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User Manual

How to Get Help

Online Manuals
You are in the User Manual which contains My Pricebook How-To Guides, My Pricebook Reference, My MainOffice documentation and My Handheld
documentation. Just use the Left panel to find what you need.

There is a My Pricebook Quick Start guide for people who are brand new to My Pricebook, Click here

The online manuals have videos included - please check back often as we will update and add to these manuals.
You can always access these Manuals and Videos by clicking on the Help Button @ on any screen inside My Pricebook.

Email Us

If you can't find what you are looking for in the manual or things are not working they way it's supposed to, send us an email at support@apexbos.com.
We answer every email and will get back you as soon as we can, usually the same day.

Call Us


http://apexbos.com/onlinedocs/mypbqs/
http://apexbos.com/onlinedocs/mypbqs/
mailto:support@apexbos.com

If your problem is urgent, you can call us at 1-888-989-2739 x2. We are available from 8am to 5pm Mountain time Monday through Friday. If you do not
get an answer, please leave a message and we will get back you as soon as possible.
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My Pricebook How-To Guides
These MyPB How-To guides are designed to help you complete the most common tasks you need to get done in My Pricebook. The guides are designed
to give you quick step by step instructions to get tasks done.

If you are just starting and want to get rolling please go to the Quick Start Guide and then come back when you done.

Please note these MyPB How-To guides give you quick step by step instructions. If you want or need a deeper understanding of the section you are
looking into, you may need to consult our My Pricebook Reference Section. We are always updating our documentation and will try to provide links to the
manual page that applies to each step you are going through.

The MyPB How-To guides and the MyPB Reference Manual are always being updated, so please check back if you do not find something as it may
appear later as we add to our documentation.

How to Get Help
Online Manuals

You are in the User Manual which contains My Pricebook How-To Guides, My Pricebook Reference, My MainOffice documentation and My Handheld
documentation. Just use the Left panel to find what you need.

There is a My Pricebook Quick Start guide for people who are brand new to My Pricebook, Click here

The online manuals have videos included - please check back often as we will update and add to these manuals.
You can always access these Manuals and Videos by clicking on the Help Button @ on any screen inside My Pricebook.
Email Us

If you can't find what you are looking for in the manual or things are not working they way it's supposed to, send us an email at support@apexbos.com.
We answer every email and will get back you as soon as we can, usually the same day.

Call Us
If your problem is urgent, you can call us at 1-888-989-2739 x2. We are available from 8am to 5pm Mountain time Monday through Friday. If you do not
get an answer, please leave a message and we will get back you as soon as possible.

A
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Login
Logging into My Pricebook Video Available:

To log into My Pricebook you will need your Employee name and Password. For questions about other options
in this window please go to Login Screen in the Reference part of this manual.

y

Legin to My Pricebook @

Employee Dropdown Box c_____ Employee: Enter password:

™ [Demn User v] saes

o " Forgot password?

Password Field e'____--_ -
OK. button 0

o Employee Dropdown Box

[Demu Uszer v]

Please choose the Employee name. If this is the first time this Employee has logged in, the system will ask them to set up a new password.
Please see the New Employee First Login section.

Password Field
Enter password:

Enter your Password here

o OK button

A
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Click OK or Press Enter to continue to the Home screen of My Pricebook

A
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New Employee First Login
This window appears when you log in to My Pricebook the first time. The system wants you to setup your password and a question for password
recovery. No administrators will ever see your password.

Legin to My Pricebook

Enter Password o Enter a paseword: |

Re-enter Password e—-- — Re-enter password:

Select a question you will answer
should you forget your password:

Security Question o [ v]

Question response:

Security Question Answer e-— -
Ok/Cancel buttons e‘ —

o Enter Password
Enter a password: |

a Re-enter Password
Re-enter password:

o Security Question
Select a question you will answer
should you forget your password:

[ )

Select a Security Question from the drop down box. This will help you recover your Password if you forget it.

A
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o Security Question Answer

Question response:

Please enter an answer to the Security Question you selected.

o Ok/Cancel buttons

When complete select OK.
If you click Cancel, the following window appears:

- =

Confirm @

If you Click Yes My Pricebook will quit. If you Click No you will be sent back to entering a Password in Step 1.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 10 ’*'-‘i‘
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Home

Welcome to the Home screen. You will access all features from this screen. Please note that Video Available
your Home screen may look different depending on your version. We will note the differences
throughout the manual.

Home Settings o i
Main Menu
Main Menu
My Actions Notes
. _-_-_-_._-_-___________.—-—-— -
My Actions °’ oo @ =
To maintain your store’s

Pricebook

perwork:

Reminders area °’

To balance your POS Sales
and Cash Drawer:

Description

= Sales Reports -

F________________._---— - Ttems by Dept
Reports area °’ - Top Sellers

Fuel Summary
Dept and Item Sales Comparison
[z Shift Balance Summaries.
- Dept and Tender Summary
- Storewide and Dept Metrics
= - Purdhase Reports
Invoeces Detail
Invoaces Summary
Payouts
Fuel Delveries
- Buyback Recondliation
= - Movement Reports s

ADEXBDS com Reports colored blue aré only available for locations completing daily paperwork

mn

o Main Menu

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 1" A
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S

g ' Welcome Demo User ~ -0 x
" [Home | Pricebook  Dally Activities  Shift Paperwork  Settings o @
Main Menu

Clicking on these tabs is how you can enter each area

e My Actions

My Actions
To maintain your store's @:I.IL
Pricebook:

Pricebook

To enter Invoices, maintain
Inventory and complete
Sales paperwork: Daily Activities

To balance your POS Sales ==
and Cash Drawer:

Shift Paperwork

ApexBOS.com

Clicking these buttons will get you each area, same as the tabs.

Reminders area

Reminders Notes
Description When Repeat Done - || t=st
|
» test 12/30/99 (&

Current | All
-

You can add reminders to yourself and they will stay until you mark them Done

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739
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o Reports area

Reports Description
[=)-- Sales Reparts »

Items by Dept

Top Sellers

Fuel Summary

Dept and Item Sales Comparison
[=)-- Shift Balance Summaries

Dept and Tender Summary

Storewide and Dept Metrics
[=)- Purchase Reparts

Invoices Detail

Invoices Summary

Payouts

Fuel Deliveries

Buyback Recondliation
[=)--Movement Reports
Repoerts colored blue are only available for locations completing daity paperwork

You can print reports from this area by clicking on the Report names. After clicking on the report name, a window will appear giving you options

for the report. After clicking the 'Run Report', please see the Print Report Preview section for instructions. Reports in Blue are only available to
systems using the Daily Activities function.

m
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Update My Pricebook

It is always good to be on the latest version of My Pricebook. You will have the latest fixes and features. Here is how you update My Pricebook.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 14 !A:!:sgmc&
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Click Apex Logo Menu

About
Click Check for Updates ~ CheckforUpdates

Backup Data

Import Sales

Tech Utils ]

Exit MyPricebook Reminders

‘ Description When Repeat
E Plara Nrdar 11/272/13
Click Check for Updates Button
If there is a newer version it will be installed.
MyPricebook will close and restart, Proceed?
Click Yes B
Once the update installs, then My Pricebook will restart and you will need to login again.
My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 15
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o Click Apex Logo Menu
Click on the Logo to open the Apex Logo Menu

a Click Check for Updates
Check for Updates

Click on Check for Update menu item.

o Click Check for Updates Button

Ched: for Updates

The Updates window opens, click on Check for Updates button

o Click Yes

The Confirm window opens, click the Yes Button

A
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Pricebook

In the Pricebook you will add items, change items, manage prices and upload to your register.

Menu Tabs o

Tool Bar q

UPC ltem Inspectore

UPC Item Grid q

‘\"-IWeIcome Demo User » ) -8B x
Home Pricebook | Daily Activities  Shift Paperwork  Settings & @
& W 4| b B 8| = T & & ¥ . e T
NEW Filter | §Changer Promotions = Advanced Upl;agcl)t:ms Reports Hand Pricebook
Search: ) Expand
| Jtem Detals | prices | Modifiers | Sales | Purchases | 88 +/- urc -1 Dept ~ Description ~ Price = Price Date Cost ~ Margin~ Cotegory _ -
uPC 00000000010 Major .| Minne 8
Description e P | [] 00000000010 |33 20 0Z COKE 40.68 0/50da
Department = [ oooooooooi4 33 RC 12 PK £1.98 0
e TeE 7] 00000000015 |10 SLUSH/CRUS 51,19 0
Price Date [ ooooooooois 33 GADE DISCO £0.78 0
TtemSize (modifier) |0 [ 00000000017 |33 2-12PK 51,00 0
MFG [ ooooooooois 33 20 OZ PEPS £4.00 0
Carton UPC 7] ooooooooois |33 2-200ZPEPS 50.78 0
Carton Quantity [ ooooooooozo 33 3PK MARL £0.15 0
Quantity On Hand [ 00000000021 |10 ICE CREAM CONE 51,79 ]
| Major Category Soda [ 00000000022 10 ICE CREAM CUP 51,89 0
Minor Category— 7] oooooooonz3 |02 24PK WATER 55,99 0
Sellable ] oooooooooz4 33 2-2 ITER PEPSI €0.68 0
Package UPC 000400 (1] [C] 00000000025 |33 2/20 OZ COKE 50,43 0
:}r:::ng ; [ ooooooonozs 33 2/2 1602 AMP 0.9 0
7] oo000000027 |33 2/3.00 32GATCRAD 50.98 0
] [ ooooooooozs 33 AMPS2/3,00 £0.98 0
/ 7] ooooooooozs |33 2 FOR $4. 50.58 0
[ 00000000030 33 2/3.00COKE 50,98 0
~ElRegister Info i [] |ooooooooozi (33 2{2.50 POWERADE 40,28 0
e ienilenk is 4 [ ooooooooo32 33 2007DR PEFPER £0.50 0
== g 7] ooooooooo40 |33 2 2LITER COKE 50.99 0
Product Code 7
e . [T oo000000O4 33 DORITO 2/5.00 £3.58 0
— — [C] ooooooooo42 |33 1,33 POWERADE 50.19 0
el = [ oooooOOOO43 33 3207 GAT 2/3.00 £0.98 0
= = 8 7] ooooooo0O44 |33 200Z GAT 2/2.00 50.78 0
— [7] ooooooooo4s 33 2/2.00 1607 PEPS $0.33 0
[ oooooooo1ol o4 LP BUY 49,05 0 i
Changed Info <o s
Mum | | #of Items: 5114 # Selected: 1

o Menu Tabs

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739
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g .“"1We|come Deme User - )

Home Pricebook |Dailynctiviti6 Shift Paperwork  Settings o @

Clicking on these tabs is how you enter and the leave the Pricebook for other functions

Tool Bar
) v
# | wfijrommwl[= | & & =l # cie
NEW Filter | §Changer Promotions = Advanced "mms Repor&s" " | Hand Held Pricsbook
Search: m) Expand

All the tools/buttons you will use to add and modify your items.

o UPC Item Inspector
Item Details |Pr\cas | Modifiers ISa\es IPur:hases|

UPC 00000000010
Description 20 OZ COKE
Department 33

Price $0.68

Price Date
TtemsSize (modifier) 0
MFG

Carton UPC
Carton Quantity
Quantity On Hand
Major Category Soda
Minor Category

Package UPC 0000100
[+ History
[+ Ordering

= i Info -
Register Dept
Fee
Product Code
Sell Unit
Tax 1
Tax 2
Tax 3

Mark as SetPOS
Changed Info

When you select an item in the grid, all information about that item is displayed and is editable in this inspector.

o UPC Item Grid

)
o

===
EE|E
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ﬁ +{-|UPC ~f Dept  + |Description ~ Price « Price Date Cost - Margin ~ Lategory |~
Major ~ Minor| ||
» | [ |oooooooooin (33 20 0Z COKE $0.68 0/50da

] oooooooooi4 33 RC 12PK £1.88 [
[C] |ooooooooois 10 SLUSH/CRUS s1.19 ]
["] ooooooooois 33 GADE DISCO £0.78 [
[C] |ooooooooi7 33 2-12PK $1.00 o
["] ooooooooois 33 20 07 PEPS £4.00 [
[] |ooooooooois 33 2-200ZPEPS $0.78 [
] oooooooooz0 33 3PK MARL £0.15 [}
[C] |oooooooo21 10 ICE CREAM CONE $1.73 o
[7] ooooooooozz 10 ICE CREAM CUP $1.89 [
[7] |ooooooooozs 02 29PK WATER §5.99 [
] oDoooooooo24 33 2-2LITER PEPSI £0.68 [
[C] |ooooooooozs 33 2/20 07 COKE $0.48 [
["] ooooooooozs 33 2/2 1507 AMP $0.98 [
[C] |boooooooo27 33 2/3.00 32GATORAD $0.98 o
] Doooooooo2s 33 AMPS2/3,00 £0.88 [
[[] |ooooooooozs 33 2FOR §4. $0.58 [
] ooooooooo3n 33 2/3.00COKE $0.98 [}
[C] |oooooooo31 33 2/2.50 POWERADE $0.23 o
["] ooooooooosz 33 200ZDR PEPPER $0.50 [
[[] |ooooooooo<n 33 2 2LITER COKE $0.99 [
] DoooooDOO41 33 DORITO 2/5.00 $3.58 [
[C] |ooooooooo<z 33 1,33 POWERADE $0.13 o
["] ooooooooo4s 33 3207 GAT 2/3.00 $0.98 [
[[] |oopoooooo<4 33 2007 GAT 2(2.00 $0.78 o
] Doooooooods 33 2/2.00 1607 PEPS £0.38 [

[[] |ooooooooior o4 LP BUY $49.95 [ -

List of all your items in the store.
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Add an item

Follow the steps to enter an item. Repeat the steps to enter multiple items. Go to Upload to Register when Watch Video
finished.
Mew Button [ D: cf ;  Shift Paperwork  Settings & ®,
| .
% Bk = T O 7 ¥ e o ¥ Close
NEW £ '§ Changer Hand Held
e A
UPC number tem Details | Prices | Modifiers | Sales,/| Purchases | [>>>] .. +/- |uPC +f Dept = Description - Price ~ Price Date Cost ~ Margin~ IMajor CB:EQ';:I);r
L // = .
7  [] ooooooooown 33 20 O COKE . 68 0 Soda
7 | 00000000014 |33 RC 12PK 51,98 0
Item Descrition I 00000000015 10 SLUSH/CRUS . sL1 o
 (miodifier)/ |0 00000000016 |33 GADE DISCO $0.78 0
00000000017 33 2125  sL00 0
| 00000000018 |33 20 OZ PEPS $4,00 0
| 00000000018 33 2-200ZPEPS . w0 0
| 00000000020 |33 3PK MARL £0,15 0
Department 00000000021 10 'ICE CREAM CONE . sm 0
| 00000000022 |10 ICE CREAM CLP $1.89 0
5] 00000000023 02 24PK WATER 599 0
Pri . [] oooooooooz4 (33 2-2LITER PEPS] £0.58 0 3
e - History_ " [] ooooooooozs 33 2/20 0Z COKE a4 0
| [[] 00000000026 33 2/2 1602 AMP $0,98 0
_ | ] ooo0oooo0z7 33 2/3.00 32GATORAD  s08 )
Categories | [[] ooooooooozs (33 AMPS2/3.00 $0.98 0
] ooooooooozs 33 2FOR §4, . .58 0
Noton(EOS 2 | [7] 00000000030 33 2/3.00COKE $0.98 0
| ] 00000000031 33 2/2.50 POWERADE . axs o
. [] |ooonooooosz (33 200Z0R PEPFER. £0,50 0
Save item 7] 00000000040 33 2 2LITER COKE @ 0
| 00000000041 |33 DORITO 2/5.00 $3.58 0
00000000042 33 1.39 POWERADE 0,19 0
- | 00000000043 |33 3207 GAT 2/3.00 £0,98 0
" [] 00000000044 33 2007 GAT 2/2.00 s 0
00000000045 |33 2/2,00 1602 PEPS $0.38 0 -
+ [ +
| =ofItems: 5114 # Selected: 0
o New Button
.
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L

MEW

Click New Button

e UPC number
UPC |

Enter the items UPC number. Please enter the UPC from the item. My Pricebook will convert the UPC code to the UPCA format automatically.
Please see UPC Codes Explained

Item Descrition

Description |

Enter Description. You have 25 characters. Be as descriptive as possible

Department
Department |

Enter the department that this item belongs to

° Price
Price

Enter Sell Price

Categories

Major Category
Minor Category

Adding Categories is optional but we highly recommend setting Categories up. They will make your price changes much easier and save huge
amounts of time. Click here for help with Categories.

o Save item
|
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After all information for this item is entered - Click save. To enter the next item start back at Step1 - Click New button. When you are done go to
Upload to Register
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UPC Codes Explained
There are 2 types of UPC codes you will see most often UPC-A and UPC-E:

UPC-A barcode is divided into four areas:
1) The number system,
2) The manufacturer code,
3) the product code, and
4) the check digit.
Normally the number system digit is printed just to the left of the barcode, the check digit just to the right of the barcode, and the manufacturer and
product codes are printed just below the barcode. See Below

“ “ 5
|

/D I'TEE'?B I16‘112I
Number Mfg Product Check
System Code Code Digit

UPC-E barcodes were created to allow the use of UPC barcodes on smaller packages where a full 12-digit barcode may not fit, a 'zero-suppressed'
version of UPC was developed called UPC-E, in which the number system digit and all trailing zeros in the manufacturer code and all leading zeros in the
product code are suppressed (omitted).

My Pricebook stores all UPC codes as UPC-A codes. If you enter a UPC-E code, My Pricebook will automatically covert that to UPC-A code:

If you enter :0781140
My Pricebook will convert that to: 07800000114

When entering UPC codes, please enter the beginning digit and all digits except the very end digit. If you look at the diagram above you will always enter

Number System digit and the middle digits. You almost never use the Check Digit however, depending how your register is set up, you may need to enter
it..
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ﬁ \IWelcume De

UPC Codes o\

mo User = )

Home

MEW
Search:

My Pricebook User Manual

% =

mip Expand

T O

Filter = 5 Changer

Pricebook |I}aily Activities  Shift Paperwork Sei

-l-\l««»»||aﬁ

IEE‘_F“_DEE‘]E._LEH::ES | Modifiers |Sales | Pur::hases| [z

W /- urc =il

UPC ~— |po000000010
Description = b | 0O00OOCOOID 3
Department 33 [ | oooooooooid 3
Price $0.68 [C] ooooooooO1S (1
Price Date [7] ooooooooois 3
ItemSize (modifier) |0 [ |oooooooool7 |3
MFG [ ooooooooois 3
Carton UPC [ |oooooooools |3
Carton Quantity [] ooooooOODOZO 3
Quantity On Hand [ |poooooooozi |1
s 1000000000221

o UPC Codes
00000000010 |

e

L T

I"II'\ Ll e | P =i
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Categories

Categories are great way to group and sort your items. Categories can also be known as sub-departments. If you
spend some time setting up and assigning categories it will make group price changes much easier.

The Pricebook has 2 Categories you can assign to every Item, a Major Category and a Minor Category. Using
Categories

For example you may want an easy way to find all your cigarette cartons. The way to do this would be to create a Major
Category called 'carton’ and assign that Major category to all the cartons in the Item list, then you can find all your
cartons by setting Filter on the Major category carton. This may cause a problem when you want to just change the
price on just one vendor's cartons and not the rest. You have a couple of options. You could create major Categories
for each vendor like VenderAcart, VenderBcart etc. Or, you could create a Major Category of carton and create Minor
Categories for each vendor.

The good news is you can choose existing categories or add categories as you add or change items:
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Choose Category 0
| |

Or, Create New Category e

; \\Weicome Demo User = )
a N
Home Pricebook | Daily Activities  Shift Paperwork  Settings
-I-‘_F*Eiﬂ]lb}}l‘mt‘- Y o &
MNEW Filter =~ S Changer Promaotions
Search: 73 iy Expand
Item Details |Prices IModiﬁers I Sales I Purchases| ﬁ +/- |UPC ~t Dept ~ Des
uPC 7300000114
Description Ginger Aie Canada Dry 12oz D 76244681003 |08 REDN
Department = [7] 78244681005 08 RM L
Price .48 [ 76244682000 0B REDN
Price Date [7] 78244582001 08 RMAI
“Itemsize (modifier) |0 [ 76244682003 08 REDN
MEG [ 78244582005 08 RM F
Carton UPC [T 7a244682100 03 REDN
Carton Quantity [] 7a244683000 03 REDN
Quantity On Hand - [ 76244683001 08 RMA)
Major Category Soda b [ 7e244583002 08 REDI
Minor Category SANTAFE PE WAFE PK =002 08 RM L
sellable Soda Soda 2005 08 AM L
Package UPC SONOMA CT 1014 |03 GOME
[+ History Sonoma pk SOMNOMA PK = :
Sonicriog SONOMAPK | Ji1s 33 Ginge
Specblend marl spedalblend marlborao pk 0240 02 PEPP
USACT 1211 03 JALA
USA PK - (7100 03 ZIGZ
' [ 78533172245 03 BACG
“IRegister Info - O] 7615220043 02 SMAF
;;Em’ Depk 33 [ [[] 79255410116 03 BRUS
Product Code |7 [l rorsetiom 68 ot
Sell Unit i
Tax 1 — [] 7a25541020% 0% coMm
Tax 2 = [7] 79255410304 03 BOBE
Tax 3 = o [7] 7a255410400 03 MAIL
[7] 79255410402 09 TOEN
Mark as Set POS ] [l 72255410404 09 TWE
Changed Info p |—|
Cap Murm | | # of Items: 5115 # Selected: 0
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Choose Category

Major Category [odal Sl || 75244683002
Minor Category SAMTAFE PR SAMTAFE PK = |3003
sellable Soda Soda 2005
Package UPC SOMOMA CT 1014
[+ History Sonoma pk SOMNCMA PK Milis
Flordering SONOMAPK —
Spechlend marl specialblend marlbaro pk 0240
USACT 1211
USA PK T (7100

Or, Create New Category
Step 1: Type in the new Category description and press enter:

02820019520 |07 MARL BLAC 5P CT £38.40

02820000953 07 MARL BLAC 100  PK £3,84 Specblend marl

02820013530 07 MARL BOYX 100 CT £46.,90

02820013760 07 MARL CT §46.,30 MARCT] -

02820031851 07 MARL EIGHTY THREE CT | £46.90 |kool pk KOOL P -
02820031852 0OF MARL EIGHTYTHREE FK. §4.69 |LBMCT

02820000378 07 MARL GOLD $4,69 |LEMPK

Confirm you are creating a new Category by clicking Yes:

-

Category: MARCT is not on File,
Would you like to add it now?

Step 3: Enter a Description for the Category and save by clicking OK:

Mew Category =

Enter a Description:
Marlboro Cartong|

| ok || cancel |

A
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Step 4: The new Category is added to the item:

|| UZBUUUSS3  Uf MAHL BLAL 100 PK £3.84 Specblend marl
[ |o2820013630 MARL BOX 100 CT $4E 90
[ 02520013760 MAF'J_ cT | $4630MARCT || 521014 |

D 02820031851 07 MARL EIGHTY THREE €T $45 90 5;21,{2014

_ o _________ _________ __ n o _

You are ready to add the new Category to more Items.
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Change Price
How to change a price Watch Video

g ‘\"IIWelcome Demo User ~ ) -0x
A Lt A
Home Pricebook | Daily Activities  Shift Paperwork  Settings & @
Find ltem o % M. 4 > M B 8| = T & & e Close
TT—MEW i Filter = % Changer Promotions Advanced = to POS Reports Pricebook
T —Search: - mi Expand 1=
Eaxicy ) —
.--""'#H
i B e =] - " Catego -~
Change Price e Item Details | prices |_Modrﬁers | sales I-PuLd_'las_es| [ ﬁ +/- UPC ~1 Dept _=—B@scription « |Price « Major Ell\.qi?or Price Date Cost +
— e - -
—||_ upc 00000000010
orion o = | O] ooowsa 20 0Z COKE £0,67 Coke 200z
Department= = ’__Q-"U'D'DDDDDDDM 33 RC 12 PK $1.98
= Prce ~—e0.67 - ["] ooo00000015 10 SLUSH/CRUS £1.19
Click Save Button “ | " Price Date — [7] ooooooooois (33 GADE DISCO $0.78
TtemSize (modifier) |0 _— [7] oooooooooi7 33 2-12PK £1.00
MFG — [7] ooooooooois (33 20 0Z PEPS $4.00
Carton UPE— [7] ooooooooois 33 2-2007FEPS £0.78
|| _—€arton Quantity [7] ooooooooozo (33 3PK MARL §0.15
Click Upload Button o Quantity On Hand "] ocoooooooozi 10 ICE CREAM CONE $1.79
Major Category Coke [7] ooooooooozz (10 ICE CREAM CLP $1.59
Minor Category 20 0z [7] ooooooooozz 02 24PK VUATER $5.99
Sellable [7] looooooooozd (33 2-2LITER PEPSI $0.68
Package UPC 0000100 [ ooooooooozs 33 2{20 OZ COKE 0,48 K
“:t:'_" [[] |ooooooooozs |33 212 1607 AMP 50,08
=
L= ] [] ooooooooo27 33 2{3.00 32GATORAD 40,98
[7] oooooooo0zs (33 AMPS2/3.00 $0.98
'_| ﬂﬂﬂﬂﬂﬂﬂﬂﬂ'm 33 2 EOD “ £ G
Find ltem
P [ | 0O000OOOD1D 33 20 OF COKE £0.67

Click on the Item in the grid so the information for that item displays in the ltem Inspector.
If you are having trouble finding the item you need to change, please see the section about Searching for Items. If you still cannot find the item make

FILTERED
sure all filters are off - you should NOT see this on the bottom of your window. To clear this please see Filtering Items

° Change Price
Price |s0.67

Type in the new price for the Item
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o Click Save Button
-

Click the save button. This saves the new price to My Pricebook and marks this item to be uploaded to the register. At this point the register
does not yet have the new price.

o Click Upload Button
&

Upload Items
to POS

Click Upload to get the price change to the register. See Upload to Register for next steps.
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Searching, Sorting and Filtering
When looking for an Item in the Pricebook, you can scroll up and down, but there are tools to help you quickly find the Iltem you are looking for. In this
section we will show you how to search, sort and filter your items. These functions will help speed up your work and make price changes much easier.

g \\"||We|come Demo User » ) -gx
et sl
Home Pricebook | Daily Activities  Shift Paperwork Settings @ g
KAl M B 8| = T O & ; A Close
MNEW Filter | §Changer Promotions Advanced e to POS Pricebook
. —Search: ) Expand | —
Search Box °—'—__— —
i : i = = A i . . Catego -
Item Details |Pr|ces | Modifiers I Sales | Purch_a;;; E +/- |UPC ~1 Dept  ~ Description - |Price v Price Date Cost - Margin ~ Major El'l\ﬂi?ror |
— - -
UPC _ |onooogoses———— ] 1
Grid Sorting e e — or57 core » | [] 00000000D1D 33 20 OF COKE $0.68 0 Soda
Department = [ 0000D00DO14 33 RC 12PK $1.98 0
Price— 30.68 [[] 00000000015 |10 SLUSH/CRUS 51,19 0
|| =Price Date [ 00000000016 33 GADE DISCO 50,78 0
Filtering e TtemsSize (modifier) |0 [7] 'oooooooooiF (33 2-12PK $1.00 i}
MFG ["] o0000000001E 33 20 OZ PEPS $4.00 0
Carton UPC [7] looooooooois |33 2-200ZPEPS 50,78 0
Carton Quantity ["] ooooooooozo 33 3PK MARL £0.15 0
Quantity On Hand [[] 00000000021 |10 ICE CREAM CONE §1.79 0
Major Category Soda [ 00000000022 10 ICE CREAM CUP $1.89 0
Minor Category [] |ooooooooo23 |02 24PK WATER £5.95 1]
Sellable [[] 00000000024 33 2-2LTTER PEPSL $0.68 0
Package UPC 0000100 [C] |oo000000025 |33 2/20 OZ COKE £0,43 0
“:t:’_" [] oooooooonzs 33 2/2 160Z AMP 0.9 o
=
Oreera [7] loooooooooz7 |33 2/3.00 32GATORAD 50.98 0
[ 0000000002E 33 AMPS2/3.00 $0.98 0
[[] 00000000023 |33 2 FOR 4. 50.58 0
- ["] ooooooooo3n 33 2/3.00COKE 50,98 0
Bl tie i - [] 00000000031 |33 2/2.50 POWERADE 50,28 0
E::'Ste’ L ;3 [ [] ooooooooos2 33 200ZDR. PEPPER: $0.50 0
[] 00000000040 |33 2 2LITER COKE 50,99 0
Product Code 7
— - ["] ooooooooo4t 33 DORITO 2/5.00 £3.58 0
— — [[] 0o0oo00O042 |33 1,39 POWERADE 50,18 0
— = [ 00000000043 33 3207 GAT 2/3.00 $0.98 0
= = I8 [[] 00000000044 |33 2002 GAT 2/2.00 50.78 0
[ 00000000045 33 2/2.00 1602 PEPS 50,38 0
Set POS [ |ooooo000101 |04 LP BUY $49.95 0 i
Changed Info —
4 3
Mum | | #of Items: 5114 # Selected: 1

o Search Box
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Search:

The Search box will search the grid for what you type into the box. This box only searches the column in the grid that displays the Directional
TT |
arrow next to the Drop Down Menu arrow like this: For more on Sorting see the section on Searching.

e Grid Sorting

Catego
ﬁ + /- |UPC ~T Dept ~ Description * Price - Price Date Cost - Margin - gory

Major * Minor

TT |
The grid is sorted by the column that has the arrow next to the arrow . In the example here, the UPC column has up arrow so the data in the
grid is the order of UPC code from smallest to largest. We know it is in smallest to largest because the arrow is pointing up. For more on Sorting
see the section on Sorting.

o Filtering
A

Filter

You can filter the grid to contain only items that match what you set up in the filter. See Filtering for a how-to on the Filter tool.
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Sorting the Grid
Sorting the grid rearranges the items and puts them in the order of the column you select. When you start My Pricebook Watch Video
the grid is always Sorted by the UPC code. The grid is always going from smallest to largest UPC number. This means
the UPC numbers starting with O will be at the top and the ones starting with 9 will be towards the bottom. If you are
Sorting a column that has letters in the data, then the system considers that A is smaller than Z and puts the column in
alphabetical order. If you are Sorting a column with numbers and letters the systems puts the numbers before the letters
so 0 will come before A. Please note that when you exit My Pricebook your sort is not saved.

This example will show you the basics of sorting. In this example we will select the Description column to Sort.

s
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| Welcome Demo User = |
ZaneN
Select Sort column °_ Home Pricebook Daily Activities  Shift Paperwork  Settings
N

|| M T M| % = T & & ]
NEW = e Fiter  'SChanger Promotions ~  Advanced o Reports
Search: — | o
———
3 Catego
tem Detalls |prices | Modifiers [ Sales | Purchases| &/ uec ~1 Dept  ~ |Description —— ~ Price = gory
Major v Minor
UPC 00000000010
— DI » [ ooooooooo1o (33 20 07 COKE $0.67 Coke 200z
00000000014 33 RC 12PK 1.98
|33
= 5T67) [C] 00000000015 |10 SLUSH/CRUS $1.19
Price Date [] ooooooooois 33 GADE DISCO £0.78
Major Category [coke [C] oooooooo017 (33 2-12PK $1.00
Minor Category |z0z ) ooooooooois 33 2002 PEPS £4.00
| Welcome Demo User = |
/.:é. 2E
Select Sort Type Home Pricebook | Daily Activities  Shift Paperwork  Settings
T—
PR = S Y L T - T =T | e A )
NEW —l Filter  'SChanger Promotions ~  Advanced it Reports
Search: Expand._.
= -‘-\_‘_
Item Detais | prices | Modifiers | sales | Purchases | 8- e 1 Dept —{Descuipti + Price - Cateqory;
- Major ~ Minor
uPC 00000000010
— O OZEORE » [ Jooooooooo1o 33 20 0Z COKE T—  Sort Smallest to Lergest z
|33 L ronniie g3 RC 12AK Sort Largest to Smallest
— e [] 00000000015 10 SLUSHJCRUS
Price Date [C) ooooooooots 33 GADE DISCO Clear Filter
Ttemsize (modifier) |0 [*] 00000000017 |33 2-12PK Tert Fiters )
MFG [ ooooooooots 33 2002PEPS
Carton UPC [C] ooooooooo1s 33 2-300ZPEPS Group By Description
Carton Quantity [] oooooooooz0 33 3PKMARL
Quantity On Hand [C] oooooooooz: 10 ICE CREAM CONE Columns 4
Major Category Coke ] 10 ICE CREAM CUP .
Minor Category 200z [] ooooooooo23 02 24PK WATER $5.93
Sellable ] [ R ~ ~7ren nener #nco
o | Welcome Demo User - |
PaEXN
Home Pricebook Daily Activities  Shift Paperwork  Settings
b M| A b E‘ z‘ = hd S S . UD\oal:‘]tcms iad
NEW Filter | 'S Changer | Promotions ~  Advanced s Reports.
Search: ) Expand
Grid Re-Sorts —
i 5 N e e — Categof
Ttem Detals | Prices | Modifiers | Sales | Purchases| & -/ - |uec ~ Dept ~ Description 1 Price ~ dory
Major ~ Minor
uPC 00000000010
— OTETE P | [ |oooooooooio |33 20 OZ COKE $0.67 Coke 200z
= [7] ooooooooois 33 2002 PEPS $4.00
Price w087 [ lo4770870675 |03 2018 LINE $2.99
Price Date [[] 01200071288 10 2002 FOUNT .88
TtemSize (modifier) |0 [7] |00000000044 |33 2002 GAT 2/2.00 $0.78
MFG [[] 01200039175 02 2002 PEPX $1.38 P20
| Welcome Demo User = |
Home Pricebook Daily Activities  Shift Paperwork  Settings
# KA B B # = T B | 9 [ 2 & | &
MEW Filter 'S Changer Promotions ~  Advanced et Reports Hand Held
Search: 2t {m Expand
Catego
Ttem Detais |Prices | Madifiers | Sales | Purchases | &/ e ~ Dept ~ Description +t Price = dory
Major ~ Minar
UPC |04s00005012
Description 2LTTER C FREE COKE o 3 2002 GAT 2/2.00 0.7
4‘027 [ 01200039175 02 2002 PEF X $1.39 P20
— e B 2 |33 2007DR PEPPER $0.50
Price Date ] o1zooooizs 02 20PEPST $1.39 p20
TtemSize (modifier) |0 [[] 0683400012 06 20W-50 $3.39
MFG [] 07185400200 02 207 AQUALT .79
Carton UPC [[] 04158414038 03 202 CUPS §3.39
Carton Quantity £ 02 249K WATER $5.99
Quantity On Hand [[] 01200050404 02 24PIWATER $4.99
Major Category car [] 07081000116 02 2ABC 5.39
Minor Category [7] 07081000117 03 2ABC MILK1 $3.15
Rt ] 74508103848 09 2CYCLE160Z $4.89
Package UPC 04900005012 [[] 04454950810 09 2GALBOZIUG $6.55
IS » [ 0400005012 02 2LITER C FREE COKE $1.99 caT
[[] o<s00005014 02 2TTER COKE ZERO §1.99 CAT
= = Py it

My Pricebook User Manual

Now you can Search this column using the Search box.
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o Select Sort column

Description * f

Click on the Drop Down arrow in the column you want to sort. In our example we selected the arrow next to Description.

° Select Sort Type

Sort Smallest to Largest f

After you click you will get a drop down menu of options. Click on Sort Smallest to Largest.

o Grid Re-Sorts

Description ~T F

vT |
The grid will now re-sort the items and put the Direction Arrow next to the Drop Down Arrow which means the grid is sorted by this column. If
you choose 'Sort Largest to Smallest' the Direction Arrow would point down.
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Searching the Grid
To Search the grid please follow this example. It will show you the basics for using the search tool. Watch Video
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Check the sort column o______

Grid will locate a

Inspector Fills in °’"

-~
'-IWeIcome Demo User - J

My Pricebook User Manual

Home Pricebook | Daily Activities  Shift Paperwork  Settings

| R4l b M B S| = FT & & _.
MEW 1_"-—~-.____ Filter S Changer | Promotions Advanced
Search: T dm Expand
-—-_____\_‘H__
Item Detais | prices | Modifiers | Sales | purchases | ﬁ +/- UF;(-:__-__-_"VT Dept ~ Description
UPC 00000000010
Description XRTIETE »  [7] oooooooooio 33 20 OZ COKE
Department = ["] ooooooooois 33 RC 12PK
Price a7 [7] 'ooooooooois 10 SLUSH/CRUS
Price Date [7] ooooooooois 33 GADE DISCO
TtemSize (modifier) |0 [ oooooooooi7 33 2-12PK
MFG [ ooooooooois 33 20 OZ PEPS
Carton UPC [ ooooooooois 33 2-200ZFEPS
Carton Quantity [7] ooooooooozo 33 3PK MARL
Quantity On Hand [T |oooooooooz1 10 ICE CREAM CONE
fli \"'-IWeIcome Demo User = _)
Ao Ty
Home Pricebook | Daily Activities  Shift Paperwork  Settings
Start Typing em % M4 > B B ® = T O & _.
NHEW-____ Filter = S Changer Promotions Advanced
'M]EHBI fmd Expand
[tem Details |Prices | Madifiers I Sales I Purchases| ﬁ +/- |UPC +1Dept  + Description
UPC 81133701027
Description FRUITCRISP APPLES [] 75788456018 |03 PC CINM RO
Department e [7] 7a783459518 03 CHERRY CHE
Price R [[] |7a783459618 |03 ALMOND BEA
Price Date [ 7a788477000 03 PCCCHUNCKC
ItemSize (modifier) |0 [ |7a783477100 |03 PC OATMEAL
_MFG [ 79788477618 03 SNICKERDOO
Carten UPC [[] 79884625171 |10 SLUSH CUP
Carton Quantity [7] 79922800988 03 PAMPERS
Quantity On Hand-__ [[] |79995321020 |03 LCWGEMSHNUFF
Major Category — [] sosz21360005 03 WHITE RAIN
Minor Category T [] 'sosz1360028 |03 SHAMPCO
Sellable V] T [] 20921960033 03 SHAMPOO
[_Package UPC 81138701027 e [] 80921370028 |03 WHITE RAIN
:}r::r_“ i » [ sy 03 FRULTCRISP APPLES
ring [ 81138701028 |03 DDLCK PEAR
[ s1133701029 03 FRUITCRISP STRAW [BAN
[ |a1133701030 |03 PLUTO PEAC

e
Upload ltems
to POS

w Price =

£0.67
£1.98
£1,19
0,78
£1,00
£4.00
£0.78

£0.15
£1.79

2

Upload Items

to POS

~ Price »

51,15
£1.15
§1.15
£1.15
§1.15
£0.99
§1.19
£1.89

§10.69
£1.89
§1.89
£1.89
51,89
£1.15
£1.09
£1.15
51,09

&

Repo

Major
Coke

Repo

Major

At this point you can edit the Item's information in the Item inspector.
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o Check the sort column
UPC ~1
Find the column with Direction Arrow by the Drop Down Arrow in the Grid. This shows you what column the Search box is going to search. In

this example we are searching the UPC column. If you want to change what column the search is going to use, please see the Sorting the Grid
instructions on how to change the Search Column

Start Typing
Search: ©l

Start Typing the information you want to match.

Grid will locate

[ |so221570028 |03 WHITE FLAIN

b | [] 81138701027 03 FRUITCRISP APPLES
[ |s1138701028 03 DDUCK PEAR
[ 81138701029 03 FRUITCRISP STRAW/BA

Grid will locate to first item it finds that is a match to the characters you typed.

Inspector Fills in

UpPC 81138701027

Description FRUITCRISP APPLES

Department 03

Price §1.15

Price Date

(modifier) 0

MFG

Carton UPC

Carton Quantity

Quantity On Hand

Major Category

Minor Category

Sellable

Package UPC 81138701027
[+ History
[TOrdering

When the grid locates to the item, the ltem inspector populates with that items information.
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Filtering
Filtering your items allows you select a group of items, and any item not in the filter will be hidden from view. Filters stay on until you clear the filter or
you leave the Pricebook. You can tell if your grid is filtered by looking at the bottom of the My Pricebook window. Filters will be used for doing things in a
batch. The most common use will be to do group price changes.

Y

Filter

To view the Filter tool click the Filter button from the Pricebook screen.
Below is a quick overview of the Filter window.

®ay Filter ltems El@
Ficlds Area G__Elelds Selected

UFC _<"| | FieldWalue ok,

InventamDept = )
Diescription - | Clear — Iy o Confirmation Buttons
MajorLategory (71 Exact Match X Cancd

MinorCategary = I . .

