Special Order Guide

for the AcuSport® V6 System Software

January 2015

The AcuSport Retail Technology Group (RTG) recommends completing the procedures
in this guide to set up and utilize the special order features in the V6 system software.
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Notices

Copyright © 2015 AcuSport Corporation.
940 Industrial Drive, Suite 107

Sauk Rapids, MN 56379
1-800-547-7120

All rights reserved.

General

No part of this document may be reproduced, distributed, performed, displayed, or used
to prepare a derivative work without the prior and express written consent of AcuSport
Corporation (“AcuSport”). The software described in this document is furnished under a
license agreement and may be used only in accordance with the terms and conditions
of the license agreement. Information in this document is subject to change without
notice, and AcuSport assumes no responsibility for errors.

Trademarks and Credits

ACUSPORT, AXIS, AXIS Retail Management System (AXIS RMS), AXIS Data Center,
AXIS Register, and AXIS E4473 are trademarks of AcuSport and shall not be used
without the express written permission of AcuSport.

Other trademarks, such as QuickBooks, are not being used as a trademark herein and
are the property of the respective owners.

Legal Counsel

This program, printed documentation, and documents should not be used as a
substitute for professional advice in specific situations. The procedures, images, and
examples in this document are for illustrative purposes only and may not be applicable
in your setting due to differences in preference, settings, and/or state and local
regulations.

The following notice is required by law:

AcuSport products and services are not a substitute for the advice of an
Attorney.

You are encouraged to seek the advice of your own attorney concerning the use
and legality of this program, documentation, and forms.

Publication Information
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Overview

The following circumstances are required to utilize the special order features:

e The FOM application must be enabled.
e The POS application must be online.
e The POS application must be able to communicate with the IMS application.

Set Up Special Order Policies

Complete the following procedures to prepare the tools the POS and IMS applications
will use to process special orders:

e Create a Special Order Policy Letter
e Link the Letter to the Special Order Function
e Set Up a Restocking Fee Function

Use Special Order Features

Create a Special Order

Finalize the Sale of a Special Order
Cancel a Special Order

Correct a Special Order Issue
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Create a Special Order Policy Letter

Complete the following procedure to create a special order policy letter to print on the

customer’s receipt at the POS.
1. Loginto the IMS application.

Y2 Retail Technology Group - AcuSport V6 Inventory Management System

File Edit Process | Data | History Reports Regets Utilities Window Help Teols

J Address

A/R Customer
Clerk

Gift Certificate
Lay-a-way

Mail

Email Motification

Manufacturer

MFG / Importer / Model Setup
Vendor

Vendor X Ref

Vender Catalog

Ttem

Serial Number
Course
Department
Class

Bin Location
Split Quantity

MultiStore 3

Store
Tax Rate
Tax Exempt

General Ledger
Matrix

Season

Serial Type

Tax Exempt Tran
Interfaces

2. Select Data > Functions > Letters from the menu bar to display the Letter

screen.

Utilities Window Help Tools

YE Retail Technology Group - AcuSport V6 Inventory Management System
File Edit Process Data History Reports Resets

J[ New || Modity | Delte | Fiter | Fing | Fiter Pus |

YE Letter - SPECIAL ORDER POLICY

General

Description Body FirstDate |LastDate
SPECIAL URDElR POLICY [ Memo | 2/2/2007  |3/14/2008
RETURN POLICY Memo || 2/2/2007 21212007
AR CHARGE ACCOUNT Memo || 2/2/2007 11/8/2010
Clearence Memo 11112010 (111172010
Rental Memo 11112010 | 11/1102010
Layaway Memo 2182011 |48/2011
Gun Trade Memo BA2I2011  |B8N7I2011
membershipRange Memo 5M6/2011 | BME/2011
Used Firearms Memo 872011 |8N72011
Reload Memo 2192011 |8M19/2011
Payroll Memo ||2/24i2012 | 212412012
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3. Complete one of the following procedures to display the Add Letter (or Edit
Letter) window as appropriate:

e If the list does not contain a special order letter, click the New button to display
the Add Letter window.

e If the list contains an existing special order letter,
1. Click the letter to select it.
2. Click the Modify button to display the Edit Letter window.

