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or indirect damages arising from loss of function, profits or data resulting from your application of such information. In
the event that any of the above limitations are found to be unenforceable, the MYOB member company's liability is
limited to the return of any fees or monies paid for the purchase of the product or service.
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MYOB RetailBasics Licence Agreement

IMPORTANT - SOFTWARE LICENCE AGREEMENT, READ THIS AGREEMENT CAREFULLY. This Software Licence
Agreement defines the terms of sale and use of the MYOB RetailManager software and related User Guide and
explanatory materials (the Product) and is the Licence referred to on the packaging of the Product. HOWEVER, if the
Licence Agreement contains anything of which you were not aware prior to purchasing the Product or do not agree
to be bound by, DO NOT INSTALL THE SOFTWARE but return the Product to the reseller in its entirety and a full
refund of the purchase price will be made. For the purpose of this agreement the Product shall include any modified
versions and upgrades subsequently licensed to you. By installing and retaining the Product you are confirming that
you have purchased the Product subject to this Licence and are bound by its provisions.


http://myob.com.au

Scope of Licence

MYOB Technology Pty Ltd ('MYOB') through its local publishers, and distribution agents, hereby grants to you, the
original purchaser, a paid-up, personal, non-exclusive and non-transferable Licence to use the Product subject to the
terms and conditions of this Agreement.

a Single Computer Network You may use the Product on only one computer network that you own or operate at
a single physical location and only then in respect of data files created by you or by another licensed user. You may
transfer the Product from one computer to another that you own or operate on this network provided that you
do not use or permit the usage of the Product on more than the licensed number of computers or computer
terminals at a time, nor permit the usage of the Product on more than one network at any one time, nor permit
the Product to be used in respect of data files not created by you or by another licensed user. In the event of an
upgrade or product exchange the Licence hereby granted is automatically transferred to the new version or
product. All rights in respect of the original product shall lapse and no further use of same shall be permitted.

b Copies You may not copy or duplicate the Product, except as necessary solely for archival purposes, Product
error verification, or to replace defective storage media, provided you keep the original and the copies. You may
not alter, decompile or disassemble the Product. You may not make copies of the related explanatory materials.

c Transfers You may not sub-license, lease, rent or lend the Product or otherwise transfer any of your rights under
this Agreement. Subject to the prior written consent of MYOB and the agreement of the transferee to be bound
by the terms of this Agreement, you may permanently transfer the Product (together with any backup copies you
have made). However, you may not retain any copies of the Product.

d Term The Licence granted in this Agreement is effective until terminated. You may terminate it at any time by
destroying the Product, together with all copies, or by returning them to MYOB. If you fail to comply with any
term or condition of this Agreement, this Licence will terminate and, upon any such termination, you agree to
destroy the Product, together with all copies, or to return them to MYOB. Termination of this Licence shall be in
addition to and not in lieu of any other remedies available to MYOB. Where you have entered into a Subscription
Agreement with MYOB in respect of your use of the Product, the Licence granted in this Agreement will terminate
if the Subscription Agreement terminates.

e Protection and Security You agree to use your best endeavours and to take all reasonable steps to safeguard the
Product to ensure that no unauthorised person has access to the Product and that there is no unauthorised
copying or distribution of the Product.

f  Subscription Sale If purchased under a subscription sale the right to use the software relies on you continuing to
pay the monthly subscription fee.

Product Support

Where purchased under a Subscription Sale in respect of your use of the Product, your payment of the monthly
subscription fee entitles you to ongoing support for the current version of the Product.

The initial purchase price may include a period of support notified to you by MYOB. On the expiration of this period,
further support can be obtained at your expense.

Limited Warranty and Disclaimer

MYOB warrant that the media on which the Product is provided are free from defects in materials and workmanship
under normal use for a period of 90 days from the date of your original purchase. Except for the limited warranty
described above, the Product is sold 'as is', and you are assuming the entire risk as to its quality and performance. It
is your responsibility to verify the results obtained from the use of the Product.

If during the 90-day limited warranty period, you discover physical defects in the media on which the Product is
supplied, MYOB will replace it at no charge to you, provided you return the item to be replaced with proof of
purchase to MYOB. THIS IS YOUR SOLE REMEDY. IN NO EVENT WILL MYOB BE LIABLE TO ANY PERSON FOR ANY
DIRECT, INDIRECT, SPECIAL, INCIDENTAL, CONSEQUENTIAL OR SIMILAR DAMAGES, EVEN IF MYOB HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

Some jurisdictions do not allow the exclusion or limitation of implied warranties or of liability for incidental or
consequential damages, so the above limitations or exclusions may not apply to you. This warranty gives you specific
legal rights and you may also have other rights that vary from state to state. In the event that any of the above
limitations or exclusions are held to be unenforceable, MYOB's total liability shall not exceed the amount of the
Licence fee you paid.

Entire Agreement

This Licence (and Subscription Agreement if applicable) constitutes the entire agreement between MYOB and you
and any prior representations, statement or undertaking howsoever made are expressly cancelled. No amendment
or modification to this Licence shall be valid unless it shall be in writing and signed by an authorised representative
of MYOB.
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Installation and
Setup

About RetailBasics MYOB RetailBasics is point-of-sale software that helps you manage all the
common tasks that you undertake in your retail business.

You can use RetailBasics to make sales, process refunds and manage lay-bys. RetailBasics keeps
arecord of these transactions so you can look up their details or view reports about them. At
the end of the business day, you can count the day’s takings and balance the cash drawer
against the expected amounts recorded for each payment type. You can also export sales data
to MYOB accounting software.

Setting up RetailBasics RetailBasics is easy to set up and customise because of the setup
assistants that guide you through the setup process. In order to get started, you need to enter
information and set preferences in these assistants. You can change these settings or add more
information later on using the administration function.

Connecting point-of-sale hardware RetailBasics works with point-of-sale hardware like
barcode scanners, docket printers, cash drawers, weighing scales and pole displays. You must
connect the hardware you want to use before you can set it up in RetailBasics.

Setting up RetailReady MYOB RetailReady is a point-of-sale solution that includes both
hardware (a barcode scanner, a docket printer and a cash drawer) and software (RetailBasics).
If you have purchased RetailReady, connect the hardware according to the instructions in the
MYOB RetailReady Getting Started Guide.

INSTALLATION AND SETUP
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Fast Start

The following checklist lists the steps you should follow to install RetailBasics.

Step 1: Check your system requirements

Check that your computer meets these requirements:

Operating
system

Processor

Memory

Hard disk
Display
Backup

Ports

Printer

Mouse and
keyboard

e Windows® XP Professional (Service Pack 3)
¢ Windows Vista® Business and Windows Vista Ultimate (Service Pack 2)
e Windows 7

* 500MHz processor (for Windows XP Professional SP3)
® 1GHz processor (for Windows Vista Business and Ultimate SP2)
® 1GHz processor (for Windows 7)

e 128 MB RAM (for Windows XP Professional SP3)
e 1GB RAM (for Windows Vista Business and Ultimate SP2)
e 2GB RAM (for Windows 7)

1GB or more of free hard disk space
16-bit colour, 1024x768 screen resolution
Backup solution such as CD writer, a DVD writer or a USB storage device

USB or serial ports for Point of Sale peripherals (barcode scanners, cash drawers, etc).
If using RetailReady, 2 USB ports are required for the barcode scanner and receipt
printer.

A local or network printer to print dockets, reports, etc. If you will be printing bar
code labels, a high-quality laser printer is recommended for best results.

Windows-compatible mouse and keyboard

Step 2: Connect point-of-sale hardware, if any

Connect any point-of-sale hardware that you want to use with RetailBasics.

If you have purchased the RetailReady hardware package, you will have a cash drawer, a
docket printer and a barcode scanner to connect.

To connect the hardware included with RetailReady, follow the instructions in the
MYOB RetailReady Getting Started guide included with RetailReady.

CHAPTER 1 INSTALLATION AND SETUP



Step 3: Install RetailBasics

Install RetailBasics on the computer you will use to run your point-of-sale system.

Go to ‘Installing RetailBasics’ below.

Step 4: Set up RetailBasics using the setup assistants

When you start RetailBasics for the first time, the setup assistants guide you in configuring the
software and hardware, and in entering necessary details.

Go to ‘Setting up RetailBasics’ on page 13.

Step 5: Register RetailBasics

You can use RetailBasics for an evaluation period of 45 days. To retain use of all the features of
RetailBasics after this period, you must first register the software and then activate your shop
data file.

Go to 'Registering RetailBasics’ on page 32.

Step 6: Find out about your support options

Find out about the support plans and support phone numbers for RetailBasics.

Go to Appendix B: ‘Technical Support’ on page 201.

Installing RetailBasics

Install RetailBasics on the computer you will use to run your point-of-sale system.

1 If your computer only allows users with Administrator rights to install software, login as an
Administrator.

2 Close all open applications. When the installation process is complete, your computer will
restart automatically.

3 Insert the RetailBasics CD. A welcome window appears.

NoTE: Windows 7 users If you are using Windows 7, an AutoPlay window will appear instead
of a welcome window. Click Run autorun.exe to open the welcome window.

INSTALLING RETAILBASICS
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If a welcome window does not appear, do the following:

If you are using... do this...

Windows 7 1 Go to the Start menu and click Computer.

2 Double-click your CD drive icon (usually labelled D: \) in
the right pane of the Computer window.

Windows Vista 1 Go to the Start menu and click Computer.

2 Double-click your CD drive icon (usually labelled D: \) in
the right pane of the Computer window.

3 Double-click the autorun. exe file.

Windows XP 1 Go to the Desktop and double-click My Computer.
2 Double-click your CD drive icon (usually labelled D: \).

3 Double-click the autorun. exe file.

The welcome window appears.
4 Click Install Now. The Welcome to MYOB RetailBasics v3 Setup window appears.
5 Follow the onscreen instructions.

NoTE: Warnings If any warnings appear during the installation, see ‘“Troubleshooting your
installation” below.

6 When the Installation Complete window appears, click Finish.

Your computer will restart automatically. If your computer does not restart automatically,
you should restart it manually.

A MYOB RetailBasics shortcut appears on your desktop.

Troubleshooting your installation Warning messages may appear during the installation of
MYOB RetailBasics v3.

If the following warning do this...
message appears...

Read Only File Detected Select the Don’t display this message again option and click Yes. The
application will continue to install.

Locked File Detected Select the Don’t display this message again option and click Reboot. The
application will continue to install.

Files Failing to Click OK. This warning does not affect the installation of the software.
Self-Register

These warnings typically relate to how software is installed and uninstalled on the Windows
operating system. To reduce the likelihood of these warning messages:

= Log on as Administrator when you install new software.
= Run Disk Cleanup regularly on your computer.

If you experience any other problems, contact MYOB Technical Support. For more information
see ‘Contacting Technical Support’ on page 201.

CHAPTER 1 INSTALLATION AND SETUP



Setting up RetailBasics

Setting up RetailBasics involves the following steps:
= Specify your regional settings—see ‘Step 1: Specify your regional settings’ below.
= Run the setup assistants—see ‘Step 2: Run the setup assistants’ on page 14.

Step 1: Specify your regional settings

Before you start setting up RetailBasics, you should specify the correct regional settings on
your computer. This will allow RetailBasics to display the correct currency symbol and date
format for your location.

= If you are using Windows XP, see ‘To specify regional settings in Windows XP’ below.
= If you are using Windows Vista, see ‘To specify regional settings in Windows Vista" below.
= If you are using Windows 7, see ‘To specify regional settings in Windows 7’ on page 14.

To specify regional settings in Windows XP

1 Go to the Start menu and click Control Panel.

2 Click Regional and Language Options. The Regional and Language Options window
appears.

3 From the first drop-down list, choose English (Australia).

B

Click Apply.
5 Click OK to save your changes.

To specify regional settings in Windows Vista
1 Go to the Start menu and click Control Panel.
2 Click Clock, Language, and Region.

3 Inthe Regional and Language Options section, click Change the date, time or number

format. The Regional or Language Options window appears with the Formats tab open.

4 Setyour current format to English (Australia).

5 Click the Location tab and set your current location to Australia.
6 Click Apply.

7 Click OK to save your changes.

SETTING UP RETAILBASICS
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To specify regional settings in Windows 7

1
2

3

Go to the Start menu and click Control Panel.

Click Clock, Language, and Region.

In the Region and Language section, click Change the date, time, or number format.
The Region and Language window appears with the Formats tab open.

Set your format to English (Australia).

Click the Location tab and set your current location to Australia.

Click Apply.

Click OK to save your changes.

Step 2: Run the setup assistants

When you run RetailBasics for the first time, the Welcome to RetailBasics Setup Assistant
window appears. You can use this window to access the five setup assistants that will help you
configure RetailBasics.

Use this assistant...

Shop Assistant

Hardware Assistant

Stock Assistant

[Optional] Staff Assistant

[Optional] Accounting Export
Assistant

To do this...

Enter details of your shop and set RetailBasics preferences.
For details, see ‘The Shop Assistant’ on page 16.

Configure your hardware for use with RetailBasics.
For details, see ‘The Hardware Assistant’ on page 23.

Add details of stock items.
For details, see ‘The Stock Assistant’ on page 25.

Add details of staff members who will use RetailBasics.
For details, see ‘The Staff Assistant’ on page 26.

Set up how RetailBasics should export data to MYOB accounting
software.
For details, see ‘The Accounting Export Assistant’ on page 28.

In order to get started with RetailBasics, you need to enter information and set preferences in
the first three assistants.

CHAPTER 1 INSTALLATION AND SETUP



To set up RetailBasics using the setup assistants

1

Start RetailBasics. You can do this by double-clicking the MYOB RetailBasics icon on your
desktop. After the initial animation, the Welcome to RetailBasics Setup Assistant window
appears.

:| MYOB RetailBasics.

MYOB Welcome to RetailBasics Setup Assistant

p
A

The Shop Assistant helps you add and modify the information
about your business that will appear on customer receipts and
on your reports.

: P @S(artHere #

Run each of the following assistants:

a Shop Assistant—for more details, see ‘The Shop Assistant’ on page 16.

b Hardware Assistant—for more details, see ‘The Hardware Assistant’ on page 23.
c Stock Assistant—for more details, see ‘The Stock Assistant’ on page 25.
[Optional] Staff Assistant—for more details, see ‘The Staff Assistant’ on page 26.

[Optional] Accounting Export Assistant—for more details, see ‘The Accounting Export
Assistant’ on page 28.

o

[

Each assistant has a number of steps at which you will need to enter or select information.
Click the Next button to proceed to the next step, or click the Back button to go back a
step. When you reach the end of an assistant, click Finish to return to the main setup
window.

NoTE: You need not have all the information at hand when you are working through an
assistant  You only need to enter data in the mandatory fields. Similarly, if you are unsure about
a setting that you are asked to choose, accept the default. Once you start using RetailBasics, you
can add more information or change what you entered.

When you finish running the assistants, click Start Making Sales. Depending on the
preference you selected in the Shop Assistant, the Make a Sale or Admin window
appears.

You can now start using RetailBasics. Refer to the other chapters in this user guide for
details on how to use the software.You can also consult the online help, which is available
from every RetailBasics window.

Remember to register within 45 days of installing RetailBasics (see ‘Registering RetailBasics’
on page 32).

SETTING UP RETAILBASICS
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Setup assistants in detail

The Shop Assistant

The information you provide in the Shop Assistant windows will appear on customer receipts
and internal reports. It will also be used when activating and confirming your software.

1 In the RetailBasics setup window, click Shop Assistant. The Welcome to the Shop
Assistant welcome window appears.

2 Click Next. The Shop Information window appears.

Shop information window

3 In the Serial Number field, enter your RetailBasics serial number. You can find your serial
number on the RetailBasics CD sleeve and at the base of the box.

When you enter your serial number, you will notice that additional fields appear in the
Shop Information window.

g 5
-
" F1Help
Shop Information
Enter the detais of your shop or business (mandstory fields are marked with an asterisk *). This information wil be used when
registering the software.
* Fields with an asterisk are mandatory
= * Serial Number 6100] (0000
Step 1 {Your sevial rumber is bocated ors the baok of your €D skeeve. )
Shop Information * eministrator First Name | | *Lastiame |
(Desigrated administrator for the system)
* Business Name [ |
(This s the Jegial ramre of your registered busiess)
* Trading Name [
[This ig the busiess mame Yoy Customers are familar with,
The rame wil sopear on customer recaipts and internal repors.)
ABN Il | ACH
Business Address [ |
Suburb/City [ |
StateTerritory Postroce [ |
Phane [ | wmobie | | Fax
Website Address [ |
Emal Addess [ |
Close < Back Mext >

CHAPTER 1 INSTALLATION AND SETUP
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SETUP ASSISTANTS

In this field...

Administrator First
Name

Administrator Last
Name

Business Name

Trading Name

A.B.N.

A.C.N.

Business Address
Suburb/City
State/Territory
Postcode

Phone

Fax

Website Address

Email Address

Enter the following additional details:

Do this...

Enter the first name of the person who will be the administrator of the
software. The administrator has access to all features of the software and
usually controls the access rights of other staff and the settings of the
software.

Enter the last name of the administrator.

Enter the legal name of your business.

Enter the name of your business that is familiar to customers. This name
will appear on your sales receipts and on internal reports.
It may be the same as the business name.

Enter the Australian Business Number of your business.

Enter the Australian Company Number of your business.

Enter the address of your business.

Enter the suburb or city where your business is located.

From the list, select the state or territory where your business is located.
Enter the postcode for your area.

Enter the phone number of your business.

Enter the fax number of your business.

Enter the website address of your business.

Enter the email address of your business.

IN DETAIL
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5

& MYOB RetailBasics

Click Next. The Receipt Header & Footer window appears.

Step 2
Receipt Header & Footer

=1oi>
)
7
~ FlHelp
Receipt Header & Footer
Enter the text that should appear at the top (header) and bottom (footer) of the receipt. The shap information you entered
earlier wil also appear at the top of the receipt, You can choose to display additional information ke the fax nurmber,
wwehsite: address, and email address.
Header Message Welcome to
Shop Infarmation
Clearwater Cafe
A.B.N 31 081 976 310
A.CN, 505019735
12 A, Weskey Place
Burwood East
VIC 3180
Phone: {03) JBE26606
Fax: (03) 98826607
wwnw, cleanyaterscafe. com
info@clearwaterscafe.com
Customer Receipt / Tax Invoice
Footer Message Thark you for shapping with us
Please retain this receipt [ tax invoice
as proof of purchase
Display Additional Information
I Fax Nurmber I wehsite Adcress I Email address Preview
Close < Back Next >

Receipt header & footer window

In the Receipt Header & Footer window, enter the following details:

Field

Header
Message

Footer
Message

Description

The text that will appear at the top of your receipts before your trading name.
Change the default text if necessary.

The text that will appear at the end of your receipts. Change the default text if
necessary—you can enter up to three lines of information.

By default, the fax number, website address and email address appear on your receipts. If
you do not want these details to appear on your receipts, deselect the Fax number,
Website Address or Email Address options.

Display Additional Information

¥ Fax Murmber

¥ website Address

¥ Email Address

Preview |

The contact details in the shaded section of the window are taken from the information
you entered in the Shop Information window. If you want to change this information,

click Back to go back to the Shop Information window.

CHAPTER 1
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9 To see how the receipt will look:

a In the Display additional information section, click Preview. The Preview Receipt
window appears.

@ preview Receipt x|

welcome to

Clearwater Cafe
A.8.N 31 081 976 310
A.CH, 505019735
12 A, Weskey Place
Burwood East
Phone: (03) 98826606
Fax: (013) 98826607
e, Clearwatersc afie.com
infoRclearwaterscafe.com

Customer Receipt / Tax Invaice

\

Thank you for shopping with us
Please retain this receipt / tax invaice
as proof of purchase

The diagonal lines indicate where the receipt details (the list of items sold and their price)
will appear.

b Click OK to close the Preview Receipt window.

10 In the Receipt Header & Footer window, click Next. The Payment Types window
appears, showing a default list of payment types.

B 3
:"“\ Payment Types

" FlHelp

& FS Add payment type & Edit payment type & Delete payment type ‘

“This lst shows the kinds of payment you wil accept ffom customers. You can add new payment types up to a total of 12,
inclucing the defaits listed here.  To change the order in which they appear, uss the Reorder buttons.

Reorder
Cash ents es active & =
crTPos e Rouning m e S
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11

12

13

Payment types window

Add, edit or delete the payment types by using the F5 Add payment type, Edit payment
type or Delete payment type options. For example, if you accept Cirrus credit cards, you
can create Cirrus Card as a payment type.

&3 5 Add payment type &) Edit payment type &) Delete payment type

NOTE:  For details on how to add, edit and delete payment types, see ‘Managing payment
types’ on page 145.

To change the order in which the payment types will appear in the lists on sales windows,
select the payment type you want to change the position of and click the appropriate
Reorder button.

After you have finished adding or modifying the payment types, click Next. The Foreign
Currency window appears.

@ MYOB Ret ailBasics 101 x|
=
“ FlHelp
Foreign Currency
&) 75 Add Foreign Curreny, WS Edit ForegriCuirency, S0 DElEte Fareian Gurreney

I™ T accept payment in foreign currency. |

Code Currency Name: Currency Symbol Exchange Rate  Status Last Updated Reorder

EUR EURD € 0.0000 Inactive it A j

Step 4
Foreign Currency
Close < Back Next >
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15

16

Foreign currency window

If you accept payment in foreign currencies and want to set up currencies and exchange
rates, select the | accept payment in foreign currency checkbox.

Add, edit or delete foreign currencies by using the F5 Add foreign currency, Edit foreign
currency or Delete foreign currency options.

& F5 Add Foreign Currency & Edit Foreign Currency &)  Delete Foreign Currency

NOTE:  For more details on how to add, edit and delete foreign currencies, see ‘Setting up
foreign currency’ on page 150.

To use one of the default currencies (US Dollar or Euro):
a Select the currency and click Edit Foreign Currency. The Edit Foreign Currency
window appears.

® Edit Foreign Currency x|
Currency Code

EUR
Currency Name ‘EURO |

Currency Syrbal _
Exchange Rate 2.3300

Currency Status & Active € Inactive

oK Cancel

b Inthe Exchange Rate field, enter the exchange rate for this currency. The exchange rate
is the number of units of your local currency that one unit of the foreign currency is
equal to. For example, if T US Dollar equals $1.33 of your local currency, the exchange
rate will be 1.33.

NoTE: Changing exchange rates You can manually update the exchange rate when required.
For more details, see ‘To update the exchange rate for a currency’ on page 154.

c Set the Currency Status to Active.
d Click OK.

SETUP ASSISTANTS IN DETAIL

21



22

17 Click Next. The Preferences window appears.
SalEd

- FlHelp
Preferences
Set the default window and finat amount for your appiication. You can change these settings later on
This wil be the first window yau see when launching RetaiBasics.
& ke 3 Sale
© admin
I 1 want to start with a float amount of 40.00
Step 5
Preferences
Finish
Close < Back Next >

Preferences window

18 Select the window that you want to see first every time you start RetailBasics:

a Make a sale—the main sales window from which you can make sales, access lay-bys,
make refunds, and count the day’s takings. You should select this window if you will
mainly use RetailBasics at the shopfront.

b Admin—the main administration window from which you can manage records of stock,
staff and customers, change RetailBasics settings, and set up hardware. You should
select this window if you will mainly use RetailBasics at your back-office or warehouse.

If you are unsure of which window to select, accept the default (the Make a sale window).
You can change this setting later.

19 If you want to set a default float amount, select the float amount checkbox and enter the
amount.

[T want ta start with a float amaount of $200.00

20 Click Next. The Finish window appears.
21 Click Finish to close the Shop Assistant.

CHAPTER 1 INSTALLATION AND SETUP



The Hardware Assistant

NOTE:  Before you use the hardware assistant, you must connect and switch on the hardware you
want to use. If you have purchased the RetailReady hardware package, see the
MYOB RetailReady Getting Started Guide for details on how to connect the devices in the package.

1 Click Hardware Assistant. The Welcome to the Hardware Assistant window appears.

2 Click Next. A message appears asking you if you are using the RetailReady hardware
package.

3 Click Yes or No, depending on what hardware you are setting up. The Select Hardware
window appears.

B [/
=
“ FlHelp
Select Hardware
™ Doocket Printer ™ Barcode Scanner ¥ Document Printer
. »
¢ o
- V4
[ Cash Drawer I Pole Display I Scales
.v..=- \ s
1 - -
] N ¢
_———;ﬁ | - N
i —
i
Close < Back Next >
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Select Hardware window

Select the point-of-sale hardware devices that are connected to your computer:

= Docket Printer

= Barcode Scanner

= Document Printer—the document printer is selected by default because you cannot use
RetailBasics unless you have a document printer installed.

= Cash Drawer

= Pole Display

= Scales

NOTE: RetailReady users If you clicked ‘Yes’ to the RetailReady message, the Docket Printer,
Barcode Scanner and Cash drawer will already be selected.

Click Next. The settings window appears for the first hardware device you selected.

Device Settings window

NoTE: RetailReady users If you have purchased RetailReady, choose the settings detailed in the
MYOB RetailReady Getting Started Guide. Some of these settings may already be selected if you
clicked ‘Yes’ to the RetailReady message.

Enter the appropriate settings—this will depend on the device selected—and then test the
device by clicking the Test... button.

For example, if you choose a docket printer, you will need to do the following:

a Select the model.

b Select the port that it is connected to.

Click ('¥ ) to display the Advanced Settings and enter or set any advanced settings.

d Click the Test Docket Printer button to test the device.

[a]

NoTE: For more details on the settings for each device, see Chapter 7, Hardware, on
page 175.

Click Next to continue. Depending on the devices you selected, similar settings windows
will appear. In each window, select or enter the details as you did in step 6 above, and click
Next to continue.

When the Finish window appears, click Finish to close the Hardware Assistant.

CHAPTER 1 INSTALLATION AND SETUP



The Stock Assistant

1 Click Stock Assistant. The Welcome to the Stock Assistant window appears.
2 Click Next. The Stock List window appears.

" FlHelp

Stock List

& FSaddstock & Editstock &) Deletestock G Adddepartment @ Import stock

stock Code v Description Department Uit of Measure RRP (nc)(§)  Status

Stock List window

The Stock List window is where you add your stock items. You must add at least one stock
item. RetailBasics lets you add a generic stock item if you do not want to record item details
at this stage.

3 To add a generic item:

Click Next. A message appears stating that you need to add at least one item.

Click Use generic stock item. The Add Stock window appears.

If necessary, make changes to the details.

Click OK. The Finish window appears.

Click Finish to close the Stock Assistant.

Ignore the rest of this procedure and go to ‘The Staff Assistant’ on page 26.

4 Add, edit or delete stock by using the F5 Add stock, Edit stock or Delete stock options.
For details on how to add, edit and delete stock, see ‘Basic stock functions’ on page 99.

T o

- 0o o N

& FSaddstock & Editstock & Deletestock (% Add department  #  Import stock

You can also import a list of stock from a comma separated file or a tab delimited file. For
more details, see Appendix A: ‘Import and Export’ on page 193.
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5 You can organise stock items into departments just like you do in your shop. Departments
are also useful as filters in reports and when printing labels for stock items.

To add a department:
a Click Add department and enter the department name in the window that appears.
b Click OK to close the Add Department window.

6 When you have finished adding your stock and departments, click Next in the Stock List
window. The Finish window appears.

7 Click Finish to close the Stock Assistant.

The Staff Assistant

If more than one person will use RetailBasics and you want to either restrict access (using a staff
ID and password) or keep a record of who makes each sale, you need to set up a record for
each user.

This assistant is optional—if you do not need to restrict access or record sales against staff, you
can go to the ‘The Accounting Export Assistant’ on page 28.

1 Click Staff Assistant. The Welcome to the Staff Assistant window appears.

Staff window

2 Click Next. The Staff window appears. At this stage, there will only be one staff member,
the administrator.
@ MYOB RetailBasics =101 x|

F1 Help

Staff

... F5 Add Staff & Edit Staff 4 Delete Staff

Acministratar: [Amold Aman [=]

Staff ID ». Dacket ame First Name Last Hame Phone o, Mobile No. Status

=

Qose < Back Next »
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3

Add, edit or delete staff by using the F5 Add Staff, Edit Staff or Delete Staff options.

LA Fa.Add Staff ... A Edit Staff 4 Delete Staff

For more details on how to add, edit and delete staff, see ‘Staff’ on page 123.

NoTE: Make a note of the staff ID assigned to staff members If you add a staff member in
addition to the administrator, every staff member (including the administrator) will need their ID
to log on to RetailBasics.