FriceDiate " - (@) Partial b atch at Beginning

rl.,:dmt ) (7 Partial Match &nypwhere

a
BiderCode [[] Caze Senzitive
A |Ordersize b [T] Mon-matching records
. . YendorCode
Selected Field Options RegisterDept

MFGCode

CartonlPC

Cartonlluantity

Cazel/PC

Easel_?luantit_l,l L

Al | Searched By l""lal'-"3| By Hangel
Field Order
() Alphabetic @ Logical Clear Al o Filter Control Buttons

Next step is the learn how to Build a Filter. Another tool that works well with Filters are Categories. Please click here to learn about Categories

o Fields Area
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Fields

UPC -~
InventoryDept
Description
Price

b ajorCategan
MinorCategony
PriceD ate
Cost

t argin
OrderCode
OrderSize i
WendorCode

ReqgisterDept

MFGCode

CartonUFPC

CartonGuantity

CazelPC

Cazeluantiby i

[Ty

Al | Searched

Field Order
() Alphabetic @ Logical

m

These are all the fields that My Pricebook keeps for each item. You can choose one or multiple fields to Filter the items.

e Selected Field Options

Selected
Field Walue
| Clear

Search Type
() Exact Match

@ Partial Match at Beginning
() Partial Match &rghere

[7] Case Sensitive
[] Mon-matching records

By Value| By Hangel

After you choose a Field, this is where you set up what values and parameters will be applied to that Field to create your Filter
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Confirmation Buttons

ok

After creating your filter, you will either apply your filter by selecting OK or you can cancel out of the Filter and not apply it at all.

o Filter Control Buttons

You can easily clear all existing Field Filters with the Clear All button, or you can view a summary of all Fields that are being used in the Filter.
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Build a Filter

You can build a Filter using one or more fields. In this example we are going to create the following filter: Watch Video
All items with UPC codes that start with 0120(a large beverage Manufacturer) and
that have a price of $1.69.
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o | Welcome Demo User - )

Home |Priccbook | Daily Activities Shift Paperwork  Settings

W oM B ®| = T O § &
e
E

9 Expand

i
i e o (o
m Detals \Dricesy |itodiiers | Salen | puriianes &/ v ~tDept  + | Description ~ Price =
powoonns > | B w5 lmorcoe e
e = [ ooo0oooo0ss 33 Re 12pC s1%8
17| 00000000015 10 SLUSH/CRUS 1.19.
o Fitrtems ==

N

] | Feid e

InventoDept Cleat
Descipion SeachType

— Exact Match
MaCategn -
ViaCaegan = | © PatslMatch t Begiving
i Partal Match Angwhere
o
e 7] Case Sensivve
DigaLods (2] Normetching records
endoto
RegaeDent

Code

PC
Catongusniy

et J

AT Seached BVl gy Rangel
Fied O

Aphabetic  © Logiodl Clear Al

Enter 0120 n Fiea Ve ()

UPC
eld Value

([ Toad

Sesich Type

) Exact Match

Paial Match at Beginring

Partial Match Arywhere.

] Case Sensitive:
] Nonmatehing records

VA 5, Range]
ek Odr

s o =
e Fite ems
Select Price Feld [ e
el N =) [sere
S e s

MapoCateoory

Erding Range
MinarCategor, — el

| naw
Enter Price Range e QrdeiCode

CaseQuantty

aickox (@ A seached [Eyvkae] 9 Fence]
Fied Orr

T i | [

S e v
Home Pricebook Daily Activities  Shift Paperwork  Settings
i Ed
N, S IR [ TS = W
A T ] [ | |
i e
- UPC ~1 Dept  ~ Description v Price v
» ] o1200000010 02 PEPERMINT $1.69
[ 01200000157 02 AQUAFINAL 169
] 01200000187 02 DOLEO) $1.69
| 01200000183 02 DOLE APPLE $169
] 01200000811 03 FRAP MINT $1.69
) 01200001304 02 DOLERUBYR $1.69
] 01200001781 02 DOLEPINE $1.69
] 01200001782 02 DOLE STRAW. $1.69
] 01200007179 02 BLUEBERRY $1.69
s saus (@) (] omoesars 02 Doe Grare s169
Sellable ]
e ——
5
=
:
.
<
S en ot et e

Please note the Filter stays applied until it is Cleared in the Filter tool or you leave the Pricebook Tab.

=2k 2%

COAT S N
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o Click Filter Button
T

Filter

Click Filter button to open Filter window.

e Select UPC Field
Fields

Selected

............ { g |

Click once on UPC to select UPC to be in the filter.

o Enter 0120 in Field Value

PC
Field Walue
ofzd LClear
Search Type
(71 Exact Match

@ Partial Match at Beginning

(71 Partial Match Anpwhers

Once we selected UPC, UPC is displayed above the Field Value, we enter our info, which is 0120 in this case. The default value for Search Type
is Partial Match at Beginning.

o Select Price Field
Price

Select the Price Field by clicking once on Price.

° Enter Price Range

A
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Price

Starting Range

Ending B ange

1.69 Clear

The By Range control opens for the Price field automatically. You can enter a range of prices, but in our example we only want items that have a
Price of $1.69. so 1.69 is entered in the Starting and Ending Range.

o Click OK

v K
Click OK to apply the filter that was just created.

o Filtered List

E + /- |UPC ~T Dept  ~ Description ~ Price =
s

P[] 01200000010 |02 PEPERMINT £1.69
[] 01200000157 02 AGQUAFIMA L £1,69

[ 01200000187 |02 DOLE O £1,69

[ 01200000193 02 DOLE AFPLE £1,69

[] |o1zoo000311 |03 FRAP MINT £1,59

[ 01200001304 02 DOLE RUBYR £1,69

[] |pizooooiFsl o2 DOLE FINE §1.69

[] nizooo00i782 02 DOLE STRAW $1,69

[ |p1zoooo7i7e 02 BLUEBERRY 51,69

[ 01200081371 02 DOLE GRAFE £1,69

After applying the Filter, the only items visible in the grid are items that match the Filter.

o Filtered Status

FILTERED

This status display will show when a filter is being applied. When no filter is being applied it shows All ltems: All Ttems
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Build a Filter 2
You can build a Filter using one or more fields. In this example we are going to create the following filter:
All 2 liter items but we want to exclude 1 vendor. How we will do that is the following:
All items that start with '2L" in the the description and are not from the vendor that whose UPC starts with 0490.

A
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e
A Welcome Demo User ~
Home Pricebook Shift Paperwork  Settings
Click Fitter Button & -+_MY & & .-
NEW Fiter 'SChanger ~Promotions ~ Advanced pffpo;ms Reports ~
Search: 4 Expand
Item Details | prices | Modifiers | Sales | Purchases | ™ =|[-=] ?E.r
uPC 00000000010 | Fielas Description G
Description 200z COKE = i 2
5 UFC - | | Field Yalue
Select Description Field } L — Y W_ El|
Price Date (read-only) T Prce — [T Sesrch Type
Major Category Coke - ﬁwgﬂ@‘ﬂ (©) Exact Match
= p—— inorCategay = - )
NG F L 200z ___—— Prabae = | ® Panial Match at Begirning
TtemSize —— -
bize 'aost_ ©) Pattial Match Anyihere
Enter 2L in Field Value e' g aran
Carton UPC OrderCode 7] Case Sensitive
Carton Quantity S'dzﬁ‘éed | || [F]Mon-matehing records
BN Foglerbept
Sellable MFGCode
Package UPC 0000100 : CantonlJPC
History i CartanQuantity
= H CaselPC
L= Caselluaniiy i
Al [ Searched ByMalue| By Range]
Field Drder
ister Info - ) Alphabetic @ Logical Clear Al
Register Dept 3 |
Fee o
00000000040 33 2 2L[TER COKE 50,99
Product Code 7 E
 Filter ltems == )
Fields UFC
Select UPC Field w Field Value
InventorDept | es0
Desciiption g Ak
'I\:dﬂceca — Search Type
| MioiCategory™ (0 Exact Match
— [ MinorCategor =
Enter UPS Value e PrcsDate. 3 Pt iafich a Begiring
Cost &7 Pattial Match Anpwhere
Margin ,_
DiderCode — [T Case Sersiive
Select Non-matching ° — | Biderbize = @] Normatching recerds
WendoiCode
RegisterDent
ade
1 catonUPC:
Click OK o' CatonGuariiy
CasslPC
C iy o
| Sarched Ev\/a\ue‘ By Range|
Field Drdler
*) Alphabetic @ Logical Clear All

EEEE——
g ', Welcome Demo User »

Home Pricebook Daily Activities  Shift Paperwork  Settings
R R S LY IS Y T A
NEW Filter | §Changer  Promotions ~  Advanced e Reports

Search:

) Expand
i =] Categol
Item Details | Prices | Modifiers | Sales | Purchases | /- v « Dept  + Description - Price = gory
Major ~ Minor
uPC 01200000230
— b [0 01200000230 |02 2LITER PEPSI $0.59 P2
TR PPl [[] 01200000231 02 2ATER Dt P 0.9 P2L
epsi !
Filtered ftems G ——Department |02 [[] 01200000233 |02 lFFERMTDDEW 0,99 P2
Price [ —— -
Price Date (read-only) | 10/15/2013 B [ 01200000237 02 2LITER SMI $0.99 P2L
PGy 2L [[] 01200000540 |02 2T CFREE PEPSI 5139
Minor Category [[] 01200001881 02 LITER PEPSI MAX $0.99 P2L
ITtemsSize (modifier) |0 [ 01200015805 |02 2T MIST 5139
MFG [[] 07185400032 02 LITER GRA 0.9 P2L
Carton UPC [[] 07800008246 |02 2LITER DR PEPPER $0.59 P2
Carton Quantity [C] o7soc008346 02 2LITER DR PEPPER $0.99 PZL
Quantity On Hand [] 07800009846 02 2LITTER DR PEPPER CHERRY $0.99 P2L
Sellable [] 07800011346 02 2LITER SUNKIST $0.99 P2L
Package UPC 0122300
[ History
[ Qrdering
“IRegister Info -

Please note the Filter stays applied until it is Cleared in the Filter tool or you leave the Pricebook Tab.
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Filter

o Click Filter Button
‘ ¥
Click Filter button to open Filter window.
Select Description Field

Click once on Description Field

o Enter 2L in Field Value
Field Walue

2 Clear

Search Type
(71 Exact Match

@ Partial Match at Beginning

Enter 2L. The default value for Search Type is Partial Match at Beginning. Leave this setting because we want all items that have a 2L at the
beginning of the description.

o Select UPC Field
Fields

-
Select the UPC Field by clicking once on UPC.

° Enter UPS Value

A
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Field Walue
Search Type
(71 Exact Match

i@ Partial Match at Beginning
(70 Partial M atch &rwaberns

[ Case Sensitive
Maon-matching records

Enter the UPC value of the vendor we want to not use.

o Select Non-matching

[] Case Senzitive
Maon-matching records

Click Non-matching records. This will tell the system to ignore(or take out of the filter) any items that match the UPC number we entered above.
This feature gives you way to say "ignore these items".

o Click OK
v K

Click OK to apply the filter that was just created.

o Filtered Items
o i . Category
ﬁ +/- UPC ~1 Dept  ~ Description * Price = Major « Minor
b [[] 01200000230 02 2LITER PEPSI $0.99 P2L
[ 01200000231 02 2IITER Dt Pepsi §0.93 P2L
[[] 01200000233 |02 2LITER. MT DEW $0.99 P2L
[ 01200000237 02 2LITER SMI $0.99 P2L
[[] 01200000540 02 2T CFREE PEPSI $1.39
[ 01200001881 02 2LITER PEPSI MAX $0.93 P2L
[[] 01200015805 |02 AT MIST $1.39
[ o7iss400032 02 2LTTER GRA §0.93 P2L
[[] |o7soooos24s 02 2LITER DR PEPPER $0.99 P2L
[ o7soo00834s 02 2LITER DR PEFPER. $0.99 P2L
[C] |o7sooooss4s 02 2L TTTER DR PEPPER CHERRY $0.99 P2L
[ o7soo011348 02 2LTTER SUNKIST $0.99 P2L

When our filter is complete, you will end up with a list that has all items that have 2L as the start of the Description and amy items that have a
UPC that starts with 0490 have been removed from the list.
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Group Price Change using Filter
You can change the prices on a group of items by using the Filter tool and Group Price/Settings Changer tool. Watch Video

We will start this example by using the Filter we created in the Build a Filter how to.
After creating and applying the Filter follow these step to do a group price change.In the example we will
increase the price of a group items up 10 cents.
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Select § Changer Tool

~TDept - Description - Price

01200000010 |02 PEPERMINT g
Batch ltem Change window ¥

Price and Value Changes ‘ Price Modifier Changﬁl

[‘Price Changes | value Changes |

Enter Date &' | PriceChanges Acton Status
Price Date:  12/17/2013 +  Price Rounding "
R (@ No Rounding
| | Changeby: AdjustPrice M 7 Round to Nearest 5
Set Change [ e
ge By & +- Amount 10 | — () Round to Nearest 9

Set Amount a" Promotional Price

Click Select Al e—r— Select Nope”

» |Margin = VendorCode OrderCode

01200000010 PEPERMINT 2 $1.69

01200000157 AQUAFINA L 2 $1.69
01200000187 DOLE Q] 2 $1.69
01200000193 DOLE APPLE 2 $1.69
01200000811 FRAP MINT 3 $1.69
01200001304 DOLE RUBYR 2 $1.69
01200001731 DOLE PINE 2 $1.69
01200001732 C 2 $1.69
01200007179 ILUEB! 2 $1.69
01200081371 C : 2 £1.69

Click Change Prices o/

l<l<l<li<i<i<|i<H<fi<]<!

Click Yes °

Changes Complete.

Click OK e‘
Click Close d

The next step to complete the price change is to_upload the items to the register. The group price change automatically marks the items to be uploaded.

AN
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o Select $ Changer Tool
&

5 Changer

Select $ Changer after the Filter is applied. If you need help with Filtering please see the Filtering How-To

e Batch Item Change window

"y Batch ltemn Changes

The Batch Item Change window opens.

Enter Date
12/17/2013 -

Enter date you want the price to start. Id you select the the Drop Down arrow you can choose a date from the calendar tool:

Price Date: | 12/17/2013 - F‘ricﬁ Rounding

d
Change by: | 4 December, 2013 F Earest

value: | Sun Mon Tue Wed Thu Fri  Sat parest
24 25 26 27 2/ 29 30
*romotional P 1 2 3 4 5 6 7
8 9 10 11 12 13 14

15 16 £17i18 13 20 2

.............

22 24 25 26 27 28 [Chan
29 33 31 1 2 3 4

[ Today: 12/22/2013

E Prices

Set Change By
Change by: Adjust Price -

Set the Change By field to Adjust Price. This means the system will be adjusting the price of the selected items up or down by the amount you
set in the +/- Amount field.

Set Amount
+/- Amount .10 | -
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Set this field to the amount you want to adjust the price by. In this example we are going to adjust the price up by ten cents .10. If you wanted to
go down you would put a minus sign - in front of the amount.

Click Select All

Select Al

Click Select All. This selects all the items in the grid below the button. These items are the ones that were placed here by the filter created in the
Build a Filter How-To. Only these items that are select will be affect by this price change.

o Click Change Prices

’ Change Prices

Click Change Prices button to start the price change process.

° Click Yes

The Confirm window tells you how many items the system will change. Click Yes to continue, No if you want to stop.
o Click OK

The system updates the process. Click OK to finish.

Click Close

Close

Click Close button when you are done.
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Upload to Register

This function will upload all items you select to the register. Items you have added or changed are automatically Watch Video
added to the list of items available for upload.

f-\ \Welcome Demo User ~ -0 x
" Home |Pricehook | Daily Activities  Shift Paperwork  Settings & @

~ e - .} i =
o K4 b M B #® - A4 & | & - || Uploadtems G ot E Priitl:lz:fok

— e —— - ”
. MEW - ——— Fitter | §Changer Promotions Advanced Reports Hand Held
Click Upload o—"—_'— to POS

Search: =) Expand

-

| 3 . - —— Catego

Item Details Sal§ 1y Upload s [&IrEE] | wargin~ |\, gMi:"Ur i

_ -

UPC 000000 | Itemsto be Uploaded | Result Messages

Le=a it 2EO . Items in red font were deleted from your pricebook.

Departme_l[_t__w—""f 33 Select items to be sent to the POS Items highlighted have no price or the register department is unassigned.

L §0.68

Upload Window e.--" Price Date HSelected UPC ItemSize | Description Price PriceDate RegisterDept Invenb}ryDep:
TtemSize (modifier) i » [ 00000000010 O 20 OF COKE §0.68 33 33 [

MFG D 00000000015 |0 SLUSH/CRUS £1.19 10 10

Carton UPC D 00000000016 |0 GADE DISCO £0.78 33 33

Carton Quantity [ 7s00000114 0 Ginger Aie Canada Dry 120z §0.48 33 33

Quantity On Hand

Major Category

Minor Category

Select All Button Sellable
Package UPC 000010

History

:lordering

~IRegister Info
Upload Button G._ | Register Dept
Fee

Preduct Code
Sell Unit

Tax 1

Tax 2

Tax 3

- [ N WYV
EEpEEE
I|
]
T
)
I
)
)
)
|
!
|
1

) [
Mark as Set POS [T [O00000o0I0T U3 LF BOYT 599.95 =
Changed Info ‘ < :

Mum | | #of Items: 5115 # Selected: 0

(= = R R e R R e Y T e e R e R e e T e T R R e T e A e R e Y e R o T e

o Click Upload
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Click here to Upload all added/changed items to the register

e Upload Window
Item Details SaIEr

UPC 00000
Description 20 07
Department 33
Price §0.68
Price Date
( ) ]

MFG
‘Carton UPC

5y Upload

Ttems to be Uploaded | Result Messages

[==]r=]

Select items to be sent to the POS

[ﬂ Selected UPC
P [] oooooooooio
[71  ooooooooois

Items highlighted

ItemSize Description

1]

20 OZ COKE
SLUSH/CRUS
GADE DISCO

Price
£0.68
§L19
§0.78

Items in red font were deleted from your priceboaok.
have no price or the register department is unassigned.

PriceDate

RegisterDept InventoryDer *

33
10
33

3 [
10
33

0
[7]1 | ooooooooois o
Carton Quantity [T] | 7soooooiis o
‘Quantity On Hand
Major Category
Minor Category

Ginger Aie Canada Dry 120z £0.48 33 33

00001

Package UPC
[+/History
~/Ordering

“IRegister Info
Register Dept
Fee
Product Code
Sell Unit
Tax1
Tax 2
Tax 3

< [ "

[

The Upload window opens on top of the Pricebook.

BEIEIr
I @

Upload ] [ Close

o Select All Button

Clicking the All button selects all items in the list. You can select/deselect each item by clicking in the box next to the item. This is useful if you do
not want to upload everything in the list.

o Upload Button

Clicking this button will upload all selected items to the register.
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The next steps may vary a bit depending on your register:

Confirm PZ|

Please confirm you wish to upload PLU changes ko the Sapphire.,
4' Wiould wou like bo proceed now?

Lves J[ % |

1. Select Yes to continue the Upload or No if you want to stop at this point.

The system prepares the file:

Confirm E..

. File is ready to be sent to the Sapphire
‘:J} Wiould yiou like to send the file now?

T%JI No

2. After the file is prepared you can continue by clicking Yes or you can click to stop at this point.

Waiting for the Sapphire
to process your file...

3. You will get a status message while the system uploads to the register. It may take a while depending on number of items you are uploading.

Information

i ) It appears that the upload to the Sapphire was successiul

Wiould yiou like bo mark the Tkems a5 uploaded?

o]

A
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4. Once My Pricebook has finished uploading the changes, it will ask you if you want to mark the changes as uploaded. Clicking Yes will clear the
changed items from the upload list. If you saw an error message come up in the Status window in Step 3, you may want to click No so you can
leave the items in the Upload list and try the upload again. . Typically, these results do not need to be saved or printed

I Upload E] @|®

Items to be Uploaded | Result Messages

Attempting ko mark the upload as sucoessiul.
Completed marking the uphoad as successful,

| savetofle | [copytocipboard| | Pt | [ close |

5. At completion My Pricebook will display the result messages from the Upload steps. You can Save these messages to a file, Copy these
messages for pasting into another program like Notepad or Print these messages to your printer. Once you click Close the messages are
removed and the system takes you back to the Pricebook screen. Typically, these results do not need to be saved or printed.
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Promotions
Promotions are used to set up pricing like 2 for one pricing, combo pricing and other special pricing.

Setting up pricing specials involves 2 or 3 steps depending on your register:

1. Setting up the list of items that will get the special prices also known as the mix list. Click here to see instructions
2. Setting up quantity and prices for the promotions, also known as the Match prices. Click Here to see instructions.

:“« -‘\"WWElcome Demo User = :',I

Home Pricebook |Daily Activities  Shift Paperwork  Settings

Promotions Button o — 1 i B
P M4 > P R % =& & Upioadtems. |7
MEW Filter S Changer Promotions Advanced pto POS Reports H
Search: dmih Expand
ltem List Setup e - Ttem List Setup . cat
i : ' ) ate
. Item Details |Pr|ces | Modifiers | Sales | Purchasesl E + /- UPC “tDef  Mixand Match Setup Price + Major .
Mix and Match Setup o T uPC 00000000010 » o sl —  Combo Setu <0.67|Coke
Description MOZCOKE | F— 000000810 : 570
Combo S e —— 5 [] ooooooooois 33 RCTZPK $1.98
ombo Setu | Department
p Price .67 I:‘ 00000000015 10 SLUSH/CRUS 51.19
Price Date (read-only) I:‘ 00000000016 33 GADE DISCO &0.78
Major Category Coke [[] 00000000017 |33 2-12PK $1.00
Minor Category 20 0z [] ooooooooois 33 20 OZ PEPS §4.00
TtemSize {(modifier) 0 D 00000000019 | 33 2-200ZPEPS <0.78
MFG D Q0000000020 33 3PK MARL &0,15
Carton UPC D Q0000000021 10 ICE CREAM COME 51.79
e s T T o =1l .

o Promotions Button
&

-
Pramaotions

Promotions button open promotions menu.

o Item List Setup
‘ Itern List Setup t-

Item List Setup selection.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 58 ’*'-‘5‘



http://www.apexbos.com/

My Pricebook User Manual

o Mix and Match Setup

q Mix and Match Setup I
Mix and Match Setup selection.
o Combo Setup
| Combo Setup [

Combo Setup selection. Only used for Passport registers.

A
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Create Item list
In this example we will create an Item list, also called a Mix list, that we can use for Match prices.
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Selscttem List Setwp (]

S——"Y

—-1
e erco Q-

ClckAdd

[PTR— 3

—

_—
H

sttt leE)|
3

ciekriar @ o
e | e = o

anse s e ooy -

o s e

o ammon e @ I

o o Hew o b

o ammsn Gem @ i

o avememes P

o ammemsia steaz @ a I

o ammer P

o
o) 5

-

Click Add Selcted tems ({T)

cick o (]

selected cvon ) e "l
L pepsizorzfz.sn Add|crange. 1 7122013
e - w3 s
a 3
o 4
a 0 750
- soomm P s
soravs @] | 5 e - o
L esia Delete ) ‘
3 T oS —

v @] I
Y

o Fil i eady o be sent o the Passport
Would you ke t send th e nou?

o @

status wnow Q- yong
ik cose suors () |

ootttz ss (@)

passportto
Your Uploaded e
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o Select Item List Setup

~{ Item List Setup r-

Click Item List Setup.

a Click Add List

This will add a new line in the Item List grid.

o Enter List Code
11 2L PEPSI Add/Change

Enter the code that will be used at the register.
o Enter Description
2L PEPSI A
Enter Description. In this example we are make a List or Mix for 2 lliter Pepsi Products

Click Add

> N e

Start adding items to the Item List

o Add Items using Down Arrow

A
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Items

o~

Add ] [ Pick Items ] [ Save ] [ Delete Item pst =
Item Description Action -
* - Add/Change
00000000010 20 0Z COKE 000000000010000 =«
Q000000014 RC 12PK 00000OQ0D0014000 |
00000000015  SLUSH/CRUS Q00000000015000
Q0000000018 GADE DISCO 0000000000 15000
Q0000000017 2-12PK 0000000000 17000
Q0000000018 20 OF PEPS 0000002000 13000
Q0000000018 2-200ZPEPS 000000000019000
Q0000000020 3PK MARL 000000000020000 ."
|

You can pick from a list of items that opens when you click the Down Arrow or....

o or Pick Iltems
Clicking Pick Items opens up a larger Choose Items for List window. In this window you can choose multiple items at once and apply a filter. In
this example we apply a filter and use the items in the filter for the list. See an example of the Pick ltems Window:
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Iy Choose Items for List EI@
™ -« > » i ou) o & @ B
First Prior MNext Last Filter Refresh Save spot Go to spot Close
Select  UPC ItemSize Description Price RegisterDept | InventoryDept MajorCategory MinorCategory -
D 00000000010 |0 20 0Z CORE S0.67 33 33 Coke 200z
D 00000000014 0 RC 12 PK £1.98 33 3E
D 00000000015 0 SLUSH/CRUS $1.19|10 10
00000000016 O GADE DISCO 80,78 33 35
P/ oooooo00017 |0 2-12PK £1.00 33 33
D 00000000018 0 20 OZ PEPS £4.00 33 35
D 00000000019 0 2-2007PEPS $0.78 |33 33
D 00000000020 0 3PK. MARL 40,15 33 3E
D 00000000021 0 ICE CREAM COME $1.79|10 10
D 00000000022 0 ICE CREAM CUP $1.85 10 10
D 00000000023 0 29PK WATER. £5.99 02 a2
D 00000000024 0O 2-21 TTER. PEPSI 0,68 33 35
D 00000000025 0 220 OZ COKE $0.48 |33 33
[ 000000DOOZE O 2/2 160Z AMP §0,98 33 33
D 00000000027 0 2(3.00 32GATORAD $0.,98 |33 33
[ 000DODDDOZE O AMPS2/3.00 §0,98 33 33
D 00000000025 0 2ZFOR. 54, $0.58 |33 33
[ 000DODDDO3D O 2/3.00COKE §0,98 33 33
D 00000000031 0 2(2.50 POWERADE $0,28 |33 33
D 00000000032 0 2007DF. PEPPER 40,50 33 33 7
q [
| sclectal || Cearal | | Add Selected Items |

Please note multiple items can be selected. After completed the selections, click the Add Selected Items button.
In this example we apply a filter and use the items in the filter for the list, we are not using this function.

o Click Filter

Filter
Build and apply the filter you need for the Mix list you are creating. See Build a Filter 2 to see instructions for the filter we built in this example.

o Click Select All
This will select all items in the list and put a check mark in the Select box by each item in the list. You can unselect by clicking in the Select box by
an item. You can also clear all check marks by clicking the Clear All button.
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0 Click Add Selected Items

| Add Selected Items

When you have check marks next to the items you want, click this button.
o Click OK

Once all items are added, This window will pop up, click OK
. Click Save List

Click Save List to save the list of items.

Click Upload to Register

[ Upload to Register

Once you have created the list the next step is to send this list to the register. Click this button to start the process.

Select List
| L | FLrJaL £e [ B g piT)
2L PEPSI Add/Change 11

Select the list to upload by clicking the Selected box. In this example we select the list we just created.

o Click Upload

When all the lists you want are selected, click the Upload button.

o CI|ck Yes

If every thmg is correct, click Yes. Click No to make changes to the Upload if needed.
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o Status Window

Waiting for the Passport to
Process your Uploaded File

While the List uploads, this window stays on screen - Messages may be different depending on your register type.

0 Click Close Buttons

After every thing is complete, click the Close Buttons

Go to Mix and Match Setup
Go To Mix and Match Setup instructions

A
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Create Mix and Match Setup
Match Quantity and prices are setup here. There are some variations based on your register type. Please follow this example to get you Match setup
completed
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[ PR ‘
2 2 e e i e

Select Mix and Match Setup e tem Detals Price ~ Catagory.
Major v Minor
oooooooe0t0 |33 | 067 coke- no:
ooononnons 33 s
0000000005 suis
onoonoonoss woeDisco an
00000000017 1 5100
cooonoonoss s
=
emtit osscrpton Pre ot  SDate  StOsie Aion Date losded Mx et
s reos 2021250 25 pos s
2 on 2 4 00 o s
Click Add|| "5 PEPSL 129K SPC 559 /12013 8j1/2013
n Saomgace 0 s aymis
s Soace 2% s s
m st o1T S0 605 1012015 AddiChenge
7 e coe S0 s i
3 roceTaR 500 I35 S0 Addichenge
B e e s Addchange
z o =
T
320z Gade
s PUADE
Cick Drop Down Avrow : ke 3
5 AmERcoe
10 PepsIaL £
1 Zems -

—

Ttem st Desarption Pice  Unis  Strtbate  StopDate  Acton DateUploaded x N Match Code
1 Pepsi 20 2/2.50 2.5 71205 sfy213  AddfChange 7/12/2013 1
2 moni6 2for 4 400 6/ym1s9/y/013  Add/Change 7/17/013 2
3 PEPSL 2P SPC 599 6//m13 /013 |Add/Change 7/5/2013 3
4 20aade $3.00 S/23/2013 8[3y/2013 _ AddjChange 7/5/2013 s
5 32onade 250 S/23/20138[3y/2013 _ AddjChange 7/5/2013 s
0 pePst 2LT $3.00 7/6/2013_|10/y/2013_ AdéfChange s
7 AR coE $3.00 7/5/2013|10/4/2013  AdejChange 7/16/2013 7
s ROCKSTAR $3.00 723201 s/y2013 _ AdéjChange 0

‘Addchange 1

g
&
5
s
5
i
g
]

Enter Match Description °"
Enter et e (7
Enter Match Quantity °’

v st nd spomes (G

ek soe @]

Click Upioad (]

acten Mtch Code [tems Lt Datelploaded R
Addfchange i 11242013

Addfchange 22 711712013

Addfchange 3s 7572013

Addfchange e 7572013

Addfchange ss 7572013

Addfchange s |

Addfchange 77 71612013

Add/change 16 |

Add/change 1 [

Fmpam—T - { o

ctpens @ |

(] i)

Fileis ready to be sent to the Passport
Would you ke to send the file now?

cick ves (@

staus Window (-
Waiting for
Process

ik Close butons ()

to
‘Uploaded File

.
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o Select Mix and Match Setup
q Mix and Match Setup

Select Mix and Match Setup from the Promotions menu.

Click Add

Click the Add button to add the list of Items to add to Match pricing

Click Drop Down Arrow

5 | -

Click the Drop Down Arrow to see a list of Item Lists you can add. To see an example of how to setup a list go to the Create Item List section.

o Select List
11 2L PEPSI -

Select the list you want to use in the Match setup

(RN

o Enter Match Description
ZLITER Pepsi

Enter Description to identify Match being set up.

o Enter Match Price
£3.00

Enter the price of the Match. In our example we are doing 2 Pepsi 2 Liters for $3.00 so we enter $3.00 in the Price field.

Enter Match Quantity
2

Enter the Quantity for the match. In the example we enter 2 since the Match is 2 items for $3.00.
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o Enter the Start and Stop Dates
1/1/2014 1/31/2014
Enter the time that this Match price will be effective. This is done by entering a Start and Stop date. The Match price will work at the register

beginning on the Start Date and ending the day after the Stop date. You can edit these dates at any time and upload the change to the register.
The Stop date behavior is different depending on register type.

Click the Save button to save once the Description, Price, Units and Dates are correct.
0 Click Upload
Click Upload to start the process to update the register with the Match price.

o Select Match to Upload

Click next to the Match to upload. This will put a checkmark in the Selected box.

Click Upload

When the Match is selected, click the Upload button to send the Match selected to the register. The Action column should say Add/Change.

Click Yes

Yes

If everything is correct, click Yes. Click No to make changes to the Upload if needed.

0 Status Window
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Waiting for the Passport to
Process your Uploaded File

While the List uploads, this window stays on screen - Messages may be different depending on your register type.

@ Click Close buttons

Close

Once the Upload process is complete, click the Close buttons to get back to the Home screen.
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Hand Held
The Hand Held options are used for uploading and downloading data to and from a hand held scanning device. Please note this button will be inactive if
your system has not been configured to work with a hand held device. Please call or email support if you need this configured.

The general work flow for using a hand held scanner is to update the database on the hand held with the database in My Pricebook. Then, you can use
the different functions in the My Handheld app and upload your data back to My Pricebook and upload your register if needed.

The best way to learn to use your hand held scanner is to follow the steps in the My Handheld App guide. You can get to the guide by clicking here. The
My Handheld app guide will help you know when to use the tools described below.

The guides below describe the data functions that are used with a hand held scanner.

Demo Store [DTO00101] S

Settings 7]

& & d e o id & '____E Close

. . UploadIt . - _
‘hanger  Promotions | Advanced P earos | Reports Hand Held Pricebook

_—"-"-F

Validation File Updater — |

" : ) HTG30 Contret—
r Price v Price Date Cost ~ Margin~ Maior Item Details Shelf Price Changes — |~
] uPC Pricebook Maintenance ___ | o Shelf Price Changes
$0.68|3/13/2014 0 Description 2007 CORE = o —H
£1,98 5/16/2014 Q B .
61,13 41212014 0 Department 33 o Pricebook Maintenance
' Price 50,68
§14.29 3/17/2014  $10.00 30 Price Date (read-only) |3/13/2014
51,00 10/8/2014 0 Major Category
£4.00 10/5/2014 W] Minor Category
£0.78 6/24/2014 0 Barcode Type PLU

o Hand Held Button

bl
Hand Held

Click on Hand Held button to open the Hand Held tools menu.
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Validation File Updater
Walidation File Updater

Creates data files from My Pricebook for download to hand held scanner. Click here for instructions.

HT630 Control

HT&30 Control
Used for uploading data from a HT630 device - documentation coming soon.

o Shelf Price Changes
Shelf Price Changes
Imports Price Change data from hand held scanner. Click here for instructions.

Pricebook Maintenance
Pricebook Maintenance

Imports Pricebook Maintenance data from hand held scanner. Click here for instructions.
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Validation File Updater

This function creates the Pricebook, Departments, Vendors and Category files that will be upoaded to the hand held
device. Doing this insures your hand held has the most up to date files. Follow the instructions below to create the

files for the hand held

If the Hand Held button is not active you will need to turn on the hand held option in Settings>Configuration.

When you have completed this process, click here for steps to 'Get Data from PC' to upload files to your hand held

device.

Click Hand Held button °
Click Validation File Updater e

Home Pricebook |DainMivitia Shift Paperwork  Settings

to POS

1 I Search: md Expand
— Validation File Updater

.\\'-.Iwelcome Default Employee - ) Demo Store [DT00101] - o

M 4> M B R = T O & @ P 4§ Close
MNEW ————— =T HIlter hanger = Promotions Advanced B Reports ~  Hand Held ~ Pricebook

Click Update Files Now °

Click OK °
Click Close e

= o . . L Cate 7—f_[— ) HT630 Control
M8 /- urc ~1 Dept  ~ Description ~ Price > Price Date-Cost——Margin~" iﬂolrrfo_r ltem Detals Shelf Price Changes
— T L7 = =
= R T — ) uPC Pricebook Maintenance
| - 00000000000 |33 SHIPR PLANTERS TUBE 108ct $1.891/5/2015 $36.05 82 NUTS T Desorpbor — me
["] ooooooaizsi 28 CRY BABY GUMBALLS THTR BX $1.59 10/22/2014  $9.34 51 DCartmeHE = -
[] loo000411220 (13 CREAMER COFFEEMATE FR VA §0.00 10/22/2014 | $30.40 0 e e
[] ooooo7aioss 18 STAYFREE MAXT W/WING ULT jgonsnmamnia  gasn  asooow Price Date (read-only) |10/22/2014
[7] ooooo7eia74 |45 PEN BIC STIC BLK MED ¢] Handheld Scanner Validation Files 1 Major Category MISC
[] ooooos7ei4o 13 CREAMER COFFEEMATEREGULA & Minor Category
[[] 00077430140 18 ANTI-AGING 5/8 LTM SPF15 s Barcode Type UPCA
| 0085620002745 BATTERY-SONY-PLATINUM G2 4 Update Files Now TtemSize (modifier) |0
[] 00856200028 |45 BATTERY SONY PLATINUM AA &4 MFG
[] 00856200023 45 BATTERY SONY PLATINUM AAA &1 Stop Ao Hle Lot Carton UPC
[] 00856200030 45 BATTERY SONY PLATINUM S V & BT e e Carton Quantity
[ 00856200037 45 BATTERY SONY PLATINUM AA ] Quantity On Hand =
[ |oosss000001 |45 716G ZAG WHT GUM EDGE 3 Resume Auto File Updating [7]||_Sellable
[—_ [ | 00358000002 45 ZIG-ZAG 1 1/4 SLOW BURNING ] : BP‘:’C""ge EC HGaGGaS
> 535000004 |45 |7IG ZAGSSLOWBURNING | &: [ cese . e
e urchase e
00866000732 45 71G ZAG UL TRATHIN-- 44—
= =2 _Hﬁ 5 Last Sales Date 1/6/2015
| 100928107538 |48 MAG CAR KULTURE DELUXE Sﬁ 1 act linlnadad 11/17/7N14 7+27.75 DM S
[] oog28102831 49 MAG SHO TED, &S E==E o
- P—
[] oossoooo72o |28 TIC TAC BIG PK CINNAMON S Pricebook 2 IEI = L Info |«
[] 00980000740 28 TIC TAC BIG PK STRAWBERRY Reqstenllent: £ L4
[T |oogsoooo7sl |28 TIC TAC BIG PACK FRESHMIN | The files were updated— 23
— Product Code 047
["] oossoooo7es 28 TIC TAC BIG PACK ORANGE 5 — = 5
[] oogs0000766 |28 TIC TAC BIG PACK CHERRY P < i E
["] oossoooo7e7 28 TIC TAC BIG PACK WINTERGR| = =
[] 00%80000778 |28 TIC TAC POWERMNT BIG PK 1,30 10/ 2072013 587 TITMINT et = .
[] oio7o000022 28 JR FRUIT CHEWS AWESOME TW $1.19 11/19/2014  $11.75 45 BAG —
[[] 01070002152 |28 THEATER MILK DUDS BOX §1.69 10/22/2014 | $10.90 46 | CANDY « || Markas | [ setros
< S Changed Info
Num | | # of Items: 3109 # Selected: 0 All Ttems
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o Click Hand Held button

-\ﬁi‘
Hand Held

Click here to open Hand held Menu. If this button is not active you will need to turn on the hand held option in Settings>Configuration.

Click Validation File Updater
Walidation File Updater

Click this selection to Validation Files window.

Click Update Files Now

’ Update Files Mow

Clicking here creates the Pricebook, Vendor, Department and Category files that will be uploaded to the hand held.

o Click OK
Creating the files should be very quick. When MyPB is done, this window appears, click OK to complete. After clicking OK the window
disappears.

Click Close

Close

Click close to complete validation file create. You are now ready to upload to the hand held device. Click here for instructions
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Shelf Price Changes
This function will import price changes that were uploaded from the hand held device.

Final Instructions coming soon!
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" Handheld Shelf Price Changes

Price Changes | Results

I - - (2 o =
First Priar Mext Last Save Cancel

Completed Import Date | Start DateTime End DateTime

B[] |2/28/2015

r- - - * - 7
First Pricr Mext Last Save Cancel
Action Mew Price | Effective Date Old Price LIPC
2 Accept £1,29 | 2/26/2015 £1.19| 04000042431

2/26/2015 8:50:56 PM 2/26/2015 8:50:56 PM

Header ID

1

Description
SMICKERS SIMGLE 1,860z 42

-~

Hide Completed

[ Process [tems ] ’ Close

—
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Pricebook Maintenance
This function will import item additions and modifications made by the hand held device in the Pricebook Maintenance
function.

Final Instructions coming soon!

"y Handheld Pricebook Maintenance EI@
Pricebook Maintenance | Results |
=] - > » e e
First Priar Mext Last Sawve Cancel
Completed ImportDateTime - Show Completed
B[] 2/25/20158:57:33 PM
Hide Completed
A
= - > 1 - S
First Priar Mext Last Sawve Cancel
Action UPC Description Price Effective Date |Dept Major Category Minor Category |Carton Qty |Carton UPC Cost Vendor Cog =
» Accept 04000042431 SMICKERS SINGLE 1.860z 42 4$1.19 2/26/2015 28 CANDY a £30.70 01 |_|
4 ol 3
[ Process Items ] ’ Close
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Quick Pricebook Startup

This function is designed to load items into My Pricebook from the My Handheld App on a hand held scanner. This

is designed to only be used on initial setup when your items are not yet loaded in My Pricebook. This program will
import items from hand held device that were entered in the Quick Builder function. For more information on the Quick
Builder app, click here.

