RETAILXPRESS POINT OF SALE
HANDBOOK

ADDING INVENTOY

Click on INVENTORY and then PRODUCTS

m {7.0.0.0} RetailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)

() ol

Company

¥

BEE

Inventory

Click ADD NEW button and then Fill out the highlighted areas.

[ 7.00.0) Products (EN) - 8 X

- -0 BOOOBE0REEHE

tem No: Ado-Assign Show Active Only (] Aphabetical Order [ Copy From fem No: és},
Bil Description:
Sale Description:
Tacode | | Socking Unt: [ | || mapeuon we )
we ][4 Click on icon to choose code GyOntent: [ | v
kgt || v Gee| 1000 for tax exempt and 1001 for Packng:
S v el taxable. PockUws:| 10
Bk Barcode: o | Geme | Mooy | | Bkl 10
Price Breaks Options ~ Supplier 4 PO Classfication
Prices Picture
Description Quanti Price ($) Price Level MarkUp (%)  Profit (%) Final
PRICE-BREAK # 1 0 0.00 T ww T o
PRICE-BREAK #2 0 0.00 00 | 0.00
PRICE-BREAK #3 0| 0.00| [ 0.00
PRICE-BREAK #4 0 0.00 000 000 0.00 NO QR Code
PRICE-BREAK#1(BULK) 0 | 000 [ | o | 000 -




If you are adding price breaks fill out the highlighted. The records shown are example for price
breaks for 1, 3, 6 items

nce Breaks Options Supplier § PO Clssfication

Pices Pitu
f : Price Level MarkUp (%)  Profit (%) Final =
PRICE-BREAK # 1 00 +5000) RSN EETR K w
DRICE-BREAK # 2 DOSH | 19000 | 9% 400000
RRICE-BREAK #3 _ DO | W | %% | 380000
PRICE-BREAK 74 0 000 000

000
w | o [ —

How to search for an Item and edit. Go to INVENTORY and PRODUCTS.

Click on SEARCH and enter KEY WORD. Select item. If you need to edit item Click on Edit

7.0.0.0) Products (EN)

e o: |IM 00000 Auto-Assign
Bil Description: [INTEREST PAYM_i lSearch Items
Sale Description:
Key Wort ||
Taxcode: [EXEMPT (NO TAX
Type: [NON-NVENTORY o — —
— v x it i E
Unit Barcode: CONTINUE CLOSE up DOWN KEYBOARD NUMBERS ADD\EDIT
PackBaode: i femsinList: | 25 | 50 | 100 | 200 MAX
BukBacode: W Item No. Barcode Description
S 111-00000 DEFAULT DEFAULT DEFAULT 0
eBrezks Options  Supplier 4 PO Classfi{ IM-00001 ABC DEFAULT DEFAULT DEFAULT 4,
ices b IM-00002 SAMPLE SERVICE ITEM DEFAULT DEFAULT DEFAULT 0.
Description Qua sample DEFAULT DEFAULT DEFAULT

ICE-BREAK # 1
RICE-BREAK # 2
RICE-BREAK # 3
RICE-BREAK # 4




How to change item from taxable to non-taxable.

Select item, click edit and Follow the steps then click save.

B (7.0.00) Products (EN) — o X

em No:[IM-00003 Show Active Only [J Aphabetical Order [
Bill Description: |sample m Tax Codes - (@]
Sale Description: Isample "
T Y Key Word: | H Search
- u@ 5 | Em
igose: [ ] M [ Gererat comus aﬁz l‘l%‘l II;oiwﬁ' H e [ 2

Pack Barcack: [v][ s
Buk Barcode: v | Genenf
Prce Breaks Optons  Suppler PO Clssfication
Prces
[ Description Quanity  Price ($)

DESCRIPTION

| TAXABLE-1
| TAXABLE-2




HOW TO ACCESS POINT OF SALE SCREEN

Counter Sale

Follow the highlighted steps. SALES and COUNTER SALE

7 0.0.0} RetailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)

Company

Customers Ship To Address

Counter Sale Re-print POS Ticket Customer Categories Void Transaction




Basic point of sale selling. - Follow the numbered steps

After step 3 repeat the process to add more items

[ (7.0.0.0) Sales Tickt Entny (EN)

{7.0.0.0} Sales Ticket Entry: (EN)
ICIshlorld:OPTIWS HDocumlnt#:DFOOOWN—WM

w2 Customer: CASH CUSTOMER (TAXABLE-1)

C 4

I3 SAMPLE SERVICE ITEM 4,00000 N 12,000.00

Item no.

