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Main Screen
%' PosPortal System - Version 4.25 =181 x]
Fast One Shots
“Active PLU Sale Total | $0.00
PLU || mirror accestor
Description - 8 9
Price = 2
s Moid

e R i
Value | i Clear
Find

PLU 0
Items O Total Sﬂ .00

- B~
o

Desc Price Qty/kg Total

Username —> W ‘-‘“‘-|- ‘_I- ‘-

[Prsce Level 1 Operator - None Active | [ | o7 August 2005 20:39:57

Sign On

Hit the Sign On button on the main screen

Enter your Username and Password

Hit the Accept Button

You should then see your name on one of the user buttons

poONME

Sign Off

1. Hityour Username
2. Hit the Sign Off button
3. Your name should not be seen on any user button
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Function Selection x|
Menu
Repeat [tem
Handover / y i o N - y y Discount Reprint
Advance - - - '
| Exploter Windows Start JICI: i Task Manager

Advance

Hit on your Username (Main Screen)
Hit the Menu button (Main Screen)
Hit the Advance button

The Advance screen will then show

PoONME

Advance Screen

|
7/8|9
Amount 4! 5|6
$0.00 123
0| OO

5. Enter the amount in the amount field
6. Hit Accept if its correct and you want to process the advance OR
7. Hit Cancel
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Handover
1. Hiton your Username (Main Screen)
2. Hit the Menu button (Main Screen)
3. Hit the Handover button

4., The Handover screen will then show

Handover Screen

B

CASH I
EFT Debit 7 8|9
EFT Credit 4 5 6
Voucher

1123

0| OO

& Clear

i ] ] ) s
Hindover (SIS Kl B!

5. Enter the amount in the correct tender field
6. Hit Accept if its correct and you want to process the handover OR
7. Hit Cancel
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Tender

Sale Process

¥ Pos Portal E!'Istem-vursiull 4.25 ‘_I_E_L}_q
. ~Fast One Shot
Active PLU Sal¥ Total | [N |[ostone —hats
olos, JFrencer’ B -
Description 7 8 9
Price y
_ &6 Void
Quantity 1.000 4 5
Value | i Clear
Deso Price Qty/kg Total Find 1 2
PLU 0
Items O Total 50.00
Current Transactions ” \

[Prh:e Level 1 Operator - None fctive | [ [ lo7 August 2005 20:39:57

1. Select User
2. Scan Item/s
3. Hit Tender — The tender screen will then be displayed

Tender Screen
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Copyright © 2004-2005 AMC Convergent IT



AMC
6

convergent

CASH I
EFT Debit . 7,89
EFT Credit [ 4|56
Voucher i
112|3
0| OO
# Clear

] i) i el i
Sales Total #6801

sub Tota! s ol G

Drgeai T | FETN R T

4. Select payment option
5. Enter money given
6. Hit Accept
7. Give customer change if any
Void Sale 1
Foz Puilal S¥alei - relziun LEh =12
—Artive PLU Sala Total I 454 7 |[Fost One Shots
FLU minw | acoessoei
Dascription Sl
Fee e — X Yeid 71819
Quantity 1,000 — 14| 5| B
Valup | # Claar
. 1123
;::'h“- 3im Price [tyfky Total EI nd
areal Se G5£.01  1.008 §54.01 - 0 x
Itams 1 Total H54.01
Curremt Traneactions Tugghe Menu
Jim 354.01
ign On

il el ) el el el
. ———— ————

Fricm Lervml 1 Oparator - 5m | 12 hugust 2008 L Li20:17

1. Hit the Void button
2. There should now be no items listed
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Delete Item "

~Active PLU
PLU

Description
Price — —p
Quantity IW
Yalue Ii

=181 %]

Sale Total |

$129.01 |[FastOne Shots

Tender

mirror accessori

8

X Delete

5

i Clear

Desc Price Qtyfkg Total

1—> Dperator Jim

L'oreal Se $554.01 1.000
Delorenzo 575.00 1.000 575.00

Items 2 Total 5129.01

—- | &~

Find

:

