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Welcome to POS Invoice Training!

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

What you’ll find:

What iS @ POS INVOICE? ..ottt e e e e e e et e e e e e e e e annes 2
I o o LT 1K o I PSSR 3
AdAING POS INVOICES ...ttt e e e e et e e e e e e e s e e e aeeeas 5
FIXING MISTAKES ... ..o e e e e et e e e e e e e e e e et e e e eeaaeeennes 24
Toolbar CUSTOMIZAtION .......oiiiiiiiiie e e e e e e e e e e eaes 34
Configuration Options for POS INVOICES.........uuuuiiii e 34

What is a POS Invoice?

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

flexibility - you aren’t able to add blends, or indicate a shipping "pop and chips” invoice!

address, there’s no place for flagging purchases as prepaid, selecting "

a Lot Number (Lot#) or adding customer order number; you can’t link '\ ! . V
. . T —

to or import from a loadout ticket or work order, and some payment

types may not be acceptable.

POS Invoices are much faster to enter but the trade-off is less Think of a POS Invoice as thej

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

You will have received your Citrix ID and password, as well as your own agré User Name and
password, from your supervisor or from Tronia Support.

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

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

e click Log On.

e click agre

e inthe User Name and
Password boxes, enter
your agré user name and
password.

e click Sign In

e your training database
can be used in conjunction
with this guide

CRS Cashier Training

*;;T!ONIA My Account

e
HnstedLngu | = l

Tip If you are unable to access the Hosted Login link, you
can navigate directly to the login page:

https://citrix.tronia.com

use your
Citrix user ID & password

Content

Applications

| Select view: = | \G,

Hint: Unakle to find the rescurce you need? Use Search to locate it for you. 1

use the agré user ID &
password on your training card

USFRNJ\ME [
a )

PASSWORD

a

DATABASE

SIGN IN

CANCEL

CAMNCEL

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

% agré - agré User in TSL Agro Co-op Training — O x

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

@Customer Account ‘ POS Invoice | «ge AR Payments g Ext
toolbar buttons may vary
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Adding POS Invoices

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

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

% agré - agré User in TSL Agro Co-op Training

File | Accounts Receivable | Inventory  AccountsPavable General Ledger
é moIees Invaice ‘ PQOS Invoice B Custo
| M Loadout Tickets

Work Orders —
| ‘ POS Invoice |

Customer Accounts

Cardlock 3

&/ POS Invoice our retail E 55
|_, defaults to your Location y -

J [ start Over | [J.. Documents may have

flagged Sales £
Member No: I N Find Locat-i::::‘ IEdmorrton i Rep as
4« mandatory

Sales Rep: | check fora *

Date: Jun 27,
K date defaults to Today
and cannot be changed Fm(F®
b | Product | Units | Quantity|  Unit Pricey raxes Amount

securty permission

SubTowl | $0.00 tems 0

‘ visible anly if you have |

Md(l?:gduct Edit ::' ct De e‘.e:_:z: duct OpB?F[_ZI‘Sa\-"Br Tax Total ‘ $0.00
Total (F12
invoice Total | soo0 @ A
Retum Invaice [T Email Customer ™ Print Full Invoice
F4
= Customer Ernail:l
fields with red stars * are mandatory, others are optional
Q Speed Tip Press the TAB key to advance to the next field instead using of

the mouse.
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Start by typing or scanning the Membership Number. If your customer cannot remember their
member number, or they can remember only part of their member number, please ask their name

then click Find to search for them.

PO

type membership number

&) POS Invoice f/_
J Start Over ||}, Documents @ Full Invoice 6 Exit select the Member & Location
= before adding items to ensure the
Member Mo: |4SSEE Find Location: Edmonton correct price level, discounts, & tax
Marx‘wle (43866) ‘\%—,@ Rep: ||7;\ exemptions are applied!
18

o I} 10 017

... orclick Find to £turn Item (F8)

or scanfrom app ...

Units

search for one

Unit Price ﬁé\

Amount

Quick Search looks at several fields for the

AY L

text you type and returns all matches. For example,

when quick searching for 436, the results would include all members with 436 as part of their
member number as well as all members with 436 as part of their phone number. That could be a

lot of members.

£2 Find Customer [
@#& Find b Use Selection 6 Exit

%mé

Find Customers Using
Quick Search:

B

all or part of the member's first or
last name/company name, member number,
alias, contact name, or phone number

First Name (any portion): |

Last Name (any portion): | r
Customer Code (any portion): [436 ‘_u
Phone Number (any portion):

bl 4386 Martin, Lyle

all or part of the member number only

Contact Name (any portion): | r

—

City:

click here before
scanning membership card

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

Highlight the member then click Use Selection. If you cannot find a member after searching
using different criteria please consult with your supervisor.

If the customer is not a member, use the No

n-Member number. If you can’t recall the non-

member number, you can Find it the same way.

‘ B2 Find Customer
|M Find | D Use Selectior; I‘;’ Exit |

Find Customers Using

| Customer List |

Quick Search: ]non-rnember

Bl 1 NON-MEMBER,

I

First Name (any portion):

| 209658 NON-MEMBER (FUEL). |

Last Mame (any portion): |

If your association has multiple Non-Membe
use.

CRS Cashier Training

" [50000 NON-MEMBER,

r accounts confirm with your supervisor which one to
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Adding Items to POS Invoices

Adding Items with a Bar Code Scanner

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

Retum Invoice

{F4)

[~ Email Customer

&/ POS Invoice E’
|é Full Invaice ‘ 6 Bt ‘
Member No: |43566 ° Find Location: IEderrton ;I -
Martin, Lyle (43868) Sales Rep: |F‘at Watson
PO Box 18
| default Units, default Unit Price, quantity defaults to 1 I
[” Scan Return ltem (F8)
'deuct Units Quantity|  Unit Price Taxes Amount
3 4¥SUS4 - STEALTH SLIPSTREAM GLOVES L EA 1.0 $8.99 $0.45 $9.44
Start Scanning
Sub Total ‘ $8.9g9 ltems 1
Add Product Edit Product Delete Product Open D
(F9) F10) 11 Ey | TexTotal | $0.45
Total (F1
Invoice Total | $9. 44 @ al (F12)

[ Print Full Invoice

Tz B |I.martin@martirrfarrns.com

Increasing Quantity of Scanned Items

If the member is taking more than one, you can scan the item again (which appends another
product row of the same product with a quantity of 1), or edit the product row by double-clicking
or by pressing either Edit Product or F10, and increase the quantity.