Price Sub-Total

item no. e
e ;| %)  ao0o0 x 120000
\SAMPLE SERVICE ITEM B |
F1-securd Sub Total Sales Tax Total
= 12.000.00 .00 12.000.00
| F1:Secure Station | F2:Hold | F3:Lookup | Fa:Customer | Fs:Utilies | F6: Delete Line
 F7:Member Points | ] F8: Charge Bil ‘ ' F9:Reprint Ticket \  F10:Refund ‘ Fi1:Clear Lines | \ F12:Tender

Step 1, Click on Lookup of press F12 button
Step 2, Enter keyword to search for items and then double click to select
Step 3, Enter Quantity and press enter key



TENDERING INVOICE

Follow the numbered steps.

12,000.00

_—

|CASH (BASE) 12.000.00§|
Delete Line Complefe 3 Close N Sub-Total
= 15 L eceipt No- | DFAR-0000049-1001 % || 0.00
Ticket Total: 12,000.00 =
a4 5 6 | 00 . Net Amount Received: 0.00 ]

. - . . Amount Due: 12,000.00 , J, 1 2 000_ 9 0
M;i ——r Jresusomer e 7‘ F6: Delete Lin
 F7:Member Points H F8: Charge Bill | Fo:Reprint Ticket F10:Refund HFﬁ:cle-rUnn | Frztender | 1 J
[ IReady...

Step 1, Click on tender of press F12 button
Step 2, Enter amount of money tendered
Step 3, Click on Complete or press the enter key



Click YES or press enter key to complete and print invoice.

[l tender Payment

1Type D ion

Amount

» Tender CASH

Message

Delete Line

|
. ‘ Ticket Complete?

Document Totals

16,000.00

.00

Receipt No.:
Ticket Total:
Net Amount Received:

Amount Due:




Reprint Invoice. Follow the numbered steps. User name Optimus, password Abc123

Select lookup Follow the numbered steps. User name Optimus, password Abc123

{7.0.0.0} Sales Ticket Entry: (EN) = (s] X

Ic::hlorld:OP'ﬂllJS Document # : <Auto Assign>

»? Customer : CASH CUSTOMER (TAXABLE-1)

o

Item Description Unit
Supervisor Override

r
User name
OPTIMUS

Password

Sub-Total

Sub Total Sales Tax
.00 , $.00
' Fi:Secure Station | F2iRecall Hold | F3:Lookup 1 F4:Customer | FS:Utilties | Fé: Delete Line \
' F7:Member Points | ] F8: Charge Bil | F9:Reprint Ticket F10:Refund ‘  Fit:Clear Lines | ] F12:Tender
] fead;... ) ’

i ||Docmm#:<AubAulgn>

er : CASH CUSTOMER (TAXABLE-1)

“swran

1 Quantity Unit Price Tax Extended

POS Ticket Lookup Options (EN)
Options
O Enter POS Ticket No.
@® Lookup\Search By POS TicketNo
‘Gokup\Search By Da 3

Sub-Total
% | 0.0

Sales Tax

j ] F2:Recall Hold ‘ \ F3:Lookup ’/ X [ ] F6: Delete Line
j ] F8: Charge Bill \ | F9:Reprint Ticket e Nl o= 1R \ ] F12:Tender




o
X

{7.0.0.0} Sales Ticket Entry: (EN) =

= [l Tickets = m] X
N
Key Worli: || A ” Search ]
I

= =

v X 1 B
(i Nt 34

CONTINUE CLOSE up DOWN KEYBOARD || NUMBERS ADD\EDIT

‘femsinlist | 25 | 50 100 | 200 MAX

Doc. No. Doc. Type Customer Cashier Doc. Date Doc. Total
» 01-D 6 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4 0
01-DF-005 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4000.00
01-INV-9 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 3000.00
01-INV-8 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 8000.00
01-INV-7 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4000.00
ltem no. 01-INV-6 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 364000.00
01-INV-5 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4000.00
01-INV4 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 28000.00
01-INV-3 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 12000.00
01-INV-2 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4000.00
Sub Total 01-INV-1 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 4000.00
01-INV-0 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023 28000.00
01-INV-0000014 | INVOICE CASH CUSTOMER OPTIMUS 10/14/2023
. a 01-INV-0000013 | INVOICE CASH CUSTOMER OPTIMUS 09/27/2023
m 01-INV-0000012 | INVOICE CASH CUSTOMER OPTIMUS 09/27/2023
F7:Member Points | 01-INV-0000011 INVOICE CASH CUSTOMER OPTIMUS 09/27/2023

