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Copyright

All rights reserved. No part of this documentation may be copied, photocopied,
reproduced, translated, microfilmed, or otherwise duplicated on any medium without
prior written consent of UBS Corporation Sdn. Bhd.

No patent liability is assumed with respect to the use of the information contained
herein. Every precaution has been made to supply complete and accurate information.
However, UBS Corporation Sdn. Bhd. resumes no responsibility for its use, or for any
infringement of patents or others right of third parties which would result.

Disclaimer

No person should rely on the contents of this publication without first obtaining advice
from a qualified professional person. This documentation is provided on the terms and
understanding that (1) the author and editor and copyright owner are not responsible
for the results of any actions taken on the basis of information in this documentation,
nor for any error in or omission from this documentation; and (2) the author and
editor and copyright owner are not engaged in rendering legal, accounting,
professional or other advice services. The author and editor and copyright owner
expressly disclaim all and any liability and responsibility to any person, whether a
purchaser of related software or reader of this documentation or not, in respect of
anything, and of the consequences of anything, done or omitted to be done by any
such person in reliance, whether wholly or partially, upon the whole or any part of the
contents of this documentation.

UBS CORPORATION SDN BHD (441389-K)
Suite 1B-6, Level 6, Block 1B, Plaza Sentral,
Jalan Stesen Sentral 5, 50470 Kuala Lumpur.

Malaysia.
Website: Attp.//www.ubs-software.com
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User Business System

Introduction

UBS Point of Sale 2003 system (P.0.S) for windows transform a PC into a powerful point-of
sale cash register for retails sales, services, and rental businesses. UBS P.0.S. system can be

operated with or without bar code equipment.
During the basic transaction, product codes are entered or scanned into the transaction and the

screen instantly displays the quantity, price, and product description. When completed, the
transaction is totaled, sales tax is applied, change is computed, the cash drawer is opened, a receipt

is printed, and inventory and sales records are updated.

Getting Started

First Time Login

After the installation procedure, a shortcut icon is created on the desktop. Double-click the
shortcut icon to open UBS POS or go into Windows Start Menu - Programs - UBS Software >

UBS Point of Sale 2003.

** Multi-Company

Folder

Company Marne

|

(ot || e | odee | ke | e |

* Please take note that this screen is optional. To disable the multi company function, go to
Housekeeping > Setup>General Setup.

Add New Company

A default company name will be given, click the Edit button to update your company name or

Click the Add button to insert another new company.
Different company should keep into different data folder.
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Create Database

After select the company name, the system will automatically generate the data files into the
folder you have selected.

** Create Database X

Create Databaze
Create the databaze for this system. @
F—a

In network environment, make zure you are the only uzer to access
to thiz option

Cancel

User Login

When you see the Logon screen, enter the Login ID and Password to access into the system.
The default Login ID = UBS and Password = UBS.

** | ogon

User ID |

Password | |
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System Function
UBS P.0.S 2003 system divided into five functional areas:

1. Maintenance
For a complete Cash Receipt, it contains the information like cashier, salesperson, item(s),
counter, and payment. Before you start entering transaction, you need to have the unique
code for every cashier, salesperson, counter, payment — credit card, and item(s).
At Maintenance, you are required to assign a unique code, description, and other required
information for every cashier, salesperson, supervisor, credit card payment, group, category,
item, cashier counter.

2. Transaction
This is where you enter the transaction for every sale made. Besides, it also contains
information on deposit into and withdrawal from your cash drawer, for you to compare
actual cash amount from your cash drawer.

3. Enquiry

Able to re-print cash receipt and print bar code labels to be placed on items not yet coded.

4. Reports

Able to print important reports, like sales analysis and inventory reports for management use.

5. Housekeeping

This menu contains functions for system setup, system recovery, and backup/restore.

COPYRIGHT © UBS CORPORATION SDN BHD



h User Business System

Point Of Sale User Manual Page 6 of 107

Point Of Sale

User Manual

(Maintenance)

COPYRIGHT © UBS CORPORATION SDN BHD



BUBS

sinessSystem Point Of Sale User Manual Page 7 of 107

CONTENTS

Chapter 1 Maintenance

1.1. Personnel Files
1.2. Member File

1.3. Customer File

1.4. Supplier File

1.5. Item Files

1.6. Miscellaneous Files

COPYRIGHT © UBS CORPORATION SDN BHD



EUBS

serBusinss System Point Of Sale User Manual Page 8 of 107

Chapter 1: MAINTENANCE

GEple=ake=0 Transaction Enguiry Reports  Housekeeping Help  Exit

Personnel Files r

penber e ' lof sale 2003
Customer File r

Supplier File » -

Item Files r

Miscellaneous Files k

The MAINTENANCE is the first menu of the P.0.S. System. This menu is to establish the
structure of the entire P.0O.S. system. The function ‘maintenance’ here consists of create/add,
modify and delete of Personnel Files, Member Files,

Customer Files, Supplier Files, Item Files and Miscellaneous Files

1.1. Personnel Files

Personnel Files maintenance is to main the full information of the Cashier, Supervisor,
Salesperson/Agent and Promoter.

GETEGe= Transacktion Enquiry FReporks Housskeeping Help  Exit

Personnel Files k Cashier

Member File K Supervisor
Cuskomer File k Salesperson | Agent
Supplier File k Promoter

Item Files »

Miscellaneous Files k

The Personnel Files maintenance drop down menu allows you to create the particular of: -
1. Cashier
2. Supervisor
3. Salesperson/Agent
4. Promoter

1.1.1. Cashier

In Cashier maintenance, you have to assign Cashier ID., Name and password. You may
simply move the cursor to the selected field and add or modify information as necessary.
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** Cashier, E|
Cashier _t.Listing..
Cashier IDv cool !
Mame CASHIER 001

—
Password | wwEnEEEE

| Add ” Edit ” Delete ” Search l ’ Exit ]
Cashier ID. - Assign an ID for your Cashier.
Name - Key in the Cashier Name.
Password - Key in the Password for Cashier.

Supervisor

Supervisor is the person who has the rights to make certain changes when encounter
problem by the cashier.

Examples, when Cashier wrongly key in amount or item they are unable to correct the
problem so they need the Supervisor to correct.

Under Supervisor Maintenance, assign a Supervisor ID (maximum 8 characters), Name
(30 characters) and password (8 characters) for every Supervisor and click on save
button.

% Supenvisor, f$_<|

Supervisor [ Listing |

Supervisor ID 5001 |

Mame SUPERVIZOR 001

Password [ #ewrsrrs

“ Edit " Delete H Search ] l Exit: ]
Supervisor ID. - Assign an ID for your Supervisor.
Name - Key in the Supervisor Name.
Password - Key in the Password for Supervisor.

COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business System

1.1.3.

1.1.4.

Point Of Sale User Manual Page 10 of 107
Salesperson/Agent

In Salesperson/Agent maintenance, you have to assign Salesperson / Agent ID and
Name.

** Salesperson / fgent

Agent !-Listing..
Agent A00L
Mame AGENT 001
| add | st | peete || searn | | Ext |
Agent - Assign an ID for Salesperson/Agent.
Name - Key in the Supervisor Name.
Promoter

Promoter is the person who stands near the item to promote new offers and their usage.
By assigning code (maximum 8 characters) and their name (maximum 30 characters) for
every Promoter, the management will be able to check the item and quantity sold by the
person.

X]

]
Promoker FOO1 |
Mame FROMOTER 001 |
l Add H Edit H Delete " Search ] [ Exit l
Promoter - Assign a code for Promoter.
Name - Key in the Promoter Name.
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1.2. Member File

Member File maintenance is to maintain the full information of the Member, Membership Class,
Occupation, City, State, Country and print the Member List.

GETE == Transackion Enquiry FReporks Housskeeping Help  Exit

Personnel Files k)
Member File Member
Cuskomer File k Membership Class
Supplier File r Dcoupation

ik
Item Files 4 i

Stake
Miscellaneous Files r Counkry

Print Membet Lisk

1.2.1. Member

Assign code for every member; maintain both the general (e.g. address, gender and etc.)
and the details (e.g. occupation, membership class and etc.) information for each

member.
** Member
Membership Mo, MOoool
[ame | STANLEY CHONG |
Dietail _'Listing |
Address 10, LORONG DELIMA 1, |
TAMAN DELIMA,
GLUGOR
ity GEORGETOWH
State PEN&ANG
Counktry MALAYSIA
Telephone | 04-5561122 Gender | Male
Handphone |012-55125453 Rate | Chinese
NRIC Mo, 740606-07-4521 |
Date of Birth 06/06/1574 |
[ Add ” Edit ” Delete Search ” Prink l ’ Exit ]
Membership No. - Assign @ Membership Number for every new member
(maximum 20 characters).
Name - Key in the Members name.

Under Membership maintenance, there are 2 pages where you have to key in member’s
particulars and one page is the member listing.
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i General

*| Detail || Listing

Address 10, LORONG DELIMA 1,
TAMAN DELIMA,

GLUGOR
Ciky GE OR.GETOWH
State PENANG
Counkry MALAYSIA
Telephone 04-6561122 Gender | Male
Handphone 0lz-55125453 Race Chineze
MRIC Mo, T40606-07-4521
Drate of Birth 06/06/1974

Key in the member’s particulars like Address, Telephone, Hand Phone,
NRIC, Date of Birth, Gender and Race.

Detail

General Listing
Occupation MANAGER

Mermbership Class GOLD CLASS
Reqistration Date 0141072002
Expired Date 01/10/2003

Paint Available n]

Commenk ~ll

Key in the member’s details like occupation, membership class, registration date expired
date and point available.

Membership Class - Allow specifying the type of membership class.

Point Available - Points that claimed by the member throughout the purchase.
iiii. Listing

General || Detail

embership ID Mame L

Moooz ERIC

Display all the Membership ID and Name in list. Click on the Membership
ID or Name to see the member details.
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1.2.2. Membership Class

Some company issuing membership for their customer. Membership Class is to classify
the member type and discount can be given.

- Membership Class

Class l Listing |

Class cool |

Description SILVEER CLASS

Itemised Discount 10.00%
Surnrnary Discounk l0.00%

(o | e | odes || seorch | [ e2t |
Class - Assign a code for the Membership Class.
Description - Key in the Membership Class Name.
Itemized Discount - Discount given for individually item purchase.
Summary Discount - Total Summary Discount for the item(s) purchase.

1.2.3. Occupation

This option enables you to maintain an occupation list for use in Member Maintenance.

** Occupation ['5_<|

Dccupation | Lisking
| |

Oecupation MGE |

Description MANAGEE.

Occupation - Assign an Occupation Code.

Description - Key in the Occupation Description.

1.2.4. City

This option enables you to maintain the City list for use in Member Maintenance.
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= City

City

Marne

City i-Listing-I
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]

el

SUNGAT PETANT |

lcalsonlidallle-a

City

Name

State

- Assign a City Code.
- Key in City Name.
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This option enables you to maintain State list for use in Member Maintenance.

State i@|
State PG—‘
Mame PENANG
I&dd” Edit " Delete ” Seatch I l Exit ]
State - Assign a State Code.
Name - Key in the State Name.
Country

This option enables you to maintain Country list for use in Member Maintenance.

** Country

E Liskirg .
Country T
Marne MALAYSIA
’ Add ” Edit ” Delete ” Seatch ]’ Exit ]

COPYRIGHT © UBS CORPORATION SDN BHD



EUBS

serBusinss System Point Of Sale User Manual Page 15 of 107
Country - Assign an Occupation Code.
Name - Key in the Occupation Description.

1.2.7. Print Member List

It will list the entire Member List base on the criteria you specify.

** Member List le
Member Range
Member From |E]
Member tao EEEZEEZEZEZEEEEEEZEEEE IB
Siork By iI-Iemhership No. M |
Wiew Typical > i

’ ok ] ’ Cancel ]
Member From/To - Select the member number from the list down arrow for

viewing by range.
Sort By - Select the report to be sorted by Membership No. or Name.

View - Select to print out the typical or details report.

1.3. Customer File

Customer File Maintenance consists of Customer File Maintenance and Customer List.

IHM Transaction Enquiry Reports Housekeeping Help  Exit

Personnel Files k

Member File Vi inFesmlann 3
Cuskomer File 4 Cuskarner

Supplier File k Print Cuskomer Lisk

Item Files r

Miscellaneous Files k

1.3.1. Customer

Assign code for every customer maintain both the general (e.g. address, gender and etc.)
and details (e.g. credit limit, balance and etc.) information for each customer.

If the system links with stock control the below information will appear automatically.

COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business System

Point Of Sale User Manual

** Customer

3000/401

Customer Mo,

Marne

A3TA UBS CONSULTANTS LTD

Detail |J_L%_

Date 09,/05/2003

Page 16 of 107

X

Irwvaice To

Celiver To

ROOM 513, WORKINGEOND COMMERCIAL

ROOM 513, WORKINGEOND COMMERCIAL

CENTEE, 16Z-164 PRINCE EDWARD

CENTEE, l6Z-164 PRINCE EDWARD

ROAD WEST, EKOWLOON HL3AR.

ROAD WEST, KOWLOON HLIAR.

HONG EONG HONG EONG
Akkention ME. EDWARD CHAN Atkention ME. EDWARD CHAN
Phone #1 §52-8§9321000 Contact ME. EDWARD CHAN
Phone #2 852-89321002 Mature of Business RESELLER
Fax §52-89321005 Skatus
H Edit H Delete “ Search “ Print ] [ Exit ]

Status

- Set the status to Bad to disable further purchase by this
customer.

* Preferably to follow the UBS standard coding for debtors, e.g. 3000/000
Customer File Maintenance consists of 2 pages.

i. General

Detail |J Listing |

Invaice Ta

Deliver To

ROOM 813, WORKINGEOND COMMERCIAL

ROOM 513, WORKINGEOND COMMERCIAL

CENTEE, 162-164 PRINCE EDWARD

CENTRE, 162-164 FRINCE EDWARD

ROAD WEST, KOWLOON HLIAR.

ROAD WEST, KOWLOON HLIAR.

HONG KONG HONG KONG
Attention MF. EDWARD CHAN Akbention ME. EDWARD CHAN
Phone #1 §52-59321000 Cantact ME. EDUARD CHAN
Phone #2 §52-89321002 Mature of Business RESELLER
Fax 852-89321005 Status

Assign Invoice To and Delivery to address, name of attention, contact
number, contact person and nature of business.

ii. Detail
General || I Lisking |
Area |HONG KONG |
Agent AGENT 001 |
Terms
Credit Limit S,000.00
Target 10,000,00
Foreign Currency U3 DOLOR
Email Address edchanfhotnail.com
‘Website e, ubs-asia. com
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1.3.2.

Allow you to key in more information regarding the customer.

Area

Agent

Term

Credit Limit
Target

Foreign Currency

iiii. Listing

General || Detail | ]

I_ustamer Mo, ame

Point Of Sale User Manual

- Select region boundary for the individual client.

- Select agent for the individual client.

- Key in the term given to the client.

Page 17 of 107

- Value set for the upper limit on client’s account.

- Target set for the client’s purchase.

- States the currency type of individual client used for
transaction.

Phone #1

E

Display all the Customer record in the list. Click on the record itself to see the details.

Print Customer List

It will list the entire Customers/Debtors base on the criteria you specify.

** Print Customer

Customer from | [

= :
Cuskorner ko | zzzE/EZEE

I8
=)

Sork By Customer Ho.

Salesperson / Agent

B |

Agent From B
Agent to | ZEZEZEZZEZEE E]
Area w
Wi -Typical v |
[ oK I ’ Cancel ]
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Customer From/To - Select the customer number from the list down
arrow for viewing by range.

Sort By - Select the report to be sorted by Customer No. or Name.
Agent From/To - List only those customers from this agent.

Area - Only those customers in this area. Leave blank for all areas.
View - Select to print out the typical or details report.

1.4. Supplier File

Supplier Maintenance consists of Supplier File Maintenance and Supplier List.

GETWENEREEN Transacktion  Enguiry  Reporks  Housekeeping Help  Exit

Personnel Files

Member File : |0f sa Ie 2 003

Customer File

Supplier File Supplier l
Print Supplier List

Ttem Files A

Miscellaneous Files r

1.4.1. Supplier

Assign code for every Supplier, maintain the General (e.g. address and Attention) and
under Detail (e.g. Term, Credit limit and etc.).

~* Supplier

Supplier Ma. 4000/401

Marne ACCENT COMMUNICATIONS SDN EHD Diate 10/05/2003 |

| Detail || Listing

Invaice To 18-3, LORONG &C/91,

TAMAN SHAMELIN PERELSL,

CHERAS 56100 EITALL LIMPUR

Aktention ME GOH Contack COLIN CHOW
Phone #1 603-95448993 Mature of Business TECHNOLOGY
Phone #2 012-3564521 Skakus v
Fax 603-95445994
[ Add ” Edit ” Delete ” Search ” Print l l Exit ]
Status - Indicating the black listing Supplier.

Supplier File Maintenance consists of three (3) pages.
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i General

Detail || Listing

Invoice Ta 15-3, LORONG AC/91,
TAMAN SHAMELIN PERKAZA,
CHER&3 56100 EUaLA LUMPUR

Attention MR GOH Contact COLIN CHOW
Fhone #1 603-95445993 Mature of Business TECHNOLOGY
Phone #2 012-3564521 Status

Fax 603-95448994

Page 19 of 107

Allow you to state the address, contact information and nature of business for supplier.

ii.. Detail

General | Detail | Listing

Area KUALL LUMPUR
Agent AGENT 001
Terms

Credit Limik

Tatget
Foreign Currency

Ermnail &ddress

Website
Area - Select region boundary for the individual vendor.
Agent - Select agent for the individual vendor.
Credit Limit - Value set for the upper limit on vendor’s account.
Target - Target set for the vendor.
Term - Credit term given from the vendor.

Email Address- Key in the email address.
Web Site Address - Key in the home page address.
Currency - Key in the currency code and symbol.

* There must be entry at the Currency Maintenance first.

. Listing
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General || Detail
|| Bupplier Ma. Mame Phone #1 - ._
i
I\ .I

Display all the Supplier record in the list. Click on the record itself to see the details.

1.4.2. Print Supplier List

It is same as Creditors Listing on UBS Accounting / Stock Control software, then will list
the entire Supplier / Creditors base on the criteria you specify.

** Print Supplier

Supplier Range

Supplier from i E]
Supplier to | 4 B
Sork By | supplier Hao. -

Salesperson / Agent

Agent from | B
Agentk to | ZZZE2EZEE2EE B
frea w
Wigw | Typical ~||
| oK ] l Cancel ]

Supplier From/To

Sort By
Agent From/To

Area

View

1.5. Item Files

- Select the supplier number from the list down arrow for
viewing by range purpose. If you leave blank then the system
will list your entire supplier.

- Select the report to be sorted by Supplier No. or Name.

- This option indicating which agent.

- You also can print or view by area by selecting the specify area
name.

- Select to print out the typical or details report.

Item Files Maintenance consists of Item Maintenance, Category, Group, Item, Service Item, Item
Location, Item Serial No., Edit Item and Grade Opening Quantity and promotional item.
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CETEENEEN Tranzaction Enguiy Reports Housekeeping Help  Exit

Perzonnel Filez k
ember Pl > of sale 2003
Cuztomer File 3
Supplier File 4 -
[tem Filez Categom
. . Grou
Mizcellaneous Files 4 P
Ibem
Service [tem
Itern Locatian
Itern Serial Mo
Item O pening Guantity
Grade Qpening Quantity
Fromotional |tem
Category

Page 21 of 107

Enables you to classify various type of stock into the correct classification and it will be

similar to stock category.

** Category §|

| category | Listing
|

Cakeqory | su

Description | SOFTWARE

Edit ][ Delate H Search H Print ] [ Exit ]

Click Add button and assign a category code, follow by its description.

e.g. Category Description
HW HARDWARE
SwW SOFTWARE

Click Save button to save the category code.
Click Delete button to delete unwanted category code.

Click Print button to print category code.

Group

Enable you to define each category into group details and the item grade.
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x)
Group | GRPOL
Description iE—RDUP At
[ add " Edit: H Delete H Search " Print ] [ Exit l

Click Add button and assign a Group code, follow by its description.

e.g. Group Description
HWP PRINTER
HWS SCANNER
Grade
** Group 3]
Group | EListing
Mo, iGrade Description i
| 2|l Size 1
|| 3L Size
L] 4/¥L Fize
L] 3
|| &
|| 7
|| g
9 A
[ add ][ Edit " Delete H Search ” Print l [ Exit ]

Key in the Grade Description for this specify group.
Click Save button to save the group code.
Click Delete button to delete unwanted group code.

Click Print button to print group code.

Item

Page 22 of 107

It is same as Item File Maintenance in UBS Stock Control System (if you link), it will

allow you to manage the database of Item file.
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= [tem &

Ttem Mo, 400001

Drescription AEC LASER FRINTER

General | multiple Unit || Listing

Alternate Ikem Mo, Brand LEC

Cakegary HW Shelf Mo, Mimimum Gty

Group | HWE Packing | | Reorder Qby |

Supplier 4 Cost Code CQuantity Bff 10

Unit OF Measure 3ET Paink 500

Uit Cost ' 750.00|  Promoter | PROMOTER 001

Price - & 900. 00 . Tax Percentage #1

Price - B 920,00 . Tax Percentage #2

Price - 950,00 | Expired Date i

First Prewious ’ Last l [ &dd ” Edit “ Delete ” Search “ Print l [ Exit ]

Item File Maintenance consists of three (3) pages i.e. General, Multiple Unit and Listing.

* To modify, click on the Search button or go to Listing Page to select the item you want

to modify, then click on
Item No.

Description

i. General
Alternate Item No.

Category

Group

Supplier

Unit of Measure

Unit Code

Price-A/B/C

Shelf No.

Save button to save the changes.
- A code or number assign to the item.

- Explanation of the item.

- Assign another item number only if necessary.

- The classification of product for this item e.g. raw material and
finish goods. You may search for the code by clicking the arrow
down key.

- The group of which this item belong to e.g. computer,
software and accessory. You may search for the code by clicking
the arrow down key.

- If there is only one main supplier supplying this item, you may
keep a record of the supplier. Otherwise, leave this column
blank.

- The unit of measurement for this item, whether it is measured
in pieces, length, weights and etc.

- The cost of an item. This cost price will remain the same
unless you request the system to update the new cost price
when you receive stock at transaction receive.

- There are three (3) pricing levels, which can be set for an item.
It is useful to users who sell at different price to different
customer.

- The shelf number is used to identify the specific place / rack of
an item in the storeroom or warehouse.
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Packing - The packing of the item and usually it is measured in weight.

E.g. Unit of measure = 1 tin
Packing = 250g

Cost Code - Enter the item cost code.

Point - This keep the point value allotted to this item. Some
companies adopt the *point value system’ in their marketing
policy, where every product carries a certain point value. This
point value will be used for cash rebate, exchanging of gift, cash
voucher and etc.

Promoter - The person who has arranged to promote the item.

Tax percentage #1 - You can indicate the percentage (%) of your tax.
Tax percentage #2

Expired Date - Indicate the item’s expired date.
Brand - Indicate the item’s brand name.

Minimum Qty - If stock level goes below this quantity, the stock item will be
printed out in Reorder advice.

Reorder Qty - If stock level goes below the minimum level, the reorder
advice will advise you to order this quantity.
Quantity B/F - The item’s opening quantity. This is the quantity at the

beginning of the year.

Contain Serial No. - If the items come with serial No., select this option by ticking
this check box. The system will prompt the item serial number
during transaction.

Contain Grade - If the items come with Grade, select this option by ticking this
check box. The system will prompt the item grade during
transaction.

i Multiple Unit

General | Multiple Unit | | jsting

Unik Factor #1 Factor #2 Price
DOZEN 1z.0000 1.0000 9,000.00
Unit - An alternative unit of measurement. E.g.
uom Unit
Pieces Dozen
Box Carton
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Price

iii. Listing

General || Multiple Unit
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- If you have multiple unit for your item, then you have to
indicate the unit factor. This is the conversion ratio between 1%
Unit and 2" Unit. E.g.

1% Unit 2" Unit Factor # 1 _ Factor # 2
Pieces Dozen 12.00 1.00
Box Carton 10.00 1.00

- The unit price for the 2" Unit of Measurement.

| ke Mo, Descripkion Eroup Sl
|| o
|[1zaz434 CAELE GRP
|| |A00001 AEC LASER PRINTER HITP
ddds DUST COVER GRP
-

Display all the Item record in the list. Click on the record itself to see the details.

1.5.4. Service Item

Enable you to create a service code for a task performed or service rendered.

= Service ltem

[ Service Item | Listing

Service Ikem | SWVR-0001 |
Description |E00M SERVICE

3

Account No.
Credit Sales noao/00a
Cash Sales :lIZIIZIIZIEI,fDDD
Sales Return s0lo/000
Purchase ?“DDDD,-’DDD
Purchase Return ;- 6010,/000
[ ........ F\.dd lllllllll H Edit ” Delete ” Search ” Print ] ’ Exit ]

Click Add button and assign a service code. Then specified account numbers for this
service, i.e. Credit Sales, Cash Sales, Sales Return, Purchase and Purchase Return.
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1.5.5. Item Location

Enable you to create a location code for specifying the exact place of the goods being
stored.

