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Configuring Cash Register Express
Registering Cash Register Express
Your copy of Cash Register Express (CRE) must be registered before use. To register your software,

choose Register from the File menu at the Login Screen. Cash Register Express will prompt you for your
activation number; enter the serial number located on the side of your CRE box.

After entering your activation number, Cash Register Express will access the pcAmerica registration server

over the internet to register your software.

NOTE: The registration process requires an active internet connection. If you do not have an internet
connection, please contact pcAmerica’s customer service department to manually register your software.

For more information see Step 2 of the 10 Steps to Getting Started section of the manual.

. Cash Register Express
Be PcAmerica

Page 1



10 Steps to Getting Started
Step 1 - Plug in the Equipment

The first step of setting up your point of sale system is plugging in the equipment. Some of the devices
require hardware drivers which is what your computer uses to talk to each piece of equipment.

Step by step instructions on how to plug in your new POS hardware, peripherals and install drivers are
located at: http://faqg.pcAmerica.com/hardware or are contained on the installation CD that
accompanied your system.

Pole Display Cash Drawer Barcode Scanner Receipt Printer

Your Pole Display allows Store cash for the day in one Scan items effortlessly and Receipt printers allow your

customers to quickly and safe and convenient place. fast with a bar code scanner. customers to have an

easily view their transaction CRE features an antitheft itemized breakdown of their

as itis being entered into the  setting to only allow transaction. CRE will also

system. employees to ring in a enable you to place your
transaction with the cash company logo and bounce
drawer closed. back coupon on the receipt.

For more detailed information about hardware and hardware configurations please see the Hardware
Setup section of the manual. Note: These are common connection arrangements. Depending on the
equipment you purchased, your connection arrangements will vary.
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10 Steps to Getting Started
Step 2 - Install and Start Cash Register Express
Below are instructions on installing Cash Register Express and starting it for the first time.

You must be logged onto your computer as an Administrator with full access rights in order to properly
install Cash Register Express.

If you have multiple stations within your store, it is very important that you install the server first! We
also recommend you read the Configure Multiple Stations section later in this manual.

If you have multiple stores communicating to a corporate office, it is recommended you sign up for a
pcAmerica training session to ensure you fully understand the process.

[ vaistitaweas |
|y e 1. Insert the Cash Register Express CD into the CD-ROM
oy e 1 drive. Before installing CRE the installer will scan for
any prerequisites. Whatever is listed on this screen
MUST be installed prior to the CRE install. If nothing
on this screen is installed you will get prompted to
N — select ok to install everything.

1 Restaurant Pro Express - InstaliShield Wizard

InstallShield Wizard Completed

2. After all prerequisites have been installed the CRE
installer should automatically launch and bring you to
the next step.

3. After the install has completed select Finish to exit the

BH pcAmerica wizard.

Thes InstlShiekd Wizsrd has succsssfuly inscaled Restauark
Pra Expeass. Chck Fvsh bo g the wiazed

pcAmerica B
E

4. Select Next to begin the configuration process. You
will be asked a series of questions that will determine
how your system is installed.

<< pravious Boxt 5> Gancel
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10 Steps to Getting Started
Step 2 - Install and Start Cash Register Express

[ PcAmerica. i secariusi ittt e

Please Glick a Business Type 5. Cash Register Express will prompt you to select your
— industry type, select A Retail Store. Otherwise, choose
AR e S Coure A Corporate Office for a Chain of Stores or
m:"mi::;m Restaurants ONLY IF this computer is an office
—— computer in your corporate office (not an office
computer in a retail store).
b e caalll

BE PCAMErica  oubes scon 8- 6. The next screen in the wizard will be the Database

Selection tab.

Configure This

NEW dat nect to your Computer
restaurant server (fyou are using one).

o e Select Configure This Computer to start a NEW

=T e database. To connect to your server please see the

e ae el ot Configure Multiple Stations section later in this
o | e e manual for more information.

7. You will need to answer a series of questions to help
configure your system properly.

<< provious et > Soncal

network. Pick the store |D that
connect to.

1001 : PCA-STORE-SERVER 50000
1001 : PCA-STORE-SERVER 50000 8

If you are connecting more than one computer in your
store to a server you must select the right server that
station will be connecting to.
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10 Steps to Getting Started
Step 2 - Install and Start Cash Register Express

Plaase select the Store ID and Station 1D of this computar.

|

Selected Store ID: 1001 Selected Station ID: 03

8. To setup a Store Server you will need to choose the
appropriate Store ID by highlighting it. In addition, you
need to select a Station. For connecting a Station to a
Store Server please see the Configure Multiple Stations
section later in this manual.

Note: Every station must have a unique number.

B pcAmerica  swscompwiarmsutinmqure Bt

Thank you.

9. After you have configured your system select either
Begin or Exit and restart the program.

peAmerica Qi cash Register exprecs

wwwi peAmerica com

sales@ocAmerica com ga- .
Bresaurant Pro axpress

1-800-722-6374

20 evalusbon copy of CRE/RPE. You have 189 iveices sft Piease cansul your
s e

nglslsrw Register Later

pcAmerica

10. In order to gain access to your new software you
must now register it. Select the Register Now tab and
scan or enter the registration number that came with
your software. You must have an internet connection to
register your software or call your customer service
representative (1-800-722-6374 x278) to guide you
through the manual registration process.

Please enter your ID or 1 N
swipe your card

11. If you are not connecting to a corporate office, Cash
Register Express will proceed to the Login Screen after a
brief loading process. If you are connecting to a
corporate office, you will be prompted for the corporate
office information before progressing to the Login Screen.

= pcAmerica
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10 Steps to Getting Started
Employees are configured within the Employee Maintenance screen of Cash Register Express. Cashiers
and servers must be added into the system before they can log in and ring up sales. Other types of
employees can be added and their hours tracked within CRE, even if their jobs don’t require them to use
the POS. The steps below describe how to add your initial cashier into CRE; the Employee Maintenance

section later in this manual will describe additional employee options, job codes and how to record
employee hours.

Manager 1. Select the Manager or Options button.

2. Enter the administrator password (default: admin) where
applicable.

3. Select Administrative then, Employee Maintenance.
Only the administrator can access this screen.

Options

4. Select the Add Employee button to create a new
employee record. Assign a unique Employee ID (which
could be their initials or some other unique identifier),
password and a Display Name that prints on the receipt.
If you would like to assign a secure login card to this
employee, swipe the card in the Card Swipe ID box.

5. Assign security permissions by selecting the dropdown
list and selecting Yes (the employee can do this), No

| Functiorality  [Fase1 Pege2| Page3| (they cannot), Prompt (they can with manager’s
Inventory Invoice Discounts  |ves v permission) or Override (they can and are a manager for
Custorners | jnvelce Price |72 this function).
Reports | Delete ems e :

For more information see the Top Five Employee
Permissions and Uses section of the manual.

-]
Your employee has been

added. Would you like to add 6. Select the Save button. Your employee has been added!
another employee? Add any additional employees you wish to configure and
= = g then select the Exit button to go back to the Login
Screen.

. Cash Register Express
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10 Steps to Getting Started
Cash Register Express has hundreds of built-in features that can be turned on or off. The Setup Screen
includes many of these options, organizing them into multiple tabs. You can access the Setup Screen
from the Login Screen by selecting the File menu and Setup Screen — you must use the administrator
password to enter this screen (default: admin). Global settings only need to be configured once for all

stations while settings that are not global need to be configured once at each station. Below is a chart of
recommended feature settings per vertical:

Feature Tab Retail Clothing Grocery Global
Store Store

Prompt Cashier ID, requires a cashier Invoice X

to login for every check. Settings

Change the Receipt Size to Short Receipt X X

Receipt to print only the most
important information.

Enter the company information that Company Info X X X
prints on the receipt.

Enter necessary credit card information | Payment X X
if you are processing credit cards Processing

through Cash Register Express.

Allow credit card swipes on invoice Station X X
screen will allow credit cards to be Specifics

swiped on the invoice screen.

Create text that will print on the Couponing X

bottom of a receipt as a coupon.

Quick Tender will show the amount of Quick Invoicing X X
change on the invoice screen, & Alerts

eliminating a touch from every
transaction.

Reason Codes allow you to choose a Invoice X X X
reason why you are accepting a return. | Settings

Combine lines items scanned multiple Invoice X X

times will appear on the same line Settings

item.

You can read about the other settings and options in the Setup Screen in our F1 Help Section built into
Cash Register Express.
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10 Steps to Getting Started
Step 5 - Create Your Inventory Items
Your goods are separated into separate groups called Departments. A few examples of departments are

Sweaters, Pants, and Fruits. Departments are used to organize your inventory items on screen as well as
on reports. After your departments are created, you create items inside of each of your departments.

To begin creating your inventory items, select the Manager Button on the top right of the Login Screen
and enter a username and password (default username: 01, password: admin). Navigate to the Inventory
Maintenance screen inside of the Administrative tab.

General Info

D To add a new department, select the blue Department for this Item
eRartment S link in the top left of the screen. This will bring you to the

for this ltem | P : gy

[tern Murmber Department Maintenance screen.

Select the Add Department button, type in a department ID (ex: SWTRS) and description (ex: SWEATERS)
and select Save. After adding the department, select Exit to return to the Inventory Maintenance screen.

Department Maintenance

Info

General Information for SWEATERS Keyboard
Category far this |NONE -NONE v| @ Regular
Departrment
Department D I I ORental
O Employee

Department  [SWEATERS |

Description

Options Receipt Notes

[JPrint Department Notes on Receipt

[JRequire Serial #/ Reference Entry Percentage

[ Require Permission for Sale

[JBar Tax Inclusive

« o » | . .
Previous 4;),, Next ‘ WE[ Delete H Exit

. Cash Register Express
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10 Steps to Getting Started

To add a new item, select the Add Item button on the bottom of the Inventory Maintenance screen. The
required information is on the top one-third of the screen:

e The Department this item will be inside of (ex: SWEATERS).

e Aunique Item Number (ex: SW1001, or the barcode of the item).

e A Description, which will print on the receipts (ex: short sleeve v-neck).

e  Your Cost, which is the price you pay.

e The Price you charge the customer.

e An optional # In Stock value if you track stock levels.
e Various tax options can be selected, if you charge tax for this item.

General Information for Short Sleeve V-neck

Department ltern Type
Depariment | SWEATERS | Standard & Tax 1 D%E
ltern Mumber |SW1001 | Cost | $4_1?| O] Tex 2
Description | Short Sleeve V-neck| Price you | $18.99| [Tax3

charge &2

#In Stuck| 25|

Select the Save button and the item will now be added to your inventory list. See the next step to change
the default format of your button and customize the touchscreen with your own colors.

. Cash Register Express
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10 Steps to Getting Started
Step 6 - Configure Your Inventory and Function Buttons

The invoice screen, where sales are ring up is a highly customizable screen. By default, inventory items
are displayed in the order you add them. The buttons are added to the screen using a default color.

To change the look of your invoice screen, and configure function buttons and best sellers, select the
Manager Button on the top right of the Login Screen and enter a username and password (default
username: 01, password: admin). Navigate to the Touch Screen Configuration screen inside of the Setup
tab and go to the Items & Departments tab.

The functions in the Items & Departments tab
Sy — [ | are used to change the order, color, caption

General[items & Deparments. and picture of your menu buttons. You can
Depariments i Dap o Default also choose to make certain items or

Options

] Brer B departments invisible.
‘:\ E e To change the color of a department or

menu item button, select the department
(in the left list) or menu item (in the right
list) and select the Select Color button.

e Change the order of your departments or
menu items by selecting them from the

Picture (from file) Del || Select

‘Pimure(ﬁnmﬁlej Del ielecl‘

o o | :

(one e — list and using the Up or Down buttons.
SceJﬁ,E,l HONE ice:ﬁ’? d:ﬂié?‘:“ Maintenance

[ Display Department on Touch Screen [ Display Item on Touch Screen When you are finished making Changes’ select

the Save & Exit button. Your saved changes
will display the next time you log into the
invoice screen.

TIP: Changes made to the inventory screen on one terminal automatically update ALL terminals in real
time. You do have the ability to design different screens for specific terminals in your store without
affecting the other terminals. To do this, select the Configure This Station Individually option from the
Options menu on the top of the screen.

If this is checked, any layout changes made within Touch Screen Configuration will not affect other
terminals.

. Cash Register Express
pcAmerica
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10 Steps to Getting Started
Step 7 - Login to the System
Cashiers must login to Cash Register Express before they can ring up customers or enter orders. The Login

Screen prompts cashiers for a user name and password, or alternatively the cashier can swipe their card
to gain access.

Please enter your ID or
swipe your card

1. To log into CRE, simply enter your ID and
password (the default is “01” and “admin”), enter
the employees id or swipe the secure login card
you previously configured in the Employee
Maintenance screen from Step 3.

2. Once you have logged in, the CRE invoice
screen will appear. Once your system is setup,

,,,,, most of your pos experience will take place in the
2 | invoice screen. From this screen you can easily
e access many of the setup options and do all of
your establishments invoicing.

A secure login card helps prevent one cashier from

logging in as a different cashier (which is a hole for

. theft). Without a secure login card, cashiers must

pCAmen Ca type in a user name and password, which is visible to

e Retail and Restaurant Solutions others close by. The only way to log in with the card
is to swipe the card, protecting the cashier’s cash

B cesh Register express Bl Restaurant pro expres bank from others trying to steal money. You can

purchase these cards from pcAmerica directly.

POS Access Card

pCAmerica Cash Register Express

Retail and Restaurant Solutions
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10 Steps to Getting Started

Step 8 - Ring in Some Items

Ringing up an item is easy. Simply select the TS Lookup button then select the department the item is in
(examples: sweaters, T-shirt, cigars, equipment, etc). While viewing the inventory for a specific
department you can then select the items you would like to add to the invoice. You can also scan the
barcode of the item with the barcode scanner (if one has been purchased), the item will then be added to
the invoice grid automatically.

K Cash Register Express - Station: 01 -- Cashier: 01 -- 11/3/2008 02:23 PM

od Q !
B
| 1
Search
# Item Info Quantity Price
] 7095001058 @ 1 pc/$2.9! 7 566
METAL CORKSCREW e - T
9780785810131 @ 1 pc/$8.99 L COCKTAL - KEG PUMP LIGHTER
2|  AMER BAR & COCKTAIL BOOK 4 $8.99 BOoK
METAL
BEER LEMON L CORKSCREW Item buttons;
touch an item to
SMALL EURO SMALL KEG add It to the
ORANGE PUMP PUMP. order
NON. THE COCKTAIL WAITERS 'WINE MADE
g BIBLE CORKSCREW SIMPLE
aal
- S msc
- ’
PR {
Done \
|| Barcode scanner
P,. window
1 - Help F2 - Inventory F3 - Clock In\Out F4 - Customers F5 - Price Check F6 - Cash Sale
F7 | Check Sale F8 - CC Sale F9 - On Account F10 - Cashier Fxns F11 - Invoice Info F12 - Item Options
Items ordered so far on
this invoice with Department
Quantity and price selection buttons

. Cash Register Express
Be PcAmerica
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10 Steps to Getting Started

Step 8 - Ring in Some Items

f' If the item is not listed on the touchscreen and it
does not have a barcode to scan, select the
Search button.

Search

This option lets you search the entire inventory for the item.