If you want to change the administrator of the software, select the new administrator from
the Administrator list. The name that you entered in the Shop Assistant is the default.

Administratar: [ Arnold Aman |Z|

When you have finished modifying the staff list, click Next. The Staff Security window
appears.

@ MYOB RetailBasics =10 x|

-
' FlHelp

Staff Security

Access Options

 Log off at the end of the count tangs session ¢ Lag off at the end of every transaction

Tick the checkboxes to give staff access nghts to the relevant windows and functions.

Admiristrator: | Armold Aman

Available Functions [Armald Aman (Admini{  Gordon Yeang ]

Sales
Lay-by creation/payments
Lay-by cancellations
Refunds
Allow Discount/Price Change
Count Takings
Show Expected Amaunt Columrn
Print Takings session report
Print Discrepancies in report
Open Til (Mo Sale)
wiew Saes
[Admin
Stack
Add/Edit
Delete
Customer
add/Edit
Delete
Staff
Add/Edit
Delete
Security
Setup and Mantenance
Payment Types
Harchware Mantenance
Shop Information
Foreign Currency

Receipt Header and Footer -
4 = ! »

Close < Back Hext > ‘

Staff Security

Finigh

INATAAATAATAANATIARAR DT R[S F
IRNAIIAIATARAIAIIAIAIAIAIAIAR AR T
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Staff security window

6 Select one of the following Access Options:
= Log off at the end of the count takings session—if you want staff to be logged out at
the end of a count takings session.
= Log off at the end of every transaction—if you want staff to be logged out every time
they record a transaction.

Access Options

& Log off at the end of the count takings session " Log off at the end of every transaction

7 For each staff member, select the access rights you want to assign:
a Locate the staff name in the grid (use the horizontal scroll bar if required).

b Select or clear the checkbox against each function to allow or restrict access respectively.
If you select or clear the checkbox against a main function, all subfunctions are also
selected or cleared.

The administrator has access to all functions by default.
8 When you have set the access rights for all staff members, click Next. The Finish window
appears.
9 Click Finish to close the Staff Assistant.

The Accounting Export Assistant

If you use an MYOB accounting software package, you can export your transaction data—such
as sales, surcharges, tax collected and liabilities accrued by lay-bys—from RetailBasics in a
format that enables it to be imported into that package. This saves you from having to
manually enter your data into the accounting software.

NoTE: Exporting foreign currency transactions Any payments made in a foreign currency will be
exported as local currency amounts. The local currency amount will be calculated using the same
exchange rate used in the original transaction.

If you do not use an MYOB accounting software package, you have finished setting up
RetailBasics. Go to ‘Where to from here?’ on page 32.

CHAPTER 1 INSTALLATION AND SETUP



Click Accounting Export Assistant. The Welcome to the Accounting Export Assistant
window appears.

Click Next. The Accounting Information window appears.

@ 1MYOB RetailBasics =10l

F1 Help

Accounting Information
RetailBasics uses this information to set up data, which can be transferred to your accounting software.
Select the path and folder to store your accounting export fie. 2]
‘ CARETAILBASICSVWACCOUNTING_EXPORTY, Browse J
Spexify the accounting method to be used

# Cash (your accounting Figures are calculated when money has besn exchangsd)

€ accrual  (your accounting figures are calculated when the transaction occurs, regardiess of whether money has been exchanged)
Find out about accounting methods

Close. < Back Mext > ‘

Accounting Information window

In the Select the path and folder to store your accounting export file field, enter the
location where you want the accounting data to be exported. This is usually the folder
where your MYOB Accounting company file is located (for example c: \myob15).

To select a location:

a Click Browse. The Select Directory window appears.

b Locate the folder you want the data exported to and click Select.

Select the accounting method you use in your business:

= If you want your accounting transactions to be calculated on the basis of when money
changes hands, select Cash.

= If you want your accounting transactions to be calculated on the basis of when they are
incurred, select Accrual.

NoTE: If you are unsure about which method to use, consult your accountant.

SETUP ASSISTANTS IN DETAIL
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5 Click Next. The Assign Account Numbers window appears.

=10
-
' FlHelp
Assign Account Numbers
RetaiBasics sss this information to set up data, which will be transferred o your accounting softwars
Assign account numbers to the following accounts.  These account numbers must also exist in your accounting software.,
* Bigids with ar asterisk are mandaiory =]
Chart of Accounts Account Number
Enter the ssles account number used to record sdes income S
Assign Account Numbers Enter the bank account rumber used to record your dal takings S
Enter the tax sccount number Lsed to fecord the tax amount colected S
Enter the account number used to record cash crawer discrepancies S
Enter the lay-by account number used to record lay-by payments received ]
Enter the account number used to record cradit card surchargs [
Close < Back Mext > ‘

Assign Account Numbers Window

6 Enter the account numbers that you use in your accounting software for each of the

following account types:

NoTE: Enter the account numbers as 5 digits without the usual hyphen In MYOB
accounting software, accounts are comprised of an account type indicator, a hyphen and a
unique number (for example, 2-1030). In MYOB RetailBasics, enter the account numbers
without including the hyphen (for example, 21030).

= Sales account to record sales income (an income account)

= Bank account to record your daily takings (an asset account)

= Tax account number to record tax amount collected (a liability account)

= Account number to record cash drawer discrepancies (an expense account)
= Lay-by account to record lay-by payments (a liability account)

= Credit card surcharge account to record fees collected (an income account).

CHAPTER 1 INSTALLATION AND SETUP



7 Click Next. The Payment Types window appears.

@ MYOB RetailBasics =10 x|
" FlHelp
Payment Types
RetalBasics uses this information to set up data, which wil be transferred to your accounting saftware,
Assign account numbers o the following payment types. These account numbers must dso exist in your accounting
software,
Payment Types Account Number =l
cash 11520 J
11520
Payment Types Barkeard
Diners 11520
=
Close < Back Mext >

Payment types window

8 If required, change the account numbers for each active payment type. The default
account number that appears is the bank account number for your daily takings that you
entered in the previous step.

NoTE:  All these accounts should be asset accounts and should match the accounts already set
up in your MYOB accounting software.

The payment types are those you accepted or set up while running the Shop Assistant.
9 Click Next. The Finish window appears.

10 Click Finish to close the Accounting Export Assistant.

SETUP ASSISTANTS IN DETAIL
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Where to from here?

When you have finished running the setup assistants, you can either:

Start using RetailBasics—in the main setup window, click Start Making Sales.
Depending on the preference you selected in the Shop Assistant, the Make a Sale or
Admin window appears.

Refer to the other chapters in this user guide for details on how to use the software.You can
also consult the online help, which is available from every RetailBasics window.

Register RetailBasics—you must register within 45 days of installing RetailBasics. See
‘Registering RetailBasics’ below.

Registering RetailBasics

You need to register RetailBasics to:

activate your shop data file. MYOB RetailBasics allows you to enter data for a trial period of
45 days. To retain use of all the features of RetailBasics after this period, you must first
register the software and then activate your shop data file (the file where your information
is stored).

Activating your file confirms that you have a legal installation of MYOB RetailBasics and
allows you to continue entering transactions into the shop data file. For more details about
activation, see ‘Activating your RetailBasics data file’ on page 33.

obtain access to the 30-day introductory support included with your purchase. You can use
telephone, email or Internet support.

receive information about product upgrades, new products, special offers and other
services from MYOB.

Information you need for registration

Your contact details You need to have the following contact details:

32

contact name—given name (first name), and family name (last name or surname)
business name or trading name

telephone numbers

email address

postal address (including PO boxes) where mail is normally delivered—if applicable, unit or
apartment number, street number, street, townand postcode

business type, for example, service, manufacturing, wholesale, retail, etc.
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Details about your software and your computer Gather the following information:

Information you need... Where you can find it...

Information about your copy of RetailBasics:

The serial number e At the base of the box
® On the CD sleeve.
¢ In the software—open the RetailBasics Admin window, go to
Help and choose About RetailBasics.

The version of the software ¢ Onthebox.
* In the software—open the RetailBasics Admin window, go to
Help and choose About RetailBasics.

The date of purchase of your software On your RetailBasics purchase receipt.
Information about your computer:

The computer type, model and Right-click the My Computer icon on your desktop and choose
processor Properties. The last section (after the System and Registered to
sections) will have these details.

The version of the operating system Right-click the My Computer icon on your desktop and choose
Properties. The version of your operating system will be
displayed under the System section.

How to register

Register by telephone Call 1300 555 115 between 9.00 am and 7.00 pm (AEST) Monday
to Wednesday, 9.00 am and 9.00 pm (AEST) Thursday to Friday, or

9.00 am and 5.00 pm (AEST) Saturday to Sunday. We will mail you confirmation of your
registration, with your registration number.

Register online Go to my.myob.com.au and follow the on-screen instructions to register
your MYOB RetailBasics software.

Activating your RetailBasics data file

MYOB RetailBasics has a trial period of 45 days, starting from the date of installation. Before
this period ends, you must activate your data file (the file where your information is stored).
Activation authenticates you as the registered user of the software and allows you to continue
using RetailBasics.

If you do not activate your file, you will not be able to enter data or process transactions in
RetailBasics. The file will become read-only, meaning that you will only be able to view
transactions, print reports and export data.

Confirmation After you have activated your file, you will be prompted once or twice a year
to confirmit—that is, extend its activation. For more details, see ‘Confirming an activated data
file’ on page 40.

ACTIVATING YOUR RETAILBASICS DATA FILE
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How do | activate my file?

During your evaluation period, the Activate Your Shop Data File window will appear every
time you start RetailBasics.

@ MYOB RetailBasics =10 x|

m Activate Your Shop Data File

Mind Your Own Business. Smarter.

why do I have to activate my
et Yol have 45 days to activate your shop data file

@ Lwartt to activate my shop data fie onine
(¥ou must be Connectad o the intemet)

© Twant to activate my shop data fie by phone
(This s an sutomated phone serice)

© Twant to activate my shop data fie lster
(Test dhive users should choose this option)

|

You can activate your shop data file either online (via the Internet) or over the phone.

= To activate your file online, see ‘To activate a shop data file online’ on page 35.

= To activate your file over the phone, see ‘To activate a shop data file by telephone’ on
page 37.

Activating at a later time If you do not want to activate immediately, select the

| want to activate my shop data file later option and click Next.

= If your trial period has not yet ended, a message appears telling you how many days you
have left. Click OK.

= If your trial period has ended, a message appears asking you to either activate your file or
make it read-only. Click Activate to return to the window and start activation or click
Read-Only if you do not need to use this file any longer.
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To activate a shop data file online

NoTE: Not registered yet? You need to register your software before you can activate your shop
data file. See ‘Registering RetailBasics’ on page 32.

1 Ensure you are connected to the Internet.
2 Start MYOB RetailBasics. The Activate Your Shop Data File window appears.

® MYOB RetailBasics =10l

m Activate Your Shop Data File

Mind Your Own Business. Smarter.

why do I have to activate my

e e Yol have 45 days to activate your shop data file

@ Lwartt to activate my shop data fie onine
(¥ou must be Connectad o the intemet)

© Twant to activate my shop data fie by phone
(This s an sutomated phone serice)

© Twant to activate my shop data fie lster
Using a test drive? (Test dhive users should choose this option)

e I want to
my shop data file
on

|

ACTIVATING YOUR RETAILBASICS DATA FILE
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3 Select | want to activate my shop data file online and click Next. The Activate Online
window appears. The serial number and the company file code are displayed.

® MYOB RetailBasics =1oi>

m Activate Online

Mind Your Own Business. Smarter.

What is a Serial Number? Activation orly takes a few moments. You must be connected to the intermet.

Enter your serial number below. Your company il code is displayed when a valid serial number is entered,

Serial Number: 6100 0000 0000
Company File Code: 8093 3230 42

MYOB stores your serial number and company file code. Mo ather information is used by MYOB when
you activate your shap data fe.

Eind out about the MYOB Privacy Policy.

Back | et |

4 Click Next. The serial number and the shop data file code are sent to the MYOB activation
server, which activates the file.

When the activation is successfully completed, the Your Shop Data File is Activated
window appears.

5 Inthe Your Shop Data File is Activated window, click Finish. The MYOB RetailBasics
Admin or Make a Sale window appears.
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To activate a shop data file by telephone

NoTE: Not registered yet? You need to register your software before you can activate your shop
data file. See ‘Registering RetailBasics’ on page 32.

Before you start Have a pen and paper ready to note down the confirmation code that you
will receive over the telephone.

1 Start MYOB RetailBasics. The Activate Your Shop Data File window appears.

® MYOB RetailBasics =10l

m Activate Your Shop Data File

Mind Your Own Business. Smarter.

why do I have to activate my
e e Yol have 45 days to activate your shop data file
€ Twartt to activate my shop data fie onine

(¥ou must be Connectad o the intemet)

@ T want to activate my shop data fie by phone
(This s an sutomated phone serice)

© Twant to activate my shop data fie lster
Using a test drive? (Test dhive users should choose this option)

e I want to
my shop data file
on

Close Hext ‘
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2

3

Select | want to activate my shop data file by phone and click Next. The Activate By
Phone window appears. The serial number and company file code are displayed.

® MYOB RetailBasics =10l

MYOB Activate By Phone

Mind Your Own Business. Smarter.

What s a € ? Enter your serial number below. Your company il code is displayed when a valid serial number is entered,

Serial Number: 6100 0000 0000
Company File Code: 8093 3230 42

Call 1300 664 585 any time, 24 haurs a day, 7 days a week

This is an automated phone service, Follow the instructions 10 receive your confirmation code
Enter your confirmation code below,

confimatoncode: [ ]

(You wil rot need this code agan)

Back | et | ‘

Call MYOB on the telephone number displayed under the Company File Code field and
follow the instructions. You will be asked to provide the serial number and company file
code displayed on-screen.

A confirmation code will be provided to you.

Once you receive the confirmation code, enter it in the Confirmation Code field and click
Next. When the activation is successfully completed, the Your Shop Data File is Activated
window appears.

NoTE: Confirmation code used only once After you activate your shop data file, the
confirmation code cannot be used to activate or confirm this or any other shop data file again.
You must get a new confirmation code from MYOB each time MYOB RetailBasics requests
confirmation.

In the Your Shop Data File is Activated window, click Finish. The MYOB RetailBasics
Admin or Make a Sale window appears.
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Frequently asked questions about registration and
activation

Can | use all the features of RetailBasics during the evaluation period?

Yes, but once the 45-day evaluation period is over, you must first register and then activate
RetailBasics. Otherwise, you will not be able to enter data or process transactions.

What is the difference between registration and activation?

Registration enables you to obtain support and product updates. Activation authenticates you
as the registered user of the software, and allows you to use the full features of the software
after the evaluation period is over.

What happens if | register but do not activate?

If you do not activate your software before the 45-day evaluation period has ended, you will
only be able to use RetailBasics in read-only mode. You will not be able to enter data or process
transactions.

What is a shop data file?

When you enter data or process transactions in MYOB RetailBasics, that information is stored
in a file called a shop data file.

How do I go back to the activation or confirmation window?

The Activate Your Shop Data File and Confirm Your Shop Data File windows only appear
when you start RetailBasics. If you have gone past these windows, you will need to restart
RetailBasics to access these windows.

What is confirmation?

After activation, MYOB RetailBasics reminds you once or twice a year to confirm the shop data
file—that is, extend its activation. For more details, see ‘Confirming an activated data file’ on
page 40.

What do | do if | want to uninstall RetailBasics on one computer and reinstall it on
another computer?

After you move RetailBasics from one computer to another, you will have to activate it again.

ACTIVATING YOUR RETAILBASICS DATA FILE
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Confirming an activated data file

You will be prompted once or twice a year to confirm your activated file. Confirmation verifies
to MYOB that you are running a legal installation of MYOB RetailBasics.

When confirmation is due, the Confirm Your Shop Data File window will appear when you
start RetailBasics.

@ MYOB RetailBasics =101 x]

m Confirm Your Shop Data File

Mind Your Own Business. Smarter.

what is Gonfirmation?

ou have 7 days to confim your shop data fis.

@ Lwartt o confirm my shop data fle orlne
(¥ou must be Connectad 0 the intemet)

€ Twant ta confirm my shop data fle by phone
(This s an sutomated phone serice)

© Twant to confrm my shop data fls later
(Test dhive users should choose this option)

text ‘
The window indicates the period (for example, 7 days) within which you must confirm the file.

NoTE: Frequent requests to confirm Under normal circumstances, confirmation occurs once or
twice a year. If you are asked to confirm more frequently than that, contact Technical Support (see
Appendix B: ‘Technical Support’ on page 201).

You can confirm your shop data file either online (via the Internet) or over the phone.
= To confirm your file online, see ‘To activate a shop data file online’ on page 35.

= To confirm your file over the phone, see ‘To activate a shop data file by telephone’ on
page 37.
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Confirming at a later time If you do not want to confirm immediately, select the
I want to confirm my shop data file later option and click Next.

If your confirmation period has not yet ended, a message appears telling you how many
days you have left. Click OK.

If your confirmation period has ended, a message appears asking you to either confirm
your file or make it read-only. Click Confirm to return to the window and start
confirmation or click Read-Only if you do not need to use this file any longer.

To confirm a shop data file online

1

2

Ensure you are connected to the Internet.
Start MYOB RetailBasics. The Confirm Your Shop Data File window appears.

@ MYOB RetailBasics =101 x]
m Confirm Your Shop Data File
Mind Your Own Business. Smarter.
what is Gonfirmation? Yo have 7 days to confirtn your shap data file.
@ Iwant to confirn my shop data file orline
(You must be connected to the intemet)
€ Twant to confirn my shop data file by phone
(This 15 an automated phons service)
€ Twant to confirn my shop data file later
(Tast chive users should choose this option)
]|

CONFIRMING AN ACTIVATED DATA FILE
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3

5

Select | want to confirm my shop data file online and click Next. The Confirm Online
window appears, displaying your serial number and company file code.

® MYOB RetailBasics =10l

m Confirm Online

Mind Your Own Business. Smarter.

Confirmation only takes a few moments. Yau must be connected to the internet.

Serial Number: 4430 6000 7401
Company File Code:  |1610 9468 50

MYOB stores your serial number and company file code. Mo ather information is used by MYOB when
you activate your shap data fe.

Eind out about the MYOB Privacy Policy.

|

Click Next. The serial number and the shop data file code are sent to the MYOB
confirmation server, which confirms the file.

When the confirmation is successfully completed, the Your Shop Data File is Confirmed
window appears.

Click Finish. The MYOB RetailBasics Admin or Make a Sale window appears.
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To confirm a shop data file by telephone

Before you start Have a pen and paper ready to note down the confirmation code that you
will receive over the telephone.

1 Start MYOB RetailBasics. The Confirm Your Shop Data File window appears.

® MYOB RetailBasics =1oi>

m Confirm Your Shop Data File

Mind Your Own Business. Smarter.

what is Gonfirmation?

ou have 7 days to confim your shop data fis.

€ Twantt ta confirm my shop data fle orlne
(¥ou must be Connectad 0 the intemet)

@ 1 want ta confrm my shop data fie by phone
(This s an sutomated phone serice)

© Twant to confrm my shop data fls later
(Test dhive users should choose this option)

Close Hext ‘

CONFIRMING AN ACTIVATED DATA FILE
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2 Select | want to confirm my shop data file by phone and click Next. The Confirm By
Phone window appears, displaying your serial number and company file code.

® MYOB RetailBasics =10l

MYOB Confirm By Phone

Mind Your Own Business. Smarter.

at is Confirmation? T confitmn yor shop data il by phore, you need your serial number and company fle code when you cal MYOE:

Serial Number: 4430 6000 7401
Company File Code:  |1610 9468 50

Call D84S 130 3975 any time, 24 howrs a day, 7 days a week

This is an automated phone service, Follow the instructions 10 receive your confirmation code
Enter your confirmation code below,

confimatoncode: [ ]

(You wil rot need this code agan)

Back | et | ‘

3 Call MYOB on the telephone number displayed under the Company File Code field and
follow the instructions. You will be asked to provide the serial number and company file
code displayed on-screen.

A confirmation code will be provided to you.

4 Once you receive the confirmation code, enter it in the Confirmation Code field and click
Next.

When the confirmation is successfully completed, the Your Shop Data File is Confirmed
window appears.

NoTE: Confirmation code used only once After you activate your shop data file, the
confirmation code cannot be used to activate or confirm this or any other shop data file again.
You must get a new confirmation code from MYOB each time MYOB RetailBasics requests
confirmation.

5 Click Finish. The MYOB RetailBasics Admin or Make a Sale window appears.
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Getting to know
RetailBasics

The RetailBasics interface RetailBasics is designed so you can access all the functions from
just two main windows—the Make a Sale window and the Admin window. As with most
software, you can use your mouse to select functions and navigate through the software.
Many windows in RetailBasics also have keyboard shortcuts for commonly-used functions.

This chapter explains how to start RetailBasics and navigate the interface.

45
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Starting RetailBasics

During the setup of RetailBasics, one staff member is set as the administrator of the software. If
you ran the optional Staff Assistant during setup, you may have added other staff members

or changed the administrator. If you did not run the Staff Assistant during setup, the person
whose name you entered in the Shop Information window is set as the administrator.

Whether or not you need to log on to use RetailBasics depends on how many staff members
are set up:

= If the administrator is the only staff member set up, the administrator can use RetailBasics
without logging on. Further, any person who has full access to the computer on which
RetailBasics is installed will also be able to use RetailBasics without logging on.

= If more than one staff member is set up, everyone—including the administrator—will have
to log on with a staff ID and password.

For more details about staff records, see ‘Staff’ on page 123.

To start RetailBasics

1 Start RetailBasics by double-clicking the MYOB RetailBasics icon on your desktop.

2 Ifthe Log On window appears, enter your Staff ID in the Staff ID field and press TAB. Your
name appears below the Staff ID field.

NoTE:  If you do not know your Staff ID, contact the administrator of RetailBasics.

If this is the first time you are logging on, the Create Password and Confirm Password
fields appear.

Log on window on first access Log on window on later access
= B
Jenny Lee Jenny Lee
aemepmseod [ | Passward ]
Confirm Password l:l
O Cancel oK Cancel
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3 If this is the first time you are logging on, create your password:
a In the Create Password field, enter the password you want to use.

Enter a password that is easy for you to remember but difficult for others to guess. You can
use both alphabetical characters and numbers, and a combination of upper and lower
case.

b In the Confirm Password field, re-enter the password and click OK. The Make a Sale or
Admin window appears.

4 If you have logged on to RetailBasics before, enter your password in the Password field
and click OK. The RetailBasics Make a Sale or Admin window appears.

NoTE: If an Invalid Login error message appears, check and re-enter your ID and password.

To close RetailBasics
You can close RetailBasics using any of the following methods:

% If you are in the Admin window or any of the sales windows, click the exit icon (» )
at the top right of the window or press ALT+X.

NoTE:  From the Admin window, you can also go to the File menu and choose Exit.

% If you are in any other window, go to the Admin or Make a Sale window to exit.
Alternatively, press ALT+F4.

Unsaved data If you are in the middle of a task, such as processing a sale or adding an item,
a warning message may appear indicating that any unsaved data will be lost. If you want to
complete the task or return to the RetailBasics window that you were in, click No. Or, if you
want to are sure you want to close RetailBasics, click Yes.

Backing up RetailBasics can be set up to display a backup message whenever you close the
software. If a backup message appears:

1 Click OK. The Save As window appears.
= If you want to back up, continue with step 2 below.
= If you do not want to back up, click Cancel. Ignore the rest of this procedure.

2 If necessary, change the default location for the file.

3 Click Save. A confirmation message appears stating that your shop data has been backed
up.
4 Click OK to close the message.
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Main RetailBasics windows

RetailBasics opens with either the Make a Sale or the Admin window, depending on the
preference you set in the Shop Assistant. All RetailBasics functions are accessible from either

of these windows.

Make a Sale window

The Make a Sale window is used to enter the details of a sale. It also provides access to the
lay-by and refund windows, and to the count takings function. The Make a Sale window is laid
out with a grid for entering items and a panel of buttons for accessing sales-related windows
or tasks.

For more details about the Make a Sale window, see Chapter 3, Sales, on page 53.
S

Staff name: Amold A

Subtotal $0.00

Sas Discourt swwlo [ |

Total $0.00

Shortcuts for the Make a Sale window Most functions in the Make a Sale window have
keyboard shortcuts that you can use—look at the top of a button to see the shortcut.
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Admin window

The Admin window is used to manage stock, staff and customer records, set up hardware,
view reports and customise RetailBasics. The window has six icons that link to these main
administration areas.

@ MYOB RetailBasics

% Alt+8 ReturntoSales /| F1Help l Alt+X Exit

b Admin

Eile Help & yiew Transactions

Stock Staff and Security
ke 2

change stock details change staff details
Customers Reports

X

Change customer detals Print and export reports

Setup and Maintenance Customise Settings

o &

WMairitain shop, hardware, accolnting and registration information Custarmise Paint of Sale, lay-by, printing and prompts

Shortcuts for Admin functions Most of the windows within Admin use the F5 keyboard
shortcut for adding items such as stock items, staff members and customers.

Menus in the Admin window
The Admin window has the File, Help and View Transactions menus.
File menu Use the File menu to back up and restore your shop data file, import and export

shop data, and export accounting data.

Admin

Admin

. ¥iew Transactions

Accounting Expart

Exit

MAIN RETAILBASICS WINDOWS
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Select this To do this... See this section for details...
option...

Backup Back up your shop data file. ‘Backing up and restoring data’ on
page 170

Restore Restore your shop data from the backup file. ‘Backing up and restoring data’ on
page 170

Import Import records of stock, customers and staff. Appendix A: ‘Import and Export’ on
page 193

Export Export records of stock, customers and staff. Appendix A: ‘Import and Export’ on
page 193

Accounting Export accounting data. ‘Exporting the day’s transactions’ on

Export page 92

Exit Close RetailBasics.

Help menu Use the Help menu to access an electronic version of this user guide, the online
help, the setup assistants and the MYOB website. You can also view information about the
version of RetailBasics you are using.

Admin

» Admin

. view Transactions
MYOB RetalBasics Help F1
User Glide
Setup Assistant
MYOE an the Web

TH About RetalBasics

Select this To do this...

option...

MYOB RetailBasics Open the RetailBasics online help

Help F1 The help provided will be relevant to the window you have displayed at the time.
User Guide Open a PDF version of this user guide

To open the PDF file, you will need a PDF viewer such as Adobe Reader. Adobe
Reader can be installed from your RetailBasics installation CD.

Setup Assistant Open the setup window to use the setup assistants (see ‘Setting up RetailBasics’
on page 13 for more details)

MYOB on the Web Open the MYOB website
You will need to be connected to the Internet to open the website.

About RetailBasics View information about the version of RetailBasics you are using

View Transactions menu Clicking on the View Transactions menu displays the audit trail of
all the transactions made. For more details about View Transactions, see ‘Viewing
transactions’ on page 91.
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Navigating in RetailBasics

The RetailBasics screen map on page 52 illustrates how the windows in RetailBasics are
organised. You can use the following navigation features to navigate through the RetailBasics
windows:

The Admin and Sales icons Click the Admin icon ([@) to open the Admin window, and
the Sales icon ( g) to open the Make a Sale window. These icons appear in the top panel of
the transaction windows (Make a Sale, Process Refund, and lay-by windows) and in the
Admin window.

You can also use keyboard shortcuts to open these windows: press ALT+A to open the Admin
window and press ALT+S to open the Make a Sale window.

Breadcrumb trail Some RetailBasics windows display a breadcrumb trail that shows the
path you took to arrive at the current window. You can click on any link in the trail—which is
usually the name of a window—to return to that window.

For example, if you started in the Admin window, clicked Customise Settings, and then
Lay-by Terms, you would see the following breadcrumb trail:

& MYOB RetailBasics

Lay-by Terms )

" Fl1Help
admin b CL » Lay-by Terms

Select the defait y-by peredt, duein  [8] Cweeks @ months
Select the fields you want to skip:
¥ Destription
™ Quantity
Price

You could now return to the Customise Settings window or the Admin window by clicking
on the appropriate name in the breadcrumb trail.