YE Add Letter ===
General | Body
Description | First Date | 1111912014
Tipe [~ Last Date 1119/2014
[C1Ecr_mssg

Enter/edit the name of the letter (i.e., “Special Order”) in the Description field.
Complete the other fields on the General tab.
Enter/edit letter text on the Body tab.

N o o s

If desired, check the Ecr_mssg checkbox to enable letters to print to an invoice
printer besides the receipt printer.

8. Click the Add (or OK) button to close the window and add/update the letter on the
list.
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Link the Letter to the Special Order
Function

Complete the following procedure to create a link between the special order policy letter
and the special order function so the letter will print on special order receipts.

1.

N o o bk

Log in to the IMS application.

Ve AcuSport Corporation - AcuSport V6 Inventory Management System
Edit Process Data History Reports Resets Utilities Window Help

Close DataSource

Lagln
LogOut

Close Window
Print Setup...

Label Print Setup
Receipt Print Setup

Exit

Select File > Properties from the menu bar to display the Properties window.
Click the Messages tab to display it.

VE IMS Properties - AcuSport Corporation [=] @ ==

” ” H ATF 3310 Alerts ” CC Setup ‘

General ” 510 ” AIR ” BIO ” G/L ” POS ” Tender | Messages |EFP ” Multi Store ” Franchise ” Reports ” Email ” ‘

[CECheck Endarsement Letters
Sale
Return
Charge
Lay-a-way | Layaway
Pole Display Message
POINT-OF-SALE

Work Order
Reservation

Preamble Gift Receipt | GIFT RECEIPT
Store Hours -
Special Order | Special Orders
8a-9p
Postamble

Visitus onthe Web Post Signature

Lay-a-way Reminder

K| I [ K [

WWW.YOUBUY.COM

Some changes made to Setup will take effect the next time you start IMS

Select the special order letter from the Special Order field’s dropdown menu.
Click the OK button to close the Properties window.

Select Utilities > Build POS Data from the menu bar to update the POS.
Log in to the POS application.

P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online. (If it is
labeled “Go Offline,” the POS is already online.)

Click the Download (F6) button to complete the download process.
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Set Up a Restocking Fee Function

Complete either of the following procedures to establish a method for assigning a
restocking fee to a cancelled/voided special order.

e Create a Restocking Fee Item Code
e Create a Restocking Fee Tender Key
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Create a Restocking Fee Item Code

1. Loginto the IMS application.

2. Select Data > Item from the menu bar to display the Item screen.

3. Click the New button to display the Add Item window.

YE Add Frem (=5
General | CostiPrice ” Setup H ltem Codes H UDF ” Sales H History H PY History H Images ” Commission ” |
ltern # | 16958 UpPC (Printed on labels, if present)
Description 1 | Fee: Special Order Restocking
Manufacturer LookUp Cross Reference
Style Vendor
Size Cross Ref#
Golor Pkg Qty 1.00
Other Units/Pkg 1.00
Class MISC LookUp
Season LookUp
Letter
Type |Z|
Description iolate s =saae] |

Enter a name for the restocking fee in the Description 1 field.

Enter (or Lookup and select) an appropriate class for the fee in the Class field.
Select the special order letter from the Description field’s dropdown menu in the

Letter section.

7. If desired, complete the following procedure to assign a standard, flat amount for

the fee:
1. Click the Cost/Price tab to display it.

¥ Addbem =

;‘gonursl;f!"“"l'“ iﬁwn flemn Codes  UDF || Saigs | Mistory  FY History | Imgges | Commissicn

tem# 16858 W

Descripion 1 | Foé Spbtial Order Rostacking Queus Labels

Gp% Gps
0000 Price 1 250000 | A 10000 25,0000
00000 Frice 3 00000 || A 000 0.0000
0000 Fiice 3 00000 [ ] 000 00000 yyeignt 2500 Lo
000 Price 4 00000 (A 000 0.0000
i T Price § 00000 | Al 000 0,0000
Commitay 200 Sugg Retil 0.0000 (1]
P1Disc 00000 10000 250000

2. Enter the fee amount in the Price 1 field.
Click the Add button to save the fee.
Click the Close button to close the Add Item window.