Search Inventory

mhar Description Frice  Stock  Description 2 ::m”u’" £
0000000000 TAYLOR FLAD TAWNY PORT 7S0ML 1298 16 85624
0000070106 SOLE STUFFED SCALLOPS & CRAB 425 5 33582
0000070129 CHICKEM LEG & THIGH 279 12 30852
oo1o0 DEPOSIT ON KEG 1000 4

ooz01 COORS LT KEG 155 BAL 485 3 o201
00202 COORS LT KEG 7.75 BBL 4588 2 00202
0044506006 | SEA DOG BLLEBRY WHEAT 6 PK I 673004
oo702 MLLER LT HALF BBL 7m0 00702
o070+ MLLER LT QUARTER BBL 4588 1 00704
00345777 HENEKEN 24 OF HFt 2 ®m 301012
010 Credit Carel Charges 100 1000

01212901 PEPSI 2002 12 12 00129
01213007 DIET PEPS) 2002

01215104 MTN DEW 20 OZ

Category Department Vendor
No Category Selected ~ § No Department Select v I No Vendor Selected ~

(] © Enter Search Text:

At the search screen find the item in your inventory using the many features of filtering inventory

described below:

e On theright of the screen you can select the item type to filter the displayed inventory by.

e On the bottom of the grid you can use the dropdowns to filter out the inventory based on the
Category, Department, or Vendor that the Item is part of.

e At the bottom you can search for the item based on text entered and by how to search through
the inventory.

After finding the item you would like to add to the invoice, highlight it, click the Select button, and the

item will then be placed on the current invoice.

pCAmerica Cash Register Express

Retail and Restaurant Solutions
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10 Steps to Getting Started
Step 9 - A Few Basic Every Day Functions

You can access additional functions by selecting the tabs on the bottom of the invoice screen. Below is an

explanation of each of these buttons.

Note: These buttons can be hidden from the touchscreen by selecting Display Setup from the
Setup section of the Manager/Options screen. The Toolbar option is checked it will be displayed.

F1 - Help F2 - Inventory F3 - Clock In\Out

F7 - Check Sale F8 - CC Sale F9 - On Account

Fd - Customers F5 - Price Check F6 - Cash Sale

F10 - Cashier Fxns F11 - Invoice Info F12 - Item Options

F1 —Help a shortcut to the Help section.

F2 - Inventory a shortcut to the Inventory
Maintenance screen.

F3 — Clock In/Out a shortcut to the Time clock
screen.

F4 — Customers a shortcut to the Customer
Maintenance screen.

F5 — Price Check this is where you can check the
price and stock level of an item.

F6 — Cash Sale this will ring up the current invoice
as a cash sale.

F7 — Check Sale this will ring up the current
invoice as a check sale.

F8 — CC Sale this will ring up the current invoice
as a credit card sale.

F9 — On Account this will ring up the current
invoice on account.

F10 — Cashier Fxns a shortcut that will take you to
the Cashier Functions screen.

F11 - Invoice Info a shortcut that will take you to
the Invoice Properties screen.

F12 — Item Options this button controls whether
or not the item options are visible.

Item Options

Delete -- This will delete the currently highlighted
item on the invoice grid.

Discount -- This will discount the highlighted item
on the grid, not the entire invoice.

Down -- Will scroll down to the next item on the

invoice grid.
Up -- Will scroll up to the next item on the invoice
grid.

Quan Change -- Will allow you to change the
quantity of an item on the invoice grid.

Price Change -- Will allow you to change the price
of an item on the invoice grid.

pcAmerica

| and Restaurant Solutions

TS Lookuga .

HOLD
Ctrl + H

Void Invoice — This will void the entire invoice.

Hold Invoice — This will allow you to pull up an
invoice that has been placed on hold.

TS Lookup — This will bring up an on screen layout
of your items and departments.

Options — This will bring you to the View Options
screen.

Cash Register Express
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10 Steps to Getting Started
Step 10 - Cash - or Credit - Out the Transaction

Step 10 is the most important part of the transaction — accepting payment (money) for the goods/services
that your establishment offers. The three most common forms of payment in most retail stores are cash,
credit/debit cards and gift cards.

To pay for a transaction, select the appropriate
button (PAY). This will bring open the amount-
tendered screen.

You can also select one of the Quick Tender
buttons which will bring you to an appropriate
screen based on the tender type selected.

CRE also gives the ability to quickly ring in items
and put them on a customer’s account.

. .
T et Toncerrume.. Ciean Cash Register Express’s amount tendered screen is

built for speed and flexibility. The default amount is
always the exact amount remaining for the invoice.
To enter a payment, enter in the amount and select
the payment method. If paying by gift card,
credit\debit card or check, CRE will ask you for more
information. You can also enable one-touch quick
payment buttons (in the Quick Invoicing & Alerts tab
of the Setup Screen) for the most common tender
E amounts. CRE supports split tendering, meaning you

F—r , can pay with more than one tender type.

Paid So Far

SPEED TIP - Pay by credit card without touching a button; our unique swipe-and-go feature allows you to
pay by credit card or gift card without touching a button. All you need to do is swipe the credit card on
the invoice screen and it will process the card. This is the fastest way to pay. This option can be
configured on the Station Specifics tab of the Setup Screen.

Congratulations! You’ve rung up your first sale inside of Cash Register Express. You’ve covered the basics
and can now use your new point of sale system. The remainder of this manual includes some useful
information for configuring and using your Cash Register Express point of sale system.

. Cash Register Express
Be PcAmerica
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Computer Essentials

On the surface, Cash Register Express is a very simple to use point of sale system. Cashiers can ring up
customers quickly and accurately. Behind the scenes, however, your Cash Register Express retail point of
sale system consists of multiple components, functioning together, all running on the Microsoft Windows
operating system. In most cases your computers are connected to the Internet for e-mail, credit card
processing and a variety of other uses. In today’s world of computers a variety of risks (both internal and
external) exist that you should protect against.

Viruses, Spyware and Worms are malicious programs written by outsiders that can cause serious damage
to your data or even your computer. Unknown to you, these can be downloaded and installed on your
computer by visiting an infected web page, downloading and running malicious programs or by an outside
intruder accessing your computer from a different continent via the Internet. To protect yourself you
should do the following:

e Install a router, which is an Internet buffer between you and the outside world. Routers help
control who can access your computer and will help keep unwanted intruders out. Popular
brands of routers include Linksys and DLink, however you should do your homework and choose
the router you feel most comfortable with.

e Install and activate a firewall which is an additional layer of protection against outside intruders.

e  Anti-virus and anti-worm software runs on your computers and, if configured properly, can
actively watch each of your actions and put on the brakes if you are about to download or use an
infected file. It’s important to scan your hard drive regularly for viruses and also keep current
with the latest virus updates (which can change very frequently). Popular brands of anti-virus
software include Symantec (Norton Anti-Virus) and McAfee, however you should do your
homework and choose the anti-virus software you feel most comfortable with.

e Spyware is another malicious form of software that can sneak onto your computers. The effects
of spyware vary from slowing down your computer to revealing your personal information with a
wide array in between. Many anti-virus packages also protect you against spyware, however you
can also download additional packages that can scan for spyware, eliminate it and protect
against future infections.

e Hardware and database failure, while extremely uncommon, is a reality of life that you should
protect against. Lightning may strike — literally — and fry a hard drive or files on your computer.
The two best ways to protect against this are fairly simple. The first is to have a surge protector
unit with a battery backup; common brands are APC and SmartPower, however you should do
your homework and pick the one you are most comfortable with. The second way to protect
yourself is to perform daily backups of your data that you keep off-site.

pcAmerlca Cash Register Express
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Computer Essentials
Your inventory, customer records and entire sales history is stored inside of your database. It is highly
recommended you backup your data on a daily basis in order to avoid minimal loss of data due to
unforeseen circumstances. It is uncommon to lose data, however the loss of a establishments database
can be catastrophic for the business. It is YOUR RESPONSIBILITY to backup your database on a daily basis.

In CRE, backing up your database can be done easily through the Database Maintenance section of the
File Menu on the Login Screen.

Cash Register Express
File

Select Business Type
Select Datahase

StoreStation Setup
N Clear Database

N Convert Database
Restore SQL Database
View Database Settings

Qrder Filing
Caller ID

Emplayee Mantenance
Change Password

1. From the Login Screen, select File, then Database Maintenance,
oo oo 5 and finally Backup Database.

Detalled Daily Report
End of Day
Reporting Screen

Register
about
Event Log Window

Exit
>

Enter Password

Enter cashier ID (If not
administrator):

o 2. Enter your Administrator’s Password and select OK.

oK

Required Permissions:

3. Choose a backup folder and type a filename for the data backup
file. We recommend using today’s date as the file name, and
keeping a week’s worth of backups at a time.

You can never be too careful when it comes to your store’s database backup. The only way to recover
from a catastrophic occurrence, such as a fire at your store, is to have an off-site backup copy of your
database. We recommend using high capacity backup drives or any removable mass storage device as
part of your backup system. A removable mass storage device usually plugs into your computer through a
USB port and will be recognized by your computer as another disk drive. Your computer will assign a drive
letter and will be available through the windows explorer. You should remove this device from your

business each and every day to ensure that you can be up and running quickly in case a catastrophic event
actually takes place.

. Cash Register Express
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Hardware Setup
Configuring a Receipt Printer

R

printer easily.

It is necessary to add and configure the receipt printers you are using inside of
Cash Register Express. CRE has a function for you to install and configure your

Step by step instructions of how to plug in your new POS hardware & peripherals
and driver installation for your hardware are located at:

http://fag.pcAmerica.com/hardware

These instructions are also contained on the installation CD that accompanied

your system.

Fundamentally, configuring most of your printers inside of Cash Register Express is done in a similar
manner as in Windows. Therefore, please follow the below directions to configure and assign your
receipt printers, barcode printers, back office printer and any additional printers.

1 A ] c
3 o] E F
Invoice General
Properti Invoice N
3 G | K
ouch Screen
Configui

4 L M
Barcode
Expr
ﬂ

Select Friendly Printer Select Local Windows Printer

p INonewefauit &
Report Generic / Text Only
Full Size Invoice Microsoft XPS Document Writer
slip Fax

Label
Endorse
Fax

Printer Options

Cut receipt at this station AL Tl Other Receipt Printer V|

Disable printer at this station
Lines to feed before cutting (O~
Station Options

[IPrintlogo on receipts at this station Clickto select the logo file

o sl Aﬂ

Print master/subordinate receipts

Print orders using two colors (Epson only)

You must first install the printer drivers for
each printer and test them to make sure they
are printing correctly in Windows at each
station. If you are not able to print a test
page at each station in Windows then you will
not be able to print in CRE.

Select the Friendly Printer Setup in the Setup
tab of the Options screen (4-L).

Select the Friendly Printer on the left and
match it to the corresponding printer driver
in the right side window.

Select the appropriate Printer Type on the
bottom of the screen.

Select Save & Exit to update your settings.

* In order for your station to print correctly, you must assign and configure your printer at each individual

station.

pcAmerica
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Hardware Setup
Installing a Bar Code Printer

It is necessary to add and configure the Bar Code
printer you are using inside of Cash Register Express.

e g Ve Favortes ook Hep

€ D - ¥ P i

[-E)&]
i

Fobders (T30

NOTE: Not all label printers are installed like
this. Depending on which label printer you
have purchased your installation process may
differ.

Report
Full Size Invoice

SIIE

Endorse
Fax

Stabon Optians
[C1Print loge on receipts atthis station

Adess [ Prters andPaes ¥ B
Docwments  Stahs | Comments
o Roady
o Raady
o Fadly
o Ready
{23 #y Documents
£3) My Prtures
G My Computer
v < >
Printer Setup
Sedect Frisndly Printsr Salect Local Windows Printer
Receipt None\Default L

Generic | Text Only
Microsoft XPS Document Writer
Fax

Printsr Type 5

Lines to feed before cutting

Some of the supported label printers only
require that a Generic / Text only driver is
installed, which is a standard Windows
driver.

Go to the Options Screen then, (4) Setup —
(L) Friendly Printer Setup.

Set the Label printer as the Generic / Text

Only driver (or the driver that has been
installed).

Select Save & Exit.

For more information on how to print labels using Restaurant Pro Express please see the Printing Bar
Codes Section of this manual.

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.
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Hardware Setup
Pole Display

Pole displays face the customer and display the items you are selling
as you add them to the invoice. Other information such as amount
tendered, change, the current date and time as well as discounts will
appear on the pole display at the proper time.

Pole Display Port

O 1. Selectthe M Options butt

O comt . Select the Manager or Options button.

O comz 2. Enter the administrator password (default: admin) where

) coms applicable.

Crcome

) coms 3. Inside of the Hardware Tab, select the USB (or the appropriate
Cruse port) option under the Pole Display Port selection.

{} Other I:I

Pole Display Type

() General

() Sharp / Touch Dynamic 4. Under Pole Display Type select the type of pole display that is
() irtualClassic) connected.

() Posiflex 5. Select the Update button at the bottom of the screen to save
() Toshiba your changes.

() OPOE

() Wirtual( e

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.

. Cash Register Express
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Hardware Setup
Credit Card Reader & Bar Code Scanner

Credit card readers and bar code readers differ greatly but have two things in common. The first is they
are both used to read data (either a magnetic card such as a credit card, or a bar code). The second is
they enter the information into the computer like a really fast typist — meaning when the barcodes are
scanned or the card is swiped the information associated with them is entered into the computer
instantly!

Hooking up both devices is fairly easy. Most credit card readers and the bar code scanners are plug-and-
play, meaning you simply plug them in and they work without installing any software or drivers.
Although, some require configuration or drivers may be required in order for them to work properly.

Credit card readers (also referred to as MSRs or Magnetic Stripe Readers) are devices that allow you to
swipe a credit card into Cash Register Express. MSRs read the data on the magnetic stripe on the back of
the card and automatically “type it” into Cash Register Express. In addition to credit cards, you can also
swipe gift cards, loyalty cards and security cards through the same reader.

Your touch screen may have a credit card reader bolted to the side. While this provides for a nicer looking
presentation, the credit card reader may have its own cable and is the same as described above.

Bar code readers (or scanners) are used to scan bar codes on different products such as sodas, juice and
milk containers, candy, t-shirts and other items. Loyalty cards can also use a bar code instead of a
magnetic stripe reader. A simple scan of the item will read the bar code into the point of sale system and
add it to the invoice.

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.

pcAmerica Cash Register Express
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Hardware Setup
1. The majority of cash drawers plug into the back of the
receipt printer. To install a Cash Drawer, first make sure the
cable that comes with your cash drawer is securely plugged
in to both the cash drawer and the receipt printer. A cash
drawer cable looks similar to a phone cable. There is often

writing on the cable that says “TO PRINTER” and “TO CASH
DRAWER” to ensure it is connected correctly.

2. Inside of the Setup Screen, drop down the Default Cash
Drawer Port inside of the Hardware tab and select however
your receipt printer is connected to the computer. This will
pop open the cash drawer attached to your receipt printer
for all cash transactions.

3. Select Update to save your changes.

If you are using more than one cash drawer at a register, please
refer to additional documentation located at
http://fag.pcamerica.com or contact technical support for
further assistance.

[ chock v e st Epson TWETES crk)

Scale Update Exit

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.
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Hardware Setup
Installing the Touch Screen

Most touch screen monitors have three plugs:

e Thefirstis a standard power cable.

e The second cable is a USB cable which must be
plugged into one of the USB ports on the back of
your computer.

e The third cable will plug either into the VGA port or
the DVI port depending on your computer.

3
{1
a8
&
i
i
4

- After connecting the touch screen, insert the CD that
ta came with the Touch Screen monitor which will start
the Setup Wizard, or navigate to:

_ J.3 http://fag.pcamerica.com for certified drivers for

. CRE/RPE.

¥
3
iiz

i
4
]
i
H

Note: Depending on which touch screen monitor you
have will determine the cable arrangement.

Note: The touch screen may have another USB cable for
the MSR (magnetic swipe reader) which must be
plugged into one of the USB ports on the back of your
computer.

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.
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Hardware Setup
Scanner Scales

In addition to many different scale types, Cash Register
Express also supports Scanner Scales. Connect the port on
the scale to an open serial port on your computer. You will
also need to scan the program bar code.

Weight Scale - Primary

E} Hone Two options must be configured inside of the Setup Screen
{:} COMA in order to use your scale.

{:} st e  First select your scale model from the Primary Scale
{:} COM3 Type dropdown.

{:} COM4 e The second step is to select the serial COM (serial) port
{:} COMS it is connected to from the Weight Scale — Primary list.
{:} COME e Select Update to save your changes.