CRS Cashier Training

& Edit Invoice Produ( )‘— »
click Update
Update (F3]
|© Wpate 9 i or press F9
Product 4079034 S [OVES L ~|" Find
Units: IEﬂ - Each LI B
Quantity Committed: 0.0000 :I—\
Quantity on Hand: 3.0 Detai&—j ; . | q .
a ocus 15 already on Quantl
Quantity: | L e ady Q ty

Unit Price: I 5899 © Pricing

Just start typing the new value

Line Total: | $9.44

Line Comments:

Tax Charge |

Amount |

> |G5ST - Goods and Services Tax

£0.45
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Note If the scanned UPC is not found, inactive, or associated with multiple

items you’ll be prompted to add the item manually.

Scanning the item again will open the Add Product window
automatically.

Iterm Mot Found

P 3
lel ltern not found. Weuld you like to open the add product form?
A =

close this
window & scan

No + another item

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

Adding Items Manually

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

& POS Invaice

|_] Start Over | [}, Documents | & Full Invoice | €3 Bxit

Member No: 13866 T =

Martin, Lyle (43866)
PO Box 18
\Westlock, AB
780.459.1200

» | Product

Start Scanning

Add Produat ‘

(Fg) %| ‘ :%%'.e:_-_::_;-_‘

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

e; Add Invoice Product Row

& Update (F9) Refresh (F10) | €3 Edt (F12) ":

Product [EETORGOLD - GatorGold Concertrate (210L) =" Find
M_niv_—iw ﬂ *
PR i S S ™

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

% Find Product

JM Firvid | D Use Selection ‘M Previous Search |§f

Find Frijsmcts Using

Quick Search:

Product Code (any portion):

Product Description (any portion): |

UPC Code:

= |

searches all or part of:

product code, product description, short description,

UPC code, manufacturer product code, supplier

product code, supplier alternate product code, brand

Type what portion you can remember in Quick Search, then click Find.

If a long list of items is retrieved, you can use additional criteria to narrow down the results. Try
selecting a Product Group, Product Type, Manufacturer, or Brand, then click Find again.

% Find Product

JM F|r_=u I D‘ Use Selection |M Frevious Search ‘Q Exit ‘

r—Find ucts Using

Quick Search: Irea
Product Code (any portion): I
Product Description (any portion): I
UPC Code: |
Supplier ! Manuf. Preduct Code: I

Product Type:  mmmippy [N BRI =
. BOENERGY-ALTO PRODUC A
iR ST GOENERGY-AUTO SERVICE
. BOENERGY-FUELS
Project S0ENERGY-LUBRICANTS
Product Charactenstic: BIENERGY-PROPANE
SOENERGY-RETAIL SERVIC
Manufacturer: GOENERGY-RETAIL SERVIC
_ GDENERGY-RETAIL SERVIC ¥
Supplier: ZAITSUREIETS = =]
e S —— oL

B o L PR

Highlight the item then click Use Selection.

% Find Product

JM Find ‘ P UserSelection |M Frevious Search ‘

press F7 to view Quantity on Hand

Find Products Lsiry

Quick Search:

Product Code (any portion):

Product Description (any portion): |

LUPC Code:

Preduct List

frea

3003 - REGULAR DYED

REG - Cardlock Unleaded Gas

If you cannot find an item after searching using different criteria please consult with your

supervisor.

CRS Cashier Training
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Products added manually don’t have a default quantity so you’ll need to enter one before you
press F9 or click the button to Update.

é’; Add Invoice Product

shortcut: press F9 to update

@pdme F3) %

Product: |3005 - REGULAR

Units: LT - Litre

Quantity on Hand: 876.317 ‘%/
Quantity: 1 .

Unit Price: $1229 * gpoRiciaa |
PRI i v S

=

~|" Find |

Quantity must be
manually entered

Price can be changed

(if security permits) -

O Speed Tip

If you’re not using a barcode scanner press the TAB key to

advance to the next field instead using of the mouse.

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

CRS Cashier Training

% Add Invoice Product R
(4 shortcut: press F9 to update
Ut 79 METFed

Product: |3005 - REGULAR

Units: LT - Litre

=

=" Find |

Unit Price:

Quantity on Hand: 917.0 .i-\ Details |
- default price or update manualhy
Quantity: I / m;,/'

Line Total:

2“. Fricing I Taxes are included

enter the total including taxes '

Line Comments:

I Quantity on Hand:
Tax ]
> | GST - Goods and Servicq QUEH“*Y@

Unit Price:

This item has not been sold to | Line Total:

917.0 |
I 40.683

agré calculates guantity

T

£1.225
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Removing ltems

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

& POS Invoice Lo | O sl
J D Start Over | 1. Documents |é Full Invoice ‘ 6 Exit ‘
Member No: I-HBB'B B Find Location: IEdmorrton ;l -
Martin, Lyle (43866) Sales Rep: |F‘at Watson |
AT Date: Jun 27, 2022
westlock, AB
780.453.1200 [~ Scan Return ltem (F8)
Product Units Cluantity | Unit Price Taxes Amount
—. » | 3005-REGULAR LT 50.0 $1.899 $4.52 $94 95
Start Scanning
Sub Total ‘ $9043 ltems 1
Add Product Edit Product Delete Product Open Drawer
(F9) (F10) (F11) (F1) TacTowl | e
Taotal (F1
Imvoice Total | $94 95 @ (F12)
Retum Invoice [~ Email Customer I~ Print Full Inveice
(F4)

T Bk II.martin@martirrfarrns.com

To confirm the deletion, click Yes.

Confirm Row Removal

.

@J Are you sure you want to remove 3005 - REGULAR from this invoice?