N
Xl lw | o |w

Current Transactions

Jim

§129.01

Toggle Menu |
Hﬁi . W

i i s e el sl sl

|rice Level 1

| Operator - Jim

. 1IIL UIT LTITLC VULwWUII

T ——————

[ [ | |12 soqust 2008 12:27:27

3. The Void an item screen will then be displayed

Select Item ko Yoid

x|

Desc Price Qty-ky Total
Operator Jim

L'orsal Se  $54.01 1.000 $54.01

Delorenzo $75.00 1.000 g75.00

Items 2 Total $129.01

+ Delete < 5

X Cancel | |[¢&—— 6

4. Select the item you want to Delete
5. Hit the Delete button OR
6. Hit Cancel to close the screen

The item should now be removed from the transaction

Return an ltem/s

1. Scan ltem/s

2. Hit the Menu button (Main Screen)

POS Portal Quick Reference General v1.2
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3. Hit the Return button on the Menu Screen
4. The return screen will then be displayed

Select Item For Return

x|
Desc Price Qtyv- k Tatal \/Beiurn 5
» e
e X Cancel ¢ 6
Items 0O Total s0.00

5. Select the item to be returned
6. Hit the Return button OR
7. Hit the Cancel button to close the screen

POS Portal Quick Reference General v1.2 2005
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Cash Up

e Open Internet Explorer
e Go to Favorites at the top of the page and select Cashup BTt i oy g o

File Edit  Wiew 8 Tools  Help
Add to Favarites...
@ Back - ) ’ S
s organize Favarites. ..

73 Cashup

Login AMC Portal
http: i/portal . epos)

or type http://portal.eposportal.com:443/Hair/PosCashupLogin.php?site= here
place your site code number in the address bar

Once you have done that the login screen seen below should load.
Cashup Login
Site: 1—@

Site Name: Hair

User 4—@

Passwond « @
0k «—4)

Enter your site code in the site field if it is blank or incorrect
Enter your User. This user should be 1

Enter the password you have given to user 1

P wnp e

If all the details are correct press the Ok button to proceed

sitei [oar =] ._®
SRS Hame Ehify Logmn
072005 ,.—@ Cash Draw 1 1
A0-5u0-2008 Cath Draw 1 1
16-8u0-2005 Cash Draw 1 1

5. Check that your are on the correct site

6. Select the date you wish to cashup

POS Portal Quick Reference General v1.2 2005
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Cashup for Cash Deaw on 18-Aug-2005

sie: [Far =]

Employee: Cash Draw
Employee 1D: 1
Cashup date: <fort color="red »18-A00-2005</ fants
shift 1

Discrepancy:

CASH: " C ) Reason:

EFT Debit: g g5 Reason
EFT: Reason:
Reason:

Master Card: Reasom
Reason:

Reason:

Reason:

Reason:

Reeasan:

Reasan:

Reason

Reason

Reasom:

Reasom:

Reasom

Cashup | Flasel

7. Enter the amount you are declaring in each tender e.g. Cash, EFT
8. If the amounts are correct press the Cashup button

9. If you would like to reset all the fields on the page to blank press the
Reset button

CASH doas nok balance within $5.00, phaasa re caunt ar enbar 3 reason

Suggest Floats or Handovers ara rechecked as wel

Cashiip NOT Completed
h Draw am 1 0-Aug- 2005

iTof - a5
Cashup for Cas

site: [hor =

Employee: Cash Draw
Employee ID: 1
Cashup dote: <fonk calor="rad">10-4ug-2005<font>
shift 1

Discrepancy:

CASH: (2000 10 - (: : ) Reason: - (: :)

EFT Dwbit: 4 Reason:
EFT: Reason:

Reason;

Master Card: Reasin:
Reason:

Reasoin:

Reasmn:

Reason:

Reason:

Reason:

10. If the amount/s you entered were incorrect by £5 you will receive an
error at the top of the page for each tender that is incorrect
11. You can change the amount in the tender field if you wish AND OR

12. Type a reason next to the incorrect tender field and press the Cashup
button

POS Portal Quick Reference General v1.2 2005
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Home > Sel Cashup > Cashup

13. If the tender amounts where correct within £5 or you left a reason next to
the incorrect tender/s you should see the above screen with message
*“Cashup completed successfully”

POS Portal Quick Reference General v1.2
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Login / Logout

13

Portal URL address: http://mlas.systrag.com/Login.php?company= Write

your company number

Welcome to the MLA retail portal. This site provides information and tools to assist you in
running your business and is available to all subscribing butchers.