{:} Other CRE will ask you to enter an optional tare amount, which is
the weight of the container a weighed item is sold in (ex: a
plastic salad container). The tare value can also be set by
CAS PD-1 or PD-2 W the item inside of Inventory Maintenance.

Primary Scale Type

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcamerica.com/hardware/weight-scales. These instructions
are also contained on the installation CD that accompanied your system.
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Hardware Setup
PinPads

PinPads can be connected to a COM (serial) port on
your computer, to a USB port on your computer or via
PinPad Port an Ethernet connection through the network. The
@ Hone PinPad must then be configured inside of the Setup
O comm Screen. First, select your model from the PinPad Type
C comz dropdown. Second, select the method that the pinpad
822:3 is connected to the computer under PinPad
) COMS5 Connection:
) coms o |f the device is connected via Serial select the COM
Oother || port that it is connected to from the PinPad Port
PinPad Type list.
|"‘°"‘E "| o |f the device is connected via USB a COM port may
IFnPEr) ClammeG also need to be selected from the PinPad Port list.
| eril “| | o If the device is connected via Ethernet enter the
FinPad IP Address PinPad IP Address and then also enter the Pinpad
[ ] IP Port.
FinPad IP Part
o | | Besuretoselect Update to save your changes.
Note: For Maximum security, pinpads are encrypted. It
may be necessary for some models to be shipped to
pcAmerica for encryption prior to installation. Please
ask your pcAmerica sales representative for assistance.

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.
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Hardware Setup
Weight and Deli Scales
Cash Register Express supports specific scales that are directly connected to the computer (where items

are weighed at the register) and can also work with deli scales, where the items are weighed at the deli or
other food preparation station, and a bar code label is printed and affixed to the item.

Two options must be configured inside of
the Setup Screen in order to use your
scale. First select your scale model from
the Primary Scale Type dropdown. The
second step is to select the serial COM
port it is connected to from the Weight
Scale — Primary list. Be sure to select

W

Weight Scale - Primary

82‘:;:1 Update to save your changes. CRE will ask
O comz you to enter an optional tare amount
833: which is the weight of the container a
gggx: weighed item is sold in (ex: a plastic salad
Oother [ container). The tare value can also be set

Primary Scale Type

CAZPD-1 or PD-2 b

by the item inside of Inventory
Maintenance.

NOTE: Checking the Auto-Weigh property of an item (found in Inventory Maintenance) will
automatically query the scale for a weight whenever you sell it.

Cash Register Express can scan and properly interpret the
standard UPC random weight bar codes printed by many
deli scales. This scale does not interface with the
computer. For assistance in setting up your random
weight bar code printing scale, consult the manual that
comes with the scale or contact the manufacturer.

Step by step instructions of how to plug in your new POS hardware & peripherals and driver installation
for your hardware are located at: http://fag.pcAmerica.com/hardware. These instructions are also
contained on the installation CD that accompanied your system.
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Configuring Cash Register Express

Changing the Administrator Password & Administrator Swipe Card

There are two types of passwords inside of Cash Register Express.

Employee passwords are passwords that are assigned to an individual employee. A description of the use
and configuration of the employee password is discussed in the Tracking your Employees section.

The administrator password is the “super password” of the system which can be used to access any
function inside of the software. This password should only be known to the owner and the administrator
of the system. Standard employees and managers should not receive this password.

Change Password By default, the password is “admin”
—you should change this Day 1 of
Change Administrator Password

using the system to enhance your
Ol Password Mewr Password Werify New Password security. To change your password,
choose the Change Password link
under the File menu in the Login
Screen. Be sure to select Update to
save your changes.

Enter
Administrator
Swipe

‘ Update ‘ ‘ Cancel ‘

Change Password Screen

You can also create an administrator swipe card using the Change Password screen. Swiping an
administrator card takes the place of typing in the password, providing for faster and more secure
overrides.

Step by step instructions of how to configure your system are located at:
e http://fag.pcAmerica.com/software

. Cash Register Express
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Configuring Cash Register Express
Tax Rates

Default Tax Rate Area Tax Rates

Tax1 Tax2 Tax3 Tal
Store ID Rate Tax1 Rate Tax2 Rate Tax3 Ta

1001 8.5 Tax1 15

< m | >

UPDATE l[ Cancel l

The Set Tax Rate screen is accessed from the Setup tab in the Options Screen. Cash Register Express has
three tax rates. Most stores will only use the first tax rate, however some stores may charge different tax
rates for different items. Change the percentage of the tax1 rate to match your local tax rate. Be sure to
select Update to save your changes.

Set Tax Rate
Default Tax Rate || Area Tax Rates

ID [Area |Description [Percent

| 0|NONE DEFAULT 0.000%

| 1|ROCKLAND ROCKLAND 8.275%

_2|WESTCHESTER WESTCHESTER 9.000%

| 3|ULSTER ULSTER 7.000%
4| ORANGE ORANGE 7.500%

“ Change Rate QE
Add Ri

UPDATE | Cancel

Some stores that deliver or ship items are required to charge the tax rate of the county or region where
the goods are being sent. Cash Register Express allows you to configure different tax rates in different
regions inside of the Area Tax Rates tab. In order to apply an area tax rate to an order, the tax rate must
be applied to the customer through Customer Maintenance and the customer must be selected for the
invoice being processed.

Step by step instructions of how to configure your system are located at:
® http://fag.pcAmerica.com/software
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Configuring Cash Register Express

Configure Your Receipt

The receipt you give to your customers can be more than a simple listing of items; it can be an advertising
piece that will encourage your customers to come back to your store. Receipts are configured in the
Receipt and Company Info tabs of the Setup Screen.

Setup Screen [gj
Account Control | Companyinfo | Couponing | Hardware | Internet Features | Inventory | Invoice Settings
Payment Processing ] Quick Invoicing & Alerts [ Quick-Add || Receipt Reports
Restaurant Features [ Station Specifics | System Access | Touch Screen
Page1 Page2
Receipt Size Print Invoices Prof Logo []Prometto Emeil Purchase Order
O Receipt ONo O
(@ Short Receipt @ves St [JPrint Bar Code On "On-Hold" Receipts
OFull O Prompt < .
Print Bar Code On "Complete” R
O Full Professional e DC And EBT O ek 1t BeriCaseioniConpiateiRecelits
O prompt size OPic and info [Pt Extra Copy of On Accourt
s
O Prompt Media L
[[]Suppress Extra Signature Copy
Print Modifiers on Receipt [ Print Notes on CC Receipt
O Mo, Print None ) )
(@) Print all, total only ) Print charged, total only [Cprint Dept Netes Receipt
O Print all, breakdown O Print charged, breakdown [ Print tem count on Receipt
: . - : Print Second Description on Full
# of Copies ‘ : of Store Credt Receipts  Kitchen Receipt Font Size g oot 0o%
! b
LA | |sma Y| [ vaidate checks
[] Combine Lines on Short Receipt
[]Print Paid Status in Kitchen Receipt.
Scale Update Exit

Below are some of the most commonly used receipt options.

Option Description

Receipt Size

The Short Receipt selection prints a more compact, nicer looking receipt and is
recommended for stores.

Print Invoices

Set this to Yes to print a receipt for every check, No to never print receipts or
Prompt to ask you every sale if you'd like a receipt.

Suppress Extra
Signature Copy

If you do not desire a signed copy of the receipt. Turn on this option to suppress
the signature copy.

Combine Lines on
Short Receipt

If the same item is ordered more than once on the same check, this option will
combine their quantities on one line on the receipt.

Company Name

Configured on the Company Info tab, prints on the top of the receipt.

After making any changes, be sure to select Update to save your changes.

Step by step instructions of how to configure your system are located at:
e http://fag.pcAmerica.com/software
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Configuring Restaurant Pro Express
Personalize Your Receipt
Printing Logos on the top of your receipt can help to ensure brand recognition for your company.

To enable your receipt printer to print your logo at the top, please follow these steps:

Select Friendly Printer Select Local YWindows Printer

p None\Default a
Report Generic / Text Only
Full Size Invoice Microsoft XPS Document Writer
slip Fax .
Label 1. Select the Manager or Options button.

Endorse

Fax

2. Enter the administrator password
(default: admin) where applicable.

&

Friter Optons 3. Select Setup then, Friendly Printer
Cut receipt at this station Printer Type
Disable printer at this station setu p .
e e B IE D et e o e iy 4. Check Print Logo on receipts at this
Print orders using two colors (Epson only)

station.

Station Options
O Printlogo on receipts at this station Click to select the logo file:

o el ey sl

5. Select the Click to select the logo file

Station Optons which will prompt you select an image
[ Printlogo on receipts at this station Click to select the logo file Logo is selected .
file to use.

6. Select Save & Exit to save your changes.

The next receipt that is printed should have your logo at the top.

Step by step instructions of how to configure your system are located at:
e http://fag.pcAmerica.com/software

. Cash Register Express
Be PcAmerica

Page 30


http://faq.pcamerica.com/software

Configuring Cash Register Express
Personalize Colors and Pictures
Many retail locations have a color theme that is consistent throughout your store. Cash Register Express

can be configured to match your stores theme. The colors of both the login screen and invoice screen are
customizable. A picture of your choice can also be placed on the login screen.

The colors and pictures can be configured within the Display Setup screen that can be accessed from the
Setup tab of the Setup Screen.

Screen Display Setup
Invoice Screen Options

Toolbar
Customer Display
Select Invoice Screen to Use

(%) Modern
O Traditional
() split Invoicing

Set Form's Background Color >>

~Login Screen Options

Display Type (%) Humeric () Alphanumeric

l Background Color l ‘

l Forearound Color l -

Select Picture \Logo pEAmeriCa

L

To change the background color of the Invoice Screen, select the Set Form’s Background Color
button under Invoice Screen Options and select the color from the color template that pops up on
your screen. To change the background color of the Login Screen, select the Background Color
button under Login Screen Options and select the color from the color template that pops up on your
screen. To change the text color of text on the Login Screen, select the Foreground Color button
under Login Screen Options and select the color from the color template that pops up on your
screen.

After making any changes, be sure to select Update to save your changes.

Step by step instructions of how to configure your system are located at:
e http://fag.pcAmerica.com/software
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Configuring Cash Register Express
Credit Card Processing

Setup Screen @ .
Account Control | Companyinfo | Couponing | Hardware | Internet Features | Inventory | Invoice Settings 1. Select the Manager or optlonS button.
Payment Processing Quick Invoicing & Alerts | Quick-Add ‘ Receipt | Reports .. .
Restaurant Features | Station Specifics | System Access | Touch Screen Enter the admInIStrator password (dEfaUIt‘
Processing | other Options | Tips | admin) where applicable. Go to Setup
[Creditmebit | Payment Processor
e IS | then Setup Screen.
Gift Card -
Loyalty
RFID
| Paydiant
2. Inside of the Payment Processing tab,
(with Credit highlighted) select an option
under the Payment processor selection.
Some of the choices may require a
merchant number as well as a username,
password and gateway URL.
3. Select the Update button to save your
Scale Update Exit changes.

Cash Register Express integrates directly with several credit card processors. If the processor you have
chosen to use is not in the list (Payment Processing tab of the Setup Screen), CRE also integrates with a
third party software package that links to most other processors.

If you have questions about using one of our integrated processors, OR questions configuring one not in
that list, please contact your sales representative.

For Help setting up Credit Card Processing Please reference our website:
e http://fag.pcamerica.com/paymentprocessing

For suggestions on how to achieve PClI Compliance for your store please refer to the PA-DSS
implementation guide which is available as a .pdf at:

e  http://faq.pcamerica.com/pci-compliance

Note: Manual and Express Manual processor choices are used when processing credit cards on an

external terminal. The aforementioned processors will not charge customers cards when processing
invoices.

. Cash Register Express
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Configuring Cash Register Express
Encryption Key Setup
Cash Register Express requires a unique encryption key to be setup for each computer. This key is used to

store sensitive credit card information safely. Because of security compliance regulations, an encryption
key must be unique per store.

When you start the program without a key you will see the following prompt:

Encryption key update

The credit card encryption key has not been setup on this computer, You must enter the same exact password (Case-sensitive) that you used with
! wour other computers,

au will be unable ko use the software until you update the password, Would vou like ko update the encryption password now?

***Important*** - All customers not using “Express Manual” processing will be required to setup a key.

The user must type in a password that will be used to generate a new encryption key. This same
password must be entered into the program on every computer in the store. If you type in a password
that doesn’t match the password you used on your other computers, the program will let you know it’s
wrong and prompt for the password again.
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Configuring Cash Register Express
Encryption Key Setup

Enter Administrator
Password

Cancel Keyboard

oK

When you select Yes to the above prompt, you
must enter the administrator password for the
store.

now:

peal

il

Your encryption password will be updated. Enter the secret password

sl SPACE , ENTER

You must then enter a password.
e The password should be secure, unique, and
stored in a safe place.

Restaurant Pro Express
File

Select Business Type

Select Database

Database Maintenance  » e n te r \
SkorefStation Setup 3 o

;ﬁer "ng VOuUr ca

Start DVR, Server
Start DVR Client

SEedl

Employees Maintenance

Change Encrypti
Change Password N\t

If the user ever wants to change the encryption
key, then they can do so via the File menu on the

login screen.

The user may not change the encryption key when there are credit cards in the database. This means
they should make sure they have settled their current batch, and have performed the end of day function.

NOTE: Performing the end of day clears out ALL encrypted credit card numbers.

pcAmerica
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Configuring Cash Register Express
Check Processing

Many retail locations now accept checks as a form of payment. Cash Register Express has a convenient
feature that enables your store to process checks.

Setup Screen

Account Control | Company Info | Couponing | Hardware | InternetFeatures | Inventory | Invoice Settings

X

Payment Processing

Quick Invoicing & Alerts. | Ouick-Add ‘ Receipt ‘ Reports.

Restaurant Features Station Specifics System Access

Touch Sereen

Processing | other options |

Payment Processar Check Processing Method

PC Charge | | verttication v

Check Compary Check Numker
~
Drivers License

Merchant Number

Seconday Merchart Number T,

. 7

Timeout Secands

File Path

Phone Numioer

Scale Update Exit

From the Login Screen, select the File Menu,
then Setup Screen and type in the
Administrator password.

Inside of the Payment Processing tab, (with
Check highlighted) select an option under the
Payment processor selection. Some of the
choices may require a merchant number as
well as a username, password and, gateway
URL.

Select the Update button to save your
changes.

Check Mumber

Drivers License

Checking Account Mumber
Full MICR Check Mumber

Phone Mumber

After selecting the check processor and filling
in the information that is required, select
which (if any) verification items that are to be
required for the checks to be processed.
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Configuring Cash Register Express
Check Processing

If a customer is paying with a check, select the
check button from the invoice screen or the
amount tendered screen.

e e oo as & spears nthe e The Process Check screen will appear and ask the
¢ cashier to enter the check number as it appears
on the check. Select Enter. (Depending on which
verification items you chose earlier CRE will
prompt you for other information.)

Note: Itis important to accurately record the
check number for reporting purposes.

For Help setting up Check Processing Please reference our website:
e http://fag.pcamerica.com/paymentprocessing

Tip: A Payment Type Breakdown report can display all your check transactions between a specified date
range.

. Cash Register Express
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Configuring Cash Register Express
Configuring Multiple Stations

It is fairly easy to configure multiple stations in Cash Register Express. Before configuring CRE, ensure
your Windows computer network is properly installed. If you need over-the-phone help to assess and
configure a computer network, please contact your sales representative. If your network is properly
configured, please follow the steps below.

Cash Register Express works off one database which resides on the server. A change made on one station
will be seen at all stations at the same time. As the database is only located at the server it must always
be running — if the server goes down, the individual stations will not be able to continue to function
independently, thus stressing the importance of doing regular backups and taking them off the server
either on a CD or a flash drive.