10. Complete the Build POS Data and Update Register(s) procedure to build POS

data and update each register using the register(s):
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Create a Restocking Fee Tender Key

1. Loginto the IMS application.
2. Select File > Properties from the menu bar to display the Properties window.
3. Click the Tender tab to display it.

VE IS Properties - AcuSport Corporation ol @ |
” ” || ATF 3310 Alerts H CC Setup ‘
General H s8i0 ” AIR ” BI1O ” GIL ” POS | Tender | Messages ” ETP H Multi Store ” Franchise ” Reports ” Email ” ‘
KEY LABEL GLACCOQUNT KEY LABEL GLACCOUNT
Gash | Cash Well Fargo [=] Tender! | Coupon 1 [~
Check | Check Well Fargo Tender2 | Restocking Feq [=]
Account | Charge Tender3 E
[¥] Print Balance Tenderd E
Gift | Gift Tenders E
Gift Bal 0.00 [] Upc Coupon
Debit | Debit Well Fargo Tenders -]
Credit | Credit Card Well Fargo [C1Upe Extended Caupan
Layaway | Lway |z| Fd Stmp E
Foreign |z| Paid Out E
Cur Rate 0.000000

Some changes made to Setup will take effect the next time you start IMS

Locate an unused tender (Tender 1 — Tender 6) field.

Enter a name for the restocking fee in the appropriate tender field.

Click the OK button to close the Properties window.

Select Utilities > Build POS Data from the menu bar to update the POS.
Log in to the POS application.

© N o 0 bk

P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online. (If it is
labeled “Go Offline,” the POS is already online.)

9. Click the Download (F6) button to complete the download process.

Special Order Guide



Build POS Data and Update Register(s)

1. Select Utilities > Build POS Data from the Main Menu Bar to display a
confirmation window.

ARS Business Sclutions, LLC - AcuSport V6 Inventory Management Sys... l‘ — ‘]

Click the Yes button to start the build process.

When the build process is complete, the system displays a confirmation window

ARS Business Sclutions, LLC - AcuSport V6 Inventory Management Sys... @

| The POS Data has been built.

Click the OK button to close the window.

Complete the remaining steps for each individual register using the AcuSport V6
system

Close out of the POS at the register.

Click the V6 POS icon on the desktop to display the Register Maintenance
window.

+ Register Maintaince

An update for POS is available, would
you like to update now?

8. Click the Yes button to update the register.
9. When the update is finished, the V6 Point-of-Sale screen will display as normal.
10. Click the Download (F6) button to display a confirmation window.
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-

V& AcuSport V6 Point-of-Sale 22

Download POS data from:
CAARSAPPS\ARSEIMSEIDATAPOS,

Yes Mo

11. Click the Yes button to download data and display a completed download
confirmation window.

-

VB AcuSport V6 Point-of... &3

Download Complete

Ok

12. Click the OK button to close the window.
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Create a Special Order

Complete either of the following procedures to create a special order.

e Create a Special Order from the IMS
e Create a Special Order from the POS

12 AcuSport® V6 System



Create a Special Order from the IMS

Complete the following procedure to place an item on special order through the IMS
application.

1. Loginto the IMS application.

2. Select Process > Sales Order from the menu bar to display the Sales Order
screen.

3. Click the New button to display the Add Sales Order window.

¥E Add Sales Order - 71 - ===
General |B|II|ng || UDF H Totals ” Report || Terms ‘
Order# |71 Order Date | 1/16/2015 Clerk # LookUp
Custpo Ship Date | 1/16/2015 Deposit
Bill To Ship To
AR Acct# Wail # Bill To
Mame (L, F M) KName (L, F, M)
Address1 Address1
Address2 Address2
City State Zip City State Zip
Country Country
Phone# | - - Phone# - - [1Use Ship For Serial
FFL FFL
Contact
E-mail
Quote Flag
[l Cancel Back Order

4. Complete the fields as desired:

If needed, the system-generated Order # field may be edited.

