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Learning Outcomes

In this lesson you will learn how to
1. Choose which POS system suits your requirements
2. Set up the features of the POS
3. Use POS on a daily basis

Requirements and Prerequisites

SoEasy should already be installed on your PC.
You should have completed all training modules on:
1. Familiarisation
2. Cash Book
3. Platform

Video

There are videos available on this subject at
www.learn.soeasyaccounting.com - WISC
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Overview
The Point of Sale Module fully integrates with both:

Cash Book  Recording Receipts and repayments and producing reports

Platform CRM database, debtors and creditors management, and stock
management system

The POS module can be added to any version of SoEasy Accounting from the
Small Business version upwards.

SoEasy has eight different POS systems to suit different retail activities. You
can switch between the versions by simply clicking a button in the set up area.

The aim of the POS module is to provide a fast, easy to use, front and back
office solution for the retail industry.

Activating the Point of Sale Module

The Point of Sale Module many not be activated on your system.
If there isn’t a “point of sale” tab on the Cash Book Main Menu (Arrow 3 below):

BHIDEMO Cash Book Main Menu ] o [=] ]
» Hel
SoEasy"
accounting.corn [a
@ n 19 11 09
M CaSh BOO[( Imnort Wizard Add Transartinns I
I lgixd
platform
To activate a module, please select it with your mouse.
¥es  na
Keep records of receipts and psyments, produce GSt returns
caSh Boﬂk and financial reports. ﬂ D
point of sale Manage a database of clierts and suppliers, stock register,
Platfﬂrm produce gquotes, invoices, and job cards.. ﬂ D
- Sell more to your clients by sheduling & call back date and
s A " ce n tre managing the daily calls through the Call Certre module O £
\\D 3 t h Send client orders through to the Dispatch Manager and |:| @
. \J LY manage the delivery of goods and services
- Choose from one of our Point of Sale systems and efficiently
Po'“t of sa Ie manage your sales counter. The My Mechanic module iz & POS system ‘g D
- - = Designed to creste batches of invoices very quickly snd is ideal for
Q uic k I nvoicin g support and service contracts where there iz a regular imeonie- dem O &
- Bill materials and labour separately. Track jobs more & 2
se vice I n d u Stry Designed specifically for appliance repair companies by suits trades. D @
w, = If using the Service Industry module this feature allows you to log batches of
Tlme Sheet Log time sheets agsinst numerous jobs. D E
- Log staff detsils and labour rates.
Sta ff REQ |Ster Required i using the Service Industry Madule. O |
*You are provided with 30 entries into each module to asses its suttability. If you would like to continue to use
the module & further registration fee will be spplicable

o 1T 52 o

1. Select “Activate Modules” — Arrow 1
2. Make sure “Point of Sale” is set to Yes by selecting the box with your
mouse — Arrow 2




Registration

Even if you have purchased you're SoEasyAccounting licence or you have paid
for a Point of Sale Upgrade, the module/s will still need to be registered with
SoEasy'’s registration department. This can be achieved by:

PoNPE

General Usage

To use the POS system correctly you must learn how to use both Cash Book
and Platform. To do this there are manuals, videos and training courses that

Go to Cash Book — Set up
Select “Registration”

Select “Register or Upgrade your Program”
Follow the prompts

will step you through the process.

In this General Usage section we will review the basic functionality of one of the

POS layouts.