It is very important to install and configure your CRE Server prior to installing/configuring additional
workstations.

it Cash Register, Express - InstallShield Wizard X
Ready to Install the Program pcAmerica
The wizard is ready ta begin installation, =
o e e et 1. The installation of CRE is documented in Step 2 of
lick Install to beqin the installation,
RO o 3 D) G i B G s @ the 10 Steps to Getting Started in the beginning of

exit the wizard.

this manual.

2. Start by first installing the application on the
server and select configure this computer, set this
computer up as a single station in a store that
does not connect to a corporate server.

<gack  |[ msal ][ cancel

B pcAmerica Database Selection B8 restsusntpio

Are y:lu rﬁu:ylo setup I‘ms :ogp;t?v it

Configar e Computer oplon o sarts 3. Install Cash Register Express on the second

estaurant sorve 0 you s uing one . . . .
station. When starting Cash Register Express, in

Welnclu e i sabass ol the Database Selection during the startup wizard,

o e med The e

o cpions s hyou v select the Use Advanced Configuration button
and select Next.

_—

. Cash Register Express
pcAmerica
Retail and Restaurant Solutions

Page 37



Configuring Cash Register Express
Configuring Multiple Stations

!24 pcAmerica Advanced Setup

Only advanced users should configure their computers using these options. We urge you to use
the normal setup wizard instead.

This is computer is a,

o Standalone or Corporate| -, ¢ o, 0rate Server
Stresover 4. Select Standalone or Corporate Office
—— Computer under This computer is a.....

5. Under Local Database select Change Local
Database Info.

<<< Previous Next >>> Cancel

-
6. The information here will be copied directly
Modify the local settings for this computer. . .
from the server (i.e. the Server Name will be
Server Name __sg.,us.m, User Name __
set as the name of the server computer
Database Name Password X
stnca s T ——— holding the database).
Ohecess  GMSSAL  OMysaL To get this information off the server at the login
"TEPEEEREEERR “A sFreen g.o to FiIe—Databas:e Maintenance and
ofl vl sl il ol ol ol il ol el Tl finally View Database Settings.
all sl ol rl ol all N <l
Al ol sl cll vl sl ool vl 7. Select Test My Login Info if Connection
e SPACE  Backspace ENTER i'"“ Successful appears select Ok.
8. Select Done.
Select or create a station
ST NSNS Station Role: 9. Select Next.

% Sandwd 10. You will be presented with the window
pictured right. On the left pane select the
correct Store ID (i.e. 1001) and select Create

Create New Station Done .

il New Station.
| 11. Enter a new station number (i.e. 02), set the
Station Role to Standard and select Done.
Selected Store ID: 1001 Selected Station ID: 01
There will be a brief wait while Cash Register
[ ] Express communicates with the server, and starts
1L

for the first time on this station. This may take a
number of minutes; however it is a fully automatic
process.

12. Select Begin.

CRE iz loading...
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Configuring Cash Register Express

Printing Bar Codes

Cash Register Express has the capabilities to print bar code labels. You must be registered to use this
feature, for more information please contact your pcAmerica sales representative. You must also have
your inventory added and a Bar Code printer installed.

From the Administrative section of the
Manager/Options screen select Barcode Express

Barcode
Expre Note: You can also access the Print Barcodes
- screen through the Inventory Maintenance
screen.

Depending on which label printer in the Friendly printer setup is selected
will determine which labels will be available to print.

Galact Frisndy Priter
Receipt

‘Sakect Frendy Primsr Select LocalV
Receipt MNoneiDefa

Report Microsoft XPS Document Writer Report 2L iprer ERA

Full Size Invoice [Generic / Text Onl Full Size Invoice ‘osoft XPS Document Writer
i Fax 1 ﬁ-nelic I Text Only

Endorse Endorse

Fax Fax

Frinter Opsaons

Printer Type | EETIEYNFUFY I

Frinter Type  Bar Code Blaster Advantage

Lines to feed before cutting || Lines to feed before cutting |

Station Ogtions

Epnmnm on receipts atthis station  Chck o selectne boao fle Nologa selected =1 Print loga on receipts. logofle Mo logo selected

o- BEEE SN S o sl e

After a label printer has been chosen the Print Barcodes screen should appear
with a list of your inventory items. Select a Type of Label specific to your
printer and choose which item you would like to print.

e Lt e S

Select Label BOE 231-0T Pay
Typ: BCB 231-0T Pape

ZEBRA Clothing Tag #10003283 1-1/4"W x 2-1/4"L
ZEBRA Shelf Tag ZSLCD 40000 800262-125 2 25"Wx1.25"L
ZEBRA Spiit Paper Label COG-231-DTS 1"Wx1"L

wrt - e o

Note: You must add a number for the item you would like to print in the # Labels column. Anything with a
zero will not print.
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Configuring Cash Register Express
QuickBooks

1. Select the QuickBooks Sales Pass option from the View

Quick Book:; Options screen.

2. Make sure QuickBooks is running and minimized when
setting up the interface.

3. Select the Configuration button in the General Sales
tab.

4. Inthe Company File field select Load and search for
your company file you created with QuickBooks.

E 5. Under Transactions enter the information according to

. how you want everything to be exported into
QuickBooks. Make sure to do this for, Sales, Tax, PO,
TimeSheet, AR, Misc, and ExportDates.

6. Select Save and Exit when you are finished.

)
Tembent T Tax Tora o Dot
Tased Sac T - Do
oy Hensmd Sl Nonaed ks Dotk
Mex FamErmegh S Ton Excnpt Saen Dt

Taet Tl Dot

Tw2 CHE

w3 CH

o b Do

Chesk: Choch Te

DabiCat O o Dot

ot ot (Gt Cod Dt

Vi Vi Dbt

Maec M Dot

e Ot

Bhcree Diocaver Dotk

O Gt Cotc | O rec Cavon- e

Onsccoue OnAccot-Ouea

Food e FeotSiame- Oeea

G Caie G ot Dot

e lelelzlzizix

* These instructions assume you have setup a Chart of
el Accounts in QuickBooks and that correspond to the
— " data you want to export.

v "
v on -
. [Fostitme Ces v
o G0 o Gt v

ToparDoes NS | Sao Tt T S b T | P | | coes|

7. Enter dates in the Export Dates tab.

8. Select (in each tab) which fields you want exported by
checking the boxes.

9. Select the Export Now button.

10. Your POS data should now pass to QuickBooks.

Note: Cash Register Express exports to the Pro, Premiere and Enterprise versions of QuickBooks 2007 and
up.

For More information on exporting to QuickBooks please see:
e http://fag.pcamerica.com/software/accounting
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Configuring Cash Register Express
Speed Tips for Retail Stores

Retail Stores increase throughput, customer satisfaction and overall profits by streamlining their
operations to be as efficient as possible. Reducing transaction time by a few seconds can have substantial
results. Cash Register Express is designed to provide the fastest checkout possible. Below are a few tips
on how to speed up the check out and payment of every customer.

e Swipe-and-go credit card processing. In order to pay by credit card, most point of sale systems
require selecting a PAY or TENDER button and then the selection of the CREDIT CARD tender
type. CRE is easier and fast; simply swipe the credit card on the menu screen. As soon as the
card is swiped CRE will process the card. Eliminating these two button presses shaves a few
valuable seconds off every credit card sale.

e Quick Tender button (configured in the Quick Invoicing and Alerts tab of the Setup Screen) turn
on quick pay buttons for cash; this will turn on $1, S5, $10, $20, $50 and the next even dollar
amount as fast payment buttons for speedy cash payment.

e Customizing buttons on the invoice screen can be used to dramatically increase the speed of
checking out a customer. The buttons should be color coded so your staff can associate a certain
color with a certain product. Therefore, eliminating the need to search for an item every time.
For example, in a grocery store you may want the color of your produce button to be green.

e Secure Login Cards are a fast and secure way to log servers into the system. Typing an ID and
password (or a PIN code) takes a couple of seconds longer than swiping a card.
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Common Retail Functions
Select a Customer
Selecting a Customer for the Invoice

Customer tracking is a very valuable function of Cash Register Express. The Tracking Your Customers
section of this manual (and the built-in F1 Help Section) describes how to add and modify customers and
loyalty plans. To select the customer for an invoice, follow these steps:

ﬁ P re— s Select the Find button on the invoice screen to bring up
D B areosera the Select Customer screen. The Quick Search button
|!!|| SR triggers a quick search by scanning, typing or a swipe of
QUICKFIND the customer card.
The Select Customer screen is an easy screen that
allows you to search by first name, last name, customer
e : number, phone number and company name. You don’t
ddaddE s;“a%"of’j : have to select which criteria you are searching on —you
aj|wil el & 7 v ujl ufio] »iSou can simply type the information and it will search all
AllS[D|FIG|H| JI|l K| L Exit .
Z X C VB NM L’“A Enh; flelds'
After you find the customer, highlight the specific
[Bill Tol Ship To| Picture| customer and select the Enter button to select them for
Christopher Hand the invoice. The selected customer’s name and bonus
39 Harrisan Avene activity will appear under Customer Info. Select the
¥ Br s Bekes 1100 Customer Info area to see a Bill To, Ship To address and
SRR T Picture. You can configure all customer information
under the F4-Customers Tab at the bottom of the

Invoice Screen.

The fastest way to select a customer is to swipe their
loyalty card at any time in the invoice screen. In
addition to fast customer selection, loyalty cards are a
physical reminder of your business. Please contact the
pcAmerica Sales Department to purchase customized
loyalty cards with your logo.

All items sold to the selected customer will appear in that customer’s sales history in the reporting screen
and the Customer Sales History in Customer Maintenance.
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Common Retail Functions
Delete, Discount, Quan Change and Price Change

Retail stores often need to modify an order for a variety of different reasons. CRE provides delete,
quantity change, price change and discount functions that are logged upon their use. In addition, the Up
and Down arrow keys allow for easy access to any item on the invoice.

An item delete, price change, and discount are all permission based functions that can be set to be
accessible for managers only. These permissions are configured in the Employee Maintenance screen
(Please see the Tracking Your Employees section for further details).

A cashier can use the Quan Change button when there is more than 1 of the same item. They can scan or
enter the item again or select the item on the invoice grid by scrolling to it with the Up and Down arrows
and select the Quan Change button. CRE will then ask to enter the quantity. A cashier can also select the
Quantity box at the top of the invoice screen and enter the correct amount, before scanning the items bar
code.

Cashiers can delete items if they made a mistake ringing in the wrong item or if the customer does not
want it anymore. Select the item on the invoice grid and select the Delete button.
Note: When you delete an item with quantity changes, all of the items will be deleted.

Select the Discount button to discount individual line items on the invoice grid. Select the specific item on
the invoice grid and choose the Discount button. Next the user will be prompted for a discount
percentage. You can also discount the entire invoice by going to Options - [2] Invoice Properties — [A]
Discount.

Cashiers can also have the ability to change the price of an item. If a sale item was not discounted
properly at the register a cashier can choose the item on the invoice grid, select the Price Change button
and enter the correct price.

Discounts will show next to the item on the invoice grid. To remove a discount you must delete the item
and ring the item in again.

pCAmerica Cash Register Express

Retail and Restaurant Solutions
Page 43



Common Retail Functions
Purchase Orders

The Purchase Order screen allows you to create
and update purchase orders. To access this
screen, select Purchase Orders from the
Administrative menu in the Options Screen.

Note: When you login to the Purchase Order
screen your open Purchase Orders will be
displayed

Total Cost Recemed: 30.00 Amount Remaineg. 0 Total Cost Ordenmd: $0.00

Recelve

Receive ftem =i Beceive All Brint Print Histary S’ Exk

The main screen, displays all open purchase orders:

Feature Description

PO # This is the purchase order number. It is assigned by CRE and cannot be
modified.

Date This is automatically set to the current date. It cannot be modified.

Ref # This is an optional field and is assigned by the user.

Vendor # After you have entered the vendor through the Vendor Maintenance screen
select the vendor you are purchasing the order from.

Due Date You must enter a due date for each purchase order. This is the date by
which the order should get received.

Status This is the current status of the purchase order: O-open, C-closed, V-voided.

Total Cost This is the Total Cost of the order. It is automatically calculated by CRE and
cannot be modified.

Order by Select Individual to order by individual item or select Case to order the item
by the case.

Destination Store ID Select the store ID to which this order should be shipped from the pull down
menu.
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Common Retail Functions

Creating a Purchase Order
To create a Purchase Order go to the Options Screen and select the Purchase Order tab in the
Administrative menu then select Add.

1. Select the type of request you wish to perform
(Standard Purchase Order or Return to Vendor).

2. Select a vendor and a Due Date. All the other
fields are optional.

3. Pick a store destination and an order by selection.

4. Select the Add Items tab at the top of the page.

5. Select the appropriate vendor. You will see all the
items you order from that vendor in the Inventory
Selection Grid.

6. Select a Destination Store ID.

7. Choose an item by double clicking next to the
Item Number. It will be added to the Added
Inventory Grid.

Recston S = | 8. Select Save to save your changes.

TIP: In order to use the Reorder Low Stock Items feature, it must be set up in Inventory Maintenance
(Ordering Info tab). When setup properly, once your stock level hits the reorder level you established,
this feature will automatically (when you select it) reorder all the items to equal the Reorder Quantity +
the Reorder Level. Example: If you want 10 cases of bottled water on hand at all times and want to
reorder when your stock level is at 2 cases. Set the Reorder Level to 2 and the Reorder Quantity to 8.

For more information on exporting to Purchase Orders see:
e http://faq.pcamerica.com/file-lockers/pdf-locker/Vendors and Purchase Orders.pdf
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Common Retail Functions
Receiving Purchase Orders

To receive a purchase order, enter the Purchase Order screen through the Administrative menu in the
Options Screen.

Purchase Order 1

Dot o St s o 1V SpanOa O View PO add

Select the Purchase Order you would like to
= receive by double clicking to the left of the
PO #.

wame s v ssam amw

2. The General Info screen will appear,
displaying the PO # in black bold letters.

3. On the bottom of the screen are some
receiving options tabs, along with a Receiving
Screen button on the right hand side.

4. Select Receive All to receive all the items on
the Purchase order.

5. To receive one item on the PO, select
Receive Item. You will be prompted to enter
] the Line number.

[ Recaive rem | [ Receive an | [ print [ Print History |

Info Prompt |z
what is the |IH§ number of the item you would -DK
e o eceive Note: The Print tab will print the current PO and
Cancel
the Print History will print out a detailed record of
E | all the items received against the current PO.
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Common Retail Functions
Back Orders

[ Back Order Processing

View backorders () Al open backorders
O Backorders covered by Stock
for customer # for item # (0 Backorders NOT covered by stock

Guantity

< B
Double-Click ltem to Fill Backorder

Delete
Backorder

Fill
Backorder

This screen displays either the items that are currently on backorder for a selected customer or the
customers for whom a particular item is on backorder. The grid will display the date the backorder was
placed, customer number, item number, item name, the quantity placed on backorder for the customer,
the current quantity in stock, amount paid, whether or not the backorder was prepaid, and the invoice
number.

To view items on back order for a customer e Type the desired customer number in the For
Customer # field.
e  Only backorders for the entered customer will be

displayed.
To view which customer has placed a certain e Type the desired item number in the For Item #
item on back order field.

e  Only backorders for the entered item will be
displayed.

There are three options for displaying backorders. Select All Open Backorders to display all backorders
that have not yet been filled. Select Backorders Covered by Stock to only display backorders for items
that are currently in stock. Select Backorders Not Covered by Stock to only display backorders for items
that are not in stock.

To fill a backorder, double click on the desired backorder or highlight the desired backorder then select
Fill Backorder. The item will be added to the current invoice.
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Common Retail Functions
Void an Invoice/Pullback an Invoice
Checks can be voided before they are paid for and closed out. They can also be voided AFTER being paid

for as long as it is within the same day by pulling back the check.

Cash Register Express -- Station: 0

File Toals BOULTEN Help To void a check before it has been paid simply select the
m CES"Q Splt Tender Fé Void Invoice selection in the Invoice Menu. This

Checl F7 .. . . . .

credt Card o permission based function will save the invoice as a
‘ On Account Fa voided invoice with the next invoice number in sequence.
T MoncInventory  Crrl+m The voided invoice totals will not be included in the sales

Sell Gift Card Crl+a totals.