If you clicked Customise Settings, the breadcrumb trail would change to the following:

@ 1MYOB RetailBasics =100

Customise Settings )
F1 Help

Admin » Customise Settings

Point of Sale Lay-by Terms

“
- N ?e\.e(t thg ﬁe\d_s you want to skip

* Set up lay-by period

NAVIGATING IN RETAILBASICS
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MYOB RetailBasics screen map

Create a Lay-by ]

——  Manage Lay-bys Make a Lay-by Payment ]

l

Cancel a Lay-by ]

— View Sales

|

Make a Sale J—

— Count Takings

|

— Process Refunds

l

Departments

Tax Codes

Units of Measure

Customers Shop Information

Receipt Header and Footer
Docket Printer Settings
Payment Types
Setup & Maintenance Scale Settings
Foreign Currency
Cash Drawer Settings
Hardware Maintenance
Pole Display Settings

A ting Export
Staff and Security ciﬂ:{:‘tlgr?anﬁzo

Barcode Scanner Settings

Document Printer Settings

Point of Sale

Printing

Customise Settings Other Preferences

Lay-by Terms

Prompts
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Sales

With MYOB RetailBasics you can record both fully-paid sales and sales made on lay-by. Both
allow for multi-item transactions—any number of items can be recorded in the one sales
transaction.

If you have recorded the items you sell (which you do via the stock functions) the details of
each item you are about to sell are displayed automatically when you scan the item, enter its
code or select if from your stock list. You can alter any of these details—such as the description
or price—for a particular sale. You can also offer discounts, either on a particular item or on the
entire sale.

You can print a customisable receipt for each sale, lay-by, lay-by payment and refund, and
choose to print it on a docket printer or a standard A4 document printer. The sales, lay-by and
refund windows are also customisable. You can minimise keystrokes by automatically skipping
unused fields, display pictures of items being sold and display a sales prompt to encourage
sales staff to offer related products to customers.

Keeping track of a customer’s sales history A sale can be recorded against a particular
customer. This enables you to keep a record of a customer’s sales history, which might be
useful to you in determining the size of any discount you might offer that customer.

Multiple Tendering MYOB RetailBasics allows for multiple tendering. For example, part of a
sale could be paid for with cash, another part by credit card and another by EFTPOS. At the
end of a trading day, you can reconcile the takings in the till with the running totals MYOB
RetailBasics keeps for each of those payment types.

Foreign currencies RetailBasics also lets you accept payment in foreign currencies. For
example, if your shop is located at an airport or if you have customers from other countries,
you can specify the currencies you will receive and the exchange rates for them. RetailBasics
also lets you accept just one part of the payment in a different currency. For example, the
customer may want to use local currency for part of the payment, and pay the balance in US
dollars.
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Sales setup tasks

Before entering sales transactions there are several setup tasks you should have completed.
You may have completed some of these tasks when you used the setup assistants.

= Set up stock items—set up the stock items you will sell, along with details such as price
and tax. See ‘Adding stock items’ on page 99.

You can also set up sales prompts for items. See ‘Setting up sales prompts’ below.

NoTE: Using RetailBasics with only one stock item You can choose to only use the default
stock item that you added during setup. However, this means that every time you record a sale,
you will need to change the details of the item. You will also be unable to view reports about
which items are selling the most.

= Enterinformation about your shop—ensure that you have entered your shop details. See
‘To edit the information about your shop’ on page 166.

= Decide how you will handle payments:
= Set up payment types. See ‘Managing payment types’ on page 145.
= If you accept payment in foreign currencies, set them up with the appropriate exchange
rates. See ‘Setting up foreign currency’ on page 150.
= If you are charging a surcharge for payments by credit card, set up surcharges. See
‘Setting up surcharges for credit card payments’ on page 56.

= Customise the sales and refund windows—see ‘Customising the sales and refund
windows (Point of Sale window)’ on page 156.

= Set up terms for lay-bys—see ‘Setting up lay-by terms’ on page 162.

= Set up your docket printing preferences—see ‘To set receipt printing options’ on
page 158.

Setting up sales prompts
To assist users with up-selling, you can set up stock-specific sales prompts to appear for certain
stock item entered in the Make a Sale and Create a Lay-by windows.

For example, whenever a customer buys acrylic paints, the prompt “Would you also like to buy
a paintbrush?” should appear. So, the manager of the shop assigns this prompt to the stock
item.
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To set up a sales prompt for a stock item
1 Go to the Admin window and click Stock. The Stock window appears.
2 Double-click the stock item. The Edit Stock window appears.

In the Up-sell Prompt field, enter the sales prompt you want appearing for this item.

% MYOE RetailBasics

Edit Stock

nin » b Edit Stock

| Stock Information

V Description |Pamts Acrylic

Remave Picture
Unit of Measure  [ea
Stock Status Tax Code [esT ] wepiney | 2.7500| RAP (=) 2.5000

& active © Inactive

p-sell Prompt |Wuuld you also lke to buy a paintbrush? ‘
(Exampis: "Wawkd pou ke fiss with yowr orger? ")

Date Last Sold
11/10/2005

" eralae

3 Click OK to return to the Stock window. When you enter the item in a transaction, the
prompt will appear.

& MYOB RetailBasics
Make a Sale

F3

Staff name: Arnold Arman Custarner : Thu 13f1t

" Quantiy| __Price] _Discoun|

) $2.75

SALES SETUP TASKS
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Setting up surcharges for credit card payments

When you take a payment by credit card you can also include a credit card surcharge, which is
added to the total transaction amount. The surcharge amount can vary according to the credit
card being used.

To set up credit card surcharge fees

1

Go to the Admin window and click the Setup and Maintenance. The Setup and
Maintenance window appears.

Click Payment Types. The Payment Types window appears.

Double-click a credit card payment type. (If the credit card payment type does not exist,
you will need to add it. See ‘To add a payment type’ on page 145.)

The Edit Payment Type window appears.

x|
Payrnent Mame |MasterCard |
Payment Group |Other IZH
Rounding Rule |No rounding IZH

[T Open Till after every transaction

Surcharge Method ¥ Fixed amount " Percentage of payrment armount
Payment Type Status & Active " Inactive

To apply a surcharge:

a Select either Fixed amount (where the surcharge is a fixed amount each time) or
Percentage of payment amount (where the surcharge is a percentage of the total
transaction).

b Enter the amount or percentage in the Surcharge fee field.

Click OK.
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Sales windows

The Make a Sale window is the main window from where you complete transactions. You can
set this to be the default window that opens when you start MYOB RetailBasics.

Every transaction you record in response to a direct interaction with a customer is made on, or
from, the Make a Sale window: every sale, lay-by, lay-by payment, lay-by cancellation and
refund. You can also quickly access your stock and customer records from the Make a Sale
window. You can return to the Make a Sale window from any other window with just a single
click (or press of the shortcut key).

Create a Lay-by ]

F8

Manage Lay-bys { Make a Lay-by Payment ]
Cancel a Lay-by ]
F9
View Sales
Make a Sale ]—
F10 )
Count Takings
CTRL+R
Process Refunds
F3
Stock Search
F4

Customer Search
For details about this window... See this section...
Make a Sale ‘Making a sale’ on page 60
Create a Lay-by ‘Create a Lay-by window’ on page 66
Make a Lay-by payment ‘Make a Lay-by Payment window’ on page 70
Cancel a Lay-by ‘Cancel a Lay-by window’ on page 73
Process Refund ‘Process Refund window’ on page 76
Stock Search ‘Stock Search window’ on page 58
Customer Search ‘Customer Search window’ on page 59

SALES WINDOWS
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Stock Search window

The Stock Search window lets you search for stock items and add new ones. You can open this
window from any of the sales windows by clicking Stock Search or pressing F3.

B MY0B RetailBasics

Stock Search

» Stock Search

— & FS add stack D print stacklist
& et D print stack cade labels
Ot stk Bl view stock transactions
Search for
o578 i Tags Sotor3 aitWapping b
ococior Grotg CardsPakof 10 ceneral s
o5 o200 Grotng CardsPak 20 ceneral 1500
orcmip Ribon Cuing Pack o1 aitwapoing 12
oecrn Paiis A crat 10
oscon Paiic Watarolor crt ors
i Generc Stock fam cenerl 20
iocm Ribon cat o by ot crat 050
1coon lase Polcs Dcorave sod b Grams cenerl 150
12050 Stale Statoney ws
1son2n apor P 2Hole Statones 520
| 220w Saling i Round 220m Homovare 100
15 210m aling D1 Round 240m Homevare 1200
oK Close.
. . . . , -
A F5 Add stock—click this to add a stock item. For more details, see ‘To add a stock item’ on
page 100.
B Search for—to search for an item, enter all or part of the stock code or description in this field. For

example, if you were searching for an item named Acrylic Paints with a stock code of PN-076 you
could enter acr, paint or 07. As you enter the text, the stock list changes to match what you have
entered.

When you have located your item, select it and click OK. The Make a Sale window appears with
your selected item.
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Customer Search window

The Customer Search window lets you search for customers and add new ones. You can open
this window from any of the sales windows by clicking Customer Search or pressing F4.

B MY0B RetailBasics

F1Help

Customer Search

Customer Search

A
7 & FS Add customer D Frint customer st
W bt D Print customer labels
W DefEte clistomer Bl Vi customer transactions
B
Search for ||
3 Ford Seldon (03) 20429033 ford seldon@email.com
oK Close.
A F5 Add customer—click this to add a customer record. For more details, see ‘To add a customer
record’ on page 136.
B Search for—to search for a customer, enter all or part of the customer ID, first name, last name or

company name. For example, if you were searching for a customer named Ford Seldon with a
customer ID of 3, you could enter ford, sel, don or 3. As you enter the text, the customer list changes
to match what you have entered.

When you have located your customer, select the customer and click OK. The Make a Sale window
appears with your selected customer.

SALES WINDOWS



Making a sale

Sales are entered in the Make a Sale window. Discounts can be assigned to individual items
and to the total sales transaction amount. Entering the customer’s name when making a sale
enables you to keep track of the sales volume of that customer.

P und

Staff name: Amold Aman Customer Thu 13/10/2005 14:05_Clear Window &3 |

B 08-CP-A Paints Acrylic RRP $2.75
L (inc GST)
Would you also like to buy a paintbrush?

[ o8-cP-A Paints Acrylic 1 $2.75 $2.75 2]

Subtotal

Currency Converter $2.75

Saes Discourt s [
Forsar Carery e
: ]

US52.12!

D s couar

Total $2.75
rm—

A e Stock Search—click this button to display the Stock Search window. In this window, you can
search for the stock item you want to sell. You can also add a new item.

e Customer Search—click this button to display the Customer Search window. In this window,
you can search for the customer to whom you are making the sale. You can also add a new
customer.

¢ Read Scales—click this button to read the weight of the stock item being sold.

* Manage Lay-by—<click this button to display a menu of lay-by options.

¢ Open Till—click this button to open the cash drawer without recording a transaction.

¢ View Sales—click this button to display the View Sales window. In this window, you can view
the sales transactions for the current day.

e Count Takings—click this button to display the Count Takings window. In this window, you
can record the shop takings for the day.

® Process Refund—=click this button to display the Process Refund window. In this window, you
can process a refund payment to a customer.

¢ Lock RetailBasics or Staff Log Off—you can click the Lock RetailBasics or Staff Log Off
button to secure RetailBasics. For more details, see ‘Sales security’ on page 80.

B The stock item’s picture and description appear here, along with the recommended retail price
and up-sell prompt (if specified).
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Details of the stock items you are selling are entered in this section of the window: the stock item
code, the stock item’s description, the quantity of the item to be sold, the price of the item and any
discounts that apply to the item.

If you want, you can customise this section to skip certain fields when entering a sales transaction.
This reduces the number of keystrokes required, which speeds up the time required to process a
sales transaction. See ‘Customising the sales and refund windows (Point of Sale window)’ on
page 156.

The Currency Converter only appears if you have set up foreign currencies. The converter shows

the name of each active currency, the exchange rate specified, and the total sale amount in each

currency.

¢ To display the Currency Converter, click the Ctrl +Y Currency Converter button or press
CTRL+Y.

* To close the Currency Converter, click the Close button.

The total amount of the sale is displayed in this section of the window. You can also enter a sales
discount here, either as a percentage or an amount.

You complete the sale by clicking the Process Payment button and entering payment details in
the window that appears.

To make a sale

1 Go to the Make a Sale window.

L5lx
&
Staff name: Amold Aman Customer Tue 11/10/2005 15:07 Clear Window 4%
Subtotal 40,00
Saes Discoun: o[ ]
Total $0.00

2 If required, enter the customer’s name or the customer number in the Customer field, or
press the F4 key and select the customer from the Customer Search window.

3 Enter the code for an item you are selling. You can do this using one of the following

methods:

e

= typing the code in the Stock Code field
= pressing the F3 key and selecting the item from your stock list
= scanning the item’s barcode.

MAKING A SALE
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If the price of the item is determined by its weight:

a Place the item on the scales.

b Click the Read Scales button. The weight of the item (in kilograms) appears in the
Quantity field.

Tab through the remaining fields of the window, making any necessary adjustments in the
Description, Quantity, Price and Discount fields.

If you have customised the settings for this window so that some fields will be skipped and
you now need to edit such a field, click in the field and enter the changes.

NoTE: Customising the sales window For more details about how to customise the sales
window so some fields will be skipped, see ‘Customising the sales and refund windows (Point of
Sale window)’ on page 156.

If you want to offer a discount off the price of the item:

a Tab to the Discount field and enter the discount as a percentage. If RetailBasics has been
set up to enforce the specification of a discount reason code, the Discount Reason
Codes window appears.

® Discount Reason Codes x|

I Enter one of the following discount reasons I

1 Promotions & specials

2
3
4
=
(i}

Competition
Damaged Stock
Display Ttem
0ld Stock
Other

b If the Discount Reason Codes window appears, enter the code that matches the reason
for the discount and click OK.

Repeat Step 3 to Step 6 for each item you are selling to the customer.

If you want to offer the customer a discount on the full sale, tab to one of the Sales

Discount fields and enter a percentage or an amount.

When you are ready to complete the sale, click the Process Payment button or press the

F12 key. The Payment window appears.

= If the customer is paying part or all of the amount in a foreign currency, proceed to
Step 10.

= If the customer is paying the amount in your local currency, proceed to Step 11.
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Foreign currency payments

10 If the customer is paying part or all of the amount in a foreign currency:
a From the Foreign cash list, select the currency.

b Enter the foreign currency amount and press TAB. The foreign currency amount is
converted to your local currency and displayed.

® Process Payment %]

c If the balance of the payment s in your local currency, enter the amount received
against the appropriate payment type.

d Proceed to Step 12.

Local currency payments

11 If the customer is paying the amount in your local currency, enter the amount received
from the customer for each payment type. RetailBasics will automatically fill in the
expected amount—you can change this if necessary.

@ Process Payment x|

MAKING A SALE
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12 If you enter an amount against a credit card or cheque payment type, additional windows
appear. Use the following table as a guide to entering information in these windows.

If the This window appears... Follow these steps...
payment

type is...

Credit card, The Surcharge Fee window If you want to apply a
and you surcharge fee:

havesetupa X o |f required, change

surcharge ﬁ the preset surcharge
amount.

Surcharge 2.00
e Specify how the
customer is paying
@ MasterCard © cash the surcharge. If the
customer is paying by
the same credit card
select the card name
(for example,
MasterCard). If the
customer is paying by
cash, select Cash.
e Click OK.
If you do not want to
apply a surcharge fee,
click Cancel.

Ok Cancel

Cheque The Cheque Details window Complete the fields in the
window and click OK.
= .
Or, if you do not want to

Chequetumber [ ] record the cheque
details, click Cancel.

Payar ‘

Financial Institution ‘

Cancel
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13 When you have entered the amounts received for each payment type, click OK.

The Change window appears, displaying the amount of change you owe the customer.
Click any key to return to the Make a Sale window.

£

Total Sale $52.25

Cash Change

$7.75

Press any key to continue ...

Depending on your MYOB RetailBasics print settings, you may be prompted to printa
receipt (see ‘To set receipt printing options’ on page 158 for details). If you are prompted
and want to print a docket, click Yes.

If this is a cash payment, the cash drawer opens automatically. If it does not open, click the
Open Till button at the top of the window or press the CTRL + T keys.

Managing lay-bys

In RetailBasics, a lay-by is a transaction where the customer makes a deposit on an item and
pays the remaining amount in instalments. A lay-by usually has a due date, which is the date by
which the total amount has to be paid.

In a lay-by, the customer only receives the item when the full amount has been paid. You can
charge a service fee on a lay-by.

RetailBasics lets you set up the following terms for a lay-by:

= the default lay-by period (which determines the due date)

= service fees

= cancellation fees

= the terms and conditions that you want printed on the initial lay-by receipt.

For more details about setting up lay-by terms, see ‘Setting up lay-by terms’ on page 162.
How is creating a lay-by different from creating a sale? In RetailBasics, creating a lay-by
is similar to creating a fully paid sale except that:

= a customer must be selected

= the transaction can be processed with only a part-payment.

NoTE:  You cannot accept foreign currency payments on lay-bys.

MANAGING LAY-BYS
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Creating a lay-by
Create a Lay-by window

B MY0B RetailBasics

£ Pl
2= 4 s
Stalf e Aok A cstoner foasaen | Mon 1710/2005 119 clea Window
B 15-HB-24CM Baking Dish Round 24cm RRP $125.00

[15-HB-24CM Baking Dish Round 24cm 1 $125.00 $125.00 ~

Subtotal 413500

Sas Discourt swwlo [ ]
Service Fee $5.00

Lay-by Total $130.00

P

A e Stock Search—click this button to display the Stock Search window. In this window, you can
search for the stock item you want to sell. You can also add a new item.

e Customer Search—click this button to display the Customer Search window. In this window, you
can search for the customer to whom you are making the lay-by sale. You can also add a new
customer.

You must specify a customer when entering a lay-by sale. The customer name must be the name of
the individual who is purchasing the item, not an organisation’s name.

¢ Read Scales—click this button to read the weight of the stock item being sold.

¢ Lock RetailBasics or Staff Log Off—you can click the Lock RetailBasics or Staff Log Off button to
secure RetailBasics. For more details, see ‘Sales security’ on page 80.

B The stock item’s picture and description appear here, along with the recommended retail price and
up-sell prompt (if specified).

C Details of the stock items you are selling on lay-by are entered in this section of the window: the stock
item code, the stock item’s description, the quantity of the item to be sold, the price of the item and
any discounts that apply to the item.

If you want, you can customise this section of the window so that certain fields are skipped when
entering a lay-by transaction. This reduces the number of keystrokes required, which speeds up the
time required to process a lay-by. See ‘Setting up lay-by terms’ on page 162.

D The total amount of the lay-by is displayed in this section of the window. You can also enter a sales
discount here, either as a percentage or an amount.

You complete the lay-by by clicking the Process Payment button and entering payment details in the
window that appears.
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To make a lay-by sale

1

2

Go to the Make a Sale window.

Click the Manage Lay-by button at the top of the window or press the F8 key. The
Manage Lay-by window appears.

@ Manage Lay-by

Select the required

& Create new lay-by
© Make a payrent on an existing lay-by

 Cancel an existing lay-by

Click Create new lay-by and click OK. The Create a Lay-by window appears.

® MYOB RetailBasics. P [l 4]
cae s Loy « ™ 7 A
N
n =
Staff name: Amold Aman Customer Mon 26/09/2005 18:06 Clear Window «¥ |
StockCode _[Description [ Quantity] ____Price] _ Discount| ___FExtension |
Sub Total 40.00
Saes Discoun: L]
Service Fee [ E—
Lay-by Total $0.00
Process Payment

Enter the customer’s name or customer number in the Customer field, or press the F4 key
and select the customer from the Customer Search window. The customer name must be
the name of the individual who is purchasing the item, not an organisation’s name.

Enter the code for an item you are selling. You can do this using one of the following
methods:

= typing the code in the Stock Code field

= pressing the F3 key and selecting the item from your stock list

= scanning the item’s barcode.

MANAGING LAY-BYS
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6

11

If the price of the item is determined by its weight:

a Place the item on the scales.

b Click the Read Scales button. The weight of the item (in kilograms) appears in the
Quantity field.

Tab through the remaining fields of the window, making any necessary adjustments in the

Description, Quantity, Price and Discount fields.

If you have customised the settings for this window so that some fields will be skipped and
you now need to edit such a field, click in the field and enter the changes.

NoTE: Customising the lay-by window For more details about how to customise the lay-by
window so some fields will be skipped, see ‘Setting up lay-by terms’ on page 162.

If you want to offer a discount off the price of the item:

a Tab to the Discount field and enter the discount as a percentage. If RetailBasics has been
set up to enforce the specification of a discount reason code, the Discount Reason
Codes window appears.

@ Discount Reason Codes x|

I Enter one of the following discount reasons I

1 Promotions & specials

2
3
4
3
(5]

Cornpetition
Damaged Stock
Display Itemn
0ld Stock
Other

b If the Discount Reason Codes window appears, enter the code that matches the reason
for the discount and click OK.

Repeat Step 5 to Step 8 for each item required for the lay-by.

If you want to offer the customer a discount on the full sale, tab to a Sales Discount field
and enter a percentage or an amount.

The service fee you specified when setting up your lay-bys appears by default in the
Service Fee field.

If necessary, change the Service Fee applicable to this lay-by.
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12 Click the Process Payment button or press the F12 key. The Payment window appears.

@ Process Payment x|

Enter Deposit Amount $0.00

Cash
EFTPOS
Visa
MasterCard
Bankcard
AMEX
Diners

oK | Cancel |

13 Enter the lay-by deposit amount received and assign the amount to one or more payment
types.

14 Click OK.

NoTE: Credit card surcharge fee If the customer pays by credit card and you apply a
surcharge to such payments, the Surcharge Fee window appears. Either accept the preset
surcharge or enter another amount, and then click OK. If you do not want to apply the
surcharge, click Cancel.

15 The Change window appears. Click any key to return to the Make a Sale window.

=

Lay-by Balance $120.00

Cash Change

$0.00

Press any key to continue ...

Depending on your MYOB RetailBasics print settings, you may be prompted to printa

receipt (see ‘To set receipt printing options’ on page 158). If you are prompted and want
to print a docket, click Yes.

If this is a cash lay-by, the cash drawer opens automatically. If it does not open, click the
Open Till button at the top of the window or press the CTRL + T keys.
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Making a lay-by payment

Make a Lay-by Payment window

® MYOB Retailbasics 5 o] 5|

Staff name: Amnald Aman ustomer : |Ford Seldon Lay-by No : |LB10000 Mon 17/10/2005 15:29 Clear Wmnwg\
Custorner Details: Payrment History Due Date:
B e Eekal 17/10/2005  Deposit $10.00
2 — LT 2
Glen Waverley
510
15-HB-24CM Baking Dish Round 24cm 1.000 $125.00 $125.00
C
Subtotal 4125.00
Sales Discount $0.00 D
Service Fee 45.00
Lay-by Total $130.00
less payments $10.00
Lay-by Balance $120.00
[r——
A e Customer Search—click this button to display the Customer Search window. In this window,

you can search for the customer who is making the lay-by payment.
The customer must be the one who originally purchased the item on lay-by.

¢ Lock RetailBasics or Staff Log Off—you can click the Lock RetailBasics or Staff Log Off button
to secure RetailBasics. For more details, see ‘Sales security’ on page 80.

B The customer details, history of previous lay-by payments made for this item and the due date for
the final payment appear here.

The stock items sold on lay-by appear in this section of the window automatically.

D The total amount of the lay-by sale, as well as the balance owing, are displayed in this section of the
window.

You complete the payment by clicking the Process Payment button and entering payment details
in the window that appears.
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To make a payment on a lay-by

1 Go to the Make a Sale window.

2 Click the Manage Lay-by button at the top of the window or press the F8 key. The
Manage Lay-by window appears.

% Manage Lay-by

Select the required lay-t and click Ok,

© Create new lay-by

& Make 3 payment on an existing lay-by.

 Cancel an existing lay-by

3 Click Make a payment on an existing lay-by and click OK. The Make a Lay-by Payment
window appears.

B MYOB RetailBasics EE

- = Lo
Make a Lay-by Payment (= VAlttsRetuntosales [/ alt+A admin F1Help 1] oo
G G

e & - e}

Staff name: Amold Aman asorers [ Ty [ Mon 17/10/2005 1530 Clear Window &3
Stock Code Description Quanti

Subtotal
Sales Discount:
Service Fee
Lay-by Total
less payments

Lay-by Balance

Process Payment

4 Enter the customer’s name or customer number in the Customer field, or press the F4 key
and select the customer from the Customer Search window.
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If the customer has more than one current or overdue lay-by, the Select a Lay-by window
appears. Select the lay-by for which payment is being made and click OK.

® Select aLay-by x|

Ford Seldon

22, Trantor House, Man Street
Glen Waverley

VIC 3180

Select the appropriate lay-by number, and dick OK.

Lay-by Number Lay-by Total$) Aot Paidi) Balance(g)

LB10004 2376 5.00 18.76

Click the Process Payment button or press the F12 key. The Payment window appears.

@ Process Payment x|

Enter Payment Amount $0.00

Cash
EFTPOS
Visa
MasterCard
Bankcard
AMEX
Diners

[RIgix

oK Carcel

Enter the lay-by amount received, assign the amount to one or more payment types and
click OK.

NoTE: Credit card surcharge fee If the customer pays by credit card and you apply a
surcharge to such payments, the Surcharge Fee window appears. Either accept the preset
surcharge or enter another amount, and then click OK.

The Change window appears.
x

Lay-by Balance $110.00

Cash Change

$0.00

Press any key to continue ...

Click any key to return to the Make a Sale window.

Depending on your MYOB RetailBasics print settings, you may be prompted to print a

receipt (see ‘To set receipt printing options’ on page 158). If you are prompted and want
to print a docket, click Yes.

If this is a cash lay-by, the cash drawer opens automatically. If it does not open, click the
Open Till button at the top of the window or press the CTRL + T keys.
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Cancelling a lay-by

Cancel a Lay-by window

B MY0B RetailBasics

=1o1x]

Staff name: Amnald Aman ustomer : |Ford Seldon Lay-by No : | LB10000 Tue 18/10/2005 10:11 Clear Wmnwg\
B Custorner Details: Payrment History Due Date:
Ford Seldon
LEm— 7R =
Ga\?gD\NEVEHEy
[ /j15-HB-24CM Baking Dish Round 24cm 1.000 $125.00 $125.00
C
Camments Lay-by Total $130.00
= (includes sales discount & service fee)
Lay-by Payrments to date $20.00
- less Service fee
less Cancellation fee
Refund Due $20.00
Refund Payment
A e Customer Search—click this button to display the Customer Search window. In this window,
you can search for the customer whose lay-by you want to cancel.
¢ Lock RetailBasics or Staff Log Off—you can click the Lock RetailBasics or Staff Log Off button
to secure RetailBasics. For more details, see ‘Sales security’ on page 80.
B The customer details, history of previous lay-by payments made for this item and the due date for
the final payment appear here.
The stock items sold on lay-by appear in this section of the window automatically.
D The total amount of the lay-by sale, lay-by payments made to date, service and cancellation fees

and the refund amount due are displayed in this section of the window. You can enter a reason for
the lay-by cancellation in the Comments field.

You complete the cancellation by clicking the Refund Payment and entering payment details in
the window that appears.
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To cancel a lay-by

1 Go to the Make a Sale window.

2 Click the Manage Lay-by button at the top of the window or press the F8 key. The
Manage Lay-by window appears.

& Manage Lay-by

Select the required lay

© Create new lay-by

© Make a payment on an existing lay-by
@ 2

3 Click Cancel an existing lay-by and click OK. The Cancel a Lay-by window appears.

B MYOB RetailBasics EE

N = 7
Cancel a Lay-by (= VAlttsRetuntosales [/ alt+A admin F1Help 1] oo
G G

> B s | 9 0

Sttt e o amn S N T Toe 19710/200 10

Stock Code

Cormments Lay-by Total
(includes sales discount & service fee)

Lay-by Payments to date
less Service fee
less Cancellation fee

Refund Due

Refund Payment

4 Enter the customer’s name or customer number in the Customer field, or press the F4 key
and select the customer from the Customer Search window.
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If the customer has more than one current or overdue lay-by, the Select a Lay-by window
appears. Select the lay-by you want to cancel and click OK.

® Select aLay-by x|

Ford Seldon

22, Trantor House, Man Street
Glen Waverley

VIC 3180

Select the appropriate lay-by number, and dick OK.

Lay-by Numbsr Dus Date Lay-by Tatal($) Amount PaidF) Balance($)

LB10004 411012005 2376 5.00 18.76

=

The Cancel a Lay-by window appears, showing the details of the lay-by.
To record the reason for the lay-by cancellation, enter a note in the Comments field.
Click the Refund Payment button or press the F12 key. The Payment window appears.