Before you begin using this app, please have Support load down a Master UPC list so that this program can supply
descriptions for the items you will be adding to My Pricebook. This will save a lot of work for you.

These instructions assume you have already sent a Quick Builder file to the My Pricebook computer.
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Open Quick Pricebook
Startup

¥ Close
Hand Held ~ Pricebook

Validation File Updater

Shelf Price Changes

Pricebook Maintenance

i—| Quick Pricebook ;tartup«

HT630 Control

My Pricebook User Manual

"1 Quick Pricebook Startup.

Scanned UPCs | Results

o] k=]

5 « - » - %

Frst P MNext  last  Seve  Cancel Show Coppleied
Completed Import Date |Start DateTime End DateTime Header ID «| | Hide Completed
» 7/8/2015 | 7/8/2015 3:14:01PM |7/8/2015 3:15:55 PM 3
Mark as Incomplete
- - > > - =
Frst  Prior  Next  Llast  save  Cancel
Action Price Date | UPC Description Price Dept ActedOn ) -
tems automatically import P |accent 7/8/2015 04000000031 $1.19 28 (|
Accept |7/8/2015 04000000150 s11928
Accept |7/3f2015 04000042431 s11938
NOTE: Items without Price Dates wil use the system date by default.
Get Descriptions °_rFindDEsU\phuns | [ process tiems | Close
" Quick Pricebook Startup =] =
Scamed UPCs |Results
- < > » - e
First  Prior  Next  last  Sove  Cancel SenCogpicted,
Completed | Import Date |Start DateTime End DateTime Header ID ~| | Hide completed
4 7/8/2015  |7/8/2015 3:14:01PM |7/8/2015 3:15:55 PM )
Mark as Incomplete
- < o e
Fist  Prior  MNext  lest  Save  Cancel
Action Price Date |UPC Desaription Price Dept ActedOn PB .
Update D Accept _7[3/2015 04000000031 MM PLAIN $11928
Accept  7/8/2015 (04000000160 SKITTLES §L1928
PlAccept - 7/8/2015 |04000042431  SNICKERS GRIGINAL sL1928
Edit information o/

Process ltems °¥

NOTE: Items without Price Dates will use the system date by default.

[“FndDesariptions | [_Process ltems Close

My Pricebook

Items were processed.

Click OK e— o]
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Open Quick Pricebook
Startup

ﬁ? Close
Hand Held Pricebaok

Validaticn File Updater
Shelf Price Changes

—

Pricebook Maintenance

Quick Pricebook startup

ro 182 1

Open program from Pricebook screen by clicking on Hand Held button and then click on Quick Pricebook Startup.

Items automatically import

Action Price Date |UPC Description Price Dept Ac
2 Accept 7fa/2015 04000000031 £1,19 23

Accept 7/8/2015 04000000160 £1,19 25

Accept 7faj2015 04000042431 51,1928

The items from the file will automatically import and fill the screen.

Get Descriptions

’ Find Descriptions

Click the Find Descriptions button. NOTE: Please make sure Support has helped you load a Master UPC list into your My Pricebook so the
system has descriptions to look through.

Update Descriptions

Description Price Dept ActedOn InPE
MEM PLAIM £1,19|23
SKITTLES £1.19|23
SMICKERS QRIGIMAL 51,1923

My Pricebook will find descriptions. It will also update the 'InPB' column. If there is a check mark in this column it means that this item was
already in My Pricebook and the system pulled the description from there.
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Edit information

Action Price Date |UPC Description Price Dept AL
Accept 7faf2n15 04000000031 MEM PLAIM £1.19|23
Accept 7faf2n15 04000000160 SKITTLES £1.19|28

2 Accept 7faf2015 04000042431 SMNICKERS QORIGIMAL £1,19 |28

You can edit Action, Price Date, Description, Price or Department if you need to.
The Action allows you to Accept or Ignore the item when updating the Pricebook
The Price Date is the date the price will take effect. You usually want that to be the day you are working on these item.
Update the Description, Price or Department if they need to be changed.

° Process Items
Click Process Items button when you are happy with the information. This will create items that are not in the Pricebook and update the
information for items that are in the Pricebook if those items have an Accept action. This will also mark this import as complete.

o Click OK

Click Ok and Click Close.
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Daily Activities
The Daily Activities screen is where the manager daily tasks are done. Please scroll down to the numbered sections or Watch Video
click on the numbers for a description of the steps to get Daily work done.

Daily Activities

Business Date:

Select Day 7/16/2013 Status: Working

Close
W Handheld | | 98 Transmit i

S— Revew St summary
Enter Invoices and Payouts Invoices_and Payouts Shift Counts
# of Shifts: 1
Enter adjustments and Audits # Incomplete: 1
[, Fuel Control # Completed: 0
Receive and Adjust Fuel 2 ™
Check Your Work Total (Al Shift=)
Non-Fuel Sales: $2,719.36
Fuel Sales: $158.52
Total Sales: $2,877.88
Paylns: £0.00
Total Tender: $5,757.32 Max Amounts
Qver/Short: $2,879.44 £2,879.44
Discounts: $0.00 $0.00
Promotions: $0.00 $0.00
Refunds: $0.00 £0.00
PayOuts:

o Select Day
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Select Business Date:
Day 7/16/2013 Status: Working
The Day that will be worked on must be selected. See Select Day.

e Review Shift

2]  Review Shift Summary

The Review Shift Summary shows an overview of the Shifts that have been downloaded/entered for the day being worked on. See Review Shift
Summary

Enter Invoices and Payouts

[0 Invoices and Payouts

Invoices are entered and Payouts are distributed in this section. See Invoices and Payouts

Enter adjustments and Audits

_% Inventory Control

Enter audit and other retail adjustments

Clicking on this opens the menu pictured below. Please see UPC Adjustments, Audit Processing and Department Adjustments for instructions.

_% Inventory Control

Enter audit and other retail adjustments

E UPC Adjustments

Enter inventory adjustments

E Audit Processing
UPC audit processing

E Department Adjustments
Enter retail value adjustments
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° Receive and Adjust Fuel

Fuel Control

Enter BOL's, tank levels, and adjustments

Entry for all fuel related paperwork. Clicking on this opens the Fuel Control menu pictured below. Please see the Fuel Deliveries, Fuel Tank
Reading and Fuel Tank Adjustments sections.

Fuel Control

Enter BOL's, tank levels, and adjustments

E Fuel Deliveries
Fuel delivery load distributon

E Fuel Tank Reading

Enter fuel tank readings

E Fuel Tank Adjustments
Transfers and other adjustments

° Check Your Work

Finalize Daily Paperwork

This activity check over all the work entered or imported. Helps prepare the data for correct reporting and/or sending to the home office. See
Finalize Daily Paperwork section.
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Select Day
Before any work can begin, the Day that will be worked on need to be selected. Watch Video

If shift work is being tracked, shifts need to be completed before starting the Daily Activities. Please go to the Shift Paperwork
section for more information.
Days will automatically be created if a Shift has been entered for a day.

-S ;lWelcome Demo User= | = & 3%
s Lot ¥R .
Home Pricebook Daily Activities | Shift Paperwork  Settings & @
Select Business Date: =l pain | | | | | L CIO_T:
Click Select Day o Day Mo Day selected "y Select a Day to work on ol e =] fties
Business Days B
Select a business day to process
Date Status # of Shifts # Incomplete Shifts 5
7/5/2013 Working 1 i]
Click on Day 7/6/2013 Working 1 i]
7/7/2013 Waorking 1 0
7/8/2013 Waorking 1 0
7/9/2013 Working 1 oW
7/10/2013 Working 1 ] I
711/2013 Working 1 0
712/2013 Working 1 0
Click Work on this Day’ or.. e__ I~
B | i I I
T
T 7/16/2013 Working 1 1
i 7/17/2013 Worki 1 1
Create New Day &_______ B o e e -
ﬁmmptemuays_]_!geam qu\\\ 5§ Work on th Day ‘
Revise Completed Day
L3
Last day completed: 7/14,/2013

A
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o Click Select Day

Select
Day

Click the Select Day button

Click on Day
]
" Select a Day to work on (=N EcR >R
Business Days
Select a business day to process
Date Status #ofshifts | # Incomplete Shifts
7/5/2013 Working 1 1]
7/6/2013 Working 1 0
7/7/2013 Working 1 1]
7/8/2013 Working 1 1]
7/9/2013 Working 1 o
|
7/10/2012 Working 1 o
7/11/2013 Working 1 0
7/12/2013 Working 1 1]
7/16/2013 Working 1 1
7/17/2013 Working 1 1N
I Show Completed Days ] ICreate New Day l i} Work on this Day
Last day completed: 7/14/2013

Click on Day that you need to work with. If the Day you need to work with is not listed, this means that no Shifts have been created for the Business
Day. Please see the section on Shift Paperwork. If you are not using or tracking shift work, please go to Step 4 below to create a new Day to work with.

Click 'Work on this Day"' or..

‘ % Work on this Day

Click the 'Work on this Day' button to start working. Double clicking the Day in the grid will also work. The date and status are displayed and you
are placed in Review Shift Summary
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; ‘\".IWelcome Demo User - }
" Home Pricebook | Daily Activities | Shift Paperwork Settings

Select Business Date:
Day 7/15/2013 Status: Working

(Daily Activities | Review Shift Summary

Caily
Activities

Create New Day

Create Mew Day

After clicking Create New Day the following window appears:

e =)

"y Create Mew Business day E'@

Business Date: Al -
’ Create ] ’ Cancel

Choose the date from the drop down arrow and click Create_ You can click Cancel to go back
After clicking Create, the date and status are displayed and you are placed in Review Shift Summary. See below:
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Daily Activities

Business Date:
7/15/2013 Status: Working

ily Activities
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Review Shift Summary
This screen displays a summary of the information collected from the Shift Paperwork section of My Pricebook. This Watch Video

screen gives a quick overview of the state of the shifts downloaded from the register. This data is a combination of all
the shifts in the shift count.

Daily Activities

Business Date:
7/16/2013 Status: \Warking

Close
F Handheld | | W& Transmit i

Daily Activities h

Check Completeness of Shifts

Review Shift Summary

O i1nvoices and Payouts L B | hift Counts
a Inventory Control # of shifts: 1
# Incomplete: 1
Fuel Control ompleted: 0
Finalize Daily Paperwork Total Amounts (All Shifts)
Review Over/Short Non-Fuel Sales: $2,719.36
Fuel Sales: $158.52
. _ Total Sales: $2,877.88
Complete the Shift Review Paylns: £0.00
Total Tender: $5,757.32 Max Amounts
m $2,879.44 $2,879.44
Discounts: £0.00 £0.00
Promotions: $0.00 $0.00
Refunds: $0.00 $0.00
PayOuts:

o Check Completeness of Shifts
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Shift Counts
# of Shifts: 1
# Incomplete: 1
# Completed: ]

If you are importing data, you need to make sure all shifts are complete or you cannot complete the Day. If a shift is still open, please follow the
instructions in the Shift Paperwork section to complete the shift.

Review Over/Short

Total Amounts (All Shifts)

Non-Fuel Sales: $2,719.36
Fuel 5ales: $158.52
Total Sales: £2,877.88
PayIns: $0.00
Total Tender: £5,757.32 Max Amounts
Over/Short: £2,870.44 £2,870.44
Discounts: £0.00 £0.00
Promotions: £0.00 £0.00
Refunds: £0.00 $0.00
PayOuts:

Look over the numbers. Pay attention to the Over/Short number and make sure it is acceptable for your store's policy. If corrections need to be
made, go to the Shift Paperwork section and view/or modify the shift as needed.

Complete the Shift Review

| shift Review Complete gj |

Once the numbers are correct click the Shift Review Complete Button.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:
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| Shift Review Complete ﬂ |

Er Review Shift Summary

Corrections can always be made before the Day is completed. Please note, anytime changes are made to the Shifts on this Day, the checkmarks
will go away and Review Shift Summary will need to be completed again.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 93 !A:!:sgmc&



http://www.apexbos.com/

Paperwork .

Daily Activities

Business Date:
7A5/2013 Status: Working

Daily Activities

Add an Invoice or... o—-
Import an Invoice or... °—
Complete a Payout °>

g Review Shift Summary

Invoices and Payouts

[ Inventory Control

a Fuel Control

Finalize Daily Paperwork

My Pricebook User Manual

Invoices and Payouts

This screen is where all Invoices are entered and/or imported. If you will be doing shift work, this is were Payouts will
be completed as well. Follow the Instructions to Add an Invoice, Import an Invoice or complete a Payout from Shift

& Handheld

W, Transmit

z - :
Invoices b
Ganicel _
Work Date =} Vendor Code Vendor Invoice # ~ Inv.Date -~ Invoice Cost Ext. Cost  Ext.Retail szdyﬁ DueD
7/15/2013  Modern  Modern Distributors 23323 7/15/2013 $10.59 §10.59  $19.61 10/14
7/15/2013 Modern Modern Distributors 34434 7/15/2013 £34.50 £0.00 50,00 /312
7/15/2013 221 VWestern Distributin 9887 7/15/2013 $22.50 $22,50 $0.00 True

Invoices highlighted in red are not fully distributed or missing department assignments.

o Add an Invoice or...
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Add

Click Add in the Invoice Navigation Bar. Follow the instructions in the Add an Invoice how-to.

e Import an Invoice or...

Import

Click Import in the Invoice Navigation Bar. Follow the instructions in the Import an Invoice how-to.

Complete a Payout
7/15/2013 221 Western Distributin 9887 7/15/2013 §22.50 §0.00 §22.50 $0.00 True

Paid Via
Payout

To complete a Payout, click on one of the Payouts. The Payouts in the grid have a 'True' in the 'Paid via Payout' column e

Edit
You can double click on the Payout Invoice in the Grid or you can click on Edit in the Invoice Navigation Bar. Follow the instructions in the
Complete a Payout how-to.
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Add an Invoice

This screen is where all Invoices are entered or edited. Watch Video

First lets give you a quick overview of the Invoice Screen.

Please read about each section and the go to the Invoice Header section to start adding an Invoice.

"y Invoice Entry

=N Nl )

: N - - =
Invoice Navigation Bar — H ‘ s ‘ > ‘ - - ¢ ¢ ke - ]
First Prior Mext Last Edit Save Cancel Refresh Save spot Go to spot Reports Close
Invoice Header e_ Vendor Code  Vendor Name Invoice Mumber Invoice Date Invoice Cost  Due Date Payout Discount Date Discount Amount Work Date
| - 7/17/2013 - £0.00 -\ - 7/17/2013 -
Reference: Ext Cost Ext Retail Remaining
Invoice Distribution Status ——— $0.00 $0.00 §0.00
Invoice Distributions (1)
=] -« [ I - @ Attention is needed I return
- - - — - T Issue Filter Remove Issue Filter
First | Prior | Mext | last | Save |Delete |Cancel| Search  Filter Apply Order cost has changed
Type Order Code |Quantity |Last Cost |Cost/Unit Retail/Unit Buyback/Unit| Margin Ext Cost |ExtRetail ExtBuyback Description Department |MajorCategory MinorCategory UPC |z|
Invoice Distributions °»4 UPC 1 £0.00 £0.00 £0.00 a £0.00 £0.00 £0.00
- E
O™ b
Order Code UPC Code Description Department
- - + [Uselast [ Add UPC Distribution |
Distribution Entry °’"__ il Ui lastCost ExtCost Buyback “IE —
yba Ext Buyback . =|
SLda?ﬂrﬁty ?E‘?J'efﬂﬁt Orer it .00  $0.00 $0.00 Major Category = | Add Department Distribution |
| | | R ;
1 1 $0.00 7] specal Cost Price change rules - ’ Add Expense Distribution ]
Margin%: i il Ui i i o Minor Subcategory .
on Cost,ﬂ..lon(;t RetaifUnit Pre-mport _Eft_'ist—al—l—-‘ﬂﬁmrgln to Maintain: - g ’Convert to Department Distribution ]
L .?J_.U_O__M $0.00 Use Price Rounding ’ = ]
_ P Convert to Expense Distribution
Distribution Creation/C, ion C. | | lpdatePricebook price from invaice: Round retaijunit to:
istribution Creation/Conversion Control | )
0 Rule Level Applied: [] override for this item Add to Item List
Current Pricebook Values
OrderCode UPC Cost OrderSize Vendor  Description InventoryDept
P i | = — e e ——f T = |

o Invoice Navigation Bar
I

-« - »i - - < o & @ - B
First Prior Mext Last Edit Save Cancel Refresh Save spot Go to spot Reports Close
A
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This Navigation Bar let's you move between invoices without having to go back to the previous screen. You will not need to use this Nav Bar while
you are adding an Invoice. Please see the Navigation Bar section for instructions on operation.

Discount Amount Work Date

Invoice Header
7/17/2013 -

Payout Discount Date
v

Invoice Mumber Invoice Date Invaice Cost Due Date

Vendor Code Vendor Name
7172013 - £0,00

| -
Reference: Ext Cost Ext Retai Remaining
The Invoice header is where Vendor, Invoice date and total cost is entered.

Invoice Distribution Status

Ext Cost Ext Retail R.emaining

£0.00 £0.00 £0.00
Displays Totals of Distributions entered in the Distribution Section compared to the Invoice Cost in the Invoice Header section. Invoices are not

complete until the Remaining total is zero.

Invoice Distributions
Invoice Distributions (1)
Attention is needed - Return

™ - - I | = 9
— . e apply T Filter R I Filte
Cancel | search  Filter FHEREIES e e Order cost has changed
Department MajorCategory MinorCategory UPC | =

First Prior = Mext Last Save | Delete
Type Order Code | Quantity Last Cost |CostfUnit |Retail/Unit Buyback/Unit Margin Ext Cost |Ext Retail Ext Buyback Description
1 £0.00 £0.00 <0.00 1] 20,00 <0.00 £0.00

» LPC

m

1 [

This section displays all Distributions entered on this Invoice. Distributions are also known as items or line items on an Invoice.

° Distribution Entry
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Order Code LUPC Code Description Department

- - w |Use ast

Drder. Retail Unitg Cost per . Last Cost EwtCost Buyback  ExtBuyback Major Category
Quantity [ Order Unit Order Unit 50,00 40,00 £0.00

1 1 50.00

« |Use last
[] Spedal Cost

Margin % Cost/Unit Retail/Unit Pre-import ExtRetail Minor Subcategory

Min Margin to Maintain:
o @ w00 w0 @ @00 ) rey

IJse Price Rounding
IUpdate Pricebook price from invoice: Round retail unit to:

Rule Level Applied: [ override for this item Add to Item List

Current Pricebook YValues

Price change rules

OrderCode UPC Price Cost OrderSize Vendor Description InventoryDept

In this part of the screen you will enter all information for the Distribution you are working on. A detailed description of this screen is in the Add a
Distribution how-to.

Distribution Creation/Conversion Control

[ Add UPC Distribution

’ Add Department Distribution

’ Convert to Department Distribution

’ Add Expense Distribution ]
’ Convert to Expense Distribution ]

These buttons will be used to Add or Convert a Distribution. Go to the Invoice Header How-To to start your Invoice.
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Invoice Header
The header section is where you put in the top or main information of the invoice. Follow the instructions below.

Watch Video

" Invoice Entry

[ec
[ -« - [ - o e (o & & -
First Prior Mext Last Edit Save Cancel Refresh Save spot Go to spot Reports
Vendor Code Vendor Name Invoice Number Invoice Date

Invoice Cost Due Date
w Modern Distributors. Inc.

Payout Discount Date Discount Amount Work Date
12112 7/15/2013 - £30.00  4/24/2014 - | - 7f15/2013 -
| [ |
Reference: ‘ Ext Cost Ext Retail Remaining | |
| 32 $51.74 ($8.52) |

! E , . ¥
Enter Vendor Invoice Mumber Invoice Date

Invoice Cost Due Date Paid Discount Discount Waork Date
via Payout Date Amount

Reference

After entering your header go to Add a Distribution.

Enter Vendor

Vendor Code Vendor Mame
Modern| w | Modern Distributors. Inc.

Enter a Vendor by choosing a Vendor Code using the drop down arrow. This will also fill in the Vendor Name. If you do not have a Vendor set up

and this Invoice is from a Vendor that may only be used 1 time you can just enter the Vendor name. If you are going to be entering Distributions
using UPC codes you should set up the Vendor in Vendor Setup.

Invoice Number

Invoice Mumber
12112

Enter the Invoice number. Entry be numbers or letters.
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Invoice Date

Invoice Date
7/15/2013 -

Enter the Date from the Invoice. You can use the drop down arrow to choose a date.

Invoice Cost

Invoice Cost
£30.00

Enter the Total Amount due on the Invoice. This is the amount you will match to with the Distributions.

Due Date

Due Date
4f24/2014 -

Enter or choose the Due Date from the invoice. If there is no Due Date just set it the same as the Invoice Date.
Paid
via Payout

Payout

This denotes whether the this Invoice is a Payout from Shift Paperwork. Payouts can only be created in Shift Paperwork>Payouts.

Discount
Date

Discount Date

-

Enter or choose the Discount Date from the invoice. This entry is optional.
Discount

Amount

Discount Amount
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Enter the amount of the available Discount from the Invoice. This entry is optional.

Work Date

Work Date
7/15/2013 -

Enter or choose a work date. This date is important. If you are going to do UPC or Department Distributions, this date tells the My Pricebook what
date the Items was put on the shelves for sale. The work date is only applicable if you are not doing Daily Activities/Shift Paperwork.

Reference

Reference:

Enter a reference or description for this invoice. This is optional.
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Add a Distribution
Next, you will start adding Distributions also known as line items to the Invoice. Watch Video

There are 3 kinds of Distributions you can add to your Invoice. Read each description and then choose the type of Distribution to add
using the Distribution Control buttons. You can have multiple Distributions of the same or different types on one invoice.

UPC Distribution f  addwecostibuton |
Department Distribution ’— Add Department Distribution ]

Add Expense Distribution ]

Expense Distribution

o UPC Distribution

Add UPC Distribution ]

UPC distribution is used when you are going to enter Items using the UPC codes. You will also be entering quantity and dollar amounts. See the
UPC Distribution How-To for entry instructions.

Department Distribution

’ Add Department Distribution

Department Distributions are used when you are going to enter total dollar values and not quantities of the Iltems on the invoice. An example
would be and invoice for newspapers and rather than entering each Iltem you can enter the total dollar value in the Grocery department. See the
Department Distribution How-To for entry instructions.

Expense Distribution

’ Add Expense Distribution

Expense Distributions are for entering items on the Invoice that do not have inventory you are going to sell or put on the shelf to sell. Delivery
charge is an example of an Expense Distribution. See the Expense Distribution How-To for entry instructions.
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UPC Distribution
After you click the Add UPC Distribution Button, | Add UFC Distribution

] follow the instructions below.

Please Note: UPC Distribution is a bit complex and is a very powerful tool. This Distribution not only updates your Invoice, it also updates the Pricebook,

maintains Vendor Order codes and gets new Iltems and new prices ready to Upload to the Register. Your are getting many things done in one entry,
please take care when entering.

" Invoice Entry

oo =

I -« > > - e 5 (o & “ -
First Prior MNext Last Edit Save Cancel Refresh Save spot Go to spot Reports Close
VendorCode Vendoriame Invoice # Invoice Date InvoiceCost  Invoice Due Date  PaidViaPaidout Work Date
Modern Distribu 23323 7/15/2013 - §45.23  10f14/2013 ~ || 7/15/2013

Attention is needed Ext Cost Ext Retail Remaining

Invoice Distributions (1) Order cost has changed $10.59 §19.61 $34.64
I B B R A R O B
e ilk - .
l i I Priar I Mext I Last l Save Cancel | Search Filt;’r Apply Issue Filter Remove Issue Filter
Type Order Code |Quantity Last Cost |Cost/Unit |Retail/Unit Buybade/Unit Margin |[Ext Cost  ExtRetail ExtBuyback Description Department MajorCategory |MinorCategory UPC  »

o UPC  |238808 3 §3.53  §1.09 .00 4 §10.59 $19.51 £0.00 POPTART CH 03 o380l
Line is added 0*_*upc 238915 1 $5.28]  ¢L69 .00 48 €528 61015 CHEEZIT 03 0241

Delete

m

Enter UPC Code

Enter Order Code Enter a Description Choose Department
4 | | »
Distribution Entry Changes e- - J ! [ |
Order Code UPC Code Description Department
238915 ~ 02410019134 * CHEEZIT 03 v |Use last [ Add UPC Distribution ]
=B
Order Retail Units Costper  LastCost ExtCost Buyback  ExtBuyback Maiar Cateqor = —
. Quantity / Order Unit Order Unit §5.28 €0.00 J gery = [ Add Department Distribution ]
Enter Order Quantities/Cost o 1l s e - 4 | r —
' [ special Cost Price change rules T —[ Add Expense Distribution ]
i i iR i i Minor Subcategory ———— "
. . Margin%e Cost/Unit Retail/Unit Presmport ExtRetai Min Margin to Maintgin: ___— ———— £ [Con\rert to Department Distribution ]
Enter Retail Price 8 $0.88  $L69 $10.15 [ erris Roundng - =
e — PP Convert to Expense Distribution
Update Pricebook price-from invoice: Round retail funit to: [ ]

Select next Step °’ I Rule Level Applied: [] override for this item

Current Pricebook Values

OrderCode UPC Price Cost OrderSize Vendor Description
[233915  |[n2410019134 §1.69) £5.28 6 [Madern ||cHEEZ IT {GE |
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*|UPC 238915 1 §5.28 5169 £0.00 43 $5.28| §10.15 CHEEZ IT

A line for the UPC Distribution is added to the Invoice Distributions grid.

=]
L
=]
(%]
B
=

e Distribution Entry Changes

Order Code LUPC Code Description Department
238915 * 02410019134 * CHEEZIT 03 w |Use ast
grderﬁw ?Et?::l UE:tS-t g:l;t pEr ) Last Cost  Ext CD:;B Eiur_.-'l:u.ihn:l::":I Ext Buybadk Major Category
uan rder Unit Order Uni . !
Y * ® -
1 & $3.28 [] Spedal Cost
- P Price change rules Minar Subcateaar
Margl::u Cost/Unit Retail/Unit Pre-mport ExtRetal v Margin to Maintain: dory —
- -se as
$0.88 $1.69 $10.15 IJse Price Rounding
IUpdate Pricebook price from invoice: Round retail unit to:
Rule Level Applied: [ override for this item Add to Item List

Current Pricebook Yalues

OrderCode UPC Price Cost OrderSize Vendor Description InventoryDept

238915  [|o2410019134 || $1.69) $5.28 6 Modern ||CHEEZ IT o3 |

Distribution Entry screen changes fields for UPC Distributions.

Enter Order Code
Order Code
238915 -

Enter or select an Order Code. Order Codes are usually supplied by the Vendor on the Invoice. When Order codes are entered ,if they are not in
the system already, they will be added to this Vendor. If your Vendor does not use Order Codes you can set them up yourself. Order Codes can
be letters or numbers or a combination. Order Codes speed things up because once they are setup they will automatically fills UPC, Description,
Department, Cost and Price fields. They save time and will improve accuracy moving forward.

Enter UPC Code

UPC Code
02410013134 -
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Enter or select UPC Code. If the UPC code does not exist in the system, entering a new one here will automatically add this Item to Pricebook
and set it to be uploaded to the register. This field must be entered.

Enter a Description

Description
CHEEZ IT

Enter the Description. Length may be limited by your register type.

Choose Department
Department

[03 - [Use Iastl

Choose the Department using the drop down arrow. If you click the 'Use last' button, the system will choose the last Department you selected in
you last saved Distribution.

Enter Order Quantities/Cost

Crder Retail Units  Cost per
Quantity  f Order Unit Qrder Unit

1 & £5,28

Enter the quantities and cost:
1. Order Quantity is the quantity that goes with the Order Code. These are Order Units.
2. Retail Units/Order Unit is the amount of ltems will go on the shelf per Order unit. In our example on screen, there are 6 Items going on
the shelf even though this is 1 Order unit for this Vendor.
3. Cost per Order unit is the cost of the Order Unit not the Retail Items. That comes in the next step.

Last Cost EwtCost  Buyback Ext Buyback

3. After entering these fields you check totals by looking at this information: ».: ¥0.00

Enter Retail Price
Margino CostfUnit Retail/Unit
43 $0.88  §1.59
Enter the Retail Price for an individual Item or the Margin. Entering one will calculate the other. After entry you can check you totals by looking at

Pre-dmport  Ext Retail

§10.15
these boxes:
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o Select next Step

Add UPC Distribution ]

’ Add Department Distribution ]

’ Add Expense Distribution ]

You are ready to Add another Distribution or Finalize your Invoice. Click on one for next steps.

/\G
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Department Distribution

’Add Department Distribution ]

After you click the Add Department Distribution Button,

follow these instructions:

" Invoice Entry =B (ESR™==)
[ - > » a e 5 (o] B - B
First Prior Next Last Edit Save Cancel Refresh Save spot Go to spot Reports Close
VendorCode VendorMame Invoice # Invaice Date InwoiceCost  Invoice Due Date  PaidViaPaidout Work Date
Modern Distribu 23323 7/15/2013  « $10.59  10/14/2013 - || 7f15/2013 -
Attention is needed Ext Cost ExtRetsl  Remaining
Invoice Distributions (1) Order cost has changed $10.59 §19.61 $0.00
[t [ a | = [ ® v | x ol
o ik, " "
l First I Prior I MNext ] Last l save |Delete | Cancel | search Filtgr Apply Issue Fiter  Remove [ssue Fiter
Type Order Code |Quantity Last Cost |Cost/Unit |Retail/Unit| Buyback/Unit Margin |[Ext Cost  ExtRetail ExtBuyback Description Department | MajorCategory MinorCategory UPC =
UPC 238808 3 £3.53 £1.08 50.00 46, 51059 s19.61 50.00 | POFTART CH 03 0330(
Line is added o—* Departme 1 $120.00 $180.00 $0.00 33 §120.00 $180.00 Phane Cards 05
« 3
Distribution Entry Changes e»— -
Department
Enter Department 07— 0s -
For —-E ’Add Department Distribution ]
_— &
Enter Description o—— Phone Cards ’ Add Expense Distribution ]
Extended Cost ‘s:e“Ifo"' —
Enter the Cost °7— &120.00 f_,-f—{?/ ’ GodLEGHciTh liog ]
) ) Extended Retsil  Margin—
Enter the Retail or Margin °——— $180,00— B8
-
Select next Step o"’
o Line is added
* Departme 1 £120.00 5180,00 80,00 33| 5120.00| s5180.00 Phone Cards 05 | |

A line for the Department Distribution is added to the Invoice Distributions grid.

e Distribution Entry Changes
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Department
05 -

[Add Department Distribution ]

Far
Phone Cards

|
Priar

’ Add Expense Distribution ]

Extended Cost = —
X [ Add UPC Distribution ]
£120.00 N
Extended Retall  Margin
s150.00  EH

Distribution Entry screen changes fields for Department Distributions.

Enter Department
Department
s -

Choose a Department from the drop down arrow that the Distribution belongs to. If the Department you want is not there, see Department Setup.
Only Inventory type departments will show up.

o Enter Description
Far

Phone Cards

Enter a short description. This is optional.

Enter the Cost
Extended Cost
£120,00

Enter the total Cost for this Department Distribution. This must be entered.

Enter the Retail or Margin

Extended Retail  Margin
s150.00  EH
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Enter the Total Retail or Margin for this Department Distribution. When you enter one of them the other one will calculate automatically. For a
definition of Margin go to the Definitions section

Select next Step

[Add Department Distribution ]

’ Add Expense Distribution ]

[ Add UPC Distribution ]

You are ready to Add another Distribution or Finalize your Invoice. Click on one for next steps.
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Expense Distribution

Add Expense Distribution

] follow these instructions:

" Invoice Entry EI
> - > > - = 5 o i - B
First Prior Mext Last Edit Save Cancel Refresh Sawve spot Go to spot Reports Close
VendorCode VendorName Invoice # Invoice Date InvoiceCost  Invoice Due Date  PaidViaPaidout Work Date
Modern Distribu 23323 7/15/2013 - $45.23  10/14/2013 = || 7/15/2013 -
Attention is needed Ext Cost Ext Retail Remaining
Invoice Distributions (1) Order cost has changed $10.59 $19.61 $34.64
[t " v X @
o il y y
l First I Prior ] Next I Last | Save |Delete | Cancel | Search |:i|1£rr Apply Issue Filter Remove Issue Filter
Type Order Code | Quantity |Last Cost |Cost/Unit |Retail/Unit Buyback/Unit Margin Ext Cost |ExtRetail ExtBuyback Description Department |MajorCategory MinorCategory UPC =
UPC 238808 3 £3.53 51.09 £0.00 46 510,538 §19.61 50,00 POPTART CH 103800
Line is added o—* Expense 1 §25,00 40,00 £0,00 0 $25.00 0,00 Delivery Charge
| r
Distribution Entry Changes e—-_
Department
Enter Department °— +—— [E -
-5 ’Add Department Distribution ]
For =
- - o
Enter Description ° +—  Delivery Charge ’ Add Expense Distribution ]
Extended Cost 1. — —
Enter the Cost °— L — | AddUPC Distribution |
Select next Step 0"____
Line is added
* Expense 1 £25.00 20,00 £0.00 0 &25.00 20,00 Delivery Charge IE

A line for the Expense Distribution is added to the Invoice Distributions grid.

e Distribution Entry Changes
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Department
IE -
. -5 ’Add Department Distribution ]
ar ‘=
i (=T
Delivery Charge ’ Add Expense Distribution ]

Extended Cost
xtended Cos | AddUPC Distribution |
$25.00

Distribution Entry screen changes fields for Expense Distributions.

Enter Department
Department
IE A4

Choose a Department from the drop down arrow that the Distribution belongs to. If the Department you want is not there, see Department Setup.
Only Expense type departments will show up.

Enter Description
Far
Delivery Charge

Enter a short description. This is optional.

Enter the Cost
Extended Cost
525.00

Enter the total Cost of the expense. This must be entered.

Select next Step

’.ﬁ.dd Department Distribution ]

’ Add Expense Distribution ]

’ Add UPC Distribution ]
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You are ready to Add another Distribution or Finalize your Invoice. Click on one for next steps.
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Finalize/Edit Invoice
To finalize your Invoice, follow these steps. Watch Video

g Invoice Entry =

14 - > > a e 57 o & “ -
Click Save 0 First Prior Mext Last Edit Save Cancel Refresh Save spot Go to spot Reports Close
VendorCode VendorName Invoice # Invoice Date InvoiceCost  Invoice Due Date  PaidViaPaidout Work Date
M = | Modern Distribu 23323 7/15/2013 « $45.23  10/14/2013 ~ || 7/15/2013

Attention is needed ExtCost  ExtRetal  Remaini
Check Invoice Distribution Status °»
ice Distributions (2) Order cost hias changed $45.23 $52.30
Check Total Distributions 0/ 4 « > > - 9 e ) ]

First = Prior | Mext Last | Save | Delete |Cancel| search Filh:r Apply Issue Filter € Issue Filter

Type Order Code Quanh’t}-I Last Cost |Cost/Unit Retail/Unit Buybad(WargﬁfExt Cost |ExtRetail ExtBuyback Description Deparh'nent MajorCategory MinorCategory UPC  ~
Expense £16,99 $0.00 _—E0.00 0 $16.99 $O s} 0,00 DE'IVEFY

’ —-a- | s0.00| 46| $28.24| $52.30|  $0.00/POPTART CH ___-

Check Distributions if needed o
Close Screen °’

m

<= b
Crder Code UPC Code Description Deparh'n?rﬂ:“"“-—-__q__
238808 v 03800001321 v POPTART CH 03 v -__,_____ - [ Add UPC Distribution ]
o
Order Retail Units Costper  LastCost ExtCost Buyback  ExtBuyback Maior Catedor = —
Quantity  f Order Unit Order Unit §28.24 £0.00 £0.00 d gory T = | ’ Add Department Distribution ]
v |Use lasi
3 5 §3.53 ) 2 —
7] Spedal Cost Price change rules Minor Subcategory ’ Add Expense Distribution ]
Margin% i iluni i i .
argin Cost/Unit Retail/Unit Pre-import ExtRetail Min Margin to Maintain: 5 ’Con\rertto Denartment Distribution ]
* $0.55 $1.09 $L.09 $52.30 Use Price Rounding ‘\f/’
Round retailjurit to: ’ Convert to Expense Distribution ]
Update Pricebook price from invoice: ound retalljunit to:
Rule Level Applied: Mo Rule [T] override for this item Add to Ttem List
Current Pricebook Values
OrderCode UPC Price Cost [Xderﬁze Vendor i InventoryDept

Description
§1.09) $3.53 & |[Modern | [PoPTART CH |EE

Click Save

Save
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Click the Save button in the Distribution navigation bar to save you last Distribution entry.

Check Invoice Distribution Status

Ext Cost Ext Retail

Remaining
£45.23 £52.30

£0.00

Activities cannot be completed

Check the Remaining Total. If the Total is not zero then a Distribution is wrong, or missing, or entered twice. It is also possible the Invoice cost
in the Invoice Header is incorrect. You will need to correct things until the Remaining Total is zero. If the Invoices are not completed the Daily

Check Total Distributions
Invoice Distributions (2)

Check the number of Distributions if your Remaining Total is not zero. It is a quick way to see if you missed something or added something more
than once.

o Check Distributions if needed

(.

&

Pri

%]

Mext

v

You can move up and down through your Distributions using these buttons.

i . - - |
L . . . First Priar = Mext Last
You can also use the Distribution navigation bar

7= 1P=Et= 9 o move and Delete distributions if you need to.
° Close Screen
]

Close

When you are done, you can close this screen. To add another Invoice go to Add an Invoice.
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Import an Invoice

This screen is where you import elnvoices from your Vendors. Not all Vendors provide elnvoices but the big grocery Vendors usually Watch Video
do. Before you can use this tool, you must add your Vendor in Vendor Setup and also set up that Vendor's Invoice Processing. You

must also add your elnvoices to the Vendor folder that is created when you set up Invoice Processing. Please follow the instructions
below to import an invoice.

Make Sure you have put your elnvoices in to the Vendor Folder or nothing will be on this screen to import.

A
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"y elnvoice Processing e[|
Import | View an elnvoice file |
Files to be processed Processed Invoices
ices S Select VendorCode | InvoiceMumber InvoiceDate InvoiceCost Balance ItemsCost =
Select Invoices to Imported o PNV MiModern (0120130991 4/17/2012 $342.65 s0.00  $336.5) |
Click Import button °
s
Click Close 0
==t
L
« [ E
Invoice processing me Py
\TN seiected‘-‘x\-\ m::es]
o] Coea] o= o
Archived elnvaice
| ’Delete selected humces]
| |

o Select Invoices to Imported
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Processed Invoices
Select VendorCode InvoiceMumber InvoiceDate InvoiceCost  Balance

ItemsCost =
PN Modern 0120130991 4/17/2012 £342.56

0,00 §336.5 |

Select
Select Invoices you want to import by clicking in the Select box next to the invoices. You can also select all invoices in the list by clicking

the Select All button.

If you want to remove an Invoice from the list that you are never going to import, select only that Invoice and click the 'Delete selected invoices'
button’DeIete selected in'u'uir_es]

Click Import button

’Impﬂrt selected invoices ]

Click the 'Import selected invoices' button. The system will prompt you to make sure of your selection:

[ Confirm @

-

e e

Click Yes and the system will import the data, remove the Invoices from this list and add the to the Invoices and Payouts list in Daily Activities.
clicking No will take you back to the elvoicing Processing window.

o Click Close

Click close to take you back to the Invoice list in Daily Activities:
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Invoices and Payouts

» - . » - 5 & o B 4 ‘@
Add  Edit Impert Delete Gt ilker ' Invoices Complete
- First Prior  Mext Last Save  Cancel  Mark Go to Filter Reports P gj

Work Date | Vendor Code |Vendor Invoice # w Inv. Date « Invoice Cost Remaining Ext. Cost  |Ext. Retail Ppa;i;ﬁ DueD *
2 7f15/2013 Maodern Modern Distributors 0120130991 | 4/17/2012 5342.66 50,00 5342.66 5571.00
7f15/2013 221 9887 7(15/2013 522,50 50,00 522,50 50.00 True

The imported Invoices will show in red. You will need to edit them and finalize the Distributions. Go to Finalize/Edit Invoices how-to for instruction.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 118 ’*'-‘g“



http://www.apexbos.com/

completed.