#|  Item options F1z

You can also use the Void Invoice button on the Invoice
Screen or press Ctrl + V on your keyboard to perform the
same function.

A check may be re-opened after it is closed out as long as the day hasn’t been completed (by running an
End-of-Day). After the check is re-opened you can either void the check (by using the Void Invoice
selection as described above) or you may modify it and re-close it to another form of tender.

| Tore-open a check, use the Pullback Invoice button inside of the Options
Pullback Screen ([1] Cashier — [O] Pullback Invoice). CRE will ask you which

ulibac employee committed the invoice you would like to pullback followed by a
listing of invoice numbers closed out by the selected employee. After the
invoice is reopened it is as if it was never closed out.

Invoice

For more information on invoice edits in CRE please see:
e http://fag.pcamerica.com/file-lockers/pdf-locker/Invoice Edits CRE.pdf

TIP: A few of the reports inside of the Reporting Screen can be generated for voided invoices. It is good
practice to run these reports on a regular basis as post voiding of checks opens up opportunity for theft.
There are valid uses of the void function; an audit trail is kept to protect against theft in such a fashion.

For more information on printing reports please see:
e http://fag.pcamerica.com/software/screen-explanations/reporting-screen
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Common Retail Functions
Sell and Redeem Gift Cards and Stored Value Cards

Cash Register Express -- Station: 0

Gift cards and stored value cards are tracked inside of Cash

File Toaols BGEGEE-N Help
Cash | Splt Tendsr Fé Register Express with no transaction fees. They can be sold for
Check 7 any value. In order to sell a gift card select the Sell Gift Card
Credit Card Fa feature in the Invoice menu. Swipe the new card and enter the
On Accounk F3 dollar amount you wish to sell the gift card for. A gift card does
NonInwentary  Creem not become active until the transaction is fully paid for and

Sell GiFt Card Ctrl+G completed.

# Item Options Fiz
Woid Invoice Chrl+y
To pay by gift card, simply choose the Gift Card

Tipe Tender ot & button from the Payment Screen. You do not

need to enter the amount tendered, as Cash
Register Express will automatically calculate the
most desirable amount. A box will pop up asking
you to swipe the gift card; swipe the card and
CRE will deduct the proper amount from the gift
card. If the gift card balance is more than the
total amount due then CRE will deduct the
amount from the gift card. If the balance is less,
CRE will exhaust the balance on the gift card and
display the new amount remaining to be paid by
another form of tender.

Paid So Far

NOTE TO FRANCHISEES: The internal gift card system is ideal for single unit stores. For multiple store
locations the use of gift cards across all of your stores require the use of a third party gift card processor.
Please contact the pcAmerica sales department at 1-800-722-6374 for more information.
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Common Retail Functions
Clocking Out and Closing Out a Day
There are two steps to closing out a day in at a store. First, every employee should Clock
Out of Cash Register Express. Employees can clock out by selecting the clock out button

on the Login Screen. A Shift Report will print out for the cashier providing it is setup in the
Job Code Setup screen.

After each employee is clocked out, the manager of the store should run the End of Day function within
Cash Register Express. The End of Day will scan all the checks for the day and ensure that they are all
closed out, and that all of your employees are clocked out of the system.

Expected Cash: $12.60
Enter Actual:
$12.60
i 8 2] Cash Register Express will prompt the manager
for the amount of cash at the end of the day. This
4 3 6 cash figure is a total for all cashiers for that shift.
1 9 3 The store over/short amount will be printed in
i = - the Daily Close report as well as other vital
ol -+ information detailing the activities at the store for
i that day. This report can be re-printed in the
[ QIearJ I anceu future from within the Reporting Screen.
OK

The End of Day function is subject to the Perform End of Day permission in the Reporting tab of the
Employee Maintenance screen. Please see the Tracking Your Employees section for an explanation of
how to configure permissions.

NOTE: If using a credit card processor that requires the batch to be performed manually it is
recommended that this is done prior to the End of Day being performed.

NOTE: It is possible to automatically settle when running the End-of-Day by using the Perform Batch
Settlement On EndofDay option on the Other Options tab of the Payment Processing section of the
Setup Screen.
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Tracking Your Customers
Customer Maintenance Screen

G 'of:‘g”c’zecumw?ﬂm ennemericscom e The Customer Maintenance screen is used to add
Generalinfo. Extendsd nfo | Accont nfo | ShippingiBiling | History | Notes | stores | and update your customers. One customer is

A R o displayed at a time. Detailed information is stored in
e iR P i e e o the tabs across the top of the screen. This screen is
e R e fully touch screen compatible, meaning you can

- - o double select any field (or select the field and then
DisautPerceniee  Declent ‘ the keyboard button) to bring up an on screen
Dlcnagescss  DTwgene  DIPmmheass o Recem keyboard.

-

S — @

Each customer within Cash Register Express must have a unique customer number. It is easy to use the
phone number as the customer number, as this provides a fast and easy way to look up a customer if they
forget their membership card.

Loyalty and membership cards are easy to assign to a customer. Below the Card Swipe Ids label, select
the Add button and swipe or scan the loyalty card.

The General Info tab stores basic information such as name and address. Extended Info has less
commonly used information. Information regarding accounts receivable is stored in the Account Info tab.
Optional Ship To and Bill To addresses are stored in the Shipping\Billing tab, followed by the History tab
which stores a detailed purchase history for the current customer. The Notes tab has an open notes
section.

Track Your Customers

Remember, your customers are a very important part of your business. You purchased a point of sale
system that provides several great tools to track your customers and get them back into your store. You
have the tools — now use them!

e  Enter their name, address, phone number, e-mail address and other information.

e Run reports to see whom your best customers are; perhaps once a year you should have a
special free product coupon for your best customers where you spoil them with something free
and extra service.

e  Configure customer loyalty plans to reward your loyal customers.

e Send mass e-mails with news and specials about your business.

e Remember your customers and they will remember you.
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Tracking Your Customers
Adding and Modifying Customers
Adding customers in Cash Register Express is easy. Use the Customer Maintenance screen to add your
customers; this screen can be accessed in the Administrative tab of the Options Screen.

1. Inside of the Customer Maintenance
screen, select the Add button on the
bottom of the screen. This will set the
screen to add mode, during which CRE is
waiting for you to enter the information

- for the new customer.
s 2] o

Olchayesicos  CTaEams

2. Fillin the information on the top; a unique
Customer# _ First Name Last Name customer # as well as the customer’s first
914 | ‘David | |Gosman . . .

and last name is required. An e-mail
address is highly recommended.

General Info | | | History | Notes | Properties

pe— oo Emrr

R e e 3. Optionally, fill in other pieces of

e s et . information such as the phone number,
" - o Cra o] name, company, etc.

Discour Percentape  Discount Level
00w A v

CiCharge ArCost [ Tax Esempt

Card Swipe [Ds 4. To assign a loyalty card to a customer,
Add ‘ Dl | select the Add button under Card Swipe

IDs and swipe the loyalty card through
your magnetic stripe reader. Loyalty cards
are a great way to increase repeat
business. You can order customized
loyalty cards with your logo from
pcAmerica.

5. Select the Save button to save the new
customer in the database.

Modifying customers is just as easy. First search for the customer you want to modify (using the Look Up
button on the bottom left corner of the screen). Make your changes to the customer record and select
Update at the bottom to save the updated information.
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Tracking Your Customers
Accounts Receivable
Cash Register Express gives you the ability to open accounts for your customer, charge on account and
send statements out at a later point in time. These features, as well as the ability to make payments and
credit balance are part of the built-in Accounts Receivable system. To open an account for a customer,
find the customer inside of Customer Maintenance and select the O button in the Account Info tab (and

save the changes). Select the Detailed Account Info button next to it to access the payment and credit
screen, where you can apply payments to open balance and print customer statements.

Customer Loyalty

Offering incentives and bonuses to your customers is a great way to earn their loyalty and bring them
back to your store many times in the future. Some great examples are a floral shop that offers a free
bouquet on your birthday and may also mail coupons with discounts based on how many times you visit —
people continue to shop there to earn their points. The coffee shop downstairs from the pcAmerica office
earns the majority of the coffee business in the building by offering a buy 9 get the 10% free coffee
special. Many stores offer $ 2 off a purchase if you come back within a week of your last visit. These, and
more, can be achieved through the use of the loyalty features built into Cash Register Express.

Most stores that offer loyalty plans will give out a loyalty card that the
customer carries as a physical reminder of the store. They swipe their

E‘o ; ; card at the time of sale in order to earn their loyalty points for the order.
w Customized loyalty cards are available from pcAmerica and may be

assigned to customers inside of Cash Register Express.

The (offee (ard”

It’s easy to set up customer loyalty inside of Cash Register Express. In the Options Screen, select the
Customer Loyalty function. You must create both Loyalty Incentives and Loyalty Plans. Incentives are
the actual rewards you give to your customers, such as a free meal or $ 2 off the next purchase. Plans
consist of one or more incentives. After you have created a loyalty plan, you can assign it to a customer
by selecting the Loyalty Plan button in the customer’s record in Customer Maintenance.

The F1 Help Section includes a full description and tutorial for configuring loyalty incentives, plans and
assigning them to customers.

Using the Customer loyalty feature across multiple stores requires a third party processor.
For help acquiring a third party processor please call your sales representative for assistance.
Sales: 1-800-722-6374
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Tracking Your Customers
Customer Loyalty
Customer Loyalty is great way to get repeat customers and increase sales. By offering your customer

incentives to shop in your store, they will have a more enjoyable and rewarding shopping experience.
This guide will focus on setting up a loyalty plan that will give a free gift card after 10 points.

Customer Loyalty in CRE is used in conjunction with the Customer Maintenance screen and Bonus Points.
In order to set up a loyalty plan you need to first set up a customer in Customer Maintenance, (see the
Adding and Modifying Customers section of this manual) then create a loyalty incentive (the bonus you
give the customer when they achieve a certain goal), add the incentive to a plan (similar to adding
modifiers to a modifier group), then finally adding the loyalty plan to the customer it will apply to (adding
the modifier group to the standard item).

Setting the Bonus Points for Certain Inventory Items

Each item in inventory needs to be assigned a certain number of bonus points. For example, an apple pie
may get 3 bonus points, whereas a steak dinner gets 7 points.

Manager L

Select the Manager or Options button.

2. Enter the administrator password
(default: admin) where applicable.

0 ptio ns 3. Select Administrative and then

Inventory Maintenance.

s Apple Ple o uih .

Optional Info Pending Orders Propertes Notes Modifiers. Price Levels

Ordering Info | Speciel Pricing | _Mebx | _Seles History | Priners | Recpe 4. After selecting an inventory item, set

St ] as ¥ the Bonus Points section to the amount
of bonus points you want to give for this
item.
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Tracking Your Customers
Configuring Loyalty Incentives

Manager

Options

1. Select the Manager or Options button.

2. Enter the administrator password (default:
admin) where applicable.
3. Select Setup then Customer Loyalty.

Question Box

Which would you like to set

Reward (O Mon-Inventory tem

(%) Free Gift Card

() tem in Inventory
() Free Voucher

Item Mumber Charge Tax?

Quantity Your Cost Gift Card Value

Previous | | =l Next
Save J Update Cancel Exit ‘

up?
4. Select Loyalty Incentive.
Lovalty Incertives Loyalty Plans
Cancel
Loyalty Incentives
Description Incentive Type Keybo_a_ru
gifty Fuints Reward 2 .
o _ @ | | 5. Select Add in the bottom left of the screen.
Redeem points for discounted or free item.
6. Enter a Description.
Points Reward 7. Select the type of Incentive (we will focus
Givereward after how many points? 10 Points

on Points Rewarded which means after a
certain amount of points are achieved, the
bonus will be rewarded).

8. Set 10 for Give Rewards after how many
points.

9. Select Free Gift Card.

10. Enter 5 for Gift Card Value.

11. Select Save.

pcAmerica
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Tracking Your Customers
Configuring Loyalty Plans

Manager

1. Select the Manager or Options button.

2. Enter the administrator password
(default: admin) where applicable.

-
0 ptl 0 lls 3. Select Setup then Customer Loyalty.

Question Box

Which would you like to set

up?
4. Select Loyalty Plans.
Loyalty Incertives Layalty Plang
Can

Loyalty Plans ]

Deserpten _Keyboard |

|gmu|an | o Poinle @

Lovaly liems — — 1| 5. Select Add.

Description |ID | Details  Exclusive | Override 6. Enter a Description for the plan.

gifty 7. Check Accumulate Points (This will mean
that bonus points will add up over time
instead of being reset after each sale).

8. Select Add Incentive.

9. Select the inventive you want to add to

JM M - M this plan. (Whatever you named the

incentive from the previous step.)

Previous | | =t Next 10. Select Save.
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Tracking Your Customers

Adding the Loyalty Plan to a Customer

Manager

1. Select the Manager or Options button.

{ 2. Enter the administrator password (default:
l admin) where applicable.
0 pti ons ‘ 3. Select Administrative then Customer

Maintenance.

This Customer  All Customers  Print Customer Labels
Custormer # First Name LastName E-mail Address

[ | John | IDoe | [JohnD@Jp.com |

General Info Extended Info | Accountnfo | Shipping/Billing| History | Notes | Properties |

Company Name Primary Phone # Bonus Points Achieved
[ [ [ |
Street Address Alternate Phone # Birthday .
| N N \ 4. Select the customer you want to add this
Street Address 2 City Application Date |
an to.
[ | | N \ P
suate Zp Coe Couty ﬁmsw‘“ﬁ‘m 5. Select the big blue Loyalty Plan: None Box.
| ‘ | ‘ | ‘ Add Del g y y
Discount Percentage  Discount Level
| [a d
[ Charge At Cost [ Tax Exernpt [ Print Notes on Receipt
Search bf Customer # DSelnﬂur
current invoice

Last Search ﬁ
I:> Returned 1
= N @

Please select the loyal lan

&

General giftplan None

6. Select the appropriate loyalty plan from
the list.

7. Select Update in Customer Maintenance to
save changes to the customer.
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Tracking Your Customers
Triggering the Bonus Plan

Manager Help Exit
bl erver 1D
S TOROEEN 100101 112953 AM
Pizza LARG GARBAGE HAWAIN veaT Lovers  G# Description Qty Price
SPECIL
Appetizers NEW YORK ONFRE FLAN CHEESE Y
Caizones and. 15 Leer Diet 1.5 Liter Diet 1.5 Liter Deet
Soup: WHITE PZZA c Coke Sprite
old Subs Ul 15Liter Orange || 15 Lter Sprite
Hat Suts 15 Liter Water mm
2 Tax $0.00
curees
Grand Total $0.00
.| . [nnvoe
‘ #Bonus: 6 | ﬁ
Lookup
s PembrTe Spow  ComCwn o
Onsoans b £ Modters  Drswer Lol customer | EPITS
PAY
Fon | verows CHECI SE& d

Ring up a sale as normal.

Before paying out the sale, make sure to
select the customer (or swipe their card)
so they get the appropriate bonus

points for their plan.

The bonus points earned and bonus
point balance will print on the receipt.
The bonus point balance will also appear
in the customer section of the invoice
screen.

The customer has earned a

free $50.00 gift card!

You will see that when the customer has
reached the bonus point level they will
NOT get their incentive. The customer
will not receive the incentive until the
next transaction.

=[5
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Your Inventory
Inventory Maintenance - Adding and Modifying Items

L e v v (Pmisslimes] - Cash Register Express allows you to create inventory
e R fas| Orexz items, create linked inventory, create sale pricing, track
Descripion | BIG BREAKFAST Piice with 55 OTaxa

S inventory and configure retail and other inventory

oan
Optional Info _ Pending Orders | Properties | Notes | Modifiers | Price Levels

Ordering Info | Special Pricing | Max | SalesHistory | Recpe | Prmers | it€mMS. Creation and modification of these inventory

e - = items, as well as coupons, is done through the

S e A %) %) Inventory Maintenance screen which can be accessed

Dlcus rmAccostlint QPrmtumly Doy from the Administrative section of the Options Screen.
[ Check ID Bafore Salling [ Prompt Price [Usa SeralBatch # . . . . . .