Yes | No |
b

= SpeedTip Enter = No
Q Tab, then Enter = Yes
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Editing Items

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

& POS Invoice E’
J D Start Over | |1, Documents ‘ &9 Full Invoice ‘ 6 Exit ‘
Member Mo: I-BBEG B Location: IEdmonton ;I -
Martin, Lyls (43866) Sales Rep: |P31 Watson -]
SR Diate: Jun 27, 2022
\westlock, AB
780.453.1200 [~ Scan Return ltem (F8)
Product Units Quantity | Unit Price Taxes Armount
'-_.I » |695916 - C.GOLD BLUE COLA CS 1.0 $0.00 $0.00 $0.00
Start Scanming
Sub Total ‘ $0.00 'tems 1
Add Product Edit Product Delete Product Open Drawer
(F3) (F10) (F11) (F1) TR ‘ 0.00
Total (F1
eoicejice ‘ 000 @ (F12)
Retum Invoice [N Snoll G etome [~ Print Full Invoice
(F4) T Bk II.martin@martirrfarrns.com

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

ﬁ Edit Invoice Product Row
JO Update (F3) | Refresh (F10) ‘@ Edt (F12) ‘
Product: 595916 - C.GOLD BLUE COLA

Quantity on Hand: | 20 Details |
Quantity: I 10

Unit Price: | 5750 Pricing |

. i L

CRS Cashier Training
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You can also change the Quantity.

If the Check Inventory warning blinky appears, it means the Quantity on Hand is less than the
Quantity the member is taking. Finish the transaction, take note of the item, and notify your
supervisor.

6 Edit Invoice Proeduct Row X
| © Update (F9) | [ Refresh F10) | @ Bt F12) |

Product: IE&BB‘IG—C.GOLD BLUE COLA

~]" Find |
Units: IEA'EEICh ;lt %

Quantity on Hand: | 30 Details J Check Inventory &
Quantibe I L 50
UnitH % C.GOLD BLUE CODRTR9509T0) EA for Edmonton X

Line T
. On Hand: 30000 Minimum On Hand:
- Committed: 00000  Maximum On Hand:
- On Hold: 0.0000  Transaction Quantity: 50

+ On Order: 0.0000 =
Migw Letslls Report
View Details Report does another
Show Other Locations 7

Byt aooon | Soow Iher Locanons %_ location have

?
% Inventory Summary any on hand? x
C.GOLD BLUE COLA (695916) EA

Location On Hand Committed On Hold On Order Positicn
Dog River -1 0 0 0 -1
Edmonton 3 0 0 ] 3
5t. Albert 0 0 0 0 0
Stony DTF Warehouse 0 0 0 0 0
Stony Plain 0 0 0 0 0
Strathcona Warehouse 0 0 0 ] 0
All Locations 2 0 '] 1] 2

View Detail Report |

If you’re looking up availability of an item (the item is not actually present) click Details then
Show Other Locations to see if another location within your association has more on hand.
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The default price should automatically populate for the item but if it doesn’t, or you need to
change it, click Pricing and review the Current Prices tab, the Sale Prices tab, and the Sales
History tab (security may restrict what you can select) to choose the best applicable price.

a Edit Invoice Product Row

JQ Update (F3) | Refresh (F10) |® Ext (F12) ‘

*

Product:

fou-Jus ="

Units:

Quantity on Hand: 0.0 Dietails |

INimbIe 40 ac/320g jug replaces Refine SG - 04450

~|" Find |

Quantity: | 30
Unit Price: I 526000 © F‘ric:inglli
']
%7 Pricing Info for Nimble 40 ac/320g jug replaces Refine 5G
JO Update ‘ 85 Cost Detals |.§ﬁt:a|cu|ator |@ Edt |
Product: Mimble 40 ac/320g jug replaces Refi Sale Prices
Use This Price: | g et To Sugg{ (or not on sale at this time)
Suggested Price:
Sales History
Currert Prices | Mo Sale Prices I Sales History[E}I
Location Price Level /" Retail Price
> |Edmonton Retail yrd $260.00
Edmonton P2 / £257.40
L P2 i 525480
=] £3589 30
. Sales Hist ‘
last sold to this member dles History (2) |
Sales Date Quantity Unit Price | Prepaid | Blend |Location Faid By
> |Jun 15, 2017 -1 £260.00| [0 ] |Edmorton Charge Acct
May 31, 2017 13 $260.00| [0 [F Edmonton Charge Acct

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

be changed.

-‘?'b Edit Invoice Product Row

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

Product: |3005 - REGULAR

=

Units: |LT- Lire

Quantity on Hand: 7.0

ok

warnings the
Detgild Price needs to
be adjusted

* Find |

CRS Cashier Training

Quantity: | *
Unit Price: I 88888 | Taxes are included
Line Total: =
Line Commen] Quantity on Hand: 917.0
L . " - [ W
Quantity: I |
Quantity on Hand: 97.0
Unit Price: I .
—— Quantity: I I
Line Total: |
Unit Price: I $10,000.00
—_—
Line Total: |
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Finalizing the Transaction

Emailing the Customer Receipt (optional)

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

e " S T T e A T e ety T s e e A T T e e e eea TS T
Product Units Quantity | Unit Price Taxes Amount
b | 3005- REGULAR LT 40.683 $1.229 $2.38 $50.00
Start Scanning
Sub Total $47.62 ltems | il
Add Product Edit Product Delete Product o] Diran | i
(S F10) En | TaxToml @) a: “hen checked, emall
8l /| addressis mandatory

check Email Customer if you want to email \/ [ﬂ
an additional copy of the POS Invoice & W Email Clisfomer

Retum Invoice
F4) ' - -
Payment Receipt (they can still get a printed Customer Email: | martin@martinfarms.com -

if the customer has no default email
address - or for this one sale they'd like it O =
emailed to a different address - type one Customer Email:
manually

I Print Full Inveice

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

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

Full Size Invoice

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

Print Full Invoice
Before accepting payment, check Print Full Invoice if the customer would prefer an 8%z x 11 full-
size invoice/payment receipt printed from a regular printer, not the till tape printer (please confirm

with your supervisor if/when to ask the customer if they want a full size invoice/receipt).’