Please enter your login details

Company:
! «— 1

Please Enter Your Username & Password
Username: <+“— 2

Password: < 3

(o,

For more information about this site, please contact Louise Kovacs

lenu

Franchise

Users

Loyalty

Customer Orders

Ermail

Industry Manu

Logout

1. Type the name company and your company number in the company field. E.g.
company 1.Please note if you have entered the URL address as shown above with the

correct company number you will not have to perform this step.

Type your user name

Type your password
Click the Ok button

ok~ w D

always be done when you are finished using the Portal.

On the side Menu shown above click on the Logout button to logout. This should

POS Portal Quick Reference General v1.2
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Users

Portal User

& fap

c.nn\r-i':rgcnt T

Seite MaaD

1. Click on Users on the side Menu
2. Click on Portal User
3. Click on User Report (Portal)

e > fonallasr

EEEEN IR

convergeni [T
= ] 8 LEa 7] s 10 L AN 2]

= fizlhary
LR w1 Ui 6
o S P R

as Hortrmm e

e L ] I ALKE TEE W R
S mTRas Lives W L T L E 1 A JICF R

Wil i3

This report allows you to create a new portal user, view and edit existing portal users

4. To create a new Portal user click on Create New Portal User. Once you have done
that the screen below will load.

Floms > Bors Lssr v Lt Manl

Fruki
Swmimfids | 1 kg ri
g

e Ll |

T
Sem || dwe || Lol

5. Enter a Login name for the new user; you can also fill in the details below if
applicable.

POS Portal Quick Reference General v1.2 2005
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6. Click on the security Tab. This page allows you to set the rights the user will have on
the portal.

7. After you have set the rights. Click on the Current Password field and enter YOUR
PASSWORD

8. Then click on the User Password field and type a password for the user

9. Click Save. You will now be able to see the user in the Portal User Report.

Employee

1. Click on Employee on the side Menu

2. Click on Employee Report

This report allows you to create a new employee, view and edit existing employees.
These users are for the point of sale.

3. To create a new employee click on Create New Employee

POS Portal Quick Reference General v1.2
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Home > PO ey = PO Lser lom

Frei s [ndeim Gww e

4. The system will generate a system number which you don’t need to edit

5. Enter a Login name. This is usually a number as it is quicker and easier for the user
when they a signing onto the point of sale system. **PLEASE NOTE User 1 and 9
cannot be used as they are already reserved by the system.

6. Enter a POS name. This name will be seen on the point of sale system

7. Enter a Portal name. This name will be seen on the Portal.

s o Bl i o BOL e Hand

e —®

P i dugadina |

Mliars Chmsge Pasvmend [, =)

farre Change Pasvwend: [, &

e e Basvmend [0, -
Paprwsnd Lifw kpam:

Lt Gormew Lo [ ]
SHELFE ST

Mrmainiog Groce logie .

Ponreerd BIpng ) o, ‘—':10,.'
vl | b | Dakew ey P

8. Click on the Passwords tab
9. Enter a password for the user. This is usually four numbers e.g. 2323

10. Change the Password Expiry by clicking on the field

Usar SemtBy Lewh o patal koo 7|
PO Price B [Fonn -

[ e 12)

11. Click on the security tab. On this page you can set the rights for the

user.
12. Click Save. You will now be able to see the user in the Employee
Report.
POS Portal Quick Reference General v1.2 2005
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Inventory
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convergent/ T e

Ters omie
——— ——®

[ 1 ja— Frwd Retprasy e

Click on Menus

Click on Inventory

Click on Inventory Maintenance
Click on Edit Item

o M D

code or Barcode.

you have entered the details on the page

e T PRI E T PLE]

Cuamoy [ FEFRBICNCEBAES SRR TN ENE L

Flanss theoss 8 Sebl in searth un

it ey sl

Fmbas Adum Lapaan cumdla e CIEOD0T Pahar ) el 2L LES [ ORI
Fmbas Ailne Lapees Sariase [JRUAKS) P P imid Lol Consdilassg: LISEINAZ
Balas St BELEE | OLSI0L) P Fimid Corli S8t (RO IA)
Pmadois bl S dalleom (AT B frmil Corll Sk Casiil | JOOARSS|
Bmdbhas Al SN Candiaams [ MIOOBEL] B f ol S 200 [ RS
Padhas Al S0 Bl MOUMED] Blaliar ddaid 120 (BEESSELL
Edhad Al LU0 Hiei, Dl (J00 3808, Bdiar ddaid sty =Rl