S Do s Duesees - Csarens | A full tutorial of this screen is in the built-in F1 help

e e o section; below are some basic pointers to get you

e s ’

I Eu%ul Dejete Exit started.

L]
:

2 [0 o g

You can add standard items from the Inventory Maintenance screen. Adding them through the Inventory
Maintenance screen gives you more options and flexibility. Select on the Add button to add a new item.
You’ll have a choice of four different types of items:

e Standard Item encompasses all inventory and SKU based retail items.

e A Choice Item is not a real item, but rather it is a fake item that when “sold,” gives you a choice
of which item to sell. For example, you can create a Corkscrew choice item whose choices would
be Waiter Corkscrew, Metal Corkscrew and Fancy Corkscrew. The advantage is one inventory
button that drills down into choices, as opposed to an overwhelming number of on screen
inventory buttons.

e The Modifier Group is used to group modifiers together. For example, if you have modifier items
Small Vase, Large Vase and Bouquet Wrap, for your flower bouquet you can group them into
one modifier group called Flower Presentation. Using modifier groups simplifies creation of
menu items; instead of adding four modifiers to many flower bouquets, you can add the group
once to each item. Note: This feature is mostly used for restaurants.

e Coupon items are created to give the customer a discount. They can be configured to give a flat
amount or percentage off an entire check or only specific items. Coupons automatically calculate
the discount amount based on price paid, date and time and other options. (For more
information see the Coupon section.)

e  Kit Items are created in order to group items together to sell them at a discounted rate.

Fill in the data for the item and select Save. The most important fields for a standard item are the
item number (must be unique), description, cost, price and tax rates. Modifying an item is just as
easy. Select the Lookup button on the bottom left, find the item in the list and select it, modify the
item and select Save Changes to update the item.

. Cash Register Express
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Your Inventory
Sale and Special Pricing
Special pricing is an extremely powerful feature of Cash Register Express. A variety of sale and
promotional pricing can be configured at any time; these prices will automatically be used when the
cashier rings in the items. For example, sale pricing on specific items can be pre-configured; during the

allotted times the special/sale price will automatically be used without the cashiers having to apply a
discount. There are three main types of special pricing:

Sale Pricing: This function allows you to place an item on sale between certain dates. To create sale
pricing for an item, select the Add button in the Special Pricing tab under the Inventory Maintenance
screen. Enter the percent of the sale mark down and select the start and end dates for the promotion. To
remove a sale price for an item, select the desired sale price then select Remove. To place an item on
sale for only one day, select the same day for both starting and ending date.

Example: All Juicy Couture Sweatpants 10% off next week.

Bulk Pricing is used to sell items at a reduced price when your customers buy more than one of an item.
To set up a bulk price for an item, select Add, enter the quantity needed to be purchased for bulk pricing,
and then enter the new price. To remove a bulk price for an item, select the desired bulk price then select
Remove.
Note: Bulk Pricing requires that the option Combine Lines is enabled, on the Invoice Settings tab of the
Setup Screen.

Example: Two Magazines for the price of one.

Time-Based Pricing allows you to offer alternate prices on certain days within certain time ranges and is
most commonly used for Black Friday (the day after Thanksgiving) or certain days that have designated
sales. Retail stores often use time based pricing to attract customers during their non-busy hours. To
enter time-based price for an item, select Add, select the day on which you want to offer the sale price,
and then enter the start and end times. To remove a time-based price for an item, select the desired
price then select Remove.

Example: A store may offer a sale on shirts during Fridays from 2PM to 5PM for a sale price of $8.00
while the normal price is $12.00.

TIP: If Black Friday is 7 AM to 4 PM, start your time-based price at 6:50 AM and end it at 4:10 PM. You
may sell a few extra discounted items, but you will also avoid annoying a customer who is on line at 4:02
PM and wants the discount.

Note: The special pricing can only be used for a sale price or discounted price. You cannot increase the
cost of an item in special or sale pricing.
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Your Inventory
Categories and Departments
Retail stores can carry anywhere from a few dozen items to hundreds of items and more. Regardless of
how many inventory items your business sells, it is useful to break your items down into smaller groups of

items to perform a certain task or search. In Cash Register Express, items can be grouped into
Departments. Departments can be further grouped into Categories.

A few examples of departments are Jeans, Fruits and Wines. Common choices for categories are Produce
and Clothes. The category breakdowns are easy to see which area of store is bringing in the most profit.

Please note that Cash Register Express comes with a default department of NONE. This department
cannot be deleted.

The Department Maintenance screen can also be used to set up employee departments, which allows
you to group your employees in different ways for functions such as labor scheduling. See the
Department Type description below for more details.

You can access Department Maintenance from the Administrative tab of the Options Screen.
To add a department:

Enter the Department Maintenance screen.

Select the Add button.

Type in a Department ID in the corresponding box (ex: Magazines).

Type in a Department Description box in the corresponding box (ex: US Weekly).
Select a category and department type (or leave these as is).

Select the Save button.

ok wneE

Optionally, you can check the Bar Tax Inclusive check box which will enable bar tax for all the items in
that department. This only works when the certain items are ordered and immediately paid for at a bar
station or any station. This provides for a fast cash transaction where the tax is built into the price for an
even round number.

Categories are configured in the Category Maintenance screen, which is accessible through the
Department Maintenance screen. Adding a category is nearly identical to adding a department.

pcAmerica Cash Register Express
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Your Inventory
Inventory Track Express

[ Pocket Inventory

! Count Inventory | adiust Inventory | EditInvertory | Purchase Orders|

StorelD  ItemNumber Itemame | Counted Stoc:
*

Save Invent Cleartis ‘ el Discrepancy
Save All ar " ’
s “ Print Worksheet Refresh | ﬂ |

Every store must take physical inventory periodically, even when using a point of sale system. Itis
important to compare how much of each item you really have as opposed to what the computer tells you.
By doing physical inventory, you will find where inventory shrinkage occurs. You may also find areas of
your store that are more prone to theft. Tracking your inventory closely will actually save lots of money
as a result.

Inventory Track Express is a tool that has been incorporated into Cash Register Express that acts like a
physical inventory control panel. You can do a physical count by selecting the Print Worksheet button,
which will print a list of all inventory with the stock level in CRE, and a place to enter the actual count.
You may use portable data terminals (Handheld units), for fast and easy inventory counting. pcAmerica
has created a program called Pocket Inventory for these handheld units. Pocket Inventory has 3 main
functions:

Count Inventory A quick, point and scan, inventory counter. Just point the Handheld’s bar code
scanner to the bar code and scan it. Pocket Inventory will then prompt for the
number of this item is in your inventory.

Edit Inventory You can download your inventory from CRE to Pocket Inventory. This feature will
allow you to be out in your store, bring an item onto the portable unit's screen
and edit the description, cost, price, tax status, and quantity.

Purchase Orders You can download the open Purchase Orders from CRE to Pocket Inventory. You
can also create new Purchase Orders as well as DSDs (Direct Store Delivery).
Once the PO shipment arrives, you may use Pocket Inventory to bring up the
purchase order information, scan the items on the shipment to mark down what
was received.

pcAmerica
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Your Inventory
Mass Transfer & Returned Items
If you are a retailer that has multiple stores, CRE has the capabilities to transfer inventory from one store

to another. The Inventory that is depleted or added will automatically be reduced or added to that
store’s inventory.

n
Item: BIG BREAKFAST
Ot | BREAK

g om FAST
e e

Descglon  BIG BREAKFAST

S To access the Transfer inventory feature select
Eos Punts [0 | #Burcotes o [ e th . .
comanin e B e Transfer button inside the Inventor
@ ) _ v

CIModifier tem [ODisabietistsm [ Foodstampable Malntenance screen.
—m O)Exchde from AccosntLimit  CIPromptQuantity [ Auto-Waigh

[ Check ID Before Seling CIPrompt Price O Use Serial/Batch #
e i LS 2
e ) Count This kem 1 Print on Receipt
( (I e | o |

EAR IS e

The Mass Transfer screen will allow you to scan

or manually enter the item(s) you wish to transfer
e  Select a Quantity.

= e Select a Source Store ID and Destination

i o Store ID.

Packages For Cumen am

e  Select Transfer.

Note: You can either transfer out from the host
store or accept a transfer into the host store from
a different location.

Returned Items

Quanmiy Price

Cash Register Express has a simple solution for
returns. When an item comes back, enter a
negative number in the Quantity field and scan or
enter the item. Close out the transaction like a
normal sale (cash/credit/debit etc). You'll see the
price in parentheses ( ) indicating a negative sale
and a red bar in the invoice grid.
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Your Inventory

Inventory Maintenance

General Information for Corkscrew Print Labels | Keyboard
Depattment | NONE | ttem Type
for this ltem

Description
Profrpt lease Choose a Corkscrew
#1In Stock

Click to Select Picture

Choice tems

Itern #

A chaice item isnt an actual ifem. Yhen you'sell s choice ftem, f will let you
choose the temto sel off the above list

e

Add Item To Choice

‘ Remove liem

Search by ltem Number Profit% 0% Retail Discourt 0% Gross Margin - 0%

= ‘\:H:H Transfer l Instant PO I
B R (0w |- o | e |

Previous

A Choice Item is a not a “real” item, but rather provides a way to have the user choose from a list of
actual items in your inventory. For example, if have a liquor store that sells a METAL CORKSCREW and a
WAITERS CORKSCREW, you can create a choice item called Corkscrew. When you sell this choice item,
you will be prompted to choose which of the two corkscrews is being sold. This simplifies your on screen
inventory — you can replace two buttons for Corkscrew on the screen with one button that drills down
into a choice of Corkscrews.

Choice items are primarily used to limit the number of items on the main invoice screen and provide drill
downs for quicker, easier selection.

In the example above, the choice item is the “fake” item called Corkscrew. The items included inside of
the choice item are the “real” items, the choices that are displayed when you “sell” the choice item. In
this example, the “real” items would be; METAL CORKSCREW and WAITERS CORKSCREW.

Some retail stores may use this for a clothing menu. The person configuring the inventory would create
all their clothes as standard inventory items, and create an “H Clothes” Choice, with all clothes that start
with the letter H inside of it. Instead of scrolling through searching for Hanes, the cashier can select H and
see a drill-down with Hanes amongst a few other clothes that begin with the letter H.

When setting up a Choice Item you can include a Prompt which is the question that is asked to the server
when provided with the individual choices. For the above example, a suitable question would be “What
Style Corkscrew?”
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Your Inventory

Coupon Items

Inventory Maintenance
General Information for buy two for the price of | Pizza Setup Print Labels | Keyboard

forthis ftem

Description buy two for the price of one | i‘mu‘"‘ [ #5.00) [Tax3
mount =

#nses =]

MTax1

Click to Select Picture

Days Valid: Restrictions

| [ Does this coupon expire?

Valid Days and Times

Sunday
Monday | 12:00 AN-11:59 PM

Tuesday 1200 AM-11:59 PM
Wednestay | 1200 AM-11:59 PM Delete Time
Thursday | 12:00 AM-11:59 PM
Friday 12:00 AM-11:59 PM
Saturday | 12:00 AM-11:58 PM

Retail Discourt. Retail

Search by Item Number Profits  Profitss GrossMargin - Gross Margin
E— T
@ Zy sy
ool

Coupons are commonly used in retail stores. A
couple of examples are buying one greeting
card getting one free on Thursday and 10% off
all Magazines 3 =5 PM daily. In order to
account for the wide variety of types and
restrictions of coupons in the retail business,
the Cash Register Express inventory screen
includes an item type just for coupons.

Coupons may be configured to give either a
percent or a flat dollar amount off the Grand
Total. Redemptions of a coupon appear as a
sale of an item for a negative dollar amount. It
is a good idea to put all of your coupons in one
department for easier reporting.

Creating a coupon is easy, by following these simple steps you’ll be able to discount items with your newly

created coupons.

Manager

Options

1. Select the Manager or Options button.

2. Enter the administrator password
(default: admin) where applicable.

Inventory

Maintenar

3. Select Inventory Maintenance in the
Administrative Tab.

This will give you access to the inventory
maintenance screen.
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Your Inventory
Coupon Items
The Days Valid tab is used to set what days and time the coupon is valid. Use the Add Time and Delete

Time buttons to configure the times. You may also set the expiration date for a coupon date by checking
the Does this coupon expire? check box and filling in the expiration date.

1. Select Add Item.
2. Select Coupon.

3. Fill out the appropriate information for the

Coupon: test Coupon
NONE ¥ @R Avoue  CPecen ETR

i item
Rom Number 1.t Coupon mm, .00 g::: .
e a. Select the Department.
Days Valid Restrictions
[Dser e opon p— | b. Input an Item Number.
Vlid Deys and Times N N
c. Select the Discount Amount or Discount
etoart: Percent (make sure you choose a negative
i number).
— [EE SRzt || pantro | d. Select whether the coupon expires and if it
e 2 0 o |- o | = | does, when does it expire.

e. Set which days and times the coupon is
valid.

The Restrictions tab allows you to specify which items, departments or categories are included or
excluded in the coupon discount. Coupons can also be made exclusive of specific items; this feature is
often used to restrict a check to include only one coupon.

o B ~ @Fwamon  OPsan ETc

Rern i
+ Coupon —
At 800 7y

4. Select the Restrictions Tab.

Description

= a. Set which restrictions you want (e.g. what
A items are exempt from the coupon).

it Aneust oo # Days Bewoen oe — 5. Select Save Changes.

Clinchutie o items besides above exceptions L |Orly allow thiough banus glan [C1tow on Daposit Invoices
Eaaply only to paret femns [ Suppress Bonus Poinds of Affscted hems Claply 1o aveady dizcounted nems
C1Anply 10 items using sperial prcing I Requite Pemission

Search by ltem Number Froits 0% FebaiDizcnt 0% GrossMugn 0%

. e | e
& (R ] [0 o - o || = |
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Your Inventory
In the Restrictions Tab there are a number of options, including a minimum dollar amount, number of
days between use and other restrictions to make your coupons more customizable.
Listed below are the restrictions and their most common uses;
- Include: Will include these category/department/items for the coupon.
- Exclude: Will NOT include these category/department/items for the coupon.
- Exclusive: When adding this coupon to the exclusive list will mean it can only be used once on the
invoice.
- Minimum Amount: The minimum dollar amount the invoice has to be to trigger the coupon.
-  #Days Between Use: Days allowed between coupon use.
- Include all items besides above exceptions: Can be used to save time instead of including and
excluding, just check this and exclude what you don’t want.
- Apply only to parent items: Not valid on modifiers.
- Apply to items using special pricing: This will allow the coupons to be applied to items where
special pricing has been enabled.
- Only allow through bonus plan: Only applicable if triggered through a loyalty plan.
- Suppress Bonus Points of Affected Items: If coupon is used, you do not get loyalty plan points on
this invoice.
- Allow on Deposit Invoices: Here you can specify whether or not coupons can be applied to items
on a deposit invoice (layaway invoices for example).
- Apply to already discounted items: Whether or not it can be applied to invoices with previous line
discounts, etc.
- Require Permissions: Whether the employee needs permission to ring up the coupon.

Using the coupon
1. Ringup an invoice as normal.

2. Select the Inventory item for the coupon.
(You will notice an invoice item show up
within parenthesis denoting a negative
priced item.)

B P Y ’Wf I 3. Notice the grand total is now discounted
- the amount of the coupon.

Getting Deeper

Take some time to experiment with the different options within Inventory Maintenance for coupons.

You can limit the items the coupon is valid for (by department, individual item, or category) the times the
coupon is valid (down to the minute), and everything in between.

pcAmerica
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Your Inventory
Setting up The Recipe Feature

Retail Stores need to keep track of unit sales that make up a carton or case of the same item so that they

will be "broken open" when necessary. Common examples include packs of cigarettes or cans of beer or
soda. Cash Register Express includes a Recipe feature that simplifies this task.