I o

{7.0.0.0} Sales Ticket Entry: (EN) = (u) X
[c.:hhrld:OPTIIl.ls ||Docunont#:<AutoAsﬂ¢n>

[ BB pOS Ticket Lookup Options (EN) x |

Item Description 1 [ Price Tax Extended
Print\Preview

Sub-Total

000 % | oc

Sub Total

.0(

] F1:Secure Station | \ F2:Recall Hold ] F5: Utilities | \ F6: Delete Line

] F7:Member Points ‘ ] F8: Charge Bill ‘ | F9:Reprint Ticket | ’ F10:Refund ‘ ] F11:Clear Lines ‘ ] F12:Tender




Step 1, Click on reprint of F9 Key

Step 2, Select Lookup/Search by POS

Step 3, Click on Complete or press the enter key

Step 4, Enter invoice number, click continue or enter after invoice is found
Step 5, Click print



Refund Invoice. Follow the numbered steps. User name Optimus, password Abc123

{/.0.0.05 daies 11cKet ENTy: (EN)

ashier Id : OPTIMUS ||Docunont#:<AubAodgn>

: CASH CUSTOMER (TAXABLE-1)

Item Description

Supervisor Override

Sub-Total

Quantity

0.00 % ] 0.0¢
sub Total Sales Tax
0.00 0.00
1:Secure Station F2:Recall Hold F3:Lookup F#:Customer F5:Utilities F6: Delete Line
l 1
‘7:Member Points F8: Charge Bill F9:Reprint Ticket +10:Refund F11:Clear Lines F12:Tender
{7.0.0.0} Sales Ticket Entry: (EN) = (=] x
:ashier Id : OPTIMUS “Doeun.m#:«momm
| item Description Dc o | || -tosa- | 3 v Extended
Continue

Customer:

Sub-Total

“1:Secure Station —| I;GI Delete Line

=7:Member Points | F12:Tender




0.0} Sales Ticket Entry: (EN) = =}
rierId : OPTIMUS ”Doemmn!:dubw

Customer : Claitiiay

Item Description Document No: |01-inv-9
CASH CUSTOMER

Customer:

3 E iptio Price-1 Sub-Total

iivi-u yuu 12ABC 3.000.00 300000 N

) Total

Secure Station
Aember Points F8:C

Sub-Total ($) Sales Tax ($) Extended ($)
Document Total: | 00 | 3,000.00|

I;FG: Delete Line

! F12:Tender

Step 1, Click on refund of F10 Key

Step 2, Enter username and password

Step 3, Enter the full invoice number and click on load

Step 4, click on the check box for each line item you want to refund

Step 5, Double click the quantity cell and enter the amount you are refunding
Step 6, Click continue.

Step 5, Print Refund



Cashier Count. Checking off the cashier

s e s e

ierld : OPTIMUS D #: <Auto Assign> -
Customer : CASH CUSTOMER (TAXABLE-1)
Show P

Unit Price Tax Extended

Item Description Quantity

Calculator
Ticket Discount (%) Cash Pay Out

Open Drawer Price Check
o Quantity Bt Cuate iy y Price Sub-Total
e | 000 » | ~

Recall Quote Charge Receipts
| Total Sale: Total

Reset-ZOUT
0.00 -0 0.C
ecure Station H F2:Recall Hold H F3:Lookup H F4:Customer IH F5:Utilities 1 ’ Fp: Delete Line
L
lember Points H F8: Charge Bill H F9:Reprint Ticket H F10:Refund “ F11:Clear Lines ‘ F12:Tender
ws! Cashier Count - >

CASHIER: OPTIMUS

n CASH [\ CARDS :
TENDER TYPE QUANTITY \TOTAL (§) TENDER TYPE AMQUNT (8)