Enter (or Lookup and select) the Special Order account in the AR Acct # field
in the Bill To section.

Enter (or Lookup and select) the desired customer account in the AR Acct #
field in the Ship To section.

If previous back orders should be cancelled, check the Cancel Back Order
checkbox.

If the special order is only a quote, check the Quote Flag checkbox.

5. Click the Add button to add the special order to the Sales Order screen.
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= Retail Technology Group - AcuSport V6 Inventory Management System

File Edit Process Dats

History Reports

Resets Utilities  Window Help Tools

[ Mew | Wodity || Delete || Fiter | Find | interface |inquire Add| WO Import | BinCmt || Total || Update | Report |
YE Sales Order - 71 - SPECIAL ORDERS,
General |Addrass ” Detail H ” Shipping ” Terms ” Gift Payment |
Order # AR Acct # Mame First Name Middle Mail # Clerk # Ship To
50924200342 ALBRECHT RUDY 8157453888 1 ALBRE(]
12 487 MacGavin Shoaoter 1
14 490 Abel Mike 1 Abel
22 503 Chio Ordnance Works, Inc 458 1 Chio Ory
28 487 MacGavin Shooter 1 MacGay|
29 505 Helland Rodney 1 Helland
39 517 MM 467 1 M1
40 517 MM 467 1 MK
42 517 MM 467 1 MM
50344200672 Smith Tim 54564564654 1 Smith
55 501 Rangel Richard 1 Rangel
56 501 Rangel Richard 1 Rangel
58 1 Cody Christen 1 Cody
£00933006(2 Apel Mike 2000 1 Abel
£0093300612 Abel Mike 2000 1 Abel
2 SPECIAL ORDERS 1000 1 Cody

Receive one or more deposits through the POS.

» Before attempting to receive the deposit, be sure to complete the Build POS
Data procedure in the IMS application and the Download procedure in the
POS application to ensure the special order can be selected in the POS.
Refer to Create a Special Order from the POS for information on receiving
special order deposits.

14
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Create a Special Order from the POS

Complete the following procedure to place an item on special order or to collect a
deposit for an existing special order.

1. Logintothe POS application.
P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online. (If it is
labeled “Go Offline,” the POS is already online.)

2. If needed, click the Point-of-Sale (F2) button to display the set of buttons shown
below.

P If other windows (PIN entry, etc.) appear, complete or cancel them as
appropriate.

V5 AcuSport V6 Point-of-Sale
Eile
F1 F2 F3 F4 F5 F6 F7 F8 F8

Return
ltems

Style

No Sale Lookup

Void Tran

F10 F11 F12
Sell Gifts Toggle

3. Click the Rec on Account (F2) button to display a different set of buttons.
VE  AcuSpoert V6 Point-of-Sale

Eil
F1 F2 F4 F5 F6 F9 F10 F12
Special
Item AR
QOrder Lway Togale

4. Click the Special Order Deposit (F5) button to display the special order number
entry window.

F3 F8 F11

pi) AcuSport VB Point-of-5ale @
Enter Special Order #
15999830060

5. Complete either of the following as appropriate:

e If creating a new special order, edit the system-generated special order
number as needed.

e If collecting a deposit for an existing special order, click the List button and
select the appropriate special order from the list.

6. Click the OK button to display the Special Order R/A window.

P If the mail number entry windows appear, complete it.
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a Special Order R/A

Order# | 5999830060

First Mame | Mike
LastMame | Abel
Address 1 | 123 Windmill Rd
Address 2
City, 5t Zip

Sauk Rapids MM 56333

Depaosit 0 RADeposit

Deposit (545) is 10% of expected price.

5 45.00

7. Enter the amount of the special order deposit in the RA Deposit field.

8. Enter special order notes (item description, quoted price, etc.) in the large text
field. These notes will print on the customer’s receipt.

