':
Use Spell Check: v
—Use Default Location //
Default Location: ~ [Edmonton = L]

IV Customer Search I Inventory Receipt Search

Also set a Default Location so agré will fill
that in automatically on each POS Invoice.

File > Config Options > User
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Font Size

Select POS Invoice: Large Fonts = Yes if you'd like the fonts and buttons to display a little larger.

dsoe | Osoover (@0 |
User: |agre User i ;I Retrisve I

Miscellaneous AR/APlBlentinglﬂeDOﬂSIEmai' IAQ'W‘U’“YIM"BWI

—Accounts Receivable
\Work Order Type: | -
AR Payment Method: | |
' POS Invoice: Large Fonts l _:]
Yes
No i

AeeountsFayable

:;L_Jo.-‘].\.m Sraiwoce Qea
Member N 11123 __Fed | tocstion [Ebe =k
Buker. Mike (11123) Soles Rap [Brce Osteson =l Large Font
POBax 15 Dete:  |Jun04 2018
Westiock. AB
780 4551202 T Scan Retum hem (F5)
Product Units Quantity Price. Taxes  Amount
» POP-CanadaDry Cranberry Ginger Ale 355nEA 10 $179 $009  $1.88
DEP355 - DEPOSIT (355 ML) EA 1.0 $0.10 $0.01 $0.11
i Sub Total $189 fems | 2
A o b 4o ’ b ey Tox Total SUT0) I Pl
Inveico Totn! $199 @ Towl(F12)

) St Over ]}.Dmmu | Fll bvoce 03.
Memberho:  [11123 Frd | Locwon  [Ebe =1
Baker, Mike {11123) Seles Rlep:  ffuce Ot =1 Regular Font
PO 000 = e \
oA Ay Ciate: |Jun 04, 2018
780455 1202 ™ Scan Retum hem (F&)
Product |Units Quantty  Unit Price Toxes Amourt
» |POP - Canado Dry Cranberry Ginger Ale 355mL  EA 10| $1.79 $0.09 $188
DEP355 - DEPOSIT (355 ML) |EA 10 3010 30.01 so.n]
Seb Teeal 2189 hems | 2
Edit Product Delete Product T e : .
(F10) | (F11) T Total 2010 I Pnnt Full Inveice ‘
Inveice Tetal $199 . Toul(ﬂz)|3
! ‘
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| )% Over | 'L Documerts | @ Fu bwoce @ Ba |
] Payment Type Amount| Total Amount
>* Debit Card §1909 $199

(o e | Remove Payment 510 |
Invoice Total: 5189

Total Change Dus: [ so00

lDanw ]tmi‘mm Qe |

Payment Typs | Fereunt|
> | Debit Cand ¥ $199.

(ot (vere | Remave Payment 5103 |
Irvesce Total! $199

Pay This Amoure. | 5193

Total Change Dus 5900
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