My Pricebook User Manual

Complete a Payout
Payouts come from the Shift Paperwork. Payouts need to be distributed properly to be completed. The system automatically
creates and starts an Invoice. Distributions must be added to complete the Invoice. Once you have this screen open,

please go to the Add a Distribution How-To for instructions. If the Payouts are not completed the Daily Activities cannot be

"y Invoice Entry

[ = > »l - W b (o]
First Prior Next Last Edit Save Cancel Refresh
VendorCode VendorName Invoice # Invoice Date InvoiceCost  Invoice Due Date  PaidViaPayout Work Date
Western Distribi - 9887 7/15/2013 - §22.60  7/15/2013 = 7/15/2013 -
Check Invoice Distribution Status ° - (i S T Ext Cost ExtRetall  Remaining
Invoice Distributions (0) Order cost has changed e %0.00 £0.00 £22.60

[ b
First

Type
[ 4

<« [

Search  Filter

Apply Issue Filter Remove Issue Filter

Order Code |Quantity Last Cost |Cost/Unit  Retail/Unit Buyback/Unit Margin Ext Cost |ExtRetail ExtBuyback Description

€

Save spot

[E=% HoB 5

4 -
Go to spot Reports Close

Department MajorCategory MinorCategory UPC =

m

Order Code UPC Code

-

Order
Quantity

Retail Units  Cost per
J/ Order Unit Order Unit

Margine Cost/Unit RetailUnit

Current Pricebook Values

OrderCode  UPC Price

Update Pricebook price from invoice:

Rule Level Applied:

Description

-
Last Cost  Ext Cost
7] special Cost

Pre-mport  Ext Retail

Cost

Buyback  ExtBuyback

Price change rules

Min Margin to Maintain:
Use Price Rounding

Round retail funit to:

[ override for this item

OrderSize Vendor Description

Department

 |Use last

Major Category

-
Minor Subcategory

=
Add to Item List

InventoryDept

|
o | Prior

Add UPC Distribution

Add Department Distribution

l
l
l

Mext

’ Convert to Department Distribution

[

l
l
Add Expense Distribution ]
l
l

Convert to Expense Distribution
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Check Invoice Distribution Status

Ext Cost Ext Retail Remaining
£0.00 £0.00 £22.60

The Remaining Total will not be zero on a Payout. You will need to add Distributions to complete the Payout. Please go to the Add a Distribution

how-to for instructions.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 120 ’*'-‘g“



http://www.apexbos.com/

My Pricebook User Manual
UPC Adjustments

UPC Adjustments are any changes to items that are inventoried in the store.
Please note that adjustments can be done by Department (see Department Adjustments) except for transfers between

affiliated stores.. Department Adjustments do not adjust quantity, just value.
Please follow the steps below to enter adjustments.

Click in UPC

Watch Video

Daily Activities o @
Business Date: _ dEzz
W Handneid | | 38 Transmit
7/15/2013 Status: Working
. : I - - UPC Adjustments g
Review Shift Summary S — o oo Te Complete

UPC ipti Adj Type Qty Reason
* BRA00255053 \|MRS FIELDS Expiration | . 2 |Spoiled

w Invoices and Payouts

1]
Fw;ﬂessDahe Transfer Site =
| 13

_‘ Inventory Control
Enter audit and cther retail adjustments

E UPC Adjustments

a Fuel Control Click Save Complete UPC Adjustments

) o) ) T é i
Select the item Select Adjustment Type $ Enter Reason $ Enter Transfer Site

Enter inventory adjustments Enter Quantity Enter Date
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o Click in UPC
UPC [
*|28600255053 [
Click in the UPC field to start.

e Select the item
UPC Description

88600255053 MRS FIELDS
Select the Item using the drop down arrow or type in the UPC code.

Select Adjustment Type

Adj Type
Expiration
Choose the Adjustment Type using the drop down arrow from the types below:

Audit/Inventory - For using an audit or inventory report. If you are using the My Pricebook Audit Processing, do not enter audits
here.
Breakage - For items that have been broken
Compose Package - For items you are going to group with other items to make a new item.
Decompose Package - For items to be pulled apart to from separate saleable items. An example would be pulling soda's out of a six pack
to sell separately.
Expiration - For items that have expired and will not be sold.
Store Use - For items that were used or consumed in the store for business use.
Transferred from store - For items are sent to an affiliated store.
Transferred to store - For items that are brought in from an affiliated store.

Enter Quantity

Qty

2
Enter quantity to adjust. This is always a positive number and a required entry.

Enter Reason

Reason
Spoiled
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Enter reason for the adjustment. Some adjustment type are self explanatory, but other like Store Use should have a reason. This field is not
required.

Enter Date

Business Date
7/15/2013

Enter the date that the item(s) were removed or added to the store.

Enter Transfer Site
Transfer Site

Used for Transfer Adjustments. Enter the name or ID of the other store. This field is not required.

° Click Save
w

Save
v
Click the Save button in the Navigation Bar which will be active s
+
If you need to enter more Adjustments, Click Insert "= in the Nav Bar and go to Step 1.

Complete UPC Adjustments

UPC Adjustments e
Complete gj

When everything looks good, click the 'UPC Adjustments Complete' button. UPC Adjustments must be complete to complete the Day.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

UPC Adjustments |
Complete ﬁl |

UPC Adjustments
Enter inventory adjustments

Corrections can always be made before the Day is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked again.
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Audit Processing

Audit Processing imports in an audit file and processes the inventory adjustments into the system. In order to use Audit Processing Watch Video
you must have an Audit file on the computer. Audit files can come from hand held Audit devices, from 3rd party Audit companies

and you can create your own Audit files. Audits do not make any informational changes to Items in the Pricebook like Department

or Description changes.

How Audits work in My Pricebook: When you process an audit, the systems takes the audit quantity, creates a total audit retail
value by multiplying price x audit quantity and calculates the total audit cost from purchase history. The system compares those
three audit values to those same values currently in the Pricebook, also called the book values. My Pricebook then calculates the
difference between the audit values and the book values and those differences are put in the inventory Over/Short value for the day
the audit is processed. My Pricebook then takes Audit values and makes them the book values as of the end of business on the day
the audit is processed.

Very important note: Audit values are updated as of the end of the day that they are processed into. This means that on the day
the audit is processed, that days' ending book value for the items in the audit will be set to to the audit value.

Best Practices: If possible, the actual counting of items should be done late at night or early in the morning. If audit was done
at night the audit should be processed on same day of count. If the Audit was done early in the morning, the audit should be
processed on previous day's work. This will keep book values as accurate as possible.

These are 6 steps to getting and Audit into the system:

A
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Daily Activities

Business Date: W Transmit
7/15/2013 Status: Warking
=y T
Daily Activities dit Processing
Review Shift Summa Audits Complete i
Create or locate Audit file ° E B i
_ w Invoices _and Payouts Unprocessed Audits:
Import the Audit file N — ported A 0 ALl = ]
_‘ Inventory Control » a
Process the Audit file it and other retail adjustments Audit Reports
. UPC Adjustments Process Audit
Edit the ltems inventory adjustments i
Audit il Audits processed into [tem Adjustments:

Make Department Adjustments

] <] [ A+
First  Prior MNext Last Sawe Cancel
Complete the Audit Status Descripton Hiisiness Date Tmported ALt D
»

Show Completed Audits | | Re-Open Audit

Fuel Contro

Select Departments to create adjustments for from the Item Adjustments when the Audit is Completed:

B B B <F R
First  Prior Mext Last Save Cancel

Dept Description Dept UPC Count | Audit UPC Count Audit Items Count | Sales Adj Factor -
L4 (d

Create or locate Audit file
The first thing you need to do is make sure you have your audit file on your computer. If you are using a handheld device or getting an audit file

from a third party audit company you need to make sure those files have been saved on your computer and you know what folder they are in. If
you are creating your own audit file please follow the instructions here.

o Import the Audit file
Import Audit File
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In this step you will find the Audit file on the computer and bring the data in to My Pricebook. Click the 'Import Audit File' button above and then
click here for instructions.

Process the Audit file

Process Audit

Next you will process the Audit file which will put the data in the correct format and match the Items in the Audit to the Items in the Pricebook.
Click the 'Process Audit' button and then click here for instructions.

o Edit the Items
Edit the quantities for the Iltems that came in on the Audit. You can check Audit totals using the Adjust Reports button to view a
Summary Report for the Audit. Click the 'Edit Items' button and then click here for instructions.

Make Department Adjustments
Select Departments to create adjustments for from the Item Adjustments when the Audit is Completed:
= I B =S = R

First Prior Mext Last 5awe Cance
Dept Description Dept UPC Count Audit UPC Count Audit Ttems Count Sales Adj Factor

4]

Make any Adjustments to the Department totals as needed. Click here for instructions.

Complete the Audit

Complete Audit

After editing your ltems and making any Department Adjustments,you need to completed the Audit. Click the 'Complete Audit' button and then
click here for instructions.
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Create an Audit File
This section will describe how to create a file you can use to count items in your store. In this section we will create a Audit File, open

the file in Excel, print it and update the file with counts. These instructions assume you are using Excel. You can use other spreadsheet
software, but you must make sure that the UPC codes stay intact.

Please follow the steps below.

Once you finish the Audit File go to Import the Audit file.

A
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This section will describe how to create a file you can use to count items in your store. In this section you will create a Audit File, open
the file in Excel, print it and update the file with counts. These instructions assume you are using Excel. You can use other spreadsheet

My Pricebook User Manual

Create a list of Items to be audited

software, but you must make sure that the UPC codes stay intact.

Once you finish the export, go to Open file, Print and Count Items.

ﬁ Welcome Demo User - ) -ox
COCE Y )
Home Pricebook | Daily Activities  Shift Paperwork  Settings & @
o | K dlr M B % = T O & : % # ¥ Close
Filter list of ltems ° NEW — 1 Filter | % Changer Promotions T Advanced Hploacltems Reports T Hand Held Pricebaok
Search: fmiy Expand to POS
i I v i - - Category # | Item Details |Prices |Modiﬁers | Sales |Purchases|
Export Item Audit List L4+ - [uec ~1 Dept  ~ Description - Price = Major - IMinor
P[] 81809400001 |02 ROCKSTAR D5 1602 $1.99 RKSTAR g:cﬁ otion 2?3:;0220[:5 o -
[] 81809400002 02 ROCKSTAR SFRE 160Z $1.99 RKSTAR Tt =
[[] 1209400008 02 ROCKSTAR 1,99 RKSTAR Price <199
[] s1s09400070 02 ROCKSTARZEROCARE 1602 £1.99 RKSTAR Price Date (read-only)
[[] 's1a09400208 02 RECOVER 1,39 RKSTAR Major Category RKSTAR
[7] 81809400218 02 ROCKSTARBERRY 1202 $1.99 RKSTAR Minor Category
[[] 1809400225 02 ROCKSTARZXDUR 1602 $1.99 RKSTAR Barcode Type
[] 81809400227 (02 RSTAR 2X £1.99 RKSTAR ItemSize (modifier) [0
[[] 31209400255 02 ROCKSTAR GRAPPLE 1602 1,99 RKSTAR MFG Philip Marris
[7] =1309400258 02 ROCKSTAR BBY 1607 $1.99 RKSTAR Carton UPC
[ 3109400251 02 ROCKSTARMOCHA 2,39 RKSTAR Carton Quantity
[] s1s09400280 02 ROCKSTAR GRAP 1607 £1,99 RKSTAR Quantity On Hand -1
[[] 1809400250 02 ROCHSTAR ORA 1602 $1.99 RKSTAR Sellable
[] 81309400300 02 ROCKSTAR FRUITPUNCH160Z £1.99 RKSTAR F|| el e 18650000 C
" || = History
Last Purchase Date
Last Sales Date 7/20/2013
1 act linlnadad 77T A3NANT PM mic
|-|Register Info -
Register Dept 02
Fee
Product Code 19
Sell Unit 1
Tax 1 Z
Tax 2 :
Tax 3 : sl
:
[ » Changad Info
Caps | #of Items: 14 # Selected: 1 FILTERED
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o Filter list of Items
T

Filter

Filter your list of items to only show the items that you want to count. If you are counting all your soda you may want to filter using your soda
Department, or you may want to filter to one manufacturer. The example screen is filtered using a Major Category. If you need a refresher on
Filtering click here. If you want to set up Categories to use in Filters, click here for help on Categories.

e Export Item Audit List

w

A. Click on the Grid tool button and the following menu will appear:
‘T.-J o e alo - .
_ Crif
Restore Grid Layout
) Export Mylterns format
Export Item Audit format

Import L

VE

AAAASARATAN L P LT

B. Click on 'Export Item Audit Format' and the Confirm box will appear. Please note the confirm box says you are creating a 'CSV' file. This is
called a Comma Separated Value file and is readable by Excel and all other spreadsheet programs.

- -

Confirm @

\'] Create a C5V formatted file containing the fields
W UPC, description, price, dept, and gty?.

C: Click "Yes' to continue. Click 'No' to cancel. After clicking "Yes' a browse window appears to choose where you want to locate the file. It does
not matter where you put the file, you just need to remember where you put it because we will be opening the file with other software:
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"y Export Pricebook Grid to..
{ var b Libraries » Documents » - | +y | | Search Documents D |
Organize = Mew folder == - @

It Favorites — Docume nts_ library Arrange by: Folder v
Includes: 2 locations
il Libraries Mame Date modified Type i
@ Documents | A
J" Music = | Adobe 9/17/2013 8:24 PM File folder 5
] Pictures . Adobe Captivate Cached Projects 8/11/2014 4:43 PM File folder
E Videos ., aFolderl 8/12/2014 10:42 AM  File folder
. aFolder2 8/12/2014 10:42 AM  File folder
4 Homegroup . aFolder3 8/12/2014 10:43 AM  File folder
. aFolderd 8/12/2014 10:43 AM  File folder L
‘M Computer |1 il | 5
File name: ltemsAuditFormat_2014081 2104713, cav -
Save as type: ’CS‘H" files (*.csv) v]
« Hide Folders [ Save J ’ Cancel ]

D: Type a name for your audit file. We recommend the name contains what you are auditing and the date. In this example our name is 'rockstar
08-12-14' See next screen shot:
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o -y

" Export Pricebook Grid to.. ==
—

{ }U r b Libraries » Documents » - | ¢f| | Search Documents ol
Organize * Mew folder 1= - @
/'t Favorites = Documents_ library Arrange by:  Folder

Includes: 2 locations
i Libraries Mame Date modified Type I
@ Documents 1 -
cJ" Music = ) Adobe /1772013 8:24 PM File folder 5
] Pictures . Adobe Captivate Cached Projects 8/11/2014 4:43 PM File folder
E Videos , aFolderl 8/12/2014 10:42 AM  File folder
, aFolder? 8/12/2014 10:42 AM  File folder
4 Homegroup , aFolder3 8/12/2014 10:43 AM  File folder
, aFolderd 8/12/2014 10:43 AM  File folder

‘M Computer adl| |

LI
File name: | T EE] h .

Save as type: ’CS‘H" files (*.csv) 'v]

= Hide Folders [ Save J ’ Cancel ]

E. At this point you can choose a folder where you want to save this file. You will need to remember what folder you are using because we will
need to find this file later. In the example we have choosen the folder Audits in My Documents. See screen shot:

Aﬁ s
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" Export Pricebook Grid to..

I Favorites
- Libraries

@ Documents

J'-' Music
[ Pictures
E Videos

*3 Homegroup

‘M Computer

“ Hide Folders

File name:

s,
@Uv| . v Libraries » Documents » Audits h v|¢f|| Search Audits

Organize = Mew folder

Save as type: | CSV files (*.csv)

I DD.CleEﬂ'tS ||braw Arrange by:  Folder *
Audits
Mame Date modified Type
7 Mo iterns match your search.
- 4| 1] b
rockstar 08-11-14 -
Save ] ’ Cancel

F: Click Save. A warning window will appear:

My Pricebook

15 items were created in rockstar 08-11-14.csv
Do not open this file in Excel without instructions,
or leading zeros on the UPC will be removed by Excel,
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G: Click 'OK" this will take you back to the Pricebook screen.

A
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Open File, Print and Count Items
In this section we will open, print and enter the count in the Audit file we created in 'Create a List of Iltems' section. We will use Excel.
These instructions should work for Excel versions 2007, 2010 and 2013. If you have an earlier version of Excel or you are using
something other than Excel and are not very familiar with your program, please call for support and we will help you through this
process.

Once you finish these steps, go to Update Audit File and Save.

@l H9-0o- |~ Book? - Microsoft Excel = = 58
Open Excel o ﬂ Home Insert Page Layout Formulas Data Review View [ e o = E2
Open Audit file EX @ [E) connections Al ? K Clea E E_.E |2 Data validation = % Group ~ ,§
ﬁ?‘Proper’cies ‘/, Reapply S== [E_'u Consolidate @ Ungroup = 7=
Print and Count tems. e Re" @@ Edit Links &l sort | Filter Y Advanced | copnos Di;ﬂfﬁs [E WhatIf Analysis - Subtatal
Connections Sort & Filter Data Tools Cutline El
Al - £ | upc v
A | B c D E F G H I ) kK |
1 |UPC |De5cription Price Department Quantity [l
2 81809400001 ROCKSTAR DS 160Z 1.99 2 -1
3 81809400002 ROCKSTAR SFRE 160Z 1.99 2 -1
4 31809400009 ROCKSTAR 1.99 2 i}
5 81809400070 ROCKSTARZEROCARBE 1607 1.99 2 i} =
6 81809400218 ROCKSTARBERRY 1207 1.99 2 -1
7 81809400225 ROCKSTARZXDUR 160Z 1.99 2 -1
& 81809400227 RSTAR 2X 1.99 2 i}
9 81809400255 ROCKSTAR GRAPPLE 1607 1.99 2 i}
10 81809400259 ROCKSTAR BBY 1607 1.99 2 i} B
11 21809400261 ROCKSTARMOCHA 2.39 2 i}
12 81809400280 ROCKSTAR GRAP 1607 1.99 2 0
13 818094002590 ROCHSTAR ORA 1607 1.99 2 0
14 21809400300 ROCKSTAR FRUITPUNCH160Z 1.99 2 -1 -
M 4 » ¥ | Sheetl ~Sheet? ~Sheetd ~¥J NEN il | 0|
Ready | | 100 (=) Y, {+)

o Open Excel

Open Excel. It will open to a blank worksheet. DO NOT DOUBLE CLICK ON THE AUDIT FILE YOU JUST CREATED. If you do this Excel will
screw up the UPC codes and this file will not be usable. If you did this accidentally, just close Excel and do not save, then open Excel using the
program icon or start menu.

/\G
My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 134 ATHE2:S



http://www.apexbos.com/

My Pricebook User Manual

e Open Audit file
E<]

et External
Data

A. Click on the Data tab

@| =, R R ‘ Book? - Microsol
Home Insert Page Layout Form Data Review View

3 I@Cnnnectinns A i Clear
3 18 g MEE T =

ﬁ'F‘rnpertles » Reapply
Get External Refresh o hl Filter Y Text to Rer
Data ~ All~ =2 Edit Links M ddvanced | columns Dupl
Connections Sort & Filter

B. Click on 'Get External Data' and then click on 'From Text'. You may already see the 'From Text' button. Just click directly on that button. If this
button is dim and not clickable you need to open a new worksheet in Excel and then go back to A. above.

EH9- s

“Hnme Insert Page Layout Formu
5 I@Cnnnedinns Al B |
o |I@ . Z\lr m

T Properties
Get External | Refresh o E-‘L Sort Filt
Drata - All~ == Edit Links A
Connections Sort &
? 3 =X B
|_J |_l_l = —
From From From From Other Existing
heceess Web Text Sources Connections
et External Data

C. The 'Import Text File' window opens. Find the Audit file (go to the folder you saved it in) and then click on the Audit file and then click the
'Import’ button:

A
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I

|i] Import Text File

Organize -

@ Microsoft Excel
i Favorites

= Libraries
@ Documents
J1 Music
[ Pictures
™ videos

#%, Homegroup

-~

-

File name:

{ va| . # My Documents » Audits

Mew folder

Documents library

Audits

Mame

- | +3 | | Search Audits

== w

Fi '
Arrange by:

Date modified

Pl
0l @

Folder =

Type

L] rockstar 08-11-14.csv

8/12/2014 10:59 AM  Microsoft

4| 1

rockstar 08-11-14.csv

Tools - [ Import Iv

- [Ta‘t Files (*.

-

D. The '"Text Import Wizard' will open. Delimited should be checked - if it is not , click it and then click next:
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Text Import Wizard - Step 1 of 3

[ 2 mesal

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

Choose the file type . ... .. describes your data:

______________________ - Characters such as commas or tabs separate each field. b
(™) Fixed width - Fields are aligned in columns with spaces between each field.
Startimportatrow: |1

= File grigin: 437 : OEM United States E

Preview of file C:\Jsers\Apex1\Documents\Audits\rockstar 08-11-14. csv,

"UBC", "Description™, "BPrice", "Department™, "fuantity™

-
"81805400001™, "ROCESTRAE D5 1802 ", 1.5%, "oz", -1 |_|
"81805400002™, "ROCESTAE SFRE 16802 ",1.5%, 02", -1 W
"81805400005™, "ROCESTRR ", 1.5% ™0z", 0

'BlBDEI4EIUD'TEI","RGCKSTP.RZEROCBRB 1c0Z n,1_55 = a |-

1 |

I

. Step 2 of the wizard appears. Click on 'Comma' and click 'Next":
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. [~ 8|3

This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview

-

below,
Delimiters
[¥| Tab
[7] semicalon [] Treat consecutive delimiters as one
H_, ................. | :
“Ext qualifier: IEI
Data preview
BC Description Frice [Department o
1805400001 ROCESTAR DS leDZ .35 |0z | |
1205400002 ROCESTAR SFRE 1e0Z .35 |0z
1805400005 ROCESTAR n.3s |0z
1805400070 ROCESTARZIERODCRREE 1&0Z .35 |0z -
1 | 1] b
Cancel ] [ < Back ] [ Mext = ] [ Finish

F. Step 3 of the wizard appears. The UPC column will be highlighted. Click 'Text'. The word Text should appear on top of the UPC column. Click
Finish:
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Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

Joee ot [3]

) Do notimport column (skip)

Data preview

[ 2 |l

! @eneral
'General' converts numeric values to numbers, date values to dates, and all
i remaining values to text.

Description
OCESTRR DS 1e0Z
1&CZ

OCESTRRZEROCREER 1802
4 I

l Cancel II < Back

Z
2
-
<
Z

G. The 'Import Data' window will appear. Just click 'OK":

( Import Data @

Where do you want to put the data?
@) Existing worksheet:

! New worksheet

Properties... I[ QK I Cancel I
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H. Your items should now appear in the spreadsheet and look similar to the sample spreadsheet at the top of this page.. Look at the UPC codes.
They should look correct and all should be same length. If this was done incorrectly the UPC codes will look strange and be different lengths. If
the UPC codes are wrong close Excel and do not save and start over from Step 1.

Print and Count Items.

In this step we will print the Audit sheet so you can take it out in the store and count your items. We will set up Excel print grid lines. It makes
writing your count on the paper easier.
A. Click on the 'Page Layout' tab and then click in the 'Print' box under 'Gridlines'. You should get a checkmark in that box:

FN™ “ - |= ‘ Book3 - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review Wiew [ a (e O 1
Colors = = = =L =l width: Automatic - Gridlines H s
A H B O0kks @ B&8; ik
ants = . ' -;1__|J Height: Automatic - Vie Wiew
Themes Margins Crientation Size  Print  Breaks Background Print " 5 ] Arrange
- [O]Effects ~ - - - Areav - Titles | ] Scale: 100% 2 Print (]| Print -
Themes Fage Setup u Scale to Fit ) S5heet Options ¥

.

B To Print click on File tab n or the Flag button in Excel 2007 © - . Make sure you have paper in the printer and then click on Print
and then the click the square Print button:
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g“ =L RN R Book3 - M

Home Insert Page Layout Formulas Data Review View

H Save
Print

Save As @
Copies: |1
Cpen
= o Print
L Close
F

Printer i

1k

Info

./ EPSOM Artisan 730 Series
Recent 2D Offline

Printer Properties
Mew

Settings

Print Active Sheets
Only print the active sheets

Save & Send

Pages: T oto <
Help Print One Sided .

Cnly print on one side of t...
2] Options P
== Collated
B9 Bt 1_.2_.3 1,23 123
[
Portrait Orientation -
- | 1 l:l'l:l |

C. Your Audit sheet should print. You are now ready to take this sheet and count the items in the store. Write down the count for each item in the
column next to Quantity.

You can leave this file open and come back after you have counted your Items. If you close this file, DO NOT SAVE! you will scramble the
UPC codes. You will reopen this file when you are done with the count.

A
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Update Audit File and Save
In this section we will enter your count and save the Audit file.

Once you finish these steps, go to Import the Audit File.

| =, R R Book? - Microsoft Excel = &= ==
mome Insert Page Layout Formulas Data Review View & e — B E2
35| Connedtions " T Clear =4 Data validation - & Group ~  #Z
B g 2l r . =28 2 -
|§Properties "\;.} Reapply EE- Consolidate <A Ungroup = &=
) Get External| Refresh Z| sort Filter Textto  Remove
Open Audit file o———— Data - All- 52 Edit Links A T advanced | Colymns Duplicates [ What-Ff Analysis ~ | [ Subtotal
Connections Sort & Filter Data Tools Cutline F]
Al - fe | UPC v
Enter Count e—_..___ A B & D E F G H 1 J K e
1 |uec Description———— Price Department Quantity B
2 81809400001 ROCKSTAR DS 160Z 1.99 T -1
. 3 81809400002 ROCKSTARSFRE 160Z 1.99 2 -1
Save Audit Sheet °
4 81809400009 ROCKSTAR 1.99 2 0
5 81809400070 ROCKSTARZEROCARB 1602 1.99 2 0 =
6 81809400218 ROCKSTARBERRY 120Z 1.99 2 -1
7 81809400225 ROCKSTARZXDUR 160Z 1.99 2 -1
8 81809400227 RSTAR 2X 1.99 2 0
9 81809400255 ROCKSTAR GRAPPLE 1607 1.99 2 0
10 81809400259 ROCKSTAR BBY 160Z 1.99 2 0 F
11 81809400261 ROCKSTARMOCHA 2.39 2 0
12 81809400280 ROCKSTAR GRAP 1607 1.99 2 0
13 81809400290 ROCHSTAR ORA 16027 1.99 2 0
14 31809400300 ROCKSTAR FRUITPUNCH160Z 1.99 2 -1 =
4 4 » ¥ | Sheetl ~Sheet? ~Sheet3 ~¥#1 [ i | 30
Ready | |[EEo e O U@
o Open Audit file
et External
Data -
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If your Audit file is open go to Step 2, otherwise you need to open the Audit file. DO NOT DOUBLE CLICK ON THE AUDIT FILE. If you do this
Excel will screw up the UPC codes and this file will not be usable. If you did this accidentally, just close Excel and do not save. Click here for
instructions on how to open your Audit file and the continue to Step 2.

o Enter Count
E

Quantity
-1
-1

You are going to enter right over the Quantity values. Click into the top Quantity cell , type the count number, use the down arrow key on your
keyboard to go down to next cell, enter that number. Repeat until your are done.

° Save Audit Sheet

You can click the Save iconi. but you must change the file type. If you do not change the file type you will screw up the UPC codes and
the file will be unusable. Please follow the instructions below:

A. Click the Save iconi or click Save. The Save window will appear:
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Save As @
e,

: \}u | ;¢ Apexd » My Documents » Audits - | +y | | Search Audits o |
Crganize - Mew folder 1= - .@.
3| Microsoft Excel = Name Date modified Type

Mo iterns match your search.
i Favorites

- Libraries
3 Documents

J’F Music

=| Pictures

H Videos

#d, Homegroup

L Computer - 4| m b

File name: | [l a Bk -

Save as type: ’Excel Workbook (*.xlsx) -

Authors: Chip Thero Tags: Add a tag

[] Save Thumbnail

« Hide Felders Tools - [ Save J ’ Cancel

B. Make sure you are in the folder where you created the Audit file originally. Select CSV in 'Save as Type' field:

/\G
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|¥] Save As

Organize « Mew folder

@ Microsoft Excel [

Mo iterns match your search.

m

0 Favorites

-l Libraries
@ Documents

dﬁ Music

i ”\-_.J’v| o Aped v My Documents » Audits AH Search Audits

Mame Date modified

[E] Pictures

L I
i = W - 3 |

File name; Bookd.xlsx

Type

Excel Workbook (*xlsx)

Excel Macro-Enabled Workbook (% xlsm)
Excel Binary Workbook (*.xlsk)

Excel 97-2003 Workbook (*xls)

XML Data (*aoml)

Single File Web Page (*.mht™.mhtml}
Web Page (".htm;*.html}

Excel Template (*.xlx)

Excel Macro-Enabled Template (*.xltrm)

Authors:

“ Hide Folders

15 Excel 97-2003 Template (*.xlt)
16 Text (Tab delimited) (*.td)

4 4+ M| Sheetl - Unicode Text (*.txt)

Ready | AML Spreadsheet 2003 (*xml)

Microsoft Excel 5.0/95 Workbook (*.xls)
C5V (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (%)

Text (MS-DOS) (. bet)
Z5V (Macintosh) (*.csv)
C5V (M5-DOS) (F.ocsv)

L) iy o NI JURNAPEDEINN WSPERSR pp——  )

C. Click on the Audit file and then click the Save button:

Save as type: ‘Eucell Workbook (*.xlsxk) vi

=] S
) o @ o2 =
@ Group *  #Z
@ 4 Ungroup = “%
i subtotal
Outline F]
W
H I J K
b
V
I | 0
|EOE 0% ) v O

A
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Save Az @
f-\.,__. -_.-'_H""\._. - — - - |
AT | ;¢ Apexd » My Documents » Audits v|+'-f|| Search Audits o)
Organize = Mew folder = .ﬁ.
7| Microsoft Excel i Mame Date modified Type
) @ rockstar 08-11-14.csv 8/12/2014 10:59 AM  Microsoft Exce
- Favorites 1
- Libraries
3 Documents
J'- Music
=| Pictures
: = R P ]| < | m r
File name: rockstar 08-11-14.csv -
Save as type: | CSV (Comma delimited) (*.csv) v]
Authors Chip Thero Tags: Add a tag
+ Hide Folders Tools - Save Cancel

D. The 'Confirm Save As' window appears. Click Yes;
Confirm Save As
I rockstar 08-11-14.csv already exists.
£88, you want to replace it?
[ Yes ] [ Mo ]

E. Excel will show 1 or 2 File Type warning windows. They are warning you that this file type does not have all the features that a regular Excel

will have. This is normal, just click the 'OK' button in both windows:
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Microsoft Excel @

The selected file type does not suppart workbooks that contain multiple sheets.

l % = Tosave only the active sheet, dick OK.
« To save all sheets, save them individually using a different file name for each, or choase a file type that supports multiple sheets,

CK ] [ Cancel

Was this information helpful?

Microsoft Excel @

rockstar 08-11-14.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

-

« To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo, Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

[ Yes ] [ Mo ] [ Help

Your are finished and ready to import this Audit file in My Pricebook. Please continue to the section Import the Audit File.
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Import the Audit File
In this section you will import an audit file into My Pricebook. The Audit file will need to be on the computer, or on an inserted USB drive. Watch Video
You will need to know the name of the file as well.

If the Audit file was uploaded from a hand held device, the name of the file will be Audits.txt.

Once you complete the import, go to Process the Audit file.

i

"y Jterns Audit Import El

Audits | Audit Items | Import Format |

AddaNewAudito - ——— s & of ]

First Prior Last Mext . Save Cancel  Add Audit Delete Audit lose

) o Description
Enter Audit Description ehj Snack Audit

Save the Audit e”

— Initial Impaort Files Imported AuditID | Processed | =
3(3/2015 3:29: 24 PM 1 19

Import Audit °\
Receive Message e___

[Import a;ﬁf{items fram file ]
Check Audit Reports e

P
-[— )ﬁit Summary Report ]
Close Import Window ‘ | | N
————

Reading C:\ApexBOSHandheld\Download\Audit. tvt -
Import completed.

N

/[ Items Mot In Pricebook ]
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o Add a New Audit
+

Add Audit |

Click add a new Audit. This will add a new line to the Audits grid and insert the date and time in the Initial Import field and add an Audit ID in the
last field.

Enter Audit Description

Description
| d Snack Audit

Enter a description for this Audit

o Save the Audit
e
Save {

Click Save to save your work to the grid.

Import Audit

’Import audit items from file

Click on 'Import audit items from file' Button.
1. You will get the Confirm Window:

o )

Confirm @

| Import items into Audit 3 intiated on 3/25/2014
=" Proceed?

The Audit that was added in Step 3 should have the same Audit ID as in the confirmation window. Click 'Yes' to proceed or 'No' to go
back.
2. A Browse window will open. You will need to find and select the Audit file you are going to import.

/\G
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I

"y Select an audit file

-

Organize =

0 Favorites
Bl Desktop
4 Downloads
%# Dropbox

1= Recent Places
1 Libraries

@ Documents

Jﬁ Music

[&] Pictures

B videos

#% Homegroup

m'|- Desktop »

Mew folder

-

5
- |¢f | | Search Desktop 2 |
=~ [l @
Mame Size Itermn type Date modified 5
- Libraries
t@ Homegroup
B Aped
1M Computer
‘hﬂ Metwork
|@ AuditTestFile.csv 5714 KB Microsoft Excel C...  3/23/2014 9:50 PM 1
[?:lﬂ AuditTestFile_Desc.... 388 KB Microsoft Excel C...  3/23/2014 9:50 PM 1
@ Exc 1KB Shortcut 9/10/2013 2:32 PM
| Manual TODO et 1KB Text Document 3/19/2014 10:55 PM
. Mclanes 1KB Shortcut 3/18/2014 1:36 PM
@ Modern 1KB Shortcut 1/23/2014 1:50 PM
[E MyPricebook 1KE Shortcut 1/21/2014 2:34 PM
|| video notes.txt 1KB Text Document 1/31/2014 10:43 PM -
File name: AuditTestFile.csv v ’ﬁ.llﬁla (") ']
[ Open Iv] ’ Cancel ]

You can double click on the Audit file or click on the Audit file and then Click the 'Open' button.

° Receive Message
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Reading C:\ApexBOsHandheld\Download \Audit, bt
Import completed.

Files Imported
When the import completes, you will receive a message in the message box. The 'Files Imported' field
import multiple files into one Audit.

Please make sure you see the "Import completed. xxxx records were added' If no records were added you me need help getting the system to
recognize the Audit file. Please call Support.

1/ will increase by 1. You can

° Check Audit Reports

’ Audit Summary Repart l

’ Itemns Mot In Pricebook l

This is optional. Audit reports can be run and checked here. The can also be run from the Audit Processing screen.

o Close Import Window
E

Close

Click the Close icon or the Red X #= to close the Import window.
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Process the Audit File
Process the Audit moves the Audit file into a format that My Pricebook can work with. Follow the Steps below to Process the Audit.

Once you finish processing, go to Edit the Audit Items.

Daily Activities

Business Date:
7/15/2013 Status: Working

ily Activities

Close
W Handheld | | W Transmit i
w Review Shift Summary i
Select the Audit to Process o_ cofEes ) Payouts Unpr i
] ) Description Imported Audit ID — Import Audit File
Click on Process Audit °» —

W\‘ T 15th July Audit 3/25/2014 1:42:15 PM 3 o

Enter audit and other retail adjustments

Audit Reports
S—— . S G
13

ustments =
@ Proceed to process this audit and create item
Adits| adjustments?
r : Edit Items.
§ -Open Audit
First =
| Yes I No
st — udt 1D » | conplete it |

| | | d

Fuel Control
B

Select Departments to create adjustments for from the Item Adjustments when the Audit is Completed:
[ S S ¢
First  Prior  Mext Last Save Cancel

‘ Dept Description Dept UPC Count |Audit UPC Count Audit Items Count Sales Adj Factor -
4 A
Select the Audit to Process
Imparted Audit ID
F 15th Jul'l,r Audit 3/25/2014 1:42: 15PM
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Click on the Audit in the Unprocessed Audits you want to process

Click on Process Audit

Process Audit

Click on 'Process Audit' button

Confirm Process

[ Yes ] [ Mo

Click on 'Yes' to continue and 'No' to stop action. If you click 'Yes' the system will Procees the file and make you wait. It will display a progress bar.
When complete, the Audit will leave the Unprocessed Audits grid and move to the Audits Processed into Item Adjustments grid.
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Edit the Audit Items
Editing the Audit Items allows you to change quantities in the Items that were Audited. You can modify the quantity and add a Watch Video
Note as to why the change was made. You can also add (Insert) or delete an Item.
You only need to use this function if there is a mistake in the Audit. You can check Audit totals using the Adjust Reports button to
view a Summary Report for the Audit.

Once you finish Editing, go to Make Department Adjustments.

By Audit frems =N =R <

501200000187+, DOLE 01 51.69 02 001200000187000

> - - > + - " o ) - E
First Priar Mext Last Insert Delete Save Cance ik Reparts Close
Business Date: 7/15/2013 Audit ID: }/
Imported on:  3/25/2014 1:42:15 PM Description: liﬁ‘l/J/uly Audit
Quantity |UPC Description < Retail Cost Dept Ttem Mote AuditID | =
5|01200000050 |DIET PEPSI 1207 CAN.~ 80,69 02 001200000050000 3
501200000062 REDMTDEW .~ 80,69 02 001200000062000 3
5/01200000070 | C.F.PEPSI /’/ £1.39 02 001200000070000 3
501200000085 _ MT DEW/ ) A207 CAN 50,59 02 001200000085000 3
501200000107 | AMP.EVD $1.99 02 001200000107000 3
5/01200000121 |F.DIET P §1.39 02 001200000121000 3
Check for ltems not in Pricebook o\ 5 20PEPSI §1.39 02 001200000129000 3
DIET PEPSI §1.39 02 001200000130000 3
- MOUNTAIN D §1.39 02 001200000131000 3
Change any Quantities e_ 501200000134 |DIET MT.DE §1.33 02 001200000434008 — 3 L4
~ 5/01200000142 |AMPENFRGY — —— §293 03 001200000142000 3
Add a Mote e“ T 5/01200000157 AQUAFINAL 1,69 02 001200000 157000 3
/ 1200000159 | AQUAFIMA W §1.39 02 001200000159000 3
Save Changes and Close 0 0000166 DIETMTDE 1207 CAN 50,69 02 001200000 1566000 3
STARBUCKS $2.79 02 001200000177000 3
5|01200000480  FRAP COFF §2.89 02 001200000 180000 3
3
3
3

» 501200000130 m ot in Pricebook
5/01200000193 DOLEAPPLE £1.69 02 001200000193000 i
’ Show audited items not in Pricebook l ’List Related Items in Pricebook l

Check for Items not in Pricebook

’ Show audited items not in Pricebook:

Check for any items not in the Pricebook by clicking on this button. If there are no Items in the list then click the button again and go to Step 2.
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If there are Items in the list then these ltems are on your shelf and should be in the Pricebook. Please go to the Pricebook and add the Items.
Use the Add an Item How-to for instructions. Return back here to complete the Audit.

Change any Quantities

Quantity
5

Change any Quantities that need it. Normally the Audit quantities will be fine.

Add a Note
Mote

Enter on Note on any Items that were changed. Explain why a change was needed.

o Save Changes and Close
o

Save

:

Close

Click Save after completing work and then Close the Audit ltems window.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 155 ’*'-‘g“



http://www.apexbos.com/

My Pricebook User Manual

Make Department Adjustments
Department Adjustments are for compensating counts to when the Audit was taken. My Pricebook applies Audit counts to the end Watch Video
of the day. Adjustments should be applied to estimate correct totals. As an example, if the audit was completed one third the way
through a day then you know that probably two thirds or 66% of the day's sales happened after the Audit. To make the audit count
more accurate for the day, a Sales Adjust Factor of 66 (which means 66%) should be applied. The system will add 66% average
daily sales value to the Audit to keep it accurate to the end of the day in which the Audit is applied.

Once you finish Editing, go to Complete the Audit.