This section describes how to add individual packs and cartons of cigarettes to your inventory, but the

same procedure can be applied to any item you sell as singles or in bulk of any quantity. The basic steps
are:

e Add a Carton of Cigarettes to Your Inventory.
e Add an Individual Pack of Cigarettes to Your Inventory.
[ )

Define the Recipe for a Carton of Cigarettes.

Inventory Maintenance

General Information for Brand X Pack
Dy |Cigarettes
for this tem

Iterm Number |cigs

Print Labels | Keyboard
ET Bar

aed ljTa
O7axz

charge §5.00 OTax2
#1In Stock Click to Select Picture
Optional Info | Pending Orders | Properties | Notes | Modifiers | Price Levels |

V‘ ltem Type | Seandard
‘ Cost

Description | Brand X Pack

Ordering Info | Special Pricing | Matrix | Sales History | Printers ” Recipe

An item's ingredients will be deducted from stock when it's sold
V ItemMNum Description Quantity  Yield Cost
Add Ingredient

Brand X Carton | 0.1

0.000% |$2.000

Search by Item Number

Profit®% 1500 % Retail Discount 0% Gross Margin - 60,0 %

Transfer

Look

[ Instant PO ]
up

Delete H Exit ]

‘ Previous
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Your Inventory

Setting Up The Recipe Feature

The first step is to add a carton of cigarettes as a separate item in your inventory.

From the Inventory Maintenance Screen:

1. Select [5] Administrative.

2. Select [A] Inventory Maintenance.

3. Select Add Item.
4. Select Standard Item.

on for Brand X Carton b 5. Choose a Department from the drop-down list
nﬂ"‘ =) rottes | tem Type <. ETax1 Ber X .
oy e o o] v ™ (“Cigarettes” in our example).
Descrgion | Brand X Carton e $3000] (17403
P
#1n Stack 4 e
Optional Info _ Pending Orders | Properties | Notes | Modifiers | Price Levels | 6. Enteran Item Number.
Ordering Info | Special Pricing | Matrix | Sales History | Printers | Recipe |
Optians jtomal | H 1 “ —_ ”
e ] e 7. Enter the Item Description (“Brand X — Carton
o B ) 2 in our example).
e [CIModifier ltem [ Drsable this l?m [ Feodstampable .
LEVALS,, DhmRt Ciil.. | | 8. Enterthe Item Cost (optional).
[ Check |0 #2 Balore Seling [ Allow Buyback [ Special Permission
2 Court This em [ Frint on Recsipt . . .
e b o Baier T T = T 9. Enter the Item Price (required; $50.00 in our
' R SR [ v [ reanro |
- example).
e [ | 2 (0 oo D e | | ple)

Next, you’ll enter the In Stock information for cartons of cigarettes:

Dot | Cigarettes ) RomType | Standard BTax1 OB
Htem Number | Crton Cost 2000000 (7402
Oescription | Brand X Carton :::;Iw $500| [Taxa
|- e — 1. Enter the number of “cartons” in stock in the #
Optional Info _ Pending Orders | Properties | Notes | Modifiers | Price Levels | . ,
Ordering Info | Special Pricing | Matiix | Sales History | Printers | Recipe | In Stock field. We'll use 4 for our example (4
Options | Additonal Info .
Gonn Pom o wwenies 4| 080 5408 T o s cartons constitutes 40 packs as there are 10
Commission (% of oross ot ¥ 0.0% 77,
- -1 ] packs per carton).
2 O Modifier tem [ Disable this tem [ Foodstampable
Location O Taxable bothin_out OPrompt Quantity  CJ Auto-Weigh
CICheckIDBsfore Seling  CIPromptPrice  [1Use SeriaMBaich # 2. Select Save Changes.
[ Check 1D #2 Before Seling [ Alow Buyback [ Special Permission
@ Count This kem EIPrint on Receipt
Isnunuyn-mnumhn Proft% 1500% Retad Discourt 0% Oross Margin 600 %
e (| e || o |
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Your Inventory

Setting Up The Recipe Feature

The next step is to add an individual pack of cigarettes to your inventory.

From the Manager Options window:

Administrative

Inventnry

Select [5] Administrative.

Select [A] Inventory Maintenance.

Select Add Item.
Select Standard Item.

G!ner- rnrmmlun for Brand X Pack

| HemType <¢onasr
Dearinent [ Cigarertes b ETax1 jBa"
T | Cast $2.00000] [7g0 72
Descrgian [Brand X Pack merv| $500] (17403

#In Stock L]

Optional Info _ Pending Orders | Properties | Notes | Modifiers | Price Levels |

Ordlering Info | Special Pricing | Matiix | Sales History | Printers | Recipe |

Options | Agditonal Info
EBonus Point 0 #Barcodes 0

Comenizsion % et cross o w00

Asernate SKUs

Days [y
vad
CIModifier itsm
Location [ Texable bothin_out
[ Check ID Before Selling
I Check I #2 Bsfore Seling
7 Count This ltem

"] D

[ Disable this kem [CFoodstampable
CIPromptQuantity [ Auto-Weigh
CIPrompt Price ClUss Serial\Batch #
ClAlwBuback  ClSpecial Permission
[l Print an Recsipt

5 arch by Hem Number Froft® 1500%  RelDscoud 0% Gross Mg 800%

e | oo |
IEE ﬁw g o | o |

Choose a Department from the drop-down
list (“Cigarettes” in our example).

Enter an Item Number.

Enter the Item Description (“Brand X —
Pack” in our example).

Enter the Item Cost (optional).

Enter the Item Price (required; $5.00 in our
example).

Next, you’ll enter the In Stock information for individual packs of cigarettes:

Gi ion for Brand X Pack
Degartment | Hem Type | 5anaar

Dearinent | Cigarenies

e Number | Cost

Oescrighon  Brand X Pack Price you

| charge

—
Optional Info _ Pending Ordlers | Properties | Notes | Modifiers | Price Levels J
Ordering Info | Special Pricing | Matrix | Sales History | Printers | Recipe

Bar
ATacy O
200000 (72,2

3500) [1Tax3

Options | Agditons| Info

Bonws Poinl 0| #Baroodes 0 faemats S

Commission % ot oross Prot_w [00%
Days o
Vaiid
CIModifier item
- [ Taeable bothin oot
[ Check ID Before Seling
D Check ID #2 Before Seling
[ Count This tem
:.mn by ltem Number Fros 1s0%

R e | oo |
Iﬁﬂ 20w g o | o« |

[C1Dxsable this kem [OFoodstampable
CIPrompt Quantity ] Auto-Weigh
CPrompt Price [Use SenalBatch #
0 Allow Buyback O Special Permission
[ Print on Receipt

Enter the number of “loose packs” in stock
in the # In Stock field. We’ll use 40 for our
example. (40 packs constitutes 4 cartons as
there are 10 packs per carton.)

Select Save Changes.
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Your Inventory
Setting Up The Recipe Feature

The final procedure is to create a recipe for a carton of cigarettes so the program will know when a new
carton should be opened or “broken into”:

From the Inventory Maintenance screen, with the pack of cigarettes item still displayed:

1. Select the Recipe tab.
2. Select Add Ingredient.

3. Locate the carton item you created (“Brand X —
Carton” in our example).

tion for Brand X Pack Keyboard

Print Labels

B Cigarettes ] temType Standar BTax1 [Ber
pomtonbe 1 Joo [ mowo reg . o .
s Brana X Pack ey %) Oracs 4. Double-click on it in the list or select the Select
i sck ©
—
Optional Info | Pending Orders | Properties | Notes | Modifiers | Price Levels button.

Ordering Info | Special Pricing | Matrix | Sales History | Printers || Recipe

Anitem’s il will be from stock when it's sold

5. Enter .10 when prompted for the Quantity
%4 ItemNum | Description Quantity ~ Yield  Cost . A

— Brand X Carton 0.1 0.000% $2.000 (since there are 10 packs in a carton, the
software calculates it as 1/10™ of the carton)
and select OK.

Search by ltem Number Poft% 1500%  RelaiDiscout 0% GrossMargn B00% 6

W | e | e | Enter 0 when prompted for the Yield amount
oS v |[© oo O oeee [ e | (since there is no “wasted” quantity in this

recipe) and select OK.

7. Select Save Changes.

In the Restaurant tab of the Reporting Screen, run the Ingredients — Theoretical Usage report to view a
list of all ingredients that should have been used based on the sales recorded within the selected date
range. You can compare this list to your actual ingredients to determine if anything has been stolen.

Tip: Use the Ingredients — Theoretical Usage report for last weekend to see what items you need to have
in stock this weekend. If you only sold 10 packs during Sunday, this report will help save you from
purchasing more than one extra carton for this Sunday.
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Your Inventory
Setting Up Retail Items with and Without Barcodes

Cash Register Express allows you to configure, ring up and track the sales of SKU based items with bar
codes. You can also track retail items that do not have bar codes. To do this, add a standard item to your
inventory. Scan (or type) the bar code or unique item number into the Item Number field. The main
fields on the top third of the screen should be filled in for every retail item you carry in your store.

General Information for Espresso Roast 1 1b Keyboard
Department ltem Type
far this ltem |Coffee Beans [v] O ?:)E
Itermn Mumber Cost $4.00 OTax ?
Degcription Price you .
Espresso Roast11b Shargs $8.95  [Tax 3
#1n Stock 12

Click to Select Picture

It is easy to ring up a SKU based item inside of Cash Register Express — simply scan the item at any time
during the transaction using a bar code scanner. The quantity sold will deduct from the in stock value in
the Inventory Maintenance screen.

There are a variety of useful inventory reports in the Reporting Screen to help you track your retail items.
The simple numerical and alphabetical listings will show you what is currently in stock. More advanced
reports, such as the Item Activity Report will show you what was sold and received of each item between
date ranges.

For instructions on creating new inventory items please see below:
e  http://fag.pcamerica.com/software/inventory/creating-new-inventory-items

For a screen breakdown of the inventory maintenance screen please see below:
e  http://fag.pcamerica.com/file-lockers/pdf-locker/Inventory Maintenance Screen.pdf

Cash Register Express also has a built in Purchase Orders screen (accessible from the Administrative tab
of the Setup Screen). This screen can be used to place orders for items, print purchase orders and at a
later time receive the items when they arrive at your store. You can learn how to use the Purchase
Orders feature by reading F1 Help Section or by viewing the link below:

e  http://fag.pcamerica.com/file-lockers/pdf-locker/Vendors_and_Purchase Orders.pdf
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Your Inventory

Inventory Maintenance

Kit: Combo Meal - 1

Item Number 1

Description  [Combo Meal -1
[

tems | printers

Department é
Sethislem ‘:ComboMaals v Calculated

Print Labels | Keyboard
Bar
000 O
- ahE @ Tax
OTax2
OTax3

J Override
— Price

$6.00

Click to Select Picture

Combo Pricing
price O
[ Check ID Before Selling

Search by Item Number

l Erﬁus

EFA

Proft% 0% Retail Discount 0% Gross Margin  100.0 %

i S e | o |
0 vo N v | =

Efficiency is an important part of a point of sale system with fast and easy checkout and inventory
tracking. With Kits, you can speed up the process of selling multiple items as a package deal. At the same
time, each item within the package gets accounted for in your inventory. A kit is similar to an inventory

item, where you can assign a bar code (item

number) for easy addition to the invoice. It will automatically

add all items within that kit to the invoice as well. This feature works well with gift baskets from a
department store, flower arrangements from a florist, or even a stereo system with components. The
Inventory Maintenance screen is an easy way to configure kits.

Manager

Options

Accessing Inventory Maintenance

1. Select the Manager or Options button.

2. Enter the administrator password (default:
admin) where applicable.

3. Select Administrative then, Inventory

Maintenance.

To setup a kit, a department and inventory items (the items to be a part of the kit) must already be

created.

B pcAmerica

Retail and Restaurant Solutions

Cash Register Express

Page 73



Your Inventory

Kit Maintenance
al -1
Combo Meals ~| Calcuiated §7.25000] B3Tax DB:

for
om Number || Owride $600, [Tax2
Descrption  Combo Meal -1

ikt SactPrtre

1. Select Add and then select the department which the
items are located in the Department for this Item field
(i.e. Combo Meals).

‘Search by ltem Number RetsiDucart 0% o._,..,. o%

2. Give the kit an Item Number and Description and (if
applicable) an Override Price.
3. Select a tax to be applied (if applicable) and if the kit
requires the customers ID to be checked.
4. Select Add Item and select the items that are to be a
. part of the kit (i.e. Diet Coke and French Fries).
5. Select Save and then Exit.

6. Under Combo Pricing select how to charge for the Kit:

Use Calculated Price: This option will total the prices for
the inventory added to the kit/combo. After adding the
prices together of each item that is part of the kit/combo it
will then check the tax settings for each item.
Use Override Price: This option will disregard all price and
tax settings for the items in Inventory Maintenance.
CRE/RPE only looks at the Override Price that the user sets
——— = for the Kit/combo.

Use Grid Pricing: This option will look at the specific
(2o = - | =] settings of each item in the Grid. The grid by default will
use the normal price set in inventory maintenance, but you
can edit that price in the grid.

Descrption  Combo Meal -1

ikt Sactprtre

©Use cacutedprce O Use overdsprce O Use g rcn

[ICheck 10 Before Seting
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Your Inventory
Kit Maintenance

Cash Register Express -- Station: 01 -- Cashier: 100101 -- 1/30/2009 12:06 PM

Fle Took Inyoice Help

m -
\ | 1]
Search
# Item Info Quantity | Price
123456789 @ 1 pc/$0.00
. T Hatand Shit 1 $12.00

Company Hat
Company Hat
3 Company Shirt
Company Shirt

1 KIT

1 KIT

B

| >

x - ﬁ Customer Info
4 A QUAN PRIC 101 - Cash Customer
Disc Chigl Chid FIND

EI!!II
o

QUICK FIND
F1 - Help F2 - Inventory F3 -Clock In\Out F4 - Customers F5 - Price Check F6 - Cash Sale
F7 - Check Sale F8 - CC Sale F9 - On Account F10 - Cashier Fxns F11 - Invoice Info F12 - Item Options

When the kit is scanned or selected for the invoice the items that make up the kit are automatically added
to the invoice and the number in stock for each is deducted by how many are sold.

To automatically have the items added to an invoice, (that are part of a kit) charge for the kit price the
option Auto-Kit / Auto-Combo must be checked on Invoice Settings tab of the Setup Screen.
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Your Inventory

A matrix is a way to classify an item that has different styles. Styles Matrix allows you to create a matrix
for inventory items. For example, you may have a company shirt that comes in four colors (white, blue,
black, and green) and three sizes (Small, Medium, and Large). In order to keep track of how many of each
color and size you have, you need to use a style, such as Company Shirt. Each size in each color can have
its own item number, and you can keep track of how many company shirts you have on hand.

NOTE: In order for Styles matrix to be setup a department must first be created in the Department
maintenance (i.e. Clothes) as well as a vendor in Vendor Maintenance (e.g. Company Shirt Maker).

Manager

Options

Accessing Styles Matrix

1. Select the Manager or Options button.

2. Enter the administrator password
(default: admin) where applicable.

3. Select Administrative then, Styles
Matrix.

General Information for Company Shirts -- Company Shirts
General Info _On Order Matrix\ In Stock Matrix| Sales Matrix|

Template for all of the items in this style

DEPE'\'”E"‘ICIothes vI GCost

tern

OTax 2

I $8.00 I

$15.00 |

i

Price you |
Prefix charge

Description | Company Shirts

Vendor | Gompany Shirt Maker
X'D‘”*"ﬁ‘”
YomensolColor |

OTax3
Auto-Generate ltem Numbers

Select Style
Company Shifs

Pm{a 5} l@ Help H Delete “ Cancel H

Exit

4. Select Add Style.

5. Enter a Style Name (e.g. Company
Shirts). Whatever is entered here will
be set as both the item number as well
as the description.