. |cashDrop 0 00| [CRCARD - 45000 °
$5,000 x 15,000.00 | |DB CARD a 10
$1,000 =10 10,000.00
$500 1 2,000.00
$100 3 300.00 TOTAL CARDS:
$50 10 500.00 .
$20 0 00
$10 0 fop]| [ OTHER Py
$5 0 00 TENDER TYPE FX RATE AMOUNT TOTAL (5)
$1 0 00 FX1% 1.00 100 100.00
Petty Cash 0 00| |Fx2$ 1.00 0.00 00

FX-3 1.00 000 00

CHEQUE 1.00 c 000 00

LOYALTY PNTS 1.00 < 0.00 .00
TOTAL CASH: 27,800.00 TOTAL OTHER: 00 00

)
COUNT TOTAL: 72,910.00
Y106 X 1
SAVE\PRINT ANCEL




i3 Report =t

éﬁe%‘?& R | ni R SAP CRYSTAL

ManReport |

CASHIER SIGNATURE MANAGER SIGNATURE

Step 1, Click on utilities

Step 2, Click on count

Step 3, For the Cards tender section, enter your count the amount column

Step 4, For the Other tender type section, enter your count in the amount column
Step 5, Click save and print the cashier balance form




Cashier reconcile

l {7.0.0.0} RetailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)

nﬂ 0

Options
Cash Drawer: | I
[

¥ SpecificDate: | 4/ 7/2024 [ER

Customers Credit Note

Counter Sale gories Charge Paymd

Sales Order Sales Representative Debit Notes Layaway Member Rewal

House Charges Delivery Manaj




1.0.0} RetailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)

Selector

Options

People E-Commerce

r

Cash Drawer: |
Cash Drawers

Specific Date:

4

Key Word: I

v X

CONTINUE CLOSE

1|2
3|4

NUMBERS

KEYBOARD

:ltemsinlist 25 | 50

100 | 200 MAX

Dashboards

nter Sale

ADTIMIIC

Description
BACKOFFICE

2 I

[ selector

Options

Cash Drawer: [1001

Specific Date:

ales Representative

JeE

Inventory

.

Purchasing People

|| ... |[pAcKOFFICE

4/ 7/2024 [Fhg

Debit Notes Layaway




Cashier Reconciliation

==
Dashboards

Drawer: [1001

|[BACKOFFICE

Description

Expected Counted Recoriciled

» |CASH

CR CARD

61,500.00 61,500.00]
.00)

Customers DB CARD

FX-1§

FX-2$

FX-3

CHEQUE

GIFT CARD

Counter Sale <CUSTOM-1>

LOYALTY PNTS

amount 61,500.00]  61,500.00]F 0,00

House Charges

Delivery Manager

'age No.: 1

KLAZIN DEMO
Report ID : POS009 Page 10f1

Cash DrawerReconciliation Edit List o

Station: BACKOFFICE
Sales Date: April 7, 2024

Drawer Totals

Sub-Total Sales Tax Extended
61,500.00 0.00 61,500.00

Diier Reconciliaion

AmtExpected  AmtCounted  AmtReconcild  AmtOverShort
1,500.00 1,500.00 1,500.00 000
000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

000 000 000 0.00

Recon Totas: 50000 6150000 6150000 000

Quantiy Saes ionTpe  No.OfDocs  Totallng(§)
VOIDED TICKETS 0.00 0.00
CHARGE INVOICES 0.00 0.00
CREDIT NOTESREFUNDS 0.00 0.00

Total Page No.: 1 Zoom Factor: 75%




Step 1, Click on reconcile draw

Step 2, Click on draw lookup

Step 3, Select draw then click continue

Step 4, Click continue to open cashier reconcile drawer
Step 5, Enter amount counted in the reconcile column
Step 6, Click print for the Cashier draw reconcile edit list



How to view daily summary report.

This report is to be used to see daily sales per tender type and tax figure

M {/.V.V.U} KELANADIESS (IVIdITI IVIENU) | LOCAUON: RGN [ RLAZIN UEMIU (EN) - u A

-
Company Inventory Purchasing Dashboards

Post To A\P Journals

Sales Dashboard

Post To AR Journals

Dashboard Reports Post To Inventory Journals




etailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)
[ Select Report (EN)