$47 62 ltems 1

$2.38

$50.00 @ Total (F12)

€3
[~ Email Custorrh [ Print Full Inveice &“

Customer Email: |I.martin@marti|'rfarms .com

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

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

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

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

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

<&/ POS Invoice
J Lj Start Over ||| Documents |é Full Invoice
]
Member No: |43886

Maetin, | vle (438661

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

]

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

Accepting Payments

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

&/ POS Invoice

J Lj Start Over | 'I.. Documents ‘é Full Invoice ‘6 = ‘

o[ B s

Retum Invaice
(F4)

if allowed permission
cash drawer can be
opened manually

Member No: |43866 " Find I Location: |Edm-:ntnn ="
Martin, Lyle (43866) Sales Rep: | |
B0l 18 Date: Jun 26, 2019
Wwestlock, AB
780.453.1200 [~ Scan Return ltem (F5)
Product Units Quantity |  Unit Price Taxes Armount
» | 3005 - REGULAR LT 40.683 $1.229 $2.38 $50.00
Start Scanning
Sub Total 347 62 ltems 1
Add Product Edit Product Delete Product Open Drawer
(F9) (F10) (F11) (F1) Tax Total $2.38
P Invoice Total $50.00 @ TBIT\I (F12}|
I

[~ Email Customer

™ Print FON Invoice

Customer Email: |I.martin@n1artinfarrns.com

Open Full Invoice

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

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

invoice

go back to
product grid

No i

‘ flip to ful

some customers or products may require a full invoice
if prompted, select Yes/OK to flip and add the required information

CRS Cashier Training
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The Invoice Payment window opens and defaults to the tender area.

Start typing the 13! letter of the payment type (e.g. “c” for cash) then press “c” again or use the
down arrow to scroll through all payment types starting with “c” (like Charge Acct), or use your
mouse to select a tender type from the dropdown menu.

@ Invoice Payment =

= save (F3) | €3 Bt (F12)

Payment Type Amount Total Amount Amount Tendered Change Due
o

R

\ start typing payment type (e.g. d for Debit)
or
use mouse to select from dropdown list

Credit Cvemide
Mot Credit Restricted (N} -
Invoice Total: 858125
Pay This Amount: =0.00
Total Change Due: £0.00

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

Saving the Payment

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

& Invoice Payment *

& save (Foi 143 Bt (F12)
- before hitting Save - [N_

is the Payment Type correct? | Payment/lype Amount Total Amount|  Amount Tendered Change Due
Press F10 to remove it! > | Debit Card £50.00 £50.00

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

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

& POS Invoice IEIIEI
[ start Over |}, Documents |9 Full Invoice | €3 Bxit
Member Mo: || ° Find Location: | j -
Sales Rep: | j
Date: Jun 27, 2022
I~ Scan Return ltem (F8)
» | Product Units Attt Init Price Taxes Amount
visible only if you have
security permission
/ Sub Tota! $0.00 |Items 0
Add Product Open Drawer
(F9) ‘ (F1) Tax Total $0.00
Invoice Total $0.00 v
Retum Invoice I Email Customer I Print Full Inveice
F4)
= Customer Email: |

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

Cash Payments

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

enter what the

| & Invoice Payment CUStC:&m_?ASEOVf? you b

| Il Save (F9)1 €D Bt (F12) |
_| PaymeniAgype | Amount | Total Amount|  Amount Tendered| Change Due |
 |cash | §45.00 545_00‘ £50.00 $5.00
> | -] | I
Credit Ovemide | Fiemaowve Payment [F10] |

Mot Credit Restricted (N)
Invoice Total: | $45.00
Pay This Amount: | £45.00
agre calculates

g _h Tatal Change Due: | £5.00

CRS Cashier Training
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If you Save too early (before tabbing off) agré will not calculate the change.

@ Invoice Payment =
J HE save F) ‘ Q e F12) |
Payment Type Amount | Total Amount Amount Tendered| Change Due
>* |Cash 54500 54500 5000
if you Save before
youtab off, changeis £ ¢ g ovemds | Remove Payment (F10)
Not Credit Restricted (N) not calculated r
Imvaol 54500
Pay This Amol $45.00
Total Change Due: 50,00

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

Multiple Tender Types

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

tender types as you need.

& Invoice Payment * |
Jnsa"e () |Q SAE | when using multiple payment
Payment Type Amount | Total Amount types, enter Amount of 1st type
Debit Card - r — before selecting 2nd
E =& CEY /
AMEX L Amount of 2nd payment type
Cash defaults to remaining amount due
Charge Acct
Db e ment Type Total Amount|  Amount Tendered Change Due
Debit Card $450.00 $450.00
> [Visa R $449.25

CRS Cashier Training
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Credit Override

If a member who would not normally be able to charge a purchase has received permission to do
S0, you - or another agré user with Credit Override security permission - can override the credit
restriction and allow the member to charge the purchase.

.
& = ===

,j Start Over | ||, Documents .@; Full Invoice Q Exit

Member No: |'| 0816 ; Find Location: |Edm0m0n J -
Adams, Marc (10816) Sales Rep: | ~|
@ Invoice Payment x

[ Scan Return ltem (F8)
= save (F9) | €3 Bt (F12)

Amount
Payment Type Total Amount Amount Tendered Change Due $125.00

5* | Charge Acct £125.00 -
05 ltems 1

Credit Qvemide Remove Payment (F10) | 95
Charge Account Credit Restricted (4) |
e e r $125.00 00 @ Taotal (F12)
Check Security
$125.00 I~ Print Full Invoice
Owerride the Credit Restriction? £0.00

Please provide credentials:

— User Name: |ls||'t"lanager

Password: [~

Cancel

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

Members with Credit Restriction B: Charge account & cheque credit
restricted will not be allowed to Charge on Account AND payment
should not be tendered by Cheque (however this is not enforced by
agre).

Credit Restrictions can be overridden by any user with security
permission.
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Printing the POS Payment Receipt

TSL Agro Co-op Ltd
Store: DogRiver
Date: Jan 30,2018
Reference # 100024
Sales Rep:
Created By: agrel)
SoldTo: 11123
Baker, Mike
Quantity Unit Price Amount
REGULAR (3005)
50 LT $1.00 §50.001
STEALTH SLIPSTREAM GLOWVES L (4079034)
1 EA $10.00 510008
Sub Total: 560.00
PST-5K §0.60
PST-5K [Incl Fumps] $2.83
G5T §0.50
GST [Incl Pumps] §2.28
Total: $61.10
Debit Card 561.10
GST#: 102023923RT 021
Customer Copy
Printed On:Jan 30, 2018 4:55 PM

After the payment information has been entered
and saved, the receipt will be printed
automatically.