Click on add button and assign a location code, follows by its description and address.

i

Lacation WARE |
Description WAEEHOUSE

Address LOT 123, BAYAN LEPAS IND. ESTATE,

MFFPF WAREHOUSE

PENANG

l Add ” Edit ” Delete ” Search ” Prin: H Exit ]

1.5.6. Item Serial No.

Enable you to maintain item serial number with expiry date.

** |tem Serial No. 3]
[kern Mo, Description GEroup e
W v
| Edit | l Refresh l [ Close l

Click on the Edit button to maintain the item serial number.
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+* Item Serial No - AD0DO1 =
erial Mo, Status Date {In) Diate (Out) Expited b

_|oz10101 Awrailable 07/03/2003 01,/0142005
I s
Serial Ma, 0210100 | [ Cle " &} Edit “ B Delete ]

Expired Date 01/01/2005 I

Stakus Lvailable | Type

Date (In) 07/03/2003 | Reference Mo. |

Diake (OuE) | G

l oK ] l Cancel ]

Click on the New button to insert the Item Serial No. together with their expired date,
status, date in and out.

* In order to update the Item serial number, you have to click on the Contain Serial No.
check box in Item Maintenance.

Contain Serial Mo,

1.5.7. Item Opening Quantity

Not all users starting with zero balance of stock, this section allows you to show all items
opening quantity and cost.

** [tem Opening Quantity

[tem Mo, it Unit Cost Quantiy BjiF ~
343434 PC3 0,00 100.00
400001 SET 750,00 10.00
BANNER. UNIT 15.00 0.00
BARCODE UNIT 26,000, 00 0.00
CALENDAR PC3 0.z0 0,00
ddds UNIT 0,00 0,00
W
Ikem Mo, |12312 I
Description | BAIIER.
Unit Cost 1.00 |
QuanttyBf | 3,000.00 | Pc3
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You are able to maintain the grade opening quantity in this option.

Ikem Na,

Descripkion

Group

| Listing |

** Grade Opening Quantity 3]

CCE BLUE SHIET

CCE BLUE T-SHIET

SHIERT |

Quantity BJf | 20

Mo,  Grade Description

Cuankity

)

o

M Size
L 3ize
XL Zize
L Size

gt R 3

W

[ Edit H search ]l Exit ]

* In order to update the Item Grade quantity, you have to click on the Contain Grade.
check box in Item Maintenance.

Conkain Grade

1.5.9. Promotional Item

For giving discount on individual promotional item, use this option to enter item one by
one. You are also able to update the promotional item under Batch Update.

5 motional ltem %

I Listing |
Ikem Ma. A00001 |
Description AFC LASEF. FRINTEE |
Date from 0l/05/2003 Cakeqory Hur
Date to 0l/06/2003 Group e
Offered Type i Dizscount Consumer All
Discount % 20% | 0%
Price 0.00
’ Lisk Ttem ” Bakch Update l
l First H Previous " Mext " Last ] [ Edit " Search l l Exit ]
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Indicate the promotional period, the discount % or price, point and state whether this is
only apply to member only.

* [n order to activate the promotional item function, you have to go to Housekeeping >

Setup 2 Transaction Setup, Function 2> Item Function Activation to tick on the
Promotional check box.

Batch Update

=% Batch Lpdate ®

| Update | pelete

Cateqgary Fram E]
Category ko ZEZZEEZEE B
Group From B
Group ko ._.zzzzzzzz B
Ttern Mo, From L B
Item Mo, ko izzzzzzzzzzzzzzzzzzzzzzzz :E]
Date from |01/05/2003 1 Consumer all w |
Date to _.31;’05,-"2003 |
Offered Type Discount B

Discount % . 20% 0%

Discount 0.00 |

l Update l l Cancel l

Group, Category and Item number use for filtering.

Group From and To - Enter the promotion by group.

Category From and To - Enter the promotion by category.

Item No. From and To - Enter the promotion by item number.

Date From and To - Indicating the promotion period.

Offered Type - Indicating the offer type whether the promotion is
discount by percentage, by price or giving point.

Consumer - Select the promotion is apply to all customer or
member only.

Discount - If there is any discount, then key in the percentage (%)

or discount value.
Price - Indicate the item price during the promotional period.

Point - Indicate the point given for the item.
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Miscellaneous files consist of Credit Card Maintenance, Voucher Maintenance, Counter
Maintenance, Area Maintenance, Project Maintenance, Foreign Currency Maintenance and
Reason Maintenance.

b4 inten.

Perzonnel Files

tdember File
Customer File

Supplier File

Itern Files

1.6.1. Credit Card

Tranzaction  Enquiry  Reports

Credit Card
Special Dizcount

Counter
Table
Area
Project

Fareign Currency

Feason

Houzekeeping Help  Exit

' of sale 2003

Assign code for different type of credit card and maintain the percentage (%) to charge
on total sales if payment made by credit card.

** Credit Card

| credit card | Listing

Service Charge Computation

Credit Card _VI 34 |
Description VI 34 CREDIT C%RD
Type VI S .
Accounk Mo,

#1 - Amourt | Between 50.00 | Charge | 1.00% |
#2- Aot 50.01 ] Between | 9,953,989.99| charge | 0.00% ]
| add || Edit “ Delete “ search l [ Exit ]
Credit Card - Assign a code for the credit card.
Description - Then key in the description on the above code.
Type - Select the Credit Card Type.

Account No.

- Specify the Account No for this credit card.
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Service Charge - If the amount exceeded certain limit, then key in the
limit and the percentage to be charged.

Customer pays for the - If you tick this check box, the service charge
Service charge will be paid by customer.

Always enter credit card - The system require to key in the credit card
number number during the payment.

Always enter expired date - The system require to key in the credit
card’s expired date during the payment.

Special Discount

This discount is calculating base on the total amount on the receipt (after item discount,
before tax).

** Special Dizcount

Discount | Listing |
‘Llstmg

Discount Code | wroo1 |
Descripkion |I\]‘EIJ FTEAR PROMOTION
Discount Percent 30%

— 1
Discount 0. DDJ
Yalid From 0140142003 |

alid To QL/A0Z /2003

oo J[ e |[ oo [ oo | [ 62 ]

* In order to activate the Special Discount function, you have to go to Housekeeping -
Setup 2> Transaction Setup, Payment to tick on the Special Discount check box.

Counter

Each counter should assign a code/name to certify the group of transactions.

Caunker CTE1 |

[rescription COUNTER 1

il el
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1.6.4. Table

If your nature of business is restaurant, you might require to record down the table no.
you have in your restaurant.

]

** Table

'[ Listing |

P

Table ol |

Description TAEBLE 1 |

T T T R

* In order to activate the Table function, you have to go to Housekeeping - Setup >
Transaction Setup, Functions =2 Entry Activation to tick on the Table check box. The
system will prompt to key in the Table no. during the transaction.

1.6.5. Area

Enable you to create an area code for specifying the position of a geographical region
and it will be similarly to stock control system.

** firea [X|

Area LListing'
Area HE
Drescripkion HONG EONG
pdd H Edit H Delets H Search ] [ Exit ]

1.6.6. Project

Link from Stock Control System and it enables you to maintain project titles.

Project [ Lisking |

Project ACC |

Description ACCOUNTING

P il il ol
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1.6.7. Foreign Currency

Enable you to maintain multi currencies, which is required for companies engaging in
foreign trades.

** Foreign Currency g|

Currency | Listing |

Currency Code 5D

Currency Word 15 DOLOR |

Currency vmbal T3s |
| SN

Rate | 3.80000

Igdd” Edit ” Delete H Exit ]

* Recommended to set the Currency Code according to the international standard.

1.6.8. Reason

Enable you to maintain the reason to use while there is a receipt voided.

** Beazon 3]
i | Listing |
Reason a1
Description ITEM EROEEN

el olliceral
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COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business System

Point Of Sale User Manual

Chapter 2: TRANSACTION

Maintenance I@ Enquiry Reports  Housekeeping  Help  Exit

2.1,

Cash Receipt
Receipt Recording

2003

Cash Recarding
Voucher Recarding

Inventory Transaction 2

Page 36 of 107

The TRANSACTION is the second menu of P.O.S. system, information on Cash or Credit cards
have entered in this menu. Transaction pull down menu consists of Cash Receipt, Receipt

Recording, Cash Recording, Voucher Recording and Inventory Transaction.

Cash Receipt

Before cashier started their daily routine works, Cashier Sign in dialog box is required for
personnel certifying and records tracking.

** Cashier Sign In
% Counker | COTNTER 1 v|
CashierMo. | CASHIER 001 ||
Password | I
l oK l ’ Cancel ]

Once you have entered the correct password from the login screen, you will proceed into this
screen to enter sales detail like item purchase, quantity, price, and discount.

Press arrow down key select the item or scan the barcode. The system will search the item and

pop out the default-selling price and discount and calculation the amount.

** [Cash Beceipt

F3 cCash
F4 Credit Card

Ttem No.

- 001, CASHIER D01

FB Gither
F9 FastKey

F& Multiple Payment
F¥ Cancel

7Das:7riptiun | Quaniity Pr}:e

RM 761.00

| Discont |

=

Amount | A

1 BANNER

2 B4-P-CASE

BANNER.
A4 PAPER CASE

1 UNIT g.00
1 SET 3.00

a.o0
0.00

§.00
3.00

s

Item Mo,

Description

Quantity
Price

Discount

Amount

ﬂ Cashier : 001, CASHIER 001

Accept

Other

To hide or display

the full entry columns, press F9 Fast Key.
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While you hide the entry columns, you only need to scan the barcode or manual type in the item

code without changing quantity, selling price and discount. Please take note that this feature
could only allow one (1) unit of item.

Item No. || |B

Item Mo, |B

Description

Quankity 0.00 | hd |
Price 0.oo

Discount: 0.00% || 0.00% ” 0.00 |

Arnaunk 0.00

You are allowed to alter the description, quantity, price and discount price column, if you select
the option at Housekeeping > Setup - Transaction Setting and Appearance - Item Appearance.

Cash Payment- Press F3

*% [Cazh Payment

Takal 761.00 |
Paid
Change I 0.00 I
’ oK ] ’ Cancel ] l Surmmary ]
Credit Payment - Press F4

A% Credit Card Payment #1

Credit Card Type IH.ASTER CREDIT CARD bt

|
1
Card Mo, |

Expired Date ki

Appraval Code

Service Charge 0.00

ol ol

Multiple Payment - Press F6
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% Multiple Payment 3]
Grand Total 761.00
Balance Remained 0.00
Credit Card #1 61,00
Credit Card #2 0.00
Cheque .00 |
Youcher 0.00
Deposit 0.00 |
Cash 0.00
l oK ] [ Cancel I [ Surimary ]

Cancel -Press F7

\?) Are ol sure you want to cancel the tranzaction?

Other - Press F8

*%* Heceipt

20 Hold

Save Order

Prink Receipt

Cancel
Header
Go Back,
On Hold - Hold the Order.
Save Order - Save as Sales Order.
Edit Order - Edit the on hold Order or Sales Order.
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Reprint the Receipt.

Cancel - Cancel the transaction.

Header - Pop up the header screen.

Go Back - Return to the Cash Receipt entry screen.
Sign Out - Exit the Cash Receipt entry screen.

Receipt Recording

** Receipt Recording

Date Range
:
Diate From . 01/01/2003 00:00 |
Dake to ! 140572003 00:00 |
Reference Mo, Date Cashier Grand Total Void ~ i
M
=
ReferenceMo. | C§ 00002 | 05/05/2003 14:01
Woid Status : Trwoid |
Superyisar |
[ Edit l l Exit l

To cancel/recover receipts based on the Reference Number given. You can filter out the receipts
by the date issued and select the receipts no you want to void or recover and click on the Edit

button. Select the Supervisor who performs the task.
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Cash Recording

** Cash Recording

| Cash Recording | Listing

Refererice Mo, | CI0ooool
Date | 05/05/2003 14:05 |

Caunter | COUNTER 1

In the presence of

Cashier CASHIER 001
Supervisor SUPERVISOR 001
Password . '
IH &3 Type of Transaction Opening Drawer
Cash Amount | 1500.00
Remark

l Edit “ Delete H search “ Brink ] [ Exit ]

Cash Recording is designed for opening and closing cashier’s drawer, it is also allows adjustment
on cash so that the cashier can carry on duty smoothly.