Cash $20.00
EFTPOS

Visa

MasterCard

Bankcard

AMEX

Diners

1< L]

oK Cancel

Enter the amount to be refunded against the payment type that will be used to pay the
refund.

Click OK. The Change window appears.
x

Total Refund $20.00

Cash Change

$20.00

Press any key to continue ...

Click any key to return to the Make a Sale window.

Depending on your MYOB RetailBasics print settings, you may be prompted to printa
receipt (see ‘To set receipt printing options’ on page 158). If you are prompted and want
to print a docket, click Yes.

If this is a cash transaction, the cash drawer opens automatically. If it does not open, click
the Open Till button at the top of the window or press the CTRL + T keys.
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Recording refunds

If a customer returns goods they purchased from you, they may be entitled to a refund. If a
customer was specified when making the sale, the refunds should be entered against that
customer.

Refunds and foreign currency If the original sale was paid for using foreign currency, you
may want to refund the customer using the same currency, at the same exchange rate. You
may have to change your configured exchange rate to match that used in the original sale.

If you are going to export your transaction data to an accounting package, remember that any
refunds made in a foreign currency will be exported as local currency amounts using the
exchange rate used in the transaction.

Process Refund window

Staff name: Amold Aman Tue 19/10/2005 1228 _clear Window o> |

15-HB-24CM Baking Dish Round 24cm RRP $125.00
(inc GST)

15-HB-24CM Baking Dish Round 24cm 1 $125.00 $125.00 ~

Comments Subtotal 413500

= Sdes Discourt o D

Refund Due $125.00
Refund Payment

A e Stock Search—click this button to display the Stock Search window. In this window, you can
search for the stock item that the customer wants a refund for. You can also add a new item.
e Customer Search—click this button to display the Customer Search window. In this window,
you can search for the customer to whom you are offering a refund.
® Read Scales—click this button to read the weight of the stock item being returned.
¢ Lock RetailBasics or Staff Log Off—you can click the Lock RetailBasics or Staff Log Off button
to secure RetailBasics. For more details, see ‘Sales security’ on page 80.

B The stock item’s picture and description appear here, along with the recommended retail price and
up-sell prompt (if specified).
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C Details of the stock items to be returned are entered in this section of the window: the stock item
code, the stock item’s description, the quantity of the item being returned, the price of the item
and any discounts that apply to the item.

If you want, you can customise this section to skip certain fields when entering sales refund. This
reduces the number of keystrokes required, which speeds up the time required to process a sales
refund. See ‘Customising the sales and refund windows (Point of Sale window)’ on page 156.

D The total amount of the sales refund is displayed in this section of the window. Here you can also
enter a reason for the refund (in the Comments field), the total discount percentage or amount for
the original sales transaction.

You complete the refund by clicking the Refund Payment and entering the payment details in the
window that appears.

To process a refund

cAuTION: If you are going to refund the amount in a foreign currency, check the exchange
rates currently set If the original sale was paid for using foreign currency, you may want to refund
the customer using the same currency, at the same exchange rate. Before you start, check your set
exchange rate to see if it matches that used in the original sale. For more details, see ‘To update the
exchange rate for a currency’ on page 154.

1 Go to the Make a Sale window.

2 Click the Process Refund button at the top of the window or press the CTRL + R keys. The
Process Refund window appears.

e . 7
2= 4 4 s

B MY0B RetailBasics

Staff name: Amold Aman Customer Tue 18/10/2005 12:28_Clear Window a3 |
Comments Subtotal $0.00
H Sales Discourt o]
H
Refund Due $0.00

Refund Payment

3 Ifrequired, enter the customer’s name or customer number in the Customer field, or press
the F4 key and select the customer from the Customer Search window.

4 Enter the code for an item being returned. You can do this using one of the following
methods:
= typing the code in the Stock Code field
= pressing the F3 key and selecting the item from your stock list
= scanning the item’s barcode.
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If the price of the item is determined by its weight:

a Place the item on the scales.

b Click the Read Scales button. The weight (in kilograms) of the item appears in the
Quantity field.

NoTE: Check if the price per weight of the item is the same as in the original transaction
If it is not the same, you will have to change it in the Price field.

Tab through the remaining fields of the window, making any necessary adjustments in the
Description, Quantity, Price and Discount fields. If you have customised the settings for
this window so that some fields will be skipped and you now need to edit such a field, click
in the field and enter the changes. See ‘Sales setup tasks’ on page 54.

Repeat Step 4 to Step 6 for each item you are refunding.
Enter a note in the Comments field to record the reason for the refund.

Click the Refund Payment button or press F12. The Refund Payment window appears.
= If you want to refund all or part of the amount in a foreign currency, proceed to Step 10.
= If you want to refund the amount in your local currency, proceed to Step 11.

x
Foreign cash $0.00
Cash $125.00
EFTPOS
Visa
MasterCard
Bankcard
AMEX
Diners

|
oK cancel
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11
12

13

Refund in foreign currency

In some cases, you may want to refund the amount in a foreign currency—for example, if

the original sale was paid for using foreign currency. To refund the amount in a foreign

currency:

a From the Foreign cash list, select the currency you want to use or the currency used in
the original transaction.

b Enter the foreign currency amount and press TAB. The foreign currency amount is
converted to your local currency and displayed.

x|
Foreign cash $ 25.00
US DOLLAR converted $32.50
Cash 2
EFTPOS
Visa
MasterCard
Bankcard
AMEX
Diners
-
oK Cancel

c If the balance of the payment s in your local currency, enter the amount received
against the appropriate payment type.
d Proceed to Step 12.

Refund in local currency

Enter the refund amounts against the payment types you are using to refund the amount.

When you have entered the amounts against each payment type, click OK. The Change
window appears.

L

Total Refund $125.00

Amount Refunded

$125.00

Press any key to continue ...

Click any key to return to the Make a Sale window.

Depending on your MYOB RetailBasics print settings, you may be prompted to printa
docket receipt (see ‘To set receipt printing options’ on page 158). If you are prompted and
want to print a docket, click Yes.

If this is a cash transaction, the cash drawer opens automatically. If it does not open, click
the Open Till button at the top of the window or press the CTRL + T keys.
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Sales security

When the sales counter is left unattended, it is best if you secure RetailBasics so that sales
cannot be entered by unauthorised individuals.

To secure RetailBasics

If there are staff records in RetailBasics:

% Go to the Make a Sale window and click the Staff Log Off button. The Log On window
appears. You are now logged out of RetailBasics.
To log on again, enter your staff ID and password and click OK.

If there are no staff records in RetailBasics:

% Go to the Make a Sale window. Click the Lock RetailBasics button. RetailBasics is now
locked.
To log on again, press F11.

Sales reports

Some reports that you may find helpful when reviewing sales information are:

= Sales Period, which lists all sales made in a specified period. You can view both summary
and detailed reports. See ‘To display the Sales Period report’ on page 81.

= What's Selling, which lists all the items sold in a specified period, with details of the
description, department and quantity sold. See ‘To display the What's Selling report’ on
page 82.

= Lay-by, which lists all customers who have current or overdue lay-bys, with details of the
total sale amount, amount paid and balance. You can view both summary and detailed
reports. See ‘To display the Lay-by report’ on page 83.

= Refunds, which lists the refunds made in a specified period, with details of the items
returned and the refund amount. You can view both summary and detailed reports. See
‘To display the Refunds report’ on page 84.

= Tax Collected, which lists the tax collected on all sales and lay-bys in a specified period.
You can view both summary and detailed reports. See ‘To display the Tax Collected report’
on page 85.

= Discounts, which lists the stock items for which discounts have been given in a specified
period, with details of the price, discount and the reason code. See ‘To display the
Discounts report’ on page 86.

NoTE: The transactions for the day You can also view the transactions for the day from the Make
a Sale window by clicking View Sales.
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Sales Period report

To display the Sales Period report

1
2
3

7

Go to the Admin window.
Click Reports. The Reports window appears.

Click the Sales Period report. A sample of the report is displayed to the right of the report
names.

Click the View button below the sample report. The current day’s information for the Sales
Period report appears.

If you want to display sales information for another date period or change the way the

information is displayed, enter the report filters in the Modify a Report section of this

window:

= Enter the date period for which you want to report in the From and To fields.

= Report type—choose to see a summary report or a detailed report.

= Report by—choose to group the information by staff member, department or all. The
options in this list will be different in the summary and detail reports.

= Sort by—choose how you want to sort the report. The options in this list will be different
in the summary and detail reports.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
P (Next Page) To show the next page of the report
4 (Previous Page) To show the previous page of the report
|4 (First Page) To show the first page of the report
| Last Page To show the last page of the report
[ Go to Page To go to a specific page of the report
Zoom field To change the magpnification of the report

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

8 To close the report, click Close.

SALES REPORTS
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What's Selling report

To display the What's Selling report

1
2
3

7

8

Go to the Admin window.
Click Reports. The Reports window appears.

Click the What's Selling report. A sample of the report is displayed to the right of the

report names.

Click the View button below the sample report. The current day’s information for the

What's Selling report appears.

If you want to display sales information for another date period or change the way in which

the information is displayed, enter the report filters in the Modify a Report section of this

window:

= Enter the date period for which you want to report in the From and To fields.

= Report by—choose to group the information by staff member, department or all.

= Sort by—choose to sort the report by stock code, description, department, quantity
sold, or total sales.

To quickly navigate through the report, choose an option on the Print Preview toolbar

@ > [ v | @

Click this button... To do this...

p (Next Page) To show the next page of the report

4 (Previous Page) To show the previous page of the report
|4 (First Page) To show the first page of the report

p| Last Page To show the last page of the report

% Go to Page To go to a specific page of the report
Zoom field To change the magnification of the report

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

To close the report, click Close.
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Lay-by report

To display the Lay-by report

1
2
3

7

8

Go to the Admin window.
Click Reports. The Reports window appears.

Click the Lay-by report. A sample of the report is displayed to the right of the report
names.

Click the View button below the sample report. The current day’s information for the

Lay-by report appears.

If you want to change the way in which the information is displayed, enter the report filters

in the Modify a Report section of this window:

= Report type—choose to see a summary report or a detailed report.

= Sort by—choose to group the information by customer, lay-by number, date on which
the lay-by is due, total amount of the lay-by, or the balance owed.

= Show me—choose to see current lay-bys or overdue lay-bys.

To quickly navigate through the report, choose an option on the Print Preview toolbar

@ > [ v | @

Click this button... To do this...
p (Next Page) To show the next page of the report
4 (Previous Page) To show the previous page of the report
|4 (First Page) To show the first page of the report
p| Last Page To show the last page of the report
iy Go to Page To go to a specific page of the report
Zoom field To change the magnification of the report

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

To close the report, click Close.
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Refunds report

To display the Refunds report

1
2
3

7

Go to the Admin window.
Click Reports. The Reports window appears.

Click the Refunds report. A sample of the report is displayed to the right of the report
names.

Click the View button below the sample report. The current day’s information for the
Refunds report appears.

If you want to display information for another date period or change the way in which the
information is displayed, enter the report filters in the Modify a Report section of this
window:

= Enter the date period for which you want to report in the From and To fields.

Report type—choose to see a summary report or a detailed report.

= Report by—choose to group the information by staff member or all.

= Sort by—choose how you want to sort the report.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
p (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
[ Go to Page To go to a specific page of the report.
Zoom field To change the magnification of the report.

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

8 To close the report, click Close.
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Tax Collected report

To display the Tax Collected report

1
2
3

7

8

Go to the Admin window.
Click Reports. The Reports window appears.

Click the Tax Collected report. A sample of the report is displayed to the right of the report
names.

Click the View button below the sample report. The current day’s information for the Tax
Collected report appears.

If you want to display information for another date period or change the way in which the
information is displayed, enter the report filters in the Modify a Report section of this
window:

= Enter the date period for which you want to report in the From and To fields.

= Report type—choose to see a summary report or a detailed report.

= Basis—choose whether the report should use a cash-based method (Cash) or
accrual-based method (Accrual) to show the tax collected.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
P (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
I Go to Page To go to a specific page of the report.
Zoom field To change the magpnification of the report.

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

To close the report, click Close.
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Discounts report

To display the Discounts report

1
2
3

7

Go to the Admin window.

Click Reports. The Reports window appears.

Click the Discounts report. A sample of the report is displayed to the right of the report
names.

Click the View button below the sample report. The current day’s information for the
Discounts report appears.

If you want to display information for another date period or change the way in which the
information is displayed, enter the report filters in the Modify a Report section of this
window:

= Enter the date period for which you want to report in the From and To fields.

= Sort by—choose how you want to sort the report.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
p (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
[ Go to Page To go to a specific page of the report.
Zoom field To change the magnification of the report.

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

8 To close the report, click Close.
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End-of-day
procedures

At the end of each trading day, most retailers clear their cash register and review the day’s
sales. This chapter covers the tasks typically undertaken at this time, namely:

= counting the day’s takings
= examining the day’s transactions
= exporting sales data to an accounting package running various reports.
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Counting the day’s takings

At the end of business for the day, you can count your takings in the cash register and balance
it against the expected amounts. RetailBasics will display the expected amount for each

payment type and foreign currency (if set up).

You can also print the Count Takings Summary and Count Takings Session reports—see
‘Count Takings Summary report’ on page 95 and ‘Count Takings Session report’ on page 96.

To count the day’s takings

1

2

Go to the Make a Sale window.

Click the Count Takings button at the top of the window or press the F10 key. If you have
set a default float amount, a message appears reminding you to put aside your float

amount. You should not count the float as part of your takings.

Click OK. The Count Takings window appears showing the expected amounts for each

payment type and, if applicable, foreign currency.

% Count Takings x|

Payment Types
Cash .50(53 =
EFTPOS $100.00
Visa
MasterCard $40.00

Bankcard

AMEX

Diners =]
US DOLLAR US$31.00 $ 0.00 jl

oreign Cash Takings Converted to AUD :

Total Takings:

Comments
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Enter the amount received for each payment type in the Actual Amount column.

If foreign currency payments have been received, enter the amount received for each
foreign currency in the Foreign cash section. The foreign currency amount is converted to
your local currency and displayed.

To quickly count notes and coins:
a Click the arrow button (). The Quick Count window appears.

B

$100.00 0
$50.00
$20.00
$10.00

$5.00
$2.00
$1.00
$0.50
$0.20
$0.10
$0.05

Total Cash:

Cancel

b Enter the quantity you have on hand for each denomination.

< When you have finished entering the quantities, click OK to close the Quick Count
window.

When you have entered all the amounts, click OK.

NoTE: If you issue gift vouchers The sale of gift vouchers should not be recorded in
RetailBasics. Therefore, you should deduct the value of gift vouchers you have sold in order to
balance your takings. The sale of gift vouchers is best handled manually.

If the total takings counted do not match the amount recorded in MYOB RetailBasics, a

message appears.

= If you accept the discrepancy, click the Accept discrepancy button—the discrepancy will
be posted to the cash drawer discrepancy account in your accounting software.

= If you want to count your takings again, click the Recount takings button and recount
the takings.

If RetailBasics has been set up to log out staff members after every count takings session,
you will be logged out.

COUNTING THE DAY’'S TAKINGS
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Reviewing your sales

Viewing your sales for the day

You can view a list of all your sales transactions for the current day. This might be useful for
analysing sales performance, spotting trends and noting quiet and busy periods. It might also
help clear up discrepancies between the takings and the sales recorded.

To view sales history

1

2

Go to the Make a Sale window.

Click the View Sales button or press the F9 key. The Sales on... window appears, listing all
sales transactions that have been entered for the day. You can see at what time the sales
occurred, the staff member who recorded the sale and the total amount of the sale.

4
Sales on 4/10/2005 “'“

Sales » View Sales

F1 Help

52410006

SA10007 ARNOLD

SA10008 09:14 am GORKIN §34.00
SA10008 0atdam GORKIN §11.25
SA10010 09:15 am JENLEE §56.00
SA10011 01:20pm JENLEE §24.00
SA10012 01:20 pm GORKIN $5.20

SA10013 0@:46am JENLEE §12.00

dose

If you want to view the details of a sale or print a duplicate receipt, you can double-click the
sale entry in the list.

Click Close to close the Sales on... window.
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Viewing transactions

You can use the View Transactions window to view sales, lay-by and refund transactions
recorded in a specified period, made by a particular staff member, for a particular customer
and of a specified stock item.

The View Transactions window can be accessed from the Admin, Stock, Customer and
Staff and Security windows.

To view transactions

1 Go to the Admin window and click View Transactions.

You can also open this window using one of the following methods:
= In the Stock window, click View stock transactions.

= In the Staff and Security window, click View staff transactions.
= In the Customer window, click View customer transactions.

The View Transactions window appears. If a message appears stating that there is no
matching data, click OK.

View Transactions

dmin P View Transactions

F1 Help

Staff Name

Date From 21f10/2005 | To |21/10/2005

Sales Dats/Time: Sale No. Staff Customer Name Sub-Total($) Discount($) Total§)
21/10/200512:01 pm SA10003 ARNOLD §20.00 $20.00 )
21/10/200512:01 pm SA10004 ARNOLD $1.20 §1.20
21/10/200512.03pm BA10005 GYEONG $125.00 §31.25 $8375
21/10/200512:03 pm  SA10006 GYEONG §10.40 51040
21/10/200512:03 pm BA1000T JENLEE §22.80 $2290

Lay-bys
Lay-by Payments
Lay-by Cancellation
Refunds
Cpen Till

2 Specify the date range by entering a start date in the Date From field and an end date in
the To field.

3 Enter what you wish to search for in the appropriate field. You can search on one or more
of these fields:
= Staff Name
= Customer Name
= Stock Code.

You can search with only a part of the name or code. For example, if you want to search for
Arthur, you can enter ‘A, ‘Ar’ or ‘Arthur’.

You can also click the arrow button () next to a field to choose the staff, customers or
stock from a list.
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4 Choose the type of information you want to view by clicking:

= Sales—to view sales transactions.

= Lay-bys—to view new lay-by transactions.

= Lay-by Payments—to view lay-by payments.

= Lay-by Cancellation—to view cancelled lay-bys.

= Refunds—to view refunded transactions.

= Open Till—to see a record of every instance when the till or cash drawer was opened
without recording a transaction. For example, staff members may have opened the cash
drawer by clicking the Open Till button in the Make a Sale window or the Test Cash
Drawer button in the Cash Drawer Settings window. They may also have opened it
when counting the day’s takings.
This does not include instances when the till was opened automatically as part of a
transaction such as a sale, lay-by or refund.

The transactions that match your search criteria appear in the grid. You can double-click a
transaction to view full details or print a duplicate receipt.

5 Click Close.

Exporting the day’s transactions

Every time you count your takings, the current count takings session ends and a new one
begins. You can export the data from one or more count takings sessions to MYOB accounting
software. RetailBasics will export information about sales, refunds, credit card surcharges,
lay-by payments received and lay-by cancellations, along with service and cancellation
charges, for each session.

The data is exported as a text file to the location specified when you entered accounting
export details. You can import this file into your accounting software.

Exporting foreign currency transactions Any payments made in a foreign currency will be
exported as local currency amounts. The local currency amount will be calculated using the
same exchange rate used in the original transaction.

NOTE: Setting up accounting information before exporting accounting data Before exporting
accounting data you must specify your account numbers and the location for the exported file. See
‘To set up accounting export’ on page 172.
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To export accounting data

1 Go to the Admin window.

2 Go to the File menu and choose Accounting Export. The Accounting Export window
appears, listing the count taking sessions together with their export status.

Accounting Export

» Adrmin b Accounting Export

A session starts when you pracess the first transaction and ends when you count your takings, usualy at the end of the day.
The next session starts when you process the next transaction. To export the accounting jourmals in a session, select the session and cick the Export button.
ot
]
5 Not Exported ~
4 2141012005 2141012005 03:03 prm Exported r
3 20/10/2005 201012005 03:03 pm Re-exported r
2 19/10/2005 19/10/2005  03:03 pr Re-exported r
1 07/10/2005  09:00 am 19/10/2005  03:02 pr Re-exported r
Export Cose

The Status column displays the status of the session:
= Not Exported—you have not exported this session.
= Exported—you have already exported this session.
= Re-exported—you have exported this session more than once.
3 Select the Export checkbox next to the sessions you want to export (sessions with a

Not Exported status should be selected by default). You can select a session that you have
already exported.

To exclude a session, deselect the Export checkbox next to the relevant session.
4 Click the Export button.

NoTE: Overwriting a previous export file If you have a previous export file that you have not
imported into your MYOB accounting software, a message appears asking if you want to
overwrite the file. If you want to cancel the export, click No. If you are sure you want to
overwrite the file, click Yes.

When the export is complete, a message appears specifying the name and location of the
exported file. The exported text file will have the journal data for the transactions made.
You can now import this file into your MYOB accounting software.

NoTE: Error message An error message will appear if the account numbers that you initially set
up are invalid.
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To set an export accounting data prompt

1

2

Go to the Admin window.
Click Customise Settings. The Customise Settings window appears.

 MYOB RetailBasics =IE1x]

Customise Settings

driin b Customise Settings

Point of Sale
* Select the fields you want to skip

y ;‘i * Set up dscount reasons

Printing

. *Select when your receipts wil be printedt
* Select where your receipts and reports wil print

Lay-by Terms

* Set up lay-by period

* Select the fields you want to skip

* Set up terms and conditions

* Set up service and cancellation fees

Prompts

* Set the prompt for exporting accounting data
* Set the prampt for backing up your shop fie

Other Preferences

') *Change the default for the start up window
L, wantan the fioat amount

Click Prompts.
Select the Prompt me to export accounting data whenever | count takings checkbox.
Click OK.

End-of-day reports

The following reports are useful in analysing your transactions for the day:

Sales Period report—see ‘To display the Sales Period report’ on page 81.
What's Selling report—see ‘To display the What's Selling report’ on page 82.
Lay-by report—see ‘To display the Lay-by report’ on page 83.

Refunds report—see ‘To display the Refunds report’ on page 84.

Discounts report—see ‘To display the Discounts report’ on page 86.

Reports about count takings sessions include:

Count Takings Summary report—see ‘Count Takings Summary report’ on page 95.
Count Takings Session report—see ‘Count Takings Session report’ on page 96.
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Count Takings Summary report

The Count Takings Summary report displays the counted, expected and discrepancy
amounts.

To display the Count Takings Summary report

1
2
3

Go to the Admin window.

Click Reports. The Reports window appears.

Click the Count Takings Summary report. A sample of the report is displayed to the right

of the report names.

Click the View button below the sample report. The current day’s information for the

Count Takings Summary report appears.

If you want to display information for another date or change the way the information is

displayed, enter the report filters in the Modify a Report section of this window:

= Enter the Date of the count takings session. If the takings were counted more than once
on that date, you can select the Time of the session.

= Sort by—choose to sort the report by payment type or discrepancy.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
P (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
[y, Go to Page To go to a specific page of the report.
Zoom field To change the magnification of the report.

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

To close the report, click Close.
Click Close.

END-OF-DAY REPORTS
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Count Takings Session report

The Count Takings Session report lists the transactions recorded in a session or, if there was
more than one session on the specified date, in a group of sessions.

To display the Count Takings Session report

1
2
3

Go to the Admin window.
Click Reports. The Reports window appears.

Click the Count Takings Session report. A sample of the report is displayed to the right of
the report names.

Click the View button below the sample report. The current day’s information for the

Count Takings Session report appears.

If you want to display information for another date or change the way the information is

displayed, enter the report filters in the Modify a Report section of this window:

= Enter the Date of the count takings session. If the takings were counted more than once
on that date, you can select the Time the takings were counted.

= Sort by—choose to sort the report by receipt number, date and time of the transaction,
staff name, transaction type or payment.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
p (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
[y Go to Page To go to a specific page of the report.
Zoom field To change the magnification of the report.

To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

To close the report, click Close.
Click Close.
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Stock

You can use RetailBasics to maintain a list of the stock items that you sell, along with details like
the department, the unit of measure, the price per unit and the applicable tax.

Stock items are identified primarily by a stock code and a description. When you make a sale,
you find the item by entering all or part of the code or description. Selecting the item brings
up other details such as the price per unit and the tax applied. You can also set up the stock
item so that a picture of the item or a sales prompt appears in the sales window.

Setting up stock items You should set up your stock items before you start making sales.
You can set up stock items in the following ways:

= When you run RetailBasics for the first time, the Stock Assistant guides you through the
process of setting up stock items. See ‘Starting RetailBasics’ on page 46.

= After you have set up RetailBasics, you can set up stock items using the Stock option in the
Admin window. This chapter describes the basic stock functions.

The Stock List report lists all the items you have set up (see ‘Stock List report’ on page 109).

Tracking stock You can use the What's Selling and Sales: Detailed reports to see the
quantity of items sold in a specific period. For details, see ‘Sales reports’ on page 80.
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The Stock window

The Stock window displays all your stock items. To display the Stock window, go to the Admin
window and click Stock (%).

B MYOE RetailBasics

Stock

b Admin b Stock

F1 Help

D Print stock st @ Maintain departments
D Print stock code lasbets @ Maintain tax codes

B wiew stock transactions @ Maintain units of measure

Search for [ )

J

Stock Code » Description Department RRP (incji4) Status

01-GW-R ra 2oll Gift A 2.40 =
02-GW-5 ‘Wranping Faper Sheet GiftWirapping 1.05 Active
03-6T-38 Gift Tags Setof3 Gitthirapping 1.00 Active
04-GC-10P Greeting Cards Pack of 10 General 11.45 Active
05-GC-20P Greeting Gards Pack of 20 General 18.00 Active
07-GR-4F Ribban Curling Fack af 4 GiftWirapping 1.20 Active
08-CP-A Paints Actylic Cratt 1.00 Active
08-CP-W Paints Watercolour Cratt 0.75 Active
1 Generc Stock tem General 2.00 Active
10-CR-M Ribbon Craft sold by Metre Cratt 0.60 Active
11-CG-GM Glass Pehbles Decorative sold by Grams General 1.60 Active
12:08-G Staple Gun Stationery 4.45 Active
13-0P-2H Paper Punch 2-Hole Stationery 5.20 Active
14-HB-22CM Baking Dish Round 22cm Homeware 10,00 Active
15-HB- 2400 Baking Dish Round 24em Hormeware 12.00 Active

Close
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You can use the Stock window to manage stock items, departments, tax codes and units of

measure. You can also print stock labels, view a list of stock items or look up stock transactions.

To do this...

Add a stock item

Edit a stock item

Delete a stock item

View and print the stock list
report

Print labels to place on your
stock items

See a report of the stock
transactions for sales, lay-bys
and refunds

Add, edit or delete
departments

Add, edit or delete tax codes

Add, edit or delete units of
measure

Select or click this...

Click F5 Add stock

Select a stock item and click
Edit Stock

Select a stock item and click
Delete stock

Click Print stock list

Click Print stock code
labels

Click View stock
transactions

Click Maintain
departments

Click Maintain tax codes

Click Maintain units of
measure

See this section for details...

‘To add a stock item’ on page 100

‘To edit a stock item’ on page 102
‘To delete a department’ on page 111
‘To display the Stock List report’ on
page 109

‘To print labels’ on page 105

‘Viewing transactions’ on page 91

‘Departments’ on page 111

‘Tax codes’ on page 112

‘Units of measure’ on page 115

Basic stock functions

Adding stock items

Before you add stock items, it may be useful to decide on a naming convention and on the
stock codes or barcodes you will use. This will help you find the stock item at the time of
making a sale.

Using a naming convention also helps you organise varieties of the same product. For
example, if a shop sold coffee mugs in three sizes, they could have stock items named Coffee
Mug Small, Coffee Mug Medium and Coffee Mug Large.

While deciding on the naming convention, keep in mind that the stock search function in
RetailBasics lets you search for the item by entering all or part of the code or description. For
example, if you searched for MU, you could find two stock items—one named Coffee Mug and
the other with the stock code MU-078.