The selected Default Report Printer config
options (see Page34) determine to which printer
agré sends the POS Payment receipt, and
whether it displays on-screen first.

Depending on the tender type settings:

e asecond Merchant Copy of the
invoice may also display
¢ the Merchant Copy may have a

signature line for the member to
sign (for example if the tender type is
Charge on Account the member
must sign it)

Taxes for tax-included items are itemized.

% Invoice

J Preview |~

| |3

Start Owver @ it

If you chose to Print Full Invoice the report
criteria window may open.

Select Preview and the full invoice will display.

" Printed On: |P|ain Paper j :
Combine Similar Products? v
Show Extended Blend Information?  [v
Show Blended Products? v
7 Invoice
[) Start Oveq | ¢ Print !_{; i KX 100% - =

:’ Print the invoice.

' @ An 8%z x 11 full-size combined invoice/payment

ARSI e

CRS Cashier Training
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Reprinting the POS Payment Receipt

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

File | Accounts Receivable | Inventory  Accounts Payable  General Ledger  Blending  Agronomy  Reports  Window  Help
r | ices s E —_—
‘ FO M‘f% Ticket Wark Order a Make a Blend @Customer Accourt f@' Furch. Invoice ;‘S. Purch. Order | %) Messages g Exit
B Loadout Tiagets
Work Orders |
g fofa ]
" POS Invoice =
Customer Accounts + Add | # Edit | X Delete |M Mew Search | Preview tem ~ ’ Preview TDG | History |® Exit |
CRA 0 Customer = |Invoice Date | Location Invoice Number A4 POS Invoice Total
Interest Charges 3 Baker, Mike Aug 14, 2018 | St Albert 2
M e N A e A mm e o A A . - e i P i o

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

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

click the expanded options arrow and
select Preview Reciept to reprint till-tape

click Preview ltem to reprint 832 x11

Preview ftem F Preview TDG ‘ History ‘g Exdt ‘
4 Preview PDF

J+Md ‘fEd'rt |}<,De4e¢e ‘ﬁNewSea

nvoice Number &4 POS Invoice Total

To reprint the invoice at full-size (8"2 x 11) select Preview Item, then Print.

3 Invoices EI@
J + &dd |f Edit | 7% Delete |M MNew Search | Preview ltem - "f.r?\riew TDG | History |° Exit |
' =] )
| Custo| %2 Invoice e, EI
> [Bsker] ) start Over Ehprine |55 38 | Q@ 100% - 8- bJ__"J'@_ 111 BO BB 4 Qe |

1 Invoice fd

g Invoice

T5L Agro Co-op Lid .
335 Carleton Drive Ref No: 100058
St. Albert, AB TEM 7L Date: Oct30, 2019
Ph:780.459.4477 Fax: 780.459.6405 Toll Free: 888.987 6642 Page: 1 of 1

Sold To Ship To
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To reprint the invoice on till-tape, select Preview Receipt, then Print.

9 Invoices
J + Add |fEdn | X Delete |MNewsearch |Preview tem | - | € Preview TDG |Hi5tory |®Exﬂ |
|

Preyiswy POE

(o] 2 s

Invoice Total

Preview Receipt

% AR Invoice Receipt
1 Invoice foun é)Print = & (‘:.;\ ({;‘ 100%

[4)
&
TSL Agro Co-op Ltd
Store: St Albert
Date: Oct 30, 2019

Reference # 100058
Sales Rep: Bruce Clarkson
Created By:  agrel)
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Fixing Mistakes

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

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

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

SAME DAY Invoice Edits

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

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

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

&2 Customer Account Information for Baker, Mike (1002) [= = | =]
|M New Search | Bafresh ;! Agronomy |® Exit ‘

: P: 780.459.1202
[ AddNewitem -] Baker, Mike (1002) M- 720928 3302
PO Bax 15
Advanced - | ‘estlock AR TOE 410
< Invoices ===
Reports
| + Add ‘fgdit | X Delete ‘M New Search | B Preview tem - | @ Preview TDG | History ‘0 Bt |
Customer Details - - -
JCuslumEr = |Invoice Date | Location | Invoice Number || POS | Invoice Total
> BT Feb02,201 SAbe % 0 M
1 Inveice found
 [Feb0Z 2077 [Fayment 13137 TSt Albert L] S35
B Feo (22017 oce W5 Sihbet W
[ [Jan30.2017  [Prepayment | 1249 | Edmonton B ($3.000.00)
[Jan 18,2017 |Prepayment  |1248 | Edmonton =l ($5.000.00) | ~
security permission is required A I_l =
i . E] View Item Edit Delete  Show Last ¥ =
to edit invoices & payments = i = ow -ast fear

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

Unapply Credits?

e

I.- % This invoice has had credits applied to it or has applied credits to
¥ another chargeable item.

" In order to edit the invoice, these credits must be unapplied.

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

The Edit Invoice window opens. Make your changes.

&7 Edit Invoice: 100188

n Save | X Delete Refresh Split History !-f{ View Credit View Prepayment

-

Reference: 100138

Customer:  [43865 Martin, Lyle =]

Invoice Date: |Jun 27, 2019 B Due Date: | Jul 27,2019 ~|"

Customer and Shipping l Purchases (1) | Retums | Totals | Immediate Payment |

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

Save your changes Exit & cancel changes

& Edifgffvoice: 100058 \ =R HoR =
n Save | % Delete Refresh Split Histary ki{ View Credit View Prepayment View WO Activity 6 Exit
Reference: ~ [100058 ; Locaion:  |St. Albert ="

Customer:  [11123 Baker. Mike =N Created By: |agre User
Inveice Date: |Oct 30, 2019 : DueDate: |Nov29. 2018 «|~

Invoice Total: $50.00
Customer and Shipping l Purchases {‘I}] Retums ] Totals ] Immediate Payment ]
Billing Address: PO Box 15 Manage Customer Cormmunication/Membership
Westlock. AB TOE 4L0 Phone: 780,459,120 Mobile:  780.888.2302
e S i WP R PSS Ve B e l—1 H
If you change your mind about making changes, click Exit.
Then click OK to confirm.
Close Edit Invoice Window Without Saving? *