9. Click the OK button to display the R/A Payments window.

Y2 AcuSport V6 Point-of-Sale

Toggle

Type Amount

File
F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12
. Credit
Help Cash Check Gift Void Tran Card
R/A Payments
Enter Amount Tender ‘$ 0.00 Clerk JERRY H.
Amountto Tender  45.0000
]
Total 45.0000 Reg No. 99 2

-

10. Enter the amount of the special order deposit in the Enter Amount Tender field.

11. Click the appropriate tender button (e.g. Cash (F2), Check (F3), etc.) to receive

the deposit.

16
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Finalize a Special Order

Complete the following procedure to finalize the special order.

1. Receive the special order item.

» Once the special order item has been received at the IMS, it is ready for
customer pickup. The receiving clerk will need to know the item code
associated with the special order. (The store may use a generic code like '99'
or it may use the actual item code depending upon the situation and store

policy.)

» When the item was linked to the customer's special order in the IMS
application, a special order sheet (a full sheet showing the item number and
order details, not a register receipt) should have been printed. It may be helpful
to have the receiving clerk attach the special order sheet to the item when it is
received into the system.

Special Order # 5014400036
ARS Business Soluions, LLC
Fram:
Ta Doe, John
1234 Anywhere
USA Town, US 12345
Bill To: 355-555-5555
M ail # 6555555555 Order Dats &3 62010
P Her AR Acct # 100 Clerk#2 PO # Page 1
Iten # Description 1 Style Crder Gty Price Ext Disc  Met Sale
88 Special Order Item 1 200.00 0.00 200.00

2. Complete the following procedure to add item information to the special order.
1. Log in to the IMS application.

2. Select Process > Sales Order from the menu bar to display the Sales
Order screen.

(Y8 Retail Technedngy Group - AcuSport V6 Tmventory Management System
File Edit Process [Data History Beports Regets Utities Windaw Help  Toals

New | Woaty || Deele | Faer find | imerface | maure 4cd + [ Bncm | Tow | Update || Repon | Tex snin

W8 Sales Order - 71 - SPFCIAL ORDERS,

ddress | Datail Shipping | Terms  Gift Payment

[RActw [Name Fiesi NMamme__ [Middle Juaitw Cler [enip To ame
ALBRECHT RUDY 2157453038 1 ALBRECHT RUDY
| 407 MasGain Shocter 1
|14 450 el Miice 1 Abel
f22 503 Ohig Ordnance Works, Inc 459 1 Do Oranance Works, Inc
MacGain Shooter 1 MacGawn
Hellang Rodney 1 Hetlana
[T 467 1 MM
] | | 467 11 T
[ | | 467 Il I
|smim [Tim | (SA5GASEAEEY |1 |3min
|Rangel |Fichard 1 |Rangel
|Rangel |Richard il |Rangel
| | |Cody |Chnsten 11 | Cody
|svsuas0(z Aoel ke 2000 2] Anel
|EABnaznaR 2 [ el Mo | 12000 [1 [Abel
2 |SPECIAL ORDERS | 1000 [i [Coty

3. Click the special order to select it.
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4. Click the Detail tab to display it.
5. Click the New button to display the Sales Order Item window.

IME Sales Order Item =
General | UDF ” ” H |
fiemCosslo (CLookup ] orders |71
Style LookUp ARAcct# |2

Clerk
Description 1

Order Date | 1/16/2015
Class

Price 1 Ship Date | 1/16/2015

Order Gty 1.00 Ship Qty 0.00 Price 2
Disc % 0.00 QoH Price 3
DiscAmt Commit Qty Price 4
Price 0.0000 Price 5
Tax E' Sugg Retail

6. Populate the fields to identify the special order detail.

P If applicable, use the non-stock item code and change the description to
match the actual item description. (An actual item code may be used
without needing to alter information.)

7. If the item is a serialized item, be sure to click the Serial tab and enter
serial information.

8. Click the Add button to add the detail to the Detail tab.
Log in to the POS application.
P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online. (If it is
labeled “Go Offline,” the POS is already online.)

If needed, click the Point-of-Sale (F2) button to display the set of buttons shown
below.

P If other windows (PIN entry, etc.) appear, complete or cancel them as
appropriate.