Opening Drawer and Cash In is the money bring in by the cashier before start using the cash
drawer. Click on the Add button to create a new transaction.

Cash Out is the money the cashier withdraws before she/he changing shifts or finish work.

By referring to the reference number, amount of cash can be modified for that particular
transaction. This feather is control by the supervisor password.

To edit the transaction amount, search for the reference no. and update the fields you want to
edit.

Inventory Transaction

Inventory Transaction consists of nine (9) options. There are: -
Receive, Purchase Return, Delivery Order, Invoice, Cash Sales, Credit Note, Issue, Adjustment —
Increase and Adjustment - Reduce.

Maintenance lm Enquiry Heportz  Housekeeping Help  Egit

Cazh Feceipt

Receipt Recording a 2003

Cash Fecording

m Inventary Tr. g Receive

Purchase Retumn

Delivery Order
Invoice

Cash Sale
Credit Note

lssue
Adjuztment - Increase

Adjuztment - Reduce
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2.4.1. Receive

Stock Receive enables you to check the stock received. The stock quantities will update
automatically if your P.O.S. system linked with UBS Stock Control system.

Header

** Receive - RC 00001

Header I Detail || Surmmary I\ Listing |
Reference Mo, RC 00001
Date 23/05/2003 16:34 Period &
Description PURCHASES
wendor Mo | Looo/0o0 | |surpLIER 1 | tem | |
Agent | agrnT 2
Purchase Order Mo, P0-030231 Delivered By l:l
Delivery Order Mo, RE-309442
add | Edr ” Delete ” Search " Print ] ’ Exit ]

Item Mo =
Description
Quantity o |
Price 0.00
Discount 0% 0% 0.00
Tax 0.00% 0.00% 0.00
Amount, 0.00
Ikem Mo, Drescription Quankiky Price Discount Arnounk ~
1 44-P-CASE L4 PAPER CASE 1 5ET z.00 0.00 2.00
Z BARCODE AWANOD MTx-10 BARCODE READE 1 PCS 2,500.00 4% Z,400.00
o
Total Amount Z,402.00
I Add ” Edit ” Delete ” Search ” Prink ] [ Ezxit ]
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Summary

** Heceive - RIC 00001

Header |I Detail | i

i) Listing |
Total 2,402.00
Discount | 10% " 0% " 0% | 240.20
Mett 2,161.80
Tax | 5.00% " 0.00% " 0.00% | 108.09

Grand Total 2,269,589

i Add ” Edit ” Delete ” Search ” Print. ] ’ Exit ]

2.4.2. Purchase Return

Purchase Return enables you to view and print the Purchase Return information.

Header

** Purchase Return - PR 00001

{Header :

Detail || Summary \I Listing |

Reference Mo, PR 00001
Drate 23/05/2003 16:33 Period &

Description PURCHASES RETURN

vendar Mo | 1000000 | =/ |svrPLIER 1 | Tem | |
Agert [ g 1

Purchase Order No. PO-453049 Dielivered By l:l
Delivery Order Mo, RE-349090

[ add ” Edit " Delete " Seatch ” Print H Ext ]
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Detail

** Purchaze Return - PR 00001

Header | i Surnrmary || Listing .

Tterm Mo, CANPRIN-2304

Description CANON PRINTER

Quantity 1 || UNIT |

Price 530,00

Discount 0% 0% 0.00

Tax 0.00

Armaunt

Ikem Mo, Drescription Quankity Price Discount Arnounk &

~

Tokal Amounk 530,00

(ot | e | oo [ sonm | owe | [ et |

Header |. Detail

Takal 530.00
Digcount | 20% 0% 0% 106.00
Mett 424,00
Tax | s.oox| o.o0s| o.o0%] 21.20

Grand Total 445,20

Lask ’ Add ” Edit ” Delete ” Search “ Brint ] [ Exit ]
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2.4.3. Delivery Order

Delivery Order enables you to enter the list of items or products delivered to customer.

Header

** Delivery Order - DO 00001

Detail || surmmary || Listing |

Reference Ma. DO 00001
Date 13/05/2003 15:47 Perind

Drescription DELIVERY
Customer No. | 2000,/000 |~/ [cusTorER 1 | tem |
Agert | agea 1

Purchase Order No,

Delivery Order Mo,

5 ’ Add “ Edit ” Delete ” Search “ Print ] ’ Exit ]

Detail
** Delivery Order - DO/O00O1
Header || Detail jListing |
I
Ttem Mo, Ad-P-CASE =
Description 44 PAPER CASE
Quantity 10.00 ” |
Ikem Mo, Drescription Quantity 5
2 BARCODE AMANO MTx-10 BARCODE READER L1.00 PC3
)
e I > Joen oo J o ) [ )
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2.4.4. Invoice

Invoice enables you to enter a list of goods sold to customers on credit with price
changes.

Header

** |nvoice - INVO0001

i Detail !| Surnmary |J Listing |
4 I
Reference No, INVO0001
Date 19/05/2003 10:11|  Period
Drescription SALES
Customer No. |2ooo/000 ~ | | CUSTOMER 1 | Term |
Agent |
Purchase Order Mo,
Delivery Order Mo,
st [ Add ” Edit ” Delete ” Search ” Print ] [ Exit ]

Detail

** Invoice - INVODOO1

Header ! Surnrmary ” Listing i

Item Mo, A4-P-CASE -
Description &4 PAPER CASE

CQuantity 1.00 |
Price 3.00

Discount 0.00% 0.00% 0.00
Tax 0.00% 0.00% 0.00
Amaunt 3.00

Tkem Mo, Description Quantity Price: Discount Arnount ~
M
v
Total Amount 3.00
revious et Last [ Add ” Edit ” Delete ” Seatch ” Brint ] [ Exit ]
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Summary

** Invoice - IN

Header-|_E -I.Z)etail- l Listing-|

Total 3.00
Discaunt \ 0% | 05 | 0z | 0.00
Mett 3.00
Tax ‘ 0.00% || 0.00% ” 0.00% ‘ 0.00
Grand Total 3.00

e T Y T

2.4.5. Cash Sale
This screen is meant for Cash Sales, and it is able to view and modify on the Cash
Receipt’s transactions. (Please take note that any medication on item will not affect the
cash receipts).

Header

~* Cash Sale - C§ 00002

et ail !I Summary || Listing |

Reference Mo, Cs 00002

Date 0570572003 14:01 Period
Drescription CASH 3SALES (PO5)

Customer Ma. | 9939,/909 ‘ >, !CASH SALES (POS)
Counker

Cashier CASHIER 001

Agent

Member

Rl el el ol o
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Header
Ttem Mo,

Description

Quankity
Price
Discount
Tax

Amount

Surmmary ” Listing |

LTEME S|

ITEM 3

10.00

1la5.00

0.00%

0.00%

0.00

0.00%

0.00%

0.00

1,250.00

Ikem Mo,

Description

Quartity Price Discount: Amount: tad

v

Total Amount 1,250.00

’ Add ” Edit ” Delete ” Search “ Frink H Exit ]

Total
Discount
Mett

Tax

Grand Total

Credit Card #1
Credit Card #2
Cheque
Woucher
Deposit

Cash

Payment

Change

1,250.00

0% 0% 0% 0.00

1,250.00

n.00% | 0.00% 0.00

1,250.00
1,250.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

[ First “ Previous ” Hext ” Last ]

il calliooian s e o I ol
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2.4.6. Credit Notes

As customer may have some return goods, those items can be stated in this screen to
make an offset.

Header

% [Credit Note - N 00007

Header I Detail || Summary ” Listing !

Reference Mo, CN 00001
Date 23/05/2003 16:51 Perind

Description GOODS RETURN
Customer Ma, | 20007000 | bt | CUSTOMER 1 | Term |
Agent |

Purchase Order Mo,

Delivery Order Mo,

add || Edr ” Delete ” Search " Prirt: ] ’ Exit ]

Details

% Credit Note - CN 00001

Header | | summary || Listing |

Item Mo, BARCODE | >
Description AMANO MTX-10 BARCODE READER
Quantity 1|/ PCS |
Price 3,200.00

Discount 0% 0% 0.00
Tax 0.00% 0.00% 0.00
Arnount 3,200.00

Item Mo, Drescription Quankity Price Discount Amaunt o
1 BARCODE AMANO MTX-10 BARCODE READE 17PCS 3,200.00 0.00 3,200.00
w
Eviols [t Last i Add " Edit " Delete " Seatch " Prink ] [ Exit ]
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% Credit Note - CN 00001

| Header.!j Detail-: ! Listing.l
Tatal 3,200.00
Discount | o | o | 0% | 0.00
Nett 3,200.00
Ta | o.oos| 0.0 o.00%] 0.00

Grand Total 3,200.00

’ add “ Edit ” Delete ” Search ” Print H Ext ]

2.4.7. Issue

Issue enables you to enter goods issued for internal use. It consists of three (3) sections:
Header, Detail and Summary.

Header

** [ssue - ISSO0001

E Detail | Summary || Listing |

Reference Mo. 15300001
Date 19/05/2003 10:20 Period

Reason ISSUE

Authorized By |

’ Add ” Edit ” Delete “ Search ” Brink ] [ Exit ]
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Detail

** |ssue - ISS00001

Header

! Surmnary || Lisking :
Item Mo, BARCODE ot
Description AMANOD MTx-10 BARCODE READER
Quantity 1.00 |
Price 2,500, 00
Discounk 0.00% 0.00% 0.00
Tax 0.00% 0.00% 0.00
Arnount 2,500, 00

Ikem Mo, Description Quantity Price Discounk Arnounk 45

& CANFRIN-2304 CANON PRINTEE L.00 UNIT 530,00 0.0o 530,00

R

Total Amount 3,030.00

[ add " Edit " Delete " Seatch ” Print H Exit l

=+ Iszue - 15500001

Header !: Detail | |

Total 3,030.00
Discount | 0% 0% 0% 0.00
Nkt 3,030.00
Tax [ o.oos | nooos| o.oos 0.00

Grand Total 3,030.00

I add ” Edit ” Delete ” Search “ Frint H Exit ]
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2.4.8. Adjustment — Increase

The option enables you to increase the stock quantity.

Header

** Adjustment - Increase - DAIDDOOT

et ail I| Summary || Lisking :

Reference Mo. 0AI00001
Date 23/05/2003 16:54 Period 5

Reason ADJUSTMENT

Authorized By |

’ add ” Edit ” Delete ” Search ” Frint H Exit l

Detail

** Adjuztment - Increaze - 0AIDDDD]

Header ” ' Summary ‘ ! Listing |
Tkem Mo, A4-P-CASE | i
Drescripkion 44 PAPER CASE
Quantity 10 || 3ET ‘
Price 2.00
Discount 0% 0% 0.00
Tax 0.00% 0.00% 0.00
Amount 20.00

Item Mo, Description Quankity Price Discount Amount o]
M
i »
Total Amount 20,00
I Aadd ” Edit " Delete “ Seatch ” Print ] I Exit ]
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= Adjustment 0aloooo1

| Header |. Deetail I iListing \

Takal 20.00
Discount | 04 | os | 0% | 0.00
Nett 20.00
Tax | o.o0s | o.oos| 0.0z 0.00

Grand Total 20.00

’ Add ” Edit ” Delete ” Seatch ” Print ] ’ Exit ]

2.4.9. Adjustment — Reduce
The option enables you to decrease the stock quantity.

Header

% Adjustment - Beduce - DARDDDOT

Header I Detail || Summary || Listing |

Reference Mo, OARDOOOL
Drate 23/05/2003 17:03 Period &

Reason ADJUSTHMENT

Authorized By

Coadd || e " Delete “ Search ” rint H Exit ]
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Header Summary } Lisking !

Ikem Mo, EANNER ‘ -
Description EANNER

Quankity 6 || UNIT ‘
Price 5.00

Discount 0% 0% 0.00
Tax 0.00
Amount

Itemn Mo, Description Quantity Price Discount Amount |
1 BANNER BANNER. 6 TNIT 5.00 0.oo0 30.00
v
Total Amount 30.00
i ’ Add ” Edit ” Delete ” Search “ Print ] ’ Exit ]
Summary

** Adjustment - Beduce - 0ARDDODT

Header !: Detail |

30.00

Takal 50.00
Discount | o | 0% 0% 0.00
etk 30.00
Tax [ o.oos| o.o0s| o.00% 0.00
Grand Total

’ add ” Edit ” Delete ” Seatch ” Print H Exit l
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Chapter 3: ENQUIRY

3.1.

3.2.