A

156 ,:QQ\
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Daily Activities

Business Date:
7/15/2013 Status: Waorking

Close
W Handheld | | B8 Transmit i

Daily Activities

Review Shift Summary
ﬁ Invoices and Payouts

_‘ Inventory Control »

Enter audit and other retail adjustments

Description Imported Audit ID

UPC Adjustments
Enter inventery adjustments

Audits processed into Item Adjustments:

(] <] > i o 5 _
First ~ Prior Next Last Save Cancel [Qm Cﬂlt:ﬁ:h!dm] [Re—Open Audit
Status Description Business Date Imported Audit ID
o |15th July Audit 7/15/2013 | 3/25/2014 1:42:15 FM 3

Select Departments to create adjustments for from the Item Adjustments when the Audit is Completed:

I - - » 7 4

Prier _Next —Last—Save Caneel

Select Department

Enter Adjustment
Dept Description Dept UPC Count | Audit UPC Count | Audit Ttems Count Sales Adj %% -
| ————
] 2 12666 63330 50
Click Save 02 SOFT DRINKS 5% E - —TT T 50 0
03 GROCERIES 3355 1587 7985 50
04 LP TANK 1 50
06 13 3 15 50 -

o Select Department
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Select Departments to create adjustments for from the Item Adjustments when the Audit is Completed:

I - - »l - 3
First  Prior Mext Last GSave Cance

Dept Description Dept UPC Count Audit UPC Count Audit Ttemns Count Sales Adj %

[l UNASSIGNED 2 17666 63330 50
b oz SOFT DRIMKS 696 439 2195 50
] o3 GROCERIES 3355 1597 7935 50
] o4 LP TANK 1 50
] os OIL 19 3 15 50

Select the Department to adjust by clicking on the Department in the grid or use the navigation bar.

Enter Adjustment

Sales Adj %%
50
50

Enter the percentage adjustment in the 'Sales Adj %' column. They entry is in whole numbers. Example: 55=55%. Do this for all the Departments
you want to adjust.

o Click Save
ey

Save your adjustments.
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Complete the Audit
Process the Audit moves the Audit file into a format that My Pricebook can work with. Follow the Steps below to Process the Audit. Watch Video

Once you finish processing, go to Edit the Audit Items.

Daily Activities

Business Date:
7/15/2013 Status: \Working

Close
W Handheld | | W Transmit i

Daily Activities
] m’ Review Shift Summary
Select the Audit to Complete °\ .

Invoices and Payouts Unprocessed Audits:
Click on Complete Audit &

Description Imported Audit ID “ || Import Audit File
Confirm Process o\

4

Control
i Audit Reports

Process Audit
-

Audits processed into Item Adjustments:

(6] -l > 2] & 3 -
First  Prior  Mext Last Save Cancel I " l ’Reomﬁlﬁ?}\\

Status Description Business Date  Imported Audit ID
0 15th July Audit 7f15/2013  |3/25/2014 1:42:15PM 3

Ll

a Fuel Control

Dept Description Dept UPC Count|Audit UPC Count | Audit Items Count Sales Adj % -
UNASSIGNED 2 12666 £3330 50
» 02 SOFT DRINKS 596 439 2195 50
03 GROCERIES 3355 1597 7985 50 [
04 LP TANK 1 50
= Jos o1 19 3 15 50 -
o Select the Audit to Complete

‘ Description Imported ‘Amit]]] ‘
[ 3
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Click on the Audit in the 'Audits Processed into Item Adjustments:' grid you want to complete.

Click on Complete Audit

Complete Audit

Click on 'Complete Audit' button

Confirm Process

[ Yes ] [ Mo

Click on 'Yes' to continue and 'No' to stop action. If you click 'Yes' the system will Complete the file and make you wait. It will display a progress
bar. When complete, the Audit will leave the Unprocessed Audits grid and move to the Audits Processed into Item Adjustments grid.
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Department Adjustments

Watch Video

Department Adjustments is for entering adjustment to inventory departments. These adjustments are value adjustments, meaning your add adding or

subtracting dollar values to the departments.

Please note, if the adjustments that need to be made need to have a quantity, you need to use the UPC Adjustment screen.

Please follow the instructions below to enter Department Adjustments.

fl; \\IWelcome Demo User = | -ox
Home Pricebook Daily Activities | Shift Paperwork  Settings & @
Select Business Date: Daily ) _ Clase
: WERTTES Handheld ransmit Daily
Day 7/15/2013 Status: Working Activities
(Daily Activities ) Department Adjustments
. . i ~ > > + v X « L2 &7 Dept Aduustments 'q@)
i pt Adjustmen
w Review S.hlﬂ Summary First Prior: MNext Last Insert Delete /éave Cancel Refresh  Mark Go o Complete . gj
o w Invoices and Payouts Department  Description fl,r".l#:djush'nent Reason Retail I."I Cost Margin % |
Click in c f1ype f
Department To3 | GROCERIES | |Breakage | Knocked off shelf

Enter audit and other retail adjustments

m’ UPC Adjustments

Enter inventory adjustments

_% Inventory Control

Select Department

{
m’ Audit Processing /
UPC audit pracessing |
/
. f
E Department Adjustments {
Enter retail value adjustments I.'a

Fuel Control
Enter BOL's, tank levels, and adjustments

Click Save

Finalize Daily Paperwork

o 0 990

Select Adjustment Type  Enter Reason Enter Retail Enter Cost Enter Margin
;"

Complete UPC Adjustments

Mark Downs must be entered as negative Retail and Cost values
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Click in
Department

Department

To3
Click in the Department field to start.

Select Department

Department  Description
03 GROCERIES
Select Department using the drop down arrow or type the Department code.

Select Adjustment Type

Adjustment

Type

Breakage

Choose the Adjustment Type using the drop down arrow from the types below:

Audit/Inventory - For using an audit or inventory report. If you are using the My Pricebook Audit Processing, do not enter audits
here.
Breakage - For items that have been broken.
Expiration - For items that have expired and will not be sold.
Markup/Mark Down - For price changes to items.
Store Usage - For items that were used or consumed in the store for business use.

Enter Reason

Reason
Knocked off shelf

Enter reason for the adjustment. Some adjustment type are self explanatory, but others like Store Use should have a reason. This field is not
required.

o Enter Retail
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Retail
£23.00
How to enter the Retail, Cost and Margin Fields:

Retail and Cost fields are dollar amounts. They should be positive except for Markdowns which should be negative.

Margin is a percentage(%). Margin is entered as a whole number as follows: 44 for 44%. Below are the options for entry:
1. Only Retail is required entry. You can enter only Retail.

2. Enter Retail and Cost then Margin will calculate.
3. Enter Retail and Margin then Cost will calculate.
4. Enter Cost and Margin then Retail will calculate.

Enter Cost
Cost

£12.83
How to enter the Retail, Cost and Margin Fields:

Retail and Cost fields are dollar amounts. They should be positive except for Markdowns which should be negative.

Margin is a percentage(%). Margin is entered as a whole number as follows: 44 for 44%. Below are the options for entry:
1. Only Retail is required entry. You can enter only Retail.

2. Enter Retail and Cost then Margin will calculate.
3. Enter Retail and Margin then Cost will calculate.
4. Enter Cost and Margin then Retail will calculate.

o Enter Margin

Margin %
44
How to enter the Retail, Cost and Margin Fields:

Retail and Cost fields are dollar amounts. They should be positive except for Markdowns which should be negative.

Margin is a percentage(%). Margin is entered as a whole number as follows: 44 for 44%. Below are the options for entry:
1. Only Retail is required entry. You can enter only Retail.

2. Enter Retail and Cost then Margin will calculate.
3. Enter Retail and Margin then Cost will calculate.
4. Enter Cost and Margin then Retail will calculate.

A
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° Click Save
'

Save
v
. . . . . . . Save
Click the Save button in the Navigation Bar which will be active
+
If you need to enter more Adjustments, Click Insert "= in the Nav Bar and go to Step 1.

Complete UPC Adjustments

Dept Adjustments  “a)
Complete gj

When everything looks good, click the 'Dept Adjustments Complete' button. Department Adjustments must be complete to complete the Day.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

Dept Adjustments |
Complete !I

Department Adjustments
Enter retail value adjustments

Corrections can always be made before the Day is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked again.
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Fuel Deliveries
Fuel Deliveries is where the fuel delivery paperwork is entered. Entering these deliveries will update the Fuel inventory and Watch Video
cost on hand amounts in the Fuel reports

The screen is split into 2 sections.
The top or Bill of Lading(BOL) section is the main information about the BOL. Multiple BOLs can be entered.

The bottom or Distribution Section is where the information about each product is entered. There can multiple products on

one BOL.
Please follow the steps below to enter a Fuel Delivery.

A

165 ,:QQ\
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Business Date:

7/15/2013 Status: Revising

ily Activities

m’ Review Shift Summary

Information summary of today's shifts

m’ Invoices and Payouts

Enter or import invoices

= Inventory Control

Fuel Control
Enter BOL's, tank levels, and adjustments

Fuel Deliveries
Fuel delivery load distributon

My Pricebook User Manual

- & @
‘ |Ei| Close
Fuel Deliveries v
Complete
Bill Of Lading # Delivery Date Movement On VendorCode Vendor Name LoadFee  Invoice # Invoice Cost -
D| 123 7/15/2013  MetGallons 221 | Western Distributing £20.00 | $6,621.92 3
Enter Delivery Date Select Vendor Enter Invoice # 7
Enter Select Gross or Met Gallons Enter Load Enter Invoice Cost
Bill of Lading #
-
-
Distribute delivery to tanks mkhlu:LnadFeemead'lTal(] [é@akzlﬂm Cnst]
I =l > > + = = 4
Insert Delete Save Cancel
Tank Code Tank Description Gross (gal) Met (gal) |Cost/Gal Tax/Gal |Freight/Gal Load Fee TotalCost/Gal Ext Gost -
Ti UMNLEADED 1000.00 1000.00| 2.78230 | 0.41821 0.00000 10.00000 3.20051 £3, m
T PREMIUM 1000.00] 100000 2.98320 0.418p1  0.00000  10.00000 340141 | €3,411.
Enter
Freight cost (R Check Costs
Enter Load Fee
$6,621.92 =

Fuel Tank Reading First Prior e test
»
Select Tank o Enter the Cost
; Enter the Gross and Net gallons Eeares

ick into

e Tank
de column

Total

Enter
Bill of Lading #

Bill Of Lading # [

b 123 .

Click Save

Click Save or Insert

¥ Calculate Invoice Cost

Click Insert or Complete

Enter the Bill of Lading #. Please note the Bill of Lading number is usually different from the Invoice number, but they can be the same number if
there is only one number on the document.
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Enter Delivery Date
Delivery Date |
7/15/2013 |

Enter the Delivery Date. The date the fuel was dropped into the tank at the store

Select Gross or Net Gallons

Maovement On
Met Gallons

Select whether this BOL is using Gross or Net gallons.

Select Vendor

VendorCode Vendor Name L
221 Western Distributing

Select the Vendor the fuel came from using the drop down arrow. If the Vendor is not in the list, the Vendor will need to be set up. See Vendor
Setup for instructions. The system will allow you go set a Vendor up and come back to this screen to finish your work.

Enter Load Fee

Load Fee
£20.00

Enter the Load Fee is there is one. This is not required.

Enter Invoice #

Invoice #

Enter the Invoice #. This is usually not the Bill of Lading # but they can be the same if there is only one number. This is not required.

Enter Invoice Cost

Invoice Cost|
¢5,621.92|

Enter the total cost of the invoice which includes the load fee. The Invoice Cost can be calculated automatically after you finish entering the Fuel
received. Please see Step 18 for instructions. This entry is Not Required.
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0 Click Save
o
SaVE

Click Save in the in the Invoice navigation bar. If you do not click Save the system will net let you enter any Tank distributions.

Click into
the Tank
Code column

Tank Code
T1

Click into the Tank Code column in the Distribution section.

Select Tank

Tank Code Tank Description |
Tl UMLEADED

Select the Tank that matches the product you are entering. If you have 2 tanks with the same product, please select the tank were the fuel was
dropped.

Enter the Gross and Net gallons

Gross (gal) Met (gal)
1000,00 1000, 00

Please enter the Gross and Net gallons for the fuel product. If you only have one amount, put that amount in both Gross and Net.

Enter the Cost

Cost/Gal
2.78230

Enter the cost per gallon before the fuel taxes and shipping cost(freight) and Load Fee. Make sure it is the cost per gallon and not the total cost.
This is not required.

Enter Taxes

TaxfGal F
0.41821
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Enter the total fuel tax per gallon. Sometimes this is shown as one rate, sometimes it is broken into state, federal an other taxes and must be
added together. This is not required.

Enter
Freight cost
Freight/Gal L
0,00000

Enter Freight cost per gallon. This can also be labeled as freight. This is not required.

Enter Load Fee
Load Fee
10,00000
If there is a Load Fee, it can be entered as a total here. If there is only one product on the Invoice then enter the same Fee as in the Invoice

section.
If there is more than one product then the Load fee should be split across all products.

To spread the Load Fee across products do the following:
1. Enter all products to the Tanks in the Distribution Section and make sure the last Tank entered is saved.

Distribute Load Fee to each Tank

2. Click the Distribute Load Fee to each Tank button
3. The Load Fee will be split evenly to each Tank and saved.

This is not required.

Check Costs
TotalCost/Gal Ext Cost
3.20051 £3,210.51
Check Total Cost per Gallon and Extended Cost to make sure your entry is correct. You may need to apply the Load Fee. See Step 15 to do this

automatically.

o Click Save or Insert
+ -— r-"'ﬁ

Insert Delete Saw

i}
m

v
If there was only one product Click Save **% on the Tank navigation bar.
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+

Insert

If there is more than one product click Insert on Tank navigation bar and go back to Step 9 and enter you next product.

Calculate Invoice Cost

’ Calculate Invoice Cost

This step is optional. If you already entered the Invoice Cost you can skip this step. Otherwise, after all the fuel received is entered, click this
button and the system will calculate and insert Invoice Cost.

Click Insert or Complete

+ — ofF P Fuel Deliveries rl
Insert Delete Save Cancel Complete
+
o , Insert . S .
If you have more Deliveries to enter, click the Insert "= on the BOL section navigation bar and go to Step 1 to enter your next Delivery.
Fuel Deliveries  “q]
. . . . . Complete !J
If there are no more Deliveries, click the Fuel Deliveries Complete button.

You are ready to go to the Fuel Tank Reading section.
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Fuel Tank Reading
Watch Video

Fuel Tank readings is for entry of stick readings from the stations tanks. By entering the readings, My Pricebook will keep a history for reporting.
Please follow the steps below to enter your readings

Daily Activities

Business Date:
7/15/2013 Status: Revising

s i |l

st Brior: Delete SEVE,

?‘Tank::ode Water Depth (in) |Fuel Depth (in) Foel-Qty (gal) ~
| | ;
° “ \oﬂic e Save button
a ]_nventoi Control Enter Tank Code Enter Fuel Depth

Fuel Control Enter Water Depth Enter Fuel Gallons Complete Tank Readings
Enter BOL's, tank levels, and adjustments

Click in Tank Code

w Invoices and Payouts

Enter or import invoices

Fuel Deliveries
Fuel delivery load distributon
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Click in Tank Code

TankCode
b

Click in Tank code to start entering reading.

Enter Tank Code
TankCode Description !

Select Tank Code from drop down arrow.

Enter Water Depth
Water Depth (in) |

Enter Water depth in inches. Entry is not required.

Enter Fuel Depth
Fuel Depth (in)

Enter Fuel Depth in inches. Entry is not required.

Enter Fuel Gallons
Fuel Qty (gal)

Enter Fuel gallons.
If a Tank Chart has been set up and the Water and Fuel depths have been entered, the Fuel gallons will automatically calculate. This can be
overridden. For more information about Tank Charts see Tank Setup in Settings.

° Click the Save button
e

Save

Click the Save button in the Navigation Bar which will be active
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L
Insert

If you need to enter more Readings, Click Insert in the Nav Bar and go to Step 1.

Complete Tank Readings

Tank Readings e
Complete gj

When everything looks good, click the 'Tank Readings Complete' button. Tank Readings must be complete to complete the Day.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

Tank Readings [
Complete ﬂ

Fuel Tank Reading
Enter fuel tank readings

Corrections can always be made before the Day is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked again.
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Fuel Tank Adjustments
Fuel Tank Adjustments are things that happen to Fuel quantities other than sales. The most common would be a transfer in or out. Watch Video

Daily Activities

Business Date:
7f15/2013 Status: Working

Close
F Handneld | | W& Transmit i
(Daily Activities

w Review Shift Summary L L " rakmmm's
TankCode Quantity {Gal) Adjustment Type Description Transfer Site

First Prior: et Last Delete.
w Invoices and Payou L
' |

i Imnentoi Control é °
Select Tank Select Adjustment Type Enter Transfer Site’

Click in Tank Code

Click Save

Fuel Control

Enter BOL's, tank levels, and adjustments Complete Tank Adjustments

Fuel Deliveries Enter Quantity Enter description

Fuel delivery load distributon

Click in Tank Code

TankCode
»

Click in the Tank Code to start entering.
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Select Tank

TankCode
2

Select Tank from the drop down arrow that will be adjusted.

Enter Quantity
Quantity (Gal)

Enter the Quantity in gallons. This will be a positive amount even if gallons are being reduced. The Adjustment Type will handle reductions
correctly.

Select Adjustment Type
Adjustment Type

Select the Adjustment Type using drop down arrow:
Other Fuel Loss - Choose if Fuel is lost.
Transfer from Store (out) - Choose if fuel was transferred to another store.
Transfer to Store (in) - Choose if fuel was transferred from another store.

Enter description

Description

Enter description of adjustment. Mostly used for Other fuel loss type. This field is not required.

Enter Transfer Site
Transfer Site

Used for Transfer Adjustments. Enter the name or ID of the other store. This field is not required.

o Click Save
o
Save
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v

5
Click the Save button in the Navigation Bar which will be active A

+
Insert

If you need to enter more Adjustments, Click Insert in the Nav Bar and go to Step 1.

Complete Tank Adjustments

Tank Adjustments ‘g
Complete !J

When everything looks good, click the 'Tank Adjustments Complete' button. Tank Adjustments must be complete to complete the Day.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

Tank Adjustments ' 4
Complete il

Fuel Tank Adjustments
Transfers and other adjustments

Corrections can always be made before the Day is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked again.
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Finalize Daily Paperwork

Finalize Daily Paperwork is where all work for the day is reviewed, the daily paperwork is prepared and any reports required can Watch Video
be printed.
Follow the steps below to complete the day.

Daily Activities & @

Close
F Handheld| | B8 Transmit i

Shift ID: 146 Status: Completed Over/Short: -2.29 -

F—

Business Date:
7/15/2013 Status: Waorking

Read the Review

Prepare Daily
Inventory Control Tnvoices: = Paperwork

Vendor Modern Invoice No. 23323: Completed.

i Fuel Control Mo audits were conducted.

9 Finalize Daily Paperwork Count of Breakage adjustments: 1
Check complete status Ually Fape Amount of Breakage Ad)

@! Print Reports Report Options

Complete Day

Click on

em Adjustments:
Prepare Daily Paperwork’

Count of Expiration adjustments: 1 B
Amount of Expiration Adjustments:

Tank readings are completed.

Print reports

Click on Complete Day
Fuel Adjustments:
- None

Mo Fuel Deliveries are recorded today.
e
Item movement sucessfully completed for 7/15/2013

Department movemnent sucessfully completed for 7/15/2013

Fuel movement sucessfully completed for 7/15/2013

4
P

o Read the Review
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Finalize Daily Paperwork
Business Day: 7/15/2013
Shift ID: 146 Status: Completed Over/Short: -2.29 =
Invoices:
Vendor Modern Invoice Mo. 23323: Completed.
Ho audits were conducted.
Department Adjustments:
Count of Breakage adjustments: 1
Amount of Breakage Adjustments: $23.00
Ttern Adjustments:

Count of Expiration adjustments: 1
Amount of Expiration Adjustments: $0.79

m

Tank readings are completed.

Fuel Adjustments:
- None

Mo Fuel Deliveries are recorded today.
Ttern movement sucessfully completed for 7/15/2013

Department movement sucessfully completed for 7/15/2013

Fuel mavement sucessfully completed for 7/15/2013

Read over the Review of the Daily Activities.
e Check complete status

At the end of the Review you should find this statement: "The day can be completed now". You can continue to the next step.

If at the end of the Review the there is this statement: The day can not be completed yet.

are all completed. Make any changes then come back here and check the status.

. Look through all the Daily activities and make sure they

Click on
'Prepare Daily Paperwork’

== Prepare Daily
Faperwork
Click this button. The system updates inventories that are affect by the Daily work entered.
The following window appears:
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"~ "

Mowvernent

Conducting Item Movement,
please wait ...

——
The following statements are added to the Review window:
Item movement sucessfully completed for 7/15/2013

Department movement sucessfully completed for 7/15/2013

Fuel movernent sucessfully completed for 7/15/2013
The 'Print Reports' and 'Complete Day' buttons will become active.

o Print reports

‘ [t Print Reports | Report Options

Click the 'Print Reports' button to display the Reports. Please see the Print Reports Preview section for instructions.
Before printing, set the print options - once these options are set they stay the same.

Select Reports to Print Close

Reports
Sales Summary

Faidouts Details
Fuel Sales Details

Trackables Details

Choose the reports desired, and then click Close.
You can re-open a day later if you need to get to these reports. All of the Daily reports are available in the Reports on the Home Screen.

° Click on Complete Day
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= Complete Day
Sv

Click the 'Complete Day' button to finish the Daily work. The following window will appear:

My Pricebook @

The day is completed.

Click OK.

The Day will close and you are ready to work on another Day!
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Shift Paperwork
The Shift Paperwork is where you will check the shift report information that was imported from the register. Alternately, Watch Video
you can enter the shift information manually. Shift paper work collects all the data about the day's shift(s). Multiple shifts
can be imported/entered for one day. The Shift Paperwork section records all of the Sales and Receipts in the register for
the day. This information can then be reported and/or sent back to the home office.

The Tender Over/Short Department in Settings>Configuration must have a value for Shift Paperwork to close
The Shift Paperwork home screen gives visual clues about the status of each activity:

nf
=

A check mark means the activity has been looked at and is completed
A dash means the activity has been looked at and possibly changed, but has not been completed.
D An empty box means this activity has not been looked at and needs to be worked on and completed.

All activities must be completed and have check marks before the shift can be completed.

Please click on the steps listed below for a description..

A
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Shift Paperwork & @

Current Shift:

Select Shift | wed Jul 17 Shift 1 Status: Working

Shift/Sales Activities
Fuel Sal Ele=al 4 DIESEL .00 £0.00 0 Dispenser 4
uel es —l:] uel >ales o
& Enter Dispenser fuel sales and pump tests PREMIUM 3.798 $255.38 67.22 Description ~ DIESEL
2 MIDGRADE 3.380 $30.01 8.856
Trackable Sales & —[] Trackable Sales 1 UNLEADED 3.260 $2,984.67  912.981 Perzismeni
Enter Lottery, Lotte, Money order, and other sa... Price/Gallon .oon
Payouts [ Payouts Sales Gallons o
Enter Payouts e
sales Amount § £0.00
Customer Charges/Payments —— Customer Charges/P nts Pump Test Gallons 0
g i & E Enter Customer Charges and Payments _—
Pump Test Amount $ £0.00
Retail Sales —[F] Retail Sales
& Enter Sales for retail departments
[ Save ] [ Cancel ]

Tenders

Shift Summary

| $3,270.06| 989.057 ~

o Select Shift

Select the shift to work on. In this function a shift will be selected or created. Go to Select Shift for instruction
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Fuel Sales

E Fuel Sales

Enter Dispenser fuel sales and pump tests

Check the imported Fuel sales and gallons sold. Go to Fuel Sales for instruction.
Please note this selection will not be on the menu if no dispensers are setup in Dispenser Setup.

Trackable Sales
E Trackable Sales

Enter Lottery, Lotte, Money order, and other sa...

Enter sales of items that have a trackable number like lottery tickets or licenses. Go to Trackable Sales for instruction.
Please note this selection will not be on the menu if no trackable items are setup in Trackable Items Setup.

o Payouts
= Payouts

Enter Payouts

Enter transactions that have been paid out of the register during the shift. Go to Payouts for instruction.

o Customer Charges/Payments
E Customer Charges/Paymenits

Enter Customer Charges and Payments

Enter all in-house customer charge or payment transactions for the shift. Go to Customer Charges/Payments for instructions.
Please Note: This section may not be on your menu if your store does not use Customer Charges/Payments. If you need this feature and it is not
there, it can be turned on in Settings>Configuration.

Retail Sales

E Retail Sales

Enter 5ales for retail departments

Check the imported sales numbers or enter those numbers for the shift. Trackables, Payouts and Customer Charges/Payments also update
numbers in Retail Sales. Go to Retail Sales for instruction.

o Tenders
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E Tenders
Enter Cash. Credit Cards and other Tenders

Check or enter all money coming into the register for the shift. Go to Tenders for instruction.

Shift Summary
Shift Summary or Complete Shift

Run reports, review summary, or finalize paperwvork

See summary of all work in previous steps, check the Over/Short and complete the shift. Go to Shift Summary for instruction.
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Select Shift

Shifts must be created for data to be entered or imported into My Pricebook. Select Shift allows for creation of shifts and Watch Video
selection of shifts that have already been created. It also allows the user to import data from the register into shifts.

It is also possible to select shifts that have been completed. Select Shift is the main tool for telling My Pricebook which shift is

to be worked on. You can have many incomplete shifts, but can only have 1 that is Working.

Please see below to get acquainted with the Select Shift screen, then go to these sections to get started.

1. Creating a shift and importing register data - includes creating an empty Shift for manual entry
2 Selecting/deleting an existing Shift

There are 2 main Sections to the Select Shift screen:

The Active Shifts Section and the POS reports section. POS stands for Point of Sale. Also referred to as register.

A

185 1
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All shifts have been completed.

POS Reports Section [ =g There are 3 POS reports that need to be imported.
Choose a POS report to import into a Shift

Business Date

Period Started

Period Ended

5/14/2013

5/13/2013 12:56:02 PM

3/14/2013 12:49:24 PM

B/14/2013

©/13/2013 1:01:55 PM

B6/14/2013 12:55:25 PM

7/15/2013

7/14/2013 1:33:10 PM

Last shift completed: 6/20/2013 Shift No:1 7
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Active Shift Section

All shifts have been completed.

This section will expand when there are Active shifts that have been created but not completed.
When this section is expanded (see below), this section will list all created, incompleted shifts. The buttons at the bottom of the section we will go
through in the Create a Shift and Select/Delete a Shift sections

2 All shifts have been completed. !

¥ o Select a shift to balance

e POS Reports Section
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-
There are 3 POS reports that need to be imported.
Choose a POS report to import into a Shift
Select |Business Date Period Started Period Ended -
p [ |5/14/2013 5/13/2013 12:56:02 PM 5/14/2013 12:49:24 PM
[[] |6/14/2013 6/13/2013 1:01:55 PM 6/14/2013 12:55:25 PM
[ |?/15/2013 7/14/2013 1:33:10 PM 7/15/2013 12:51:26 PM
Chedk for New Sales to .
Import ‘ ‘ Show Al ‘ ‘;’ Create New Shift ‘ ‘

This section lists the available data that can be imported from the register. This data list is automatically updated when My Pricebook is launched.
‘ Checdk for Mew Sales to ‘
Clicking the Check for New Sales to Import button [ 51 will go out and see if there is any new data from the register to add to the

Show all |
list. The Show All button will show all data that is available for import and data that has already been imported. Please see the
Create a Shift section for instructions on the Create New Shift button.
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Create a Shift
To create a shift please follow these instruction. Please note that creating a shift also creates a Day. Please see Daily Activities for more information

Current Shift:
No Shift selecteq

Click Select Shift button o_

‘=] There are 3 POS reports that need to be imported.
g Choose a POS5 report to import into a Shift

Choose Data to Import into new Shift e
Business Date Period Started Period Ended

5/14/2013
6/14/2013
7/15/2013

5/13/2013 12:56:02 PM
6/13/2013 1:01:55 PM
7/14/2013 1:33:10 PM

5/14/2013 12:49:24 PM
6/14/2013 12:55:25 PM
7/15/2013 12:51:26 PM

Click on Create New Shift e

Last shift completed: 6,20/2013 Shift No:1 n
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o Click Select Shift button

TG\ Select
shift

Once this button is clicked, the 'Select a Shift to Work On' window opens. The Active Shift section will be in collapsed mode if there are no open
shifts. The POS section will display all data that is ready to be imported from the register(POS).

° Choose Data to Import into new Shift

There are 3 POS reports that need to be imported.
Choose a POS report to import into a Shift

Select |Business Date Period Started Period Ended
b [ |5/14/2013 5/13/2013 12:56:02 PM 5/14/2013 12:49:24 PM
[ |6/14/2013 6/13/2013 1:01:55 PM 6/14/2013 12:55:25 PM
[ |7/15/2013 7/14/2013 1:33:10 PM 7/15/2013 12:51:26 PM

-

If data will be entered manually and/or a blank/empty shift is desired, please go to Step 3.
If there is no data in the POS section and there should be, My Pricebook can check for data by clicking the Check for New Sales to Import
Chedk for Mew Sales to

button‘ Import . The system will go check to see if any data has come in. It is a good idea to use this button if the My Pricebook
program has been running for a few days. My Pricebook checks for new data when it is launched.

Select the POS(Register) data by clicking in the box next to the date of the data to be imported into the new shift.

o Click on Create New Shift

‘;’ Create New Shift ‘

Click on the Create New Shift button.

If a blank shift is being created the following window appears:
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[ Confirm @-‘

I | Youhave Mo PO5 report selected.
=" Would you like to Create a Empty Shift Balance Entry
forms?

Click Yes to continue or No to go back to the Shift Select window.

The Create a Shift Box will appear:

"y Create a Shift -2 S

Business Date: [IEEUE] -
Shift: - =)
Cashier: - E|
Create | | Cancel

The business date will be set to the same date as the data to be imported.
Select the Shift from the drop down arrow in either box next to Shift.
Select the Cashier from the drop down arrow in either box next to Cashier
If the information looks correct click Create, if it is not correct, click cancel to start again.
If a blank/empty shift is being created, this is your last step and you are ready to go to the Retail Sales section!
Shifts can be deleted. And, when they are deleted, the opportunity to imported the data again will be available.

After clicking Create, My Pricebook opens a windows and displays the results of the import of data as it happens..

A
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-

Wy Sales periods available from the POS =N =N

Select the POS sales poll period(s) that you want imported into this shift.
If you do not select a period, a blank shift entry sheet will be prepared.

Results

Configuring the shift balance entry forms... -
Shift balance entry forms configuration completed.

Importing sales to shift balance forms...

Department sales imported.

Misc sales imported.

Item sales imported.

Fuel sales imported.

Tax collected imported.

PayIns imported.

(=]
T

When the import completes, the following window appears:

My Pricebook @

Done, please read the sales import result rmessages,

After reading the messages in the previous window, click the OK button and both windows will close and My Pricebook will move to the Shift
Paper menu with the newly created shift selected.
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Current Shift: Sales il Close
Mon Jul 15 Shift -1 Status: Working

Shift/Sales Activities

D Retail Sales
Enter Sales for retail departments

Fuel Sales
Enter Dispenser fuel sales and pump tests

Enter Lottery, Lotto, Money order, and other sa...

O
D Trackable Sales
O

Payouts
Enter Payouts

—
You are ready to go to the Retail Sales section!
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Select/Delete a Shift
My Pricebook can have multiple shifts open at time, however only 1 shift may be worked at time. Creating a shift automatically makes the new shift the
active shift. There will time where a shift will need to be selected(activated) to work with. When exiting My Pricebook, all work on a shift is saved, but

when you go back into My Pricebook, you must Select the shift to continue to work on the shift.

Some times a shift may need to be deleted to start fresh or import data again.

A

194 ,:QQ\
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Waork on shift or. &
Delete Shift e\

My Pricebook User Manual

W Select a Shift to Work On

There is an Incomplete shift. a
Select a shift to balance

Demo User

-

There are 10 POS reports that need to be imported.
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g Choose a POS report to import into a Shift
Select |Business Date Period Started Period Ended ﬁ
b 5/14/2013 5/13/2013 12:56:02 PM 5/14/2013 12:49:24 PM
6/14/2013 6/13/2013 1:01:55 PM 6/14/2013 12:55:25 FM
bf26/2013 ©/25/2013 12:56:58 PM &/26/2013 1:01:40 PM
71172013 7/18/2013 12:50:53 PM 7/17/2013 12:58:24 PM

Last shift cormpleted: 7/15/2013 Shift Mo:1
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Select Desired Shift
“Ga ) There is an Incomplete shift. (&)
| Select a shift to balance

-~

Cashier Shift 1D Status

Date
[

¥ |:| b
Please note the status:
Working means this shift is the current working(active) shift.
Working - PAUSED means this shift is created but not active.
The Shift Select window always highlights the Working shift.

To select a shift to work on, the easiest way is to just double click on the shift desired and My Pricebook selects that shift and goes to the Shift
Paperwork screen with the shift selected ready for the next step.

Work on shift or..

l Ek Waork on this Shift

There are 2 ways to Work on a shift:

1. The easiest way is to just double click on the shift desired and My Pricebook selects that shift and goes to the Shift Paperwork>Retail Sales
Entry screen with the shift selected and ready to go!

2. Follow these instructions:

Pause this shift

a. Unload the Working shift by clicking the 'Pause this shift' button
b. The button will change to say 'Work on this Shift'
c. Click on the shift in the grid to be worked on.

E} Work on this Shift ‘

d. Click on the "Load Selected Shift" button
e. My Pricebook will go to the Shift Paperwork>Retail Sales Entry screen with the selected shift loaded and ready to go!
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Delete Shift

‘ Delete Shift ‘

1. Click on the shift that needs to be deleted.
2. If the shift has a status of Working, the shift needs to be paused or deactivated first. Click the 'Pause this shift'

Pause this shift

button . If this is not done and the Delete button is clicked, the system will give a warning that it cannot delete the
shift.
3. Click the Delete Shift button.

4. Confirm deletion in the confirmation window:

-

Confirm | 22|

.

5. Click Yes to delete or No to go back

6. Clicking Yes removes the shift from the Select Shift window and the My Pricebook system
Please note if the shift that was deleted was created using imported data, the data will be available to import again. To do this please
close the Shift Select window and follow the instructions in the Create a Shift section.
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Fuel Sales

This screen displays fuel sales that were imported from the register. The data comes in by dispenser. Please note
imported data usually comes in by fuel grade, so dispensers are set up to represent a grade, like premium rather than an
actual physical pump or nozzle. Generally, imported dispenser data and totals are correct.

Please note information can be entered manually on this screen if there is no import from the register. Go to Step 2 for

instruction

Watch Video

—
ﬁ \‘IIWelcome Demo User~ | = B =
"~ Home  Pricebook  Daily Activities | Shift Paperwork | Settings o @
G\ Select | Current Shift: ‘ L. sales i Clase
| Shift | wed Jul 17 Shift 1 Status: Working Enty Reports il
(Shift/Sales Activities N —
Check over Sales and Gallons Sold GT__ ;‘l > PO Fuel Sales Entry /[/ Fuel Eniry Complete 5] l
Fuel Sal - Dispenser |Description P_ricefﬁﬁﬂb_ﬁ Amount Gallons -
uel Sales T r : 4
E Enter Dispenser fuel sales and pump tests 4 _ — m $0.00 ‘ L PERETEES
3 PREMIGM™ 3.799)  $255.38 67.22 Description  DIESEL
[ [Trackable Sales 2 __— MIDGRADE 3.389 $30.01 8.856
Make any edits. e Enter Lottery, Lotto, Money order, and other sa.., T |1 UNLEADED 3.269 £0.00 0 Department
Enter Pump Tests - — Price/Gallon -000
[J Retail Sales fff?'i__——*———______
Enter Sales for retaitdepartments - Sales Gallons 0
— S
0.00
Ef’]ja/youts Sales Amount § $
— Enter Payouts
Complete Fuel Sales °’ i Pump Test Gallons 0
D Tenders Pump Test Amount § £0.00
Enter Cash. Credit Cards and other Tenders
Shift Summary or Complete Shift | sawe |[ cancel |
Run reports, review summary, or finalize paperwork
A
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Check over Sales and Gallons Sold

Dispenser Description Price/Gallon | Arnount Gallons

4+  pEse. | 0000 $000 0
3 PREMIUM 3.799 $255.38 67.22
2 MIDGRADE 3.389 £30.01 8.856
1 UNLEADED 3.209 £0.00 ]

Look at Dollars and Gallons and Prices. If any corrections need to be made, continue to Step 2, otherwise go to Step 3.
If Dispensers are missing, or old ones need to be removed, corrections can be made in Dispenser Settings.

Make any edits.
Enter Pump Tests

Dispenser 4

Description ~ DIESEL

Department

Price/Gallon -000
Sales Gallons 0
Sales Amount $ $0.00
Pump Test Gallons 0
Purmnp Test Amount % $0.00

Save H Cancel

Edits to the Fuel Dispensers can be made by clicking on the dispenser in the grid. When a dispenser is highlighted in the grid, the inspector fills
with the data that can be edited.

Price. Sales gallons, Sales amount. Pump Test Gallon, Pump Test Amount can all be changed. Sales Amount and Pump Test Amount calculate
automatically when other fields are changed, but can still be overridden.

If there is a value in Pump Test Gallons, Pump Test Amount or both, that will decrease the totals. Pump Test are assumed to be metered sales
were no money was collected.

Once the values in the fields are correct, click Save Save If needed, click Cancel to start over. This will set the fields back they
were before any changes were made.
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Complete Fuel Sales

| Fuel Entry Complete SJ |

When everything looks good, click the Fuel Entry Complete button. Fuel Sales must be complete to complete the shift.
After you click the button, checkmarks will show up on the button and on the left menu. See images below:

| Fuel Entry Complete ﬂ |

Fuel Sales

Enter Dispenser fuel sales and pump tests
Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the Fuel items, the checkmarks will go
away and the Complete button needs to be clicked. Also note that making changes to Fuel Sales also sets Retail Sales to incomplete since the
Totals from here are transferred to Retail Sales. Retail Sales will need to be completed again.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 200 A2TH2e%


http://www.apexbos.com/

imported from the register.

My Pricebook User Manual

Trackable Sales

This screen allows entry trackable sale items. Trackable items are items that have a number sequence that needs to entered
at the end of every shift. The trackable types are Lottery, Lotto, Money Orders, Stamps Licenses. Trackable items are not

To use the Trackable item feature, items need to be set up in Trackable Settings before creation of the shifts that will use this

feature.

... . 0™
".IWelcome Demo User» |

Home Pricebook

Select Current Shift:

Shift

Daily Activities

Select Trackable Type o—ugf“wes Activities

Select Trackable item & ﬁmsa.lgs_____ _

Enter Dispenser fuel sales and pump tests

Shift Paperwork

wed Jul 17 Shift 1 Status: Working

Code

—* 1Dollar___

Sales
Entry

&b

Description
—s1TGlar tickets

Settings

Repor{s T

-|__Trackable Sales Items Entry

_——Price

51.00

Update Trackable counts ° E

Complete Trackable Entry o"'

O
O

Trackable Sales—

__Enter Lettery, Totto, Money order, and other sa..

Retail Sales
Enter Sales for retail departments

Payouts
Enter Payouts

Tenders
Enter Cash. Credit Cards and other Tenders

Shift Summary or Complete Shift

Run reports, review summary, or finalize paperwork

Totals

W -

Amount
50.00

Close
les/Shift

Trackables Entry Complete SJ

0

|Count Vaids——=—

o[

5@

Lottery |Lotho | Money Orders | Stamps I Lioenses|

MNext Ticket

No. In Bin: Sales Count:

Void Count: 0

The fields below are read-only, the val

Sales Amount:

:

50.00

ues coming from

Trackable Setup. If the employee logged in has Complete Shift
rights then the default values can be over-ridden for this shift,

Allow Voids:

Price: $1.00
Bin:

Dept: 18
Code: 1Dollar

Description: 51 Dollar tickets

Allow Editing of Read-only Fields

Ticket No. Ascend:

Tickets Per Book: 300
Book Starting No: 4
Book Ending Mot 303
Prior Shift Next 0
Ticket No:

Rollover Ta
New Book:
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Select Trackable Type

Lottery |Lutto | Money Crders | Stamps | Li::enses|

Click on the tab of the type of trackable item to be entered.

e Select Trackable item

Trackable Sales Items Entry Trackables E

Code Description Price  |Amount Count Voids | =
F 10ollar &1 Dollar tickets £1,00 £0,00 ] o4

Select the item to update by click on the item in the grid
o Update Trackable counts

Mo. In Bin: Sales Count:
Void Count: 0 Sales Amount: ¥0.00

Update the count data for the item select. Different types of Trackable items data screen are slightly different. On this screen, Next Ticket and
Void count are the only editable fields, the rest are calculated. Click Save when completed. Cancel can be clicked to clear the

entry and start again.
Here is an example of an entered count:
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Lottery |Lott-:n I Money Orders I Stamps I Licenses|
Mext Ticket 4'

:
Mo, In Bin: . . Sales Count:
Void Count: 0 sales Amount: $2.00

Click on the next item in the grid to enter the count. Do this until all items are complete.
Next, go back to Step 1 until all Trackable types are completed.