Importing stock items If you have a list of stock items in a separate file, you might be able
to import it into RetailBasics. Importing saves you the trouble of having to add each stock item
individually. For details on how to import stock items, see Appendix A: ‘Import and Export’ on
page 193.
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To add a stock item

1 Go to the Admin window.

2 Click Stock. The Stock window appears, listing all your stock items.

@ MYOB RetailBasics I [

Stock

b Admin b Stock

2 Print stock list
"2 Print stock code labels

B wiew stock transactions

@ Maintain departments
@ Maintain tax codes

@ Maintain units of measure

3 Click F5 Add stock or press F5. The Add Stock window appears.

Add Stock

s b Admin b

@ pctive  © Inactive

Stock Information

Scales

» Add Stock

Search for (—)
Stock Code Description Department
01-GW-R I
02-GW-8 ‘Wrapping Paper Sheet Gift Wrapping
03-6T-38 M Tags Setor3 GMwirapping
04-GC-10P Greeting Cards Packof 10 General
05-6C-20P Greefing Cards Pack o1 20 General
07-GR-4F Ribban Curling Pack of 4 Gift Wrapping
08-CP-A Paints Acylic orat
00-CP-i Paints Watercolour Craft
1 Genenc Stock ltem General
10-CR-M Ribban Craft sold by Metre Craft
11-CG-GM Glass Pebbles Decarative 5old by Grams General
12-08-G Staple Gun Stationery
13-0P-2H Paper Punch 2-Hole Stationery
14-HB-22CM Baking Dish Round 22cm Homeware
15-HB-24CH Baking Dish Round 23¢m Homeuware
=

RRP (incji4) Status

1.0 Active
1.00 Active
11.45 Active
18.00 Active
1.20 Active
1.00 Active
075 Active
2.00 Active
0.60 Active
1.60 Active
4.45 Active
5.20 Active
10.00 Active
12.00 Active

Description ‘
Insert Picture
unit of Measure  |ea []
Stock Status Tax Code: RAP (i) | 0.0000] ARP ) | 0.0000

upssellpromat |

(Example: "Would vou ke fas wit your orger?")

Tare weight

0,000 Read Scaes

(Ertar the weight of the container that the item s packaged in)

ok Cancel
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11

12

13
14

In the Stock Code field, enter the barcode or item code of the item. If you have a barcode
scanner connected and set up, you can scan the item to have the barcode entered
automatically.

In the Description field, enter a short description of the item.
From the Department list, select the department that the item belongs to.

If you want to add a new department, select <Add New> and enter the details in the
window that appears. See ‘To add a department’ on page 111.

From the Unit of Measure list, select the unit of measure for the item.

If you want to add a new unit, select <Add New> and enter the details in the window that
appears. See ‘To add a unit of measure’ on page 116.

NoTE: If you want to enter a Tare Weight, choose kg (Kilograms) as the unit of measure.

Tare weight is the weight of the container or wrapper used for the item. See ‘Tare weight’ on
page 115 for more details.

From the Tax Code list, select the tax applicable for the item.

If you want to add a new tax code, select <Add New> and enter the details in the window
that appears. See ‘To add a tax code’ on page 112.

Enter the recommended retail price (RRP) price of the item in one of the RRP fields:

= If you know the price inclusive of tax, enter it in the RRP (inc) field.

= If you know the price before tax, enter it in the RRP (ex) field.

NoTE:  You only need to enter one price because RetailBasics will automatically fill in the
other one.

In the Up-sell Prompt field, enter the sales prompt you would like to see whenever this
item is sold.

NoTE: Up-sell Prompt An up-sell or sales prompt is a message that appears on the screen
whenever you select or scan a particular item when making a sale. Sales prompts can be used to
suggest related items that the customer might wish to buy.

If you selected kg (Kilograms) as the unit of measure, you can enter a weight in the Tare
Weight field.

If you have a pair of scales connected and set up, you can place the container or wrapper
on the scales and click Read Scales to have the weight entered automatically.

If you want to add a picture of the stock item:
a Click Insert Picture. The Load Image window appears.

b Locate the picture file (in JPEG or GIF format) and click Browse. The picture appears in
the Add Stock window.

If the stock item is not for sale, set the Stock Status to Inactive.
Click OK to add the item. The Stock window appears with the new item listed.

BASIC STOCK FUNCTIONS

101



Editing stock items

To edit a stock item

1 Go to the Admin window.

2 Click Stock. The Stock window appears, listing all your stock items.

D Print stock st @ Maintain departments
D Print stock code lasbets @ Maintain tax codes

B wiew stock transactions @ Maintain units of measure

Search for )
Stock Code Description Department RRE (ncig) Status
-GW-R Roll GiMtWirapping 2.40[Active
02-GW-8 ‘Wrapping Paper Sheet Gift Wrapping 1.0 Active
03-6T-38 M Tags Setor3 GMwirapping 1.00 Active
04-GC-10P Greeting Cards Packof 10 General 11.45 Active
05-6C-20P Greefing Cards Pack o1 20 General 18.00 Active
07-GR-4F Ribban Curling Pack of 4 Gift Wrapping 1.20 Active
08-CP-A Paints Acylic orat 1.00 Active
00-CP-i Paints Watercolour Craft 075 Active
1 Genenc Stock ltem General 2,00 Actve
10-CR-M Ribban Craft sold by Metre Craft 0.60 Active
11-CG-GM Glass Pebbles Decarative 5old by Grams General 1.60 Active
12-08-G Staple Gun Stationery 4.45 Active
13-0P-2H Paper Punch 2-Hole Stationery 5.20 Active
14-HB-22CM Baking Dish Round 22cm Homeware 10.00 Active
15-HB-24CH Baking Dish Round 23¢m Homeuware 12,00 Actve
=
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3 Double-click the stock item you want to edit or select the item and click Edit Stock. The

Edit Stock window appears.

@ MYOB RetailBasics

Edit Stock

P Admin » Stock P Edit Stock

=100

F1 Help

Stock Code

Description

Department.

Remave Picture

Stock Status Tax Code

Unit of Measure

@ active  C Inactive
Up-sell Prompt

Date Last Sold :
18/10/2005

‘ Stock Information

o

[Paints Acrvic

= ®

RRP (inc) ‘ 2‘7snu‘ RRP () ‘ 2.5000

[#ouid you aso ke o buy & pantbrush? |

(Example: "Would you ke Fies with your order?”)

Scales

Tare Weight

0.000 Read Scales

(Eriter the weidtit of the container that the jtem is packaged #1)

oK Cancel

4 Make whatever changes are necessary.

5 Click OK to save the changes. The Stock window reappears.
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Deleting stock items

To delete a stock item

Go to the Admin window.

Click Stock. The Stock window appears, listing all your stock items.

@ MYOB RetailBasics o =] 7]

Stock

Sales b Admin b Stock

&) FS Add stack D Print stock list @ Maintain departments
& Edit stock 2 Print stock code labels @ Maintain tax codes
) Delete stock B wiew stock transactions @ Maintain units of measure

Search for

Stock Code w

RRP (incj($) Stah

02-GW-5

03-6T-38 Gift Tags Setof3 GiftWrapping 1.00 Active
04-GC-10P Greeting Cards Pack of 10 General 11.45 Active
05-GC-20P Greeting Cards Pack of 20 General 18.00 Active
07-GR-4P Ribban Curling Pack of 4 Gift Wrapping 1.20 Active
08-CP-A Paints Acrylic Craft 1.00 Active
09-CP-W Paints Watercolour Cratt 0.75 Active
1 Genetic Stock Item General 2.00 Active
10-CR-M Ribban Craft sold by Metre Cratt 0.60 Active
11-CG-GM Glass Pebbles Decorative sold by Grams General 1.60 Active
12-08-G Staple Gun Stationery 4.45 Active
13-0P-2H Paper Punch 2-Hole Statiohery 5.20 Active
14-HB-22CM Baking Dish Round 22ecm Homeware 10.00 Active
15-HB-24CM Baking Dish Round 24cm Hormeware 12.00 Active

/W

Select the item you want to delete.

To find an item, scroll through the list of items or enter part of the stock code or description
in the Search for field.

NOTE: You can sort the list by stock code or description by clicking on the Stock Code or
Description column headings at the top of the list. ~ An arrow beside a column heading
indicates that the list is sorted by that column. A downwards-pointing arrow indicates an

ascending sort, an upwards-pointing arrow indicates a descending sort. To change the sort
order, click the column heading again.

Once you have found and selected the item, click Delete stock. A confirmation message
appears.

Click Yes to confirm the deletion of the item. The selected stock item is removed from the
list.
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Printing labels for stock items

You can print labels for stock items. The labels will have the stock code, the description and the

price.

Label Preview

08-CP-4 2010051
Paints Acrylic ($)2.75

To print labels

1

2

& MYOB RetailBasics

Print Stock Code Label

dmin » Stock P Print Stock Code Label

Label Type Avery 33 -]
Print label quantity of for each stack code

Stock Code + Description

Go to the Admin window.

Uit of Measure

Click Stock. The Stock window appears, listing all your stock items.
Click Print stock code labels. The Print Stock Code Label window appears.

Price($)

F1 Help

I Select alternative starting label position

Humber of lshels to be printed [ 0]

Number of pages

Label Preview
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Select stock items

4 Click Select stock. The Select Stock window appears.

ﬂ
Choose Stock
 Stock Code D‘ I
& Stacks under the department Select Description =
r General
- Gift Wrapping
- Homeware
- Stationer -
Add to list
Awailable stock to print
Select Stock Code Cescription Unit of Measure ‘F’rice | -
Clear list
oK | Cancel |

5 To add an item whose stock code you know:

a Enter the code in the Stock Code field and press TAB. The item name appears in the
adjacent field.
b Click Add to list. The stock item appears in the Available stock to print section.

6 To search for an item:

a Click the search arrow (EJ) next to the Stock Code field, and double-click the item in
the stock list window that appears. The Select Stock window reappears.

b Click Add to list. The stock item appears in the Available stock to print section.
7 To add all the items belonging to a department:

a Select a department by clicking in the corresponding Select box.

b Click Add to list. The stock items appear in the Available stock to print section.
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8 Click OK. The Print Stock Code Labels window reappears, listing the items you selected.

=
Print Stock Code Label ‘

F1 Help
Admin » Stock B Print Stock Code Label

™ Select stack

™ Clear List
™ Remave stock
v
Label Type hvery 32 = I¥ gelect alternative starting label position

Print label quantity of for each stock code

Stock Code + Description Unit of Measure Price($)
08-CP-A C 2.74)
09-GP- Paints Watercalour ea 0.75

14-HB-22CM Baking Dish Round 22cm ea a0.00
15-HB-24CM Baking Dish Round 24cm ea 125.00

Humber of lsbels to be printed

Number of pages

Label Preview

08-CP-A

Paints Acrylic (§)2.75

Print Close

9 If you want to remove an item, select it and click Remove stock. To remove all the items,
click Clear List.
Select label properties

10 From the Label Type list, choose the type of label paper you want to use.

11 In the Print label quantity of field, enter the number of labels you want to print for each
stock item.

Print label quantity of for each stock code

12 If you want to change the starting position of the first label (which you might want to do if
some of the labels on your sheet have already been used):

a Select the Select alternative starting label position checkbox.
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b Select a new label position by clicking it in the grid.

MNurnber of labels to be printed
MNurnber of pages

¥ Select alternative starting label position

Label Preview

08-CP-4
Paints Acrylic

2010051
($)2.75

The Number of labels to be printed field displays the total number of labels. The Number
of pages field displays the total number of pages you will need to print all the labels.

13 To see how a specific label will appear, select an item in the list. A representation of the
label appears in the Label Preview pane.

Print the labels

14 Click Print to print the labels. The Print window appears.

15 Choose the printer, change any settings if necessary and click OK. The labels will be printed
on the selected printer.

Stock Reports

You may find the following reports helpful when managing stock:

= The Stock List report—see ‘Stock List report’ on page 109.

= The Price List report—see ‘Price List report’ on page 110.

View transactions You can also look up the transactions made in a specified period and filter
the report by stock. Click View stock transactions in the Stock window to view the sales,

lay-bys and refunds that have been made in a specified period. See ‘Viewing transactions’ on
page 91 for more details.
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Stock List report

The Stock List report lists all your stock items. The stock code, description, tax and price
(excluding and including tax) are shown on the report. You can sort the items by any one of
these fields. You can also group the items by department.

The Stock List report is accessible from both the Stock window and the Reports window.

To display the Stock List report

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.
3 Click Print stock list. The Stock List window appears, showing the first page of the report.

4 If you want to change the way the information is displayed, enter the report filters in the
Modify a Report section of the window:
= Report by—choose how you want to group the information.
= Sort by—choose how you want the report details sorted.
= Show me—choose to see all stock, active stock or inactive stock.

5 To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...

p (Next Page) To show the next page of the report.

4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.

| Last Page To show the last page of the report.

[ Go to Page To go to a specific page of the report.
Zoom field To change the magpnification of the report.

6 To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

7 To close the report, click Close.
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Price List report

The Price List report lists all your stock items with their price (excluding and including tax).
The stock code and description of the item are shown on the report. You can sort the items by
any of these fields. You can also choose to have a picture of the item displayed.

To display the Price List report

1 Go to the Admin window.
2 Click Reports. The Reports window appears.

3 Click the Price List report. A sample of the report is displayed to the right of the report
names.

4 Click the View button below the sample report. The Price List window appears, showing
the first page of the report.

5 If you want to change the way the information is displayed, enter the report filters in the
Modify a Report section of the window:
= Sort by—choose how you want the report details sorted.
= Show me—choose to see all stock, active stock or inactive stock.
= Picture—if you do not want the picture of the item displayed on the report, select Hide.

6 To quickly navigate through the report, choose an option on the Print Preview toolbar.

@ > [ v | @

Click this button... To do this...
p (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
|4 (First Page) To show the first page of the report.
p| Last Page To show the last page of the report.
[} Go to Page To go to a specific page of the report.
Zoom field To change the magnification of the report.

7 To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

8 To close the report, click Close.
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Departments

You can organise stock items into departments just like you do in your shop. Departments are

also useful as filters in reports like the Stock List report and when printing labels for stock items.

You can create as many departments as you like. RetailBasics has a General department set up
by default.

To add a department

1 Go to the Admin window.

N

Click Stock. The Stock window appears, listing all your stock items.

3 Click Maintain departments. The Department window appears, listing all your
departments.

4 Click F5 Add a department or press F5. The Add Department window appears.

 Add Department:

Departrent |

5 Enter a name for the new department and click OK. The new department appears in the
department list.

To rename a department

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.

3 Click Maintain departments. The Department window appears, listing all your
departments.

4 Double-click the department you want to edit. The Edit Department window appears.
5 Change the name of the department and click OK.

To delete a department

NOTE: You cannot delete a department if it has stock items assigned You will need to assign
the stock items to a different department first.

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.

3 Click Maintain departments. The Department window appears, listing all your
departments.

4 Select the department you want to delete and click Delete department. A confirmation
message appears.

5 To confirm the deletion, click Yes.
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Tax codes

Tax codes are already set up in RetailBasics. You can check the default percentages assigned to
these taxes and change them if required. You can also add new tax codes if necessary.

The following are the tax codes set up in RetailBasics:

Tax Code Default Percentage Type of Tax

GST 10% Goods & Services Tax
(Goods & Services Tax)

FRE 0% Goods & Services Tax
(GST-Free)

N-T 0% Goods & Services Tax
(No tax)

NoTE: Which tax code should | use? Check with your accountant or local tax office for details
about which tax applies to which items.

To add a tax code

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.
3 Click Maintain tax codes. The Tax Codes window appears, listing all your codes.

& MYOB RetailBasics

Tax Codes

" Fl1Help
min » Stock P Tax Codes

@ FS Add a Tax Code
@ Edit Tax Code
% Delste Tax Code

Search for [ |

Tax Code » Description Tax Type Rate
GST Free G X
Goods and Senvices Tax Goods & Senvices Tax
Na Tax Goods & Sevices Tax
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4 Click F5 Add a Tax Code or press F5. The Add Tax Code window appears.

xq
Description | |
Tax Type |GDDds & Services Tax IZH

Tax Rate %Yo

Ok | Cancel |

5 Inthe Tax Code field, enter an abbreviation for the tax. The abbreviation can contain both
alphabetical characters and numbers, but cannot exceed three characters in length.

6 In the Description field, enter the description of the tax.
7 In the Tax Rate field, enter the percentage of the tax.
8 Click OK.

Editing tax codes

You cannot edit the abbreviations of the tax codes. You can, however, edit the description and
rate.

To edit a tax code

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.
3 Click Maintain tax codes. The Tax Codes window appears, listing all your codes.

@ 1MYOB RetailBasics =100

e - ’
o F1lHelp
Sale: Admin » Stock b Tax Codes

@ FS Add a Tax Code
@ Edit Tax Code
% Delste Tax Code

Search for

Tax Code » Description Tax Type Rate

Go ax
Goods and Services Tax Goods & Services Tax
o Tax Goods & Senices Tax
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4 Double-click the tax code you want to edit or select the tax code and select Edit Tax Code.
The Edit Tax Code window appears.

xq
Tax Code G5T
Description _
Tax Type |GDDds & Services Tax IZH

Tax Rate 10,00 | %%

Ok | Cancel |

5 Make whatever changes are necessary.
6 Click OK.

To delete a tax code

NOTE: Some tax codes cannot be deleted You cannot delete a tax code if it is assigned to a stock
item or if it has been specified as the default tax for service and cancellation fees. Further, you cannot
delete the N-T (No Tax) tax code.

1 Go to the Admin window.
2 Click Stock. The Stock window appears, listing all your stock items.
3 Click Maintain tax codes. The Tax Codes window appears, listing all your codes.

@ MYOB RetailBasics

Tax Codes

P Admin » Tax Codes

F1 Help

@ FS Add a Tax Code
@ Edit Tax Code
% Delste Tax Code

Search for

Tax Code

Goods & Senices Tax

4 Select the tax code you want to delete and click Delete Tax Code. A confirmation message
appears.

5 To confirm the deletion, click Yes.
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Units of measure

Common units of measure for length and weight are already set up in RetailBasics. You can
also add new units of measure or change the descriptions of existing ones.

The following are the units set up in RetailBasics:

Abbreviation Description of Unit
for Unit

cm Centimetres

ea Each

(This is the default unit of measure that is selected when you add a new stock item.)

ft Feet
gm Grams
kg Kilograms
(If a stock item has this unit, you can also assign a tare weight to the item.)
| Litres
Ib Pounds
m Metres
oz Ounces

Tare weight

You can set a tare weight for stock items that are sold in kilograms (kg). Tare weight is the
weight of the container or wrapper used for the item. When the item is sold, the tare weight is
subtracted from the total weight, and the net weight—being the weight of just the
item—determines the price.

NOTE:  You cannot set a tare weight for a stock item unless you select kilograms (kg) as the unit of
measure.
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Adding a unit of measure

You can add a unit of measure using the Maintain units of measure option in the Stock
window. You can also add a unit while creating a new stock item.

To add a unit of measure

1

2

4

5

6

Go to the Admin window.
Click Stock. The Stock window appears, listing all your stock items.

Click Maintain units of measure. The Units of Measure window appears, listing all your
existing units.

@ MYOB RetailBasics o =] 7]

Units of Measure

dmin b » Units of Measure

d Unit of Measure

e Unit of Measure

Search for ’

Abbrevistion Description
Gantimetres

ea Each

n Feat

am Grams

kg Kilograms

| Litres

b Pounds

m Metres

0z ounces

/W

Click F5 Add Unit of Measure or press F5. The Add Unit of Measure window appears.
x|

I Abbreviation |:| I

Description | |

In the Abbreviation field, enter an abbreviation for the new unit. The abbreviation cannot
exceed three characters in length.

In the Description field, enter a description of the unit and click OK.
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Editing a unit of measure

You cannot edit the abbreviations of the default units of measure. You can, however, edit their
descriptions.

To edit a unit of measure

1
2
3

Go to the Admin window.
Click Stock. The Stock window appears, listing all your stock items.

Click Maintain units of measure. The Units of Measure window appears, listing all your
existing units.

Double-click the unit you want to edit or select the unit and click Edit Unit of Measure.
The Edit Unit of Measure window appears.

x4
Abbreviation
Description | Metres |

Ok Cancel

Change the details in the Abbreviation and Description fields and click OK.

Deleting a unit of measure

You cannot delete any units of measure that are in the system by default. You can delete a unit
that you have added but only if it is not used by a stock item. To delete a unit that is in use, you
must first assign the stock item to a different unit. However, reports for transactions recorded
before the change will continue to display the original unit.

To delete a unit of measure

1
2
3

Go to the Admin window.
Click Stock. The Stock window appears, listing all your stock items.

Click Maintain units of measure. The Units of Measure window appears, listing all your
existing units.

Select the unit you want to delete and click Delete Unit of Measure. A confirmation
message appears.

To confirm the deletion, click Yes. The unit is removed from the list.
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Administration

The tasks that you typically undertake in running a shop can be grouped into three types:

= tasks done in the shop—those that you do in response to a direct request from a customer,
such as making a sale, setting up a lay-by, recording a lay-by payment and making a refund

= tasks done in the storeroom or warehouse, such as recording the stock you will sell
= tasks done in the back office—those that you do to manage your shop.

The first two types of task are covered in Chapter 3, ‘Sales” and Chapter 5, ‘Stock’ respectively.
This chapter covers the final group of tasks, commonly known as administrative tasks.
Administrative tasks include managing staff and customer records, setting up payment types,
customising RetailBasics, and backing up your data.

NOTE: Setting up hardware; importing and exporting data These topics are covered in
Chapter 7, ‘Hardware’ and Appendix A: ‘Import and Export’ on page 193.
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The Admin window

All administrative tasks are undertaken from the Admin window.

% MYOB RetailBasics

Admin

» Admin

Alt+S Return to Sales F1Help l Alt+X Exit

Eile View Transactions

Stock Staff and Security

Eh | Fg

Change stock detais (Change staff details

Customers Reports

Change customer details Print and export reports

Setup and Maintenance Customise Settings

o =

Maintain shop, hardware, accounting and registration information Custormise Point of Sale, lay-by, printing and prompts.

You can display the Admin window by:
= clicking the Admin icon (W)
= pressing Alt+A.
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Admin screen map

Stock

Departments

Tax Codes

Customers

Units of Measure

Shop Information

Setup & Maintenance

Admin |_

Staff and Security

(Menus)
- Flle

- Help

- View Transactions Reports

Receipt Header and Footer
Docket Printer Settings
Payment Types
Scale Settings
Foreign Currency

JI

Cash Drawer Settings

Hardware Maintenance

Pole Display Settings

UL

Accounting Export
Maintenance

Barcode Scanner Settings

Document Printer Settings

Point of Sale

Printing

—[ Customise Settings

Other Preferences

Click this... To do this...
Staff and Add, edit or delete staff records
Security
Change a staff member’s access
rights
Set a new administrator
Reset user passwords
Customers Add, edit or delete customer records

Print labels with customer details

View customer transactions

THE ADMIN WINDOW

Lay-by Terms

Prompts

See this section for details...
‘Staff’ on page 123

‘To set a staff member’s access rights’ on
page 129 and
‘To set when users are logged off’ on page 131

‘Security’ on page 129
‘Security’ on page 129
‘Customers’ on page 136

‘To print labels with customer details’ on
page 141

‘Viewing transactions performed by staff
members’ on page 129
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Click this...

Setup and
Maintenance

Customise
Settings

The File menu

To do this...

Edit the information about your
shop

Edit the information that appears on
your receipts

Set up or modify your hardware
devices

Set up foreign currency
Add, edit or delete payment types
Set up accounting data export

Customise the sales windows

Set up receipt printing options

Specify the default window that
should appear when you start
RetailBasics

Specify the default float amount

Set up lay-by terms

Set up prompts for export and
backups

Back up or restore your data
Import or export data

Export accounting data

See this section for details... (Continued)

‘To edit the information about your shop’ on
page 166

‘Modifying receipts’ on page 168
Chapter 7, Hardware, on page 175

‘Setting up foreign currency’ on page 150
‘Managing payment types’ on page 145
‘Setting up accounting export’ on page 172

‘Customising the sales and refund windows
(Point of Sale window)’ on page 156

‘To set receipt printing options’ on page 158

‘To set the default window and float amount’
on page 160

‘To set the default window and float amount’
on page 160

‘To set up lay-by terms’ on page 162

‘To set export and backup prompts’ on
page 164

‘Backing up and restoring data’ on page 170
Appendix A: ‘Import and Export’ on page 193

Appendix A: ‘Import and Export’ on page 193
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Staff

Your staff will change from time to time. As you take on new staff, you will need to create a
record for them and specify the parts of RetailBasics that they can access. You can use the Staff
and Security option in the Admin window to add new staff records, change the administrator
and set access rights.

Existing staff records Staff records will already have been added during the setup of
RetailBasics:

By default, RetailBasics adds a staff record for the person you name as the administrator in
the Shop Assistant (in the Shop Information window). RetailBasics also sets this staff
member as the administrator.

If you ran the optional Staff Assistant, you may have added other staff members. You may
also have changed the administrator.

Do staff members need to log on to use RetailBasics? Whether or not staff members
need to log on to use RetailBasics depends on how many have been set up:

If the administrator is the only staff member set up, anyone can use RetailBasics without
logging in.

If more than one staff member is set up, everyone—including the administrator—will have
to log on with a staff ID and password.

Using RetailBasics without creating additional staff records You can use RetailBasics
without creating additional staff records (the administrator is set up by default). However, you
will not then be able to use RetailBasics to analyse transactions by, and the sales performance
of, staff members. Nor will you be able to restrict access to certain features of RetailBasics.

Note too that if you do not create staff records or only create one record for the administrator,
any person who has full access to the computer on which RetailBasics is installed will also be
able to use RetailBasics without logging in.

STAFF
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To add a staff member record
1 Go to the Admin window.

2 Click Staff and Security. The Staff and Security window appears.

@ MYOB RetailBasics

Staff and Security

F1 Help
sdmin » Staff and Security

2 print staff st
B Wisw staff transactions
£ Set up staff security

Staff ID w Docket Name First Name Last Nlame. Fhone o, Mobie o, Status

2 GORDON Gordon ‘Yeong

3 Click F5 Add staff or press F5. The Add Staff window appears.

@ MYOB RetailBasics

Add Staff

F1 Help
Admin ff b Add Staff

" Staff Information
r\ Staff ID

First Name:

| Last Name

— vosethare [ ]
Staff Status [m

® pctive © Inactive
Address

Suburb/City

[ ]

\ |

\ |

State/Tertitory Posteode [ ]
|

|

Phone | mobie [

\
Emal Adcress |

" other
Date of Birth Start Date

oK Carcel
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4 Enter the mandatory information:
= an ID for the staff member (or accept the default value)
= their first and last names.

5 If you wish, you can also enter:
= the address of the staff member
= their telephone and mobile number
= their date of birth and date of commencement.

6 You can also enter the default docket name. This is the name that will appear on dockets
and in sales reports.

7 If the staff member is:
= currently or shortly to be employed, click Active.
= on leave, or not currently employed, click Inactive.

8 Click OK.

9 If this is the second staff member you are adding (the administrator is set up by default), a
message appears informing you that you will need to log on with your ID the next time you
start RetailBasics. Click OK to close the message.

To edit a staff member record

1 Go to the Admin window.
2 Click Staff and Security. The Staff and Security window appears.

@ 1MYOB RetailBasics =100

Staff and Security 7).

F1 Help
Sale: Admin » Staff and Security

4 F35 Add staff D print staff list
& Edit staff S View staff transactions
3 Delete staff 9 set up staff security

Search for

Staff 1D & Docket Name First Name Last Name: Phone Mo, Fiobile Mo, Status

I [Active
2 GORDON Gardon Yeong Active
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3 In the staff list, select the staff member to edit and click Edit staff. The Edit Staff window
appears.

@ MYOB RetailBasics =100

Edit Staff

o F1lHelp
Admin ff b Edit Staff

)y

First Name: Amold ‘ LastHame  [aman
— Docket Mame [ ARNOLD

& pctive © Inactive

Adcress [1, Abbey Road ]

\ |
SUBIDICHY  [pvordl Fegis |
State/Tenitory postcode

Phane [03 9111 2660 | wmobie [ |
|

Emal Adchess |

er

Date of Birth 23/07/1970 Start Date 01/01/2004

oK Cancel

4 Make the necessary changes.
5 Click OK.
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To delete a staff member record

1 Go to the Admin window.
2 Click Staff and Security. The Staff and Security window appears.

e
Staff and Security 7 o
elp

dmin b Staff and Security

D print staff st
S View staff transactions
& Set up staff security

searchfor [

Staff 1D & Docket Name First Name Last Name: Phone Mo, Fiobile Mo, Status

[Active
2 GORDON Gardon Yeong Active

3 Select the staff member to delete and click Delete staff. A confirmation message appears.
4 Click Yes to confirm the deletion.
5 Click Close.

NoTE:  Deleted staff members will still appear in records of transactions that they entered but do
not appear in the staff list.
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Staff List report

To print a list of current staff

1

2

Go to the Admin window.
Click Staff and Security. The Staff and Security window appears.