Maintenance Transaction Reports  Housekeeping Help  Exit
Prirt Bill

poi r Prirt [term 3 3

Daily Check.out

O coor o

M eszage Display

The ENQUIRY menu is the third menu of P.O.S. System, the report generator for reviewing the
status of the transactions. This Enquiry pull down menu consists of:-

3.1. Print Bill

3.2. Print Item

3.3. Daily Checkout
3.4. Open Cash Drawer
3.5. Message Display
Print Bill

Allow to print out the bill like Stock Receive, Purchase Return, Delivery Order, Invoice, Cash
Sales, Credit Note, Issue, Adjustment — Increase and Adjustment — Reduce.

~* Pint Bill (%]

Reference Mo. Range

Bill Type

Reference Mo, from |E]

- 1
Reference Mo, ko | ZEZEZEEE |E]

Date Range

[rake From 0170171930 00:00 |

Date to 24/05/2003 00:00 |

[l cid

Select Enquiry - Print Bills - Bills and select the Bill Type, Reference number and date range of
the bill. Click OK button you will able to preview and print the bill.

Print Item

Print Item consists of Item List, Item Label, Category List, Group List and Service Item List.
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Mainkenance  Transackion Repu:urts Housekeeping Help  Exit

Print Bills

po i r Ptinkt Ikem

3.2.1. Item List

3.2.2,

Duaily Checkout

Message Display

»

4

Ttem Lisk
Ttem Label

Cakegory List
Group Lisk

Service Ikemn Lisk

Page 57 of 107

Item List enables you to view and print the Item listing in typical or detail format.

** [tem List

Category From

I

B
. |

Cakteqgory ko ZEZEZZEZ E]
Group from E]
Group ko ZEZZEZZEE E]
Itemn Mo, Fram | |E]
Ikem Mo, ko | bt A A A A A A A A A A A A A A A A A AAA |E]
Sort By | Item No. b |
Wigw !Typical V!
ok ] ’ Cancel ]

Select Enquiry = Print Item - Item List and select the Category, Group, Item No. and

select the report to be sorted by Item No., Group or Category.

If you want to see the details report, change the View type from Typical to Detail.

Click on the OK button to preview and print the bill.

Item Label

Item Label enables you to print barcode item label with/without description and unit

price.
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** |tem Label 3]

Item Range
Category From |
Caktegory Eo EEZEZZEZ

Group from
Group ko ZEZZEZEEE

Itern Mo, From E]
]

Ikem Mo, ko fttd A A A A A A A A A A A A A A A A A AA

K1 [KINKD (KD

Siork By Item Mo. W |

3.2.3. Category List

This option enables you to print the item’s category list.

** Category List

Category Range

Category From E]
M

Caktegory Eo ZEZEZZEZ

[ o ][ corl |

Select Enquiry = Print Item - Category List and select the Category and click on the OK
button to preview and print the list.

3.2.4. Group List

This option enables you to print the item’s group list.

** Group List

izroup From | |E]

Group ko ZEZZEEZEEE E]

e

Select Enquiry = Print Item - Group List and select the Group and click on the OK
button to preview and print the list.
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This option enables you to print the Service Item list.

= Service Item List

Service Ikem to

Servyice Item Range

Service Ikem From |B
ZEZZZEZZZZ |B

(o

[ coree ]

Page 59 of 107

Select Enquiry - Print Item - Service List and select the Service Item No. and click on
the OK button to preview and print the list.

3.2.6. Promotional Item List

This option enables you to see the promotional Item list.

** Promotional ltem List

ﬁtem Mo, Description

343434

Cakegory

An0001

BANNER

EANNEE

BARCODE

AMAND MTX-10 EARCODE READER

CALENDAR

CCE BLUE 3HIRT

CD-COVER

ddds

Ire .

Ikerm Mo,

Description |

| 1z3le

Daily Checkout

This option enables to print out the daily collection by counter according to the date you

specified.

** Daily Checkout

i o |

Counter

From Drate

To Date

View

18/05/2003 00:00

19/05/2003 11:1&

Complete e

Noce
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Select Enquiry - Daily Checkout and select the Counter No., date and click on the OK button to
preview and print the list. To print out the summary, change the View type to summary.

Open Cash Drawer

The option enables you to open the cash drawer. Select the Supervisor ID and enter the
password to open the cash drawer.

** Open Cash Drawer &|
Select the supervisor and click Open button to open the cash drawer.
Supervisor W |
Password |
Qpen l I Cancel ]

Message Display

This option enables you to edit the message to display on the counter machine.

| .Custu:um

I Welcoming ]

I Thanking ]

Counter Closed

Close
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4.1. Cash and Receipt Reports
4.2. Sales Reports
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4.5. Management Reports
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Chapter 4: REPORTS

4.1.

Maintenance Transaction Enguiry NG Housekeeping Help  Exit

Cash and Receipt Reports 3
oi nt O-I Sales Reports 3
p Inventory Reports 3

Management Reparks 4

The REPORTS menu provides most up-to-date detail or summary reports, where it categories
into:-

4.1 Cash and Receipt Reports
4.2 Sales Reports

4.3 Inventory Reports

4.4 Membership Report

4.5 Management Reports

Cash and Receipt Reports
Cash and Receipt Reports consist of Receipt Report, Sales Order Report, Cash Recording Report,

Credit Card Report, Cheque Report, Voucher Report, Special Discount Report and Free Item
Report.

Maintenance Transaction  Enguiny B M Housekeeping Help Exit

Cash and Receipt Reparts Feceipt Report
oi nt O-I Sales Reports [ Sales Order Report
p Inventory Reports >

Cazh Recording Repart

_ Membership Feport 3 Credit Card Feport

Cheque Repaort
Management Reports 3 a R

Special Discount Feport

4.1.1. Receipt Report

Receipt Report indicating the type of payment made by Customer including the receipt
number and amount paid.

** Receipt Report

Cashier Range

Cashier Fram [ 'B
Cashier ta rzzzzzzzz :E]
Counker Ffrom I |E]
Counker to | zzzzzzEn IE]
Date Range
Date from 01012001 |oo:zoo |
[rate ko | 21/05/2003 DEI:DEIl
Wienw .T‘_‘g-pical
Receipt Status | Typical ~ |
[ oK ] [ Cancel ]

COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business System

4.1.2,

4.1.3.

Point Of Sale User Manual Page 64 of 107
Select Reports - Cash and Receipt Reports - Receipt Report, key in the Cashier
number, counter and date. Select the view type whether to print out Typical, Summary,

Credit Card, Credit Card Summary, Transaction Detail, Tax Details or Payment Analysis.
Choose the Receipt Status and click on OK button to preview or print the Receipt Report.

Sales Order Report

Sales Order Report enables you to view and print the sales order made by customer.

*%* Sales Order Report

Cashier Range

Cashier From |

=
M

_ —
Cashier ko |zzzzzzzz |

Salesperson / Agent

Aagent From | |E]

Agent Eo Lzzzzzzzzzzzz JE]
Date Range
Date From | 0140172001 00:00 |
Date to | 21/05/2003 00:00 |
1
Sark By | Cashier |
Wi iTyp:i.u:al M|
COrder Status i'I‘yp:i_u:al V!
’ oF ] ’ Cancel ]

Select Reports - Cash and Receipt Reports - Sales Order Report, key in the Cashier no.,
Agent code and date. Select the view type to print out Typical or Summary Report.
Choose the Order Status and Click on the OK button to view and print the Sales Order
Report.

Cash Recording Report

Opening is the money hold by Cashier before starting work. Cash In is the money add in
during work and Cash Out is the money to be withdrawn from the Cash Drawer when
Cashier finishing work.

Cash Recording Report usually printed for checking purposes to control the money in and
out.
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** Cash Recording Report

Cashier Range

Zashier From

Cashier ko ZZZZEEEE

Caunter from

Counter ko ZEZZEZEEE

(JdJ Jd

Date Range
Dake From 0140172001 |00:00
Diate ko 21/05/2003 00:00
Wiew | Typical
Transaction Status | Typical >
I oF ] I Zancel ]

Select Reports - Cash and Receipt Reports - Cash Recording Report, key in the
Cashier no., counter and date. Select the view type to print out Typical or Summary
Report. Choose the Transaction Status and Click on the OK button to view and print the
Cash Recording Report.

Credit Card Report

Credit Card Report enables you to view and print the sales paid by Credit Card.

** Credit Card Report r$_<|

Cashier Range

Zashier From I B
Cashier ko IEEEEEET E]

Credit Card From MASTER CREEDIT CARD o
Credit Card to VI3h CEEDIT CARD it
Date Range

Diake From Ql/01/Z001 00:00

Date to 2140542003 00:00

Wiew Typical bt
Transaction Skaktus Typical st

[ Cancel ]

Select Reports - Cash and Receipt Reports > Credit Card Report, key in the Cashier no.,
Credit Card Type and date. Select the view type to print out Typical or Summary Report.
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Choose the Transaction Status and Click on the OK button to view and print the Credit
Card Report.
Cheque Report

Cheque Report enables you to view and print the sales paid by Cheque.

** Cheque Report E|

Cashier Range

Cashier From I E]
Zashier to CEEEEEET —IE]

Date Range

Diate From 0170172001 00:00
Drake to 21/05/2003 00:00
Transaction Status |T§mical V|

Select Reports > Cash and Receipt Reports - Cheque Report, key in the Cashier no.,
and date. Choose the Transaction Status and Click on the OK button to view and print
the Cheque Report.

Special Discount Report

Special Discount Report enables you to view and print the special discount list if you
have set in your maintenance.

=% Lpecial Dizcount Report (%)

Cashier Range

Cashier Fram | E]

Cashier ko [zzzzzzzz |B
Discount From NEW YEAR FROMOTION b
Discount ko NEW YEAR PROMOTION B
Dakte Range
Dake From 0l/01/41930 00:00
Date ko 2570572003 00:00
Wiew Typical V|
Transaction Staktus Typical ! |

I 2K ] I Cancel ]
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Select Report - Cash and Receipt Report - Special Discount Report and select the
Cashier code, discount code and date. Select the view type to print out Typical or
Summary Report. Choose the Transaction Status and Click on the OK button to view and
print the Special Discount Report.

Sales Reports

Sales Report consists of Product Sales Report, Service Item Report, Salesperson Sales Report,
Promoter Sales Report and Time Report. Where it enables you to view and print various reports
on Sales Analysis. These reports will give you on-hand information of Sales performance.

Maintenance  Tranzaction Enquiny BEESEN Houszekeeping Help  Exit

Caszh and Receipt Reports »
poi “t O-I Sales Product 5ales Report
Inventory Reports » Service [tem Report
_ temberzhip A eport » Salesperzon Sales Report

Promater 5 ales Report
tanagement Reports r &

Time Report

Free [tem Report

4.2.1. Product Sales Report

Product Sales Report enables you to view and print sales value by product.

** Product Sales Report

Item Range

Category From | .E]

Cakegory to |zzzzzzzz EE]

Group From I 'E]

Group ko izzzzzzzz 'E]

Ikem Mo. From | E]
Item Mo, ko |zzzzzzzzzzzzzzzzzzzzzzzz |E]
Sort By | Item Ho. ~|
Date Range

Dake From I 0ls01/2001 Qo:00 |

Date ko i Z1/05/2003 00:00 |

Wiew iTypic:al v|

oF, H Cancel ]

Select Reports - Sales Reports - Product Sales Report, key in the Category, Group,
Item No., and date then click OK button, you will able to see the Product Sales Report.
You are able to sort the report by item no, group and category. Select the View Type to
print out the Typical report, Monthly Sales, Monthly Volume, Quarterly Sales, Detail
report or Typical Receipt Layout.
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Service Item Report enables you to view and print the sales value and transaction of

Service Item.

** Service Item Report

Service Ikem From E]
M

Service Ikem ko

ZZZZEZEZE

Date Range

Seryice Item Range

Date from 01/01/2001 00:00 |
Date to 21/05/2003 00:00 |
View Typical

Select Reports > Sales Reports = Service Item Report and key in the Service Item Code
and date then click OK button, you will able to see the Service Item Report. Select the
View Type to print out the Typical or transaction report.

4.2.3. Salesperson Sales Report

Salesperson Sales Report enables you to view and print the Sales Value, Sales
Transaction, Product Detail and Performance Analysis by Salesperson.