You have made changes that have not been saved. Are you sure you
__I % want to close this window without saving?
Previously applied credits will automatically be reapplied to this invoice
upon exit,

Click 'OK' to apply credits without saving the Invoice
Click 'Cancel' to return to the Invoice

cancel the changes

reapply the payment . oK | Cancel |

CRS Cashier Training Page 25 of 36



1. SAME DAY Product Correction

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

&7 Edit Invoice: 100049

[l o]l
& save | X Delete RF:I‘V{I Split History !\i{ View Credit View Prepayment View WO Activity @ Exit
Reference: 100049 Poation: 5t. Albert -
select the product row R ocalion: | =l
Customer:  |11123 Baker, Mi Created By: |agre User
Invoice Date: | Jan 20, 2020 _ 92020 | Invoice Total: $610.00
Customer and Shipping  Purchases (2) ums ] Totalz ] Immediate Payment ]
Product Quantity Unit Price Taxes Line Total | Prepay? | Location WO Ref LOT Ref
> 3052923 - ROUNDUP TRANSORB HC 11 1.0 £510.00 £0.00 §510.00) [0 Dog River
DEPOSIT - Drum Deposit (EA) 1.0 £100.00 £0.00 $100.00( [O Dog River
Purchases Subtotal (before tax): £610.00 Add Product Row | Add Blend Row Remove Row |
i : £0.00
icpatliiichaseslbetoeeliaxk Impart from WO/LOT | Auto Link to WO | Link to Wark Order e Remaining Prepayment |
Prepayment Remaining: 560.359.16

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

é'.:- Edit Invoice Purchase - Row 1

Find the right
product

T

|3D34545- ROUNDUP WEATHERMAX 115 L

~|" Find

=

& Update Refresh | €3 Exit
Product:

Units: |EA - Each
Location: |5t. Albert

=

)/
n

Det3 if there is a price difference,

consult your supervisor

Pricing’ = Prepay 7

Quantity on Hand: 00

Quantity: 10 ~

Unit Price: ’m

Line Total: $1,024.00
|,.Line Comments: |

If the error isn’t found until the NEXT day the POS invoice will have already been received by

the mainframe and cannot be edited. You'll need to “return” the wrong product and “exchange”

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

CRS Cashier Training
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2. SAME DAY Payment Type Correction

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

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

-

&2 Customner Account Information for Baker, Mike (11123) EI@
JM Mew Search | Refrash 9, Agronamy ‘@ Exit
P: 780.455.1202
Add New It - H F2: 780.5551212
[ AddNewltem Baker, Mike (11123) P2 7600551212
& Invoice ZD ?;30(:5'.'1 ToEan @: MikeBakerFams@gomai .ca
lestlock 4
o Loadout T|
= Vork Ord| < AR Poyments (=S R =
@ Blend J + Add |f Edit | . Delete |M New Search ‘ Preview ftem ~ History |® Exit |
Customer Payment Date- | Location Total Payment Reference | Tracking & Vi A | Payment Type ~
Martin, Lyle (43866) Jun27, 2019 |Ed $50.00| 300183 [C] | 0 | Debit Card
Baker, Mike (11123) Jun 10, 2018 | St Albert (£460.00) [ 300130 [0l | 0 |Charge Acct
Reporis Baker, Mike (11123) Jun 04, 2018 | St Albert §1,840.00 | 300128 [ | 0 | Debit Card
Eean, Heather (23242) Jun 04, 2019 | Edmonton 5500.00 | 300187 [ | 0 | Debit Card v
Customer Dy
179 Pay found
T T T o= T = EAD-ain-
Jun 04, 2019 Inveice 100055 St. Albert [ £1.840.00
May 21, 2019 | Loadout Ticket | SALOTO000S St. Albert [
=) May 09, 2019 Payment ]
100039 Dog River ] £910.00| v

E] View Item { | # Edit k( Delete Show Last Year

Customer Account

or

Accounts Receivable > AR Payments

Select the correct Payment Type and Save the payment.

Credits &

«g Edit Payment: 300128
J = save |‘3 Exit |
Customer Baker. Mike (11123)
Reference 300128
Date: Jun 04, 2019 hd
Leocation: IW"
Paid Amount: $1,840.00 select correct
Tendered Amout: Payment Type
Total: $1,840.00
Payment Type:
Tracking/Cheque #:
Comment:
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3. SAME DAY Invoice Delete

CAUTION Deleting an invoice is not recommended!
Processing a return (see page 317) is the preferred process to correct
mistakes. Please consult with your supervisor before deleting any
transactions.

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

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

-

&2 Customer Account Information for Baker, Mike (1002) IEI@
JM New Search |Eefresh | L Agronomy |® Exit |

P: 780.455.1202

| AddNewltem *]  Baker, Mike (1002) M 780.989.2302
PO Box 15
[ Advanced | Westlock AP TOE 410
| & Invoices =N e ==
Reporis
— J + Add |f§drt | X Delete |M New Search | Preview ftem - @ Preview TDG | Histary |® Exit |
| S
| Customer Details
Customer =« |Invoice Date | Location | Invoice Mumber || POS | Invoice Total
Bl Boker, Mike Feb02.2017 [StAbet (3095 [0 M
1 Inveice found
FebUZ 2017 |Payment 13137 TSt Albert [T ] A3 ]
Y Fb02. 2017 e W5 Sihbet W
Jan 30,2017 |Prepayment | 1249 | Ed @] (53.000.00)
|Jan 18,2017 |Prepayment  [1248 |Ed =] ($5.000.00) | ~
security permission is required i I
= E] View ltem ~ Edtl Delet ISh Last ¥ -
to delete invoices & payments 7 View tem - | P Ediffl X Delete how Last Vear
Customer Account
or

Accounts Receivable > Invoices

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

Delete Invoice/Payment? £2

I.-"'_"‘-.I This Invoice has a Payment attached.
' In order to delete the invoice, the payment will be deleted too.

Do you want to delete the invoice and the payment?

delete BOTH the POS
Invoice and its Ves
Immediate Payment? i
)

don't delete anything

All deleted invoices are included automatically in the Deleted Invoices data export.
All deleted payments are included automatically in the Deleted Payments/Prepayments data

export.
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Returns & Correcting Past Transactions
Please consult with your supervisor for your retail’s specific policy on returns.