& MYOB RetailBasics

Staff and Security

Sales » Admin P Staff and Security

& FS Add staff
LS Edit staff
4 Delste staff

Search for

Staff ID w Docket Name

2 GORDON

(a5
-
" Fl1Help

D Print staff st
£ view staff transactions

£ Set up staff security

First Name st Name: Fhone o, Mobie o, Status

0
Gordon Artive

3 Click Print staff list. The Staff List window appears.

NoTE: Deleted staff members do not appear in the staff list However, they still appear in
records of transactions that they entered.

4 If youwant to change the way in which the information is displayed, enter the report filters
in the Modify a Report section of this window:

5 Sort by—choose how you want the report details sorted.
6 Show me—choose if you want to see all staff, active staff, or inactive staff.

7 To quickly navigate through the report, choose an option on the Print Preview toolbar.

B [me e e

128

Click this button...
b (Next Page)
4 (Previous Page)
4 (First Page)
p| Last Page
@ Goto Page

Zoom field

To do this...

To show the next page of the report.

To show the previous page of the report.
To show the first page of the report.

To show the last page of the report.

To go to a specific page of the report.

To change the magnification of the report.
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8 To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

9 To close the report, click Close.

Viewing transactions performed by staff members

You can look up the transactions made in a specified period and filter the report by staff
members. Click View staff transactions in the Staff and Security window to view the sales,
lay-bys and refunds that have been made in a specified period. See ‘Viewing transactions’ on
page 91 for more details.

Security

The security feature enables you to:

= limit a staff member’s access to various windows and functions

= designate a staff member as the administrator

= specify if a staff member should be logged off after each transaction

= reset passwords, which you might want to do if the staff member forgets their password or
if the password needs to be changed.
To set a staff member’s access rights

1 Go to the Admin window.
2 Click Staff and Security. The Staff and Security window appears.

& MYOB RetailBasics

Staff and Security )

" Fl1Help
admin » Staff and Security

4 F35 Add staff D print staff list
& Edit staff S View staff transactions
3 Delete staff 9 set up staff security

Search for

Staff 1D & Docket Name First Name Last Name: Phone Mo, Fiobile Mo, Status

I [Active
2 GORDON Gardon Yeong Active
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3 Click Set up staff security. The Security window appears.

@ MYOB RetailBasics =101 x]

Security

F1 Help
A a rity b Security

Access Options
7 Log off at the end of the count takings session  Log off at the end of every transaction

Tick the checkboxes to give staff access rights to the relevant windows and functions,

Administrator | amald Aman 7] & Resetpasswords

Available Functions [mold Aman (Adminid  Gordan Yeong Jenny Lee =
Point of Sale | ] | ] | ] |
Sales
Lay-by creation/payments
Lay-hy cancelations
Refunds
Allow Discount/Price Change
Count Takings
Show Expected Amount Calurn
Print Takings session repart
Print Discrepancies in report
Open Til {(No Sale)
View Sales
Admin
Stock
Add/Edit
Delete
Customer
Add/Edit
Delete
Staff
Add/Edit
Delete
Security
Setup and Mantenance
Payment Types
Harchware: Mantenance
Shap Information
Foreign CLrrency
Receipt Header and Footer

e e e e e e e e e e e e e Bt B R R U R U

ISR RS RS Rs Ba s Ro i o e BoRe Ra s Bo i Ro Re o e Ba R Ro e Ra i |
ARARRAIATATAAIAIIARAIAIAAAIARARR]

oK Cancel

4 Initially, each staff member has access to every function. This is indicated by a tick in every
checkbox in the column beneath the staff member’s name.

5 Set the security level for each function:
= To deny access to a particular function, deselect the corresponding checkbox in the
column beneath the staff member’s name.
= To grant access to a particular function, select the corresponding checkbox in the column
beneath the staff member’s name.

6 Click OK.
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To set when users are logged off

You can set RetailBasics so that staff members are automatically logged off after each
transaction or only when they close the program.

. .
1 Go to the Admin window.
. . . .
2 Click Staff and Security. The Staff and Security window appears.
=10l
Staff and Security
F1 Help
min  Staff and Security
2 print staff st
B Wisw staff transactions
£ Set up staff security
Search for
Staff 1D w Docket Name. First Name Last Name: FPhone No., Mobile Mo, Status
2 Gordon ‘Yeong Artive
. . . .
3 Click Set up staff security. The Security window appears.
g e
Securi
ty F1 Help
Sales b
& count: takings session " Log off at the end of every transaction
Tick the checkboxes to give staff access riahts to the relevant windows and functions.
administrator: & Resst Passwords
Available Functions. [Amold Aman adminid  Gordon Yeong Jenny Lee ]
Point of Sale | ] | ] | o |
Sales [ I "
Lay-by creation/payments = 13 2
Lay-by cancelations =] ~ 2
Refunds = 13 2
Allaw Discount/Price Change: =] ~ 2
Count Takings = I I
Shaw Expected Amount Calumn =] ~ 2
Print Takings session report = 13 2
Print Disctepancies in report =] ~ 2
Open Til {(No Sale) = ~ =
Wiew Sales 12 2 2
Admin = 13 r
Stock -4 o -
add/Edt 4 13 r
Delete 12 2 [m
Customer = 13 r
Add/Edit v 5 ol
Delete = 13 r
Staff [~ o -
add/Edt 4 13 r
Delete -4 o - |
Security = r r
Setup and Maintenance =] ~ [ml
Payment Types 12 13 r
Hardware Matenance 12 2 [m
Shop Information = 13 r
Foreigh Curtency =] ~ [ml
Receipt Header and Footer 2] ~ -
= o = id
oK Cancel
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4 Inthe Access Options panel, click:
= Log off at the end of the count takings session, if you want staff to be logged out at the
end of a count takings session.
= Log off at the end of every transaction, if you want staff to be logged out every time
they record a transaction.

5 Click OK.

To set a new administrator

1 Go to the Admin window.
2 Click Staff and Security. The Staff and Security window appears.

e
Staff and Security

P Admin » Staff and Security

F1 Help

D print staff st
S View staff transactions
& Set up staff security

Search for :

Staff 1D & Docket Name First Name Last Name: Phone Mo, Fiobile Mo, Status

2 GORDON Gardon Yeong Active
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3 Click Set up staff security. The Security window appears.
@ MYOB RetailBasics

Security

in

the end of the count takings session  Log off at the end of every transaction

Tick the checkboxes to give staff access rights to the relevant windows and functions,

Administrator | amald Aman 7] & Resetpasswords

F1 Help

vailable Funcions [Arnald Aman (adminid  Gordon veony Jenny Lee
Point of Sale | ] | ] | ] |
Sales
Lay-by creation/payments
Lay-by cancelations
Refunds
Allow DiscoLnt/Price Charige
Count Takings
Shiow Expected Amourt Calurmn
Print Takings session repart
Print Discrepancies in report
Open Til (No Sdle)
View Sales
Admin
Stack
Add/Edit
Delete
Customer
AddjEdit
Delete

Security

Setup and Manterance
Payment Types
Hardware Maintenance
$hep Infarmation
Fareign Cumency
Recelpt Header and Footer

e e e e e e e e e e e e e Bt B R R U R U

ISR RS RS Rs Ba s Ro i o e BoRe Ra s Bo i Ro Re o e Ba R Ro e Ra i |
ARARRAIATATAAIAIIARAIAIAAAIARARR]

oK Cancel

4 From the Administrator list, select the user to whom you want to grant administrator

privileges.
5 Click OK.
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To reset user passwords

When a user password is reset, the user must enter a new password when they next log on.
You can reset a user password if the staff member forgets his password or if the password
needs to be changed.

1 Go to the Admin window.
2 Click Staff and Security. The Staff and Security window appears.

e
Staff and Security

Admin P Staff and Security

F1 Help

2 print staff st
B Wisw staff transactions

£ Set up staff security

Search for

Staff ID w Docket Name First Name Last Nlame. Fhone o, Mobie o, Status

2 GORDON Gordon ‘Yeong Active

3 Click Set up staff security. The Security window appears.

ol
Security

F1 Help
in b ity b Security

the count takings session  Log off at the end of every transaction

Tick the checkboxes to give staff access rights to the relevant windows and functions,

Administrator | amald Aman 7] & Resetpasswords

Available Functions [Arnald Aman (Adminid  Gordan Yeong Jenny Lee ]
Point of Sale | ] | ] | ] |
Sales

Lay-by creation/payments
Lay-hy cancelations
Refunds
Allow Discount/Price Change
Count Takings
Show Expected Amount Calurn
Print Takings session repart
Print Discrepancies in report
Open Til {(No Sale)
View Sales
Admin
Stock
Add/Edit
Delete
Customer
Add/Edit
Delete
Staff
Add/Edit
Delete
Security
Setup and Mantenance
Payment Types
Harchware: Mantenance
Shap Information
Foreign CLrrency

Receipt Header and Footer

oK Cancel

ISR RS RS Rs Ba s Ro i o e BoRe Ra s Bo i Ro Re o e Ba R Ro e Ra i |
e e e e e e e e e e e e e Bt B R R U R U

ARARRAIATATAAIAIIARAIAIAAAIARARR]
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4 Click Reset Passwords. The Reset Passwords window appears.

% Resel Passwords x|

I
Created
Reset

5 Select the staff member whose password you need to reset and click Reset password.
A confirmation message appears.

6 Click Yes to confirm the resetting.
7 Click Close.
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Customers

You can create records of your customers. This lets you analyse the sales made to specific
customers. For example, you may want to find who your regular customers are so you can
offer them a discount. Recording customer details may also be useful if you offer delivery
services. You will also need to specify a customer when you sell items on lay-by.

To add a customer record

1 Go to the Admin window.
2 Click Customers. The Customers window appears.

Customers

Admin b Customers

Add customer 2 Print customer list
=t Edit customer D Print customer labels

& Delete customer Hl view customer transactions

Search for

Customer ID v First Marme. Last Mame Cormpany. Phone. Emal

3 Ford Seldon (03) 28429033

CHAPTER 6

ford.seldon@email.com Artive

//\W
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3

Click F5 Add customer or press F5. The Add Customer window appears.

@ MYOB RetailBasics

Add Customer

dmin P s b Add Customer

F1 Help

| Customer Informtion

asemern [

company | |

Customer Status | Contact Detsis

@actie Clnactve  pages

|
|
Suburbfcity |

\
\
\
State/Temitory Posteode [ |

Phone Mobile | Fax |

\
Emal Address | |

Other

comments |

oK Carcel

Enter the mandatory information:

an ID for the customer (or accept the default value)
their first and last names.

If you wish, you can also enter:

the company the customer belongs to
the customer’s address

their telephone, mobile and fax number
their email address

any additional notes about them.

Click OK.
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To edit a customer record
1 Go to the Admin window.

2 Click Customers. The Customers window appears.

=T
Customers 7

» 4dmin b Customers

2 Print customer list
2 Print customer lahels

B wiew customer transactions

Search for J

Customer ID v First Marme. Last Mame Cormpany. Phone. Emal Status
2 Daniella Isaac (03) 97248729 Isaacs@trantarplanet.com.au Active
3 Ford Seldon

(03) 28429033 ford.seldon@email.com Artive

3 Select the customer record and click Edit customer. The Edit Customer window appears.

MYOB RetailBasics

=iE(x
Edit Customer

o F1lHelp
P Admin P Edit Customer

Customer Inforration

Customer ID
First Name | Galvir Last Name [Fardn
Company ‘andannr\‘s Edge Publshing ‘

Customer Status Contact Detals

@ pactive € Inactive

Address [25, Termirus Lane

|
[5urshine west |
|

Suburbfcity |
State/Tertory Posteode
Phone [esyeragoaty | mobie [

Fax [(03) B74g9218

Ernail Adcress

e

Comments |

[selwor hardin@edgepubishers.net |

oK Cancel
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4 Make the necessary changes.
5 Click OK.

To delete a customer record

1 Go to the Admin window.

2 Click Customers. The Customers window appears.

101X
Customers

F1 Help
min b Customers

2 Print customer list
2 Print customer lahels

B wiew customer transactions

searchfor [ }

Customer ID v First Marme. Last Mame Cormpany. Phone. Emal Status

Foundation g2 Publishing (! 54 hiart 2 2
2 Daniella Isaac (03) 97248729 saacs@irantorplanet.com.au Active
3 Ford Seldon (03) 28429033 ford. seldon@email.com Artive

/W

3 Select the customer record and click Delete customer.

P

4 Click Yes on the confirmation message.
5 Click Close.
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Customer List report

To print the list of customers

1

2

3
4

5

Go to the Admin window.
Click Customers. The Customers window appears.

@ MYOB RetailBasics o =] 7]

Customers

Sales b Admin b Customers

& FS Add customer D Print custome list
& Edit customer 2 Print customer labels
& Delete customer B wiew customer transactions

Search for

Customer ID v First Marme. Last Mame Cormpany. Phone. Emal Status
Foundatiol 7 sa S

2 Daniella Isaac (03) 97248729 Isaacs@trantarplanet.com.au Active

3 Ford Seldon (03) 28429033 ford. seldon@email.com Artive

Click Print customer list. The Customer List window appears.

If you want to change the way in which the information is displayed, enter the report filters

in the Modify a Report section of this window:

= Sort by—choose how you want the report details sorted.

= Show me—choose if you want to see all customers, active customers, or inactive
customers.

To quickly navigate through the report, choose an option on the Print Preview toolbar.

B [me e e

Click this button... To do this...
b (Next Page) To show the next page of the report.
4 (Previous Page) To show the previous page of the report.
4 (First Page) To show the first page of the report.
| Last Page To show the last page of the report.
@ Goto Page To go to a specific page of the report.
Zoom field To change the magnification of the report.
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6 To print the report, click the Print button (&) in the Print Preview toolbar. The report is
printed on your default document printer.

7

To close the report, click Close.

Printing labels with customer details

To print labels with customer details

1

2

Go to the Admin window.
Click Customers. The Customers window appears.

Customers

» 4dmin b Customers

2 Print customer list
2 Print customer lahels

B wiew customer transactions

searchfor [

Customer ID v First Marme. Last Mame Cormpany. Phone. Emal Status

] ardin ound Edue Publishing 5 .NEf e
2 Daniella Isaac (03) 97248729 Isaacs@trantarplanet.com.au Active
3 Ford Seldon (03) 28429033 ford. seldon@email.com Artive

//\/VV\/\/\
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3 Click Print customer labels. The Print Customer Label window appears.
@ MYOB RetailBasics

Print Customer Label

in » Customers P Print Customer Label

F1 Help

Label Type svery 33 ] I™ Select dlternative starting label position
Print Iabel quartity of for ach customer

Customer ID v First Name: Last Name

Humber of labels to be printed [ 0]
Wumber of pages |

Label Preview

|
Customer 0
u |1

|salvor |Hardin |
Daniella Isaac
Fard Seldon

Cancel
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Choose customer window
Choose the customers you want to print labels for by selecting the Select checkbox next to
their name.

Click OK.
The Print Customer Label window reappears, listing the customers you selected.

& MYOB RetailBasics

Print Customer Label
o F1lHelp

Sales P Admin P Customers P Print Customer Label

& Choose customer
&) ear List

&) Remove customer

¥ Eglect dternative starting label position:

Label Type Avery 33 -]
Print label quantity of for each customer

er D«

2 Daniella
3 Ford

Number of labels to be printed

Number of pages

Label Preview

1

Salvor Hardin

Print Close

If you want to remove a customer, select the customer and click Remove customer. To
remove all the items, click Clear List.
From the Label Type list, choose the type of label paper you want to use.

! 15
Avery 335 (DL33)
Avery 335 (L7157)
Avery 655 (L7E51/L7551)

Avery Zweckform 235 (Mo, 3421/No. 6332)
Avery Zweckform 655 (Mo, 3666,No. 6392)
Unistat 335 (U4455)

In the Print label quantity of field, enter the number of labels you want to print for each
customer.

10
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If you want to change the starting position of the first label (which you might want to do if
some of the labels on your sheet have already been used):

Select the Select alternative starting label position checkbox.

Select a new label position by clicking it in the grid.

¥ Select alternative starting label position

Murnber of labels to be printed
Nurnber of pages
Label Preview
1 2110051
Salvor Hardin

The Number of labels to be printed field displays the total number of labels. The Number
of pages field displays the total number of pages you will need to print all the labels.

To see how a specific label will appear, select a customer in the list. A representation of the
label appears in the Label Preview pane.

Click Print to print the labels. The Print window appears.

Choose the printer, change any settings if necessary and click OK. The labels will be printed
on the selected printer.

Viewing customer transactions

You can look up the transactions made in a specified period and filter the report by customers.
Click View customer transactions in the Customers window to view the sales, lay-bys and
refunds that have been made in a specified period. See ‘Viewing transactions’ on page 91 for
more details.
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Payment types and foreign currency

You can use the Setup and Maintenance function to add and modify payment types and

foreign currencies.

Managing payment types

You can add new payment types in addition to the defaults set up in RetailBasics. For example,
if your shop accepts payment by a credit card not set up in RetailBasics, you add the card as a

payment type.

To add a payment type

1 Go to the Admin window.

2 Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYDB RetailBasics

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information

*vigw your shop detalls

Receipt Header and Footer
:i‘-j‘nj * change the message that appears on receipts

Payment Types

* cld new payment types
* Change raunding rules

Foreign Currency

* Sat up or change foreign currency

Hardware Maintenance

} * Sat up or change your hardware options

Accounting Export Maintenance

< * Set Up your options for export inta an accounting package

F1 Help

[
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3 Click Payment Types. The Payment Types window appears.

& MYOB RetailBasics

Payment Types

Lp and Maintenance b Payment Types:

“j  F5 Add payment type

Faymert Types Rounding Rules

Na Rounding
visa o Rounding
MasterCard Na Rounding
Bankeard o Rounding
AMEX Na Rounding
Diners o Rounding
Cheque Na Rounding

& Edit payment tyne =

“This st shows the kinds of payment you wil accept from customers, Yo can add new payment types up to a total of 12,
including the defaults listed here. To change the ordler in which they appear, use the Reorder buttons.

//\/\/\\/\/\\

F1 Help

Delete payment type

Open Til after Transaction Surcharge Fee Status Reorder

J
Mo Active
No Active j
Mo Active
No Active
Mo Active
No Active
Mo Inactive

4 Click F5 Add payment type or press F5. The Add payment type window appears.

® Add payment type x|

Payment Narme

Payment Graup Other
Rounding Rule No rounding El

¥ Open Til after every transaction

Surcharge Method @ Fixed amount

Payment Type Status ¢ Active

I

@ Inactive

o Percentage of payment amount

Cancel

5 Inthe Payment Name field, enter a name for the payment type.

6 From the Payment Group list, select whether the payment type is Cheque or Other. This
will determine whether you will be able to record additional information at the time of the

payment.

Choosing this Payment Group...

Cheque

Other—choose this for all payments
other than cheque

Will have this result...

Whenever a customer pays for a sale or lay-by using a
Cheque payment type, a Cheque details window will
appear. You can enter the customer’s cheque details in this
window.

No additional details are recorded.

7 From the Rounding Rule list, select the rounding rule:
= No rounding—if you do not want the amount to be rounded
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= Round to nearest 5 cents
= Round to nearest 10 cents

8 If youwant thetill to open for each transaction involving this payment type, click Open Till
after every transaction.
9 If you will apply a surcharge to a transaction of this type:

a Select either Fixed amount (where the surcharge is a fixed amount each time) or
Percentage of payment amount (where the surcharge is a percentage of the total
transaction).

b Enter the percentage or amount in the Surcharge fee field.

10 Whenever a payment type that has a surcharge is used in a transaction, the Surcharge Fee
window appears with the surcharge amount that will be added. You can accept the preset
surcharge or enter another amount.

11 If the payment type is:
= in use, or about to be used, click Active.
= not going to be used for some time, click Inactive.

NOTE: Inactive payment types Inactive payment types will not available in the Process
Payment window at the conclusion of a transaction.

12 Click OK.

To edit a payment type

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYDB RetailBasics

Setup and Maintenance

F1 Help
Sales b Admin P Setup and Maintenance

Shop Information Foreign Currency
@ * Vigw your shop detals (5 by, 58U o changs forsien curency
W & <= * Update Exchange Rates
»-\‘_J)
Receipt Header and Footer Hardware Maintenance
L *Change the message that appears on receipts ;j * et up or change your hardware options
Payment Types Accounting Export Maintenance

* Add new payment types * Set Up your options for export inta an accounting package
SA | * Change rounding rules =

[
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3 Click Payment Types. The Payment Types window appears.

ol
Payment Types

Admin b » Payment Types

F1 Help

S Edit payment type = Delete payment type

“This st shows the kinds of payment you wil accept from customers, Yo can add new payment types up to a total of 12,
including the defaults listed here. To change the ordler in which they appear, use the Reorder buttons.

Payment Types Rounding Rules Open Till after Transaction Surcharge Fee  Status Reorder
Round to g

EFTPOS Neo Rounding Mo Active j
visa Na Rounding No Active

MasterCard Neo Rounding Mo Active

Bankeard Na Rounding No Active

AMEX Neo Rounding Mo Active

Diners Na Rounding No Active

Chegue Neo Rounding Mo Inactive

! N

4 Select the payment type to change, and click Edit payment type. The Edit payment type
window appears.

® Edit Payment Type x|

Payrment MName

I

Payrnent Group Other

Rounding Rule Mo rounding

<

™ Open Till after every transaction

Surcharge Methad @ Fixed amount © Percentage of payment amoLnt

Surcharge fee

H

Payrnent Type Status & Active  Inactive

Cancel

5 Make the necessary changes.
6 Click OK.

To delete a payment type

1 Go to the Admin window.
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2 Click Setup and Maintenance. The Setup and Maintenance window appears.

% MYOE RetailBasics

Setup and Maintenance

min » Setup and Maintenance

Shop Information

% * vigw your shop detalls

Receipt Header and Footer

& * change the message that appears on receipts

Payment Types

* cld new payment types
* Change raunding rules

Foreign Currency

T * Set up or change foreign currency
E,L:M?_*; * Update Exchange Rates
i

F1 Help

Hardware Maintenance

== * Sat up or change your hardware options

Accounting Export Maintenance

< * Set Up your options for export inta an accounting package

(=]

[

3 Click Payment Types. The Payment Types window appears.

@ MYOB RetailBasics

Payment Types

b admin b dM » Payment Types

& Edit payment type

Payment Types Rounding Rules
Round to near
EFTPOS Na Rounding
Visa Neo Rounding

MasterCard o Rounding
Bankeard Na Rounding
AMEX o Rounding
Diners Na Rounding
GCheque o Rounding

Delete payment type

Open Til after Transaction

No
Mo
No
Mo
No
Mo
No

“This st shouss the kinds of payment you wil accept fom customers. Yo can add new payment types Up to  total of 12,
incuding the defaults listed here. Ta change the order in which they appear, use the Reorder buttons.

Surcharge Fee  Status

Inactive

/W\

F1 Help

Reorder

B

4 Select the payment type to delete and click Delete payment type. A confirmation

message appears.

5 Click Yes to confirm the deletion.

PAYMENT TYPES AND FOREIGN CURRENCY
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Setting up foreign currency

You can accept payment from your customers in foreign currencies by setting up these
currencies and their exchange rates in RetailBasics. RetailBasics already has the US Dollar and
Euro currencies set up by default. If you want to use these currencies, you will have to make
them active and specify their exchange rate. You can also add new currencies.

Exchange rates RetailBasics uses the exchange rate you specify to convert amounts in your
local currency to the foreign currency. The exchange rate is the amount of your local currency
that one unit of the foreign currency is equal to. For example, if 1 US Dollar equals $1.33 of
your local currency, the exchange rate will be 1.33

The exchange rates are static rates—you can update them when required.
Accepting payments in foreign currencies Once you set up foreign currencies, you can
use the Currency Converter, which will appear in the Make a Sale and Process Refunds

windows, to view the sale amount in different currencies. A foreign currency field will also
appear in the Process Payment window for entering an amount in these currencies.

NoTE: Only cash payments for foreign currencies RetailBasics only accepts foreign currency
payments in cash.

To set up foreign currency

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

=T
Setup and Maintenance

Sales P Admin » Setup and Maintenance

" FlHelp

Shop Information Foreign Currency

* Sat up or change foreign currency
* Update Exchange Rates

* View your shop detalls T

b . A0S

Receipt Header and Footer Hardware Maintenance
aiwj * change the message that appears on receipts

S i * Set up or change your hardware options

&

Payment Types Accounting Export Maintenance

* add new payment types =~ * Set up your options for export into an accounting package
S| * Changs rounding s

[
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3 Click Foreign Currency. The Foreign Currency window appears.

& MYOB RetailBasics

P ][5 |
Foreign Currency
: o F1lHelp
» Admin b Setup and Maintenance b Foreign Currency
] S o mnicireey, & Edlb Foreion Comency. S Delete Forein Curency,
™ accept payment in foreign currency.:
Enter the exchange rate as the amount of loal surrency thatis equal to one unit offorelan currency.
Example: {1 US Dollar=1.33 Australian Dollars, the exchange rate to be entered will be 1.33
Code. Currency Name Currency Symbol Exchange Rate Status Last Updated Reorder
UsD US DOLLAR $ 0.0000 Inactive Tioc A S
EUR EURO € 0.0000 Inastive (] ]
OK Cancel

4 Select the | accept payment in foreign currency checkbox (if it is not already selected).
5 To use one of the default currencies (US Dollar or Euro):

6 Select the currency and click Edit Foreign Currency. The Edit Foreign Currency window

appears.

B
Currency Code EUR
Currency MName ‘EURO

Currency Symbal

Exchange Rate 23300

Currency Status @ Active 0 Inactive

!

oK Cancel

7 In the Exchange Rate field, enter the exchange rate for this currency. The exchange rate is
the number of units of your local currency that one unit of the foreign currency is equal to.

For example, if 1 US Dollar equals $1.33 of your local currency, the exchange rate will be
1.33.

NoTE: Changing exchange rates You can manually update the exchange rate when required.

8 Select the Currency Status as Active.
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9 Click OK.

10 To add a new foreign currency:

a

f
g9

Click F5 Add Foreign Currency or press F5. The Add Foreign Currency window
appears.

| addroreigneurrency ]
Currency Code I:l
Currency Name ‘ |
Currency Symboal
Exchange Rate
Currency Status & Active € Inactive
oK Cancel

In the Currency Code field, enter the three-letter code for the currency. This is usually a
standard international code. For example, if you want to use Japanese Yen, you would
use JPY as the code.

In the Currency Name field, enter a description for the currency.
From the Currency Symbol list, select the symbol for the currency.

If you cannot see the symbol you want, click <Add New>. Enter the symbol in the
window that appears and click OK.

In the Exchange Rate field, enter the exchange rate for this currency.
Select the Currency Status as Active.

11 Click OK.

12 When you have finished setting up the foreign currencies you will use, click OK in the
Foreign Currency window.

NOTE: At least one active foreign currency An error message appears if you selected the
| accept payment in foreign currency checkbox but did not set the status of at least one currency
to Active.
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To edit a foreign currency

1
2

3

Go to the Admin window.

Click Setup and Maintenance. The Setup and Maintenance window appears.

Setup and Maintenance

F1 Help
» 4dmin b Setup and Maintenance

Shop Information Foreign Currency

% * vigw your shop detalls

* Sat up or change foreign currency
* Update Exchange Rates

Receipt Header and Footer Hardware Maintenance
* Change the message that appears on receipts e * Set up or change your hardware options
Payment Types nting Export Maintenan

d new payment types
ounding rules

tiors for export intg

Click Foreign Currency. The Foreign Currency window appears.

@ MYOB RetailBasics

F1 Help

» Foreign Currency

Edit Foreign Curency =9 Delete Foreign Currercy

[V 1 accept payment in foreign currency.
Enter the exchange rate as the amournt of local currencythat is equal to ane unit of foreign currency.
Example: If1 US Dollar=1.33 Australian Dollars, the exchange rate to be entered will be 1.33

Code. Currency Name Currency Symbol Exchange Rate Status Last Updated Reorder

1 ve

OK Cancel
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4 Select the foreign currency you want to edit and click Edit Foreign Currency. The Edit
Foreign Currency window appears.