~* Salesperson Sales Report

Agent From [ E]

Agent o

| ZZZZZEZEZEZEZE E]

Date Range

B

Date From /0170172001 00:00 |

Date to | 21/05/2003 00:00 |

Yiga Typical B |

Sork By Total Transaction !
(8] 4 l ’ Cancel

Select Reports - Sales Reports > Salesperson Report and key in the Salesperson/Agent
Code and date then click OK button, you will able to see the Salesperson Sales Report.
Select the View Type to print out the Typical Report, Transaction, Product Detail or
Performance Analysis. For Performance Analysis Report, you are able to sort by Total

Transaction, Gross Total or Grand Total.
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Promoter Sales Report

Promoter Sales Report enables you to view and print the sales value by promoter.

** Promoter Sales Report E|
Promoter Range
Prornoter From |E]

ZZZEZEZEZE -|E]

Promoker Eo

Date Range
Drate From 0l/01/Z001 00:00
Date ko 2140542003 00:00

Select Reports - Sales Reports - Promoter Sales Report and key in the Promoter Code
and date then click OK button, you will able to view and print the Promoter Sales Report.

Time Report

Time Report is indicating the time of the Salesperson selling the product to the customer.
Usually this time will appear on the receipt of the Salesperson.

~* Time Report

Cashier Range

Cashier From | |
i ‘::|

Cashizr ko | EEEEEEES iE]
Counter From 'E]
Zounker ko ZEEZZEZZZZ l
Date Range
Date Fram 01/01/2001 00:00
Date ko 210572003 00:00

: I
i | Typical =0

’ 0] 4 ] [ Cancel

Select Reports - Sales Reports = Time Report, key in the Cashier no., counter and date.
Select the view type to print out Typical or Analysis Report. Click on the OK button to
view and print the Time Report.

Free Item Report
Free Item Report enables you to view and print Free Item, which it comes together with

the item. If you have already keyed in the free item then you will be able to print this
report.
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** Free ltem Report (]

ategory From

Categary ko

aroup From

Group ko

Itemn Mo, Fram

Ikem Mo, ko

Item Range

Point Of Sale User Manual

ZZEEZEEZZEE IE]
| —
| (M
EZZEZZEE '
jooeemms |

| )

| EEEZEZEZEEZEEEEEEEZEZ2EEEEEE |E]

Sork By

Date Range

iItem Ho. V!

Drake From 0l/01,/41930 00:00
[Dake bo 25052003 00:00
= iTy‘pical V|
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Select Reports - Sales Reports > Free Item Report and select the category, group, item
no., and date then click on OK button to view and print the report. You are able to sort
the report by item no, group and category. Select the View Type to print out the Typical

or Detail report.

Inventory Reports

Inventory Reports consists of Stock Balance Report, Inventory Physical Worksheet, Stock Receive
Report, Purchase Return Report, Stock Return Report, Stock Adjustment Report, Reorder Advice

and Serial No. Report.

Maintenance Tranzaction  Enguing Saf= i

Houzekeeping Help  Exit
Cazh and Receipt Reports 3
Salez Reports 3

pointof

Inwentory Reports

Management Reports 3

tMembership Report 3

Stock Balance Report
Inventan Physical Worksheet
Stock Receive Report
Purchasze Return Report
Stock Return Feport

Stock Adjustment Fepart

Rearder Advice

Serial Mo, Report
|tern Grade Report
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4.3.1. Stock Balance Report

Stock Balance Report indicates those stocks are still available.

** Stock Balance Report

Item Range

Category From B

Zategory ko EEEZEEEED B

Group From [E]

Group ko EZZZEIZED B

Item Mo, From | |B

Item Mo, to | FEEEEEEEEEEEEEEEREZEEEERE |B

Sork By | Item No. M |

Date Range

Date From P

Crate ko 2105752003

Wiew i Twypical N |

Stock Skatus i Typical b |
l ’ Cancel ]

Select Reports = Inventory Reports - Stock Balance Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Change the view type from
Typical to Detail to see the detail report. To print out only Active Item, you can change
the Stock Status from Typical to Active Item.

4.3.2. Inventory Physical Worksheet

Inventory Physical Worksheet like a check list for the user to do the Inventory check.

2 Inventory Physical Worksheet

Item Range

Cateqory from |E]
Categary ko ZZZZZZEZ B

Group framm | E]
Group ko ZZZEEZEET B
Item Mo, From | |E]
Item Mo, ko | ZZZZEZZEZZZEZTZEZTZEEEIEE |B
Sork By | Trem MNo. o !

Date Range

Drake from | A |

Date ko 21/05/2003

COPYRIGHT © UBS CORPORATION SDN BHD



UBS

User Business System

4.3.3.

4.3.4.

Point Of Sale User Manual Page 72 of 107

Select Reports = Inventory Reports > Inventory Report and select the category, group,
item no., and date then click on OK button to view and print the report. You are able to
sort the report by item no, group and category.

Stock Receive Report

Stock Receive Report will indicate the stock received for viewing and printing purposes.

** Stock Receive Report

Item Range

Category From || E]
Cakteqory o | ZEZEZZEZ E]
Group From :E]
Group ko ZEZZEZEEE iE]
Item Mo, from | !
Ikem Mo, to | ZELZEEEEEECLEEEEEEEEEEEEE |E]
Sort By | Iten No. hil
Date Range
F
Date from | o
| .
Date ko | 21/05/2003
Wit |T§g'pi|:al - |

e

Select Reports = Inventory Reports - Stock Receive Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Select the View Type to print out
the Typical report, Monthly Purchase, Monthly Volume, Quarterly Purchase or Detail
report.

Purchase Return Report

Purchase Return Report enables you to view and print a list of transaction on Purchase
Return in details.
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** Purchase Return Report

Item Range
ZZEZZZEZ

Group From
Group ko ZEZZIZZZEE

Cateqgory From

Cakteqgory ko

(I LU

Item Mo, From

KK

Ikemn Mo, ko CEELCEEEZEZEEZEERELZZERER

Sort By | Item No. M |

Date From Vil s
Date ko 2170572003
Wiy Typical o |

Date Range

T
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Select Reports > Inventory Reports - Stock Receive Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Select the View Type to print out

the Typical or Detail report.

Stock Return Report

Stock Return Report enables you to view and print Stock Return by product.

** Stock Return Report &|

Item Range

Category from E]
Cakegory ko 4:4:4:4:4:4:4:4 B
Group From B
Group ko ZEZZEZZE E]

Item Mo, from

K1)

Ikern Mo, bo CECLZELZEEZEEEEEZEEZEREEERE

Sort By |Itew Wo. v
Date Range

Drake From Y

Date ko Z1/05/2003

Wigw ! Typical
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Select Reports = Inventory Reports - Stock Return Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Select the View Type to print out
the Typical or Detail report.

Stock Adjustment Report

Stock Adjustment Report enables you to view and print if there is any stock adjustment
transaction.

% Ctock Adjustment 3]
Item Range
Category From | | |E]
Cakegory ko [-4:4:4:4:4-4:4:4 B
Group from | 'E]
Group ko izzzzzzzz IE]
Item Mo, From | |E]
Ikem Ma, ko | idod dodod- At A A A A A A A A A A A AR A A |E]
Sart By | Iten Na. I
Date Range
1
Date Fram T |
e
Date to | 25/05/2003 |
Ve i Typical e |

Select Reports = Inventory Reports - Stock Adjustment Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are

able to sort the report by item no, group and category. Select the View Type to print out
the Typical or Detail report.

Reorder Advice

Reorder Advice enables you to view and print item’s reorder list when the quantity on
hand is lower than the minimum level.
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Item Range

Cateqary Fram

Categary ko

Group From

Group ko

Tkem Mo, From

Point Of Sale User Manual
X

|

| —

ZZEZZZZEZE

ZZEZEZZZEE

K K1 KN

]

Ikem Mo, ko ZEZEZEZZZLEEZEEEEEZEEEEES |E]
Sort By | Item No. M |
Date Range
Date From iy
Date ko 2170572003
. [
View | Typical V|
[ oK ] [ Cancel I
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Select Reports = Inventory Reports - Reorder Advice and select the category, group,
item no., and date then click on OK button to view and print the report. You are able to
sort the report by item no, group and category. Select the View Type to print out the
Typical or Detail report.

Serial No. Report

Serial No. Report enables you to view and print the serial numbers’ status.
Item’s serial number such as hand phone, the serial number comes together with the

item.

** Serial Ho. Heport

Item Range

Cakeqary From

Cakegory ko

Group From

Group bo

Item Mo, Fram

Item Mo, ko

=S

| —

ZZEZEEZEEE

ZZZEZZEEZ

I W

)
[id

CEEZZZCEECCCEEEECEEEEZEEE

Sork By

Dake From

Dake ko

Wiew

iItem Mo. Vl

Date Range

01/01/1930 00:00

25/05/2003 00:00

|a11

]
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Select Reports = Inventory Reports - Serial No. Report and select the category, group,
item no., and date then click on OK button to view and print the report. You are able to
sort the report by item no, group and category. Select the View Type to print out the all,
available item or sold item.

4.3.9. Item Grade Report

Item Grade Report enables you to view and print the graded item list. If you have
assigned any item with grades, then you will be able to see the regent as below:

** |tem Grade Heport E'

Item Range

Category From |E]

Caktegory o |zzzzzzzz E]

Group from E]

.
Group ko | zzzzzzzE EE]

Itern Mo, From |

Item Mo, ko | ZEZEEEECEEEEZEEEEEEEEERE ﬂE]
Sark By ! Iten No. _v.
Datefrom | 01/01/1930 00:00 |
Oateto | 25/05/2003 00:00
Yigtn | Status v|

Select Reports - Inventory Reports - Item Grade Report and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Select the View Type to print out
the item status or sold item.

4.4. Membership Reports

Maintenance  Trangaction  Enquiny BREaEN Housekeeping Help  Exit

Cazh and Receipt Reports 4

oi “t O-I Sales Reparts r

p IFvenkany Reports 4
_ tdembership Feport tdember Sales Report

Paint Accurmulated Fepart
tahagement Reports 4

tdember Bithday Report
tembership Expired Report
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Membership Reports consists of Member Sales Report, Point Accumulated Report, Member
Birthday Report and Membership Expired Report.

4.4.1. Member Sales Report

4.4.2,

Member Sales Report enables you to view and print the Membership’s transaction
records.

....-_____. : .-.:_-: " . IEI
Mermnber From E]

Member to CEZEEEEEEEEEEEEEEEEE
Sark By |Hem.hership No. V|
Date Range
Drake From 0l/0141930 00:00
Date to 2570572003 00:00
Wigw Typical V|
I (] 4 ” Zancel ]

Select Report > Membership Reports > Member Sales Report and select the
Membership No. and the transaction date then click on the OK button to view and print
the Member Sales Report. You are able to sort the report by Membership No. or Name.

Point Accumulated Report

Point Accumulated Report enables you to view and print he Points collected by the
Members.

E]]

** Point Accumulated Heport

Member Range
Member From E]
Member to CEIEFREREEEEEREIERERR E]
Sork By |Hem.hership No. V|
View &1l v|
(] 4 ] ’ Cancel l

Select Report > Membership Reports - Point Accumulated Report and select the
Member ID. and click on the OK button to view and print the Point Accumulated Report.
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You are able to sort the report by Membership No. or Name and change the view type to
print only active member.

Member Birthday Report

Member’s Birthday Report enables you to view and print the member’s birthday date.

=% Member Birthday Report =

Member Range

Mermnber From

KI[KD

Member to CEZEEEEEEEEEEEIEEEEE

Sork: By |Hem.be1:ship Ho. v
View a1l v|
Planth | Jamiary b i

ik l ’ Cancel ]

Select Report - Membership Reports > Member Birthday Report and select the Member
ID. and birthday month and click OK button to view and print the Member Birthday
Report. You are able to sort the report by Membership No. or Name and change the view
type to print only active member.

Membership Expired Report

Membership Expired Report enables you to view and print report on the member’s
expiration date.

*%* Membership Expired Heport %
Member Range
Member From | B
Mermber to |zzzzzzzzzzzzzzzzzzzz E]
1
Sork By |Hemhership No. |
Yiew &1l V|
Manth Jarnuary b |
’ oF ] ’ Cancel ]

Select Report - Membership Reports - Membership Expired Report and select the
Member ID. and birthday month and click OK button to see and print the Membership
Expired Report. You are able to sort the report by Membership No. or Name and change
the view type to print only active member.

COPYRIGHT © UBS CORPORATION SDN BHD



EUBS

serBusinss System Point Of Sale User Manual Page 79 of 107
4.5. Management Reports

Management Report enables you to view and print the reports like Salesperson Performance,
Member Analysis, Product Analysis, Payment Analysis and Time Analysis.