Please note when Save is clicked, My Pricebook updates the Sales amount in the Department for the Trackable item in Retail Sales. Retail Sales
will be set back to an incomplete status and it must be completed again before the Shift can be closed.

Complete Trackable Entry

| Trackables Entry Complete gj |

After all Trackable counts are entered, click the Trackables Entry Complete button. Trackables Entry must be complete to complete the shift.
After you click the button, checkmarks will show up on the button and on the left menu. See images below:

| Trackables Entry Complete ﬁ |

Trackable Sales
Enter Lottery, Lotto, Money order, and other sa...
Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the Trackable items, the checkmarks

will go away and the Complete button needs to be clicked.
Also note that making changes to Trackable Sales also sets Retail Sales to incomplete since the Totals from here are transferred to Retail Sales.

Retail Sales will need to be completed again.
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Payouts

This screen allows entry of Payouts. Payouts may be imported from some registers. A payouts is an Invoice from a Vendor that is
paid via cash from the till or safe. Thus, this invoice will not have a balance that would need to be paid in the future.

Shift Paperwork

Current Shift:
wed Jul 17 Shift 1 Status: Working

Shift/Sales Activities

Add Payouts o
m’ Fuel Sales N

Payout Entry Complete

Vendor ‘lnvoice #

Enter Dispenser fuel sales and pump tests Ij Dept
Trackable Sal - Vendor [ 7]
Check Totals rackable Sales
Enter Lottery, Lotte, Money order,_and-o Invoice Date -
f erSaIfor retail departments Invoice #
Complete Payout °” Amount
Descri:)tior‘l—

[ Ada | [ save | [cancel| [Deete)

o Add Payouts
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Payout Entry Payout Entry Complete gj ]

Vendor Invoice # Amount Description Dept -

> ot 7]
vendr [ ]

Invoice Date hd

Invoice #

Amount

Description

[ Add ] [ Save ] ’Cancell ’Deletel

When adding Payouts, there are 2 options:
1. Add directly in the grid:

Vendor Invoice # Amount Description Dept Date -
= Modern £0.00 71152013

2. Add in the inspector:

Dept [ i ]
Vendor [ i ]
Invoice Date A
Invoice #

Amount

Description

’ Add ] [ Save ] l[‘.ancell lDeIete]

In both instances, required fields are Vendor, Amount, Department, Invoice# and Date. Description is for reference.

The department at the top represents the whether the payout is for sellable goods (merchandise) or Expenses.

If the Vendor you require is not in the list, it must be setup in Vendor Setup.

If there is no Department in the drop down list, a Department must be setup with a type of Payout in Department Settings.
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Once all information is in, click the Save button. To Add another Payout click the Add button il

click the Cancel button.

If a saved Payout needs to be deleted, click on that Payout in the grid. The data will display in the inspector, then click the Delete button.

. The clear out an entry back to blank,

Enter all Payouts that happened in the shift.

A saved Payout can be changed by clicking on the Payout in the grid and the changing the data in the inspector in the left window. Click
once the changes are completed.

e Check Totals
0 <0.00 Totals

-

Check the total of all Payouts entered. If the total is incorrect, edit the incorrect Payout using the grid and inspector.

o Complete Payout

Payout Entry Complete gj |

When everything looks good, click the Payout Entry Complete button. Payouts must be complete to complete the shift.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

| Payout Entry Complete ﬁ |

Payouts
Enter Payouts

Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the Payouts, the checkmarks will go
away and the Complete button needs to be clicked.
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Customer Charges/Payments

This screen allows entry customer charges and payments that occured during the shift. Some registers may support the
import of this infomation.

To use the Customer Charges/Payments feature, Customers need to be setup in Settings> Customer Setup.

Departments need to set in Settings>Configuration before My Pricebook will allow entry of charges or payments. If these
departments are not set up you will receive the following message:

Customer Charges/Payments Customer Charges/Payments Complete SJ |
Charges |Payments |
li=d ] = =] + — = e
First Prior Mext Last Insert Delete Save Cancel
Customer Amount  Receipt i {  Cusomer charges setup issue of some other
[ 3 | || Customer: - sort goes here ... Itis setin the code.
Charge . Customer Charge/Payin departments have not
Amount: been assigned. This entry form is dizabled.
Call Technical Support for assistance.
Receipt:
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Wed Jul 17 Shift 1 Status: Working

Current Shift:

Select Charges or Payments

Select Insert &
Select Customer &
Enter Amount °—
Optional Information °——

m Enter Dispenser fuel sales and pump tests

Select Save °’

Complete Customer Charges/Payments [

o Select Charges or Payments

Charges | payments

‘Amomt ‘Quanﬁty ‘Pnce

arges | Pan
[ ] [ I — v X
First  Prior  Mext Insert Dele Cancel
|Cusbomer /rﬁmt i
m * 23112 Customer: Jones] -
Enter Lottery, Lotto, Money order, and other sa... [Jones]— T
e I
1 Amount: $5.23
Receipt: 112
Receipt Time:  7/17/2013
Reference:  smokes
Charge Dept: IN
Account ID:
Charge Details
+ =] e =
Insert Delete  Save Cancel
Charge Type Description
»
Total $0.00 -
3

Click on the Charges or Payments tab.

° Select Insert
+

Insert
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Select Insert to add an new Charge or Payment

o Select Customer

Custorner: Jones] -

Select Customer from drop down menu.

Enter Amount

Charge

Amount: £3.23

Enter the Charge or Payment amount, depending on which tab you are currently on.

Optional Information

Receipt: 112
Receipt Time:  7/17/2013 -
Reference: smokes

Charge Dept: IM
Account ID:

Charge Details
+ - < ¥
Insert Delete S5ave Car
Charge Type Description Amount | Quantity Price -
g L

The information in the screen shot above is optional. The charge Dept will automatically fill in. If you want the optional information included and
sent to the home office you will need to enter the information.
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° Select Save
v

Save

After all information is entered, select Save. If you need to enter another Charge or Payment go to Step 2. If you are finished go to Step 7.

Complete Customer Charges/Payments

Customer Charges/Payments Complete SJ |

After all Payments and Charges are entered, click the Customer Charges/Payments Complete button. Customer Charges/Payments must be
completed to complete the shift.

After you click the button, checkmarks will show up on the button and on the left menu. See images below:

Customer Charges/FPayments Complete ﬂ |

Er Customer Charges/Payments

Enter Customer Charges and Payments

Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the Customer Charges/Payments, the
checkmarks will go away and the Complete button needs to be clicked.

Also note that making changes to Customer Charges/Payments also sets Retail Sales to incomplete since the Totals from here are transferred to
Retail Sales. Retail Sales will need to be completed again.
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Retail Sales

This screen displays sales that were imported from the register. The sales data comes in by department. Generally the data by Watch Video
department and totals are correct.

Please note information can be entered manually on this screen if there is no import from the register.

.
fli ".IWelcomeDemoUserv )
" Home  Pricebook  Daily Activities | Shift Paperwork | Settings & @

G\ Select | Current Shift: ‘ Sales b -
Y shift wed Jul 17 Shift 1 Status: Working Entry Reports Sales/Shift

iShlft,fSales Activities Retail Sales Entry //LSaIes Entry Complete 3§ ]
Check Totals w Fuel Sales SalesEntry | view By Item — —
Enter Dispenser fuel sales and pump tests ———{—7— Dept Description __— NetSales$ Refund $ Discount$ Promo $  Gross Sales $ Items Sold Sales Qt ~
e P01 ICE ) $19.98 $0.00 $0.00 $0.00 $19.98 10 [l
Check and Edit items in Grid °>—— ~ Trackable Sales y/m $415.34 $0.00 $0.00 $0.00 $415.34 276
AT R L T Cthff:;xf 03 GROCEREES $229.73 $0.00 $0.00 $0.00 $229.73 219
= etail Sales — 05  PHONE CARD $10.70 $0.00 $0.00 $0.00 $10.70 2
Enter Sales for retail departments 06 OL $0.00 $0.00 $0.00 $0.00 $0.00 0
= 07  CIGARETTES $1,337.77 $0.00 $0.00 $0.00  $1,337.77 333
__Payo 08  TOBACCO & CIGARS $199.53 $0.00 $0.00 $0.00 $199.53 76
__}’ Enter Payouts 09 MISC $10.91 $0.00 $0.00 $0.00 $10.91 11
Complete Sales Entry °’ — 10 DELI $134.04 $0.00 $0.00 $0.00 $134.04 100
D Erﬁ:gr Cea;i. Credit Cards and other Tenders LL AT $2.97 $0.00 $0.00 $0.00 $2.97 3
12 MAGAZINES $1.00 $0.00 $0.00 $0.00 $1.00 1
Shift Summary or Complete Shift 13 BAIT $38.50 $0.00 $0.00 $0.00 $38.50 16
Run reports, review summary, or finalige paperwork 15 PIZZA $128.20 $0.00 $0.00 $0.00 $128.20 20
20 CANDY BARS $0.00 $0.00 $0.00 $0.00 $0.00 0
32 CARTON $0.00 $0.00 $0.00 $0.00 $0.00 0
18 Lottery Sales $0.00 $0.00 $0.00 $0.00 $0.00 0
19 Money Order Sales £0.00 £0.00 £0.00 £0.00 £0.00 0
04  LP TANK $0.00 $0.00 $0.00 $0.00 $0.00 0
33 DISCOUNT ($0.93) $0.00 $0.00 $0.00 ($0.93) 4
14  DIESEL $0.00 $0.00 $0.00 $0.00 $0.00 0
\i BLUE GAS $0.00 $0.00 $0.00 $0.00 $0.00 0
Totals $2,614.83 $0.00 $0.00 $2,614.83 1078 764~
4 [ b

o Check Totals
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$2,614.83
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$0.00 $0.00

$2,614.83

Check the total sales . If Totals are correct, go to Step 3. If not, go to Step 2..
If departments are changed, added or deleted problems can occur with totals until changes are made in the Department Settings to make all the

departments are correct.

Check and Edit items in Grid

Sales Entry | view By Item

Dept Description
M 01 ICE
0z SOFT DRINKS
03 GROCERIES
05 PHONE CARD
1] OIL
07 CIGARETTES
o8 TOBACCO & CIGARS

o9 MISC

10 DELI

alil TACKLE

12 MAGAZINES
13 BAIT

13 PIZZA

20 CANDY BARS
32 CARTON

18 Lottery Sales
19 Money Order Sales

04 LP TANK
33 DISCOUNT
) DIESEL

27 BLUE GAS

Net Sales $ Refund $ | Discount $ Promo $

$19.08
$415.34
$220.73
$10.70
$0.00
$1,337.77
$199.53
$10.01
$134.04
$2.07
$1.00
$38.50
$128.20
$0.00
$0.00
$0.00
$0.00
$0.00
($0.93)
$0.00
$0.00

$0.00 50.00
$0.00 50.00
$0.00 $0.00
$0.00 $0.00
$0.00 50.00
$0.00 50.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 50,00
$0.00 50.00
$0.00 $0.00
$0.00 $0.00
$0.00 50.00
$0.00 50.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 50,00
$0.00 $0.00
$0.00 $0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Gross Sales $ Items Sold Sales Qt ~

$10.08 10
$415.34 276
$220.73 210

$10.70 2

50.00 0
$1,337.77 333
$100.53 76

$10.91 11

$134.04 100
52.97 3
51.00 1

$38.50 16

$128.20 20
50.00 0
50.00 0
50.00 0
50.00 0
$0.00 0

($0.93) 4
50.00 0
50.00 0

1078

761 ~
F

The data from the register is summarized by Department. Look over the department totals - numbers can be changed by clicking in the cell to
be changed. Arrow keys, Tab and Enter also work in the grid. Please note the grid scrolls to the right with more data collected depending on the

register used.

Check totals after all changes have been made.

Complete Sales Entry

| Sales Entry Complete 3] |

When everything looks good, click the Sales Entry Complete button. Retail Sales must be complete to complete the shift.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

| Sales Entry Complete ﬁ |
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Retail Sales
Enter Sales for retail departments

Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked.
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Tenders

This screen displays Tenders that were imported from the register. Tenders are all forms of money into the register. The Tender Watch Video
data comes into Tender type departments. Generally the data by department and totals are correct. Although we assign the

Tender Codes to departments, the tenders are not, by definition, imported by department. It is possible to have more than 1

tender import into a single department, as an example Cash and Checks both updating a “Bank Deposit” department.

Changes can be made to the numbers on this screen if they are incorrect.

Please note information can be entered manually on this screen if there is no import from the register.

A
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Current Shift:
Wed Jul 17 Shift 1 Status: Working

Shift/Sales Activities

r Fuel Sales Tender Amount| Tender Count -
Check the Total Enter Dispenser fuel sales and pump tests $3,063.81 761 B
eck the Totals £821.83 8
ales $1,976.74 91
Edit Tender Amounts ° er Lottery, Lotte, Money-erder, and other sa... £82.92 3
$418.99 3]
$3.50 2

Complete Tenders

o Check the Totals

| Totals | $6,267.79 871

If the total looks good, changes will not need to be made. Go to Step 3.
If the Totals are incorrect, go to Step 2.
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Edit Tender Amounts

Tender Entry

Dept Description
b|CA MOP Cash

CH Check

CC Credit Card

DC Debit Card

IN In House Charge

CP MOP Coupan

My Pricebook User Manual

Tender Entry Complete 3] |

Tender Amount Tender Count

$3,063.81 761
$821.83 g
£1,076.74 o1
$82.92 3
$418.99 6
$3.50 2

To change or enter amounts, click into the field and enter the data. Data can be entered in Amount, or Count or both. Arrow keys, Enter and Tab

can be used to navigate the Grid.

After making changes, check Totals. If Totals are correct proceed to Step 3
If a Tender type needs to be added or removed, go to Department Settings.
Please note if tender departments are changed, added or deleted you can have problems with totals until changes are made in the Department
Settings to make sure all the Tender departments are correct.

Complete Tenders

| Tender Entry Complete gj |

When everything looks good, click the Tender Entry Complete button. Tender must be complete to complete the shift.
After the complete button is clicked, checkmarks will show up on the button and on the left menu. See images below:

| Tender Entry Complete ﬁ |

Tenders
Enter Cash. Credit Cards and other Tenders

Corrections can always be made before the Shift is completed. Please note, anytime changes are made to the grid, the checkmarks will go away
and the Complete button needs to be clicked.
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Shift Summary-Complete Shift

This screen gives a quick step by step overview of the state of the shift.
The Shift must be completed so the Daily Activities can be completed.

Shift/Sales Activities

Shift Paperwork ettinge

Wed Jul 17 Shift 1 Status: Working

Current Shift:

Check The Shift Activities °\
Check the Over/Short Amount °"
Over/Short Reason e\

Print Reports &

w Fuel Sales

Enter Dispenser fuel sales and pump t

nter Lottery, Lotto, Money order, and other sa...

Retail Sales
Enter Sales for retail departments

Payouts
Enter Payouts

=t
of
of

Tenders
er Cash. Credit Cards and other Tenders

mplete Shift
or finalize paperwork

Complete the Shift

rShift Sale

Sales ﬁ ‘ E Clase

Retail Sales $: Sales Count:ljl
Fuel &: Fuel Gallons:
oscone S 1
Refund $: Refund Count:[ 0]
Promo §: Promo Count:ljl
Payout §: Payout Count:ljl

Payin $: Payn Count:[ 0]
Sales less Payins: 2,614.8
Tender $:| 6,367.79
No Sale Count:
Voids Count:
Customer Count:

Totals Reported by POS

Retai Sales §: [ 5,513.99] SalesCount:| 0]

Discount $: Discount Countz| 0]
Refund $: Refund Count:[ 0]

Payout §: payout count:L_____ 3]
Payin $: _-Eﬂ Payin Count:|:|

\.\

Complete Shift
Overage Reason: $3,752.96

Report Options

" ﬁﬂ Print Reports

% Complete Shift

o Check The Shift
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Shift/Sales Activities

|
w Fuel Sales

Enter Dispenser fuel sales and purnp tests

Er Trackable Sales

Enter Lottery, Lotto, Money order, and other sa...

w Retail Sales

Enter Sales for retail departments

ﬁ Payouts

Enter Payouts

ﬁ Tenders
Enter Cash. Credit Cards and other Tenders

Visually check to see if all activities have a check mark. Click on the ones that do not have a check mark and complete them.

Check the Over/Short Amount
Shift Summary Over/Short 3,752.96

Check the Over/Short amount. The ideal is for this amount to be zero. Check the store policies for an acceptable amount of Over/Short. This
amount cannot be changed here. Changes must be made in the Activity that has the problem.
Tips to help trouble shoot Over/Short:
1. If Over/Short is a large Negative number
Look For:
A. Retail Sales Total that is too big caused by a Department sales number that is over stated.
B. A Tender Total that is too small caused by a miss entered number or a Tender department that may be missing
C. Fuel Sales Total that is too big
D. Payout that is too small.
2. If Over/Short is a large positive number:
Look For:
A. Retail Sales total is too low caused by a Department sales number that is missing or too small.
B. A Tender Total number that is too large.
C. Fuel Sales Total that is too small
D. Payout Total that is too big
3. Any time Departments are updated or changed at the register, this may cause Over/Short problems due to missing Departments that
need to be added or changed in Department Settings in My Pricebook.
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Over/Short Reason
Owverage Reason: $3,752.96

4 ;

Once the Over/Short amount has been verified, please enter a reason for the amount.

o Print Reports

‘ [ Print Reports | Report Options

Printing report is optional. Printing does not need to be done to complete the shift. Reports can be printed as many times as needed. The reports
should be printed before Completing the shift. See the Print Reports Preview section
Before printing, set the print options - once these options are set they stay the same.

Select Reports to Print Close

Reports
Sales Summary

Paidouts Details
Fuel Sales Details

Trackables Details

Choose the reports desired, and then click Close.

° Complete the Shift
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@fﬂsﬁg Complete Shift
\/

Click the Complete Shift button, the following window will appear:

i

Confirm

|:" x'] This form will be closed when shift processing is
T completed.

Print any reports prior to completing the shift and
confirm they printed.

Do you wish to proceed to complete this shift?

(3]

[ Yes ] I Mo I

-

My Pricebook

Shift is completed.

[l

-

Click Yes to complete the shift. Clicking no cancels the Complete and the Shift will stay open - in revise/working status.

After My Pricebook processes the shift a confirmation window confirms the completion - Click Yes to continue.
The system will go back to the My Pricebook application window with no shift selected.
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My Pricebook Reference Section

The Reference Section has in depth information on different parts of My Pricebook. If you want Step by Step instructions, go to the My Pricebook How-To
Guide.

The Reference Section is always being updated, so please check back if you do not find something as it may appear later as we add to our
documentation.

How to Get Help

Online Manuals
You are in the User Manual which contains My Pricebook How-To Guides, My Pricebook Reference, My MainOffice documentation and My Handheld
documentation. Just use the Left panel to find what you need.

There is a My Pricebook Quick Start guide for people who are brand new to My Pricebook, Click here

The online manuals have videos included - please check back often as we will update and add to these manuals.
You can always access these Manuals and Videos by clicking on the Help Button @ on any screen inside My Pricebook.
Email Us

If you can't find what you are looking for in the manual or things are not working they way it's supposed to, send us an email at support@apexbos.com.
We answer every email and will get back you as soon as we can, usually the same day.

Call Us
If your problem is urgent, you can call us at 1-888-989-2739 x2. We are available from 8am to 5pm Mountain time Monday through Friday. If you do not
get an answer, please leave a message and we will get back you as soon as possible.
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Login Screen

Logging into My Pricebook

To log into My Pricebook you will need your Employee name and Password. Employees are set up in the system by the Manager. Click here for
Employee setup instructions.
There is one default employee in the system after installation:

Name: Default Employee
Password: pw

This user has Manager privileges

Login to My Pricebook @ __o Password Field

Employee Dropdown Box 0 Emplayee: Enter passward: _— -
] P g | ° Unmask button
- {oene e o] e
Forgotpassword?
| ° Forgot Password Link

OK. button o——___ % ‘o Cancel button

o Employee Dropdown Box

Employee;

[Demn User - ]

Please choose the Employee name. If this is the first time this Employee has logged in, the system will ask them to set up a new password.
Please see the New Employee First Login section.
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Password Field
Enter password:
BEER

Enter your Password here

OK button

Click Ok or Press Enter to continue to the Home screen of My Pricebook

o Unmask button

Clicking this button will remove the * when you type your password so you can see what you are typing

o Forgot Password Link
Forgot password?

If you have forgotten your password, click this link and follow the instructions.

Cancel button

Cancel

If you do not want to login, just click the cancel button.

Change password button

Change password

If you need to chnage your password, you can click this button an follow these instructions
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Forgotten Password window
This screen is accessed from the Login window and the Employee drop down menu on the Home screen

y

Legin to My Pricebook @
Security Question Drop Down °\

--"‘“-\-._\__ . .
~—.|| Your security question:

H‘rour first pet's name? -
Security Question Answer e

— Answer:

OK/Cancel buttons e_____

Your security gquestion:

o Security Question Drop Down
Your first pet's name? -

The Security Question that was setup when the password was created will be displayed

. Security Question Answer

Answer:

Please type the answer to the question displayed in number 1.

OK/Cancel buttons

Click OK when you are ready, If answered correctly, a window will display that shows the password and then continues to the home screen,
Otherwise click cancel if you do not know the answer.

Aﬁ s
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Change Password window

/o Current Passwaord

- . MNew Password
Lagin to My Pricebook ’/@

Current Password:

Mew P d:
v Passwor UniMask —
Confirm Mew Password: /

Your first pet's name? -

A

\

TN

Confirm New Password

UnMask button

Your security question:

Security Question

|
©

Answer: myph

—_
e

(o] [cne] -

—‘—~—._\__\_\_\_\_

¢

Security Question Answer

Ok/Cancel button

c

o Current Password
Current Password:
Please enter your current Password

° New Password
Mew Password:

o Confirm New Password

Confirm Mew Password:
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o UnMask button

Clicking this button will remove the * when you type your password so you can see what you are typing

o Security Question

Your security question: Your first pet's name? ¥

Select a Security Question from the drop down box

o Security Question Answer

Answer:  mypb

Please enter an answer to the select Security Question

. Ok/Cancel button
[ QK ] ’Can::el]

When complete select OK or you an Cancel the change.

/\G
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New Employee First Login
This window appears when you log in to My Pricebook the first time. The system wants you to setup your password and a question for password
recovery. No administrators will ever see your password.

Legin to My Pricebook

Enter Password o Enter a paseword: |

Re-enter Password e—-- — Re-enter password:

Select a question you will answer
should you forget your password:

Security Question o [ v]

Question response:

Security Question Answer e-— -
Ok/Cancel buttons e‘ —

o Enter Password
Enter a password: |

a Re-enter Password
Re-enter password:

o Security Question
Select a question you will answer
should you forget your password:

[ )

Select a Security Question from the drop down box. This will help you recover your Password if you forget it.
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o Security Question Answer

Question response:

Please enter an answer to the select Security Question.

o Ok/Cancel buttons

When complete select OK.
If you click Cancel, the following window appears:

- =

Confirm @

If you Click Yes My Pricebook will quit. If you Click No you will be sent back to entering a Password in Step 1.
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Home screen

Welcome to the Home screen. You will access all features from this screen. Please note that your Home
screen may look different depending on your version. We will note the differences throughout the manual.

{8 Menu Area

ﬁm

My Actions F

A >
Main Menu
£3 Reminders and Motes
My Actions MNotes
When Repeat Done & | test
To maintain your store's 12/30/99 ‘ ‘ A ‘ @
Pricebook:
___ To enter Invoices, maintain
Inventory and complete
Sales paperwork: L
[t
To balance your POS Sales
and Cash 5
Drawer Ilepoﬂg p"m
= Sales Regarts z
Ttems by Dept
Ton Seliers
Fusl Summary
Dept and Item Sales Campansan L8 Reports
= 5hift Balance Summaries =
Dept and Tender Summary
Storewide and Dept Metics
= Purchase Reports
Invvoices Detal
Invoices Summary
Payouts
Fuel Delrveries
Buyback Reconciiation
(= Mavement Reports -
ApexBOS.com Reperts colored bius are only avalable for cations completing daily paperwork

o Menu Area

Main Menu

Full My Pricebook menu
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\ Welcome
s
e e W

Home | Pricebook Invoices  Settings @ g

Main Menu

My Pricebook menu with daily work turned off

Using these tabs and dropdowns is how you will move around In My Pricebook. You can click the items below to get information about each
Menu item.
Menu items
1. Home - You are on that page now
2. Pricebook - Adding, changing, uploading and everything to do with prices.
3. Daily Activities - Receiving items, audits, finishing daily paperwork.
4. Shift Paperwork - Check and finalize imported data from register or manually enter register work.
5. Settings - Setup, change and manage your database such as vendors.
6. User Menu - Logout or change password
7. ApexBOS logo menu - Access utilities such as checking version and updating.

My Actions

A
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My Actions My Actions
ot : Py
To maintain your store's “‘-Hll To malnti!ll'l your store’'s l
Pricebook: el Pricebook: Pricebook

To enter Invoices, maintain
Inventory and complete
Sales paperwork:

To enter Invoices, maintain
Inventory and complete

Sales paperwork: Daily Activities
To balance your POS Sales == To balance your POS Sales ==
and Cash Drawer: and Cash Drawer:

Shift Paperwork

To create and process
your Invoices:

Invoices

ApexBO5.com ApexBOS.com
Full My Pricebook Actions active My Pricebook with just price book features.

This is a quick menu to access different sections of My Pricebook it will look different depending on your version of My Pricebook.

1. Pricebook - Adding, changing, uploading and everything to do with prices.
2. Daily Activities - Receiving items, audits, finishing daily paperwork.
3. Shift Paperwork - Check and finalize imported data from register or manually enter register work.

4. Invoices - Receiving items from vendors.

Reminders and Notes

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739


http://www.apexbos.com/

My Pricebook User Manual

Reminders Notes
Description When Repeat Done o fe=st
Lo
test 12/30/99 —
p e 230/ &l

Current | All
)

Add reminders to yourself of things you need to to.

o Reports

Reports Description

= Sales Reports
Items by Dept
Top Sellers
Fuel Summary
Dept and Item Sales Comparison
[=)- shift Balance Summaries
Dept and Tender Summary
Storewide and Dept Metrics
= Purchase Reports
Invoices Detail i
Invoices Summary
Payouts
Fuel Deliveries
Buyback Recondliation
=]~ Mowement Reports
Reports colored blue are only available for locations completing daity paperwork

L3

m

-

List of Reports My Pricebook can display - Reports go to screen first and can be sent to a printer.
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Settings
The Settings section of My Pricebook is where the main database items for the system are setup and maintained. If this part of the system is not setup
correctly, My Pricebook will not give you the desired results.

When doing initial setup, it is good to complete the settings menu from left to right. The Settings furthest to the right are dependant on having things setup
that are more to the left.

Click in the number of the Setting for a description and a link for more information.

If you think you need to make changes in these screens but are not sure, please contact Support.

A
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e e e
© 000000000 0000

Configuration Department  Category Employee Vendor Customers Manufacturer Buybacks Tanks Fuel Products Dispensers Shift  Entry Trackable
Format  ltems

MY PrRICESO0OO0OK

o Configuration
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Configuration

Configuration settings for options and register communications
Click here to go to the Configuration section.

e Department

Cepartment

Add, edit and delete departments used in Pricebook, Daily Activities and Shift Paperwork
Click here to go to the Department Setup.

o Category

Category

Add, edit and delete major and minor Categories used in the Pricebook.
Click here to go to the Category Setup.

o Employee

Emiployese

Add, edit and delete Employees that will use My Pricebook.
Click Here to go to Employee Setup.

o Vendor

Vendor

Add, edit and delete Vendors used in Daily Activities and Shift Paperwork.
Click Here to go to Vendor Setup.

° Customers
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Customer

Add, edit and delete Customers used in Shift Paperwork.
Click Here to go to Customer Setup.

o Manufacturer

Manufacturer

Add, edit and delete Manufacturers. These are used in buy backs and can be added while items are being added to the Pricebook
Click Here to go to Manufacturer Setup.

° Buybacks

Buybacks

Maintain list of buybacks. Buyback are money you receive back from Manufacturers or Vendors for selling certain products. Tobacco companies
frequently use buybacks.
Click Here to go to Buybacks Setup.

o Tanks

Tanks

Add, edit and delete the fuel tanks at your location.
Click Here to go to Tank Setup.

0 Fuel Products

Fuel Products

Add, edit and delete the Fuel products sold at your location.
Click Here to go to Fuel Product Setup.

0 Dispensers
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Dispensers

Add, edit and delete the dispensers that your register reports sales through.
Click Here to go to Dispenser Setup.

e Shift

Shift

Add, edit and delete the shifts that will be tracked at your location.
Click Here to go to Shift Setup.

Entry
Format

Entry
Format

Maintain the way the My Pricebook will display and accept input for all Sales and Tenders from the register.
Click Here to go to Entry Format Setup.

Trackable
Items

Trackable
Items

Set up items that are tracked using a sequential number.
Click Here to go to Trackable Item Setup.
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Configuration
If you think you need to make changes in this screen, please contact Support. Some of the settings in here can break the communication with the POS
system if they are incorrect.
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Home Pricebook Daily Activities  Shift Paperwork | Settings |

I

F|

I

Configuration  Department Lategory Employee | Vendor | Customer —Manufacturer! Buybacks Tanks Fuel Produdcts. Dispensers Shift Ff::fnn;t TrIatzI:::Ie
Parameter Configuration
-IGeneral Settings -
Store Name
Store Number
ItemSize a
Register Model SapphireXML
Store does shift work Yes
Start Application Maximized [MNo
Fuel Deliveries based on Net Gallons
POS Report Format 1
POS Sales based on Net Amounts
POS Send Check Digit Mo
Tender Over/Short Dept Qs
Import Customer Charges Yes
Customer Charges Dept IN
Customer Payments Dept Ci
Use Handheld Feature No
[=|History Management
POS history (days) a0
Data Backups retained 30
|=/Shift Balance Form
Show Over/Short Amount Yes
Show P05 Sales Amount Yes
[=/Main Office Settings
Enable Data Exchange Yes
Organization ID
Dffice Site Number
Office Server Address portal.apexbos.com
Office Server Port 80
|+ Passport Settings
[+ Werifone Settings
[+ Nucleus Settings -
Mote: POS Report Format is Read-Only. Ifit's value is -1 then a format has
not been set in POS Report Format Setup.
[ Save l [ Cancel ]

F|
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Department Setup
This screen displays all the departments set up in the system. Departments can be added, edited or deleted and descriptions and types changed.
On initial setup, some registers allow you to import the departments, they will need to be assigned types. To see the Department Types go to3.

If you think you need to make changes in these screens but are not sure, please contact Support.

_—
fll\ \\Welcome Demo User~ | -ox
e A
Home Pricebook Daily Activities  Shift Paperwork | Settings | a @
Iy I Fy Sal Iy
Configuration  Department Catego Empla: Vendaor Manufacturer  Buybacks Tanks Fuel Products  Dispensers Shift Entry Trackable CIO'SE
g P egory ployee uyl P Format  Items Settings
Department Setup
Department Grid Navigation It - [ - + = o7 74
First Prior Next Last Insert Delete Save Cancel Change Dept Code
Grid Headings e—__ T
,/DeptType - Dnafj.Code ~T Description ~« _Dept Group W
o = ,—" | M
Department Tvpe T Inventory _— |01 /__/"/ ICE "
p yp Inventory 02— SOFTDRINKS _—
LFfive T —
| = TRventory /_/- 03 GROC_.EEIES-
Department Code ° Propane_— 04 __LPTANK
InveRtory 05 _— |PHOME CARD
- —
o " |Inventory /__,96" OIL
Description Inventory — |07 CIGARETTES
Inweritory 08 TOBACCO & CIGARS
Departme nt Group Inventory o9 MISC
Inventory 10 DELI
Inventory 11 TACKLE
Inventory 12 MAGAZINES
Inventory 13 BAIT
Inventory 14 DIESEL
Inventory 15 PIZZA
Lottery 13 Lottery Sales
Mon Inventory 19 Money Order Sales
Inventory 20 CANDY BARS
Fuel 27 BLUE GAS
Fuel 28 SILVER GAS
Fuel 29 GOLD GAS
Inventory 30 ATM CASH
Inventory 31 CHECK CASH
Inventory 32 CARTOM
Inventory 33 DISCOUNT
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Department Grid Navigation

Department Setup
i < > > + - W 57 &
First Prior Mext Last Insert Delete Save Cance Change Dept Code
Insert new, Delete and Save entries in the Department grid. Please see Grid Navigation instructions here.
&
Change Dept Code

The 'Change Dept Code' button is for changing Department codes after the Departments have been used in the Pricebook or
even in the Shift and Daily work. For instructions go to Change Department Code.

o Grid Headings

Dept Type + Dept Code «1 | Description  |Dept Group
These are the columns for the Departments. Please see sections listed below for a full description. To sort the grid using the different columns,
please see instructions on sorting here.

Department Type

Dept Type * |

Choose the Department Type from the list.
Expense For expense items - a department with this type will be used in Invoices and Payouts to handle fees on invoices
Fuel Assigned to Fuel Sales departments. Gives the departments the ability to track gallons
Game Winners For a department that tracks Lottery and Lotto winners paid out of the register
Inventory Most common type - used for departments where store counts will be done and inventory tracked.
Kerosene For stores that sell Kerosene. Allows Fuel functions like gallon tracking
Lottery Used for the Lottery sales department. This allows inventory tracking on Lottery tickets.
Lotto Used for the Lotto sales department. No inventory functions.
Non-Inventory Used for Sales tracking, bit no inventory functions.
Over/Short Used for the department that tracks the over/short - can use more than one.
Payment Future Use - will be used to track customer payments at the register.
Payout Used to track Payments for items or services out of the register. Can have more than one.
Propane For stores that sell Propane. Allows Fuel functions like gallon tracking
Tax Collected Used for departments that track the sales tax collected. Can have more than one.
Tender Used for Departments that track the different types of Payments taken at register, like Cash, Cr Cards etc. Can have

more than one.

A
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o Department Code

DeptCode T
01

that the home office provide a list of Department codes.

° Description

' | Description

Department codes are user definable. We suggest you use the department code in your register, or, if My Pricebook will tie back to a home office,

TF

Description, Please make this match your register or home office list.

° Department Group

Dept Group

Optional field that allows you to a assign a group ID to a Department. This will be used in for sorting in reports.
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Change Department Code
This Utility is for changing Department Codes after they have been in use in other sections of My Pricebook. If you are just initially setting up, you do not
need to use this utility.
Please Note, This utility changes historical data. Reports with history will have the new Department Codes.

_—
\IWel.come Demo User~ | = @ =
. é ﬂ.k.-}.
Home Pricebook Daily Activities  Shift Paperwork | Settings | o @
= =] Fi i
Configurati Department. - Cat Emp! Vend Manufact backs. || - Tanks. FuelProducts. - Di shig || ENEY | Trackable i
anfiguration epartmel 2goly mployee endar ani urer  Buybacl an uel Pro ispensers i Farmat Ttems Settings
Department Setup
Change’ button G = 4 . = - -
First Prior Mext Last Insert Delete Save Cancel Change Dept Code
o
Dept Type + Dep " Change Department Code EIIEI
Inventory 07 Old Department Code: 27 -
Inventory 03
Set Department Codes o Tnventory ]
Inventory 10 New Department Code 26|
Inventory 11
Inventory 12
Inventory 13
Inventory 14 e Change Close
Inventory —————15 7
Change Button & Lottery 13
Mon Inventory 19 Done
Inventory 20
b Fuel % Working on table POSRptEntryFuelDisp Dept #: 61 -
Fuel 28 Working on table POSRptEntryPayouts Dept #: 0
Status Window ° Fuel iy Working on table POSRptEntrySales Dept #: 61
Working on table POSRptEntryTender Dept #: 0
Inventary 30 Working on table POSRptENtryTickets Dept : 0 A
Inventory 31 Working on table POSRptFmtSales Dept #: 1
Inventory 32 Working on table Sales Department #: 0 E
Inventory 33 Working on table TicketTrack Dept #: 0 ™
Inventory 34 - -
Kerosene 61
Tender CA
Tender cC Credit Card
Tender CH Check
Tender Co Coupon

o ‘Change’ button
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&

Change Dept Code

Click on 'Change' button. This will open the 'Change Department Code' window.

Set Department Codes

Old Department Code: 27 -

Mew Department Code 26|

Select the Old Department from the drop down arrow. Type in the New Code.

o Change Button

Change Close

Click 'Change' to start the conversion, click 'Close' to close this Utility. Clicking Close before the conversion starts, will cancel the conversion.
After clicking Change, the following window appears:

P -

Confirm @

Clicking "Yes' will start the process to change the Department Code. It may take some time depending on how much data is in the system.
Clicking 'No' will cancel the change.

o Status Window
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Done

Working on table POSRptEntryFuelDisp Dept #: 61 -
Waorking on table POSRptEntryPayouts Dept #: 0
Waorking on table POSRptEntrySales Dept #: 61
Working on table POSRptEntryTender Dept #: 0
Waorking on table POSRptEntryTickets Dept #: 0
Working on table POSRptFmtSales Dept #: 1
Warking on table Sales Department #: 0

Waorking on table TidketTradk Dept #: 0

m

Fl 2

The Status window will display the progress of the conversion. Once complete, the word 'Done' will display.
The Utility can be run as many times as needed.
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Category Setup

Categories will help with filtering your Pricebook. They make prices changes much easier if they are setup correctly. Categories can bet set up in
Pricebook while you are adding items.
There are 2 types of categories Major and Minor

Maijor is for large groups of items.

Minor is a sub group of the Major category

An example may be Coca Cola as a Major and 200z drinks as a minor. In that example (which is on the screen shot below) if you received a price

increase on 200z drinks from Coca Cola, you could filter your Pricebook and change the prices very quickly.
Please click on numbers to get descriptions and instructions for Categories.

If you think you need to make changes in these screens but are not sure how to proceed, please contact Support.

A
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. Trackable
- Configuration  Department

Category Setup
Grid Mavigation 8§ 4 - + - e e &

Gete

First Prior Insert Delete Save Cancel  Save Spot Go to spot
) ) Major Category Inspector
Major Categories Major Category —————— | 4

+)--AMPS 160Z AMPS 1602 UPC Count: 5 Code: Coke ° Major Code

-basic ct basic ct UPC Count: 14

+]--basic pk basic pk UPC Count: 8 Desaiption: Coke Products
--burb UPC Count: 0 \e Major Description
--C1202 C120Z UPC Count: 5

-~C2LT 2LITER COKES UPC Count: 7
) - Coke Coke Products UPC Count: 2 Minor Categories — ]
Category View Tree 20 0z 20 Ounce UPC Counts 2 M4 M = S \e Minor Category Tool
“-500ML 500ML Drinks UPC Count: 0 First  Prior Mext Last Insert Delete Save Cancel
-doral CT DORAL €T UPC Count: 3 Code Description o~ \° Minor Grid Navigation
--doralpk UPC Count: 4 00z 2roure———
--GAT32 UPC Count: 16 SO0ML S00ML Drinks Ra Minor Code

kool CT KOOL CT UPC Count: 1
kool pk KOOL PK. UPC Count: 2 Minar Description
--LBM CT UPC Count: 6 i

-L&M pK UPC Count: 4 =
~L&MPK UPC Count: 2

MARL CT MARLEORO CT UPC Count: 2

MARLYZ PK. MARL72 PK. UPC Count: 5
tl--MARPK. UPC Count: 0
H--MISTYCT UPC Count: 5
H-MISTYPK UPC Count: 4
H-MON16 UPC Count: &
t--MEWPORT CT NEWPORT CT UPC Count: &
H--MEWPORT PK.NEWPORT PK. UPC Count: 2
t--P120ZCAN UPC Count: 8
3l
H
3l
H

[E
3
[E
[
[
[
[
[E

--p20 UPC Count: 3

--P2L Pepsi 2 liter UPC Count: 10
--PALLMALL CT PALLMALL CT UPC Count: 1
--PEPSI12PK UPC Count: 11

t--PMALL PK PMALL PK_UPC Count: 20
| 1

o Grid Navigation
Category Setup

4 -« - - + - o L & %
First Prior Mext Last Insert Delete Save Cancel Save Spot Go to spot

F--F--F-F- - F - - - - - - -

==

-~

Please see Grid Navigation instructions here. Please note that this navigation is driving the Category Tree.
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Category View Tree
Major Categories

AMPS 1607 AMPS 160Z UPC Count: 5 -

basic ct basic ct UPC Count: 14

basic pk basic pk UPC Count: 8

burb UPC Count: 0

C120Z C120Z UPC Count: 5

C2T2LITER COKES UPC Count: 7

Coke Coke Products UPC Count: 2
200z 20 Ounce UPC Count: 2
500ML 500ML Drinks UPC Count: 0

doral CT DORAL CT UPC Count: 3

doralpk UPC Count: 4

GAT32 UPC Count: 16

kool CT KOOL CT UPC Count: 1

kool pk KOOL PK. UPC Count: 2

L&M CT UPC Count: 6

L&M pK UPC Count: 4

L&MPE. UPC Count: 2

MARL CT MARLBORO CT UPC Count: 2

o E-E-E

m

®H-FH-EH-EH-E-E-E-E-E

The Category Tree shows all of the Major Categories. If the plus sign * is clicked next to a Major Category the tree will display the Minor
Categories associated to the Major Category. This will also display the Major Category in the Major Category Inspector (item 3) and display all the
Minor Categories in the Minor Category tool. (item 6). This also allows you to edit the Major and Minor Categories.