6. Select a Department for the items.

7. Select a Vendor for the items.

8. Enter a Cost and the Price you Charge
for these items.

9. Select the tax you would like applied to
these items.

pcAmerica
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Your Inventory

10. Select Auto-Generate Item Numbers to

have the software generate item
Auto-Generate ltem Numbers numbers based on this format “Item
Number — Size —Color” (e.g. Company
Shirts Large White).

General Information for Company Shirts -- Company Shirts

General Info| On OrderMatrix| In Stock Matrix Sales Matrix 11 GO to the In StOCk Matrix tab and SE|ECt
i Add Size and enter a size for your

matrix (e.g. Small, Med, Large).

12. Select Add Color and enter the colors
for your matrix (white, blue, black, and
green).

Note: these steps must be done for each
size and color in the matrix.

Double-Click, Space or ENTER to generate an
instant PO

Select S!yle

|[© oo W e

Select Save Changes.

General Information for Company Shirts - Company Shirts

General Info| On Order Matrix || In Stock Matrix _Sales Matrix

13. Select a cell (a color and size) then
select Instant PO and enter a number in
stock (e.g. 20.).

14. Select Ok.

15. Select Save Changes.

Note: The Instant PO process will need to be
done on each cell you would like to add
inventory to.

Double-Click, Space or ENTER to generate an
instant PO

Select Style
Compeny Shits v

pve?uus mg

+
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Your Inventory

Search Inventory

Y Ce y Shirt: ge Black
Company ShLargeBlue Company Shirts Large Blue
Company ShLargeGreen  Company Shirts Large Green
Company ShLargeWhite  Company Shirts Large White
Company ShiMedBlack Company Shirts Med Black
Company ShMedBlue Company Shirts Med Blue
Company ShiedGreen Company Shirts Med Green H
Conpan; S Copary Shits Hed s 16. Open Inventory Maintenance go to
Cornpany ShSmallBlack  Company Shirts Small Black

Cornpany ShSmallBlue Company Shirts Small Blue |00kup and SOI"t the ||St tO Only

Company ShSmallGreen  Company Shirts Small Green .
Cornpany ShSmallwhite  Company Shirts Small White d|sp|ay the (CIOthES) Department.
You will see that the items that

were created in the matrix are now
Category Departme Vendor

present in your inventory.

Enter Search Text:
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Tracking Your Employees

Employee Maintenance - Adding & Modifying Employees

Employee Maintenance

Enter the information for this item and touch 'Save' to save the employee

Department | | Card Swipe D | ]

Employee D | | Cmm | ] It’s important to track your employees and
Possrord 7 J oury Wege [s20 ‘ configure functions they have access to

Display Name [ Take CC Tips in Cash at End of St Click to Select Picture ey . .

[CIpisable this Employes [[JRecuirs Clock-In Bsfors Login [JAdministrative Card Access Wlthln your pOInt Of sale SyStem' Employees
Perni=sons [ HERNTE] TR REIER S and security, as well as job codes and other

Functionality Page1 Pege2| Page3
Ivertory | Invofea Discouns [ros ) End Tameacions s v Redemit s v | €MplOyee settings, are configured in the
Customers | Inveice Price e . .
e RV, I ‘ ‘ Employee Maintenance screen, which can
elete Items Prompt ~| Open Cash Drawer [prompt +|Vendor Frompt v
S | Vuigimeices  rm ] Selloniemany ot vJomeds rame | D€ @ccessed from the File Menu of the Login
Restaurant ” . . ..
e o e cedt e v | Screen. A full tutorial of this screen is in the
Log as Retums | Sell Gift Cards  [promgt | Charge Below [promt v - .
Floer built-in F1 help section; below are some

Exception
basic pointers to get you started.

<

Hold & Print [Pramet v|Sell Special [pramt v/
Items

Reports

Allow Exit

<

EARE] E
ARt 2

Search by Employee ID The skilty to o invoice and fine discourts
Pt Job Code ime Clock
Setup anagement
Delete Exit

=4
)
=
©
5
T

Previous

The basic steps of how to add an employee are introduced in step three in the 10 Steps to Getting
Started. Modifying an employee is just as simple; navigate to the employee you would like to modify
using the buttons in the bottom left corner of the screen, make edits to the specific employee and select
the Save Changes button to update the employee.

Swipe Cards and Security

The fastest and most secure way to log an employee into the system is to
use a POS Access Card. Alternatively an employee can use a pin number
or their username and password, which is not as secure because another
pcAmerica employee may watch the login number typed in over their shoulder.
When an employee needs to log in or clock in\out of the system or a
manager needs to provide override permission, they can simply swipe
their card which is faster, easier and more secure than a pin code or user
name. POS Access cards can be purchased directly from pcAmerica.

To assign a card, swipe the card into the Card Swipe ID field using the MSR.

NOTE: The Display Name for an employee will print on an invoice when they are the cashiers. If you
desire, fill this field in to make a more personalized receipt.
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Tracking Your Employees
Employee Security and Exceptions Tracking
Cash Register Express can be configured in a flexible fashion, allowing you to define which employees can

access which functions inside of the system. It is important to understand and properly configure the
permissions to ensure employees only have access to the appropriate functionality.

Security is a priority within Cash Register Express. The Employee
Maintenance screen has dozens of permissions which can be set
individually for each employee. Permissions can determine what
that employee is allowed to do or what they are restricted from
doing. Most of the permissions have four settings:

invoice DISCOuns | rrompt [as e  Yes allows the use of a function.
i i ez ) .
g‘::::;::"ce Mo e No restricts the selected function.
Pramiat ’ P
Delete ltems Cvertite . :’rompt asks for manager’s permission to use the selected
unction.

e Override makes the selected employee a manager for the
selected function, meaning they can access the function
and also give an employee with the Prompt setting
permission to use this function.

The Exceptions Tracking features of CRE provide a great way to identify and track suspect activity. If you
log a certain activity as an exception (ex: Cashier 01 ringing in a discount or Cashier 03 opening the cash
drawer for change), CRE will record these instances in Exceptions Logs for later viewing. Even though
many of these functions are already recorded for all employees, this will provide you with a list of
functions and employees you would like to specifically watch.

Exceptions Tracking is a great analytical tool that will provide you with specific lists of activity you define
as suspect without having to wade through pages of information. You can view the results in the
Operational Exceptions and Invoice Exceptions reports, viewable in the Sales tab of the Reporting
Screen.

Configuring Exceptions Tracking is easy; simply check the Log as Exception check
Log as box for each permission and employee combination that you wish to watch. This
Exception setting is configured individually for each employee and permission to provide
maximum flexibility.

pcAmerlca Cash Register Express

Retail and Restaurant Solutions Page 80



Tracking Your Employees
Top Five Employee Permissions and Uses

Permission Set as Reason
End Yes In order for employees to accept any type of tender and end the transaction this
Transactions should be set to yes.
No This will not allow the employee to end any transactions.
Prompt This will not allow an employee (usually a server) to end a transaction without a
(manager) override.
Override This will allow an employee (manager) to allow another employee (Server) who is
set to prompt, end a transaction.
End Cash Yes In order for the server to accept cash as a tender type this option should be set to
Transactions yes.
No This will not allow the employee to end any cash transactions.
Prompt This will not allow an employee (usually a server) to end a cash transaction
without a (manager) override.
Override This will allow an employee (manager) to allow another employee (Server) who is
set to prompt, end a cash transaction.
Invoice Yes Employees might have to be able to discount an item or the whole invoice
Discounts perhaps, a can of corn was damaged and the store discounts 10% for that.
No This option (when set to no) will not allow your employees to do discounts either
to items or invoices.
Prompt This will not allow an employee (usually a server) to do an invoice discount
without a (manager) override.
Override This will allow an employee (manager) to allow another employee (Server) who is
set to prompt, perform an invoice discount.
Delete Items Yes This will allow Employees to delete items off the invoice.
No This option (when set to no) will not allow your employees to delete items on an
invoice.
Prompt This will not allow an employee (usually a server) to delete an item off an invoice
without a (manager) override.
Override This will allow an employee (manager) to allow another employee (Server) who is
set to prompt, delete an item on an invoice.
Allow Exit Yes This will allow servers to exit from the invoice screen.
No This option (when set to no) will not allow your employees to exit from the

invoice screen.

Prompt This will not allow an employee (usually a server) to exit from the invoice screen
without a (manager) override.
Override This will allow an employee (manager) to allow another employee (Server) who is

set to prompt, exit from the invoice screen
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Tracking Your Employees
Job Codes, Time Clock, Hours & Wages
Job codes and the employee time clock are valuable features that are easy to configure and will help you
control your business.

J“"p v Keyboard Simply put, Job Codes are the different jobs that your

‘ | oo employees work inside of your business. A few examples

e | —— ‘ are cashier, janitor, manager and crew member. Job
Ereems Shift Report codes can be configured inside of the Employee
Maintenance screen (by selecting the Job Code Setup

button). You can configure an employee working a
certain job code to have access to the POS, if they handle
cash and how many shift reports to print at the end of
their shift. You can read more about these options in the
built-in F1 Help Section.

Permissions

l Add H Update H Delete ]

After creating job codes, they can be assigned to an employee using the Add button in the Job Codes &
Wages tab in Employee Maintenance. Hourly wages and overtime wages are configured in the same tab.
An employee can have more than one job code each with a different wage; when they clock in, they will
be asked which job code they are working this shift.

Enforcing employees to use either employee maintenance permissions or job code permissions is set in
the Setup Screen, under System Access.

Use Employee Permissions
o Will use the permissions set in the
employee maintenance screen.
Securty iethod Use Permissions of Current Job Code
o Will use the permissions of the job code
that the employee clocks in with.

@ Use employves permizzions
O Use permissions of current job code

O Use permissions of all job codes assigned to employes

Use Permissions of all Job Codes Assigned to
Employee
e  Will use the permissions of all the job codes
which are assigned to that employee.
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Tracking Your Employees
Job Codes, Time Clock, Hours & Wages

To track the hours worked by your employees, have them clock in by selecting the clock icon on the Login
Screen. Staff members use the same icon to end their shift and clock out. In the occasional situation an
employee forgets to clock in or clock out, the Time Clock Management screen can be used to modify
times. If you want to enforce that your employees clock-in before starting their shift, select the Require
Clock-In Before Login on the Employee Maintenance screen.

Typical steps for an employee:
1. Employees and servers clock in when they come in for the day.
2. They take orders and close out checks throughout the day.
3. Atthe end of the shift, the employee clocks out.
4. Ashift report print is printed upon clock-out which includes a cash count that shows how much
money was taken in and removed. At the bottom is an over\short amount that helps ensure that
your servers are properly reporting and turning in the money they collected throughout the day.
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Reporting

How to Use the Reporting Screen

Cash Register Express has dozens of built-in reports that help you view and analyze sales figures,
inventory and ingredients, efficiency, employee activity, customer history and a substantial amount of
additional statistics and data regarding your store operations. These reports are generated from the
reporting screen, which can be accessed from the Administrative tab of the Options Screen. There are six
categories of reports you can choose from, listed down the left side.

Category Report Date/Time Range
Reporting

Sales nvoice Totals Report Start Date Start Time

Invoice Totals by Customer 22012 [1200:00 AM|

Iventory | inyoice Totals - Daily Summary
Customer Grand Totals by Payment hMethod End Date End Time
Daily Totals Wl 43E012 (115859 PM|
Employes
Restaurant Criteria Green = ALL in list selected

Red = One or more selected

ROMAE  Setoct Cashier (NE Seloct Departmen Select Station [HBEHN Select Stors 10 | HEHH
View a detailed | 100207 ~ 01

list of all the
invaices
processed
within a given
date range

~

Select Vendor  NEHMN  select Category Select Matrix Group

Mo inventory item selected Mo customer selected Display
Erint

Ext

To run a report, first select the report you’d like to run by selecting its name in the Report list box. Each
report can be customized on the fly by selecting one or more pieces of criteria such as a date range, one
or more cashier IDs, one or more registers, etc. For example you can run the Receipt Listing report to see
a detailed sales transaction listing for cashier 01 from April 1%, 2006 through April 5%, 2006.

The built-in reports will satisfy all or most of your reporting needs. Cash Register Express includes a built-
in report writer which can be accessed by selecting the Advanced Reporting button. The report writer is
for more computer savvy users that are familiar with report builders. Training Sessions on how to use the
Advanced Reporting section can be purchased from pcAmerica.
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Reporting
Listing of the Most Useful Reports

Most store operators use less than tenth of the built-in reports. It is a good idea to select each report and
read the description of what information the report includes. Many users miss out on valuable
information simply because they haven’t taken the time to learn the figures that each report generates
and how it will benefit their business. Listed below are a few of the most useful reports.

Report Name Category ‘ Description

Invoice Totals Report Sales Summary of each invoice processed within a date range.

Invoice Totals - Daily Summary Sales Summary by day with totals, # of tickets and average dollar amount per
ticket.

Grand Totals by Payment Sales Total dollar amount collected by each payment method with the option to

Method break down by cashier.

Detailed Daily Report Sales Detailed report with payment breakdowns (receipt printer).

Detailed Department Sales Sales Breakdown of items sold by department.

General Hourly Report Sales Breakdown of income by hour within a day.

Grand Totals by Date Sales Quick figure of how much was sold in a date range.

Receipt Listing Sales Detailed summary of each check within a date range.

Shift Summary Sales Summary of each employee’s shift.

Financial Summary Sales Detailed “picture” of your business within a date range, gathering all of
your key figures in one compact report.

Invoice and Operational Sales List of functions that you have identified as suspicious with employee ID

Exceptions and manager ID. Useful to prevent theft.

List Alphabetical Inventory Summary of your in stock inventory and value.

Reorder Report Inventory Breakdown of items sold.

Top Sellers Inventory See your best selling items.

Discrepancy Report Inventory Identify what is in stock versus what should be in stock, use this to identify
theft, waste and other loss factors.

Top 10 Sellers Inventory Another report to identify the best sellers in your inventory.

Pending Orders \ Details Inventory Used for catering businesses to view future orders.

A/R Summary Customer View a list of all outstanding accounts.

Purchasers of Item Customer View all customers who purchased a specific inventory items so you may
market to them for similar new items.

Sales History Customer Detailed list of which customers ordered which inventory items.

Hours and Wages Employee List the hours and wages of your employees.

Employee Listing Employee Generate a report listing the ID and personal info of each employee.

Commissions Employee View the commissions you rewarded to your employees for recommending
and selling certain items.

Late Rentals Rentals A list of all rentals that are currently out of the store and beyond the due
date.
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Help and Technical Support
Training Sessions and Contacting Technical Support
Got a question? We're here to help.

pcAmerica offers a variety of technical services to help ease your transition, make you comfortable with
your new point of sale system and help you with any problems you may have. Contact our sales
department to purchase any of our service offerings.

Our Hourly Training service is a great way to learn your new point of sale system. A trained engineer will
spend a full hour with you on the phone (or over the internet) to walk you through some of our features
step by step. They can recommend which features you should use for YOUR business or you can tell them
what you’d like to learn. Many business owners also purchase this service after owning the system for
many months or years in order to learn new features that they haven’t used yet.

A bundled technical support and upgrades package is a must-have for your business, 24-7 - 365 support
gives you the highest level of comfort that everything is 100% at your store.  This service is purchased on
an annual basis and includes not only your technical support but also all the new versions of Cash Register
Express released in that year.

Are you too busy to input your inventory? Our engineers can do it for you with our Inventory
Programming Service. Send us a copy of your inventory and one of our engineers will input the entire
inventory into the system for you.

Department Contact Info

Sales Department 1-800-PC-AMERICA (722-6374)
Or 845-920-0800
sales@pcamerica.com
Technical Support 1-800-342-5729

845-920-0888
tech@pcamerica.com

Most questions are already answered at our FAQ website located at http://fag.pcamerica.com.

Thank you for choosing pcAmerica!
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