POS Main Menu

ERIDEMD POS Main Menu

=10/ x]

cash book

platform

Load file = FHEAD

Point of Sale

&

point of sale

DEMO ONLY

26 01 10

Current Jobs |

Cash Reg

Enquiry

Reconcile Till

Products

ABC 26/01/2010 Test 5:31 F3TF SurName 16 POS00Y

[ ms

Arrow 1 If the pos button isn’t shown (Arrow 2), select the set up icon and
activate the Point of Sale module

Arrow 3 Set up the POS system. Both Cash Book and Platform should also be

set up

Arrow 4 The Cash Register where the daily activity happens
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Cash Register Screen (Just one of the many layouts)

Arrow 1 You can change display screens

Arrow 2 Create a Cash Sales invoice header

Arrow 3 If you wanted to edit of delete the header details, select the header
with your mouse

Arrow 4 Add an item to the invoice using one of the many methods

Scan Scan a bar code on a product

Pick and Item Pick an item from a list of items

Key word Lookup Type in a word that may be in the description of
a product and a list of matches will return for
you to make a selection

Buy In Buy in a product from a supplier and bill it
immediately against the invoice as well as

adding the entry into the creditor's module

Template You can build a group of items into a template
and bill all the items against the invoice

Arrow 5 Billed items will appear here. If you wish to edit or delete the entry,
select it with your mouse

Arrow 6 Receive money

Arrow 7 Create an account customer sale



Reconciling the Till

It is best to have a POS system set up so that money received comes into the
POS holding File (see late for instructions)

You can have multiple tills and each till can be reconciled individually at any
time during the day.

Arrow 1 Each payment is stored in the POS holding file

Arrow 2 The PC and the user logged on at the time is recorder against each
Transaction

Arrow 3 The summary of takings is show by method

Arrow 4 When you select “Process Banking” you can make any adjustments
Necessary
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Processing Banking

When you process the banking you can make changes to correct any mistakes.
If the amount being processed is less or more than the total amount, the user is

prompted to explain and the administrator can review such transactions at any
time.

The result is that the Cash Book and deposit slip always has the correct daily
banking amount processed.

Reporting
There are a wide range of reports available through Platform and Cash Book



Other Screens
There are a wide variety of screens available.

Arrow 1 Choose a different screen. This is only a different screen of the current
POS settings.
Each of the eight POS systems has their own unique screens

Arrow 2 You can set up to 3,000 individual buttons based upon categories and
Headings

Arrow 3 Move through invoices

If you find a screen you like you can also set it as the default screen by
selecting the “Menu” option (top left) and selecting “Set as Default”
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Installation

There are installation instructions available by selecting the “Help” button and
selecting “Software Installation”. This will take you to a web page where there is
a specific section dedicated to installing the SoEasy POS version.

The Help system provides access to a wide range of support services:
Arrow 1: Installation instructions on the web

Arrow 2 Click a link to watch a video, open a manual, or go to the user forum
on a specific subject

Arrow 3 We can also provide Remote Assistance where we can securely
connect to your PC (only with your permission at each session) and
resolve any issue you may have



Setting up Printers

For each PC that SoEasy is installed to, you must set up the printer/s
1. Go to The Front Company Menu, Arrow 1

2. Select “Set Printers”, Arrow 2

Of particular importance are the printer settings you can make for two Cash
Register Printers. This is a handy feature if you want a copy of an invoice to go
to a back office or processing area.
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Copies to Print

An important part of getting your POS system set up is to set up what you want
printing when you close an Invoice. To do this:

Go to Platform — Set up — Invoices

Just near the top of the screen, select the “Print Defaults” button

Set up what you want printing

It is important to set the “Straight to printer” setting on. If not you will always
be prompted with what to print each time you close an invoice.

o0k w

Second Copy

If you choose that you want two copies of an Invoice, the first invoice will print
to the first Cash Register Printer and the second will print to the second Cash
Register Printer as in the previous screen shot.

Checking the Bar Code Font

If you are setting up for Bar Code Printing, make sure to review the installation
process at the POS installation web site.

Setting up a Cash Drawer

Modern cash draws are triggered by the thermal receipt printer.
There are important set up instructions that must be followed at the web POS
installation instructions. See “Thermal Receipt Printer”.

Setting up a Scanner

If you get a scanner with a keyboard wedge (a “Y” section on a cable that
allows the keyboard and the scanner to be plugged into the same port) it will be
relatively easy to set up the scanner.