Major Category Inspector
Major Category
Code: Coke

Description: Coke Products

All additions, modifications and deletions to the Major categories are made in the Inspector. To Add a Major Category, Click the Insert icon in the
the Grid Navigator (item 1). To Modify a category, navigate to it using the Grid Navigator or click directly on the Category in the Tree. Categories
cannot be deleted if they are being used by items in the Pricebook.

o Major Code
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Code: Coke

This is User defined. Make it simple.

Major Description

Description: Coke Products

This is User defined. Be descriptive so it is easy to match items to the Category.

° Minor Category Tool

Minor Categories

4 - > 2] + — - i
First Prior MNext Last Insert Delete Save Cance
Code Description -
20 0z 20 Qunce
P so0ML S00ML Drinks

All additions, modifications and deletions to the Minor categories are made in this tool. To Add a minor Category, Click the Insert icon in the the
Minor Grid Navigator (item 7). To Modify a category, navigate to it using the Minor Grid Navigator or click directly on the Minor Category in the
Tree. Categories cannot be deleted if they are being used by items in the Pricebook.

Minor Grid Navigation

Minor Categories
I - > -l + - " 3
First  Prior Mext Last Insert Delete Save Cance

Please see Grid Navigation instructions here.
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Minor Code

Code
200z

This is User defined. Make it simple.

Minor Description

Description
20 Ounce

This is User defined. Be descriptive so it is easy to match items to the Category.
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Employee Setup
This screen is where Employees are Added/Edited and Deleted or set Inactive.
When you create an Employee, the first time they login the will be asked to create a password. See the 'New Employee First Login' section

If you think you need to make changes in this screens but are not sure, please contact Support.

Sales I

f f Entry Trackable

Grid Mavigation S

First Prior Next Last Insert Delete Cancel Save Reports
B Default Employee o )
. - | Employee Is Active Allow this employee to:
Employee Tree view [ Dema User ployee
— ]
First Mame: Default Phone 1 Description: ErEreris
— Balance Shifts
Employee Information 8 Last Name: Employee Phone 1 Mumber: Ext: Complete Shifts
F — }
o Address 1: Phone 2 Description: Access Pricebook
Employee Permissions [BE} Do Inveidng
Address 2 Phone 2 Mumber: Ext: Do Inventory Contral
J -
City: Email Address: Do Fuel Control
—_— Complete Day
[El] state: Access Setups
Zip Code:
Apply Cashier Defaults
’ Apply Day Manager Defaults ]
’ﬁq.iyslnte Manager Deﬁljis]
-
Z

o Grid Navigation
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™ - - > + - e =] -
First Priar Mext Last Insert Delete Cancel Save Reports

Please see Grid Navigation instructions here. Please note that the navigation bar is driving the Employee Tree.

+

To Add an Employee just click on the Insert button Insert and fill out the information and permissions.
To Select an Employee to edit just use the navigation bar to highlight the Employee or click on the Employee in the Tree view.

Employee Tree view

Demo User

Hide Inactive

List of all Employees set up in the system. You can click on the names to view/edit the information for any Employee in the list.

If you have Employees in the list that are Inactive, you can hide them by clicking the 'Hide Inactive' button.

o Employee Information
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Employee Is Active

First Mame: Default Phone 1 Description:

Last Mame: Employee Phone 1 Mumber: Ext:
Address 1: Phone 2 Description:

Address 2: Phone 2 Mumber: Ext:
City: Email Address:

State:

Zip Code:

This is the information for the Employee that is highlighted in the Tree view. When adding fill in as much information as you can. You can edit this
information at any time. First and Last name are required fields.

The Active box ¥ Employee Is Active st he checked for an Employee to be able to login to the system. When an Employee leaves, just untick this
box and Save and the Employee will no longer be able to login.

° Employee Permissions
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Allow this employee to:
Enter Shiftz
Balance Shifts
Complete Shifts
Access Pricebook

Do Invoicing
Do Inventory Control

Do Fuel Contraol
Complete Day
Access Setups

’ Apply Cashier Defaults ]

[ Apply Day Manager Defaults ]

[Apl,:dy Store Manager Defaults]

[ Apply Cashier Defaults ]

’ Apply Day Manager Defaults ]

. . . . I ) ’Amly Store Manager Defaults]
Permissions determines what an Employee can do in My Pricebook. Clicking on the different 'Apply... Defaults' buttons

checks and un-checks the different parts of My Pricebook. You can also manually change the checkmarks by clicking on them. When there is no
checkmark, the Employee that is highlighted will not have access to that part of My Pricebook.
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Vendor Setup
This screen is where Vendors are Added/Edited and Deleted or set Inactive.
Vendors must be created and set to Active to enter Invoices and do Payouts

If you think you need to make changes in this screen but are not sure, please contact Support.

& @
(nn]
Entry Trackable o
Crem [ HE
Vendor Setup
) o I - > » + - - 24 -
Grid Navigation [ First Prior Mext Last Insert  Delete Save Cancel  Reports
- Vendor MISC 4 || Contact Info Lkwmee Processing |
Vendor Tree view [ =~ eniagioden) mmws =
[+-Vendor Western Distributing
Vendor Code:  Modern Vendor Is Active FAX Number:
Vendor Information [
‘ Vendor Name:  Modern Distributors. Inc. Phone 1 Description:
Invoice Processing [ e TEiEr S
Address 2: Email Address 1:
City: Somerset Phone 2 Description:
E State: KY Phone Mumber 2: Ext:
Zip Code: Email Address 2:
Sales Contact:
Sales Phone Number:
Sales Phone Description: Ext:
Sales Address Email:
<
7
B Inactive Vendors
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Grid Navigation

Vendor Setup
] - > 2] + — e e -
First Prior Mext Last Insert Delete Save Cancel Reports
Please see Grid Navigation instructions here. Please note that the navigation bar is driving the Vendor Tree.

+

To Add a Vendor just click on the Insert button Insért and fill out the information.
To Select a Vendor to edit just use the navigation bar to highlight the Vendor or click on the Vendor in the Tree view.

Vendor Tree view
Vendor MISC "

Wendor Modern Distributors. Inc.
Vendor Western Distributing

M Inactive Vendors

List of all Vendors set up in the system. You can click on the names to view/edit the information for any Vendor in the list. Vendors in red are
Inactive and will not be shown in other parts of My Pricebook.

o Vendor Information
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Vendor Code:  Modern Vendor Is Active

Vendor Name:  Modern Distributors. Inc.

Address 1:

Address 2:

City: Somerset
State: K

Zip Code:

FAX Mumber:

Phone 1 Description:

Fhone Number 1: Ext:
Email Address 1:

Phone 2 Description:

Phone Mumber 2: Exct:

Email Address 2:

Sales Contact:

Sales Phone Number:

Sales Phone Description: Ext:

Sales Address Email:

This is the information for the Vendor that is highlighted in the Tree view. When adding an new Vendor, fill in as much information as you can.

You can edit this information at any time. Vendor Code and Name name are required fields.

The Active box [ Vender Is Active st he checked for a Vendor to be used in the system.

Invoice Processing

Invoice Processing |

This section does not need to be setup to start using a Vendor. This section must be set up to import invoices from a Vendor.

Click this tab will display the screen that displays how the select Vendor will process imported invoices. Rules to update the Pricebook prices from
the imported invoice are also setup on this tab.

For instructions on this, please go to Vendor Setup - Invoice Processing.
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Vendor Setup - Invoice Processing

This screen displays the settings for importing electronic Invoices (elnvoices) from a Vendor. Rules to update the Pricebook Prices from the imported
invoice are also setup on this screen.

The Price being referred to on this screen is the retail Price of an Item, or the Price that will be charged at the register. Please pay attention to item 7, it
will affect your prices in the Pricebook

If you think you need to make changes in this screen but are not sure what to do after looking through these instructions, please contact Support.
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. | Welcome Demo User = | = B =
.l.f.é_m_!“..a
Home Pricebook Daily Activities  Shift Paperwork | Settings | a @
Entry | Trackable Close
Configuration  Department Categorny Employse Vendor Manufacturer  Buybacks Tanks Fuel Products Dispensers Shift Format Tiems Settings
Vendor Setup
! - 14 - > > + = 7 5 & elnvoice Definition ltem Description
Grid Na\ﬂgatmn & First Prior Mext Last Insert Delete Save Cancel Repo /°
, - : Editing /o Price Rule
Vendor Tree View ; Vendor MISC o -+ | | Contact Info Invoice Processing |
[=-Vendor Modern Distributors. Inc.  [E]1]
i Deot 02 SOFT DRinis I Invoice Processing - ) . Default Pricebook price processing rule when
General Rules endor Western Distributing elnvoice Definition Filerfame: low editing of Price [T -Allow an invoice item there is no department rule (default is Always)
= and Margin in the description to replace the -
Modern.ini v Invoice Editor Pricebook item description [NWE‘!S update price ']
Making rules for categories is optional. Only categories assodated with the Department in My Items are available.
An invoice item will be processed using the rules from the finest dass (Minor Cat = Major Cat = Dept).
Department Rules ° || Department Invoice Processing Rules
_ [ ] »- > + - - 4
Dept Rule Grid Nav °_ - First Prior Mext Last Insert Delete Save Cancel  Load Depts
Dept Allow Pricebook Price Change Maintain Margin% Maintain Markup%s Use Price Rounding |Round End Digit |Vendor Category -
b0z | Always update price g L
Department Department Rule Margin/Markup Price Rounding Vendor Category -
Category Rule e Major Categories | Minor Categaries
. j i i 02 SOFT DRINKS
Cat Rule Grid Nav @ . Major Category Invoice Processing Rules for Department
W[ = - - + - s 5
First Prior MNext Last Insert Delete Save Cancel
Code Description Allow Pricebook Price Change Maintain Margin% |Maintain Markup%: Use Price Rounding Round End Digit -
i bPaL epsi 2 liter Mever update price from invoice ] L
il | |
B [nactive Vendors ﬂ m i
Category Category Rule Margin/Markup Price Rounding
o Grid Navigation
Vendor Setup
=] - [ 2] + — o e -
First Priar Mext Last Insert Delete Save Cancel Repaort:

Please see Grid Navigation instructions here. Please note that the navigation bar is also driving the Vendor Tree.
To Select a Vendor's Invoice Processing screen to edit just use the navigation bar to highlight the Vendor or click on the Vendor in the Tree view.
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e Vendor Tree View
----'u'endn:nr MISC -
I?_I----'u'endnr Modern Distributors, Inc.  [£]

=8 Dept 02 SOFT DRINKS

----'l.n'endnr Western Distributing

7l

B Inactive Vendors

You can click on the Vendor to view/edit the information in Invoice Processing for any Vendor in the list. Clicking the plus sign B will display the
Departments that have Processing rules. These Rules are optional.

o General Rules
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Invoice Processing

N ) o Default Pricebook price processing rule when

S B T e Allow editing of Price  [7] Allow an invoice item there iz no department rule (default is Always)
— and Margin in the description to replace the -

Modern.ini - Invoice Editor Pricebook item description l.ﬁ.]ways update price "J

These rules is will be followed for this Vendor when you import elnvoices. Make sure the rules are set up they way you need them.

° elnvoice Definition

Invoice Processing
elnvoice Definition Filename:
Modern.ini -

You need to choose the Definition file that matches your Vendor using the drop down arrow. If your Vendor is not in the list please go to the
elnvoice Setup section for help to get this done. The elnvoice import will not work if you do not have the correct file selected.

Please note: When you save your Invoice Processing, the system will ask you if you would like to create a folder shortcut:

Confirm @

['J M'] Would you like a McLanes elnveoice
S folder shortcut placed on your desktop?

s

-

[ Yes ] I Mo

We recommend you answer yes to this. The system will create a folder on your desktop named with the name of the Vendor. You will save all the

elnvoices you receive from the Vendor in this folder so My Pricebook can find the invoices. If you have multiple vendors that you receives elnvoices from,
then you will have multiple folders on your desktop.

Editing
Allow editing of Price

and Margin in the
Invoice Editor

Allows editing of Price and Margin after the Invoice is imported. The default is checked which means allow editing.

A
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Item Description

Allow an invoice item
description to replace the
Pricebook itern description

When checked, the Item description on the elnvoice will replace the description in the Pricebook. This is not reversible. The default is unchecked
which means do NOT replace the descriptions.

Price Rule

Default Pricebook price processing rule when
there is no department rule (default is Always)

I#Jways update price v]

This rule sets what will happen to the Retail Prices when an elnvoice is imported. This is NOT reversible. The default is to change the prices.

Your options for prices are as follows:
1. Always update price - This will overwrite the prices in the Pricebook.
2. Never update price from invoice - this will not update the prices - we recommend using this option if you are unsure about the prices
coming from your Vendor.
3. Update price if invoice price is greater - this will update the Pricebook price if the price in the Pricebook is smaller than the price on the

invoice.

Note: How pricing rules are applied to the Pricebook:
The system will move through these steps in order for every Item on an Invoice.
1. If Item's Minor category matches a Minor Category Rule, the system will update the Pricebook Price using that rule and will look at no other
rules.
2. If Item's Major category matches a Major Category Rule, the system will update the Pricebook Price using that rule and will look at no other
rules.
3. If Item's Department matches a Department Rule, the system will update the Pricebook Price using that rule and will look at no other rules.
4. The system will use the Price Rule from the General rules section.

Department Rules
Department Invoice Processing Rules

5 < > > + - o i
First Priar Mext Last Insert Delete Save Cance Load Depts
Dept Allow Pricebook Price Change Maintain Margin®e Maintain Markup®: Use Price Rounding Round End Digit Vendor Category
b0z Always update price Q
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Department rules for prices are optional. This section allows you to setup price rules for Departments . If these rules are set up, then the price
updates for an Item will be applied if the Department that was assigned to that Item in the Pricebook matches the Department for the rule.

Note: How pricing rules are applied to the Pricebook:
The system will move through these steps in order for every ltem on an Invoice.
1. If Item's Minor category matches a Minor Category Rule, the system will update the Pricebook Price using that rule and will look at no other
rules.
2. If Item's Major category matches a Major Category Rule, the system will update the Pricebook Price using that rule and will look at no other
rules.
3. If Item's Department matches a Department Rule, the system will update the Pricebook Price using that rule and will look at no other rules.
4. The system will use the Price Rule from the General rules section.

o Dept Rule Grid Nav
I < > > + - v %

Prior Mext Last Insert Delete Save Cance Load Depts

Please see Grid Navigation instructions here.

+
You can add a Department Rule by clicking the Insert button =2t and then filling out the rule.
Load Depts

The Load Depts button will automatically add a line for all Inventory type Departments that are in the system. You will then need to
finish setting up the rules for each Department.

Department
Dept
02
Select the department you want to create a rule for.

Department Rule

Allow Pricebook Price Change

Always update price

Select type of rule to apply:
1. Always update price - This will overwrite the prices in the Pricebook.
2. Update price if invoice price is greater - this will update the Pricebook price if the price in the Pricebook is smaller than the price on the
invoice.
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3. Update price to maintain min margin - this will update the Pricebook price if the margin on the Invoice for the Item is less that the
margin setup in the Rule. See ltem 12
4. Never update price from invoice - this will not update the prices.

Margin/Markup

Maintain Margin % Maintain Markup s

These two fields only work with Department Rule 3 in Iltem 11. You enter either the Margin or the Markup and the system will calculate the the
other one. If you enter a Margin the system calculates Markup and vice versa. Entry is number.
For an explanation of Markup and Margin please go to the Definitions section.

Price Rounding

IJse Price Rounding |Round End Digit
g

Price rounding allows you have your prices end in a number you set. Price round is applied after the Department Rule in ltem 11 is applied.

IJse Price Rounding

To make it work make sure there is a check mark in 'Use Price Rounding' field . Then set the ending in the 'Round End Digit'
Round End Digit
field #Inthe example all prices will setto end in 9.
Vendor Category

Vendor Category

Some Vendor assign Items a category on their invoices. If you know the category that the Vendor uses, please enter it here. This entry is
optional. The benefit of setting this in is If the systems encounters an Item that is not set up in the Pricebook, the system can add the Item,
assign the Department and the price and set the Item to upload to the register. This is not related to the Categories set up in the Pricebook.

e Category Rule
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Major Categories | Minor Categories

Major Category Invoice Processing Rules for Department 02 SOFT DRINKS

= - - 9] L - " g
First Prior Mext Last Imzert Delete Save Cance
Code Description Allow Pricebook Price Change Maintain Margins Maintain Markup®s Use Price Rounding | Round End Digit -
[ 2= Pepai 2 liter Mever update price from invoice =

Category rules for prices are optional. Category Rules are sub rules to Department Rules so you must have a Department Rule setup to create
Category rules for that Department. This section allows you to setup rules for Major and Minor Categories. If these rules are set up, then the

price updates for an Item will be applied if the Categories that were assigned to that Item in the Pricebook matches the Categories for the rule.
Categories must have been setup before you can add rules. Major and Minor setup is the same just choose which rules you want to work in by

I . , , , Major Categori i i
clicking on the Major Categories or Minor Categories tab 2o [Minor Categories |
Please the Category Setup section for instructions on setting up Categories.

Note: How pricing rules are applied to the Pricebook:
The system will move through these steps in order for every Item on an Invoice.
1. If Item's Minor category matches a Minor Category Rule, the system will update the Pricebook Price using that rule and will look at no other

rules.
2. If ltem's Major category matches a Major Category Rule, the system will update the Pricebook Price using that rule and will look at no other

rules.
3. If Item's Department matches a Department Rule, the system will update the Pricebook Price using that rule and will look at no other rules.

4. The system will use the Price Rule from the General rules section.

o Cat Rule Grid Nav
- - (3 > = - " 4

Priar Mext Last Insert Delete Save Cance

Please see Grid Navigation instructions here.

+
You can add a Category Rule by clicking the Insert button Insert and then filling out the rule.

Category
Code Description i
=i Pepsi 2 liter f
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Select the Category you want to create a rule for. If you do not see the Category you will need to set the Category up. See Category Setup.

Category Rule
Allow Pricebook Price Change

Mever update price from invoice

Select type of rule to apply:
1. Always update price - This will overwrite the prices in the Pricebook.
2. Update price if invoice price is greater - this will update the Pricebook price if the price in the Pricebook is smaller than the price on the

invoice.
3. Update price to maintain min margin - this will update the Pricebook price if the margin on the Invoice for the Item is less that the

margin setup in the Rule. See ltem 19.
4. Never update price from invoice - this will not update the prices.

0 Margin/Markup
Maintain Margin%e | Maintain Markupa

These two fields only work with Category Rule 3 in Item 18. You enter either the Margin or the Markup and the system will calculate the the other
one. If you enter a Margin the system calculates Markup and vice versa. Entry is number.
For an explanation of Markup and Margin please go to the Definitions section.

Price Rounding
IUse Price Rounding Round End Digit

[l

Price rounding allows you have your prices end in a number you set. Price round is applied after the Category Rule in Iltem 15 is applied.
IIse Price Rounding

To make it work make sure there is a check mark in 'Use Price Rounding' field . Then set the ending in the 'Round End Digit'

Round End Digit
field . In the example all prices will set to end in 9.

A

267 ,;QQ\

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739



http://www.apexbos.com/

My Pricebook User Manual

elnvoice Setup
What is an elnvoice?
An elnvoice is an invoice you receive from you vendors through an email account. It is usually in a format that is computer readable. Getting your
invoices in this format makes it easy because you can automatically import the invoice without having to key it in manually.

In order to start using elnvoices, please follow the steps bellow for each vendor that can send elnvoices:

1. Make sure you have an email address where invoices can be emailed and the store can get access to those emails

2. Contact vendor and see if they offer elnvoices in a computer readable format( please see computer readable format defined below)- some vendors do
not - Sam's does not offer an elnvoice option.

3. Have the vendor start emailing the invoices

4. Complete the Invoice Processing tab in Vendor Setup

5. Once you start receiving the elnvoice files, save them in the Vendor folder that should be on your desktop after completing Step 4

6. Import the elnvoices - go the Import an Invoice section for instructions.

How to get a Vendor elnvoice format definition added to My Pricebook
If your Vendor can send elnvoices but My Pricebook does not have a Definition filename in Invoice Processing setup for your Vendor, please follow the
steps below so we can add a definition to My Pricebook:

1. Make sure you have an email address where invoices can be emailed and the store can get access to those emails.

a. If you are already receiving elnvoices from your vendor you can skip to Step 3 and just attach an einvoice file to the email mentioned in Step 3
2. Contact your Vendor and see if they offer elnvoices. If they do, please email this document to them: Apexbos elnvoice Spec.pdf. If you cannot email,
you can print the Spec and fax or mail it, but having an email is key to using elnvoices.
3. Contact Apex at support@apexbos.com or call 888-989-2739 and let us know we will need to work on a new Vendor elnvoice definition file
4. Apex will get back to you with a time frame and next steps to get your elnvoice definition file installed.

What is computer readable format?
Computer readable means a computer can open and read/import the data. Computers can open most files, but some file types make the data very
difficult to extract. Below is a list of files types.

Ixt or text files will work

.csv or comma separated value files will work

Xls - .xIsx or Excel files can work but are not recommend and will take extra steps on your part.
.pdf or portable document format files will NOT work.

. .doc - .docx or Word files will NOT work.

If an elnvoice file has a different type than those listed it will probably not work.

o RN

A
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Customer Setup

This screen is where Customers are Added/Edited and Deleted.

Customers must be setup before using Customer Charges/Payments in Shift Paperwork.

If you think you need to make changes in this screens but are not sure, please contact Support.

Grid Navigation

Customer Tree view

Customer Information

Customer Cards

Trackable

Customer Setup
I -l >

First Frior Next

L2
Last

John Jones
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Insert Delete Save

Customer Code: Jones]

e

Cancel Fiter

Customer Cards

= -

Customer Name: John Jone

First

>

»

+

= oF

b2

Prior Mext Last Insert Delete Save Cancel

CustomerCode

Address 1:

P Jonesa

Cardho
221122

Description
test

Address 2:

City:

State:

Zip Code:

Fhone 1 Description:

Phone Number 1:

Email Address 1:

Phone 2 Description:

Phone Number 2:

o [ e
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o Grid Navigation
[ <]

> > + - " 5 L&) -
First Prior Mext Last Insert Delete Save Cancel Filter  Reports

Please see Grid Navigation instructions here. Please note that the navigation bar is driving the Employee Tree.

+

To Add a Customer just click on the Insert button Insert and fill out the information and permissions.
To Select a Customer to edit just use the navigation bar to highlight the Customer or click on the Employee in the Tree view.

Customer Tree view
John Jones 4

[l

List of all Customers set up in the system. You can click on the names to view/edit the information for any Customer in the list.

o Customer Information
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Customer Code: Jones)]
Customer Mame: John Jones
Address 1:

Address 2:

City:

State:

Zip Code:

Phone 1 Description:
Phomne Mumber 1: Ext:

Email Address 1:

Phone 2 Description:

Phone Mumber 2: Ext:

This is the information for the Customer that is highlighted in the Tree view. When adding a customer, fill in as much information as you can. You
can edit this information at any time. Customer Code and Customer Name are required fields.

Customer Cards

Customer Cards

] <] > g + - 7

First Prior Mext Last Imsert Delete Save Cance
CustomerCode CardMo Description -
P Jones] 221122 test
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Customer cards is where proprietary cards that were issued to your customers for doing in-ihouse charges are setup. This setup is optional since
only a few POS systems will support this functionality.

A
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Manufacturer Setup
Add, edit and delete Manufacturers. Manufacturers are used in Buy Backs and can be added while items are being added to the Pricebook.
If you think you need to make changes in these screens but are not sure, please contact Support.

Settings o @
Entities L) Fuel Iy Sales Iy
BH ciose |
. . . Entry Trackable e
Manufacture Setup
Grid Navigation °— — - - r~ 4 + = 7 5 & &
First Priar Mext Last Insert Delete Save Cancel  Save spot Go to spot

Code MFGName -
Code °— - 3
Manufacturer Name °’
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Grid Navigation

Manufacture Setup

" <
o4 B B o = < € @
First Priar Mext Last Insert Delete Save Cancel Save spot Go to spot

Please see Grid Navigation instructions here.

Code

Code
]

This is the Manufacturer's Code that is in the UPC code.

Manufacturer Name

MFGMName

Enter the Manufacturer's Name

1}
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Buybacks Setup
Buybacks are used to track promotional pricing on ltems being purchased. They can be set up by Vendor or Manufacturer. If an Item has a Buyback
set up, when that Item is purchased the system will track the Buyback. The system does 2 things with Buyback information. You will be able to generate
report of all the ltems purchased that have eligible Buybacks. The system also shows the Buyback Amount when entering an Invoice and displays a more
accurate margin.

fﬂ\ '\Welcume Demo User~ | -ox
e Xt AN
Home Pricebook Daily Activities  Shift Paperwork | Settings | o @
Fy 15" ) Iy
Canfigurati Department. - Cat Empl Vend Manufact Buybacks Tanks.| | Fuel Products. | Di shig | | Entv | Trackable o
onfiguration epartmel QoY mployee ‘endor an urer ac anl uel Pro ispensers i Format Ttems Settings
Buybacks Setup
Mavigation Bar — H - > g + = @ e
First Prior Mext Last Insert Delete Save Cancel
Sponsor Type Sponsor Code | Sponsor Mame Buyback Type Amount or % Start Date  |End Date Description -
P Mamufacturer 02320 Philip Marris Cash amount per order unit | 1.5/3/31/2014 4f30/2014 Marlboro Promotion
| |
Sponsor Type  Sponsor Code & Name Buyback Type Amount or % Date Range Descrition 3
Select Box Select /Unselect ltems  Filter All kems Add Selected button Done button
Buyback ltems ° l I
T |
[ Buyback ]le_nf___l_ Add Items ] _L_I;Jelete Item l \ [ Select Al ] ’Unselect Al l ’ Filker ] [~ show all Pricebook: ’Add Selected to Buyback Items ] [ Done ]
Add ltems S ———— \ — - : :
Description _— UPC - \+;’— UPC Description Department  Major Category Minor Category MFG Code Venc = |f
__,!.Mmt@tb'ioo 02320000156 P[] 02820000156 |MARLGLD100 07 marpk 02820 [
Delete ltem 0 MARL MEN L 02820000157 [ 02820000157 MARL MEN L 07 marpk 02820
MARL SILVE 02520000179 [7] 02820000179 |MARL SILVE a7 marpk 02820
Add [tem toal 0 MBLEND27 DBI0AIE264 [] 02820000254 |MBLEND27 o7 marpk 02320
MARLEORO M 02820000271 |:| 02820000271 MARLEORO M o7 marpk 02320
MARL 5M 10 02520000301 |_| D 02320000301 MARL SM 10 07 marpk 02320
MARLEO25 02520000329 [ [7] 02820000323 |SMOGTH PK a7 marpk 02820
MARL MEM LI 02820000341 D 02820000327 |V5LIMS BOX o7 WEL 02320
D 02820000329 MARLEO25 o7 02320
[7] 02820000341 |MARL MEN U a7 marpk 02820
[[] 02320000342 |MARLSILVME a7 marpk 02820
- [ 3
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Navigation Bar

Buybacks Setup
I - 3 * + -— e B
First Prior Mext Last Insert Delete Save Cancel

This allows you to Add or Edit or Delete Manufacturers or Vendors that you are setting Buybacks up for. Please see Grid Navigation instructions
here.

Sponsor Type

Sponsor Type
Manufacturer

Choose Vendor or Manufacturer. Choose the type that will be paying the Buyback.

Sponsor Code & Name

Sponsor Code | Sponsor Mame
02820 Philip Marris

Choose the Sponsor using the drop down arrow in the Sponsor code field. The Sponsor Name will fill in automatically.

Buyback Type

Buyback Type
Cash amount per order unit

Choose what the basis of the Buyback is. Either 'Cash amount per order unit' or 'Percentage of order unit cost'

Amount or %

Amount or %%
1.5

Enter the dollar amount or Percentage amount depending on what was chosen in item 4.

Date Range

Start Date  |End Date
3/31/2014 |4/30/2014
Enter the Start and End date of the Buyback.
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Descrition

Description
Marlboro Promaotion

Enter the Description of the Buyback.

Buyback Items

Buyback Items Add Items ] [ Delete Item

Description UPC -
P MARLGLD 100 02820000156

MARL MEN L 02820000157

MARL SILVE 02820000179

MBLEND 27 02820000264

MARLBORO M 02820000271

MARL 5M 10 02820000301 w

MARLBO25 02820000329

MARL MEN U 02820000341

List of Items that the Buyback items will be applied to.

Add ltems

Click the 'Add Items' button to add ltems to the Buyback Items list. You will use the tool in item 11 to add the Items.

Delete Item

Delete Ttem

To delete an item in the list, click on the Item you want to delete in the grid and click the 'Delete Item' button. The item deletes instantly.

0 Add Item tool
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’ Select Al ] ’Unselect AJI] ’ Filter ] [] show all Pricebook Add Selected to Buyback Items] ’ Done ]

+f- |UPC Description Department Major Category Minor Category MFG Code Venc =
b [ 02820000156 MARLGLD100 o7 marpk 02520 L

|:| 02820000157 MARL MEM L o7 marpk 02820

|:| 02820000179 MARL SILVE o7 marpk 02820

|:| 02820000264 MELEMD27 o7 marpk 02820

|:| 02820000271 MARLEORO M o7 marpk 02820

|:| 02820000301 MARL SM 10 o7 marpk 02820

|:| 02820000323 | SMOOTH PE o7 marpk 02820

|:| 02820000327 VSLIMS BOX o7 VWS PK 02820

|:| 02820000329 MARLEOZS o7 02820

|:| 02820000341 MARL MEM U o7 marpk 02820

|:| 02820000342 MARLSILVME o7 marpk 02820 il
' b

This tool appears when you click the 'Add Item' button. The system will bring up a list of items that match the Manufacturer or Vendor code select
for this Buyback.

Select Box

+f-
|

|
|

=
You can select the Items to add to the Buyback list by clicking in the Select box next to the Item you want. A checkmark will appear in the box of

the Item that is selected. Once all the Items needed are selected, click on the 'Add Selected to Buyback Items' button Add Selected to Buyback Items

put the items in the list.

to

Select /Unselect Items

’ Select All ] ’Unselect .ﬁ.JI]

You can Select or Unselect all items in the list by clicking these buttons.

0 Filter
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You can Filter the list by clicking this button. For instructions on Filtering a list see the Filter how-tos.

All Items
[ Show all Pricebook

Initially, this list is populated with ltems that match the Vendor or Manufacturer. If this box is checked, all items from the Pricebook will be
available to add to the Buyback list.

Add Selected button

’.ﬁ.dd Selected to Buyback Items

Once the Items to add are selected, click this button to add them to the Buyback Items. This can be done multiple times.

Done button

Done

Click this button once all Items are added to the Buyback Items. The add toll will disappear from the screen.
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Tank Setup
Tank Setup displays all the Tanks at your store's site. These are the Tanks that Fuel Products will be inventoried and sold from. Tanks must be setup
before the Fuel Products and the Dispensers can be setup.
If you will be recording stick readings, you can set up Tank Charts so you can put inches into the system and the system will convert them to gallons.
Tank Charts are optional.

If you think you need to make changes in these screens but are not sure how to proceed, please contact Support.

S
g \‘-IWelcume Demo User» | -ox
"~ Home Priccbook  Daily Activities  Shift Paperwork | Settings | & @
Entry Trackable Close

Configuration  Department Category Employee Vendor Customer Manufacturer Buybacks Tanks Fuel Products Cispensers Shift ot T Settings

Fuel Tank Setup

Tank MNavigation Bar o— H h » 2] + - o 5o
First Prior Next Last Insert Delete Save Cancel

Tank Code Description Tax Rate/Gal Taxed On Freight Rate/Gal Freight On Capacdity (Gal) Manlf\)lded Marifold Tank Code|  » | Tank Chart Setup
b1 UNLEADED 0,41821 Gross 0.05432 Gross 5000 Tank Charts are only required
T2 PREMIUM

041821 Gr ss 05432 Gro 3000 for sites doing stick readings.
T3 DIESEL 0|4s340 Gr 3ss 05432 Gro 5000 Clone Tank Chart from:
I Clone Chart

Clone Chart

Tank Code Tax Rate Freight Rate Tank Capauty Manifold Tank Code a

+
Insert Delete Save Canc r:I

Chart Setup Navigation Bar

Tank Descnp‘uon Tax Basis Fre|ght Billed on Mamfold ? Depth (n)  Volume {gal)|
Gross or Net » 4000 250,000 0 ‘°D9P’Eh & Volume
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Tank Navigation Bar
Fuel Tank Setup

I - - (2 ] - " e
First Prior Mext Last Insert Delete Save Cancel

Please see Grid Navigation instructions here. This allows you to Insert or Edit or Delete Tanks.

Tank Code

Tank Code
T1
T2
T3

Code for the Tank. Generally set up as T1,T2 etc. Can be set up any way needed. Mandatory field.

Tank Description

Description
UMLEADED
PREMIUM
DIESEL

Description of the Tank.

Tax Rate

Tax Rate/Gal
0.41821
0.41821
0.46340

Enter the total tax and fees collected on fuel. This includes Federal tax, State tax and any fees collected with the tax. These taxes are usually
listed as separate items on the fuel manifest or invoice. This is an optional entry. These rates will pull into the Fuel Delivery screen.

Tax Basis

| Taxed On
L Gross
L Gross
1 Gross

Select Gross or Net.
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Fuel is taxed on Gross gallons or Net gallons. This tax basis is set by the state where your station is located. Normally, the fuel manifest will
display both amounts and will show which amount aill be used prices and taxes.

Freight Rate

Freight Rate/Gal
0.05432
0.05432
0.05432

Enter the freight rate for the product in this Tank. This is an optional entry. These rates will pull into the Fuel Delivery screen.

Freight Billed on
Gross or Net

Freight On I
Gross
Gross
Gross

Select Gross or Net. Freight can be charged on Gross or Net gallons and this is determined by the carrier that delivers the fuel. This is an
optional entry. It will be used in the Fuel Delivery entry screen.

Tank Capacity

Capadty (Gal)
5000
3000
5000

Total Gallons of product that the Tank can hold.

Manifold ?

Manifolded

]
0
(]

Is this Tank connected to another Tank by a manifold? A check mark means Yes and no check mark means No.
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Manifold Tank Code
Manifold Tank Code

Select the Tank that is connected to the Tank that is being worked on. If the connected Tank has not been set up yet, set that Tank up and come
back and edit this Tank.

Clone Chart
Clone Tank Chart from:

il e
Llone Lhart

Clone (copy) a Tank Chart that has already been setup on another Tank. Use the drop down arrow to select the Tank to copy the chart from.

Once selected, Click the 'Clone Chart' button to copy the chart. This would complete Tank Chart Setup for the Tank being setup or
edited.

@ Chart Setup Navigation Bar
+

- " oy
Insert Delete Save Cance

Insert new, Delete and Save entries in the Tank Chart grid. Please see Grid Navigation instructions here if you are not sure about these controls.

Depth & Volume

Depth (in) | Volume (gal)
[ 2 4,000 250,000

Enter the Depth in Inches and then enter how many gallons would be in the Tank when the Fuel level is at the Inches entered. Enter all the Inch-
Volume combinations needed for this Tank.
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Fuel Product Setup
Fuel Product Setup displays all the Fuel Products set up in the system. Fuel Products can be added, edited or deleted and descriptions changed in this
Setup screen. Fuel Products are matched to the Tanks where the products are inventoried and sold from. All Fuel Products the POS sells must be setup.
All Tanks must be setup in Tank Setup first before Fuel Products can be set up.

If you think you need to make changes in these screens but are not sure, please contact Support.

~ -
fli ".IWeIcome Demo User ~ J -ox
et P _
Home Pricebook Daily Activities  Shift Paperwork | Settings | & @
s Iy I Iy
Entry | | Trackable Close
Configuration Cepartment Category Employese Vendar Manufacturer  Buybacks Tanks Fuel Products Dispensers Shift ot Tems Settings

Fuel Product Setup

Fuel Product Grid Navigation (i =] > » + o wF %
First  Prior MNext Last Imsert Delete Save Cancel
Product Code | Description POS Product ID » Tank(s) product is derived from:
b DL DIESEL 0 3 + = & 4° Tank Setup Mavigation Bar
MID MID GRADE Ingert Delete Save Cancel

5 :
PREM PREMILIM 3 Tank Percentage -
UNLEE-i UNLEAD 1 T3 100 To Tank and Percentage

Product Code Description ~ POS Product ID

A POS Product ID is required to import shift fuel sales.
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Fuel Product Grid Navigation

Fuel Product Setup
E = L . R T

First Prior Mext Last Imsert Delete Save Cancel

Please see Grid Navigation instructions here. This allows you to Add or Edit or Delete Products.

Product Code

Product Code
DSl
MID

Code for the Product. Generally set up as DSL, UNLEAD etc. Can be set up any way needed. Mandatory field.

Description

Description
DIESEL
MID GRADE

Description of Product.

POS Product ID

POS Product ID
0
2

POS ID is the ID or code that is set up the Point of Sale register. This is used to pull in the sales by Products. This must be setup.

Tank Setup Navigation Bar

Tank(s) product is derived from:
+ — e i
Insert Delete Save Cancel

Insert new, Delete, Save and Cancel entries in the Tank grid. Please see Grid Navigation instructions here if you are not sure about these
controls.

o Tank and Percentage
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Tank Percentage

T3 100
Enter the Tank and the Percentage of the selected Product that is pulled from the Tank. In most cases the Percentage will be 100. for 100%.

In the the case of mid-grade fuels, these are usually a blend of fuels coming from 2 different Tanks. To set up a blend, select the Product that is
a blend, add one Tank and set the the Percentage from that tank, then add another Tank and set the Percentage. The Percentage for all Tanks

must total 100%.

A
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Dispenser Setup
Fuel Dispenser Setup displays all the Fuel Dispensers currently in the system. Dispensers can be Inserted (Added), Edited or Deleted and descriptions
changed. Making chnages to this information will affect sales numbers in the Fuel Sales screen.

Dispensers must be set up to sell and track Fuel. Before Dispensers can be setup, Tanks and Fuel Products must be setup first.

In most cases Dispensers will be set up to based upon Fuel Grade sales. In other words, one Dispenser for Unleaded, one Dispenser for Premium..etc.
If it is needed, actual Dispenser sales tracking can be set up for each position there is a hose pumping Fuel. Not all POS systems support sending hose
position information back.

A
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Entry Trackable
. Items

Fuel Dispenser Setup

Dispenser Mavigation Bar = ‘ B = o . > i Dispenser Code
First Prior Cancel Delete Insert Last MNext Save
. 4 . . .
Dispenser Grid Dispenser Description | Dispenser Code 1 7 Dispenser Description

> UNLEADED | Description UNLEADED —+

Product UMNLEAD —
- . 2— MIDGRADE Fuel Product
Dispenser Inspector °‘ 3 PREMILM Price/Gal 3.260 =
Dept 27 4 .
4 DIESEL e Fuel Price

Department

Locations MOT deing shift work must impert by fueling position. POS Fuel Position ID

When importing shift fuel sales by Fueling Position, you must
identify the value the POS uses to identify the hose (fueling
position). When importing by product, identifying the fueling
position is unnecessary.

Import Type
When Importing POS Fuel Sales:
m (@ Import by Product

(7) Import by Fueling Position

o seseee

o Dispenser Navigation Bar
Fuel Dispenser Setup

I - 0 - + -l > =
First Prior Cancel Delete Insert Last Mext Save

Insert new, Delete and Save entries in the Dispenser grid. Please see Grid Navigation instructions here if you are not sure about these controls.
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Dispenser Grid

Dispenser Description

M1 LIMLEADED
2 MIDGRADE
3 PREMIUM
4 DIESEL

Shows a list of Dispensers in the system. Information for Dispensers will be edited in the Dispenser Inspector below.

Dispenser Inspector

Dispenser Code i
Description UMLEADED
Product LMNLEAD
Price/Gal 3.269
Dept 27

POS Fuel Position ID

Locations MOT doing shift work must import by fueling position.