¥2 AcuSport V6 Point-of-Sale
File

F1 F2 F3 F4 F5 Fé F7 F8 Fo F10 F11 F12
ltem Recon . . Return Style ; 5
Search AT Paid Qut Mo Sale | |Vioid Tran ltemns Lookup Quit Sell Gifts Toggle

Click the Toggle (F12) button twice to display the recall buttons.

k] AcuSport Vb Point-of-Sale
File
F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 E11 F12

Hem Recall Recall
Suspend| Suspend
Sead uusr1:.n usg n Toggle

Recall
Reserve
Rental

Recall
Work
Order

Recall
Special
Order

Recall
Global
Suspend

Void
Layaway

Recall
Layaway
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6. Click the Recall Special Order (F5) button to display the special order number
entry window.

=

s AcuSport V6B Point-of-5ale @
Enter Special Order #

List QK Cancel

7. Enter the special order number in the Enter Special Order # field (or click the List
button and select the special order from the list).

» The special order number is printed on the customer’s receipt.
8. Click the OK button to display the Sales Entry window.

g AcuSport VB Point-of-5ale
File
F1 F2 F3 F4 F5 F& F7 F8 F9 F10 F11 F12
ltem ; N . Return Style
E—— Quantity | |Discount| |OverRide Clerk oid Item o Lookup Subtotal Total Jourmnal Toggle ‘
Sales Entry
Enter ltem Code Subtotal 449.99 Clerk JERRY H.
Customer Mike Abel
]
Units Sold: 1 QoH 0.00 RegNo. 99 =0
Price Discount Quantity Met Sale TaxccdDesc2 -
JOWTHROWER 5+ 44909 0.00 1.00 449.99 1
[ [ [ [ [ [ 1

9. If desired, complete the following procedure to add items to this transaction:
1. Add the additional item(s).
2. Click the Subtotal (F9) button to display the Subtotal window.

» The Subtotal window does not include the amount due for the special

order.
M5 AcuSport V6 Point-of-Sale
File
Fi F2 F2 F4 F5 F& F7 Fg Fg F10 F11 F12
Help E;f;m DI;\éURum Void Sale g,ft'; Total Toggle
Subtotal
Subtotal 0.00 Clerk JERRY H.
0.0625 Tax1 0.00 Customer Mike Abel
Discounts 0.0000 0.0000 Tax2 ey
0.0000 Tax2 0.00 L}
Total 0.00 Reg No. 99 =0

Units Sold: 1

10. Click the Total (F10) button to display the Tender window.
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» The Tender window displays the amount due for the special order (and any
recently added items). The list displays the balance due and total deposits paid
for the special order.

M2 AcuSport V6 Point-of-Sale
File
F1 F2 F3 F4 F5 FG F7 F2 F9 F10 F11 F12
y Issue
Help Cash Check C:; z Gift Void Tran Eé)r:rddlt Lway Gifts Toggle
g Credit
Tender
Enter Amount Tender 3 | 000 Subtotal 0.00 Clerk JERRY H.
Tax 1 0.00 Customer Mike Abel
Amount to Tender 278.11 Tax 2 0.00
Tax 3 0.00 L}
Total 0.00 Reg No. 99 "
Previous Balance 27811
Type Amount -
Previous Bal -278.11
Deposit 200.00

11. Enter the amount due in in the Enter Amount Tender field.

12. Click the appropriate tender button (e.g. Cash (F2), Check (F3), etc.) to complete
the transaction.
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Cancel a Special Order

Complete the following procedure to cancel a special order.

1. Logintothe POS application.
P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online. (If it is
labeled “Go Offline,” the POS is already online.)

2. If needed, click the Point-of-Sale (F2) button to display the set of buttons shown
below.

P If other windows (PIN entry, etc.) appear, complete or cancel them as
appropriate.