X

= o
' [Reports | Excel Sheets
I SAMPLE m
Description
777 Credit Notes & Debit Notes
LauncH 5 Acqounts Receivables (Detailed)
- /| Authorized Credit Customers
Cash Refunds
Cashier Drops
Cashier Exemptions Report
Cashier's Check-Off Report
Please select Cashier's Over\Short Listing
a report from Charge R a
the list leceipts Repott
Customer Listing
Customer Statement
Customer Transaction Joumal
aily Sales Summa
Purchasing e
| I
-.. 3 Sales| Sales By Customer (Detail)
Sales By Customer (Summary) \ ) . )
AN O PHOTO AV o
“= a Sales By kem (Customen) NO PHOTO AVAILABLE
Sales By tem (Department)
sl Sales By tem (Detai)
Sales By tem (Orders)
Sales By tem (Summary)
Sales Commission Report
v Un-Paid Invoices
I ST NepUIL () —
= I SAMPLE I
[ o 1
m Report - Daily Sales Summary (Filter) X
Launch
Store: | =] | |
| Customer: l ]E“ | |
Please select Sales Rep: Y
a report from ’ * I ]!—‘““ | ‘
the list I
i | o | =] |
All Report F’
Ty
Company Start Date: |04/07/2024 6
[ soveman] (| =<0 |
nventory
.
Purchasin
Sales
staft 7 v X AVAILABLE
Continue Cancel
N————




Report

,&e%{ﬂfgncbul N -

Report ID : EL002a

KLAZIN DEMO kage ot

Daily Sales Summary Report
Period 04/07/2024 To 04/07/2024

4712024 4:11:24PM

Gross Sales

CASHCUSTOMER

61,500.00

POS-SALES

61,500.00

Days Totals:

61,500.00

Grand Totals:

CASH\CHEQUE PAYMENTS

61,500.00
BREAK DOWN
CARD PAYMENTS SUMMARY

Descripion Amount

Total POS:

CASH-POS 61,5000

61,50000

Total AR Charge:




Adding User

0.0.0} RetailXpress (Main Menu) | Location: KGN | KLAZIN DEMO (EN)

LF

o

Company

R | s

A
J inventory Purchasing

Chart Of Accounts Access Levels

Tax Codes International C Terms Code

ch Screen Codes

Payment Codes Scanned Documents

Dashboards

User Accounts

Bank Deposits

Bank Reconciliation

int

View B2 2

- , 58 Users and security (EN)
<
<

(
1 of 1
Image

User | 4
Descriptior]

W

it
Assign To Store: | ) & |
Sales Bin: | Y]
: O Lock UserAccount (No Access)
‘ [ Account Has Basic Override Previleges

[ Account Has Advanced Override Previleges
[4 Account Can Access Back-Office

Maximum Discount Allowed Zero (0) No Emit

© All Depatment O Specific Departments

Y —

£33 128

= o x
= S
£ 985 2
hyers




Users and security (EN)

Access Level = o X
1 .
Key Word: || | Search ‘

User ID: [CARL - = 12
Descripton: [CARLTON HENAY. v X ! Ly E
CONTINVE CLOSE up DOWN KEYBOARD NUMBERS
| I —

| AsonToSow: [ hemsinlist | 25 | 50 | 100 | 200 MAX|

3 Code —_—
Store Locations Sales Bin: 200 escnpuon
O Lock UserAceq CASHIER

AccountHas B DELIVERY PERSONNEL

O Account Has Af MANAGER

Account Can Af orc

SUPERVISOR
Marinim Decosy SUPPLIER REPRESENTIVE
O AiDe
Discourt: | |
Touch Screen Codes
@ B © - ) ¥  RETAILXPRESS POINT OF SALE = Saved v £ Search carten eny @
Users and security (EN) - [u] X

me Insert
-~
— 3y
|Ca“b'i(5"d)’7nn 1 o nm
B I U

_ User I:

= Description: [SAMPLE USER
Aocess Love:[102 &
Resign To Siore: | [
Seles Bin: | Y

|
I

[ Lock UserAccount (No Access)
Account Has Basic Override Previleges
4 Account Has Advanced Override Previleges 8
[l Account Can Access Back-Office

]
[SUPERVISOR | Settings

|

|

|
|
|

Maximum Discount Allowed Zero (0) No kmit

© Al Department (O Specfic Departments

S —

lace Ac
st~
ng Ac




file  Home Insert

Paste

Clipboard &

[l Users a

nd security (EN)

¥ H Prl
rrid|

] fiig
ecifil

[ om

S | [
B B I U

[l Change Password

Password ScanCard | PIN#
New [l 11
11
Confim P: [

Apply Password

Add-ins

Add-ins