Once you have performed a search either by alphabetical order or custom, a list will generate

as shown in the diagram above

7. Click on the item you wish to edit

17

This page allows you to search in alphabetical order or you can
perform a Custom search by entering a Description or an Item

6. If you perform a custom search click on the search button once

SEr Gmar

POS Portal Quick Reference General v1.2
Copyright © 2004-2005 AMC Convergent IT

2005



18

Pyl hihg Cape e Corane Dby of Lol Chomgar 18 58 [OOFS
| I ¥ | |

L Fimi bre e dar Ewwam B

8. On the details page you can edit the description and the
department the item is associated to

9. To change the price of an item click on the Pricing tab and
change the Retail Price

10. If you are a butcher there will be an INDUSTRY REF tab, this
is where you must set up the MLA industry reference for the
item. You cannot save a changed item until this is set up. To
obtain the MLA industry reference number consult the Portal
under Industry Menu then Xref.

11. Once you have finished editing the item Click the Save Item
button.

Balance Reports

Lrvertory Manu

L e - {:) Dlmhh-l-,_,.,—.
bk = Pavin gidl-2308 v v | Fara 13 wilsn Prarrie 1} tudal. |
el g [P ST [RFL LY |
1. Click on Menus
2. Click on Sales Menus
3. Click on Balance Reports
4. Click on Site Balances
5. Select the date you wish to view
6. Click on the underlined figure to view full report.
Please refer to the below image
POS Portal Quick Reference General v1.2 2005
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ik sy FEa fname > Bsanos = Sie Balanos
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To examine in detail any area of interest, click on the figure of interest (if underlined) and the

supporting information is shown.
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Control Reports

Time Hour

LE B2 L
1080 - 10/9% it} 1 w
1180 - 1L /8% L 3 1 1=
1880 - 18 1 ] !
i |
L] ]
" 7 "
i Fl
L 7
fE LR T 1 1
Toma! ar =8 7] ™ 15t

**Please note we are still in Sales Menu

1. Click on Control Reports

2. Click on Time Hour

3. To view sales between each hour Click on the Filters tab

¢

V AMK

o oiveRdgent | 1

L
Tudes  Morain Tussdaw tnpmdaran Trursdan Frdam Sarurthay Yo
16-Rd-S00 13-k 19-nd-goms e = 19-nd-rE03 T 16-ai-2EE8
fT80.38 = e s
Freee i 0 L i As
man s jan e [EIEE (I
= frre e paris i
e 4 1= e e W .
(TELRE [ HCi4E 44 e
T s wiva 28 a1
(ST (B ELLED ]
parra war m
1% e wnae [
B i m
TR TR 1Mz [LEET) [EECR

firte Waorey valma roiude non beeoristed ele o rara schoren

4. Click on the Type drop down menu and select Sales
The sales will then be displayed between each hour as shown above.
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Clerk Transactions / Users

haee » By Ol

= Ll o 3] Dot 13 s v

. O, NN SR DOE oD. A =

n Click on Clerk Transactions
Click on the employee you wish to view
Once you have clicked on the employee a report will load as
shown below listing each transaction.
To view the transaction Click on a journal number
i el (FTETETT) L B
.
it L i i
1 ]
fEe hep
el “nal
i 04 Lag i+9 g
shd  ba
przg W Ea
peap iy Bon
EEE BEE Ry
e
Lah b ek
Voids
=1} ] Tws | - ] [
se- SN NS U SRR GBS e ME ~
'y
(1
2
1. Click on Voids
2. The void report will then be displayed outlining the total voids by each employee
POS Portal Quick Reference General v1.2 2005
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Sales Reports

LT ] i [Cay O Bets |5 agin Déwpay A e |
(:]_/} . eeetmbyemEe |
(g:; N — "R~ > - B = = T
CTUNF Hene [Ty
= S e
Tulad [T Y

1. Click on Sales Reports

2. Click on Department Sales. This will display the total sales
for each department.

To view item sales click on Item Sales below Department Sales.

Franchise Report

AMC

convergeni [T

L P [T T Disslay 45 [opm =) e [fa o

% v PR, . PRTS ~- N v SR - ST = W U s S

WLaa [RER
W R Lamw T LA R 1T LB R T ED L L L (LR L]

Click on Menus
Click on Franchise
Click on Sales Reports

> wonp e

Click on Sales. Your Franchise Sales Report will then be
displayed as shown above.
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Notes:
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