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

Create a new POS Invoice and select Return Invoice.

& POS Invoice =R E=R
|_] Start Over | (], Documents | 487 Full Invoice | €3 Bxt
Member No: |'I 1123 ; Find Location: |St. Albert
| leave UNchecked when
Baker, Mike (11123) Sales Rep:  |Bruce Clarksol checki ng cales hiStOW
PO Box 15 Date: Aug 08, 2021
Wwestlock, AB
780.453.1202 I Scan Return ltem (F8)
» | Product Units Cuantity Unit Price Taxes Amount
Start Scanning
Sub Total $0.00 ltems 0
Add Preoduct Cpen Drawer
(F5) (F1) Tax Total $0.00
Invoice Total $0.00 L
Retum Invoice [ Email Customer [ Print Full Invoice
(F4) TrarT= Bk |I'v'IikeBakerFarms@gmail.ca

For Items Purchased from Your Association

1. Customer Return by Date Range/Sales History

Date Range is the default. Details about products purchased in the last 30 days are displayed.

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

> jOS Invoice Return
e Selected Rows Preview ftem |_] Start Over | .
! q Date Range is default

- if item has Lot#
Lecation: |St.AIbert ﬂ (last 30 days - can be expanded) returm it on a
(+ [Date Range: Jul 10, 2021 | o |l change Location if needed Full Invoice |n$tead
] of POS Invoice
(" This Product |:Start typing or use find: i ] [¥ Include Associated Products [V
" Reference Mumber B Refresh List _\
=N
Quantity | Purchase Qty | Oty Available | Invoice Reference Invoice Date | Product Unit Price | Location Payment Type @
0.0 30 3.0 100251 Jul 28,2021 | 3015849 - LIBERTY 108 L (DR) $637.50 | St. Albert 7
Jul 29,2021 | DEPOSIT - Drum Deposit (EA) £100.00 | St. Albert
1027, 2021 3063567 - ACHEVEUIQUD GOLD UL) | S23000 St Albet | Fam Creit
Jul 27,2021 | 3016847 - PROMESSE TIMOTHY (EA) £370.00 | St. Albert Farm Credit
Select All Deselect All | 4 Purchases found
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The price, prepay status, taxes, cost, etc. of the return will match the sale but may be changed
(to edit the price due to a restocking fee, for example). If you make changes you will be
prompted to enter your override credentials (see #4 below).

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

% POS Inveoice Return

Use Selected Rows | [E] Preview tem ,_] Stat O .
| expand date range i»

Location: |St. Albert ﬂ
(¢ Date Range: Jul 10,2021 > to |Aug 09,2021 >
" This Product |<Start typing or use find: J | IV Include Associated Products [V
" Reference @ber 5 '
[ Mo Rows Returned *
Qty Available | Invoice Reference Invf Unit Price | Location FPayment Type | Lo/

search by Product

! ) Mo invoices found.

No Purchases found

2. Return by Product

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

5 (5 Invoice Return
Use Selected Rows Preview ftem ‘_] Start Over @ 2
;l; | ifitem has Lot#

pe ProdCode or Find or start Scannning

Location:  [St. Albert ~| o return it on a
change Location if needed Full Invoice instead
" Date Range: Jul 10, 2021 to |Aug L _— of POS Invoice
( 1 ) {* This Product 3015849 - LIBERTY 108 L +|~ Find ¥ Include Associated Products [¥ Scan Product
" Reference Mumber B ( 3 !F{efresh Y|
S
Quantity | Purchase Qty | Qty Available | Invoice Reference Invoice Date | Product W Unit Price | Location Payment Type Wﬁ

] 0.0 30 3.0| 100251 Jul 29,2021 | 3015849 - LIBERTY 108 L (DR) $637.50 | 5t. Albert
10 30 3.0| 100251 Jul 28,2021 | DEPOSIT - Drum Deposit (EA) £100.00 | 5t. Albert

1 27 202 - ¥ I
o ——— L2521 o ACHEVE QD GOLD U SZ000 5 Al Fom et
0.0 Tk Jul27.2021 | 3016847 - PROMESSE TIMOTHY (EA) $370.00 | St. Albert Farm Credit
SelectAll | Deselectall | 4 Purchases found

If the customer has no sales history for the item AND it is not an item that can be
returned without proof of purchase, kindly tell the customer you are sorry but it
appears that the item was not purchased from your association. You may want to

consult with your supervisor.
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3. Customer Return with Receipt

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

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

"5 0S Invoice Return E
e Selected Rows ‘ Preview ltem | [ start Over ‘6 Exit ‘ J;'
Location: ISt. Albert }J‘
" Date Range: 2"iv| to (M09 2021  ~ ‘;
( 1 ' " This Product RefMo from sales invoice =SS [¥ Include Associated Products | Scan Product 3
3 - 7
% Reference Number |‘H}D25'I resh Iﬁ% g,
- i— = H
| | | Guantity|Purchasthy Qity Awvailable | Invoice Reference Invoice Date | Product o8 Unit Price | Location F
3.0| 100251 Jul 29, 2021 | 3015845 - LIBERTY 108 L (DR} 637 50| St. Albert i

30 3.0| 100251 Jul 29, 2021 DEPOSIT - Drum Deposit (EA) %100.00 | St. Albert
Quantity is positive ' !
[
Select All Deselect All 2 Purchases found j
b

For all Returns

The item(s) are added with a negative Quantity and the return Price matches the sales price
automatically.
Select Total to issue a refund.

&/ POS Invoice E=E(E=E =<5
J D Start Over | |1, Documents |é Full Invoice ‘ 6 Exit ‘
Member No: I'I 1123 : Find Location: ISt. Albert LI -
Baker, Mike (11123) . ce Clarkson !
s Quantity is p— matches
Westiock. AB negative ; sales price
780.455.1202 7 [~ Scan Return ltem (F8)
Product Units \ Quantity|  Unit Price Taxes Amount
b |DEPOSIT - Drum Deposit (EA) EA -1.0 $100.00 $0.00 ($100.00)
Start Scanning
Sub Total ‘ ($100.00) hems 1
Add Product Edit Product Delete Product QOpen Drawer
(F8) (F10) (F17) (F1) Tax Total | $0.00
Total (F1
invoice Total | (s100.00) | @ e
Retum Invoice [~ Email Customer ™ Print Full Invoice
(F4) Customer Email: IMikeBakerFarrns@gmail.ca
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Match the Payment Type to the tender type on the original sale.