Once connected to the PC, the scanner usual comes with a special set of
printed codes that you scan to configure the scanner.

Read the manufacturers instructions and set up to suit.

The one feature we require is that after a scan, an automatic carriage return is
sent. This executes the OK button after the scan so you do not need to select it
in the product's dialog box.

Test the scanner by:
1. Open up Notepad
2. Place the curser on the screen
3. Scan a bar code from a product
4. If the bar code is printed into the Notepad then SoEasy will recognise
the scanner

Cash Book Set up Areas

Go into the Cash Book and select the “Help” button. There you will find a link to
instruction manuals and videos on how to set up the Cash Book.



Security and User Settings
Each user needs to be set up inside SoEasy’s security system.

1. Go to Cash Book — Set up — Security

2. Add users to the system

3. Choose the areas and functions you would like users to have access
to

If you want each user to log their password each time they create an invoice:
1. Go to Point of Sale — Set up
2. Select the “General” tab
3. See the “Security option” and set security on

Platform Set up Areas

Go into Platform and select the “Help” button. There you will find a link to
instruction manuals and videos on how to set up Platform.

POS Set up Areas

General
Go to Point of Sale and select Set up
Work your way through the various set up areas.

POS Screen
The POS Screen setting is important as the functionality of the POS changes
based on what you set the screen to.

POS Headings — POS Categories — POS ltems

These areas are best set up once you have loaded your Products Register.
For detailed instructions on the Products Register, select the Help button and
refer to the topic “Products Register”

Also watch the “Set up POS” video available at the POS Help system as this
will show you how to manage your touch screen layout.

Products Register
Refer to topic above “POS Headings — POS Categories — POS ltems”

Touch Screen Set up
Refer to topic above “POS Headings — POS Categories — POS Items”

Daily Usage
Daily usage will depend upon how you operate your business. The tutorials to
this point will have provided you with a sound knowledge of the functionality

and it is now just a question of adopting appropriate procedures to suit your
particular goals.
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Cash Sales and Account Sales

Cash Sales are a very common POS transaction. Inside Platform’s CRM
Database there should be a contact whose company name is CASH SALES.
The account may have already been loaded into the system when you set up
SoEasy for the first time. If not they must be loaded into the database.

Account sales can be generated by adding a new contact to the database.
It is important to set the trading terms of each contact you load so that their
account age will be maintained by the system.

For more information on using the CRM Database please refer to the manual,
CRM Database.

Trading Terms

In the database, Cash Sales trading terms should be set up to “Cash”.

This way the invoicing system will automatically expect to receive the cash
when the invoice is closed. If not set to cash or cod, the system will prompt you
that this customer is an account holder, do you wish to receive a payment or
not?

For more information on trading terms and managing debtors please refer to
the manual “Debtors Management”.

Receipt Holding File

It is important to set the Payment Option to the “Holding File” as this creates
the easy to use till reconciliation function.

Go to Point of Sale — Set up
Select Payment Options
Select “Receipt Holding File”
Set it to “Holding File”

PR

Reconciling the Till

At the end of the trading day, or as frequently as you bank, you must reconcile
the till/s.

The process is:

1. Atthe POS Main menu go into the “Reconcile Till” screen

2. Select the button in the Holding File screen called “Select to Process
Banking”

3. At the next screen you will see a list of transactions. Select the button
“process Banking”

4. Cash up the till and enter the actual amounts for each of the transaction
methods. The amounts should be the exact amounts you have and not
any other calculation.

For managing the Receipt Holding file please select the Help button and look at
the “Receipts Holding File” video.



In Summary

On completing this lesson you should now feel relatively comfortable with some
basic features of SoEasy’s POS.

The video tutorials will enable you to see how each of the various POS Screens
operate.

The key to successful POS operation is to make sure you reconcile the till/s
daily. Frequently asked questions can be found at the Support Forum and the
POS has specific forums with helpful hints entered into them.
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