Maintenance  Transaction  Enquiny BEEEEN Houzekeeping Help  Exit

Cazh and Receipt Reportz 4
oi “t O-I Sales Reparts 3
p Inventory Reports »
New Member td anagement R eports Salesperzon Performance

HECENT ACCESS

MNew Product Arrival Member Analysis

Today's sales Product Analysis

Payment Analysis
Time Analyziz

4.5.1. Salesperson Performance

Salesperson Performance Report enables you to view and print report base on the sales
value.

*% Lalesperson Performance

&gent From i| E]

Agent bo | ZZEZEZEEEEEEE

Date Range

Diate from [01/01/1930 00:00 |

Dake ta 25/05/2003 00:00

Sork By ETn:n;al Transaction V:
I (0] 4 ] I Cancel ]

Select Report > Management Report - Salesperson Performance and select the
Salesperson/Agent No. and date then click on OK button to view and print the
Salesperson Performance Report. You are able to sort the report by Total Transaction,
Gross Total or by Grand Total.

4.5.2. Member Analysis

Member Analysis enables you to view and print the member’s geographical area,
demographic age or top purchases member.
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Member From

Member ta
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CEZZZEZZEZZECZEZEEEEZEEE E]

Sork By

Date Range

|Hem.be1:ship Hao. Vi

=
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Dake from |E|l_,-"Dl,-"1930 DEI:EIDl
Dake ko |25;"DS;"2003 DD:DD|
Wigw Geographic b |
5engraphic City b |
Top 50 | Records

[ a4 I l Cancel I

Select Report - Management Reports - Member Analysis and select the Member ID.,
date and other necessary option then click on OK button to view and print the Member
Analysis Report.

Product Analysis

Product Analysis Report enables you to print out the product’s profit margin, top sales
and low demand product.

%)

** Product Analysis

Item Range

Cakegory From

Cakegory ko ZZZZEZEZE

(J4 D

Group From
Sroup ko ZZZZZZZZ

Ikem Mo, from

Ikem Ma, to LELZLELELLECEEEEEEEEZEEEEER

KI[KY

Sark By | Iten No. B |

Date Range

Dake from 0l/01/2001 00:00
Dake ko 2140542003 00:00
Vi | Profit Margin M |
Top | 50 | Records
I
| o4 | [ Cancel ]

Select Reports - Management Reports - Product Analysis and select the category,
group, item no., and date then click on OK button to view and print the report. You are
able to sort the report by item no, group and category. Select the View Type to print out
the Profit Margin, Top Sales Product or Low Demand Product.
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4.5.4. Payment Analysis

4.5.5.

Payment Analysis Report enables you to view and print the total sales value by different
payment mode.

%% Payment Analysis 3]
Cashier Range
Cashier from | |E]
. ‘::I
Cashier ta EEEZEZET :E]
| — |
Counter From iE]
|
Counter to EEEEEEEER IE]
Dakte Range
Date Fram | 01/01/1930 00:00
Date ko |25,-’I35;'2D|33 od:oo
Receipt Status | Twpical 4 |
l [a]'4 ] ’ Cancel ]

Select Report > Management Reports - Payment Analysis and select the Cashier Code,
Counter No., date and other necessary option then click on OK button to view and print
the Payment Analysis Report.

Time Analysis

Time Analysis Report enables you to view and print reports on number og sales made
with certain timeframe.

£

= Time Analysis

Cashier Range

|

Cashier From [| E]
Cashier ko I EEEEZEEZZE
Counker from |[E]
Coterto | zzzzzzzz 7]
Date Range
Date From 010141930 00:00
Date ko 250542003 00:00
’ Qi l [ Cancel ]

Select Report - Management Reports - Time Analysis and select the Cashier Code,
Counter No. and date and then click on OK button to view and print the Time Analysis
Report.
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CONTENTS

Chapter 5 Housekeeping
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5.6. Import and Export
5.7. Change Password
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Chapter 5: HOUSEKEEPING

5.1.

Maintenance Transackion Enguiry Reporks Iﬁ@@ Help  Exit

Setup 4

poi nt Of sa I Administrative Tools 4

Index Database

Backup and Restare
UB! Import and Expart >

Capyr Change Passward

This Select Printer. ..

IJBS Corporation Bhd

The HOUSEKEEPING menu is not just dedicated to data maintenance only, it also involves in
configuring the entire system settings. The Housekeeping pull down menu consists of:-

5.1. Setup

5.2. Administrative Tools
5.3. Index Database

5.4, Upgrade Database
5.5. Backup and Restore
5.6. Import and Export
5.7. Change Password
5.8. Select Printer

Setup

Setup menu consists of General Setup, Transaction Setup and Device Setup.

Mainkenance Transacktion Enquiry  Reporks Bl Sl Help  Exit

] 3 General Setup

poi nt Of sa I adrinistrative Tools 3 Transaction Setting

Device Setkin
Index Database c

Backup and Restore
UB! Import and Export 3

Copyr . all rights reserved,

Change Password

This f Select Printer...

5.1.1. General Setup
Company

User needs to enter their Company Detail, General Setting, Regional Setting and
Database Integration Setting accordingly.
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Company Profile

Company Mame UES Corporation Ehd

Address Level 51, Tower &, Petronas Twin Tower,

Fuala Lumpur City Centre,

50085 FKuala Lumpur.

Telephone 603-2031 6178
Fax 603-2031 6425
ROC Mo, 441359-K

Apply Multi-Company

oK H Cancel H Apply I

The Company screen involves licensing not only company who purchase the software, it
also concern the registry of the accounting entry and output. Please indicate the
company with correct ROC number, so the account can be recognized as valid. If you
prefer to have multi-company account, please tick the Apply Multi-Company check box.

Apply Multi-Company - allows user to create multiple company to maintain
different sets of P.O.S. system.

General

** General Setup

| Company Regional I Sharing |

@ Last ¥ear Accounting Closing Date 3l/1z2/z2002 |
This Accounting ¥ear Closing Period 18 |5

FromDate | 01/01/2003 | To | 30/06/2004 |

Accounting Period

smart Lock Setting

ﬁ Smart Lock Type iDemo Set

4]

ol coi i ]

Last Year Accounting Closing Date -

This Accounting Year Closing Period -

Closing date indicate the last accounting
year. It must be same with UBS Stock
Control system.

Closing period indicate the number of
months for this accounting year. It must
be same with UBS Stock Control system.
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Smart Lock Type - Please take note that if you purchased
and setup the full version of P.O.S.
system, there should display a word
Licensed edition at the Login screen
when you run the P.O.S. system.

Regional

This option enables you to maintain the currency use by company and to set the
quantity, price, discount percentage, NRIC and date format use in the system.

** General Setup

| Company || General :! Regional l Sharing

Currency and Numbers

1
Currency Symbol RM |

Currency Waord Finggit M'sia |

The number Format is represented by 9, For example ; 9,999,999,99 or 99%,

Quariity 9,909,593 Armaunk 9,999,393, 99
Price 9,999,999.99 Cash Amount 9,999,999.99
Discount Percent |99°¢

MRIC Na, |999999—99—9999 |

Drate Format EFEEEE’. v |

o |[ conca |[amy |

[

Sharing

This option enables you to set the linkage to Stock Control and Accounting System.

| Company || General || Regional | Sharing |

Database Integration

\ Inkegrate with Stock Control System
8 o

Skock Control Folder !d:\u.hsstk\data\ ”

|:| Integrate with Accounting System

Accounting Folder i |

el
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Integrate with Stock Control System -

Integrate with Accounting System -

5.1.2. Transaction Setup

Function

*% Trangaction Sething

Page 87 of 107

This allows you to integrate the P.O.S.
system with Stock Control system by
direct it to the specific directory.

This allows you to integrate the P.O.S.
system with Accounting system by
direct it to the specific directory.

Transaction

‘ Salesperson [ Agent

[CIrultiple Lacation
Customer Table
Promoter

Service Ikem Change Pricing
Pramational Tkem Item Grouping
Free OF Charge Ikem Repeat Lask Ikem

Exchange or Return Ikem

i | dppearance || Controls || Payment || User Defined || Tax || Miscellaneous || Format || File Locations

Entry Activation

Item Function Activation |

Security

D Preset Quantity
[IPreset Price

|:| Preset Discount Percent

(o J(ew I o

Tick the Entry Activation check box to activate the entry screen for the
Salesperson/Agent, Customer, Promoter, Multiple Location and Table.

Item Function Activation uses to control the following functions:-

e Service Item

* Graded Item

» Promotional Item

» Free of Charge Item

* Exchange or Return Item
« Change Pricing

e Item Grouping

e Repeat Last Item

e Preset Quantity

e Preset Price

e Preset Discount Percent
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Appearance

** Transaction Setting g|

Security

|| Payment || User Defined || Tax || Miscellaneous || Format || File Locations

Screen Appearance
[Jcompany Logo Function key Legend
|:| Previous Reference Mo.
[IMext Reference Mo,

Item Appearance

Description Functional b Discount Percent #1 Functional ~
Cuankity Functional b Discount Percent #2 Functional o~
Uit OF Measure Functional i Discaunt Functional v
Price Functional hd Amounk Functional B
@rid Lines None B

(o J( o= I o]

Allow the system to set to show, hide or disable the company logo, Reference No.,
Function Key, Item Description, Quantity, Unit of Measurement, Price, Discount
Percentage, Discount, Amount and Grid Line.

Controls

** Transaction Setting

Transackion Security

[ Payment || User Defined || Tax || Miscellaneous || Format || File Locations

Item Control

[l allaw item to be sald lower than unit cosk

| Functions Appearance |

[l allaw ta proceed when on hand quantity is not enough

[ allaw ta edit item during transaction

Summary Control

[ allaw to edit discount
[ allgw to edit bax

(o J( o I o ]

The Item Control and Summary Control consist of:-
* Allow item to be sold lower than unit cost
»  Allow to proceed when on hand quantity is not enough
» Allow to edit item during transaction
«  Allow to edit discount
* Allow to edit tax
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Payment

** Transaction Setting

Transackion | Security

Functions :_ Appearance Controls |

User Defined Tax || Miscellaneous Format File Locations

|

Payment Acceptance

Credit Card Youcher []Fareign Currency
[ oebit Card [ Deposit
Cheque

Cheque

[ always enter bank
[ always enter cheque number

[ always enter cheque date

The post dated cheque (PDC) only accept within [ i} 3] day(s)

[ special Discount

o o= e ]

This page is use to set the payment acceptance and the require fields to fill in if pay by
cheque.

User Defined

** Transaction Setting

Transaction || Security

Functions || Appearance || Controls || Payment | User Defined | Tax || Miscellaneous || Farmat || File Locations

Header User Defined
Wpply  Descripkion Length Format Lad
' -
=l
1
1 v
Body User Defined
Wpply  Descripkion Length Format fad
o
7 5
1
] o

(o J e o]

Users are able to define their own field into database for the user to update during Cash
Receipt in transaction.
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Tax

** Tranzaction Setting

Transackion Security

L Miscellaneous || Format File Locations

Tax Computation

| Funictions appearance || Controls || Payment User Defined

[l apply Tax
Description %o Formula Compulsaryy
Goverment Tax 5% 5.00 | | SUBTOTAL * [TAXFERCENTL / 100} Tes M
0.00 % No
0.00 % No ¥
[7ax Inclusive
Sample

Government Tax 5%: SUBTOTAL * ({TAXPERCENT1 / 100)

Service Charge 3%: SUBTOTAL * (TAXPERCENTZ / 100}

(o J(om I o ]

Select the checkbox “Apply Tax” if you want to calculate tax on the total of that

transaction.

Description - enter the description for tax so that it will appear in the
cash receipt.

Percentage - enter the percentage (%) so that it will appear on the cash
receipt.

Formula - enter the formula to calculate the tax amount.

Miscellaneous

** Transaction Setting

Transaction [ Security

Functions || Appearance Cantrals Paymient User Defined Tax ! Farmat || File Locations

Default Setting

Salesperson [ Agent | B
Accounking Project E]
Item Location WARE |B
Item Description | First i
Ikem Pricing Price & B
Item Type Stock Item B

Membership

[]apply Membership

Item Discount

Surnmary Discount Callection Method | Total Purchased |

Ratio (Faink : Amount) | L 1.00 |

(o I o= o]
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The page enables you to set the default value for the Salesperson/Agent, Accounting
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Project, Item Location, Item Description, Item Pricing and Item Type.

For those who want to maintain the membership type of system, please preset the
membership’s structure in the above page.

Format

** Transaction Setting

Transaction

| Functions || Appearance || Controls || Payment || User Defined || Tax || Miscellaneous | Format | File Locations

Reference Number Format

Security

i Tope Auko Current Mo, Prefix 4_\5
)
Credit Note 1| o ‘
Cash Sales 7| cs 5
Deliwvery Order 3 Do
Invoice Z INv
Izzue 2 I35 |

Ttem Burnber |

Membership Mumber

Key Field Format

Having trouble to allocate the reference numbers for transaction?