When importing shift fuel sales by Fueling Position, you must
identify the value the POS uses to identify the hose (fueling
position). When imparting by product, identifying the fueling
position is unnecessary.

When Importing POS Fuel Sales:

@ Import by Product
() Import by Fueling Position

The Inspector shows all the information about the Dispenser selected in the Dispenser Grid. This is where the information for the Dispensers is
entered and edited.

Dispenser Code
Dispenser Code | 1
The code is the Dispenser number. Mandatory field. The most common configuration is to set up one Dispenser for each Fuel Product sold. If set
up for each actual Dispenser or position is needed, we recommend putting a 0 before the single digit Dispenser Positions like 01 for 1 and 02 for
2 etc. This will make reading reports and sorting easier.
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Dispenser Description

Description |UNLEADED

Description of Dispenser

Fuel Product
Product | UNLEAD

Select the Fuel Product that is being Sold through this Dispenser.

Fuel Price
Price/Gal [3.260

Enter Price for this Fuel Product. This price will update as new information is polled in from the POS..

Department
Dept |27

Select the Department where the Fuel sales will be recorded.

POS Fuel Position ID
POS Fuel Position ID |

Enter the ID that identifies this Dispenser as it is set up in POS system. This will not be used if 'Import by Product' is selected in 10 'Import Type'
below.

Import Type

Locations MOT doing shift waork must import by fueling position.

When imparting shift fuel sales by Fueling Pasition, you must
identify the value the POS uses to identify the hose (fueling
position). When importing by product, identifying the fueling
position is unnecessary.

When Imparting POS Fuel Sales:

i@ Import by Product
(") Import by Fueling Position

Select the Import type for this POS system. Generally, 'Import by Product' is used. If tracking each Dispenser will be tracked, select 'Import by
Fueling Position' and make sure to set up every Dispenser (Position or Hose).
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Shift Setup

Add, edit and delete the shifts that will be tracked at your location. Shifts should be created to match how your register will send data. Usually 1 shift for
the whole day is created.
If you think you need to make changes in these screens but are not sure, please contact Support.

Paperwork | Settings

Grid Navigation Bar °— Eor o oM o+ = s

First Prior Mext Last Insert Delete Save  Cancel

Shift Descn'ptione shift Description StartTme EndTme | -

W ALL SHIFT 42:30:00 PM_12:29:00PM | |
Shift Start Time °’

Shift End Time o’

o Grid Navigation Bar
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Shift Setup
5] <] [ 2 + — e e
First Pricr MNext Last Insert Delete Save Cancel

Please see Grid Navigation instructions here.

Shift Description

Shift Description
*ALL SHIFT

Shift Description

Shift Start Time

StartTime
12:30:00 PM

Start time of the shift. Must be in HH:MM:SS XM format

Shift End Time

EndTime
1112:2%:00 PM

End time of the shift. Must be in HH:MM:SS XM format
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Entry Format Setup
Entry Format Setup controls what Departments display on the Retail Sales and Tender screens. If these Formats are not setup up correctly or changes
have been made at the POS Shift Paperwork will not balance.
If you think you changes needed to be made to these Formats , please contact Support.
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N

Shift Paperwork Sales and Tender Entry Setup

The highlighted format is the one you currently use.
- Format: 1 Default Format &
E

Add Format | | Use selected format |

i Update Format Description
m Delete Format Default Format Save

Sales | e |

Indude these metrics for every department:

Items Sold Count (] Refund Count Customer Count Discount Count  [] No Sale Count Voids Count [ | Promo Count
Mote: a register model may not support every metric,

N L O
First  Prior  Mext Last Save Cancel Delete Insert Load Depts

Order |Description on report Dept POS ID -
[ 4 0|ICE 01 1
1|50FT DRINKS 02 2
2 GROCERIES 03 3
3 PHONE CARD 05 5
401 06 &
5 CIGARETTES 07 7
& TOBACCO & CIGARS 08 3
7 MISC 0% g
& DELI 10 10
9 TACKLE 11 11
10 MAGAZINES 12 12
11 BAIT 13 13
8

Mote: Do Mot enter a POS ID for Fuels or Total Taxes line items. Taxes by Tax Code do require a POSID, as do register sales.

Move Line Up Humemennm] [Resemenceorda
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Trackable Items Setup
Trackable Items are items that have a rolling number or quantity that can be updated at the end of every shift or day. This allows for a cross check
between sales and calculated sales. It makes for an easy way to make sure nothing that is trackable left without a sale being rung up. After a trackable is

setup, entry of the quantity sold will be available in Trackable Sales in Shift Paperwork.

g iWeicome Demo User = | -8 x
"~ Home  Pricebook  Daily Activities  Shift Paperwork | Settings | & @
g I I = i
) ) i Entry | | Trackable Close
Configuration  Department Category Employee Vendor Manufacturer  Buybacks Tanks Fuel Products  Dispensers Shift Format Ttems Settings
Trackable Items Setup
Trackable Nav Bar of - - [ 2] + - o =
First Prior Next Last Insert Delete Save Cancel
Trackable Grid -+ Code Description » | Lottery |Lotto | Money Orders | Postage Stamps | Sparting Licenses |
Pscaichs _Isaatchs — | fo Trackable Code
Trackable Item Inspector °—v—___’_£f__ - Code: Seratchs
---”—f; Description: Scratch5 ° ReScuphion
Trackable Type °/
Department: L1 — Department
Bin: _——°Bm Location
Ticket Price: $1.00 S Ticket Pri
__° icket Price
Allow Voids:
Sellin Ascending Order: —_— 0 Option Blocks
Rollover To New Book:
- — —0 Starting Mo.
Book Starting Ticket Mo:
Quantity of Tickets per Book: __——e Quantity in Ticket Book
Prior Shift Next Ticket Mo: 0 40 Prior Shift Mext Ticket
o Trackable Nav Bar
A
295 42 '-‘§A‘
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Trackable Ttems Setup
- ] > > + — G b

Mext Last Insert Delete Save Cancel

Insert new, Delete and Save entries in the Trackable grid. Please see Grid Navigation instructions here if you are not sure about these controls.

Trackable Grid

Code Description -
¥ Scratchs Scratchs

Trackable grid contains all Trackable items that are setup for the Trackable Type selected. For information on Trackable Types see Iltem 4

o Trackable Item Inspector

Code: Scratchs
Description: Scratchs
Department: L1 -
Bin:

Ticket Price: £1.00

Allow Voids:

Sellin Ascending Order:

Rollover To Mew Book:

Book Starting Ticket Mo 0

Quantity of Tickets per Book:
Prior Shift Mext Ticket Mo 0

The Inspector shows all the information about the Trackable Item selected in the Trackable Grid. This is where the information for the Trackable
Items is entered and edited.
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Trackable Type

| Lottery |Lntto | Money Orders | Postage Stamps | Sporting Licenses|

Select the Trackable Type to setup or edit. When you select/Click on one of the Types, the Trackable ltems grid changes to contain the Items of
matching Type. The Inspector also changes to the fields that apply the the Type as well.

Trackable Code
Code: Scratch5

Trackable Code can be alpha or numeric.

° Description
Scratchs

Description:

Description of Trackable.

Department

Department: L1 -

Choose Department using the drop down arrow. This will be the Department that is updated with the Trackable ltems sales amount.

° Bin Location
Bir:

This is the Bin location of the Lottery Trackable. This field is only available in the Lottery Trackable Type.

Ticket Price
Ticket Price: £1.00

This is the Purchase price of the Lottery Ticket. This field is also used in Lotto and Postage Stamps.

Option Blocks

Allow Voids:
Sell in Ascending Order:
Rollover To Mew Book:

These options are on when there is a checkmark and off when the box is empty. Change them by clicking on them.
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1. Allow Voids - This allows you to enter void counts in Trackable Sales if it is on. This option is available in all Trackable Types.
2. Sell in Ascending Order - You must sell the Lottery tickets in ascending order if this is on. This is only available in Lottery.
3. Rollover To New Book - If on, this will rollover to zero. This only Available to Lottery.

o Starting No.
0

Book Starting Ticket Mo

This is the starting number when you begin using Trackables.

Quantity in Ticket Book
Quantity of Tickets per Book:

This is the number of Lottery tickets in each book. This is only available in the Lottery Type.

Prior Shift Next Ticket
Prior Shift Mext Ticket Mo i]

This is the next Ticket number available for sale when you start using Trackables. This number will change automatically as Trackable Sales is
used.
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Grid Navigation Bar

The Grid Navigation Bar is used above many grids used through out My Pricebook. The grids are full of information that are organized into rows called

records. Each row or record has fields. Fields are columns in the rows.
This navigation helps you move up and down the rows as well as insert and delete rows. This is done by clicking on the desired icon on the nav bar.

The functions are described below.

I - - > + - vy ® -
First Prior | Mext Last Insert | Delete Save  Cancel Reports
] I

|
Change Location Add/Delete rows Save/Cancel Optional Tools
Tools

o Change Location
I - - 3|

First Priar Mext Last

These arrow move your position up and down the grid with out changing any data:

I
First

First moves to the top or first row of the grid.

-

Prior
Prior moves 1 row up from the current location.

L3

MNext
Next moves 1 row down from the current location.

g

st Last moves to the bottom or last row of the grid.

e Add/Delete rows
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+ _—
Insert Delete

These tools insert a row, which is adding new data to the grid or delete an existing row.
+

Imsert

You can insert data anywhere in the grid. Inserting in a specific position does not mean the row will stay where the it is inserted.
Row position in the grid is dependent on the way the grid is sorted. Click here for a sort explanation.

Delete

Set the position in the grid of the row to be removed and click Delete. A confirmation box will ask if you are sure. If you click yes
the row is deleted. This is not reversible.

Save/Cancel
Tools
v »

Save  Cancel

Save and cancel will either Save rows you have added to the grid or Cancel the addition that were made and not save the rows.

o Optional Tools
-
Reports

These tools do not show up on all nav bars.

-
Reports . : : :
Report will let you print a report of the rows in the grid.
L2

save spot \Wj|l save your spot in a grid. When you come back to the grid you can use the Go To Spot tool to to back to the same spot in the
rows in the grid.

s

Goto

Gotespat Works with the Save Spot tool. See above.
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Print Reports Preview
This is the Report Preview window. This window displays whenever a report is 'printed’. From this window you have many options from just viewing the
reports to printing and saving them to the computer.
Please click on the numbers to see the explanation of the tools across the top of the window.
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:@‘L

ﬁ%|\l won v Q| EEHAE| 441

[

Locstion: Not Provided Sales Summary Report ShiftiD: 148 Shift ALL g:;qe?% ::mavﬁgl 3

Department Description Debits Credits
Pl Pay Ins $0.00
27 BLUE GAS $0.00
28 SILVER GAS $27.08
29 GOLD GAS $71.46
04 LP TANK $0.00
o ICE $45.06
02 SOFT DRINKS $415.79
03 GROCERIES 522548
05 PHONE CARD $90.60
06 QL $295
a7 CIGARETTES 5133479
] TOBACCO & CIGARS $224.84
09 MIsC $753
10 DELI $101.99
M TACKLE $0.00
12 MAGAZINES $2.00
13 BAIT $1350
14 DIESEL $30.33
15 PIZZA 5204.78
20 CANDY BARS $0.00
30 ATM CASH (5140.00)
2 CARTOM $0.00
33 DISCOUNT (50.30)
18 Lottery Sales $0.00
19 Money Order Sales $0.00
TX Tax Collected $160.02
CA Cash $3,670.50
cc Credit Card $1,606.55
CH Check $260.85
CcP Refunds $1.75
DC DebitCard $75.55
IN InHouse Charge $142.12

$5,757.32 $2,877.88 Over/Short 52,879.44

Pagel ofd
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o Print
=]
Will let you print the report to a printer.
e Open
=
Open reports that were saved with the Save icon.
o Save
=

Saves the report in the format that can only be opened using the Open icon.

o Export
W

Allows you to save the report in the following different formats:
PDF file - This is for Adobe Acrobat
RTF file - This is for Word
CSV file - This is many other programs including Excel and Word
Excel table - this is for Excel.

o PDF
j ..

Exports a PDF file. Stands for Portable Document Format.

o Find
)

Allows you to search the report for a text string. The following window opens to allow the search:
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rFind Text £2 |

Text to find:

Search options
|| search from beginning

[ caze sensitive

o ][ conee
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Definitions

Markup Vs Margin
Many people have a problem with jargon and often get confused between the terms “margin” and “markup” which are often used interchangeably.

Let’s explain in simple terms.

Say you bought an item for $.50 and could sell it for $1.00, doubling your money.

In this case your markup would be (the difference between selling price and cost) divided by the cost of the item and multiplied by 100 to bring itto a
percentage.

Example: ($1.00 — $.50) = $.50(difference). $.50(difference)/ $.50(cost) =1 x 100 = 100% (here “/” stands for divide)

Your markup was then 100%.

When you look at the margin on that sale, that would be (difference between selling price and cost) divided by the selling price and multiplied by 100 to
bring it to a percentage.

Example: ($1.00 — $.50) = $.50(difference). $.50(difference)/ $1.00(selling price) = .5 x 100 = 50%

As you can see in the examples given above, the only difference in the equations are in red (dividing by the cost or by the selling price).

“Profit” is the difference between what you sell it for and what you paid for it. “Margin” simple means you turn that into a percentage of the selling price.
You do this so you can compare different items easily.

So the difference is that markup is your profit as a percentage of the cost and profit margin is your profit as a percentage of your selling price.

When you are deciding how much you want to make on the item and determining the price in which the goods should be sold, you would use markup.
You would know it costs you $.50 and if you want to double your money you would use a markup of 100%. Of course, you could just double the $.50 as
well and get to the same price.

Retail Inventory
<TO DO>

A
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My Handheld App Documentation
My Handheld is an app that is installed on a handheld scanner like a Unitech 692 or other device. The app allows you to do inventory audits, check in
deliveries, enter an order, check item prices, maintain your item database and quickly add items when setting up My Pricebook.

Before you can start using a handheld device with My Pricebook, please call the support number below and have a support technician make sure your
handheld scanner is communicating with your computer and the My Handheld app is installed and configured to work with My Pricebook.

If you have a handheld device and want it to work with My Pricebook or you want a handheld device, please call the support number below.
To start using the My Handheld app, click here.

How to Get Help

Online Manuals

You are in the User Manual which contains My Pricebook How-To Guides, My Pricebook Reference, My MainOffice documentation and My Handheld
documentation. Just use the Left panel to find what you need.

There is a My Pricebook Quick Start guide for people who are brand new to My Pricebook, Click here

The online manuals have videos included - please check back often as we will update and add to these manuals.
You can always access these Manuals and Videos by clicking on the Help Button @ on any screen inside My Pricebook.
Email Us

If you can't find what you are looking for in the manual or things are not working they way it's supposed to, send us an email at support@apexbos.com.
We answer every email and will get back you as soon as we can, usually the same day.

Call Us
If your problem is urgent, you can call us at 1-888-989-2739 x2. We are available from 8am to 5pm Mountain time Monday through Friday. If you do not
get an answer, please leave a message and we will get back you as soon as possible.

Updated for My Handheld Version 3.02

A
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My Handheld App Menu
This is the main menu for the My Handheld app on your handheld device.

Your device should automatically start at this screen after powering on the device. If it does not, the hand held
should have and icon or menu item that is titted My Handheld. Please click or tap on that item and the app
should start and bring the system to this screen.

The general work flow for using this app is to update the data on the hand held with the data from My
Pricebook. Then, you can use the different functions in the app and upload your data back to My Pricebook.
You can upload the changes to your register if needed. The guides below will walk you through the steps for
each function.

This data uploaded from this App works with the Hand Held tools in My Pricebook. We will provide links to the
tools

Please begin with the Get Data from PC selection. This will update your device with the current database from
My Pricebook.

Updated for My Handheld Version 3.02
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et Data from PC F

Audit Inventory e
Deliveries °
Ordering o

Price Check °

Pricebook Maintenance

Quick Builder

Settings

o Get Data from PC

Get Data from PC

Get data form My Pricebook. This will update the handheld with the most current data from My Pricebook. Click here for more instructions

o Audit Inventory
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Audit Inventory

Enter Audits or physical counts using this function. Click here for more instructions

o Deliveries

Deliveries

Scan in deliveries from Vendors when the arrive. Click here for more instructions

o Ordering

Enter Orders for more product using the scanner. Click here for more instructions. Vendor will need to support this function.

° Price Check

Price Check

Ordering

Check and Change prices with scanner. Click here for more instructions.

° Pricebook Maintenance

Pricebook Maintenance

Add new items or edit current items. Click here for more instructions.

o Quick Builder

Quick Builder

Add new items quickly. Use this to add all your items when you are setting up My Pricebook the first time. Click here for more instructions.

o Settings
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Set or change settings for handheld to work with My Pricebook. Click here for more instructions.
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Get Data from PC

This function downloads the database from My Pricebook and updates the database in the hand held. This will
overwrite the existing database in the hand held.

BEFORE DOING THIS STEP:

1. You must create validation files in My Pricebook. Please go to the instructions on the Validation File
Updater by clicking here.

2. The hand held must be connected to the computer with My Pricebook using the cradle or USB cable.

Please follow the steps below to download My Pricebook data to your hand held. When this process is
complete, you can use the other functions of the My Handheld app.

Valid for My Handheld Version 3.02

A
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Tap on 'Get Data..’ button o/

MIS_COM_CLIENT MIS_COM_CLIENT

Hand Held will download data ° ) i . X X
Receiving files! End ¢f comunication!

ProductValidation.txt Importing Validation Files

Please Wait

Confirm the data import

Close out of data download

Pricebook Maintenance

Close MyHandheld
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o Tap on 'Get Data..' button

F

Get Data from PC i

Tapping on the 'Get Data from PC' button will start the automatic download of data from My Pricebook to hand held device.

Hand Held will download data
My Ha '

Get Data from PC

MIS_COM_CLIENT MIS_COM_CLIENT

Receiving files! End of comunication!

PEOSISENIL S, CRE Importing Validation Files

Please Wait

Close MyHandheld

The hand held will display status messages as shown in screens 1 and 2 while the data downloads. If you do not see these messages, please
contact support.

o Confirm the data import

A
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Deliveries

@ Products Import Complete

[
Once the hand held finishes the data import and verification, you will be prompted to confirm the import of the data. Tap on ok. You will be

prompted 4 times, once for Products, Vendors, Departments and Categories. Tap ok for each.

o Close out of data download

Refresh

|

File:

Category

UPC Description

00000000000 DRINK
HOTDOG

00000000002 BLOCK ICE 3
‘mowe TR

When the hand held is finished downloading, verifying and importing the data, it will display a list of imported items as shown in screen 4. Just
tap the 'Close' button and you are ready to use your hand held.

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739


http://www.apexbos.com/

My Pricebook User Manual

Audit Inventory

The Audit function allows you to enter an audit or count into the hand held and then upload the audit to My
Pricebook for inventory adjustments.

Before doing an audit, please update your validation files on the hand held. Instructions on downloading new
validation files are here.

When your audit is complete, import your audit into My Pricebook by following these instructions.

Updated for My Handheld Version 3.02

A
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Tap in Description Field (€}

Tap in Description (€3
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| OK | | Cancel

Scan your item [

UPC
02620000616 DAVID SUNFLR 1.750 12

Enter Quantity

Tap Save ({4

Tap Close ([

pti
Edit if needed ] 02620000616 DAVID SUNFLR 1.750 | 12

Connect to computer 0

Tap Send o\

Tap ok (23

Tap Close [EK]
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Tap in Description Field

Description:

Tapping in the Description field Will open a keyboard to enter a description for this Audit.

il

Tap in Description

Tap in your description using the on screen keyboard.

o OK and Cancel

oK

Tap Ok to confirm your description then tap Cancel to clear the keyboard off the screen.

o Tap Add Items

(2 ‘
Q E TI|Y I P
A[S|D|F|G|H KfL|"
Z|X|C|JV|B|N ; -
au Space 0
(|)|[]]|@]¢€ 1123
% | & -|+|*]|/ 4(5|6
Caps Lock Clear 7189
= o
0K Cancel

Cancel

Add Items

Tap Add Items to start.
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o Scan your item

UPC: (02620000616
DAVID SUNFLR 1.750Z
Dept: 33
$: 1.20

Scan item you are counting. You will hear a beep and the UPC field will fill when you receive a successful scan. A description, department
and price will also display and the app will be waiting in the Quantity field. If you see a UPC number but no other information that could mean 3
possible things.:
1. Your Validation file is not up to date or did not load. Click here for instructions to load Validation file.
2. This is a new item and is not yet in My Pricebook. You can continue and update this product's description and department when you
import this audit.
3. Your hand held is not reading the UPC codes properly. Please contact support to help calibrate your hand held device. This is not likely
but can be an issue.

Enter Quantity
Quantity: (121
Enter quantity you counted using the keypad on the hand held.

o Tap Save

Tap Save. The app will send you back to the UPC field and you are ready for your next item.
Repeat steps 5 thru 7 until you have counted all the items you wish to count in this audit.

Tap Close

After all items are entered, tap Close. The app will then go to screen ﬂ and will be filled with all the items you entered.
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o Edit if needed

Add Items Edit Item

UPC Description #

102620000616 DAVID SUNFLR 1.750

If you want to edit or remove an item in this audit, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The

Q Remove
app will take you to screen and you can change the quantity or tap to delete the item from this audit.

0 Connect to computer
When you are done entering the audit, connect the hand held device to your My Pricebook computer so the audit can be uploaded.

Tap Send

Tap Send to prepare the Audit file for upload.

Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

e Tap Close

Close

After the upload is complete, tap Close. You are now ready to import the audit into My Pricebook. Click here for instructions to import your audit.
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Deliveries

The Delivery function allows you to receive deliveries and create e-invoices from vendors by scanning the items
delivered. You can then upload the e-invoices to My Pricebook for automated entry.

Before receiving a delivery using the hand held, please update your validation files on the hand held.
Instructions on downloading new validation files are here.

When your entry is complete, import your deliveries/e-invoices into My Pricebook by following these
instructions.

Updated for My Handheld Version 3.02
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! Vendor[Cashway 0
1 tnvoice # 112235 _
Date  [0212.15 g

Invoice $ 2500 ]
]

= m m
Ivoice #[112233 |
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Add Invoice

Tap Add Invoice, the app will open screen Q

° Select Vendor
e Invoice

Vendor |cashway

CGGK ENTERPRI
CHECKER COMD =
Date COINSTAR E-PAY
Invoice $ [CORNERSTONE I

M| ot

Invoice #

Cashwa
ke

Select Vendor by tapping on drop down arrow E Find correct Vendor and select Vendor by tapping Vendor name.
If your Vendor is not in the list you will need to add the Vendor in My Pricebook and re-download the validation files. For instructions on adding a

Vendor click here. For instructions on downloading validation files click here.

Fill out Fields
e Invoice
Vendor |Cashway t” 01

Invoice # |112233
Date 02-12-15
Invoice $ |25.00

Enter the invoice number, date and invoice cost. You can tap on the bar next to the date to bring up a calendar to choose a date.

o Tap Add Items

Add Item
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Tap Add Items to start.

e Scan your item
UPC 02620000616

Scan item you are receiving. You will hear a beep and the UPC field will fill when you receive a successful scan. A description, department, price
and other info will also display and the app will be waiting in the Quantity field. If you see a UPC number but no other information that could mean
3 possible things.:

1. Your Validation file is not up to date or did not load. Click here for instructions to load Validation file.

2. This is a new item and is not yet in My Pricebook. You can continue and update this product's information.

3. Your hand held is not reading the UPC codes properly. Please contact support to help calibrate your hand held device. This is not likely

but can be an issue.

Enter information
Description  [DAVID SUNFLR 1.750Z | Description  |DAVID SUNFLR 1.750Z |

OrderCode | | Ordercode  [0262 |
#Units |1 | #Units  [1 |

Dept | |  Dept [Snack + Chips E3
Quantity |25 | [ +7-] Quantity  [25 | [ +7-]
Cost / unit  [1.00 W+ Cost / unit  [1.00 W+ ]
Price 1.29 || +/- | Price 1.29 || +/- |

Enter quantity you are receiving. You can modify or change other information on the screen if the field is white. In order to modify Description, #
of Units or Price, the Manager Override must be on in the Settings.

Tap Save

Tap Save. The app will send you back to the UPC field and you are ready for your next item.
Repeat steps 5 thru 7 until you have received all the items that were delivered.

A
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Tap Close

Close

After all items are entered, tap Close. The app will then go to screen 7 and will be filled with all the items you entered.

o Edit Item if needed

Add Item Edit Item

UPC Qty Cost

If you want to edit or remove an item in this delivery, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The

Remove
app will take you to screen 5 and you can change the information or tap to delete the item from the delivery.

m Tap Close

Close

Tap Close to end out of ltem entry.

o Edit Invoice if needed

Add Invoice Edit Invoice
Invoice # Vendor Amount
22=s Cashway 25
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If you want to edit or remove an invoice, tap on the Invoice you want to change and the line will highlight in blue, then tap Edit Invoice. The app

‘ij Remove
will take you to screen and you can change header information, edit items or tap to delete the Invoice from the scanner. Tap
Close you have completed your changes and continue to Step12.

e Connect to computer

When you are done entering all your invoices, connect the hand held device to your My Pricebook computer so the deliveries/invoices can be
uploaded.

o Tap Send

Send

Tap Send to prepare the Delivery file for upload.

Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

o Tap Close

Close

After the upload is complete, tap Close. You are now ready to import the audit into My Pricebook. Click here for instructions to import your
deliveries.
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Ordering
The Orders function allows you to create e-orders for vendors by scanning the items you want to order. You will

upload the e-order file to the computer and then email or upload to your vendor. Check with your vendor to see
if they can work with e-order files.

Before creating orders using the hand held, please update your validation files on the hand held. Instructions on

downloading new validation files are here.

When you have completed these steps, a file called Order.txt will be located in C:\\ApexBOS\Handheld
\Download folder. You can use this file to send to your Vendor.

Updated for My Handheld Version 3.02
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2

Vendor

Tap Add Orcer ([

- Y|

Vendor  [Cashway

Order #

o s Qe £
Date 21215 E

Tap Add iems

Scan your tem ({8

Enter information ({3

-
6 .
Vend
Order #
Date N

Cashway 20 02-12-1!

Edit ke if neaded (8

Tap Close

Edit Order if needed

7 E
Comnect to computer e -
Add Order
—
[Ven

Tap Send (B}

Top ok (] ok

Files Prepared and Ready
to be sent

<

Tap Close (3}

>
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o Tap Add Order

Add Order

Tap Add Order, the app will open screen Q

Select Vendor

Vendor Cashway
CGGK ENTERP!

Order #  |cHECKER CO

COINSTAR E-Pics
Date CORNERSTONE
Total Cost
Coke

Colorado Lotter,

Select Vendor by tapping on drop down arrow E Find correct Vendor and select Vendor by tapping Vendor name.
If your Vendor is not in the list you will need to add the Vendor in My Pricebook and re-download the validation files. For instructions on adding a
Vendor click here. For instructions on downloading validation files click here.

Fill out Fields

Order #  |0112233 7 I
Date 212115 | 2
Total Cost || |

Enter the Order number and Date. You can tap on the bar next to the date to bring up a calendar to choose a date.

o Tap Add Items

Add Item

Tap Add Items to start.
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Scan your item

UPC 02620000616 1

Scan item you are ordering. You will hear a beep and the UPC field will fill when you receive a successful scan. A description, department, price
and other info will display and the app will be waiting in the Quantity field. If you see a UPC number but no other information that could mean 2

possible things.:
1. Your Validation file is not up to date or did not load. Click here for instructions to load Validation file.

2. Your hand held is not reading the UPC codes properly. Please contact support to help calibrate your hand held device. This is not
likely, but can be an issue.

Enter information
Description |DAVID SUNFLR 1.7507 g

Quantity |20 | | + /- | 4

Cost [1.00 || +/- |
Price [1.29 |

OrderCode (0262 |
OrderSize |1 |

Dept |Snack + Chips |
Total $ 120 |

=
Enter Quantity and other information. Entering on the keypad will move you to the next field. You can always tap on a field to enter information.

The gray fields are read only.

o Tap Save

Save

Tap Save. The app will save the items, clear the fields and send you back to the UPC field. You are ready for your next item.
Repeat steps 5 thru 7 until you have entered all the items you wish to order.

o Tap Close
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Close

After all items are entered, tap Close. The app will then go to screen 5 and will be filled with all the items you entered.

o Edit Item if needed

Add Item Edit Item

If you want to edit or remove an item in this order, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The

Remove
app will take you to screen 4 and you can change any of the information or tap to delete the item from this order.

Tap Close

Tap close to end out of entering Items.

o Edit Order if needed

Add Order
Vendor Amount Date
Cashway 20 02-12-11
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If you want to edit or remove an order, tap on the Order you want to change and the line will highlight in blue, then tap Edit Order. The app will

Remove
take you to screen 4 and you can change header information, edit items or tap to delete the Order. Tap Close when you have

completed your changes and continue to Step12.

e Connect to computer

When you are done entering all your Orders, connect the hand held device to your My Pricebook computer so the Orders can be uploaded.

o Tap Send

Send

Tap Send to prepare the Order file for upload.

Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

e Tap Close

Close

After the upload is complete, tap Close. You are now ready to use the Orders.txt as your Vendor has instructed. The Orders.txt file will be located
in the C:\ApexBOS\Handheld\Download folder on the My Pricebook computer.
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Price Check

The Price Check function allows you to check prices and enter price changes into the hand held and then
upload the price change to My Pricebook and to the register. You can also modify the Description and the
Department if needed.

Before doing Price Checks please update your validation files on the hand held. Instructions on downloading
new validation files are here.

When your Price Checks are complete, import the Price changes into My Pricebook by following these
instructions.

Updated for My Handheld Version 3.02

A
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By 9

Description

Dept
Enter New Price m

New §
Effective

Tap Close (i3

Edit if needed )3

Connect to computer °

Tap Send (3

Tap Close (K
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o Tap Check Iltems

Check Items

Tap Check ltems to start.

o Scan your item
UPC

Description {
Dept [v)®
Old $

New $

Effective 02-12-15

Scan item you are checking. You will hear a beep and the UPC field will fill when you receive a successful scan. A description, department and
old price will also display and the app will be waiting in the New price field.
If you see a UPC number but no other information that could mean 3 possible things.:
1. Your Validation file is not up to date or did not load. Click here for instructions to load Validation file.
2. This is a new item and is not yet in My Pricebook. You can continue and update this product's description and department when you
import this price check
3. Your hand held is not reading the UPC codes properly. Please contact support to help calibrate your hand held device. This is not
likely, but can be an issue.

e Enter New Price

A
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Description [DAVID SUNFLR 1.750Z | Description [DAVID SUNFLR 1.7507

Dept Snack + Chips B Dept Snack + Chips g
O 1.29 old $ 1.29

News  [BE New$  [1.39

Effective 02-12-15 Effective 02-12-15

Enter a new price if the price is incorrect. You can also modify the Description and Department if the Manager Override is on in the Settings.

Tap Save

Tap Save. The app will send you back to the UPC field and you are ready for your next item.
Repeat steps 2 thru 4 until you have checked all the items.

o Tap Close

Close

After all items are entered, tap Close. The app will then go to screen 5 and will be filled with all the items you checked.

o Edit if needed

Check Items Edit Item E

|

UPC Description New $

A
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If you want to edit or remove an item, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The app will take

ﬂ Remove
you to screen and you can change the information or tap to delete the item.

o Connect to computer
When you are done entering Price Checks, connect the hand held device to your My Pricebook computer so the changes can be uploaded.
Tap Send
Tap Send to prepare the Price Check file for upload.

Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

0 Tap Close

Close

After the upload is complete, tap Close. You are now ready to import the Price Check changes into My Pricebook. Click here for instructions to
import your changes.
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Pricebook Maintenance

The Pricebook Maintenance function allows you to modify or add items to your Pricebook. Modifications and
additions will them be uploaed to My Pricebook and then to your register.

Before doing Pricebook Maintenance please update your validation files on the hand held. Instructions on
downloading new validation files are here.

When your Pricebook Maintenance is complete, import the changes into My Pricebook by following these
instructions.

Updated for My Handheld Version 3.02

A
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02620000616
Description |DAVID SUNFLOWER 1.75

Tap Add ltems o—‘

Scan ltem e"‘Uls(T_-_ Price ‘ 1.29 3
Dept :Snack + Chip
- —_
et o T
VendorNo  |Cashway
Update infarmation [ A

0262

Tap Save B

Tap Close B3

Edit Item if needed °'/' =

UPC [Description
02620000616 DAVID SUNFLOW 1.29

Connect to Computer o

nd Ready to

Tap Send B

Tap ok ]

Tap Close Jl
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o Tap Add Items

Add Items

Tap Add Items to edit and existing item or add a new item.

Scan ltem
UPC 026200006167 I
Scan item.

If the item was already in the Pricebook, the fields will fill and you can modify any information.

If the item is not in the Pricebook, you can update the information.

If no information displayed and you think it should have, your Validation file is not up to date or did not load. Click here for instructions to load
Validation file.

Update information
Description |DAVID SUNFLOWER 1.7

Price 11,29 |

Dept |Snack + Chips

Cost lo |

VendorNo |Cashway E]|

OrderCode (0262 |

OrderSize
QtyOnHand D

Change or add information for this item. All Items must have a Price, Department and Description to work with a register.

o Tap Save

A
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Tap Save. The app will send you back to the UPC field and you are ready for your next item.
Repeat steps 2 thru 4 until you have updated or added all the items.

° Tap Close

Close

After all items are entered, tap Close. The app will then go to screen 3 and will be filled with all the items you updated or added.

° Edit Item if needed

Add Items
UEC Description Price
02620000616 DAVID SUNFLOW 1.29
If you want to edit or remove an item, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The app will take
Remove
you to screen 2 and you can change the information or tap to delete the item.

o Connect to Computer

When you are done entering Items, connect the hand held device to your My Pricebook computer so the changes can be uploaded.

o Tap Send

Send

Tap Send to prepare the Maintenance file for upload.
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Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

Tap Close

After the upload is complete, tap Close. You are now ready to import the Maintenance changes into My Pricebook. Click here for instructions to
import your changes.
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Quick Builder

The Quick Builder function helps you scan all items in the store in order to get them loaded into My Pricebook
as quickly as possible. The Quick Builder is intended to only be used when first setting up My Pricebook. If

you already have your items in My Pricebook and want to update prices or other information about your items,
please use the Price Check or Pricebook Maintenance functions of My Handheld. Please follow the instructions
below to use Quick Builder.

1. Make sure My Pricebook is running on your computer and your inventory Departments are set up. Click Here
for instructions on setting up Departments.

2. Load Departments into the hand held by using the Get Data from PC function on your hand held. Instructions
on using Get Data from PC are here.

3. You ready to go scan your items! Instructions on scanning items and moving them to your computer are
described below. You do not need to scan the entire store at one time. Scan your store in sections and then
upload the items to My Pricebook by following the instructions in step 4. You can then go do another section.

4. When you are ready, import the scanned items into My Pricebook by following these instructions.

5. Repeat steps 3 and 4 until all items are in My Pricebook.

Updated for My Handheld Version 3.02
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Tap Scan ltems UPC

UPC B Dept: Dept — B

Scan your item w

UPC [04000092431
s [L19

Enter Price and
Department

Magazines
|Meadow Gold
~ |Millenium Sunglasses

Edit if nesded

Connect to computer

EE=a=r
sent
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o Tap Scan Iltems

Tap Check Items to start.

Scan your item

Scan item you are adding. You will hear a beep and the UPC field will fill when you receive a successful scan.
Enter Price and
Department

&

Magazines
~ |[Meadow Gold
® ~ [Millenium Sunglasses

Enter a price and choose a Department. If there are no Departments in the selector please check the following:

1. You have you Departments setup in My Pricebook. Click here for instructions.

2. The Departments have not been loaded from your computer. Click here for instructions to get the Departments from your computer.
It is required that a department is entered.
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Tap Save

Tap Save. The app will send you back to the UPC field and you are ready for your next item.
Repeat steps 2 thru 4 until you have scanned all the items you want to add.

Tap Close

After all items you want to add are entered, tap Close. The app will then go to screen 5 and will be filled with all the items you added.

° Edit if needed

Scan Items Edit Item
UPC E [ Dept
04000042431 1.19 28
If you want to edit or remove an item, tap on the item you want to change and the line will highlight in blue, then tap Edit item. The app will take
Q Remove
you to screen and you can change the information or tap to delete the item.

o Connect to computer
When you are done entering items, connect the hand held device to your My Pricebook computer so the items can be uploaded.

Tap Send
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Tap Send to prepare the Quick Builder file for upload.

Tap ok

Tap ok after the file has been prepared. The app will upload the file to the computer.

0 Tap Close

Close

After the upload is complete, tap Close. You are now ready to import the items into My Pricebook. Click here for instructions to import your

changes.
You can start back at Step1 to add more items.
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Settings
Settings should already be set by Apex Back Office Solutions before you get your hand held device. You can
break the communication with computer if these settings are incorrect.

You may want to update Manger Mode. Please see the instructions below. If you need help with these
settings,please contact Support.

If you change any settings, Tap on Save then exit the app and re-open the app for the new settings to take
effect.

Updated for My Handheld Version 3.02

A

My Pricebook User Manual 07-08-15 ©2015 Apex Back Office Solutions Legal Notice www.apexbos.com 888-989-2739 347 A:!:a%:&



http://www.apexbos.com/
http://www.apexbos.com/onlinedocs/mypb/video_how_to_guide.htm

My Pricebook User Manual

- |Unitech %
Model & b
IP Address 3
=55 1169.254.2.2

Path

Manager Mode &

Serial Settings

Update MyHandheld
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Model &
IP Address

- |unitech 7]

=

.
169.254.2.2

Model is just a description, anything can be entered in this field.
The IP Address is the IP address of the computer the hand held will be connects to. We recommend contacting support to help getting the
correct address.

Path
C:MNAPEXBOS\Handheldy
This is the path of the folder where information is uploaded to and downloaded from on the computer. The folder in the screen shot is the correct
path for My Pricebook.

. Manager Mode
3 -
Manager Mode

Manger Mode allows the app to override fields in Deliveries and Price Check. If you want the ability to override fields, the box must have a check
mark.

Model

PC IP Address

4 Serial Settings
Serial S

Normally you will not need these settings. If you have a serial scanner please contact Support to get these set up correctly.

. .
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e Update MyHandheld

Update
MyHH

DATA WILL BE LOST ON UPDATE - ONLY TAP THIS BUTTON IF ALL DATA FROM OTHER FUNCTIONS HAS BEEN UPLOADED TO MY
PRICEBOOK Tap on this button to check for an update to the My Handheld App. If an update is available, the update file will download and the
My Handheld app will restart. If there is no update available, the 'No Updates found' window will display - tap ok to continue.

A
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Support
How to Get Help

Online Manuals
You are in the User Manual which contains My Pricebook How-To Guides, My Pricebook Reference, My MainOffice documentation and My Handheld
documentation. Just use the Left panel to find what you need.

There is a My Pricebook Quick Start guide for people who are brand new to My Pricebook, Click here

The online manuals have videos included - please check back often as we will update and add to these manuals.
You can always access these Manuals and Videos by clicking on the Help Button @ on any screen inside My Pricebook.
Email Us

If you can't find what you are looking for in the manual or things are not working they way it's supposed to, send us an email at support@apexbos.com.
We answer every email and will get back you as soon as we can, usually the same day.

Call Us
If your problem is urgent, you can call us at 1-888-989-2739 x2. We are available from 8am to 5pm Mountain time Monday through Friday. If you do not
get an answer, please leave a message and we will get back you as soon as possible.
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Legal Notice

Copyright and Trademark

The ApexBOS logo, My Pricebook logo and name, My Handheld logo and name, My Main Office logo and name, all page headers, all custom

graphics, all button icons, all trademarks, service marks and logos appearing in this manual, unless otherwise noted, are service marks,
trademarks and/or trade dress of Apex Back Office Solutions (the "Marks"). All other trademarks, product names, company names, logos,

service marks and/or trade dress mentioned, displayed, cited or otherwise indicated in this manual are the property of their respective owners..
Ruby, Ruby2, Topaz, Sapphire, Commander are copyrights and or trademarks owned by Verifone®.
Passport® is a trademark owned by Gilbarco®, Inc.
Nucleus™ is a trademark owned by Dresser Inc., A GE Energy Business
uTouch, uTouchPOS is a copyright of UTouchPOS Systems.
Microsoft, Excel and Windows are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other countries.

Unitech® is a registered trademark of Unitech Electronics Co., Ltd

Adobe® Reader are either registered trademarks or trademarks of Adobe Systems Incorporated in the United States and/or other countries.

A
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