@ Invoice Payment x

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

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

Credit

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

Quantity Unit Price Amount

match return tender type

Ar

to original sales tender type Tortal: $ 5

Visa 910,00

G5T# 102023923RT 021

All returns require a customer signature on the Merchant Copy.

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

Exchanges :
If the customer is exchanging the returned @

item for another, add .the additional item TSL Agro Co-op Ltd
manually or by scanning so that the
transaction balances to $0 (returning an item Store: SLpen

Date: Oct 07,2020
and scanning the same item from off the Reference #: 100137

Sales Rep: Bruce Clarkson
shelf). Created By:  agreU

Sold To: 11123

The Return Receipt includes the sales Baker, Mike
invoice number. Quantity _ Unit Price Amount

STEALTH SLIPSTREAM GLOVES L (4079034)
-1 EA $10.00 ($10.00)G

m—l Original Invoice 100135

STEALTH SLIPSTREAM GLOVES L (4079034)

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

GST#: 102023923RT 021

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

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

These types of items may be:
e drums or totes purchased elsewhere for return of deposit

o Private Label items and your retail’s policy states those items can be
returned without question

e your retail’s policy is to return all items you know you stock without
question

\JT/Sc:an Return ltem (F8)

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

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

Check Security X

Override the Return Restriction?
Please provide credentials:

User Name: |

Password: |

OK Cancel

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

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

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

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

5. Defective Product to be Returned to Supplier/Manufacturer %

Please consult your supervisor.

6. Returned Product to be Excluded from Inventory %

Please consult with your supervisor .
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Toolbar Customization

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

%W Customnize Toolbar

| = save ‘ Reset to Default ‘g Exit ‘

Check the toclbar buttons you want see:

% POS Invoice

Show | Toolbar Button ~
> Customer Account
POS Invoice
AR Payments Down
[ ] [l Invoices

Window > Customize Toolbar

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

Configuration Options for POS Invoices

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

work more like you do.

Printers & Default Location

agré needs to know which printer each user will use for printing POS Invoices on till-tape and
which one will be used for printing Standard Invoices (the 82 x 11 ones).

Note

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

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

% Config Options for User

=] 8 =
|uSa\re |._j5tart0ver |@Emt |

le

User: ]agre User

Miscellaneous ] ARSAP ]&ending Reports l Email ] ﬁgmnom}r] Advanced ]

—

Report Options ~ Default Criteria leSignature ]

[ Lo
e Deraui Reper Pinker
’7 Standard Reports: I ﬂ
POS Defaults
POS Receipt Printer: I ﬂ
Quick Print POS: -

*~ Config Options for User

|nSa\re ||j5tan0ver |@Emt |

| -

User: gre |ser J Retrieve
Miscellaneous ]AR,-"AF‘ ] Blending ] Reports ] Email ] Agronomy] Advanced ]

Use Background Colour: es hd . Choose Colo

Prompt user before application exits: es d

Use Spell Check: -

Use Default Location -
’7 Default Location: Edmonton " j
¥ Customer Search ™ Inventory Receipt Search

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

File > Config Options > User
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Font Size

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

larger.
% Config Options for User
JnSaue | DStartO\rer |@Ent |
User: Iagre User
Miscellaneous AR/AP | Blending | Reports | Email I Agnonomyl Advanced |
Accounts Recervable
\wlork Order Type: j
AR Payment Method: j
POS Invoice: Large Fonts I j
Yes
L] No
e e st
& POS Invoice EI@
J Lj Start Over | 1. Documents |Qﬁ Full Invoice |® Exit |
Member No: |‘| 1123 Find I Location:  [St. Albett B
Baker. Mike (11123) Sales Rep: [Bruce Clarkson ~| Large Font
POEm 1k Date: Jun 04, 2018
Westlock, AB
780.459.1202 I™ Scan Return ltem (F8)
Product Units Quantity| Price| Taxes Amount
» |POP - Canada Dry Cranberry Ginger Ale 355n EA 1.00 $1.79| $0.09 $1.88
DEP355 - DEPOSIT (355 ML) EA 1.0/ $0.10, $0.01 $0.11
Start Scanning
Sub Total $1.89 ltems 2
Add Product Edit Product | Delete Product - -
(F9) (F10) (F11) Tax Total $0.10 I Print Full Inveice
Invoice Total $1.99 @ Total (F12}|
& POS Invoice EI@
J Lj Start Over | 1. Documents |Qﬁ Full Invoice |® Exit |
Member No: |1 123 Find I Location: ISt. Albert -
Baker, Mike (11123) Sales Rep: IBn.lc:e Clarkson Ll Regular Font
O3 Date: Jun 04, 2018
‘westlock, AB
DGR I™ Scan Return ltem (F8)
Product Units Quantity|  Unit Price Taxes Armount
» |POP - Canada Dry Cranberry Ginger Ale 355mL  |EA 1.0 $1.79 $0.09 $1.88
DEP355 - DEPOSIT (355 ML) EA 1.0 $0.10 $0.01 $0.11
Start Scanning
Sub Total $1.89 ltems 2
Add Product Edit Product Delete Product - .
(F9) (F10) (F11) Tax Total $0.10 [ Print Full Invaice
Imvoice Total $1.99 @ Total (F12}|
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J (] Start Over |rE, Documents |6Fuu e |0 Ext |
Payment Type Amount| Total Amount| Amt Tendered Change Due
=* Debit Card $199 $1.99

Credit Override | Remove Payment (F10) |

Large Font I Invoice Total: $199
Pay This Amount: $1.99
Total Change Due: $0.00

JDStartDver |rEDommer1ts |ﬁFuIIInvoice |°Exrt |
Payment Type | Amount | Total Amount|  Amount Tendered Change Due
>* | Debit Card : 51.99: $1.99

Credit Override | Remove Payment (F10) |

Regular Font I Invoice Total [ s
Pay This Amount: £1.99
Total Change Due: £0.00

CRS Cashier Training Page 36 of 36