VB AcuSport V6 Point-of-Sale
Eile
F1 F2 F3 F4 F5 F& F7 F8 F9

Recon
Account

Item
Search

Return
Iltems

Style
Lookup

F10 F11 F12
Sell Gifts Togale

3. Click the Toggle (F12) button twice to display the recall buttons.

Paid Out

No Sale

Void Tran

k] AcuSport VB Point-of-Sale
File
F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

Hem Recall Recall
Si end| |Suspend
e uus:,n usg n Toggle

4. Click the Recall Special Order (F5) button to display the special order number
entry window.

Recall
Resene
Rental

Recall
Work
Order

Recall
Special
Order

Recall
Global
Suspend

Void
Layaway

Recall
Layaway

1 AcuSport VB Point-of-5ale @
Enter Special Order #

5. Enter the special order number in the Enter Special Order # field (or click the List
button and select the special order from the list).

QK Cancel

» The special order number is printed on the customer’s receipt.
6. Click the OK button to display the Sales Entry window.

» If other windows (Serial Info, etc.) appear, complete or cancel them as
appropriate.
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Y2 AcuSport V6 Point-of-Sale
File
F1 F2 F3 Fa F5 F6 F7 F8 F9 F10 F11 F12
ltem - " . . . Return Style
Search Quantity | |Discount | |OverRide Clerk Void ltem o Lookup Subtotal Total Journal Toggle
Sales Entry
Enter ltem Code || E Subtotal 770.99 Clerk JERRY H.
Customer Mike Abel
R
Unis Solg: 1 QoH 73.00 Reg No. 99 =0
itermcode Descl Price Discount  Quantity  MNetSale TaxccDesc2 -
5000 BER 84 CHEETAH 380 PLST 13 770.99 0.00 1.00 770.99 1

7. Void all transaction items to remove them from the Sales Entry window.
Click the Subtotal (F9) button to display the Subtotal window.
Click the Total (F10) button to display the Tender window.

» The Tender window displays the amount due for the special order (and any
recently added items). The list displays the balance due and total deposits paid
for the special order.

s AcuSport V6 Point-of-5ale
File
F1 F2 Fa F4 F5 F6 F7 F8 Fo F10 F11 F12
" Issue
AR " . Credit
Help Cash Check Gift Void Tran Lway Gifts Toggle
Charge ‘ Card Credit
Tender
Enter Amount Tender 3 | 0.00 Subtotal 0.00 Clerk JERRY H.
Tax 1 0.00 Customer Mike Abel
Amount to Tender 275.00 Tax 2 0.00
Tax 3 0.00 [}
Total 0.00 RegNo. 99 =3
Type Amount "
Deposit | 275.00]

10. Complete one of the following procedures as appropriate to issue a refund:

e Refund the Entire Deposit Amount with No Restocking Fee
e Refund the Deposit Minus a Restocking Fee (Item Code)
e Refund the Deposit Minus a Restocking Fee (Tender Key)

Refund the Entire Deposit Amount with No
Restocking Fee
1. Click the Cash (F2) button to display the Point-of-Sale window.

» The window displays the amount to be refunded (total deposit).
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k?. AcuSport VB Point-of-5ale

File
F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

Point-of-Sale

Enter ltem Code % Clerk JERRY H.

Customer Mike Abel

Cash Change: $275.00

Reg Mo. 99

2. Issue a refund in the amount shown.

Refund the Deposit Minus a Restocking Fee (Iltem
Code)

P Refer to Create a Restocking Fee Item Code for more information.
1. Click the Cash (F2) button to display the Point-of-Sale window.

P If the PIN entry and mail number entry windows appear, complete them.

k?. AcuSport VB Point-of-5ale

Eile

Fi F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

{ o
Point-of-Sale

Enter ltem Code % Clerk JERRY H.

Customer Mike Abel
Cash Change: $275.00
Reg Mo. 99

2. Remember the change amount shown in the window for future reference.
3. Enter the restocking fee item code in the Enter Item Code window.
4. Press the Enter key to add the fee to the list on the Sales Entry window.
5. Click the Total (F10) button to display the Tender window.
AE AcuSport V6 Point-of-5ale
File
F1 F2 F3 F4 F5 F6 F7 F2 Fo F10 F11 F12
y lzsue
Help Cash Check Cr:\;ge Git | |VoidTran %r:rdd't Sﬁt
Tender
EnterAmount Tender 3 25.00 Subtotal 25.00 Clerk JERRY H.
Tax 1 0.00 Customer
Amount to Tender 25.00 Tax2 0.00
Tax3 0.00 '
Total 25.00 Reg No. 99 =5
Type Amount ~
|

6. Enter the change amount (from the Point-of-Sale window) in the Enter Amount
Tender field.
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7. Click the Cash (F2) button to display the Point-of-Sale window.