® Edit Foreign Currency x|

Currency Code

Currency MName

Currency Symbal

Exchange Rate 23300

L
]

Currency Status @ Active 0 Inactive

oK Cancel

5 Make whatever changes are necessary.
6 Click OK.

To update the exchange rate for a currency

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

3 Click Foreign Currency. The Foreign Currency window appears.
& MYOB RetailBasics

Foreign Currency

sdmin ce b Foreign Currency

F1 Help

add Foreign Cumency &9 Edit Foreign Curency =9 Delete Foreign Currency

[V 1 accept payment in foreign currency.
Enter the exchange rate as the amournt of local currencythat is equal to ane unit of foreign currency.
Example: If1 US Dollar=1.33 Australian Dollars, the exchange rate to be entered will be 1.33

Code Currency Neme Currency Symbol Exchange Rate Status Reorder
us 1 ve 0 d
EUR EURO € 0.0000 Inastive Tio A =

OK Cancel

4 Inthe Exchange Rate column, select the amount that corresponds to the currency and
enter a new value.

5 Click OK.
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To delete a foreign currency

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.
3 Click Foreign Currency. The Foreign Currency window appears.

Foreign Currency

F1 Help
» Admin b p 2 » Foreign Currency

ign Currency & Edit Foreign Currency <9 Delete Foreion cCurtency

[V 1 accept payment in foreign currency.
Enter the exchange rate as the amournt of local currencythat is equal to ane unit of foreign currency.
Example: If1 US Dollar=1.33 Australian Dollars, the exchange rate to be entered will be 1.33

Code. Currency Name Currency Symbol Exchange Rate Status Last Updated Reorder
US| 13 five 0:0 d
EUR EURQ € 0.0000 Inastive PE A =l

OK Cancel

4 Select the foreign currency you want to delete and click Delete Foreign Currency.
A confirmation message appears.

5 Click Yes to confirm the deletion.
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Customising RetailBasics

By setting various preferences, you can tailor the way RetailBasics works.

Customising the sales and refund windows (Point of Sale
window)

To speed up the time it takes to process a sale, you can specify that certain fields are to be
skipped in the Make a Sale window when you press TAB.

For example, a shop does not require information to be entered in the Customer,
Description, Price and Discount fields of the Make a Sale window. Therefore, the manager of
the shop customises the settings of the Make a Sale window so that the cursor jumps to the
Quantity field when a user tabs out of the Stock Code field. This applies for each item in the
sale.

Similarly, to speed up the time it takes to process a sales refund, you can specify the fields that
are skipped in the Process Refund window when you press TAB.

You can also customise discount codes and specify how prices are rounded.

To customise the Make a Sale and Process Refund windows

1 Go to the Admin window.
2 Click Customise Settings. The Customise Settings window appears.

@ MYOB RetailBasics

Customise Settings

Sales P Admin P Customise Settings

Point of Sale
* Select the fields you want to skip

r% * Set up discount ressans

Printing

. *select when your receipts will ba printed
* Select where your receints and reparts will print

Other Preferences

——4 * Change the defaLit for the start up window
1 * Maintain the fioat amount

Lay-by Terms

* Sat up lay-by period

* Select the fields you want to skip

* Sat up terms and conditions

* Set up service and cancellation fees

Prompts

* set the prompt for exporting accounting data
* Sgt the prompt for hacking up your shap file

[
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3 Click Point of Sale. The Point of Sale window appears.

IYDB RetailBasics o =] 7]

Point of Sale

b Admin b » Point of Sale

Al Windows

I™ Allow selection of discount reason code at Point of Sale.  Edit discount reasons

Round and cakuate price o decimd places
| sdes Window

Select the fields you want to skip:
¥ customer
¥ Description
™ Quantity
¥ price
I Line Discount
I Sales Discount
Sales prompt:

¥ Prompt for customer information when total sale is equal to or grester than $1,000.00

fcwstomer detals wil be printed on the recejpt)
| Refund Window

Select the fields you want to skip:
¥ Customer
¥ Description
I Quantity
I Price
I” Line Discount
I Sales Discount

F1 Help

cancel

4 To force sales staff to specify a reason whenever a discount is offered, select the
Allow selection of discount reason code at Point of Sale checkbox.

% MYOB RetailBasics

Point of Sale

} Point of Sale

Al Windows

™ Allow selection of discount reason code at Point of Ssle.  Edit discount reasons

Round and calculate price to decimal places
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5 If you want to edit the discount reasons:
a Click Edit discount reasons. The Discount Reasons window appears.
b Select the text for each code and alter as required.
¢ Click OK.
6 Choose the number of decimal places to round prices to from the Round and calculate
price to list.

NOTE: Setting rounding to a lower number of decimal places may affect items that have a
low or fractional unit price but are sold in large quantities. For example, if petrol has a
price per litre of $0.9755, 100 litres of petrol will have a price of $97.55. However, if you set the
rounding to 2 decimal places, the unit price will be 0.98 and 100 litres will have a price of
$98.00—a difference of $0.45 on the total.

7 Below the Sales Window heading, select the fields you want to skip when tabbing through
the Make a Sale window.

Sales Windaw
Select the fields you want to skin:

[¥ cCustomer

¥ Description

™ Quantity

[# Price

I” Line Discaunt
I™ Sales Discount

Sales prompt:

¥ Prompt for customer infiormation when total sale is equal to or greater than $1,000.00

feustomer dotais will be printed on the recapt)

8 To prompt the user to enter a customer name for sales above a preset sale amount (for
example, $1000), click Prompt for customer information when total sale is equal to or
greater than and enter the amount in the adjacent field.

9 Below the Refund Window heading, select the fields you want to skip when tabbing
through the Process Refund window.

Refund Windaw

Select the fields you want to skin:

[¥ cCustomer

¥ Description

™ Quantity

I~ Price

I~ Line Discaunt
I™ Sales Discount

10 Click OK.

Setting up receipt printing options

By default, you will be asked if you want to print a receipt each time you process a sale, lay-by
or refund. You can change this default so that a receipt is either printed automatically or is not

printed.

To set receipt printing options

1 Go to the Admin window.
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2 Click Customise Settings. The Customise Settings window appears.

Customise Settings

} Admin b Customise Settings

Point of Sale

* Select the fields you want to skip
* Set up discount ressans

Printing

* Select when your receipts will be printed
* Select where your receints and reparts will print

Lay-by Terms

* set up lay-by period

* Selert the fields you want to skip

* Set up terms and conditions

* Set up service and cancelation fees

Other Preferences
gv * Change the default for the start up window

* Maintain the fioat amount

Prompts

* set the prompt for exporting accounting data
* Sgt the prompt for hacking up your shap file

3 Click Printing. The Printing window appears.

MYOB RetailBa
Printing

P Admin » C

Select when to print a receipt for

Select where to print:

Select what adeitional information to print on 3 receipt:

™ Print Cheque detals

Sales CFint every fime.  © Prompt every time € Don't print
Refund O Printevery tme @ Prompt every tme  © Don't print
Lay-by C Printevery tme @ Prompt every time € Don't print

&l receints © Docket printer @ Document Prirter

Count Takings Summary © Docket printer @ Document Prirter

K Cancel
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Select receipt-printing options for sales, refunds and lay-bys:

= Print every time—if you want a receipt to be printed automatically every time a
transaction is processed.

= Prompt every time—if you want RetailBasics to display a message every time a
transaction is processed asking you if a receipt should be printed or not.

= Don’t print—if you do not want a receipt to be printed.

Select where receipts and the Count Takings Summary will be printed:

= Docket printer

= Document printer.

If you want cheque details printed on receipts, select Print Cheque details.

Click OK.

NOTE:  To customise the information that appears on your docket receipts, see ‘To alter the receipt
header and footer’ on page 168.

Setting the default window and float amount

To set the default window and float amount

1

2

Go to the Admin window.

Click Customise Settings. The Customise Settings window appears.

@ MYOB RetailBasics

Customise Settings

Adrmin b Customise Settings

Point of Sale Lay-by Terms
) * Select the fields you want to skip * Sat up lay-by period
- * et up discount reasons * Selert the fields you want to skip
Y= * Sat up terms and conditions
* Set up service and cancellation fees

Printing Prompts

. *select when your receipts will ba printed * set the prompt for exporting accounting data
* Select where your receints and reparts will print * Sgt the prompt for hacking up your shap file

Other Preferences

— * Change the default for the start up window
oL *Mantain the foat amount

[
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3 Click Other Preferences. The Other Preferences window appears.

® MYOB RetailBasics =100

Other Preferences

dmin b gs b Other Preferences

This wil be the first window you see when launching RetailBasics,
@ figke 3 Salel
© admin

I™ Twant to start with a fioat amount of

F1 Help

K Cancel

4 Select the window that you want to see first when RetailBasics starts:
= Make a Sale
= Admin.

5 To specify that you start each trading day with a float:
= Select the | want to start with a float amount of checkbox.
= Enter the amount in the adjacent field.

6 Click OK.
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Setting up lay-by terms

You can set the default lay-by period, service and cancellation fees, and the terms and
conditions to be printed on the original lay-by receipt. And, as with the Make a Sale and
Process Refund windows, you can speed up the time it takes to process a lay-by transaction
by specifying fields that can be skipped when entering transaction details in the Create a
Lay-by window.

To set up lay-by terms

1 Go to the Admin window.
2 Click Customise Settings. The Customise Settings window appears.

& MYOE Retaill

- o i
Customise Settings L
Admin b Customise Settings i

Point of Sale Lay-by Terms
—; * Select the fields you want to skip * Sat up lay-by period
o * et up discount reasons * Selert the fields you want to skip
* Sat up terms and conditions
* Set up service and cancellation fees

Printing Prompts

* Select when your receipts will be printes the prompt for exporting account
ct where your receipts and v backing up yoi
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3

10

11

Click Lay-by Terms. The Lay-by Terms window appears.

=101x
Lay-by Terms

F1 Help
b Admin b C ngs b Lay-by Terms

Select the defalt lay-by perid, dtein  [F0] Cowesks @ months
Select the fieids you want to skip:

¥ Description

I Quantity

[~ Price

[ Line Discaunt

[ Sales Discourt
addtional Charges:

Select the tax code for service and cancellation fees  |GST

I service fee $0.00

™ cancellation fee & Fixed armount © Percentage of lay-by total

Customer Signature

I~ Prinit line for signature on origingl lay-by receipt
Terms and Concitians:
Enter the terms and conditions to be printed on the original lay-by receipt.

Duplicate Receipt:
I print duplicate receint for new lay-by

oK Cancel

Enter the default lay-by period, which is the time within which the customer has to pay the
balance of their lay-by purchase. This can be set for a period of weeks or months.

Select the fields you want to skip when tabbing through the lay-by windows. For example,
if you rarely need to change the description and price of a stock item in the Create a
Lay-by window, select the Description and Price checkboxes.

From the Select the tax code for service and cancellation fees list, select the tax code
you want to use for service and cancellation fees.

NoTE: Tax code for accounting purposes The tax code you select will apply when revenue is
generated through service and cancellation fees from creating and cancelling lay-bys.

If you will charge a service fee, select the Service fee checkbox and enter the fee.
The value you enter will appear as the default service fee when creating or cancelling a

lay-by. The person processing the lay-by can accept this amount or enter another amount.

If you will charge a cancellation fee, select the Cancellation fee checkbox. Indicate if the
feeis a fixed amount or a percentage of the total value of the lay-by and then enter the fee.

The value you enter will appear as the default cancellation fee when cancelling a lay-by.
The person processing the lay-by can accept this amount or enter another amount.

If you want to print a line where the customer can sign their acceptance of the lay-by terms
and conditions, click Print line for signature on original lay-by receipt.
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12 Enter the terms and conditions that you want printed on the original lay-by receipt.
13 To print a duplicate receipt when the transaction takes place, click Print duplicate receipt

for new lay-by.

14 Click OK.

Setting export and backup prompts

To set export and backup prompts

1

2

Go to the Admin window.

Click Customise Settings. The Customise Settings window appears.

@ MYOB RetailBasics

Customise Settings

} Admin b Customise Settings

Point of Sale

) * Select the fields you want to skip
A * Set up discount ressans

Lay-by Terms

* Sat up lay-by period

* Select the fields you want to skip

* Sat up terms and conditions

* Set up service and cancellation fees

Printing

* Select when your receipts will be printed
* Select where your receints and reparts will print

Prompts

* set the prompt for exporting accounting data
* Sgt the prompt for hacking up your shap file

Other Preferences

= * Change the default for the start up window
L, *Mantain the fioat amount

[

CHAPTER 6 ADMINISTRATION



Click Prompts. The Prompts window appears.

0[]
Prompts

dmin b » Prompts

F1 Help

™ Prompt me 1o export accounting data wherever T count takings:

™ Prompt me to back up my shop data whenever 1 close RetailBasics

Lacation for backup |CHRETAILEASICEIEACKLPY Braise

oK Cancel

To display a prompt to export accounting information whenever you count your takings,
click Prompt me to export accounting data whenever | count takings.

To display a prompt to save my shop data when you close RetailBasics:

a Click Prompt me to back up my shop data whenever | close RetailBasics.

b Click Browse and choose the folder to save the shop data.

Click OK.
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Shop Information

The Setup and Maintenance function enables you to modify the general information about
your business that you entered when you installed RetailBasics.

To edit the information about your shop

1

2

Go to the Admin window.

Click Setup and Maintenance. The Setup and Maintenance window appears.

@ MYOB RetailBasics

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information

@1 * vigw your shop detalls

Foreign Currency

E * Sat up or change foreign cumency
%&;Mr% ‘;,3 * Update Exchange Rates
Coe s

Receipt Header and Footer

& * change the message that appears on receipts

Hardware Maintenance

== * Sat up or change your hardware options

Payment Types

* cld new payment types
* Change raunding rules

Accounting Export Maintenance

< * Set Up your options for export inta an accounting package

&

[
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3 Click Shop Information. The Shop Information window appears.

»

* Fields with an asterisk are mandator
* Seral Number
e is bocated ors the back of pour €D seeve. )
* Administrator Fist Name * Last Mame
(Desigrated administrator for the system)
* Business Name [dearwater Trading |
(This 5 the legal name OF your registered bustess)

* Trading Name [dearwater cafe ]

(TPis s the BUSIHESS Rame YOUr CLSTOMENs are familr with,
The ame: wil sppear on customer receipts andisterrial reports. )

ABN [31][om1][o78][31]  a.cm [sosD1573S ]
Business Address [12 8, Wesley Flace |
\ |
Suburb/City [Burwood East ]
State/Tertitory Postcode [3
Phone [t02) es8z6606 | wmobie | | Fax [(03) ssez6607
Website Address [sweew. dearwaterscate.com |
Emal Address [Infomclarwaterseate.com |

F1 Help

=y
o Cancel

4 Make whatever changes are necessary.
5 Click OK.
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Modifying receipts

A receipt has four sections:

header (the top line on the receipt)
shop information (which is taken from the Shop Information window)
details of the transaction

footer (the last three lines of the receipt).

If you want to change shop information, see ‘To edit the information about your shop’ on
page 166. To set receipt printing options, see ‘To set receipt printing options’ on page 158.

To alter the receipt header and footer

1
2

168

Go to the Admin window.

Click Setup and Maintenance. The Setup and Maintenance window appears.

@ MYOB RetailBasics

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information Foreign Currency

% * vigw your shop detalls

* Sat up or change foreign currency
“ *Update Exchange Rates

Receipt Header and Footer Hardware Maintenance

* change the message that appears on receipts ﬁ * Sat up or change your hardware options

Payment Types Accounting Export Maintenance
* sl new payment types = * Set up your options for export into an accounting package
* Change rounding rules =3

[
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3 Click Receipt Header and Footer. The Receipt Header and Footer window appears.

® MYOB RetailBasics =100

Receipt Header and Footer

Sales b Admin b Setp aintenance P Receipt Header and Footer

F1 Help

Header Message Welcome to

Shop Infarmation
Clearwater Cafe
A.BN 31081 976 31
A.CH, 505019735
12 A, Weskey Place
Burvwood East
VIC 3180
Phone: (03) 98826606
Fax: (013) 98826607
e Clearwaterscafie.com
infolclearwaterscafe.com

Customer Receint f Tax Invoice

Foater Message Thark you for shopning with us

Please retain this receipt | tax invoice

as proof of purchase:

Display Additional Information
7 Fax Nurnber 7 wehsite Address 7 Email address [E—

K Cancel

4 If necessary, alter the one-line header message.
5 If necessary, alter the three-line footer message.

6 Select or deselect the following checkboxes to show or hide the details on the receipt:
= Fax Number
= Website address
= Email address.

7 If details of the number or address are not available in the Shop Information window, the
corresponding checkbox will be disabled.

8 To display a preview of the receipt, click Preview.
9 Click OK.
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Backing up and restoring data

Backing up data

Backing up data is important to any business. In the event of hardware failure or damage to
your systems, having a backup will save time and money. Further, you will be able to restore
your data easily.

How do | back up my data? By default, RetailBasics will prompt you to save a backup file
whenever you close the program. Your backup file is saved, to a location that you specify, as a
compressed file with name in the following format:

rbyymmddN. rb
where yy is the year, mm is the month, dd is the day and N is a serial number for backups
performed on the same day.

You can also perform a manual backup.

Setting a prompt for backing up data If you are not prompted to back up your data when
you close RetailBasics, you have turned off this setting. For details on how to turn this prompt
on or off, see ‘To set export and backup prompts’ on page 164.

To manually back up data

1 Go to the Admin window.
2 Go to the File menu and choose Backup. The Save As window appears.

bavens 2]

Savein: | Backup EH Qo ® e

Save I
Cancel

Code Fage,..

4

File name:

Ll Ll

Save at lype: b

3 Inthe Save As window, specify a location for the backup file and if required, change the
default name for the file.

4 Click OK. A confirmation message appears.
5 Click OK to confirm that you want to back up.
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Restoring data

In the event of hardware failure or damage to your systems, you may need to restore your data
from your latest backup file.

To restore data

CAUTION: The restore process will overwrite all your current data with the contents of the
backup file. Any changes you may have made after the last backup will be lost.

1 Go to the Admin window.

2 Go to the File menu and choose Restore. The Select File To Restore window appears.

Loakin: [ 5 Backup EH Qo ® e

=) REns10231.RE

File name; | =l |
Files of type: ~ [MYOE RetaiBasic Backup FILE ~rb) | Cancel

Code Fage,..

4

3 In the Select File To Restore window, select the file you want to restore from.
4 Click OK. A warning message appears asking if you want to overwrite your existing data.

5 To continue with the restore, click Yes. A message appears stating that the data was
successfully restored.

6 Click OK to close the message.

BACKING UP AND RESTORING DATA
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Setting up accounting export

Before you can export accounting data, you must specify your account numbers and the
location for the exported file. The Accounting Export Maintenance function, which is similar
to the Accounting Export Assistant, lets you set up or change this information.

See ‘To export accounting data’ on page 93 for details on how to export accounting data.
Setting up RetailBasics to display an accounting export prompt You can set up

RetailBasics to display a message to export data whenever you count the takings. For more
details, see ‘To set export and backup prompts’ on page 164.

To set up accounting export

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

@ MYOB RetailBasics

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information Foreign Currency

*vigw your shop detalls

* Sat up or change foreign currency
* Update Exchange Rates

Receipt Header and Footer Hardware Maintenance

TE *Change the message that appears on receipts s * et up or change your hardware options
= ﬁ
Payment Types Accounting Export Maintenance

* Add new payment types < * Set Up your options for export inta an accounting package
* Change rounding rules =

[
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3

4

Click Accounting Export Maintenance. The Accounting Export Maintenance window
appears.

Accounting Export Maintenance

» Admin b Sef nce b Accounting Export Mainte

Accounting Information. A B
Select the path and folder to stare your accounting export file.

CARETAILBASICE\ACCOUNTING_EXPORTY Browse

Specify the accounting method to be used
@ Cah  (your accounting figures are calculated when maney has been exchanged)

© Acerual  (your accounting figures are calaulated when the transaction cceurs, regardiess of whether maney has been exchanged)
Find out about accounting methods
General Account Mumbers £l
Gl With &7 SStensk e Mandiaton
Chart of Accounts Accourt Number
Enter the sales account number used to record sales income
Enter the bank accolnt number sed to record your daly takings
Enter the tax account number used to record the tax amount collected
Enter the account number used to record cash drawer discrepancies
Enter the lay-by account number used to record lay-by payments receiver!
Enter the account number used to record credit card surcharge
Account Numbers for Payment Types S
Payrment Types Account Nurmber
Cah
EFTPOS
Visa

MasterCard

1111

L) |

K Cancel

In the Accounting Information section, enter the location where you want the
accounting data to be exported. This is usually the folder where your MYOB Accounting
company file is located (for example c: \myob15).

To select a location:

a Click Browse. The Select Directory window appears.

b Locate the folder you want the data exported to and click Select.

Select the accounting method you use in your business:

= If you want your accounting transactions to be calculated on the basis of when money
changes hands, select Cash.

= If you want your accounting transactions to be calculated on the basis of when they are
incurred, select Accrual.

NoTE: If you are unsure about which method to use, consult your accountant.

SETTING UP ACCOUNTING EXPORT



In the General Account Numbers section, enter the account numbers that you use in your
accounting software for each of the following account types:

NoTE: Enter the account numbers as 5 digits without the usual hyphen In MYOB
accounting software, accounts are comprised of an account type indicator, a hyphen and a
unique number (for example, 2-1030). In MYOB RetailBasics, enter the account numbers
without including the hyphen (for example, 21030).

= Sales account to record sales income (an income account).

= Bank account to record your daily takings (an asset account).

= Tax account number to record tax amount collected (a liability account).

= Account number to record cash drawer discrepancies (an expense account).
= Lay-by account to record lay-by payments (a liability account).

= Credit card surcharge account to record fees collected (an income account).

In the Account Numbers for Payment Types section, enter the account numbers for each
active payment type. You may need to scroll down to see all the payment types.

NoTE:  All these accounts should be asset accounts.
You will only see payment types that are active. If you need to set up more payment types,

see ‘Managing payment types’ on page 145.
Click OK.
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Hardware

During the setup of RetailBasics, you would have specified and configured your point-of-sale
hardware. As your business grows, you may decide to purchase new hardware. You may also
need to upgrade or replace your equipment.

This chapter describes how to set up, troubleshoot and modify your hardware.

HARDWARE



Cash drawer

To set up, troubleshoot or modify your cash drawer

1

2

Go to the Admin window.
Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYOE Retailf

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information Foreign Currency

* View your shop detalls T * Set up or change foreign curency
§: g ; * Update Exchange Rates
<

Receipt Header and Footer Hardware Maintenance
* Change the message that appears on receipts e * Set up or change your hardware options
Payment Types rt Mainten

ment ty
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3 Click Hardware Maintenance. The Hardware Maintenance window appears.

Hardware Maintenance

b Admin b S » Hardware Maintenance

F1 Help

Docket Printer Scales
1 Hardhware Selected: Posiflex PP - 7000 I - Hardhvare Selected:
! i
“ / Connected to port: COM3 Connected to port:
Cash Drawer Pole Display
. .
Hardhware Selected: Connected to Computer Harthware Selected:
Cormected to port: COML Corrected to port:
]
Barcode Scanner Document Printer
Harchware Selected: Hardhware Selected: HP LaserJet 4050 Series PS
Cornected to port:
/.‘

Cash Drawer Settings

F1 Help
» Admin b } Cash Drawer Settings

Comman Settings

Select the cash drawer connection

Select the computer port your cash drawer is connected to

Gash Drawer

MYOB RetalBasics allows severa Eind out about your compLter'’s communication ports
types of cash drawers to be
connected to your computer,

This section alows you to specfy advanced Settings %

the type of cash drawer comnected If you are experiencing dificulties with your cash chawer, consult the manufacturer's users guide and enter or change the
and how it commmunicates with your following detsis

camputer Enter the hex command that will triager the cash drawer to open  Send trigger command times to the cash drawer
1t will also alow you to test the @

connection before you commence

using the cash drawer. " erial Port Setting

If you have selected a serial cash drawer, enter the communication settings:
Test Cash Drawer
—I Baud Rate: Data Bits: Parity; Stop Bits: I Control: ————Hardhware Control

[wem ] & ] [uene ] [x F] | [were ] @cs com

oK Cancel

CASH DRAWER



5 Choose the way your cash drawer is set up:
= connected to your computer.
= connected to your docket printer.

6 If your cash drawer is:
= connected to a printer, choose the printer from the list.
= connected to your computer, select the port it is connected to.

7 Ifrequired, modify the settings in the Advanced Settings section to match those
recommended in the manufacturer’s user guide.

If the Advanced Settings section is not displayed, click "# to display it.

8 To test the drawer, click Test Cash Drawer. If the test is successful, the cash drawer will
open.

9 If you are experiencing any difficulties with the cash drawer, work through the ‘Cash
drawer checklist’ below.

Cash drawer checklist

Check v

Check that the cash drawer is not locked.
Check that there are no obstructions preventing the cash drawer from opening.

If the cash drawer is connected directly to the docket printer, check that there is paper in the
printer.

If the cash drawer is connected directly to the docket printer, check that the printer is
turned on.

Check the cash drawer’s advanced settings:

1 If the Advanced Settings section is not displayed, click & to display it.

2 Modify the advanced settings to match those recommended in the manufacturer’s user
guide.

CHAPTER 7 HARDWARE



Scales

NOTE: Minimum and maximum weight range

Each scale model has a specified minimum and maximum weight range. To ensure the accuracy of
the scale reading, you should only weigh items that fall within this range.

To obtain the minimum and maximum weight range for your scale, refer to the documentation
provided with your scale or contact your scale manufacturer.

To set up, troubleshoot or modify your scales

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYDB RetailBasics

Setup and Maintenance

Admin » Setup and Maintenance

F1 Help

Shop Information Foreign Currency

@1 * vigw your shop detalls

* Sat up or change foreign currency
* Update Exchange Rates

Receipt Header and Footer Hardware Maintenance

* change the message that appears on receipts = * Sat up or change your hardware options

Payment Types ort Mainten

ment ty
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Click Hardware Maintenance. The Hardware Maintenance window appears.

Hardware Maintenance

b Admin b S and Ma 3 » Hardware Maintenance

Docket Printer
B

1 Hardvrare Selected: Posiflex PP - 7000
“ P 4 Conrected to part: COM3

Scales

“K\"

Hardware Selected:

Connected ta port:

Cash Drawer

Hardiware Selected: Connected ta Computer
Connected ta port: COML

Pole Display
_
Hardware Selected:
Conrected to port:
=

Barcode Scanner

Hardware Selected:

Connected ta port

Document Printer

Hardhware Selected: HP Laserlet 4050 Series PS

[

4 Click Scales. The Scale Settings window appears.

i

Scale Settings

b admin b d Main b Scale Settings

Common Settings

Select the scale model

Select the computer port your scale is connected to

Scales Find out about your computer's communication norts

MYOB RetalBasics alows several
tyes of scales to be connected to
your computer

F1 Help

" advanced Settngs

This section alows you to specify
the type of scale connected and
haow it communicates with your
computer

It wil aiso allow you to test the

connection befare you commence
using the scales

Teest Scales

Weight Received

0,0000

K Cancel

=l
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5 Choose the model of the scales you have connected.
6 Select the computer port to which the scales are connected.

7 If required, modify the settings in the Advanced Settings section to match those
recommended in the manufacturer’s user guide.

If the Advanced Settings section is not displayed, click ‘& to display it.

NOTE: AZextra Price Computing Scale If you are using the AZextra Price Computing Scale,
you have to change the settings on the scale to match the settings in RetailBasics.

8 To test the scales, click Test Scales.

9 If you are experiencing any difficulties with the scales, work through the ‘Scales checklist’
below.

Scales checklist

Check v

Check that the scale is plugged into the computer.

Check the scale’s advanced settings:
1 Click % to display the Advanced Settings section.

2 Modify the advanced settings to match those recommended in the manufacturer’s user guide.

SCALES
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Docket Printer

To set up, troubleshoot or modify your docket printer

1 Go to the Admin window.

2 Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYOE RetailBasics

Setup and Maintenance

» Admin b Setup and Maintenance

Shop Information

% * vigw your shop detalls

Foreign Currency

T * Set up or change foreign currency
E,L:M?_*; * Update Exchange Rates
i

Receipt Header and Footer

* change the message that appears on receipts

Hardware Maintenance

== * Sat up or change your hardware options

Payment Types

* cld new payment types
* Change raunding rules

Accounting Export Maintenance

< * Set Up your options for export inta an accounting package

&

[
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3 Click Hardware Maintenance. The Hardware Maintenance window appears.

Hardware Maintenance

» in b } Hardware Maintenance:

2
1 Harclware Selected: Posiflex PP - 7000
4 Cornected to port: COM3

F1Help

Scales

f:\\@

Harchware Selected:

Cornected to port:

Cash Drawer

Harcware Selected: Connected to Computer

Connected to port: COM1

Pole Display
==

Harcware Selected:

Cornected to port:

.