This Reference Number Format section allows you to set your transaction reference
number to auto-run and prefix it. These will also eliminate the chances of duplicated

reference number.

On the Key Field Format section, it allows you to indicate the number format for item

entry and membership number.

* Please take note that Item Number Format must be same with Stock Control system if

integrated.
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File Locations

** Transaction Setting &|
Transaction Il Security
Functions || Appearance || Controls || Payment || User Defined Tax || Miscellaneous || Farmat
| Titls File Location ~
> |
Receipt #2 rptos#rp. £rx
Receipt #3 rptocsfrp. £rx
Invoice rptingil. frx
Sales Order #1 rptsofll. frx
Sales Order #2 rptsofla. frx
w

(o J[ o J[ s ]

Click on the Properties button to select the format file for Receipts, Invoice and Sales
Order. This option allows you to set and customize the format of the report to be printed.

Transaction

** Transaction Setting

| Functions || Appearance || Conkrols || Payment || User Defined || Tax || Miscellansous || Format || File Locations

Transaction i Security
Transaction Activation
Sales Order
Mature of Transaction | Retail e I

T e [ o |

Click on the Sales Order check box to activate the Sales Order function and select the
nature of business of your company whether is Retail shop or Restaurant.
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Security

** Transaction Setting

| Functions || Appearance || Controls || Payment || User Defined | Tax || Miscellaneous || Format || Fils Locations

Transackion [ Security

Supervisor Approval

Wwhen exchanged or returned of item
[ when accept sales order

(o [ ][ ow ]

To set the security level as management wishes and have to determine whichever
necessary check box to be ticked.

5.1.3. Device Setup

Cash Drawer

This section allows you to configure setting for the Cash Drawer.

** Device Setting

Cash Drawer | Customer Display || Scale

Cash Drawer Setting |

Conneck bo Cash Drawer

Communication Port coM1 M

Baud Rate ag00 b

Trigger Drawer Command i CHR(7) »

Dpen the drawer when the following action is taken

[]credit Card Payment []cheque Payment [] pepasit
[Ioehit card Payment [oucher [ ash Recording
[ QK ] l Cancel I [ Apply ]

Connect to Cash Drawer - Tick check box to enable the control link to the cash drawer.

* Baud Rate and Trigger Drawer Command are common setting, changes could be
needed for different hardware.
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Customer Display

Ever notice the small screen or LCD that display your purchase payment above the cash
dispenser in supermarket? This screen allows you to make some arrangements and
settings for the mechanism.

** Device Setting &|

| Cash Drawer | Customer Display | seale |

Customer Display Setting

Conneck to Cuskomer Display Device

Communication Port CoMlL b
Baud Fate Q500 b
welcoming Message HAPFY NEW YEAR

*% WELCOME ++%

Thanking Message THANE YOU

PLEASE COME AGATN

Counter Closed Message COUNTER CLOSED

NEXT COUNTEER FLEASE

Reset back ko welcoming message after | 5 |5 | seconds
—_— Tesl

(o J(ow I on ]

Scale

This section allows you to set the barcode’s scale.

** Device Setting

.I-_-_-
Cash Drawer || Customer Display | Scale |
Scale Barcode Setting
Accept Scale Barcode
FlagDigt | 99 J
Start End Decimal
Item Mo, 38 T8
[rrice g 12 z
[¥] Quantity - 12 8 z B
Round Up Quantity | o |
’ QK I ’ Cancel I ’ Apply ]

COPYRIGHT © UBS CORPORATION SDN BHD



EUBS

serBusinss System Point Of Sale User Manual Page 95 of 107

5.2. Administrative Tools

This option contains of user manager, policy setup, database viewer, language editor and font
editor.

Maintenance Tranzaction Enquiry Reports BEGREEEEEWEEN Help  Exit

Setup 3

= Administrative Toolz |Jzer Manager
pointofsal

Palicy Manager
Index Databasze Y .

_ Upgrade Database Databaze Viewer

Backup and Restare Databaze Clearance
Impart and Export > Recover Database

Year End P i
Change Password ear End Processing

Language Editar
Font Editor

Select Printer...

5.2.1. User Manager

This option enables the user to create the user login id and assign the access level to the
user.

** User Manager

| |
& User ID |UBS !

Mame iDefault Tser

Password i wEE |

Retype Password | #%% ]

User Group | ADMIN | | Administrator

’ Add ” Edit ” Delete H Exit l

1. Click on the “"Add” button to add a new use id. Next, type in the user id, name and
password.

2. Select the appropriate user group. Refer 4.3.1 for user group setup.

3. System administrator has the authority to access into all the system, click on the
“System Administrator” check box to assign a system administrator.

4, For any in-active user id, click on the “Suspend” check box to terminate the user access
right.

5. Click on the “Save"” button once you have completed key in the relevant information.

6. Click on the “Edit"” button for you to modify the description.
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7. To delete the record, click on the “Delete” button.

8. Click on the “Exit"” button to exit.

5.2.2. Policy Manager

This option enables the user to define the user group’s accessibility into the system.

Group Polic:

& I ]
Policy | Listing |
Group ADMIN
Mame Administrator
_Item Type Access Create Edit Delete Print -~

b

’ Add ” Edit ” Delete I ’ Exit I

1. Click on the “Add"” button, key in the group id and name.
2. There are two ways to set the authority for the group.
a. Click on “Item List” button

i. Click on the “Item List” button and select the form name from the list to assign
the authority of the group to access to the form.

b. Click on “Capture” button
i. Click on the “Capture” button, the group policy form will be minimized to the
bottom of the screen.
ii. Activate the form you want to capture.

iii. Press and hold the Ctrl button, use your mouse to point to the edge of the form
until you see a text icon displayed.

iv. Drag and drop the text icon into the “Tray” show on the top of your screen.
v. Click on the “Tray” button once you have done.

3. There are 5 types of control to the form you are assessing — Access, Create, Edit, Delete
and Print.

i. Access — Enable/disable the user to access to the form.
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ii. Create — Enable/disable the user to add a new record.
iii. Edit — Enable/disable the user to edit the existing record.
iv. Delete — Enable/disable the user to delete the record.
v. Print — Enable/disable the user to print the report/listing.
4, Click on the “Save” button once you have finished setup.

5. To delete the form name, use your cursor to point to the record and click on the
“Delete Detail” button.

6. If you want to delete the group policy, click on the “Delete” button.

7. Click on the “Exit” button to exit.

5.2.3. Database Viewer

This option enables the user to access and edit the data files without system control. The
user is not advisable to edit the data files from here unless the user is familiar to the
system logic and database structure, otherwise, it will cause the system error.

D_atahase_ Ta!:nle

Table Mame Total Record(s) File: Size External Folder el
N 2.0 EH
| |arcust : Z.0 EB
| |arpso .5 EB
| |artran 10 13.5 EEB
cara [ 2 L1xg v
c:iubs softwareiubspos2003datalapvend. dbf [Juse Local Table
Field List Ordering List

Field Mame Field Type | | Jorder Name Expression ~
| [ = o}

name C | |custnodi custng
| |namez C
| [aaa1 C
|_|adaz C || »l
From |
Ta

[ Yiew l l Edit ] [ Exit l

1. To view the record, select the table name from the list and click on the “View" button.
2. To edit the record, select the table name from the list and click on the “Edit"” button.

3. Click on the “Exit” button to exit.
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5.2.4. Database Clearance

This option enables the user to purge all the data files in the system. After purging, the
data files will not able to recover back.

** [atabase Clearance EJ

Database Clearance
Clean up the database records, @

Please select the option below For the cleaning process

(*) Delete transaction records only

All records in the kransaction files will be erased but the maintenance files will
not affected.

() Delete all records in the database

Both maintenance and transaction file's records will be erased.

[t [ coen |

1. Select the option to delete the records.

2. Click on the “"Next” button and following the instruction until finished.

5.2.5. Recover Database

This option enables you to recover the Financial Period, Item Quantity and Transaction
data if there is data lost or inconsistency due to power failure or unforeseen reason.

** Recover Databasze %]
| Dption | Error Log

@ Befare you execute the Function, check the Fallawing steps:

- Close the opened Forms

- Inform users who are presently using the application to quit.

Recover the Following data:

[IFinancial Period

|:| Ikern Quantiky
[]Transaction

Cancel
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5.2.6. Year End Processing

This option enables the user to close the current year’s transactions and proceed to the
next fiscal year.

% Year End Processing 3]
- all the transactions with the specified periods will be deleted.
- Please make sure vou have backup a copy of the data befare wou run this process,
- Please inform users who are presently using the application ko quit.
I [8]3 l ’ Cancel l
5.2.7. Language Editor
The language editor is use to maintain the multi-languages library.
** | anguage Editor, E|
Enalish Chinese [GE2312] A
et
General | Find | Import and Export
Statement (English) |
Statement (Other) |
Language iChinese [GE2312] ": Total Records | U_|
l Add “ Edit “ Delete “ Prink l ’ Exit ]
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5.2.8. Font Editor

This option enables the user to reset or change the system’s font style and font size.

** Font Editor Ii|

% Label -
Faont Mame | Tahoma | Sample
Font Size ]

Text Box

Fant Mame Courier New | Sample
Font Size a

Margin : &

(o J o=

1. Click on the button beside the font name to change the font style and font size.

2. Click on the “"OK" button to exit.

5.3. Index Database

This option enables the user to re-index all the database files in the system.

** Reindex Database

Reindex Database
Reindex the existing database. %
F—a

In network environment, make sure you are the only user ko access
to this option

1. Click on the “"OK" button to start database indexing.

2. Click on the “Cancel” button to exit.
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User Business System

5.4. Upgrade Database

This option enables the user to upgrade the database into a latest version.

** Upgrade Database

Upgrade Databaze
Upgrade the existing databaze stucture. @
r—a

In network environment, make sure you are the only user to access
to thiz ophion

1. Click on the “"OK" button to start database indexing.

2. Click on the “Cancel” button to exit.

5.5. Backup and Restore

This option enables the user to backup and restore all the data files.

** Backup and Restore

Backup and Restore Mangyo
Backup and restore database, 1@

Please stop all operations in order ko backup a complete set of the database.

Default Directary !

[Jinclude index files

Progress

e
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To Backup
1. Select the disk drive or directory that you want to save your backup files.
2. Specify the directory where the data files located into Default Directory.
3. Click on the “"Backup” button to start backup.

To Restore
1. Select the disk drive or directory that your backup files located.

2. Specify the directory to restore the data files.

3. Click on the “Restore” button to start restore.

Import and Export

Import and Export enables you to transfer the existing data from one computer to another.

Maintenance Transackion Enquiry  Reporks I!@M Help  Exit

Setup 3

poi nt of sa I Administrative Tools 4

Index Database

Backup and Restare

Import and Export Irnpott Daka

Export Data

Change Passwiord

Seleck Printer. ..

5.6.1. Import Data

This option enables the user to import the Item, Category, Group, Member, Customer, Vendor
and Transaction data into database.

=% |mport Data 3]

Category
Group
HNember
Custoner
Wendor
Transaction
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1. Select the data you wish to import and specify the data folder.

2. Click on OK button to start the import.

5.6.2. Export Data

This option enables the user to export the Item, Category, Group, Member, Customer,
Vendor and Transaction data from database.

% Export Data 3]

Cateqory
Group
Menher
Customer
Wendor
Tranzaction

b

(o [ o |

1. Select the type of information you wish to export.
2. Filter the criteria in the reference no. and date and specify the destination folder.

3. Click on OK button to start the export.

5.7. Change Password

This option enables the user to change the user password.

** Change Password

% Uszer ID
Pazsword

Mew Pazsword

(] | Cancel |

1. Key in the user id.
2. Key the existing password and the new password.

3. Click on “Exit” button to accept and exit.
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5.8. Select Printer

This option enables you select the printer you are using.

Printer

Frinter

Marne: |\UBS-SERVERNHP Laser)et 1100 [MS)

Status; Ready
Type: HF Lazerlet 1100 [M5]
“Where:  LPTT:

Comment:

(] l [ Cancel

1. Click on the arrow down button to select the printer you are using.

2. Click on “OK" button to accept and exit.
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Chapter 6: HELP

This section allows the user to check the system’s version, product license information, the program
directory and file statistics.

6.1. About
This option enables the user to check the system’s version, product license information and the
program directory. Go to Help - About.

6.2. File Statistics
This option enables the user to choose the file statistics such as the file name, total fields, total

records, file size and last modified date.
Go to Help - File Statistics.
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