» The window displays the amount to be refunded (total deposit minus the
restocking fee).

g AcuSport V6 Point-of-5ale
File

F1 F2 F3 F4 F5 F& F7 F8 Fa F10 Fi1 F12
Help Toggle
Point-of-5ale
Enter [tem Code E Clerk JERRY H.

Customer

Cash Change: $250.00

Reg Mo. 99

8. Issue a refund in the amount shown.

Refund the Deposit Minus a Restocking Fee (Tender
Key)

P Refer to Create a Restocking Fee Tender Key for more information.

1. Click the Toggle (F12) button as needed to display the Restocking Fee tender
key (button).
S AcuSport V6 Point-of -Sale

File
F1 F2 F3 F4 E5S F& F7 Fa F3 F10 F11 F12

uPC
COUPON

Traveler
Checks

Coupon
2

Restocking
Fee

Invoice
ON

Tax
Exempt

Remaove

ples Tender

Toggle

Coupon
1

Enter the amount of the restocking fee in the Enter Amount Tender field.

Click the Restocking Fee button to add the fee to the list in the Tender window
and update the amount shown in the Amount to Tender field.

4. Click the Cash (F2) button to display the Point-of-Sale window.

» The window displays the amount to be refunded (total deposit minus the
restocking fee).

s AcuSport V6 Point-of-5ale
File

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12
Help Toggle

Point-of-Sale

Enter ltem Code % Clerk JERRY H.

Customer

Cash Change: $250.00

Reg Mo. 99

5. Issue a refund in the amount shown.

24 AcuSport® V6 System



Correct a Special Order Issue

Complete the following procedure as needed to correct a special order that was
incorrectly recalled and finalized (cashed out).

1. If the transaction was voided after the special order was finalized, complete the
following procedure to correct the special order AR account:

P If the transaction was NOT voided after the special order was finalized,
proceed to the next step.

1. Log in to the POS application.
P If the FOM is not currently enabled, enable it now.

P If the F11 button is labeled “Go Online,” click it to send the POS online.
(If it is labeled “Go Offline,” the POS is already online.)

2. If needed, click the Point-of-Sale (F2) button to display the set of buttons
shown below.

P If other windows (PIN entry, etc.) appear, complete or cancel them as
appropriate.

M5 AcuSport V6 Point-of-Sale
File
F1 F2 F3 Fa4 F5 F6 F7 F8 F9 F10 F1 F12

ftem
Search

Recon Return
Account ltems

Style

Paid Qut Logkup

MNo Sale | |Void Tran Quit Sell Gifts Toggle

3. Click the Rec on Account (F2) button to display a different set of buttons.

Y5 AcuSport V6 Point-of-Sale
F8 Fg F10 F11 F12
Lway Toggle

4. Click the AR Charge (F4) button to display the account number entry
window.

V& AcuSport V6 Point-of-Sale @

Enter Account #

List ‘ oK ‘

5. Enter the special order AR account number in the Enter Account # field
(or click the List button and select the account from the list).

Cancel

6. Click the OK button to display the Account Tender window.
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g Account Tender 3

Account# | 5

First Name

LastMame  SPECIAL ORDERS

Address 1

Address 2

City, St Zip

Credit Limit 0.00 | Balance 2505.54

Status | GOOD

RAAmMOount $ 000

7. Enter the deposit amount in the RA Amount field and press the subtraction
(-) key to make the amount negative.

Click the OK button to display the R/A Payments window.

Click the appropriate tender button (e.g. Cash (F2), Check (F3), etc.) that
was used to finalize the transaction.

2. Recreate the special order.
> Refer to Create a Special Order for more information.
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