Barcode Scanner

Harchware Selected:

Connected to port:

Document Printer

Harcware Selected: HP LaserJet 4050 Series PS

» Docket Printer Settings

F1 Help

ﬁ[ummun Settings

Select the docket printer model

X P .

Docket Printer

Select the camputer part your docket printer is connected to
coms: -]

Find out sbout your computer's communication ports

MYOB RetailBasics alows several
types of docket printers to be

ﬁa vanced Settings

connected to your computer,

This section alows you ta specify
the type of dacket printer
connected and how it communicates
with your computer

It will also alow you to test the

connection before you commence
using the docket printer

Test Docket Printer

=
oK cancel

DOCKET PRINTER
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10
11

@ MYOB RetailBasics

Select the docket printer model.
Select the computer port to which the docket printer is connected.

Click % to display the Advanced Settings section.

Docket Printer Settings

Sales P Admin P Setup and Maintenance P Hardware Maintenance b Docl

Docket Printer

MYOB RetalBasics alows severa
types of docket printers to be
connected to your computer,

This section alows you ta specify
the type of dacket printer
connected and how it communicates
with your computer

It will also alow you to test the

connection before you commence
using the docket printer

Test Docket Printer

Comman Settings

Select the docket printer model

Select the camputer part your docket printer is connected to
coms: -]

Find out sbout your computer's communication ports

Advanced Settings
If you are experiencing dfficuities with your docket printer, consult the manufacturer's users guide and enter or change the
following detals

~—Paper Cutter

[ actvate  Lines to advance before cut

& Enter the hex command to force a half cut
[1056 31 | EEED |

€ Enter the hex command to force a ful cut

EEX

(N0

~——Ptinting Colour

Enter the hex command to switch to a second colour Enter the hex command to revert to the default colour

—Serizl Docket Printer setting
If you have selected a serial docket printer, enter the communication settings:

Baud Rate! Data Bits: Parity Stop Bits: fow Control: ————Harchware Control
fm [7] s F] [were ] [ [  [were ]  @cs com
—Double width

oK Cancel

CHAPTER 7

To activate the paper cutter, select Activate and enter a value for the number of lines the
printer is to advance before cutting the docket.

If you need to set cut commands and communication settings, enter values recommended
in the manufacturer’s user guide.

To test the printer, click Test Docket Printer.

If you are experiencing difficulties with the docket printer, work through the ‘Docket
printer checklist’ on page 185.

HARDWARE



Docket printer checklist

Check v
Check that the docket printer is plugged into the computer.

Check that you are using the cable supplied or recommended by the printer manufacturer.

Check that there is paper in the docket printer.

Check that the docket printer is turned on.

Check the customised settings for printing. See ‘To set receipt printing options’ on page 158.

Check the docket printer’s advanced settings:
1 Click % to display the Advanced Settings section.
2 Modify the advanced settings to match those recommended in the manufacturer’s user guide.

Pole display

To set up, troubleshoot or modify your pole display

1 Go to the Admin window.
2 Click Setup and Maintenance. The Setup and Maintenance window appears.

B MYDB RetailBasics o =] 7]

Setup and Maintenance

Sales P Admin » Setup and Maintenance

F1 Help

Shop Information Foreign Currency
* Wiew your shop detals & oy, * Set up or change foreign currency
W [S(he= * Update Exchange Rates

Receipt Header and Footer Hardware Maintenance
* Change the message that appears on receipts j * Set up or change your hardware options
Payment Jypes rt Mainten

ment t
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Click Hardware Maintenance. The Hardware Maintenance window appears.

Hardware Maintenance

b Admin b and Ma » Hardware Maintenance

Docket Printer

1 Hardwate Selected: Posiflex PP - 7000
% P Connected to port: COM3

Scales

[ Hardhvare Selected:
A‘:\

Connected ta port:

Cash Drawer

Hardiware Selected: Connected ta Computer
Connected ta port: COML

Pole Display
’
Hardware Selected:
Conrected to port:
=

Barcode Scanner

~

Hardware Selected:

Connected ta port

Document Printer

Hardhware Selected: HP Laserlet 4050 Series PS

Click Pole Display. The Pole Display Settings window appears.

@ MYOB RetailBasics

Pole Display Settings

» admin » Pole Display Settings

F1 Help

Comman Settings

-EJ Select the pole display model
o coM1: -]

Eind out ahout your computer's communication ports

Select the computer port your pole display is connected to

Pole Display

MYOR RetailBasics alows several "
types of pole displays to be chanced Settias
connected to your computer,

This section allows you to specify
the type of pole display connected
and how it communicates with your
computer

It will also allow you to test the

connection befure you commence
using the pole display

Test Pole Display

=

ok Cancel

Choose the model of the pole display you have connected.
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6 Select the computer port to which the pole display is connected.
7 Click "% do display the Advanced Settings section.

Pole Display Settings

F1 Help
b Admin P Sef

- cammon Settings ]
) Select the pole display model
Select the computer port your pale display is connected to
1 comL: ]
Pole Display Find out ahout vour computer’s communication ports
1MYOB RetalBasics alows severa 3
types of pale dsplays to be it
cornected to yaur compLter. If you are experiencing difficLities with your pole display, consult the manufacturer's users guide and enter or change the
folowing detals.
This section alows you to specify
the type of pole display connected —Display Meszage when Pole is Idle ——————————  Enter the hex command that wil dear the text displayed
and how it communicates with your
Computer CEnsble  Refresh secords after sde [0C |
It wil atso alow you to test the [EIZVEtEV Eltlggdltsg)‘(; ylzltdi/;ant displayed at ine 1 when Enter the hex command that resets the cursor back to the first line
cornection before you commence pole dpay [E |
Enter the text you want displayed at ine 2 when
Eo— the pole display is idle
Clearwater Cafe
—Pale Display settings ——————————————
Enter the commurication settings:
Baud Rate: Data Bits: Parity: Stop Bits: oy Control: ——Hardware Control:
Er I E ] [une ] [ ] e ] fce com
=y
K Cancel

8 To display a message when no transactions are taking place, click Enable.

9 To set the display to refresh a number of seconds after making a sale, enter this number in
the Refresh field.

10 To enter the text to display when no transactions are taking place, enter:

a the first line of the message in the Enter the text you want displayed at line 1 when
the pole display is idle.

a the second line of the message in the Enter the text you want displayed at line 2
when the pole display is idle.

11 To test the display, click Test Pole Display.

12 If you are experiencing difficulties with the pole display, work through the ‘Pole display
checklist” below.

Pole display checklist

Check v

Check that the pole display is plugged into the computer.
Check the pole display’s advanced settings.
1 Click % to display the Advanced Settings section.

2 Modify the advanced settings to match those recommended in the manufacturer’s user guide.

POLE DISPLAY



188

Barcode scanner

To set up, troubleshoot or modify your barcode scanner

1

2

Go to the Admin window.

Click Setup and Maintenance. The Setup and Maintenance window appears.

Shop Information

% * vigw your shop detalls

Foreign Currency

T * Set up or change foreign currency
~ w7 *Update Exchange Rates
Al

Receipt Header and Footer

* change the message that appears on receipts

Hardware Maintenance

- * Sat up or change your hardware options

Payment Types

ment ty

rt Mainten

CHAPTER 7
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3

4

Click Hardware Maintenance. The Hardware Maintenance window appears.

=T
Hardware Maintenance 7

b Admin b and Ma 3 » Hardware Maintenance

F1 Help

Docket Printer Scales
b
1 Hardware Selected: Posiflex PP - 7000 Hardware Selected:
" / Connected to port: COM3 Connected to part:
Cash Drawer Pole Display
=
Hardhware Selected: Connected to Computer Harthware Selected:
Conrnected to port: COML Conrected to port:
: —

Barcode Scanner Document Printer
# ' ,. Harchware Selected: Hardhware Selected: HP LaserJet 4050 Series PS

f Connected ta port

/

[

Click Barcode Scanner. The Barcode Scanner Settings window appears.

i

Barcode Scanner Settings
F1 Help
e P Barcode Scanner Settings

&‘ N " Cormmon Settings

/-
/ Select the type of karcode scanner

Barcode Scanner

1YOB RetalBasics alows severa
types of barcode scanners to he
cormected to your computer.

This section alows you to specify
the type of barcode scanner
connected and how it communicates
with your computer

It wil also allow you to test the
connection befare you commence
using the scanner

Test Scanner

K Cancel

BARCODE SCANNER
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Choose the type of setup you have for your scanner.
To test the scanner, click Test Scanner.

If you are experiencing difficulties with your scanner, consult the manufacturer’s user
guide.

Click OK.

Document printer

To set up, troubleshoot or modify your document printer

1

2

Go to the Admin window.

Click Setup and Maintenance. The Setup and Maintenance window appears.

@ MYOB RetailBasics

Setup and Maintenance

Adrmin b Setup and Maintenance

Shop Information Foreign Currency

% * vigw your shop detalls

> * Set up o change foreign currency
A £ *Update Exchange Rates

Receipt Header and Footer Hardware Maintenance

* change the message that appears on receipts == a * Sat up or change your hardware options

Payment Types rt Mainten

ment ty
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3 Click Hardware Maintenance. The Hardware Maintenance window appears.

3 o resinmses ="

Hardware Maintenance

b Admin b and Ma 3 » Hardware Maintenance

Docket Printer

1 Hardvrare Selected: Posiflex PP - 7000
“ P Conrected to part: COM3

Cash Drawer

Connected ta port: COML

Scales

F1 Help

Hardware Selected:

Connected ta port:

Hardiware Selected: Connected ta Computer

Barcode Scanner
g
/ Y Mardrare Selecteet:

/ g Connected ta port

/

Pole Display

Hardware Selected:

Conrnected to port:

Document Printer

Hardhware Selected: HP Laserlet 4050 Series PS

[

4 Click Printer. The Document Printer Settings window appears.

o s remainanes

Document Printer Settings

e b Document Printer Settings

F1 Help

Common Ee!!mus

Select the printer model

Printer

MYOB RetalBasics alows several
tyes of printers to be connected ta
your computer

This section alows you to specify
the type of printer connected and
haow it communicates with your
computer

It wil aiso allow you to test the

connection befare you commence
using the printer,

Test Printer

K Cancel

DOCUMENT PRINTER
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5 Choose the printer you want to use to print documents from RetailBasics.
6 To test the printer, click Test Printer.
7 If you are experiencing difficulties with your printer, consult the manufacturer’s user guide.
8 Click OK.
NoTE: Adjusting your printer Use the standard Windows printer settings (available from the

Windows Control Panel) to modify the settings of your Windows printer. For more details,
consult the Windows help.
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Import
and Export

Importing data

You can import stock, customer and staff data into RetailBasics. You could, for example, import
stock data that you have stored in a spreadsheet or a text file. By importing that data into
RetailBasics, you save the time you would otherwise have spent manually entering each item.

Preparing your data for import

You can only import certain types of files into RetailBasics. Before you try to import a file into
RetailBasics, check:

= if thefile is in the right format

= if the data in the file is organised correctly.

You may need to edit your file so that it meets these requirements.

File format RetailBasics can only import files where the fields in each record are separated by
commas or tabs. A comma-separated values file usually has a . csv extension and a tab

delimited file usually has a .tab or . tsv extension. These files may also be text files (with a
.txt extension).

Organisation of data The order and content of the data fields should match the fields in
RetailBasics. For example, if you are importing stock, the stock code should come first, the
description second, and so on.

Further, there must be data present for the mandatory fields. For example, if you are importing
customers, you must have, for each customer, the customer ID and either the customer’s first
name or their last name. Other fields can be left blank.

193
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Consult the following table to understand how different types of data should be organised.
Mandatory fields have a check ( ¢/ ) next to them.

To import...

Make sure the fields are in this order...

Mandatory
field

Stock

Stock Code

v

Description

v

Department

Unit of Measure
(This should match the units in RetailBasics)

Tax Code
(This should match the tax codes in RetailBasics)

RRP
(This can be inclusive or exclusive of tax)

Tare Weight

Stock Status
(The status should be either Active or Inactive)

AN

Up-sell Prompt

Staff

Staff ID

First Name

Last Name

Docket Name

ANANANAN

Address Line 1

Address Line 2

Address Line 3

State

Postcode

Phone

Mobile

Date of Birth

Start Date

APPENDIX A:

IMPORT AND EXPORT




To import... Make sure the fields are in this order...

Mandatory
field

Customers Customer ID

v

First Name

Last Name

v

Note: You
must enter
data in at
least one of
these fields.

Company Name

Address Line 1

Address Line 2

Address Line 3

State

Postcode

Phone

Mobile

Fax

Email

Memo

To import data

Information you need before you import Before you can import a file, you need to know:

= whether the first record in the file is a header record (which has names for each column of

data) or a data record.

= what character—a comma or tab—has been used to separate the fields in each record. A
comma-separated values file usually has a .csv extension and a tab delimited file usually

has a . tab or .tsv extension.

= if you are importing stock, whether the price includes or excludes tax.

IMPORTING DATA
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Go to the Admin window.

Go to the File menu and choose Import. A message appears asking you to make sure that
your file is in the right format.

Click OK to close the message. The Open Import File appears.

Select the file to import.

Click OK. The Import window appears.

: =]

witat type of data would yvou like to impart?
©iCustomer! © Staff @ Stack
The first record is
@ Header Info € Data
Field Separator is 3
 Comma  Tab

¥ allow updating of existing records

Stock Code Cescription Department Umi;
stockende description department =ell
01-GW-R Wirapping Paper Rall Gift Wirapping CE]
02-GW-5 Wirapping Paper Sheet Gift Wirapping CE]
03-GT-35 Gift Tags Setof 3 Gift Wirapping CE]
04-GC-10P Greeting Cards Pack of 10 General CE]
05-GC-20P Greeting Cards Pack of 20 General CE]
07-GR-4P Ribbon Curling Pack of 4 Gift Wirapping CE]
08-CP-A Paints Acrylic Craft CE]
08-CP-wi Paints Watercolour Craft ea
10-CR-M Ribbon Craft sold by Metre Craft m__|
11-CG-Gh Glass Pebhles Decorative sold by Grams General gm
12-08-G Staple Gun Stationery Ba o
4 | Ll_l
Impart Cancel

Select the type of data to import:

= Customer

m Staff

= Stock.

Indicate whether the first record in the import file is a header record or a data record.

Select:

= Header Info if the first record in the file contains just the names of the fields in the file. If
you select this option, the header info record is ignored when the file is imported.

= Data if all the records in the file are data records. If you select this option, all the records
in the file are imported.

Select the field separator:

= Comma—if each field in each record is separated by a comma.

= Tab—if each field in each record is separated by a tab character.

APPENDIX A: IMPORT AND EXPORT



9 If existing records can be updated by imported records, click the Allow updating of

existing records checkbox.

If this checkbox is selected, records that are duplicated in the import file will be overwritten
by the imported data. Records are identified as duplicates if they have identical data in the

mandatory fields.

10 Click Import. RetailBasics backs up your existing records. A message appears stating that

the backup was successful.

11 Click OK to close the message.

If you chose to import stock, a message appears asking whether the price presentin the

data is inclusive or exclusive of tax. If this message appears, perform the following steps:

a Select the kind of price you are importing—RRP (inc), if the price is inclusive of tax, or
RRP (ex), if the price is exclusive of tax. RetailBasics will import the price you specify and

automatically calculate the other one
b Click OK.

12 When the import is completed, a log file appears. The file will list the records that were

either rejected, added or updated.

B stock.Log - WordPad =] 3]
File Edit Wiew Insert Format Help
MEFEE R
klearwater Trading
IMPORT CONFIRMATION REPORT
Imported &t 13:27:04 on 21/11/2005
The following stock records have been rejected
Stock Code Description Departwent Sell in Tax 963[& [— These records
zo1 Cherry Ripe ea no have been
203 Mint Eclairs General ea N-T rejected
Z rejected records
The following stock records have been added .
| This record
Stock Code Description Department Zell in Tax fode
7777777777777777777 i has been
z0z Chocolate Eclairs General ea N-T
added
1 new records
The following stock records have heen updated .
| This record
Stock Code Description Department Zell in Tax fode
7777777777777777777 i has been
200 Box of chocolates ceneral es  meT
updated
1 updated records
4 | |
For Help, press F1 v

NOTE: Rejected records? See ‘Troubleshooting imports’ on page 198.

13 Click the close icon (%]) to close the log file.

IMPORTING DATA
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Troubleshooting imports

RetailBasics will reject records if they have invalid data or if they do not have data for the
mandatory fields. The reasons for rejecting a record are listed in the import log file.

To find out why a record has been rejected, scroll to the last column entry against a record. For
example, the log file below shows two rejected records. The first record has been rejected for
having an invalid tax code and an invalid unit of measure. The second record has been
rejected for not having a stock code and for having an invalid status and an invalid tax code.

B stock.Log - WordPad =] 3]
File Edit Wiew Insert Format Help
MEFE S
Reasons for
/ rejection
Sell in Tax Code FRP (inc) Tare Status Upsell Prompt
ea no 3.0000 0.0000 active Invalid Tax Code.
ea N-T 2.4000 0.0000 active HNo Stock Code.
Sell in Tax Code FRP (inc) Tare Status Upsell Prompt
ea N-T 1z .0000 0.0000 active
Sell in Tax Code FRP (inc) Tare Status Upsell Prompt
ea HN-T 1z .0000 0.0000 active
1< 1
For Help, press F1 4

Exporting data

You can export the customer, staff and stock data that you have created in RetailBasics. Once
exported, that data can be opened in other applications such as Microsoft Excel and Microsoft
Word. You could, for example, export your customer data, import it into Microsoft Word and
then generate mail merge letters to send to your customers.

NoTE: Exporting accounting data For details on exporting accounting data, see ‘Setting up
accounting export’ on page 172 and ‘To export accounting data’ on page 93.
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To export data

1 Go to the Admin window.

2 Go to the File menu and choose Export. The Export window opens.

CE—— x|
[ —

wihat type of data would you like to export?

@ Customer
© staff
© stock

File Farmat

Comma Delimited E"

Cancel

3 Select the type of data to export:
= Customer
= Staff
= Stock.
4 Select the file format to export the data in:
= Comma Delimited—if each field in each record should be separated by a comma.
= Tab Delimited—if each field in each record should be separated by a tab.
= Excel—if you want a format compatible with Microsoft Excel.
= Fixed Column—if the fields should be arranged in columns of a fixed width.
5 Click OK.
If you chose to export stock, a message appears asking whether the price presentin the
data includes or excludes tax. If this message appears:

a Select the kind of price you want to export—RRP (inc), if you want to export the price
inclusive of tax, or RRP (ex), if you want to export the price exclusive of tax.

b Click OK.
6 In the Save As window, specify a name and location for the export file.
7 Click Save.

EXPORTING DATA 199
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Technical Support

Contacting Technical Support

Our Technical Support team can assist with installing, using and troubleshooting your MYOB
software. This support only covers the usage of RetailBasics software, RetailReady hardware,
and their commands and functions. We cannot provide support on issues arising from
operating system faults, incompatible software, or the use of other hardware. For these issues,
you may need to contact your reseller or a professional adviser.

Before you call Technical Support

Gather information about the problem

= Try to recall and write down details of the problem, including what you did before the
problem occurred, and the exact text of any error message that appeared. See if you can
reproduce the problem.

Gather the following information about your software

= The serial number, which you can find on the base of the box and on the CD sleeve. You
can also find the serial number in the software. Open the RetailBasics Admin window, go
to Help and choose About RetailBasics.

= The version of the software. You can find the version number on the box. To check this in
the software, open the RetailBasics Admin window, go to Help and choose
About RetailBasics.

Gather the following information about your computer

= The computer type, model and processor.

= The version of the operating system. To find the version of the operating system, right-click
the My Computer icon on your desktop and choose Properties. Click the General tab to
see the version.

Be prepared for the call

= If you are using Pay-Per-Call support, you may need to have your credit card ready.

= Call while you are at your computer, with the RetailBasics software running, so you are
ready to follow any instructions and advice from our support staff.

= Have a pen and paper ready to note down any instructions or advice.
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Support plans

30 day introductory support You have free support for 30 days from the date you register
RetailBasics.

MYOB Cover Once your introductory support expires, you can purchase a subscription to
MYOB Cover for your RetailBasics software. This entitles you to one year of phone, fax and
email support, automatic upgrades to new versions of RetailBasics and notification of new
MYOB support notes on the MYOB website.

MYOB Pay-Per-Call support If your introductory support has expired and you do not want
to subscribe to MYOB Cover, you can call MYOB Technical Support on a pay-per-call basis.

Technical support phone number and charges

NoTE:  Charges for technical support calls are subject to change without notice.

Support Plan Phone Available times Charges
number (AEST)

30 days introductory support 1300 555115 9.00 am to 7.00 pm Local call charges

If you call within 30 days of (Monday to Wednesday)

registering your software. 9.00 am to 9.00 pm

(Thursday to Friday)
9.00 am to 5.00 pm

(Saturday to Sunday)
MYOB Cover 1300 555115 9.00 am to 7.00 pm Local call charges
If you have paid for (Monday to Wednesday)
subscription to this service. 9.00 am to 9.00 pm

(Thursday to Friday)
9.00 am to 5.00 pm

(Saturday to Sunday)
Pay-Per-Call support 1300 555115 9.00 am to 7.00 pm Local call charges and
If your introductory support (Monday to Friday) Pay-Per-Call charges.
period has expired and you are To find out what our
not subscribed to MYOB current Pay-Per-Call
Cover. charges are, visit our

website:
myob.com.au
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Support on the Web
Support Notes Support notes can be found at myob.com.au/supportnotes

RetailBasics on the web The RetailBasics home page contains all the latest RetailBasics
information and news. To find the RetailBasics home page, go to myob.com.au

Face-to-face assistance

RetailManager Professionals are experts in MYOB retail point-of-sale solutions and can assist
with RetailBasics software enquiries and problem solving, as well as with MYOB accounting
software integration and point-of-sale hardware.

To discuss your retail needs with an MYOB RetailManager Professional near you, visit
myob.com.au/partners

SUPPORT PLANS
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session report 96
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Currency Converter 61
Customer Search window 59
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editing 138

exporting 199

labels for 141

printing list of 140

viewing transactions of 144
customising

receipts 168

sales windows 156

text displayed on the pole

display 187

D

data
export accounting data 172
exporting 199
importing 195
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default window 160
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payment types 148
staff members 127
departments 111
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deleting 111
renaming 111
desktop shortcut 46

discounts
editing reasons for 158
lay-bys 68
sales 62
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discrepancy
account number for 30
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docket printer
setting up and
troubleshooting 182
dockets. See receipts

document printer

setting up and
troubleshooting 190

E

Edit Stock window 102
Edit Tax Code window 113

Edit Unit of Measure window
117
editing
customer details 138
foreign currency 153
payment types 147
shop information 166
staff members 125
stock items 102
tax codes 113
units of measure 117
equipment. See hardware
Euros. See foreign currency

exchange rates 21, 151
updating 154
exporting 198
accounting data 92, 172
customer, staff and stock
data 199
setting prompt for 164

setting up accounting
export 172

fees collected
account for 30
fields, skipping 156, 158
File menu 49
finding
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stock 58
transactions 91
float 160
setting in Shop Assistant 22
foreign currency 150
adding 150
deleting 155
editing 153
exchange rates 21, 151
refunds in 76
sales in 63

Foreign Currency window
20, 151

FRE 112

G

GST (Goods and Services
Tax) 112

GST-free 112

H

hardware 175
barcode scanner 188
cash drawer 176
changing 175
connecting and setting up
23
docket printer 182
document printer 190
pole display 185
printer 190
RetailReady 9, 10
scales 179
selecting in assistant 23
testing 24
troubleshooting 175
Hardware Assistant 23
Advanced Settings 24

Help menu 50

ID 46, 125

importing 193, 195
field order 193
file format for 193
troubleshooting 198

updating existing records
197

installing RetailBasics 11

checklist for 10
installing hardware 23

inventory management 97
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keyboard shortcuts
for the Admin window 49

for the Make a Sale window
48

L

labels

printing for customers 141

printing for stock 105
lay-bys 65

account for 30

cancelling 74

creating 67

makings payments on 71

records of 92

reports 83

setting up terms for 162
Lock RetailBasics button 80
log of transactions 91
Log On window 46
logging off 80

options for 28, 131
logging on 46

M

Make a Lay-by Payment
window 70
Make a Sale window 48, 60
customising 156
opening 51
setting as default in assistant
22
shortcuts for 48
menus 49
File 49
Help 50
View Transactions 50
multicurrency. See foreign
currency
MYOB
details for registration 33
using accounting software 28

INDEX

MYOB accounting software

account numbers in
RetailBasics 30, 174
using with RetailBasics 28

N

navigating in RetailBasics 51
no sale 60

records of 92
N-T (No Tax) 112

0

online activation 35
online confirmation 41
Open Till 60

opening RetailBasics windows
51
options
setting receipt printing 158

P

password
creating during login 47
entering during login 47
resetting 134
payment types
adding 145
deleting 148
editing 147
rounding rules 146
Payment Types window
in Accounting Export
Assistant 31
in Shop Assistant 19
payments in foreign currency
150
point-of-sale hardware
connecting 10

connecting and setting up 23
RetailReady 9

pole display
customising text display 187
setting up and
troubleshooting 185
Posiflex hardware 9

preferences
setting float 160
Preferences window
in Shop Assistant 20
Print Stock Code Label
window 105
printing
customer list 140
labels for customers 141
labels for stock 105
receipt printing options 158
staff list 128
Process Refund window 76
customising 156
prompts
backup and export 164
up-sell 54, 101

R

Read Scales 60
Receipt Header & Footer
window
in assistant 18
receipt printer
setting up and
troubleshooting 182
receipts 168
altering header and footer
168
preview in assistant 19
printing options 158
recommended retail price
adding for stock items 101
records of transactions 91
refunds 77
paying in foreign currency 76
record of 92
regional settings 13
register, cash. See cash drawer
registration 32
addresses and numbers for 33

information needed 32
procedure for 33
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reports

count takings session 96

count takings summary 95

discounts 86

end-of-day procedures 94

lay-bys 83

refunds 84

sales 80

Sales Period 81

stock list 109

tax collected 85

What's Selling 82
resetting

user passwords 134
restoring data 171

RetailBasics
about 9
finding version number 33
installing 11
RetailReady
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Assistant 24
rounding 146
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S
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customising 156
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refunds 77
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setting up and
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setting up and
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20
Payment Types window 19
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Receipt Header & Footer
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16
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166
in assistant 16

shortcuts
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48
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Staff Assistant 26
access options 28
access rights 28
Staff Information window
26
Staff Security 27

staff ID 46, 125

Staff Information window
in assistant 26
Staff Log Off button 80
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access 129
adding 124
adding in assistant 26
deleting 127
editing 125
exporting 199
report listing 128
resetting passwords 134
security setting in assistant
27
setting access rights 28, 129
setting log off options 131
viewing transactions 129
Staff Security window in
assistant 27

Start Making Sales 15
starting RetailBasics 46

Stock Assistant 25
departments 26
Stock List window 25

stock items
adding 100
code 101
deleting 104
departments 111
editing 102
exporting 199
importing 99
labels for 105
report listing 109
RRP (recommended retail

price) 101
setting up 97
tare weight 115
tax codes 112
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up-sell prompt 101

Stock List report 109
Stock Search window 58
Stock window 98

in assistant 25
support services 201
surcharge

account for credit card 30

setting up for credit card
payments 56

system requirements 10

T

tab delimited file 193
tab order 156, 158
takings

counting 88

discrepancy 89
takings session report 96

takings summary report 95

tare weight

setting for stock items 115

tax account 30

tax codes 112
adding 112
defaults for 112
editing 113
FRE (GST-Free) 112

GST (Goods and Services Tax)

112
N-T (No Tax) 112
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Tax Codes window 112
Tax Collected report 85

technical support details 201

telephone activation 37
telephone confirmation 43
terms for lay-by 162
till
account number for
discrepancies in 30
counting takings 88
opening without sale 60

record of when opened 92
setting float in assistant 22

setting up and
troubleshooting 176
transactions
customers 144
lay-bys 92
open till 92
refunds 92
sales 92
stock 108
viewing 91
troubleshooting
barcode scanner 188
cash drawer 176
contacting MYOB 201
docket printer 182
document printer 190
pole display 185
scales 179
tsv file 193

U

units of measure 115
adding 116

defaults in RetailBasics 115

editing 117

Units of Measure window 116

up-sell prompt 54, 101

US Dollars. See foreign
currency

user name 46, 125

\

version of RetailBasics 33
View Sales window 90
viewing
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transactions 91

W

weight, tare 115
windows in RetailBasics 48
navigating 51
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